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APPRENTICESHIP AGREEMENT 

An apprenticeship agreement must be in place from the start of the apprenticeship. The agreement must be extended if the programme is extended.

Use of this template is recommended but not mandatory. If you do not use this template, the requirements of the legislation set out in this document must still be met when you form an apprenticeship agreement. Before completing the template, please see the notes provided.

The purpose of the apprenticeship agreement is to identify:
· the apprenticeship standard connected to the apprenticeship; 
· the dates during which the apprenticeship is expected to take place; and
· the amount of off the job training that the apprentice is to receive. 


Apprenticeship Particulars:

	Apprentice name:

	

	Place of work (employer name and location):

	

	Apprenticeship standard, level and version:

	



	Start date of apprenticeship (see note 2):

	
	End date of apprenticeship (see note 2):
	

	Start date of practical period (see note 2):

	
	Estimated end date of practical period (see note 2):
	

	Duration of practical period (see note 2):
	
	Planned amount of off-the-job training (hours) 
(see note 5):
	




Signatories:

	Apprentice:
	
	Date:

	Employer:
	
	Date:





Version: October 2023





APPRENTICESHIP AGREEMENT - NOTES

1. Why is an apprenticeship agreement required?
The Apprenticeships, Skills, Children and Learning Act (ASCLA) 2009 and the Apprenticeships (Miscellaneous Provisions) Regulations 2017 (SI No. 2017/1310)) require an apprenticeship agreement to be in place, for nearly all apprentices. This forms part of the employment arrangements between an apprentice and their employer; it is a contract of service (i.e. a contract of employment) and not a contract of apprenticeship. An apprenticeship agreement must be put in place when an individual starts an apprenticeship and should remain in place throughout (the agreement must be extended if the duration of the apprenticeship is extended).

2. What is a ‘practical period’? How does this differ to ‘the apprenticeship’? 
A practical period is the period in which an apprentice is expected to work and receive training under an approved English apprenticeship agreement; it must have a minimum duration of 12 months. The practical period covers the training; the full apprenticeship covers the training and end-point assessment. 

3. Can an apprenticeship be completed without an apprenticeship agreement?
Yes, there are some circumstances where an apprentice can complete a statutory apprenticeship without an apprenticeship agreement. Please refer to the ‘alternative English apprenticeship’ section of the latest apprenticeship funding rules.

4. What information is needed in an apprenticeship agreement?
The apprenticeship agreement must comply with the requirements in ASCLA and the 2017 Regulations. It must: a) provide for the apprentice to work for the employer for reward, in an occupation for which an apprenticeship standard has been published by the Institute for Apprenticeships and Technical Education; b) provide for the apprentice to receive training in order to assist the apprentice to achieve the standard in the work done under the agreement; c) specify the apprenticeship’s practical period; and d) specify the amount of off-the-job training the apprentice is to receive. If the template overleaf is not used, the required information should be attached to / incorporated in an existing employment contract.

5. What is the definition of off-the-job training and how much needs to be included?
To be eligible for government funding an apprentice must spend at least 20% of their normal working hours, over the planned duration of the apprenticeship practical period, on off-the-job training. For full time apprentices, working hours are capped at 30 hours per week for funding purposes only; this means a full-time apprentice will train for an average of 6 hours per week (20% of 30 hours). Off-the-job training delivers new skills that are directly relevant to the apprenticeship standard referenced in the agreement. The volume of off-the-job training should be agreed with the training provider and must take into account any relevant prior learning. Further information can be found in the apprenticeship funding rules.

6. 	Who must sign the apprenticeship agreement?
The employer and apprentice must sign and keep a copy of the apprenticeship agreement. The employer must give a copy to the training provider. The training provider, employer and apprentice must also sign a separate training plan; this builds upon the apprenticeship agreement and outlines the planned content and schedule of training to be delivered.

7.	What is a break in learning?
A break in learning is where an individual takes a break from their apprenticeship but plans to return to it in the future; this can be with or without a break from work. When the apprentice restarts the programme all documentation, including the apprenticeship agreement and training plan, must be reviewed and updated to account for the duration of the break. 
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