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[bookmark: _Toc225945536]SECTION 1: DOCUMENT CONTROL

[bookmark: _Toc225945537]1.1 Document Location
This document is stored electronically by Apprenticeships Delivery & Performance Branch and a copy is available on The Department’s website at: ApprenticeshipsNI 2025 Operational Requirements 
Printed copies are only valid on the day they are printed.
[bookmark: _Toc225945538]1.2 Document Status
The version number for this document is Version 2 in effect from 1 May 2026.

[bookmark: _Toc225945539]1.3 Revision History
Date of next scheduled revision: August 2026

[bookmark: _Toc225945540]1.4 Approvals
Approval for this document is filed as follows: 

· Document Owner
Head of Apprenticeships Delivery & Performance Branch, Michael Harris
Date of Approval Version 2:  2 April 2026

· Document Manager
Deputy Principal, Apprenticeships Delivery & Performance Branch
Susan Stranaghan
Date of Approval Version 2: 2 April 2026
[bookmark: _Toc225945541]1.5 Distribution

This document, Version 2, will be distributed to the following recipients: 
· ApprenticeshipsNI 2025 Contractors, Further Education Colleges and CAFRE
· Central Procurement Directorate 
· DfE Commercial Services Branch
· DFE Central Payments Branch  
· DfE Careers Service Branch
· [bookmark: _Toc225945542]DfE Communications Branch
1.6 Document Review Process

1.6.1.	The Department has the right to amend or vary the Operational Requirements as required and the Contractor shall perform the contract in accordance with any such variation or amendment when instructed to do so by The Department. This document provides detail to Contractors about the process that The Department will follow when making such amendments.
1.6.2.	In adopting this process, The Department is conscious of the need to balance flexibility in the delivery of complex service programmes with the need to allow Contractors sufficient time to assess and introduce any change to the Requirements.
1.6.3.	The Department intends to follow a regular process of considering and making changes to the Operational Requirements. The Department anticipates that, save for exceptional and/or urgent issues; it will make changes to the Operational Requirements no more frequently than every 13 weeks if required. The Department will, at its sole discretion, determine when an issue is exceptional and/or urgent.
1.6.3.1.	When making changes to the Operational Requirements, The Department will, on each occasion, provide Contractors with:
1.6.3.2.	A summary of the changes made.
1.6.3.3.	An explanation of why each change has been made.
1.6.3.4.	A web link to a revised copy of the Operational Requirements document with a new version number.
1.6.3.5.	A date from which the new version is deemed to be in effect. This date shall, save for exceptional and/or urgent issues, be no less than 10 working days from the date of the notification.

[bookmark: _Toc225945543]1.7 Contacting the Department

1.7.1.	The Department will provide a single point of contact for all queries and requests in relation to these Operational Requirements.  All communication in relation to any aspect of this document must be sent via email to apprenticeships@economy-ni.gov.uk. 

[bookmark: _Toc225945544]SECTION 2: DEFINITIONS

[bookmark: _Toc225945545]2.1 Definition of Terms

For interpreting this document, the terms set out in this section shall have the meanings ascribed to them below:

Initial Assessment Period
A period (of up to 16 weeks) prior to the Training Contractor submitting a claim for the Start Payment, by which time both the Delivery Agreement must be completed and Personal Training Plan (PTP) approved on TAMS.

Claim Period
Thirteen four-weekly periods across the financial year in which Training Contractors must submit claims to The Department’s Central Payments Branch. Details are contained in Annex 16. Contractors are notified annually of revisions.

Compulsory School Age
Compulsory School Age is defined by Article 46 of The Education and Libraries (Northern Ireland) Order 1986 (as amended): Article 46 of The Education and Libraries (Northern Ireland) Order 1986 If an individual turns 16 between 1 September and 1 July, they can leave school after 30 June.  If an individual turns 16 between 2 July and 31 August they cannot leave school until 30 June the following year.

Delivery Agreement
The Delivery Agreement (Annex 3) is the document that sets out The Department’s commitment to the employer and apprentice.

Direct Entrant Level 3
An apprentice who holds a Level 2 Recognised Vocational Qualification appearing on a current Level 2 ApprenticeshipsNI framework enters directly to the relevant Level 3 ApprenticeshipsNI framework.
OR
An apprentice with appropriate work experience in their occupational area who is deemed competent to work towards achieving a Level 3 ApprenticeshipsNI framework.

Directed Training
Planned and coherent off-the-job learning, training and assessment approaches and experiences (as distinct from, but fully cohesive with, practical experiences gained in the workplace). These approaches and experiences should be reflective of the requisite delivery environment and should include a range of alternating/blended approaches which are impactful, inspirational, engaging and challenging and which result in a measurable and successful outcome at the required level. Such approaches should align to ETI guidance.  
Supportive interventions to address the needs of vulnerable and hard to reach learners, should be clearly delineated and delivered within the training, learning and assessment package. 

Disability
The law defines the terms 'disability' and 'disabled person' in a special way and a person will benefit from the law only if he or she satisfies that definition. Further information can be found in the link: Protection against Disability Discrimination

Disclosure and Barring Service (DBS)
The Disclosure and Barring Service (DBS) helps employers make safer recruitment decisions and prevent unsuitable people from working with vulnerable groups, including children. DBS is an executive non-departmental public body, sponsored by the Home Office. Further information is available via the NI Direct website at the link below:
Disclosure and Barring Protecting Children and Vulnerable Adults

Disability Support Services (DSS)
Disability Support Services are provided by a Disability Support Contractor, contracted by The Department to deliver specialised support to apprentices with a disability

Education and Training Inspectorate (ETI)
An inspectorate under the Department of Education that provides independent inspection services and policy advice for government departments.


Exemption / Relaxations / Concessions
Relates to Essential Skills qualifications in terms of the equivalency of an apprentice’s previous qualifications in English, Mathematics or ICT. The relaxation / concession route exempts the apprentice from completing an Essential Skills element of a framework but does not constitute the attainment of an Essential Skills qualification. Essential Skills funding will therefore not be paid.

Framework
Sets out the relevant National Occupational Standards (NOS) and qualifications. Any qualifications specified in an apprenticeship framework must be - Regulated by Ofqual, underpinned by NOS and approved by the relevant industry representative body.
Copies of all current frameworks are available on the NI Direct webpage, Types of Apprenticeships

General Data Protection Regulation (UK GDPR)
The General Data Protection Regulation was designed to harmonize data privacy laws across Europe, to protect and empower citizens’ data privacy and to reshape the way organizations across the region approach data privacy. It is in force in the UK from 25 May 2018. The GDPR is retained in domestic law as the UK GDPR.

Output Related Funding (ORF)
Output Related Funding (ORF) is funding payable to Contractors based on the delivery of specified outputs.

Personal Training Plan (PTP)
A plan detailing the objectives, milestones and learning needs of an apprentice and how the Training Contractors will deliver the framework requirements.

Progressor (from Level 2)
An apprentice who has achieved a Level 2 framework and is seeking to progress to a Level 3 framework in the same occupational area.

[bookmark: _Hlk170032923]Progressor from Traineeship or Skills for Life and Work 2
An apprentice who has gained a Recognised Vocational Qualification at Level 2 on the Traineeship or Skills for Life and Work 2 programme that appears on a current apprenticeship framework and is seeking to progress as an apprentice to the Level 3 framework in the same occupational area. They may be entered on a Level 3 framework with Level 2 en route, as they may lack the requisite practical skill to support their direct transition to Level 3.

Quality Improvement Team (QIT)
The team in the Department that monitors, evaluates and reports on quality management and delivery, quality assurance and quality improvement across various Departmental programmes, and liaises with the ETI.

Recognised Vocational Qualification
A vocational qualification appearing on a current targeted apprenticeship framework / pathway.

Register of Regulated Qualifications
The Register of Regulated Qualifications contains details of all qualifications that are regulated by the Government’s regulatory organisations in England (Ofqual), Wales (Qualifications Wales) and Northern Ireland (CCEA). 

Regulated Occupations / Activity
There are certain types of activities with children or adults at risk of harm that fall under “Regulated Activity” as defined by the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the Protection of Freedoms Act 2012). The information in the link below gives examples of both Regulated and Non-Regulated Activities:
Regulated Activity with Vulnerable Groups

Rejoiner
An individual who had previously been registered on ApprenticeshipsNI and not achieved their Target Framework who is rejoining provision in the same occupational area under the original entitlement with the same or a different Contractor. A second PTP payment is not payable to the original Contractor.

Contractor’s Staff
Section 1, “Definitions and Interpretation” current contract refers; “Staff” to have the following definition: “Means all persons employed by the Contractor to perform its obligations under this Contract together with the Contractor’s servants, agents, contractors and sub-contractors used in the performance of its obligations under this Contract.”

Sectoral Partnerships
Established across a number of economic sectors to bring together employers, business representative bodies, further and higher education, qualification experts and policy advisors with the aim of a comprehensive review of apprenticeship and traineeship curriculum development to meet the skills needs of their industry.

Skills for Life and Work 
Skills for Life and Work is a life and work skills-based training programme for young people who have not yet found employment. It is funded by the Department. 

Start Date
First day on programme (not first day of employment or in the classroom).

Subcontractor
Organisations that deliver training on behalf of the Contractor under a sub-contracted arrangement.
For the purpose of the ApprenticeshipsNI 2025 Programme a sub-contractor will be considered as a person or business/organisation that agrees with the Supplier (as an “independent contractor” and not an employee) to provide part of the services on the programme which the Supplier has agreed to perform.

Target Framework
The apprenticeship framework and level being pursued by the apprentice as named in their PTP.

Trainee & Apprenticeship Management System (TAMS)
The Department’s central Trainee & Apprenticeship Management System (TAMS) database. It is used for Claims Processing, Approval Requests and recording Training History. 

Any queries about the new TAMS system should be sent to
ictservices@economy-ni.gov.uk. 

Traineeships 
Traineeships is a life and work skills-based training programme for  people who have not yet found employment. It is funded by the Department.

Unique Learning Number
A Unique Learner Number (ULN) is a 10-digit reference number used alongside (and to access) the Personal Learning Record of anyone over the age of 14 involved in UK education or training.
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[bookmark: _Toc225945547]3.1 The ApprenticeshipsNI 2025 Programme
3.1.1.	The programme is open to all people who meet the eligibility criteria set out at Section 4 of this document.
3.1.2.	The ApprenticeshipsNI 2025 programme aims to: 
3.1.2.1.	Provide apprentices with the knowledge, understanding, and competence to work at a high level in their chosen occupation.
3.1.2.2.	Offer quality training to fulfil the requirements of an appropriate apprenticeship framework.
3.1.2.3.	Contribute to raising the skills level of the NI workforce.
3.1.2.4.	Provide opportunities for progression to further and higher education and training.
3.1.2.5.	Support the direct involvement of employers in training key personnel.
3.1.3 Under ApprenticeshipsNI 2025, apprenticeships:
3.1.3.1.	Are open to all people who have reached the minimum school leaving age, and who meet the entry requirements set out in the relevant apprenticeship framework.
3.1.3.2.	Usually take at least two years and up to four years to complete although, unlike traditional apprenticeships, are not time-served.
3.1.3.3.	Are a series of planned on- and off-the-job training and development activities.
3.1.3.4.	Lead to externally regulated qualification and credit framework (QCF or equivalent qualifications).
3.1.3.5.	Build upon the basic general competences such as the essential skills of application of number, communications, and ICT; are industry-driven and designed to be relevant to the needs of each occupational sector.
3.1.3.6.	Enable apprentices to acquire high level technical, administrative, and first-line management skills.
3.1.3.7.	Enable mobility within a sector and across the wider economy by including a breadth of training beyond the specific needs of a job through both on and off-the-job training. 

[bookmark: _Toc225945548]3.2 Key Elements of ApprenticeshipsNI 2025
	The key elements of ApprenticeshipsNI 2025 are:
3.2.1	Permanent remunerative employment for the apprentice from day one, i.e., a minimum of 21 contracted hours per week with one employer, which includes day release / off-the-job training (directed training must be paid as part of the apprentice’s contracted hours).
3.2.2	Payment to the apprentice of a wage commensurate with the industry rate for that job and in accordance with the National Minimum Wage (NMW) regulations. If non-compliance with the above is identified the Training Contractor or Further Education College will have 4 weeks from the date the issue is raised with them to provide an assurance of a return to compliance with the eligibility conditions as detailed in the Operational Requirements. If the assurance is not provided within four weeks the apprentice must be removed from the programme. Consideration will be given to recovering all funding paid during the period of non-compliance when the minimum requirements for contracted hours or wages have not been met. 
3.2.3	An apprenticeship framework for the specific occupational area agreed with the relevant industry-led representative body, comprising directed training, related knowledge, appropriate Essential Skills, and structured workplace training.
3.2.4	A Personal Training Plan (PTP) that is discussed and agreed between the Contractor, the employer, and the apprentice detailing the progression route for achieving the agreed qualifications.
3.2.5.	A Delivery Agreement between the Contractor, the apprentice, and the employer outlining the roles and responsibilities of each.
3.2.6.	A funding structure which supports training costs and makes payments on achievement of periodic milestones and on achievement of outcomes.
3.2.7	Support and commitment of the relevant representative organisations, e.g., relevant industry-led representative body and employers, working with the Department’s Sectoral Partnerships.
[bookmark: _Toc225945549]3.3 Apprenticeship Frameworks
3.3.1.	Contractors must ensure that every apprentice follows an apprenticeship framework, which sets out the relevant national occupational standards and qualifications which must be achieved by the apprentice. The qualifications provide the evidence that the individual has achieved: 
3.3.1.1.	The competencies required for performance in the occupation or job role.
3.3.1.2.	The technical skills and knowledge / understanding of the theoretical concepts specifically relating to the occupation or job role, together with knowledge and understanding of the industry and its market.
3.3.2.	The Department’s commitment to an apprentice / employer is the funding of a Target Framework identified in the PTP, which after the Initial Assessment Period cannot be altered until achievement of the Target Framework, except for a revised framework (see 5.6).
3.3.3.	Each framework includes the following basic elements:
3.3.3.1.	Induction and modules covering Employee Rights and Responsibilities (ERR).
3.3.3.2.	A competence-based component, a knowledge-based component where appropriate to the apprenticeship framework in question (these qualifications cover the technical theory relevant to the occupation and knowledge of the industry and market), or a combined qualification (covering both the competence and knowledge-based components).
3.3.3.3.	Essential Skills requirements regarding Application of Number, Communication and ICT.
3.3.3.5.	Other mandatory or optional elements as specified by the industry related to the occupational area.
3.3.4.	Contractors must provide the underpinning knowledge and develop skills, while the employer provides the workplace experience to apply learning. Depending on the subject requirements, training may be delivered in a classroom, workshop or online environment.
3.3.5.	The current available frameworks are published on the NI Direct Apprenticeships website. 

[bookmark: _Toc225945550]3.4 Marketing by the Department
3.4.1	The Department will market ApprenticeshipsNI 2025 through various media in accordance with its marketing strategy. 
3.4.2	Potential apprentices and employers can find a training contractor on NI Direct or by receiving the required information from their Careers Advisor.

[bookmark: _Toc225945551]3.5 Marketing by Contractors
3.5.1	Contractors may market ApprenticeshipsNI 2025 at their own expense.  Contractors must make effective use of accessible communication formats. 
3.5.2	Contractors must consider the needs of the target audience regarding accessibility of marketing information.
3.5.3	Apprenticeships branding and the DfE logo, must appear on the front of all promotional materials for ApprenticeshipsNI 2025.
3.5.4	Should Contractors require further information or copies of these logos, or have any questions about the correct use of the ApprenticeshipsNI 2025 creative materials, they should email these queries directly to Apprenticeships Delivery & Performance Branch at apprenticeships@economy-ni.gov.uk
3.5.5 	Contractors must in all cases seek approval of draft marketing materials for ApprenticeshipsNI 2025 from Apprenticeships Delivery & Performance Branch. 
3.5.6	Branding guidelines apply to the use of DfE logos, including minimum dimensions as follows:
3.5.7	The DfE logo: the hexagon section of the DfE logo must measure a minimum of 14mm for A4 publications and 12mm for A5 and 1/3 A4 publications.
3.5.8	The logos should not be distorted or amended in any way and there should be sufficient space around the logo to allow it to be easily legible to the reader.

[bookmark: _Toc225945552]3.6 Programme Documentation 
3.6.1	Contractors are required to complete Forms on TAMS where possible, however, if using the standard templates provided for administrative forms Contractors must not remove or amend the written content of the templates provided for administrative forms. A contractor logo may be added if desired, provided this does not replace or diminish the presence of the logos included on the template. Contractors must not otherwise adapt or insert addenda to the templates used for administrative forms without prior approval from Apprenticeships Delivery and Performance Branch.
3.6.2	If the Forms are not available to be completed on TAMS or there is a system issue preventing data input a hard copy must be completed and retained.
Any queries about the new TAMS system should be sent to 
ictservices@economy-ni.gov.uk. 
3.6.3	For administrative forms requiring a signature, email confirmation of agreement will be accepted, provided that the apprentice, employer, and Contractor representative can be clearly identified from the email address. If possible generic email accounts should not be used. 
3.6.4	Any email audit trail should clearly identify and verify that all relevant parties (i.e., contractor representative, apprentice, and employer) have seen, read and agreed to the information on the form and all emails and attachments retained in a format that facilitates verification and inspection for compliance and audit purposes. 
3.6.5	A subcontractor’s staff member’s signature is acceptable as the contractor’s representative. 
A sub-contractor will be considered as a person or business/organisation that agrees with the Supplier (as an “independent contractor” and not an employee) to provide part of the services on the programme which the Supplier has agreed to perform.
3.6.6	Details of all relevant parties’ e-mail addresses must be documented in the Delivery Agreement at the start of the participation on the programme.
3.6.7	Where emailed documentation includes personal data, the personal data must be encrypted as per paragraph 7.13.6, to ensure it is transmitted safely and securely.
[bookmark: _Toc225945553]SECTION 4: ELIGIBILITY CRITERIA

[bookmark: _Toc225945554]4.1 Young People
4.1.1	Young people are eligible to enter ApprenticeshipsNI 2025 provided they fulfil the eligibility criteria at 4.2 AND satisfy all other criteria and restrictions as set out in 4.3. 

[bookmark: _Toc225945555]4.2 Eligibility Criteria
4.2.1	Contractors must apply the eligibility criteria set out in these Operational Requirements to all potential apprentices.
4.2.2	Apprentices can enter ApprenticeshipsNI 2025 funded apprenticeships on progression from ApprenticeshipsNI 2021, or as direct entrants, or from Traineeships or Skills for Life and Work 2.
4.2.3	Potential apprentices can be existing or new employees but must satisfy the eligibility criteria below.
4.2.4	To be eligible to enter ApprenticeshipsNI 2025 funded Level 2 or Level 3 apprenticeship provision, a person must meet all of the following criteria:
4.2.4.1	Have attained the upper limit of Compulsory School Age:
· A 16-year-old who is entitled to leave school after the statutory leaving date of 30 June, or a 17-year-old who leaves school or Further Education (FE) College during the month of June, will be permitted to enter ApprenticeshipsNI 2025 from the first Monday in July.
· A school leaver or FE College leaver who is 17 years old and who leaves before 1 June can be admitted to ApprenticeshipsNI 2025 at any time after leaving school or FE College.
4.2.4.2	Be either:
· An existing employee in a new job role that requires a substantial amount of learning and skills development. This must be fully detailed on the TAMS Delivery Agreement or the hard copy Delivery Agreement at Annex 3 and uploaded onto TAMS. On TAMS, if it is indicated that an apprentice is an Existing Employee by clicking ‘Yes’ on the participation details, then by default the existing employee checkbox on the Delivery Agreement will be ticked, and the Existing Employee questions will be displayed;
or
· A new employee in (or about to take up) a permanent remunerative employment offer, including a specific Start Date as detailed on the Delivery Agreement (Annex 4) and confirmed by the Employer. A new employee is those who are 6 months or less in the job role.
and
· Be employed by a company that has operations in Northern Ireland and is registered as an employer with HMRC (also see 4.12) and be contracted to work a minimum of 21 hours per week with one employer. Day release to undertake directed training must be paid as part of the apprentice’s contracted hours 
4.2.4.3	Have the potential to successfully complete all the requirements of the appropriate Level 2 or Level 3 apprenticeship framework.
4.2.4.4	Meet any health requirements (e.g., colour vision) specific to the occupation of their choice.
4.2.4.5	Have achieved any necessary entry academic qualifications (e.g. GCSEs) determined by the relevant sector for the apprenticeship and approved by The Department.
4.2.4.6	Pass any entry tests specified by the relevant sector or employer and approved by The Department.
4.2.4.7	Satisfy the criteria for existing qualifications as set out in 4.7.
4.2.5	Employers may apply their own criteria during recruitment. However, only those potential apprentices who are assessed as capable and committed to achieving the full requirements of an apprenticeship framework should be recruited to the programme.
4.2.6	The onus is initially on the Contractor to ensure that apprentices and employers adhere to the contractual requirements (including the completion and implementation of the Delivery Agreement at Annex 3). The Delivery Agreement now available on TAMS will encompass the Enrolment Form (Annex 4) and must be completed but it must be noted TAMS will not prompt Contractors to do so. The TAMS version of the completed agreement will be accepted (whereby an approval e-mail link will be sent to the employer, apprentice, and Contractor), or a completed hardcopy with wet signatures that has been uploaded to TAMS will also be accepted.

[bookmark: _Toc225945556]4.3 Apprentices Employed by UK National Companies
4.3.1	In terms of the Apprenticeship Levy, employees only qualify for apprenticeship funding in England under the English Apprenticeship arrangements if they:
· Are employed by a company based in England; and
· Are employed 50%+ of their time in the English part of the business; and
· Are completing their training in England using a training provider that is listed on the English approved training provider register.
4.3.2	Therefore employees of UK national companies should qualify for support under ApprenticeshipsNI 2025 if they:
· Are employed by a UK national company that has operations in Northern Ireland; and 
· Are employed 50%+ of their time in Northern Ireland; and
· Are based in Northern Ireland and completing their directed training in Northern Ireland with an approved local Training Contractor, following an ApprenticeshipsNI 2025 framework.

[bookmark: _Toc225945557]4.4 Ineligible Participants
The following are not eligible to enter an ApprenticeshipsNI 2025 funded Level 2 or Level 3 apprenticeship:
4.4.1	A person taking up, or already in, a self-employment opportunity. This includes apprentices whose employers have taken them on under the Construction Industry (CIS) Scheme.
4.4.2	A public sector employee (the public sector includes all enterprises and activities owned and/or funded by the government. Employees of charities are excluded from this definition, subject to compliance with 4.5.4. Contractors must ensure that public sector employees are not enrolled on the ApprenticeshipsNI 2025 programme).
4.4.3	A non-EU national who is subject to employment restrictions and/or a time limit on their stay in Northern Ireland at the time of application to enter training (this information can be obtained by their employer checking the client’s passport/visa/permit at their recruitment to their job role).
4.4.4	A person for whom the employer is in receipt of financial support from any other Government Department budget or programme.
4.4.5	A person following a full-time course of study in either Further or Higher Education.
4.4.6	A person employed by a company that does not have a base in Northern Ireland or Great Britain.

[bookmark: _Toc225945558]4.5 Eligibility in Doubt
4.5.1	If, at any time, The Department considers there is reason to doubt the eligibility of an apprentice, The Department will suspend all funding related to that person.
4.5.2	In these cases, the Contractor must have approval from Apprenticeships Performance and Delivery Branch for that individual’s participation in the provision to continue and make request the same working day that it receives notification from The Department.

[bookmark: _Toc225945559]4.6 Training of Own Employees
4.6.1	As noted in Contract Specification a “Contractor will not normally be permitted to claim funding for the delivery of training to their own employees or those of an umbrella organisation that they belong within.” 
4.6.2	Paragraph 4.6 also states that “An exception is where a Contractor is the employer of the majority of their apprenticeship cohort or of a significant cohort of apprentices (more than 5 apprentices), in a particular Occupational Area. In this case, the Contractor must indicate on their Tender application of their intention to train this cohort of employees in their bid.” 
4.6.3	Subsequent to the Tender process, should a Contractor wish to train their own employees or those of an umbrella organisation that they belong within, under the ApprenticeshipsNI 2025 programme, they should first seek permission from the Department to do so. Requests should be submitted to Apprenticeships Delivery & Performance Branch via email to apprenticeships@economy-ni.gov.uk and will be considered on a case-by-case basis.

[bookmark: _Toc225945560]4.7 Previous Vocational Qualifications
4.7.1	A person who has previously achieved a Level 2 Recognised Vocational Qualification that is a mandatory requirement of the current ApprenticeshipsNI 2025 framework or framework pathway may:
4.7.1.1	Be considered exempt from the Level 2 and enter directly onto the relevant Level 3 ApprenticeshipsNI 2025 framework.
4.7.1.2	Be considered for Level 3 with Level 2 en route adapted funding.
4.7.1.3	Be considered for Level 3 funding with an additional discretionary milestone payment to support up-skilling (see 4.8.7 and 7.4.3).
4.7.2	A person who has previously achieved a Level 3 Recognised Vocational Qualification that is a mandatory requirement of the current targeted ApprenticeshipsNI 2025 framework or framework pathway will not be eligible for ApprenticeshipsNI 2025 participation in the same occupational area.
4.7.3	A person who has previously achieved a Level 3 Recognised Vocational Qualification in a different occupational area will be considered to have demonstrated their ability to successfully study at this level and should:
4.7.3.1	Be considered for Level 3 with Level 2 en route adapted funding; or
4.7.3.2	Be considered for Level 3 funding with an additional discretionary milestone payment to support up-skilling (see 4.8.7)

[bookmark: _Toc225945561]4.8 Exemptions from Level 2 Requirements
4.8.1	There are two ways an exemption from completion of a full Level 2 framework may be met:
4.8.1.1	An apprentice who has already gained significant work experience in their occupational area, which could be considered as meeting the requirements of the relevant Level 2 framework, and who also demonstrates the capacity to achieve a Level 3 standard, may seek an exemption from the completion of a Level 2 framework and request direct entry onto a Level 3 framework.
4.8.1.2	Where an apprentice has previously achieved a Level 2 Recognised Vocational Qualification that is a mandatory requirement of the current ApprenticeshipsNI 2025 framework or framework pathway.
4.8.1.3	The above do not apply where a Level 3 framework specifies that a Level 2 framework must be completed in full before progressing to Level 3.
4.8.2	In all cases where an apprentice is exempted from completing the Level 2 framework, the Contractors must ensure that the job role of the apprentice matches the requirements of the Level 3 standard. This must be reflected in the PTP and there must be agreement between the individual apprentice, the employer and the Contractor that the apprentice can complete a Level 3 framework and that appropriate opportunities will be made available within the workplace.
4.8.3	Where an apprentice has previous experience of study at Level 2, for example an apprentice who progresses from the Skills for Life and Work or Traineeship programmes, they can undertake a Level 3 framework with a Level 2 en route, taking their prior learning and achievement into consideration.  This may make it possible for the apprentice to progress to Level 3 without completing the full Level 2 framework.
4.8.4	Where it is unclear whether an apprentice has met all Level 2 requirements, the Contractor must contact the ApprenticeshipsNI 2025 mailbox with evidence of prior learning and achievement, requesting consideration and decision.  Where requests include personal data, the personal data must be encrypted as per paragraph 7.13.6, to ensure it is transmitted safely and securely.
4.8.5	Contractors must ensure that, in cases where an apprentice is following a Level 3 framework with Level 2 en route, any relevant prior learning is recorded in the PTP. Prior learning must be reflected in a proportionate reduction of the number of milestones claimed.
4.8.6	Where the apprentice requires specific practical skills to support their direct entry to the Level 3 framework, Contractors can make application through the ApprenticeshipsNI 2025 mailbox for a discretionary milestone payment by providing a rationale for the up skilling required and an explanation as to how it will be delivered.
4.8.7	Any up skilling required must also be reflected in the PTP and there must be agreement between the individual apprentice, the employer and the Contractor that the apprentice is capable of achieving a Level 3 framework and that appropriate opportunities will be made available within the workplace.

[bookmark: _Toc225945562]4.9 Progression
Where an apprentice is progressing within ApprenticeshipsNI 2025 from Level 2 to Level 3, they should be terminated on the TAMS system, but a new ID number must not be created. They should retain their original ID number and should be shown as a progression to Level 3 using the progression code. Apprentices enrolled on a Level 3 framework with Level 2 en route should not be terminated on TAMS. 

[bookmark: _Toc225945563]4.10 Graduates
4.10.1	A graduate is defined as a person who has obtained a degree, a Higher National Diploma, a Diploma in Higher Education, or an equivalent qualification awarded by a recognised University or other Institute of Higher or Further Education. 
4.10.2	Graduates are eligible to enter ApprenticeshipsNI 2025 provision, however the Contractor and the employer must be satisfied that an apprenticeship is an appropriate career path for the graduate to take.
4.10.3	Graduates may only enter ApprenticeshipsNI 2025 provision in an occupational area that is unrelated to their qualification subject.

[bookmark: _Toc225945564][bookmark: _Hlk191043614]4.11 Apprentices from Third Countries (including EU, EEA and Swiss Nationals)
4.11.1	Third country nationals, including European Union (EU), European Economic Area (EEA) and Swiss nationals and their family members, are eligible to undertake a Level 2 or Level 3 apprenticeship provided they have a right to live and work in the UK. For example, through:
· having secured settled status in the UK with the appropriate visa or permit;
· having indefinite leave to enter or remain in the UK;
· having been recognised as a refugee by the UK Government, or being the spouse, civil partner or child of a refugee, or having been granted Humanitarian Protection, or having EU Temporary Protection with evidence or permit to show their status and eligibility to work in the UK;
· having secured pre-settled or settled status under the EU Settlement Scheme; or
· acquiring the right to live and work under the UK immigration system.
4.11.2	Legal responsibility for establishing that the apprentice has a right to live and work in the UK rests with the employer.
4.11.3	Under the Common Travel Area arrangements, Republic of Ireland (RoI) nationals (including those who continue to reside in the RoI) are eligible to undertake a Level 2 or Level 3 apprenticeship subject to satisfying all other eligibility criteria.

[bookmark: _Toc225945565]4.12 Apprentices Working Outside Northern Ireland
An apprentice beginning employment with a company that has operations in Northern Ireland and is registered as an employer with HMRC, who, initially or during the apprenticeship, will be temporarily working for that company outside Northern Ireland, is eligible to undertake a Level 2 or Level 3 Apprenticeship. The apprentice however must be able to engage fully in directed training, including where in-person attendance in Northern Ireland is required.

[bookmark: _Toc225945566]4.13 ApprenticeshipsNI 2025 Rejoiners  
4.13.1	If an ApprenticeshipsNI 2025 apprentice is rejoining provision in the same occupational area with the same Contractor, the original PTP should be amended. A second PTP payment will not be available. During the rejoin process on TAMS, a new rejoin participation record is created rather than the original participation record being reinstated.
‘In Progress’ PTP is created on the rejoin participation which should be prepopulated with the data from the original PTP. If any data is missing or needs to be amended, this should be changed before requesting approval of the PTP.
 	If no Delivery Agreement exists on the original participation on TAMS, it could not transfer on rejoin.  
4.13.2	If an ApprenticeshipsNI 2025 apprentice is rejoining provision in a different occupational area, they should be treated as a new start.




































[bookmark: _Toc225945567]SECTION 5: Programme Delivery

[bookmark: _Toc225945568]5.1 Pre-Induction Activity
5.1.1	Contractors must ensure that only those who are committed to the completion of the full requirements of apprenticeship framework should participate in the provision.
5.1.2	Contractors must assess the aptitude and ability of apprentices to successfully complete a Level 2 or Level 3 apprenticeship on a joint basis with the participating employer (see Delivery Agreement at Annex 3 and Section 4.2.4.3). 
5.1.3	Contractors must identify the appropriate funding route and framework level to be pursued, i.e.:
· Level 3 apprenticeship framework, following a Level 2 en route.
· Level 2 only apprenticeship framework.
· Level 3 apprenticeship framework (progression route).

[bookmark: _Toc225945569]5.2 Induction
5.2.1	Contractors must ensure that, they provide each apprentice with a formal induction, to brief them thoroughly about all elements of the programme. 
5.2.2	Contractors must provide all apprentices with information on relevant legislation including Operation Encompass, premises, Health and Safety, terms and conditions of employment, the PTP process, Essential Skills, Support Services, complaints and Raising Concerns procedures, Privacy Notice (at Annex 11), key contact information, and progression routes.
5.2.3	An induction checklist must be completed by every apprentice via TAMS 
5.2.4	Contractors must provide all apprentices with information on the terms and conditions of the programme.
5.2.5	Contractors must provide all apprentices with information on best practice regarding safe working practices in the chosen occupational area.
5.2.6	Contractors must provide all apprentices with information on the process involved in the initial assessment of their Essential Skills.
5.2.7	Contractors must provide all apprentices with the name and contact details of a nominated key contact within the Contractor’s organisation.

[bookmark: _Toc225945570]5.3 Initial Assessment
5.3.1	Contractors must conduct an initial assessment of each apprentice to determine the level of their existing skills and competences in general. The purpose of this initial assessment is to identify each apprentice’s strengths and weaknesses, professional and technical training, and Essential Skills level, as well as to assess which level of the programme is most appropriate to meet their needs. 
5.3.2	This assessment must be complete within sixteen weeks from the apprentice’s Start Date, i.e., from their first day on programme.
5.3.3	Contractors must include the following elements in their Initial Assessment activity:
· Previous Training, Education or Employment.
· Existing Employee is in a new job role requiring additional training and qualifications and is eligible to participate 4.2.4.4 refers  
· Assessment and analysis of prior learning and recording of prior achievements.
· Identification of Essential Skills needs.
Contractors must conclude the initial assessment process by creating an individualised PTP for each apprentice that is tailored to meet their needs.

5.3.4	Change of Name or Gender:
If the apprentice wishes to be known by another name and have their certificates issued in their new name, the following process applies Recording a Change of Name
The process to follow for Gender Recognition is outlined here. 
Unless evidence as detailed above is produced certificates will be issued in the apprentice’s official name.
Documentation evidencing a name change must be uploaded to TAMS under the ‘Administration’ section with ‘Forms’ within the apprentice’s participation record.

[bookmark: _Toc225945571]5.4 Personal Training Plan (PTP)
5.4.1	Using the TAMS functionality, the Contractor, employer, and apprentice must agree, sign, and date a PTP in respect of the apprentice.
5.4.2	A fully completed TAMS PTP is acceptable for Compliance purposes and where this exists an offline hard copy is not required. While system validation is in place for key fields it remains the contractor’s responsibility to ensure all areas of the PTP have been completed before submitting for approval.
5.4.3	Contractors have the functionality to complete the PTP fully on TAMS and all sections of the TAMS PTP must be fully completed. Contractors who utilise the Declaration Checkbox to indicate that an approved PTP is held offline should note, the offline PTP will only be accepted as proof of approval, and not as an alternative to fully completing the information on the TAMS PTP. It is the Contractors responsibility to ensure that all sections of the TAMS PTP are complete as input validation is not in place on all sections.
5.4.4		A subcontractor’s staff member’s signature is acceptable as the contractor’s representative. A sub-contractor is a person or business/organisation that agrees with the Supplier (as an “independent contractor” and not an employee) to provide part of the services on the programme which the Supplier has agreed to perform.
5.4.5	The PTP must be signed off by a parent or guardian for disabled apprentices under 18 for whom support services are required. 

Any queries about the TAMS system should be sent to ictservices@economy-ni.gov.uk. 
5.4.6	The PTP must contain: 
5.4.6.1	General Qualification and Objectives:
· Framework name and pathway if applicable
· Level of framework
· Employer details
· Relevant competence-based qualification reference number and knowledge-based qualification reference numbers (or combined where applicable)
5.4.6.2	Disability Support Arrangements:
· Details of any identified disability support needs should be indicated through the option on TAMS and ADPB will approve based on evidence uploaded.
· The Disability Supplement can be used to fund additional resources, for example, equipment, note takers, and interpreters.
5.4.6.3	Essential Skills:
· Details of Essential Skills assessment or exemption must be recorded including qualification reference numbers for Essential Skills being undertaken. 
5.4.7.	A TAMS PTP, or a hardcopy PTP complete with signatures that is uploaded to TAMS, will be the only version accepted for inspection by the Department. It must also contain:
5.4.7.1	Apprentice employment and training objectives, i.e., a brief statement of the apprentice’s employment and career objectives.
5.4.7.2	Overall total number of contracted hours to include both directed training and on the job work as a combined total.
5.4.7.3	The employer’s name and contact number.
5.4.7.5	A statement that the PTP is to be carried out under ApprenticeshipsNI 2025 arrangements.
[bookmark: _Hlk196382254]5.4.7.6	The duration of the apprenticeship. Specify a duration that allows the apprentice a reasonable prospect of successfully completing the apprenticeship.  There is no set minimum or maximum timeframe for the apprentice to complete their framework, however there are time restrictions in relation to funding, as follows:
· In Level 3 apprenticeships with Level 2 en route, 260 weeks is the maximum time available within which to claim funding.
· In cases where the apprentice has progressed from Level 2 to Level 3, a period of 130 weeks is the maximum time available within which to claim funding.
· For apprentices who are following the Level 2 only route or a Level 3 only route, 130 weeks is the maximum time available within which to claim funding.
· In the case of Electrotechnical or Fire and Security 260 weeks is the maximum time available to claim funding as there are no Level 2 options in these occupational areas as set by the industries.
· In the case of those that achieve Full Framework or leave the programme earlier than 130/260 weeks from their start date, claims are permitted up to 12 months after the end date that has been entered, or 130/260 weeks from start date on the programme, whichever comes sooner.
5.4.7.7	Learning needs.
· Include details of initial Essential Skills needs assessment (or exemption e.g. because of GCSE passes held) and, where relevant, other identified Learning Needs.
· If an Apprentice is assessed as being capable of achieving a higher level of Essential skills than the Framework requires, they can undertake and be funded for the higher level provided agreement has been sought from the Contractor/College, Employer and Apprentice.
· If assessed and undertaking Essential skills at a higher level, they must be registered at that level and not the lower level. Apprentices will only be funded for one level of Essential Skills per participation/framework.
· If exempt from the Level required on the framework the apprentice cannot be mandated to take the higher level.
5.4.7.8	Method of Assessment:
· Description of assessment methods used.
[bookmark: _Hlk192753289]5.4.7.9	Milestones:
· On the initial PTP, milestone data (which is listed in the funding tables) should be recorded in terms of whole or part units being pursued.
· Milestone 1 is paid in respect of 20% - 25% of framework units achieved not in respect of enrolment, induction or assessment being carried out.
· Milestone % being claimed should reflect the % of progress in the apprentice’s e-portfolio. Contractors must ensure that screenshots evidencing e-portfolio progress should be made available for inspection if requested. 
[bookmark: _Hlk192753311]5.4.8	Contractors or their representatives must update PTPs throughout the apprentice’s time on programme to reflect achievements en route to the completion of the apprenticeship.
5.4.9	A milestone should not be claimed in cases where the apprentice is behind in their targeted percentage progress and only when percentage offset against the milestone has been achieved.

[bookmark: _Toc225945572]5.5 PTP Review
5.5.1	PTPs must be reviewed with the apprentice at least every eight weeks, and these reviews must include the employer to ensure that they are appraised of progress and any other issues including engagement with directed training. Reviews may be conducted in-person or remotely. There are two options for completion: the PTP Review Form must either be completed on TAMS (and when populated, approval links will issue to the e-mail addresses provided for both the apprentice and employer), or a completed hardcopy with wet signatures from all parties involved that is uploaded to TAMS will suffice. 
5.5.2	If an Apprentice does not participate in the review the Contractor must make every effort to find out the reason for this and this information must be recorded. If the apprentice does not attend three scheduled reviews without ADPB approval, they must be removed from the programme.
5.5.3	If the Apprentice has left the programme their participation on TAMS must be terminated as soon as possible unless there is a change of employer or Apprenticeships Delivery and Performance Branch have approved a delay. Any outstanding claims relating to that apprentice should be submitted at the earliest opportunity.
5.5.4	If a change of employer occurs during the apprenticeship the Contractor must ensure that the PTP is amended and agreed between the Contractor (or their representative), the new employer, and the apprentice (see also 5.20).

[bookmark: _Toc225945573]5.6 Revised Frameworks
5.6.1	An ApprenticeshipsNI 2025 framework can be updated by the Department as and when qualifications expire, are replaced or are updated by the relevant Awarding Organisation, subject to approval by CCEA. Frameworks may also be updated following review by the relevant Sectoral Partnership.
5.6.2	Where an apprentice is participating in a Level 3 apprenticeship with a Level 2 en route, and the target Level 3 framework is revised in the interim, the apprentice may change to the revised framework provided it is considered feasible to follow and achieve the revised framework content. The apprentice will be required to complete all the components of the revised training framework. The Contractor or their representative must amend the PTP to reflect this change.

[bookmark: _Toc225945574]5.7 Progression from Level 2 to Level 3
Contractors must ensure that those apprentices progressing after the completion of a Level 2 framework must be registered against a Level 3 progression route, provided they meet the criteria set out in Section 4.

[bookmark: _Toc225945575][bookmark: _Hlk195610743]5.8 Existing Employees
5.8.1	Assessment of the aptitude and ability of an existing employee to successfully complete a Level 2 or Level 3 apprenticeship is, initially, the joint responsibility of the Contractor and the participating employer, as set out in the Delivery Agreement. An Apprentice recruited to a job role within 6 months of the Directed Training commencing will be considered a new employee.
5.8.2	Contractors must only enrol existing employees on ApprenticeshipsNI 2025 if they are undertaking a new job role within the company that requires a substantial amount of additional learning and skills development. Full detail of the apprentice’s role prior to starting their apprenticeship and also the new role and responsibilities they will undertake must be recorded on the Delivery Agreement. Contractors must indicate if the apprentice’s original job role they are moving from has been filled. 
5.8.3	Contractors must ensure that they carry out an extensive initial assessment of such existing employees to identify existing competences and knowledge. 
5.8.4	Contractors must not enrol existing employees on ApprenticeshipsNI 2025 if they do not require an extensive course of directed training to achieve qualifications, for example if they already possess the experience and knowledge to complete the qualification and only require formal accreditation.
5.8.5	Contractors must not enrol apprentices on the ApprenticeshipsNI 2025 programme if they have extensive prior experience and competence, and competence can be certified through the accreditation or recognition of prior learning.
5.8.6	Existing Employee information is now a Section within the Delivery Agreement (ApprenticeshipsNI Form 4 at Annex 4 can be used as a reference) which must clearly demonstrate the new learning which the apprentice will achieve. This is available and incorporated into TAMS. If Existing Employee = Yes on the participation details, then by default the existing employee checkbox on the Delivery Agreement will be ticked, and the Existing Employee questions will be displayed.
5.8.7	If it is discovered that the details input into TAMS are incorrect (for example in relation to employment and contracted hours, including any existing employee detail) the Department may, at its discretion, recover all funding in relation to that apprentice. 

[bookmark: _Toc225945576]5.9 Regulated Occupations
5.9.1	'Regulated Activity' is work which involves close and unsupervised contact with vulnerable groups including children, and which cannot be undertaken by a person who is on the Disclosure and Barring Service's Barred List.
5.9.2	Where an ApprenticeshipsNI 2025 apprentice is working in a Regulated position Contractors must ensure that the relevant checks, as defined by the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the Protection of Freedoms Act 2012), have been completed by either the employer or the Contractor before the apprenticeship provision begins.
5.9.3	Operation Encompass
Contractors must make sure they are fully compliant with the terms of current legislation relating to the safeguarding of children and/or adults who may be at risk, including Operation Encompass. They must review and update their safeguarding policy, and related policies and procedures and reporting arrangements, on an annual basis, to ensure they are effective and reflect current requirements and guidance. All staff, including relevant governors and management committee members, should receive safeguarding training as part of their induction programme, with refresher training provided as required, to ensure they are able to undertake their safeguarding roles effectively.
The Education and Training Inspectorate’s (ETI’s) comprehensive safeguarding guidance is considered best practice and is designed to help organisations evaluate the extent to which they comply with safeguarding requirements: https://www.etini.gov.uk/publications/safeguarding-guidance-and-proforma-further-education-and-work-based-learning. The ETI will report on providers’ safeguarding.
Operation Encompass requires the Designated Safeguarding Officer and deputies to complete specific online ‘Key Adult’ training ( available at Online Key Adult Training : Operation Encompass), and complete refresher training as and when required, to ensure they can undertake their safeguarding roles effectively under this obligation.  It is recommended that anyone who is involved with this process should be appropriately trained.  Providers must ensure the names and contact details (email and telephone) of their Designated Safeguarding Officer and deputies are kept up to date with the Department at email: Operation.Encompass@economy-ni.gov.uk.  
Contractors must ensure that a sufficient process is in place to receive a referral call from the Police Service of Northern Ireland under Operation Encompass, so that calls can be answered in a timely fashion and immediate appropriate support to be provided to the young person.

[bookmark: _Toc225945577]5.10 Working on Licensed Premises
Apprentices aged 16-17 may be employed in licensed premises but are not permitted to serve alcoholic beverages.

[bookmark: _Toc225945578]5.11 Delivery Agreement
5.11.1	A Delivery Agreement, which expresses the responsibilities of the parties and their commitment to the successful completion of the apprenticeship, must be completed by the Contractor in respect of each apprentice. 
5.11.2	Contractor’s Responsibilities: To monitor the training of the ApprenticeshipsNI 2025 apprentice and confirm that the Contractor’s quality assurance requirements, including health and safety obligations, are being met. 
5.11.2.2	To investigate any failure to engage with directed training without prior approval and remove them from the programme when all outstanding claims have been made.  
5.11.2.3	To make any agreed payments to the employer for the duration of the apprenticeship, such as Employer Incentive payments, in accordance with the funding arrangements set out in the contract between the Contractor and The Department.
5.11.2.4	If a Full Framework claim is rejected the employer may still be entitled to the employer incentive as it is paid in respect of achievement of the full framework by the apprentice.
5.11.2.5	To assist the apprentice to identify and record their achievement throughout the apprenticeship period. Any issues with engagement with training and progress towards targets should be fully discussed at the reviews and recorded.
5.11.2.6	Contractors complete a Delivery Agreement on TAMS with online approval sought from signatories or complete a hard copy with wet signatures that should uploaded to TAMS. A PDF copy can be created on TAMS and issued to the employer. 
5.11.2.7	If a change of employer occurs during the apprenticeship, the Contractor must ensure that a new delivery agreement is created and agreed between the Contractor, new employer and apprentice. 
5.11.2.8	In the event that the apprentice’s contract with the employer is terminated due to redundancy, the Contractor should undertake reasonable endeavours to arrange suitable alternative employment for the remainder of the apprenticeship.
5.11.2.9	In all cases, the Contractor, employer, and apprentice must agree, sign, and date a Delivery Agreement. Contractors must complete it within the four-week timeframe. Delivery Agreements will be inspected by the Department’s Compliance Team.
5.11.2.10	The Contractor must ensure, at the time of enrolment, that the employer and apprentice are aware of the programme requirements in relation to contracted hours, National Minimum Wage, and payment for time spent undertaking directed training.

[bookmark: _Toc225945579]5.12 Registration with Awarding Bodies
5.12.1	Contractors must be able to provide clear evidence that, within 12 weeks of their start date on ApprenticeshipsNI, each apprentice has been registered with, or an application for registration has been made to, the appropriate Awarding Body (as specified on the framework in respect of EER, Competence and Knowledge). Registration for Essential Skills qualifications can be made in line with business / teaching need and do not have to be within any set timeframe, NB, full framework will not be funded if Essential Skills qualifications targeted on the PTP are not achieved.
5.12.2	Where an apprentice is targeting Level 3 with Level 2 en-route, only registration for the Level 2 components is required within the first 12 weeks of training.
5.12.3	Contractors must ensure they have clarified the difference between registration to undertake qualifications which must be within 12 weeks of the start date, and registration to sit the actual examination which may be restricted by the Awarding Body until the apprentice is assessed as being at the necessary standard. 
5.12.4	Where block registration (registering more than one person, i.e., in a block) is used, Contractors must record the block registrations held and their allocation to individual apprentices within the twelve-week period.
5.12.5	To avoid any delays in receipt of certificates, Contractors should adhere to any timescales specified by Awarding Bodies for registration of apprentices.
5.12.6	In exceptional cases whereby the Awarding Body prohibits the registration to undertake any qualifications within the 12-week timescale, Contractors should record the circumstances under ‘Additional Information’ on TAMS and retain the details on record for inspection. Details of the targeted qualifications should be recorded on the TAMS ‘Courses’ tab.
5.12.7	In case of non-compliance with the above, The Department will take the following action:
5.12.7.1	In instances of late / non- registration: recover from the Contractor / FEC any funding claimed in respect of the PTP.
5.12.7.2	Where the Contractor can provide evidence that they have been unable to complete registration or application for registration within the required timescales due to circumstances outside of their control, no action will be taken by the Department.

[bookmark: _Toc225945580]5.13 Directed Training
5.13.1	It is the Contractor’s responsibility to provide directed training to apprentices to deliver the qualifications specified in the relevant framework. 
5.13.2	It is the Contractor’s responsibility to ensure that directed training occurs within the apprentice’s normal contracted hours. 
Working Time Compliance (Apprentices aged 16–17) All delivery arrangements for apprentices aged 16–17 must comply with the Working Time Regulations (Northern Ireland). Total working time, including employer work and all off‑the‑job training or college attendance, must not exceed 8 hours per day or 40 hours per week, with no averaging or opt‑out permitted. Providers and employers must ensure appropriate rest breaks, minimum daily and weekly rest periods, and that no Directed Training or work is scheduled during prohibited night‑time hours. Delivery models, including evening provision, must not be implemented where compliance cannot be clearly demonstrated. A check list is included at Annex 17 for ease of reference)
In the case of an Apprentice aged 18 or over, Contractors must not deliver training outside of these hours or at weekends or nights when the apprentice is not usually working unless prior approval has been granted by Apprenticeships Delivery and Performance Branch and they have issued the requisite forms to be completed.
	A record of discussion is completed for each apprentice that this will affect, being signed by the Contractor, the employer and the apprentice. The form gives assurances around pay, hours and other eligibility requirements, and confirms that this is voluntary for the apprentices to agree to. 
5.13.3	If a Contractor breaches this requirement, then The Department may, at its discretion, recover all funding in relation to that apprentice.  

[bookmark: _Toc225945581]5.14 Qualifications Required for Essential Skills Tutors
5.14.1	The Contractor must ensure that Essential Skills tutors delivering Application of Number, Communication and ICT are qualified to levels set out in the Department’s Circular, ‘ES 01/12 Qualifications Required to Deliver Essential Skills in Northern Ireland.’  This circular can be downloaded at: Qualifications Required to Deliver Essential Skills. If Contractors have any issues with recruitment, they should contact the Apprenticeships mailbox with their concerns: Apprenticeships@economy-ni.gov.uk 
	
Addendum to ES 01/12 requirements.
This addendum provides further guidance on the Department’s position on the recruitment of Essential Skills lecturers / tutors in post-primary schools and the use of the Comply or Explain Policy for recruitment of Essential Skills lecturers / tutors in Further Education (FE) Colleges and training organisations.
FECs and CAFRE should request the “pro-forma“ to make an application from the FE Policy mailbox: fepolicy@economy-ni.gov.uk and completed applications should directed to same. 
Private Training Organisations should request the “pro-forma” to make an application for “Comply or Explain” from the apprenticeships mailbox: apprenticeships@economy-ni.gov.uk and once completed directed to same.
5.14.2	Any queries regarding any aspect of Essential Skills qualifications should be forwarded in writing to Apprenticeships Delivery & Performance Branch in the first instance via email to the Apprenticeships Helpdesk at apprenticeships@economy-ni.gov.uk.  If requests include personal data, the personal data must be encrypted as per paragraph 7.13.6 to ensure it is transmitted safely and securely.
5.14.3	Further information regarding how Essential Skills is to be delivered is available on The CCEA web site Information on Essential Skills | CCEA their Operational Requirements were refreshed, and those are available at:
FE Circular 12/22 operational requirements for Essential Skills in application of number, communication and ICT | Department for the Economy (economy-ni.gov.uk)


[bookmark: _Toc225945582]5.15 Essential Skills Exemptions / Relaxations / Concessions
5.15.1	Apprentices who are following an ApprenticeshipsNI 2025 framework and have achieved one of the qualifications outlined in the table at 5.15.5 are not required to undertake the Essential Skill qualification at the required level within their ApprenticeshipsNI 2025 framework, and Contractors must not submit them for such a qualification.
5.15.2	Where an apprentice presents with a GCSE Grade D (or Grade 3) in English and/or Maths, they are exempt from undertaking the relevant Essential Skills qualification at Level 1. A Grade D does not provide an exemption from undertaking the relevant Level 2 Essential Skills qualification(s) if required by the framework.
5.15.3	Those who have GCSE Grades E-G (or 2-1) in English and/or Maths will not be given an exemption and will be required to undertake Essential Skills at level 1. 
5.15.4	If an apprentice is following a framework that requires Level 1 Essential Skills but is assessed as being capable of achieving the relevant Level 2 Essential Skills qualification, they can be registered and funded for the higher level provided agreement has been sought from the Contractor, apprentice and employer.
5.15.5	Qualifications that will provide a concession for Essential Skills in Application of Number and Communication are:
	[bookmark: _Hlk202869126]



Qualifications that exempt ApprenticeshipsNI 2025 apprentices from
completing Essential Skills qualifications

	
	England & Northern Ireland
	Wales
	Scotland
	Ireland

	Essential Skills Level 1
	GCSE at grade D / 3
	National 4 (previously Core Skills Intermediate 1 / Standard Grade General)
	Level 3 Certificate (grades A-D) / 
Level 3 Junior Cycle (grades – Achieved, Merit, Higher Merit and Distinction)


	
	Key Skills Level 1
	
	

	
	Functional Skills Level 1 (England)
	Essential Skills Wales Level 1
	Award at SCQF
Level 4
	

	
	
	
	National Certificate (NC) at SCQF Level 4
	Leaving Certificate:
Ordinary / Standard Level (Grades O5-O6 / D1, D2 and D3)

	
	
	Welsh Baccalaureate (Foundation)
	NPA (National Progression Award) at SCQF Level 4
	

	
	
	
	SVQ (Scottish Vocational Qualifications) 1



	

	Essential Skills Level 2
	GCSE at grades A*-C / 4-9
	National 5 (previously Core Skills Intermediate 2 / Standard Grade Credit)
	Level 4 Certificate

	
	Key Skills Level 2
	
	

	
	Functional Skills Level 2 (England)
	Essential Skills Wales Level 2
	Award at SCQF
Level 5 (Grades A-C)
	

	
	
	
	National Certificate (NC) SCQF at Level 5
	Leaving Certificate:
Ordinary / Standard Level (grades O1-O4 / A-C / A1-C3) 3
or
Higher / Honours Level (grades H1-H7 / A-D / A1-D3) 3

	
	
	Welsh Baccalaureate (National)
	NPA (National Progression Award) at SCQF Level 5
	

	
	
	
	SVQ (Scottish Vocational Qualifications) 2
	

	Note 1: Older / Higher Level Qualifications in English, English Literature or Mathematics that are exemptions for Level 2 Essential Skills:
GCE ‘O level’ (Grades A-C or, Prior to 1974 Grades 1-6)
A level (Grades A-E) / AS level (Grades A-E)
International Certificate of Christian Education (Grades A*-E)
A comparison of UK and Republic of Ireland qualification levels can be found at:
https://scqf.org.uk/wp-content/uploads/2024/08/qualifications-can-cross-boundaries-aug-23.pdf

Note 2: English as a Second/Foreign Language Qualifications:
Candidates awarded grades A* to C in the Cambridge IGCSE ‘English as a Second Language’ qualification are well prepared to follow courses leading to Cambridge International AS and A level English or the equivalent. Thus this qualification may be considered an exemption for Essential Skills Communication Level 2. Similarly other ‘English as a Foreign Language’ qualifications equivalent to Level B2, C1 or C2 on the Common European Framework of Reference for Languages (CEFR) may be considered an exemption for Essential Skills Communication Level 2, however the onus to provide evidence of the CEFR level of any other qualification lies with the training contractor and/or the apprentice.

Note 3: To ensure consistency in terms of the pre- and post- 2017 Irish Leaving Certification systems, Apprenticeships Delivery & Performance Branch will accept both Ordinary Level 5 (O5) and Higher Level 7 (H7) as valid exemptions for Level 2 Essential Skills. Please note this refers to the ApprenticeshipsNI programme only – employers or future study opportunities may have different requirements.











	
Qualifications that exempt ApprenticeshipsNI 2025 apprentices from
completing Essential Skills Digital ICT

	Essential Skills Digital ICT Entry Level 3
	Exemptions are granted where Grade D has been achieved in any of the following GCSE subjects:
· ICT (including Short Course)
· Applied ICT
· Digital Technology / Digital Technology Multimedia / Digital Technology Programming
· Computer Science
· Business and Communication Systems

GCSE subjects that do not provide exemption:
· Media Studies
· Technology and Design
· Business Studies

UK and ROI equivalency:
· Scotland - Award at SCQF Level 4 
· Ireland - Level 3 Certificate / Level 3 Junior Certificate / Leaving Certificate Ordinary / Standard Level (Grades O5-O6 / D1, D2 and D3)
· Wales - Welsh Baccalaureate (Foundation)

Exemptions can be granted where a ‘pass’ has been awarded in any of the following qualifications:
· Level 1 and 2 Essential Skills in ICT
· Level 1 and 2 Functional Skills in ICT
· Level 1 and 2 Key Skills in ICT
· CompTIA A+
· Microsoft MTA: Software Development Fundamentals certificate
· BTEC Firsts in Information and Creative Technology
· An IT unit as part of an Access Diploma (awarded by, for example, Ulster University)
· OCR Cambridge Nationals in Level 1/Level 2 IT
· OCR Level 3 Cambridge Technical Introductory Diploma in IT
· European Computer Driving Licence / International Computer Driving Licence (ECDL / ICDL)
· Pearson BTEC Level 2 Certificate for IT Users (ITQ) (500/7820/3)
· OCR Level 2 Cambridge Technical Extended Certificate in IT (600/4225/4)
· BTEC First Pearson BTEC Level 1/Level 2 First Award in Creative Digital Media Production (600/6831/0). This exemption will only apply if the two optional modules are chosen from the following: 5 Digital Publishing Production Internal; 6 Website Production Internal; 7 Digital Games Production Internal. 
· Pearson BTEC Level 1/Level 2 First Award in Information and Creative Technology (600/4789/6)
· OCN NI Level 2 Award in Information Technology Applications (601/8425/5)
· OCN NI Level 2 Certificate in Information Technology Applications (601/8497/8)
· NOCN L2 Cert in IT User Skills ITQ (601/4048/3)

	Essential Skills Digital Skills Level 1
	Exemptions are granted where Grade C has been achieved in any of the following GCSE subjects:
· ICT (including Short Course)
· Applied ICT
· Digital Technology / Digital Technology Multimedia / Digital Technology Programming
· Computer Science
· Business and Communication Systems

GCSE subjects that do not provide exemption:
· Media Studies
· Technology and Design
· Business Studies

UK and ROI equivalency:
· Scotland - Award at SCQF Level 5 
· Ireland - Level 4 Certificate / Leaving Certificate Ordinary or Standard Level (Grades O1-O4 / A-C / A1-C3) / Higher or Honours Level (grades H1-H7 / A-D / A1-D3)
· Welsh Baccalaureate (National)

Exemptions can be granted where a ‘pass’ has been awarded in any of the following qualifications:
· Level 2 Essential Skills in ICT
· Level 2 Functional Skills in ICT
· Level 2 Key Skills in ICT
· CompTIA A+
· Microsoft MTA: Software Development Fundamentals certificate
· BTEC Firsts in Information and Creative Technology
· An IT unit as part of an Access Diploma (awarded by, for example, Ulster University)
· OCR Cambridge Nationals in Level 1/Level 2 IT (pass at Level 2 must be achieved)
· OCR Level 3 Cambridge Technical Introductory Diploma in IT.
· OCR Level 2 Cambridge Technical Extended Certificate in IT (600/4225/4)
· European Computer Driving Licence / International Computer Driving Licence (ECDL / ICDL)
· Pearson BTEC Level 2 Certificate for IT Users (ITQ) (500/7820/3)
· BTEC First Pearson BTEC Level 1/Level 2 First Award in Creative Digital Media Production (600/6831/0). This exemption will only apply if the two optional modules are chosen from the following: 5 Digital Publishing Production Internal; 6 Website Production Internal; 7 Digital Games Production Internal. 
· Pearson BTEC Level 1/Level 2 First Award in Information and Creative Technology (600/4789/6)
· OCN NI Level 2 Award in Information Technology Applications (601/8425/5)
· OCN NI Level 2 Certificate in Information Technology Applications (601/8497/8)
· NOCN L2 Cert in IT User Skills ITQ (601/4048/3)




5.15.6	The relaxation / concession route exempts the apprentice from the Essential Skill element of the framework but does not constitute the attainment of an Essential Skill qualification. Essential Skills funding will therefore not be paid, and a certificate must not be awarded.
5.15.7 Where a learner presents with the legacy NI Essential Skills in ICT at Level 1, there will be no requirement to undertake the Essential Skills qualifications in Digital ICT at Entry Level 3. 
5.15.8 Where a learner presents with the legacy NI Essential Skills in ICT at Level 2, there will be no requirement to undertake the Essential Skills qualification in Digital ICT at Level 1. 
5.15.9   Where a learner presents with a Digital ICT qualification that is equivalent on the Register of Regulated Qualifications to the level required for the framework they are undertaking, and the outcomes from rigorous initial assessment confirm that the learner can apply their Digital ICT skills at this level, there should be no requirement to undertake the Essential Skills qualification in Digital ICT at this Level. 
5.15.10 The Contractor should retain all the evidence from the initial assessment for evaluation as appropriate. 
5.15.11 If an apprentice who has already achieved a Level 2 qualification in English, Mathematics and/or ICT has a specific identified need in respect of literacy, numeracy, and/or ICT, Contractors must ensure that the required support is provided through the professional and technical training to facilitate the achievement of the Full Framework. There should be no requirement to undertake the full Essential Skills qualification in such circumstances.
5.15.12 All applications for ApprenticeshipsNI 2025 Full Framework certificates must include certified evidence of the requisite Essential Skills or evidence that clearly demonstrates a qualifying exemption.
5.15.13 It is important that Contractors ensure the appropriate evidence to support Essential Skills exemptions is provided by the apprentice at the initial assessment to prevent difficulties arising when submitting requests for ApprenticeshipsNI 2025 Full Frameworks certificates against apprenticeship frameworks.
[bookmark: _Hlk144202001]5.15.14 The evidence provided for the exemption of Essential Skills must either be on a certificate or a certified statement of results that is clearly issued by the Awarding Organisation.  Confirmation of results from the school will also be accepted. The Contractor may choose to accept provisional statements of results as evidence of exemption at the time of enrolment. When applying for the Full Framework certificate a certified statement of results that is clearly issued by the Awarding Organisation will be accepted as evidence of achievement.
5.15.15 If an apprentice cannot source their certificate or certified statement of results, they should approach the Awarding Organisation to provide a duplicate copy of either document. If no evidence can be sourced, then the Contractor or their representative should not record achievement on the apprentices PTP and the apprentice must complete the relevant Essential Skills qualification. Any issues should be raised through the apprenticeship mailbox and Apprenticeships Delivery and Performance Branch will advise further
          apprenticeships@economy-ni.gov.uk 
5.15.16 The Department has been advised by Council for the Curriculum Examinations and Assessment (CCEA) that the use of proxy qualifications, as determined by Qualifications Curriculum Authority (QCA), does not apply to Essential Skills. The portfolio and test aspects of the summative assessment for Essential Skills cannot be separated.

[bookmark: _Toc225945583]5.16 Delivery
5.16.1	Contractors are required to deliver the Essential Skills of Application of Number and Communication at Levels 1 and 2, and the new NI Digital ICT Essential Skills qualifications.
All learner registrations for NI ICT Essential Skills qualifications at Levels 1 and 2 ceased on 31.08.2025 and from 01.09.2025 learners will register on the NI Essential Skills Digital Skills qualifications, available at Entry Level 3, Level 1 or Level 2.
The standards set out the digital skills required by learners for everyday life and for work across 3 skill levels:
1. Entry Level 3 - designed for learners with no or little prior experience of using digital devices, services, or the internet. 
1. Level 1 – designed for learners with some experience of using digital devices, services and the internet but need to develop knowledge and skills further to be able to apply to everyday life and the workplace. 
1. Level 2 – designed for learners with competence in using digital devices, services and the internet who wish to advance their skills for further progression to employment or further education. 
NB: changes in workload and demand for the new Digital ICT Essential Skills qualifications: 
· The new Entry level 3 Digital ICT Essential Skills qualification is similar in level of demand (workload and what learners have to achieve) to the previous Level 1 ICT Essential Skills qualification. 
· The new Level 1 Digital ICT Essential Skills qualification is similar in level of demand (workload and what learners have to achieve) to the previous Level 2 ICT Essential Skills qualification. 
· The new Level 2 Digital ICT Essential Skills qualification demands (workload and what learners have to achieve) is much higher than current level 2 ICT Essential Skills qualification. 
5.16.2	Contractors must identify the Essential Skills needs of apprentices during the first twelve weeks of their participation on ApprenticeshipsNI 2025.
5.16.3	Information on Essential Skills needs is critical to The Department’s information and data management, and therefore Contractors must have procedures in place to ensure TAMS is regularly updated with all information relating to Essential Skills.
5.16.4	Contractors must deliver an Essential Skills teaching programme that makes full use of the context of the apprentice’s professional and technical area and/or social and personal interests.
5.16.5	Contractors must ensure that Essential Skills Levels 1 and 2 in Application of Number and Communication are at least 45 hours in duration. unless the initial assessment process indicates that the apprentice can achieve their Essential Skills qualification in a shorter period.
5.16.6	In those instances where the initial assessment process indicates that the apprentice can achieve their Essential Skills qualification in a shorter period, Contractors must:
5.16.6.1	Endorse the initial assessment and confirm the hours of learning required.
5.16.6.2	Retain evidence to support the quality of teaching and learning for future inspection. 
5.16.6.3	Ensure that Essential Skills achievements for those apprentices accessing provision of less than 40 hours reach at least a 90% success rate.

[bookmark: _Toc225945584]5.17 Support for Apprentices with Disability
5.17.1	It is the Department’s intention that apprentices requiring disability support are given every opportunity to overcome difficulties and to develop using the most appropriate support mechanisms. Contractors or their representatives must identify the need for such support and specify it on the apprentice’s PTP. Disability support services are available for apprentices with an auditory, visual, or other physical disability.  Support is also available for apprentices with learning difficulties.
5.17.2 Disability support is available from four specialist Disability Support Services (DSS), separately contracted by the Department, who will be responsible for making payments to them for DSS services. See Section 7.7 further details.
5.17.3 Training Contractors must work with these organisations and select the most appropriate Disability Support Contractor to address the needs identified in the apprentice’s PTP. This is to ensure that appropriate arrangements are put in place to assist apprentices with a disability where such support is deemed to be of benefit to the apprentice. Not every participant with a disability will require such support.
Apprentices with a disability can also avail of support in the workplace through the programmes available from the Department for Communities. 
Workable (NI) | nidirect
Access to Work (NI) - practical help at work | nidirect
5.17.4	Disability Support Contractors will be required to work in conjunction with Training Contractors delivering ApprenticeshipsNI 2025. Contractors must consider the merits of securing DSS and engage Disability Support Contractors as required.  Further details are provided in Section 7.8.  Where requests for DSS include personal data, the personal data must be encrypted as per paragraph 7.13.6, to ensure it is transmitted safely and securely.
5.17.5 To make an application to engage a Disability Support Contractor, a Training Contractor must complete Form ApprenticeshipsNI 5 (available at page 192 of these Operational Requirements).
The completed Form must be returned to Apprenticeships Delivery and Performance Branch via the ApprenticeshipsNI mailbox:
apprenticeships@economy-ni.gov.uk
5.17.6 Prior to making an application, Training Contractors must upload the evidence of the disability to TAMS and ADPB staff will approve where applicable. This will facilitate enhanced funding. Section 7.8 refers.
5.17.7	Feedback from participants will be sought on their disability support provision for discussion and inclusion at their reviews. Contractors must request and obtain an update from the Disability Support Contractor on the participant’s progress to date for discussion at review stage. Any issues or areas of concern regarding any aspect of the Disability Support Provision or Contract, will be documented and forwarded by email to the Department for investigation.
5.17.8	Disability Support Contractors will be expected to deliver their services throughout Northern Ireland and may include the following:
5.17.8.1. 	In-depth involvement with the Training Contractor or their representative in the delivery of the apprentice’s PTP.
5.17.8.2	Counselling to increase and improve an apprentice’s confidence, self-esteem and value, enabling them to progress within their training.
5.17.8.3	Pastoral care.
5.17.9	Disability Support Contractors will be required to ensure that appropriate child protection, equality and data protection policies, including Operation Encompass, are provided and observed.
5.17.10 In addition, a disability supplement may be payable to the Training Contractor to provide additional resources in terms of training time, equipment, or support for the apprentice to benefit fully from training (see the notes in the funding tables included in Appendix 1 of Annex 14).

[bookmark: _Toc225945585]5.18 Enforced Interruption to Training
5.18.1	If an apprentice’s period of training is interrupted due to pregnancy, paternity leave, adoption, custodial sentence, or care order, then the apprentice must be withdrawn from the programme. The client must be terminated using the termination code “Enforced Interruption.” The Enforced Interruption code must not be used in cases of sickness. Guidance on the management of sickness absence is provided at paragraph 6.8.
During the rejoin process on TAMS, a new rejoin participation record is created rather than the original participation record being reinstated.
‘In Progress’ PTP is created on the rejoin participation which should be prepopulated with the data from the original PTP. If any data is missing or needs to be amended, this should be changed before requesting approval of the PTP.
If no delivery agreement exists on the original participation on TAMS, it could not transfer on rejoin.  
[bookmark: _Hlk151654728]5.18.2	Where training has been withdrawn, the Contractor should complete Form ApprenticeshipsNI 3(A), and upload to the TAMS Forms Section for audit purposes.  
5.18.3	It is the role of the Contractor to initiate the application to re-join.
5.18.4	When the apprentice resumes training, the start code ‘Rejoining’ must be used.
5.18.5	When the apprentice rejoins after an enforced interruption, Form ApprenticeshipsNI 3(B) (Resumption to Training following an Enforced Interruption) should be completed and upload to the TAMS Forms Section for audit purposes. 

[bookmark: _Toc225945586]5.19 Redundancy or Termination of Employment
5.19.1	If an apprentice is made redundant, or their contract of employment terminated, Contractors must terminate them from ApprenticeshipsNI 2025 provision as soon as possible using the termination code ‘Redundant’.  Should an Apprentice find a new employer willing to continue their Apprenticeship, a new Delivery agreement, PTP etc must be agreed with the new employer. The apprentice should be re-enrolled on TAMS using the ‘Rejoining’ start code. Previous progress and achievements must be taken into consideration, and no funding claimed under the previous apprenticeship may be claimed again under the new participation. 
5.19.2	Exceptions can be requested on a case-by-case basis to the ApprenticeshipsNI mailbox: ApprenticeshipsNI@economy-ni.gov.uk 
5.19.3	If eligible, the apprentice may join the Department’s youth training programmes such as the Traineeship programme, or advice can be sought from the Department’s Careers Service for alternative options.  Where queries include personal data, the personal data must be encrypted as per paragraph 7.13.6 to ensure it is transmitted safely and securely.

[bookmark: _Toc225945587]5.20 Apprentices Moving to a New Employer
5.20.1	If an apprentice on the ApprenticeshipsNI 2025 programme moves to a different employer during their apprenticeship, and the period between employers is four weeks or less, their participation should not be ended on TAMS. The PTP should be updated, and a new Delivery Agreement created. If it is not known when alternative employment will commence, or if the period between employers will be greater than four weeks, the apprentice must be terminated as soon as possible on TAMS. When employment recommences, they should be rejoined to the same programme using the ‘Rejoining’ start code. 
5.20.2	If an apprentice on the ApprenticeshipsNI 2021  programme moves to a different employer, the Contractor must notify the Apprenticeships mailbox Apprenticeships@economy-ni.gov.uk to seek advice as to whether a termination and rejoin is required.

[bookmark: _Toc225945588]5.21 Apprentices Moving to a New Contractor
5.21.1	If an apprentice transfers to another approved Contractor mid-framework, the previous Contractor must, within four working days of a request from the new Contractor, transfer records of reviews and progress as appropriate. The PTP and achievements detail will become part of the new participation, and the new Contractor can view these on TAMS. The Delivery Agreement does not have to be transferred as the new Contractor will have to enter into their own Delivery Agreement with the employer. 
5.21.2	The new Contractor must review the PTP and prior learning, noting that duplicate milestone claims will not be payable. If any issues are identified during the review, these should be notified to the ApprenticeshipsNI mailbox at the time of transfer. If the apprentice was enrolled on the ApprenticeshipsNI 2021 programme, the new Contractor must seek advice from apprenticeships@economy-ni.gov.uk as to whether they should be rejoined to the ApprenticeshipsNI 2021 programme on TAMS.
5.21.3	Where an apprentice completes a Level 2 framework under the ApprenticeshipsNI programme and progresses to a Level 3 framework in the same occupational area with another Contractor, the apprentice must be enrolled on ApprenticeshipsNI 2025 and registered on TAMS using a Progression start code.  A new Client ID must not be created - the apprentice should retain their original Client ID number.  A new Delivery Agreement must be agreed and signed by the Apprentice, Employer and new Contractor.

[bookmark: _Toc225945589]5.22 Apprentices with Incomplete Participation on Previous ApprenticeshipsNI Programmes
5.22.1	Apprentices with previous incomplete participation on ApprenticeshipsNI 2021 who are rejoining to complete the same framework should seek approval from ADPB (apprenticeships@economy-ni.gov.uk) as to which programme the apprentice should be rejoined to as consideration needs to be given to the length of time between participations and the previous learning undertaken for ADPB to advise. 
5.22.2	From 1st September 2025, any apprentice progressing from a standalone Level 2 apprenticeship to Level 3, should be enrolled on the ApprenticeshipsNI 2025 programme using the progression code. Apprentices undertaking a Level 3 apprenticeship with Level 2 enroute should remain on the 2021 programme. All requests for approvals should be made via email to apprenticeships@economy-ni.gov.uk 

[bookmark: _Toc225945590]5.23 Apprentices Changing Route / Pathway / Qualification 
If an apprentice continues on the same framework but wishes to change to a different route, pathway or qualification within that framework, the Apprentice, the Employer, and the Contractor and must complete and sign a Learning Pathway Amendments form and upload to the TAMS Forms Section (Annex 9 for reference) and use the information gathered to update the PTP on TAMS.

Any queries about the new TAMS system should be sent to
ictservices@economy-ni.gov.uk 

[bookmark: _Toc225945591]5.24 ApprenticeshipsNI 2025 Full Framework Certificates 
5.24.1	 Application for Full Framework Certificates and funding must be made on TAMS. The achievement of qualifications is certified by the appropriate Awarding Body.  Evidence of qualification achievement and copies of certified evidence (including any extra units) from the Contractor must be uploaded to TAMS as a requirement for the release of output related funding. This evidence should confirm that each of the framework components has been successfully completed.
           For presentation purposes, The Department issues a Level 2 or Level 3 ApprenticeshipsNI 2025 Full Framework Certificate once all targeted qualifications have been achieved.  The certificate represents no specific academic value but provides endorsement of the completion and achievement of all targeted qualifications including acknowledgement of DfE support. 
            A Full Framework Certificate will be uploaded to TAMS under the ‘Forms’ Tab within the ‘Administration’ screens. You can then download, save and print the certificate

5.24.2	If the TAMS upload option is not functioning, Form ApprenticeshipsNI 5 and all supporting evidence for the Full Framework Certificate application must be submitted electronically to Apprenticeships@economy-ni.gov.uk. 

5.24.3	Contractors / FEC must make a full framework approval Request on TAMS to facilitate payment of funding and claim processing.

5.24.4	It should be noted that apprentices funded as Progressors will receive an ApprenticeshipsNI 2025 Full Framework Certificate in relation to the framework achieved.

[bookmark: _Toc225945592]5.25 Employer Outside ApprenticeshipsNI 2025 
An ApprenticeshipsNI 2025 Full Framework Certificate will not be issued for completion of any alternative training outside of ApprenticeshipsNI 2025.

[bookmark: _Toc225945593]5.26 Quality of Service Delivery
5.26.1	The quality of service delivered by a provider will be monitored through a structured Departmental Quality Monitoring, Review, Evaluation and Improvement Process and through the Education and Training Inspectorate (ETI) inspection cycle.  
5.26.2	Providers must fully engage in the Department’s Quality Monitoring, Evaluation, Assurance and Improvement Process and ETI inspection as required, and compliance with this will be checked by the Department’s Contract Manager as set out in the Contract Management/Monitoring Schedule.
5.26.3	Providers must ensure that all agreements with Sub-contractors provide the Department and/or its representatives with the right to operate the Department’s Quality Monitoring, Evaluation, Assurance and Improvement Process and ETI inspection at all levels of the supply chain.
5.26.4	The Quality Monitoring, Evaluation, Assurance and Improvement Process and ETI inspection will be underpinned by a common, continuous Self-evaluation and Quality Improvement Planning approach using the ETI’s Inspection and Self-Evaluation Framework (ISEF) for Work Based Learning.
The current version of this ISEF can be accessed here: https://www.etini.gov.uk/publications/inspection-and-self-evaluation-framework-isef-effective-practice-and-self-evaluation-4
5.26.5	A number of supplementary quality indicators of relevance to Apprenticeship provision will be developed in consultation with providers for use alongside the ISEF. 
5.26.6	Using the Self-evaluation and Quality Improvement Planning approach, all providers must prepare and submit an evidence-based Quality Improvement Plan to the Department on an annual basis.
5.26.7	Gradings and reports from the Quality Monitoring, Evaluation, Assurance and Improvement Process and ETI inspection will be used to support quality assurance and improvement activity, including continuous improvement and improvement planning. 
5.26.8	Quality Assurance Process
5.26.8.1	Aligned with their self-evaluation and quality improvement planning, providers will be required to submit two quality assurance returns in the course of each year. The first return will provide an interim evaluative overview of progress across the provision and will be assessed by the Department’s Quality Improvement Advisor and QIT. The second return, and the provider’s associated processes, will be assessed by the ETI and a written response will issue to both returns. 

5.26.8.2	Quality Improvement Planning (QIP) 2025/26

Contracted Training Providers and CAFRE

The Department requires all Contracted Training Providers and CAFRE to submit an annual Quality Improvement Plan based on rigorous, evidence based and data informed self-evaluation within the organisation.  These plans will be scrutinised by the Department and a number of Contracted Training Providers and CAFRE will enter into a rolling cycle of an ETI Quality Improvement Planning Inspection process each year, as commissioned by the Department.

Colleges of Further Education
All colleges of further education will be required to submit a Quality Improvement Plan/Quality Improvement Planning Update on an annual basis. These plans/updates will be scrutinised by the Department and by the ETI as part of an overall inspection and monitoring process.

5.26.9	ETI Inspection
5.26.9.1	ApprenticeshipsNI delivery will also be subject to inspection of quality as part of the normal inspection cycle undertaken by the ETI on behalf of the Department to inform its assessment of quality across its programmes. As part of their entry into this cycle, any ApprenticeshipsNI provider who did not hold, or had terminated, a contract for either Skills for Life and Work or ApprenticeshipsNI 2021 will be subject to an initial baseline quality inspection visit by the ETI. This will result in feedback being provided to both the provider and the Department identifying key strengths and areas for improvement, and a short issues report will be produced.  
5.26.9.2	The Department reserves the right to commission urgent or more frequent inspections if issues arise with the quality of a provider’s provision.
5.26.10 Assessment of Quality
5.26.10.1	The Department’s Quality Monitoring, Evaluation, Assurance and Improvement Process and ETI inspection will involve assessment against certain performance levels in respect of:
· the overall quality of provision; and
· professional and technical areas, and Essential Skills provision.

5.26.10.2	Overall quality of provision: When evaluating the overall quality of provision, including the evidence-based Quality Improvement Plans produced by providers as part of the Self-Evaluation and Quality Improvement Planning process, the ETI will use the following overall effectiveness outcomes:



	
	[bookmark: _Hlk151038663]Overall Effectiveness Outcome

	The organisation has a high level of capacity for sustained improvement in the interest of all the learners.

	The organisation demonstrates the capacity to identify and bring about improvement in the interest of all the learners.

	The organisation needs to address (an) important area(s) for improvement in the interest of all the learners.

	The organisation needs to address urgently the significant areas for improvement identified in the interest of all the learners.



5.26.10.3	Through the Department’s Quality Monitoring, Evaluation, Assurance and Improvement Process and/or in inspections, providers must demonstrate at least ‘...the capacity to identify and bring about improvement in the interest of all the learners’. In implementing their continuous Self-Evaluation and Quality Improvement Planning process, the provider must work to deliver and sustain the highest Overall Effectiveness Outcome, with the objective of demonstrating that they have a ‘…high level of capacity for sustained improvement in the interest of all the learners’.
5.26.10.4	Professional and technical areas and Essential Skills provision: For individual professional and technical areas and Essential Skills provision, the ETI will award performance levels as outlined below:

	Quality Performance Level

	Outstanding

	Very good

	Good

	Important area(s) for improvement

	Significant area(s) for improvement

	Urgent (areas) for improvement



5.26.10.5	Through the Department’s Quality Monitoring, Evaluation, Assurance and Improvement Process and/or in ETI inspection activity, the provider must achieve a Quality Performance Level of at least ‘Good’ for each individual professional and technical or Essential Skills area inspected and graded.
5.26.11 Role of Quality Improvement Team
5.26.11.1	The Department’s Quality Improvement Team (QIT) has responsibility for monitoring, evaluating and reporting across a range of Departmental programmes, including Skills for Life and Work, the NI Traineeship and ApprenticeshipsNI as well as other Departmental training and European Social Fund programmes.
5.26.11.2	In ApprenticeshipsNI, the QIT will engage with training providers at least twice yearly for quality monitoring and evaluation which will be undertaken in conjunction with the ETI as detailed at 5.26.8.
5.26.11.3	The QIT will also work with the ETI to ensure that an appropriate inspection schedule for providers is agreed and that all inspection activities meet the requirements of the Department. 
5.26.11.4	The Quality Improvement Advisor and/or a member of the QIT attends ETI post-inspection feedback sessions, where a full inspection or follow-up inspection has occurred. The QIT has responsibility for liaising as appropriate with the ETI to ensure that all areas identified for improvement through inspection are acted upon in an appropriate timescale. 
5.26.11.5	The Quality Improvement Team puts a range of support measures in place through the Department’s Peer Support Network to support improvement where necessary.

















[bookmark: _Toc225945594]SECTION 6: COMPLIANCE OBLIGATIONS

[bookmark: _Toc225945595]6.1 Delivery of ApprenticeshipsNI 2025 Frameworks
6.1.1	Contractors appointed via the NICS government procurement process are only permitted to deliver frameworks for which they have been awarded a contract.
6.1.2	FE colleges are Arm’s Length Bodies of The Department and deliver ApprenticeshipsNI 2025 frameworks via Service Level Agreements.

[bookmark: _Toc225945596]6.2 Introduction of New Frameworks
New ApprenticeshipsNI 2025 frameworks that are approved for funding will be allocated to the appropriate professional and technical group in Annex 2. The Department will invite applications for related training delivery from Contractors using the process described in Paragraph 24.4.2 of the Contract Specification which is reproduced below:

24.4.2 For those volume changes highlighted with * above the Client will offer any required increase needed to meet demand to Contractors in the following order, with each additional step triggered should demand remain unfulfilled:

1. To current Contractors who are delivering the Framework the increase in demand is needed within;
2. To those Contractors who are currently delivering the Occupational Area that the new or additional Framework is contained within;
3. To the remaining Contractors who have been awarded a contract to deliver Apprenticeship provision.
[bookmark: _Toc225945597]6.3 Training Arrangements
6.3.1	Contractors must plan for the assessment, verification, and accreditation of the competences and knowledge of each apprentice.
6.3.2	Contractors must offer quality training to fulfil the requirements of an appropriate apprenticeship framework.
6.3.4	Information and/or reports must be supplied to The Department as required.

[bookmark: _Toc225945598]6.4 Management of Information

6.4.1	Contractors will be responsible for entering an apprentice’s personal and training details onto TAMS which will, in turn, generate the funding payable to Contractors at the various milestones and for ORF purposes.
6.4.2.	Information regarding the Start Date should be entered onto TAMS on the day of start, or as soon as possible thereafter, but only when the individual has physically commenced participation. 
6.4.3	Contractors must accurately complete the following information in TAMS:
6.4.3.1	The personal information for the apprentice.
6.4.3.2	The apprentice’s Unique Learner Number, if known.
6.4.3.3	The relevant Funding Category from the drop-down box in TAMS when the PTP is completed.
6.4.3.4	The expected end date of the apprenticeship, for funding purposes:
· 260 weeks for Level 3 Apprenticeships with Level 2 enroute
(Note: this funding category must only be used where the final destination for the apprentice is the achievement of a Level 3 framework and where the Contractor is providing both the Level 2 and Level 3 training).
· 130 weeks for Level 2 only.
· 130 weeks for Level 3 only.
· 260 Weeks Electrotechnical and Fire and Security Systems
It is emphasised that the above timescales are not the maximum for the purpose of completing an apprenticeship but represent the maximum number of weeks by which the funding must be claimed (except as permitted by 5.4.7.6).
In the case of those that complete or leave erlier than 130/260, claims are permitted up to 12 months after the end date, or 130/260 weeks, whichever comes sooner.
6.4.3.5	The framework the apprentice is following when the PTP is completed.
6.4.3.6	The employer of the apprentice when the PTP is completed.
6.4.3.7	The previous qualifications of the apprentice.
6.4.3.8	Essential Skills requirements or exemptions. It is the responsibility of Contractors to identify the Essential Skills needs of apprentices during the first 12 weeks. The Essential Skills details are critical to The Department’s information and data management, and it is therefore imperative that all Contractors have procedures in place to ensure that TAMS is regularly updated with all information relating to Essential Skills.

[bookmark: _Toc225945599]6.5 Recording of Equal Opportunities
6.5.1	To facilitate the monitoring of The Department’s Equality Policy, The Department is committed to delivering its services and provisions in a way which aims to ensure that they are open to all, irrespective of community background, gender, marital status, disability, race, age, sexual orientation, political opinion, and dependency status.
6.5.2	An essential aspect of The Department’s Equality Policy is the equality monitoring of applicants and apprentices in the various Department interventions.
6.5.3	It is essential that information relevant to Equal Opportunities is input by Contractors into TAMS at the point of registration on ApprenticeshipsNI 2025. This is a Section of the Background Section on TAMS (Annex 4 is for reference only).
6.5.4	Although Equal Opportunities data in relation to community background is not viewable on an individual client record in TAMS, reports relevant to community background, gender, marital status, disability or race can be run in TAMS to facilitate Equal Opportunities monitoring.  It is therefore important that equality monitoring data is as accurate as possible.
6.5.5	It should be noted that marital status is a mandatory field in TAMS.

[bookmark: _Toc225945600]6.6 Equality Legislation – Section 75
6.6.1	The Department’s equality monitoring framework now takes account of community background, gender, ethnicity, disability, marital status, race, age, political opinion and dependency status.
6.6.2	The Department has an obligation to accurately record under Section 75, the participation breakdown of all young people who are submitted onto a DfE programme. Information captured on the Equality Monitoring form (Annex 5) must now be input in the Trainee Details, Background and Qualifications sections of the Trainee Record on TAMS.  

[bookmark: _Toc225945601]6.7 Employer to Apprentice Ratio
6.7.1	Contractors, in conjunction with employers, must ensure that the ratio of Level 2 and Level 3 apprentices to other employees within a company is appropriate to ensure that the apprentice receives adequate training support while on the job.  The recommended ratio is:
6.7.1.1	1-5 employees: 1 apprentice in any one location by occupational area.
6.7.1.2	6-10 employees: 2 apprentices in any one location by   occupational area.
6.7.1.3	11-15 employees: 3 apprentices in any one location by occupational area.
6.7.2	It should be noted that the above ratio is only a guideline and refers to DfE’s recommendation for an employer to apprentice ratio. The key factor is to ensure that an apprentice has sufficient training support whilst on the job.

[bookmark: _Toc225945602]6.8 Sickness Absence and Attendance
6.8.1	Periods of sickness absence for an apprentice should be dealt with in line with the relevant employer’s individual policy for managing sickness absence.  Therefore, if an apprentice is absent from the provision due to any sickness absences lasting up to a maximum of 4 consecutive weeks, they must not be removed from the provision, provided all such absences are deemed acceptable by the employer.
6.8.2	Where an apprentice has not engaged with the directed training element of ApprenticeshipsNI 2025 for four consecutive weeks, in contravention of the PTP agreement and without the formal agreement of the employer, then the apprentice must be removed from the provision by the Contractor or guidance sought through the Apprenticeship mailbox: apprenticeships@economy-ni.gov.uk 
6.8.3	If the Contractor needs to terminate a client due to long-term sickness then they must enter an end date into the “Actual End Date” field and select the ‘Sickness’ termination code from the drop-down list.  Contractors must then save the changes made to ensure the client is terminated from the programme.
6.8.4	Contractors must ensure that appropriate attendance records are maintained for face-to-face directed training. An appropriate record of an apprentice’s engagement with alternative training provision must also be maintained.  Attendance and/or engagement records must be retained for inspection to demonstrate that training hours are in line with the arrangements set out in the PTP agreement. 
6.8.5	The use of Electronic Attendance Records is permitted however Contractors and Colleges must ensure that these can be made available to the Department as and when required e.g. compliance inspections. 
6.8.6	Where Colleges and Contractors employ their own electronic systems, they must give assurances that they will continue to meet the requirements and obligations conferred in their Service Level Agreement or Contract Terms & Conditions and the 2025 Operational Requirements.  Specifically, that their System will not in any way, shape or form replace or attempt to replace (longer term) TAMS.  Further, that there will be no substitution of dilution of the face-to-face relationship building/review processes conducted between apprentice, employer and contractor or college and that all standing commitments and undertakings with regard to TAMS will continue to be met. 
6.8.7	Attendance records and records of engagement with alternative provision must be produced at inspection if requested. 
6.8.8	Attendance and engagement with alternative provision must be reflected at each review which occurs every 8 weeks, enabling inspectors to easily identify issues if there are lapses (Section 5.5 refers).

[bookmark: _Toc225945603]6.9 Attendance
6.9.1	The Department will monitor ApprenticeshipsNI 2025 and may visit the Contractor or training partner during the year to examine attendance records.
6.9.2	Failure to provide satisfactory documentary evidence to support claims will result in reimbursement being disallowed and/or recovery of payments already made.

[bookmark: _Toc225945604]6.10 European Charter for Regional and Minority Languages
6.10.1	The European Charter for Regional or Minority Languages is a convention designed on the one hand to protect and promote regional and minority languages as a threatened aspect of Europe’s cultural heritage, and on the other hand to enable speakers of a regional or minority language to use it in private and public life. Its overriding purpose is cultural.
6.10.2	Article 8 of the Charter relates to requirements for professional and technical training, which may include the provision of training in a regional or minority language (Irish and Ulster Scots in the case of Northern Ireland) if there is a reasonable demand for such provision.
6.10.3	Contractors must familiarise themselves with the Charter, and the requirements which may arise from it.  A copy of the Charter and relevant additional information is available at following link: European Charter for Regional or Minority Languages

[bookmark: _Toc225945605]6.11 Community Relations
6.11.1	The Department would encourage all Contractors involved in the delivery of its provision to take whatever action they can to improve and encourage good cross-community relations.
6.11.2	Whilst Contractors are free to choose the most appropriate activities for their organisation, consideration should be given to forging close links with other Contractors and locations that are perceived to be identified with another community.

[bookmark: _Toc225945606]6.12 National Minimum Wage / National Living Wage for Apprentices
6.12.1	Workers who are over Compulsory School Age and under 25 years old are entitled to receive the National Minimum Wage (NMW).  In Northern Ireland you can leave school after 30 June if you turn 16 years old between 1 September and 1 July.  If you turn 16 years old between 2 July and 31 August you cannot leave school until 30 June the following year.
6.12.2	Workers who are aged 25 and over are entitled to receive the National Living Wage (NLW).
6.12.3	The rates for both the NMW and the NLW are reviewed every April and are updated at the following link, National Minimum Wage Rates
6.12.4 An Apprentice Rate of NMW or NLW applies to all apprentices who are either: 
6.12.4.1	Aged under 19; or
6.12.4.2	Aged 19 or over and in the first year of their apprenticeship.
6.12.5	As part of the process of finalising a Delivery Agreement, it is the responsibility of Contractors to confirm with the employer that ALL apprentices are paid in line with these regulations.

[bookmark: _Toc225945607]6.13 Termination of Training Contracts
6.13.1	On contract termination, the Department reserves the right to satisfy itself that all aspects of the training are as they should be and are up to date as at the point of closure.  This not only relates to the associated administrative systems as determined by Commercial Services Branch but also to the progress, or otherwise, of each participant during their respective training periods, up to the point of transfer to another Training Contractor.
6.13.2	The Department will take whatever steps are considered appropriate to obtain all the necessary assurances, including the involvement of external verification.  In the absence of such assurances, the Department will make appropriate recoveries of funding applicable to the situation, including the cost of verification.
6.13.3	Each situation will be dealt with on a case-by-case basis.
6.13.4	The closing Training Contractor must ensure that all the relevant documentation is made available to the new Training Contractor, so that each participant’s record is complete.









[bookmark: _Toc225945608]SECTION 7: ADMINISTATION AND FINANCE

[bookmark: _Toc225945609]7.1 Information Systems
7.1.1	As set out in the Contract Specification, The Department has developed a software package, Trainee and Apprenticeship Management System (TAMS), to assist Contractors in the administration arrangements for the ApprenticeshipsNI 2025 provision.
[bookmark: _Hlk192772199]7.1.2	TAMS will have an automated process for payment approval requests which, when actioned, generate the Contractors claims.

NB if there is a fully online form approved on TAMS, a hard copy is not required. If uploading an offline approved form, then the hard copy needs retained.

[bookmark: _Toc225945610]7.2 Data Entry of Apprentice Details
The Contractor must, within four weeks of the commencement of an apprenticeship, have completed the necessary automated start processes of the Level 2 or Level 3 apprentice on the TAMS database provided by The Department.  Failure to do so may delay the issue of payments.

[bookmark: _Toc225945611]7.3 New Apprentices
Once the PTP is agreed, it will be the responsibility of the Contractor or their representative to indicate the level of the apprenticeship being pursued on the TAMS PTP of the apprentice, i.e. either:
· Level 3 apprenticeship framework, following a Level 2 enroute.
· Level 2 only apprenticeship framework.
· Level 3 apprenticeship framework

[bookmark: _Toc225945612]7.4 Progressors
7.4.1	Those apprentices progressing after the completion of a standalone Level 2 framework must be registered against a Level 3 progression route using the correct TAMS code from the options provided.
7.4.2	Apprentices who hold a Recognised Vocational Qualification at Level 2 in the same occupational area for which they are enrolling, must be registered for the relevant framework at the next higher level (where available under ApprenticeshipsNI 2025).  Funding in such cases is restricted to the ‘single framework’ funding model, i.e. ‘Level 3 progression route’.
[bookmark: _Hlk192772313]7.4.3	If up-skilling is required to prepare an apprentice to start a Level 3 framework, Contractors can make application for an additional milestone payment, as set out in the Pricing Schedule, by providing a rationale for the up-skilling required and an explanation as to how it will be delivered.  Requests for discretionary milestone payments should be submitted to Apprenticeships Delivery & Performance Branch for consideration at apprenticeships@economy-ni.gov.uk.  Where requests include personal data, the personal data must be encrypted as per paragraph 7.14.6, to ensure it is transmitted safely and securely.

[bookmark: _Toc225945613]7.5 Submitting Evidence
Contractors should note the following when submitting evidence:
7.5.1	The overall certificate for each framework qualification is required, as opposed to certificates for units achieved within a framework. a certified statement of results that is clearly issued by the Awarding Organisation will be accepted as evidence of achievement.
7.5.2	Where there is a requirement within a framework for a current 12 hour paediatric / childcare first aid qualification, the evidence required is a certificate that actually states 12 hours paediatric / childcare first aid qualification.  If a certificate does not show 12 hours and this is what is required in the framework, it will not be accepted as evidence.
7.5.3	Particular attention should be paid to the requirements for Employment Responsibilities and Rights (ERR), as different frameworks have different requirements.  Where a framework states that delivery of ERR is required, evidence must be sent as part of the application exactly as it is stated in the framework.
7.5.4	All applications for ApprenticeshipsNI 2025 Full Framework Certificates must be completed on TAMS and include certified evidence of the requisite Essential Skills or evidence must be uploaded to TAMS that clearly demonstrates exemption as detailed in 5.15.5.  The evidence provided for the exemption of Essential Skills must either be on a certificate or a certified statement of results that is clearly issued by the Awarding Body.  Provisional statements of results cannot be accepted.
7.5.5	The Contractor should claim ORF on an ongoing basis for each apprentice, as and when the necessary supporting documentation becomes available.
7.5.6	If an apprentice has changed their name for any reason, for example due to marriage or by deed poll, documentary evidence of the change should be provided to support their application for an ApprenticeshipsNI 2025 Full Framework Certificate (see also 5.3.4).

[bookmark: _Toc225945614]7.6 Notification of Leavers
7.6.1	Contractors must terminate apprentices who leave the programme in TAMS, selecting the termination code which best describes the reason for leaving the programme.
7.6.2	Contractors must ensure all avenues are explored to determine the destination of leavers.
7.6.3	The entry of termination coding will be monitored, and TAMS users are advised to ensure that due care and attention are used when entering termination codes.  
7.6.4	When apprentices leave the programme without achieving the full framework, Contractors or their representative must ensure that data is entered in the Participation Notes Free Text option on TAMS in respect of any part-qualification achieved, including the unit reference code / number for each mandatory and non-mandatory unit undertaken, and the target date of each unit, where this information has not already been captured by Milestones.

[bookmark: _Toc225945615]7.7 Apprentices with Disabilities

7.7.1	An apprentice with a disability may be at a disadvantage in the labour market. Therefore, anyone who has a disability and who is deemed capable of following ApprenticeshipsNI 2025 provision may attract a disability supplement.  The supplement is payable to help a Contractor provide significant additional input of resources in terms of training time, equipment, or support for the person to benefit fully from the training. Contractors upload the evidence of disability on TAMS and ADPB staff will approve where applicable. This will facilitate enhanced funding.
          On TAMS if Disability Supplement funding has been approved, the disability indicator on the Background tab is ticked as ‘Yes’, a Disability Supplement rate will be paid as appropriate. An application for Disability Supplement can be submitted via the Background tab and must be supported by appropriate uploaded evidence.
It is not possible for neither to be ticked, and it is always ‘No’ by default.
The Training Contractor / FEC cannot change the indicator; they can only request a change via the Approval Request button – this works in the same way whether changing Yes -> No or No-> Yes and goes to ADPB for approval.
7.7.2	ADPB staff will ensure that all information pertaining to a client’s disability is reviewed on the relevant section of TAMS.  
7.7.3	The supplement is payable as indicated in the funding tables, which can be found in Annex 14. When the Disability Indicator is marked the supplement will be automatically activated.

[bookmark: _Toc225945616]7.8 Disability Supplement Management
In relation to Equal Opportunities monitoring within ApprenticeshipsNI 2025, some of the processes are automated.

[bookmark: _Toc225945617]7.9 Accidents
7.9.1	Contractors must investigate accidents, whether they occur on their own premises or on those of training partners.  Reportable Accidents must be reported immediately to the Health & Safety Executive for Northern Ireland on form NI2508 entitled ‘Reporting of an Injury or Dangerous Occurrence’, available at the following link: Report an Injury
7.9.2	Contractors must comply with any statutory requirements to notify the relevant enforcing body of fatalities, certain injuries, diseases or dangerous occurrences. Full details are given in Guidance Booklet RIDDOR (NI) 97, ‘Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (Northern Ireland)’, available at the following link: Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
7.9.3	Contractors must ensure that all Reportable Accidents are also recorded on the TAMS system.

[bookmark: _Toc225945618]7.10 Funding
7.10.1	There are eight funding groups associated with ApprenticeshipsNI 2025 frameworks, as set out in Annex 1. Funding can be drawn down in respect of Level 2 and Level 3 apprenticeships in accordance with the Pricing Schedule. 
7.10.2	It should be noted that, in circumstances where components of a full ApprenticeshipsNI 2025 framework have already been achieved, the funding already paid in respect of these components will be deducted from the final payment of the apprenticeship framework.

[bookmark: _Toc225945619]7.11 Employer Incentive
7.11.1	The employer with whom the apprentice completes their apprenticeship is entitled to the Employer Incentive payment.  Contractors cannot offer incentives to potential apprentices (and employers) over and above the stated payments in the contract.
[bookmark: _Hlk200695374]7.11.2	On achievement of the full apprenticeship framework and issue of an ApprenticeshipsNI 2025 Full Framework Certificate by Apprenticeships Delivery & Performance Branch, an Employer Incentive will be paid to the Contractor and must be forwarded to the employer no later than four weeks after receipt of the payment. The level of funding is determined by the apprenticeship framework funding band. 
A letter will be issued by email to the employer when the Full Framework Certificate is issued advising them of their entitlement to the Employer Incentive and to contact the Contractor to arrange payment if not received within 12 weeks of the date of the letter. Employer Incentive payments should be made via BACs and all payment records must be retained for inspection.
If the full framework payment is withheld from the contractor but the apprentice has achieved all targeted qualifications the employer may still be entitled to receive the incentive payment. In such cases an application for the certificate should still be made to Apprenticeships Delivery & Performance Branch, and following approval, a claim for the Employer Incentive should be submitted through the discretionary process.
7.11.3	Where any Employer Incentive payment cannot be fully delivered, the payment must be returned to The Department within three months of the date on which the initial payment was made by The Department.  Any subsequent request for re-issue of the payment will be considered only on submission of a valid case to Apprenticeship Delivery and Performance Branch.
           apprenticeships@economy-ni.gov.uk
   
          The repayment can be included in the next claim as a negative value and referenced as Employer Incentive, or can be returned through the Miscellaneous payments on TAMS referencing same. If unable to include in the claim the Employer Incentive can be returned to the Department by BACS Transfer or in a cheque forwarded to the Department with the apprentice’s name on the reverse and referenced as ApprenticeshipsNI.

7.11.4	Contractors should be aware that if an Insolvency Administrator initiates a request for (or an intention to request) payment in relation to an insolvent estate within the three-month repayment timescale, Contractors must proceed with the payment irrespective of whether the actual payment takes place after the date when the three-month repayment point has been reached. Contractors must retain all related documentation and correspondence for audit purposes.

[bookmark: _Toc225945620]7.12 Retention of Records
7.12.1	The retention of documentary evidence is how an adequate audit trail can be maintained, and compliance can be checked.
7.12.2	Records must be disposed of in line with the requirements detailed in the Department’s Retention and Disposal Schedule. 
7.12.3	All data relating to the Apps25 programme must be retained for 7 years from the date of the last payment.
7.12.4	Upon the deletion of electronic files or disposal of hard copy records after the required retention period for Skills and Apprenticeships Programmes is complete an Assurance Statement from a suitably responsible member of the Contractors / FEC staff that records were deleted / disposed of in line with requirements detailed in the Department’s Retention and Disposal Schedule should be retained and a copy forwarded to the ApprenticeshipsNI Mailbox. 
DfE retention and disposal schedule | Department for the Economy (economy-ni.gov.uk)

[bookmark: _Toc225945621]7.13 Protection of Personal Data
[bookmark: _Hlk218605027]7.13.1	The UK adopted the General Data Protection Regulation (UK GDPR) on 25 May 2018.  GDPR is an updated Data Protection Regulation designed to harmonise data privacy laws, to protect and empower all citizens’ data privacy, and to reshape the way organisations approach data privacy.
7.13.2	UK GDPR applies to ‘personal data’ meaning any information relating to an identifiable person who can be directly or indirectly identified in particular by reference to an identifier.  This definition provides for a wide range of personal identifiers to constitute personal data, including names, identification numbers, location data or online identifiers, reflecting changes in technology and the way organisations collect information about people. It applies to both automated personal data and to manual filing systems.
7.13.3	UK GDPR applies to ‘controllers’ and ‘processors. A controller determines the purposes and means of processing personal data. A processor is responsible for processing personal data on behalf of a controller. In the context of ApprenticeshipsNI 2025, the Department is the controller, and Contractors and their training partners are processors. UK GDPR places specific legal obligations on processors; for example, the requirement to maintain records of personal data and processing activities. Processors will have legal liability if responsible for a breach.
7.13.4	Under UK GDPR, the data protection principles set out the main responsibilities for organisations. These state that personal data must be:
· processed lawfully, fairly and in a transparent manner.
· collected for specified, explicit and legitimate purposes.
· adequate, relevant and limited to what is necessary.
· accurate and, where necessary, kept up to date.
· retained only for as long as necessary.
· processed in an appropriate manner to maintain security.
7.13.5	UK GDPR outlines examples of the appropriate technical and organisational measures that should be taken to ensure the security and protection of personal data, including: 
· the pseudonymisation and encryption of personal data.
· the ability to ensure the ongoing confidentiality, integrity availability and resilience of processing systems and services.
· the ability to restore the availability and access to personal data in a timely manner in the event of a physical or technical incident.
· a process for regularly testing, assessing and evaluating the effectiveness of technical and organisational measures for ensuring the security of processing.
7.13.6	When sending communications to The Department or learning partners that include personal data, the personal data must be encrypted using at least AES-256 encryption to ensure it is transmitted safely and securely. Instructions and information about appropriate software are detailed in the Contract Specification.
7.13.7	In the event of any data security breach Training Contractors must notify The Department immediately.
7.13.8	For further useful information about UK GDPR, please refer to:
Guide to the General Data Protection Regulation
The UK GDPR legislation is available in full at the following link: UK GDPR Legislation

[bookmark: _Hlk218604941]










[bookmark: _Toc225945622]ANNEX 1: Frameworks and Funding Groups 

	

	FRAMEWORK NAME
	FRAMEWORK NUMBER

	
	LEVEL 2
	LEVEL 3

	Group One

	Accounting 
	1
	301

	Bookkeeping
	63
	-

	Business and Administration
	2
	302

	Cleaning Support Services
	66
	-

	Contact Centre Operations
	46
	358

	Customer Service 
	60
	396

	Driving Goods Vehicles
	69
	404

	Facilities Services
	117
	-

	Facilities Management
	-
	405

	Hospitality 
	70
	406

	Housing Practice
	-
	352

	Marketing
	-
	407

	Passenger Carrying Vehicle Driving - Bus and Coach
	58
	-

	Providing Financial Services
	21
	343

	Retail
	31
	353

	Digital Marketing
	-
	460

	Sales and Telesales
	80
	411

	Supply Chain Management
	79
	-

	Travel Services 
	35
	357

	Vehicle Sales
	76
	361

	Youth Work
	55
	391

	Group Two

	Active Leisure, Learning and Wellbeing
	33
	384

	Children's Care Learning and Development 
	10
	323

	Food and Drink 
	59
	395

	Horticulture 
	5
	306

	IT User 
	49
	341

	Logistics Operations 
	-
	322

	Management
	-
	345

	Team Leading 
	53
	-

	Warehousing and Storage 
	9
	-

	Group Three

	Barbering 
	45
	378

	Beauty Therapy 
	40
	337

	Creative Media
	-
	419

	Dental Nursing
	-
	421

	Fashion and Textiles
	116
	-

	Floristry
	14
	331

	Glass Industry
	17
	-

	Hairdressing 
	18
	336

	Health and Social Care 
	19
	338

	Nail Services
	48
	382

	Pharmacy Services
	50
	387

	Polymer Processing Operations
	-
	348

	Printing Industry
	29
	-

	Print
	-
	349

	Rail Services
	88
	-

	Spa Therapy
	-
	426

	Sustainable & Resource Management
	114
	456

	Group Four

	Animal Care
	6
	307

	Catering and Professional Chefs
	90
	428

	Environmental Conservation
	13
	330

	Equine Industry 
	20
	339

	Game and Wildlife Management
	89
	427

	IT and Telecoms Professional
	91
	-

	Information Technology
	-
	429

	Digital Telecommunications
	
	462

	Scientific Technologies 
	-
	392

	Trees and Timber
	293
	430

	Vehicle Parts
	92
	363

	Veterinary Nursing Assistant
	115
	-

	Veterinary Nursing
	-
	373

	Group Five

	Agriculture
	4
	304

	Construction
	8
	-

	Construction Crafts
	-
	310

	Landbased Service Engineering
	3
	303

	Port Operations
	119
	-

	Vehicle Body and Paint 
	96
	362

	Vehicle Fitting 
	97
	-

	Vehicle Fitting Operations
	-
	383

	Vehicle Maintenance and Repair 
	98
	346

	Group Six

	Construction Technical 
	-
	461

	Gas Utilisation, Installation and Maintenance
	-
	379

	Electrical Power Engineering
	11
	325

	Engineering
	12
	327

	Heating, Ventilation, Air Conditioning & Refrigeration 
	24
	312

	Industrial Coatings
	118
	-

	Plumbing 
	25
	-

	Plumbing and Heating
	-
	316

	Rail Industry
	100
	-

	Water Utility Operations
	54
	

	Wind Turbine Operations and Maintenance
	-
	435

	Group Seven

	Electrotechnical
	-
	342

	Group Eight

	Fire and Security Systems
	-
	354
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1. Administration & Management
· Business Administration 
· Management 
· Marketing 
· Team Leading 

2. Agriculture & Land
· Agriculture 
· Environmental Conservation 
· Equine Industry 
· Game and Wildlife Management 
· Horticulture 
· Sustainable Resource Management 

3. Building Services Engineering
· Construction Technical
· Electrotechnical
· Gas Utilisation Installation and Maintenance 
· Heating and Ventilation, Air Conditioning and Refrigeration (HVACR) 
· Plumbing 
· Plumbing and Heating
· Fire and Security Systems

4. Construction
· Construction 
· Construction Crafts 
· Glass Industry 

5. Creative
· Fashion and Textiles 
· Floristry 

6. Engineering
· Engineering 
· Industrial Coatings

7. Finance
· Accounting 
· Bookkeeping 
· Providing Financial Services

8. Hair & Beauty
· Barbering 
· Beauty Therapy 
· Hairdressing 
· Nail Services 
· Spa Therapy

9. Health, Social Care, Children & Young People
· Children’s Care, Learning and Development 
· Health and Social Care 
· Youth Work

10. Hospitality
· Catering and Professional Chefs 
· Hospitality

11. IT & ICT Services
· Creative and Digital Media 
· IT and Telecoms Professional 
· Information Technology
· Digital Telecommunications
· IT User 
· Social Media and Digital Marketing

12. Leisure & Sport
· Active Leisure, Learning and Well Being

13. Manufacturing & Processing
· Food and Drink  
· Print 
· Printing Industry 

14. Motor & Plant
· Land Based Engineering 
· Rail Industry
· Vehicle Body and Paint 
· Vehicle Fitting 
· Vehicle Fitting Operations 
· Vehicle Maintenance and Repair 
· Vehicle Parts 
· Vehicle Sales 

15. Retail & Customer Care
· Contact Centre Operations 
· Customer Service 
· Retail 
· Travel Services

16. Science & Medical Services
· Animal Care 
· Dental Nursing
· Scientific Technologies
· Pharmacy Services 
· Veterinary Nursing
· Veterinary Nursing Assistant

17. Services
· Cleaning Support Services
· Facilities Management 
· Facilities Services
· Housing Practice

18. Transport & Distribution
· Driving Goods Vehicles 
· Logistics Operations 
· Passenger Carrying Vehicle - Driving Bus and Coach 
· Rail Services
· Supply Chain Management 
· Warehousing and Storage

19. Utility and Utility Services
· Electrical Power Engineering 
· Water Utility Operations 
· Wind Turbine Operations and Maintenance
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APPRENTICESHIPSNI 2025 DELIVERY AGREEMENT

1. ApprenticeshipsNI 2025 Apprentice’s Details

Apprentice Details
Trainee ID:	                                   

Name:

Surname:



Training Provider Details:

Training Provider:	

Address:	


2. Employer Details

Company Name (Print):	

Nature of Business:	

Address:	

Postcode:	

Name of Contact:	

Position:	

Phone Number:	

Email:

Employer Contact for Apprentice:	

Email:

Position:	

Start Date of Employment:

Start Date of Apprenticeship:	

Total Contracted hours per week including Directed Training:	

Existing Employee: (tick box on TAMS for ‘yes’)	

	Existing Employee Information

Please provide details of employee’s current job position and any other positions held within the same company. Ensure current job title is stated and that present duties within the company are clearly defined.

	Current job role title

	

	Length of time in position

	

	Current duties undertaken












	




Please provide details of employee’s proposed new job position and provide sufficient information in relation to duties and new skills required to clearly demonstrate the need for undertaking the apprenticeship. 

	Proposed new job title

	

	Duties to be undertaken

	

	New skills required to undertake role











	



Upon taking up their new role, will the apprentice’s current role be filled?    

Yes  ☐
No    ☐

If yes, will the role be filled by an internal employee?

Yes  ☐
No    ☐

If no, will the apprentice be retaining their original duties in addition to their new duties?

Yes  ☐
No    ☐



3. Declaration
3.1 Employer Responsibilities
3.1.1 	To employ the ApprenticeshipsNI 2025 apprentice named above on terms and conditions set out in a separate Contract of Employment.
3.1.2	To pay the ApprenticeshipsNI 2025 apprentice the appropriate rate for the job, complying with National Minimum Wage Regulations and provide permanent remunerative employment (a minimum of 21 contracted hours per week with one employer, which includes day release / off-the-job training directed training, which must be paid as part of the apprentice’s contracted hours) for the apprentice, from day one on the programme.
3.1.3	To confirm that the apprentice will not be required to work excessively long hours as a result of their participation on this programme. Please refer to the links before for further information:
	Working time limits (the 48-hour week) | nidirect
	Working hours and young workers | nidirect
3.1.4	To ensure that any change in contracted hours or work pattern for the duration of the apprenticeship (for example, for the apprentice to attend an evening Essential Skills class) has been discussed with the apprentice and to inform them that they have a choice as to whether to agree to the change in contract.
3.1.5	To provide the experience, facilities, and training necessary to achieve the training objective as discussed and agreed with the ApprenticeshipsNI 2025 apprentice and specified in the PTP.
3.1.6	To comply with all relevant legal and contractual responsibilities in respect of health and safety, and to take steps to ensure equality of opportunity, regardless of community background, gender, marital status, disability, race, political opinion, sexual orientation, age, or dependents.
3.1.7	In a small number of cases, officials from the Department for the Economy may contact you directly to confirm that you have received the Employer Incentive payment, any such requests should be replied to in writing.
3.2. ApprenticeshipsNI 2025 Apprentice Responsibilities
3.2.1	To comply with the terms and conditions of the apprenticeship, including any conditions of employment laid down by the employer as referred to in paragraph (4.1) above.
3.2.2	To discuss and agree the PTP with the Employer and Contractor or their representative and, on a regular basis, jointly review progress towards the achievement of objectives any issues including lack of progress and attendance should be fully discussed and recorded.
3.2.3	To be diligent and punctual in work and training; and to strive consistently and conscientiously towards achieving each of the objectives set out in the PTP.
3.2.4	To behave at all times in a responsible manner and in accordance with health and safety requirements; and to promote the best interests of the employer.
3.2.5	To demonstrate commitment to the principles of identifying and recording achievement throughout the ApprenticeshipsNI 2025 training.
3.2.6	To ensure they are content with any changes in contracted hours and work pattern (for example, to attend an evening Essential Skills class) and to bring it to the attention of their employer and Contractor if this is not the case.
3.3. Contractor’s Responsibilities
3.3.1	To monitor the training of the ApprenticeshipsNI 2025 apprentice and confirm that the Contractor’s quality assurance requirements, including health and safety obligation, are being met.
3.3.2	To use reasonable endeavours to arrange suitable alternative employment for the remainder of the apprenticeship, in the event that the ApprenticeshipsNI 2025 apprentice’s contract with the employer is terminated due to redundancy.
3.3.3	To make any agreed payments including Employer Incentive to the employer for the duration of the apprenticeship, in accordance with the funding arrangements set out in the contract between the Contractor and The Department.
3.3.4	To assist the ApprenticeshipsNI 2025 apprentice to identify and record their achievement throughout the apprenticeship period.
3.3.5	To ensure, at the time of enrolment, that the employer and apprentice are aware of the programme requirements in relation to contracted hours, National Minimum Wage, and payment for time spent undertaking directed training.
I confirm the information on this form is correct. I have read this ApprenticeshipsNI Delivery Agreement and accept the responsibilities contained within it. It is understood that the Agreement does not constitute the basis of a contract of employment between any of the participating persons or organisations. All parties understand that an Employer Incentive Payment is payable to the employer on successful completion of the apprenticeship framework.
	
Apprentice Signature and Date:

Employer Signature and Date:	

Training Provider Representative Signature and Date
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TAMS RECORD ONLY ACCEPTED FORM TO BE USED FOR REFERENCE ONLY
Apprentice Enrolment Form
ApprenticeshipsNI 2025
1. GENERAL DETAILS
Postcode:	

Contact Telephone Number:	

Contact Email address:	

National Insurance Number:	

Date of Birth:	

Age Today:	

Do you consider yourself (Please tick)

Male ☐	Female ☐


2. PERSONAL DETAILS
Bangladeshi	☐Black African ☐Black Caribbean ☐Black Other ☐
Chinese ☐Indian ☐Irish Traveller ☐Malaysian ☐Pakistani ☐
Vietnamese ☐White ☐Mixed Ethnic Group ☐Other Ethnic Group ☐
Including yourself, how many people living in your household are aged 18 and over?	

How many dependants do you have?		 
Are you a Migrant? Yes ☐	No ☐

Note:	 A Migrant is someone of a foreign background who has resided, or expects to reside, in the UK for at least 12 months (one year)
Do you have a Disability or Health Condition? Yes ☐		No ☐

Note:	As outlined in the 1995 Disability Discrimination Act, a person has a disability or health condition if they have a physical or mental impairment that has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities for a period of at least 12 months


3. QUALIFICATIONS
What is the highest level of qualification (or equivalent) that you held on joining the programme?
Note: Please refer to section 4 of the ‘Guidance Notes’ to help determine the correct level of your qualifications.
No qualifications ☐Entry Level ☐Level 1 ☐Level 2 ☐Level 3 ☐		Level 4 or above ☐	Other (Please detail):
4. APPRENTICE DECLARATION
I declare that the details given on this form are true to the best of my knowledge and may be retained for as long as required for monitoring purposes.
Name (Print):

Signed:

Date:






















TAMS RECORD ONLY ACCEPTED FORM TO BE USED FOR REFERENCE ONLY
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EQUALITY MONITORING FORM

The following data is also captured in respect of the Department for the Economy equality monitoring policy.  Completion of information is voluntary - Personal details will be treated in strict confidence and the information provided will NOT be used for any purpose other than the monitoring described above.  
What is your Marital Status?
Divorced ☐Living with Partner ☐Married ☐Separated ☐Single ☐
Widowed ☐Not Stated ☐
Your sexual orientation is towards someone:
Of the same sex ☐ Of the opposite sex ☐ 
Of the same sex and the opposite sex ☐
What is your current political opinion?
Nationalist ☐ 	Unionist ☐ 	Other ☐
What is your religious affiliation?
Protestant ☐ Roman Catholic ☐ Other ☐ Unknown / Refused ☐

GUIDANCE NOTES
The Department collects information from its customer in order to facilitate the delivery of its services.  The information we collect about you will depend on the nature of your business with us and may be used for any of the Department’s legitimate purposes.
Information held by us may be used to check information provided by you, or information about you that has been provided by a third party.  We may get information about you from certain third parties, or give information to them in order:
· To check the accuracy of information;
· To prevent or detect crime or to protect public funds in other ways;
· To protect public funds;
· For research and statistical purposes; or
· For other reasons permitted by law.

These third parties may include other government departments and agencies, authorities administering social security, employers, educational bodies, academic bodies, research providers, health service providers, law enforcement agencies, training providers, job brokers, partners or agents authorised by the Department to undertake any function on its behalf.
CONFIDENTIALITY STATEMENT
We will not disclose information about you to anyone outside the Department unless the law permits disclosure or unless we have your consent to do so.

The Department is the Data Controller for the purposes of the General Data Protection Regulation (GDPR).  As such the Department is responsible for ensuring security and accuracy of the personal data we hold.  If you want to know more about what information we have about you, or the way we use such information, your Training Contractor will provide you with a copy of the ApprenticeshipsNI 2025 Privacy Notice, which outlines this information.





COMPLETION INSTRUCTIONS
1. PROJECT DETAILS
Please include the following details:
· The full name of the Training Contractor organisation
The Project Title and Project Reference number have been pre-completed for your convenience.  Please ensure this form is used to enrol apprentices on the Apprenticeships 2025 programme only, as these details differ from those used in other programmes.
2. GENERAL DETAILS
Please include the following details:
· Your name, address, postcode, telephone number and contact email address.
· Your National Insurance number
· Your date of birth and age at enrolment
· Your gender
3. PERSONAL DETAILS
Which one of the following ethnic / racial groups do you consider you belong to?
Please tick the relevant box to indicate which ethnic or racial group you feel you belong to.  The most common groups have been included as options but there are also options available for those who feel they have a mixed ethnicity / race or that they belong to another ethnic or racial group that has not been mentioned.

ApprenticeshipsNI 2025 Operational Requirements Version 2	Page 5 of 196

How many people aged 18 and over live in your household?
Please write in the box the number of people who live in your household are aged 18 and above.  Make sure you include yourself in this number.
How many dependents do you have?
Please write in the box the number of dependents you have. A dependent is someone you take personal responsibility for the care of, and is usually a child, a person with a disability, or a dependent older person.
Do you belong to any of the following groups?
Please tick the relevant box if you belong to any of the following groups:
· Migrant:  A migrant is someone of a foreign background who has resided, or expects to reside, in the UK for at least 12 months (one year).
· Person with a disability or health condition: Disability or health condition refers to apprentices who have a current disability covered by the 1995 Disability Discrimination Act, defined as a disabled person as someone who has a physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities for a period of at least 12 months.

4. QUALIFICATIONS
What is the highest level of qualification (or equivalent) that you hold?
Please tick one of the boxes to show the highest level of qualification you held on joining the programme. 

Please see below to find out the level of your qualification which gives the RQF/NQF Level or equivalent) and examples of qualifications.

Entry Level
Essential Skills Qualifications (NI) (entry levels 1-3)
Functional Skills Entry Level (England)
Entry Level Certificates (sub levels 1-3)
Scottish National Level 3 or below

Level 1	
GCSEs at grades D-G (NI)
GCSEs at grades 3-1 (England)
Technical/Vocational Qualifications Level 1 e.g. NVQ Level 1
Essential Skills Qualifications (NI) Level 1
Functional Skills Level 1 (England)
Welsh Baccalaureate Foundation
Junior Certificate (Republic of Ireland)
Scottish National Level 4

Level 2		
GCSEs at grades A*-C (NI)
GCSEs at grades 4-9 (England)
Technical/Vocational Qualifications Level 2 e.g. NVQ Level 2
Essential Skills Qualifications (NI) Level 2
Functional Skills Level 2 (England)
Welsh Baccalaureate National
Leaving Certificate (Ordinary) (Republic of Ireland)
Scottish National Level 5

Level 3	
GCE A Levels
GCE AS Levels
Technical/Vocational Qualifications Level 3 e.g. NVQ Level 3
Access to Higher Education Diploma
Welsh Baccalaureate Advanced
Leaving Certificate (Higher) (Republic of Ireland)
Scottish Higher

Level 4
Higher National Certificates (HNC)
Certificates of Higher Education (CertHE)
Technical/Vocational Qualifications Level 4 e.g. NVQ Level 4

Level 5
Higher National Diplomas (HND)
Foundation Degrees
Diplomas of Higher Education (DipHE)
Technical/Vocational Qualifications Level 5 e.g. NVQ Level 5

Level 6
Bachelor’s Degrees with Honours
Bachelor’s Degrees
Graduate Diplomas
Graduate Certificates
Technical/Vocational Qualifications Level 6 e.g. NVQ Level 6

Level 7
Master’s Degrees
Integrated Master’s Degrees
Postgraduate Diplomas
Postgraduate Certificate in Education (PGCE)
Technical/Vocational Qualifications Level 7 e.g. NVQ Level 7

Level 8
Doctoral Degrees (PHDs)
Technical/Vocational Qualifications Level 8
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CODE	DISABILITY CATEGORY

27		Alcohol Dependency
28		ADHD / ADD
29		Anxiety Disorder / Panic Attacks
30		ANXS Anaphylaxis
31		Arthritis
32		Asperger’s Syndrome
33		Autism
34		Back and Neck Injury
35		Bipolar / Schizophrenia 
36		Cardiovascular
37		Cerebral Palsy
38		Cancer
39		Communication and Interaction
41		Depression (Severe)
42		Diabetes
43		Downs Syndrome
45		Dyscalculia
46		Dyslexia
47		Dyspraxia
48		Epilepsy
50		Head / Traumatic Brain Injury
51		Hearing Impairment
52		Hydrocephalus / Spina Bifida
54		ME / Fibromyalgia
55		Medical Conditions / Syndromes
56		Metabolic Disorders
57		Mild/Moderate Learning Disability
58		Multi-Sensory Impairment
59		Multiple Sclerosis
60		Muscular Dystrophy
61		Obsessive Compulsory Disorder
62		Other
63		Respiratory Conditions
65		Personality Disorder
66		Physical Other
67		Post-Traumatic Stress Disorder
68		Sensory
69		Severe Learning Disability
70		Significant Accidental Injury
71		Social, Emotional & Behavioural
72		Visual Impairment
73		Speech and Language Impairments



CODE	SPECIAL NEED CATEGORIES

1		Literacy Problems
2		Numeracy Problems
3		Literacy & Numeracy Problems
4		Linguistic Problems
5		Behavioural Problems
6		Serious Behavioural Problems
7		Lacking Motivation
8		In Care Background
0		Other
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The following lists of SOC and RRQ Codes are included for your convenience. These are not comprehensive lists but should provide suitable codes for the majority of occupational and study areas.
· Further information about RRQ Codes is available from Ofqual via the UK Government website at the following link:
Types of Regulated Qualifications  
· Further information about SOC Codes, including a useful search tool, is available from the Office of National Statistics (ONS) website at the following link: Standard Occupational Classifications
	RRQ SECTOR SUBJECT AREAS

	1
	Health, Public Services and Care

	1.1
	Medicine and dentistry

	1.2
	Nursing, and subjects and vocations allied to medicine

	1.3
	Health and social care

	1.4
	Public services (includes Housing) 

	1.5
	Child development and well being

	2
	Science and Mathematics

	2.1
	Science

	2.2
	Mathematics and statistics

	3
	Agriculture, Horticulture and Animal Care

	3.1
	Agriculture

	3.2
	Horticulture and forestry

	3.3
	Animal care and veterinary science

	3.4
	Environmental conservation

	4
	Engineering and Manufacturing Technologies

	4.1
	Engineering

	4.2
	Manufacturing technologies

	4.3
	Transportation operations and maintenance

	5
	Construction, Planning and the Built Environment

	5.1
	Architecture

	5.2
	Building and construction

	5.3
	Urban, rural and regional planning

	6
	Information and Communication Technology (ICT)

	6.1
	ICT practitioners

	6.2
	ICT for users

	7
	Retail & Commercial Enterprise

	7.1
	Retailing and wholesaling

	7.2
	Warehousing and distribution

	7.3
	Service enterprises

	7.4
	Hospitality and catering

	8
	Leisure, Travel and Tourism

	8.1
	Sport, leisure and recreation

	8.2
	Travel and tourism

	9
	Arts, Media and Publishing

	9.1
	Performing arts

	9.2
	Crafts, creative arts and design

	9.3
	Media and communication

	9.4
	Publishing and information services

	10
	History, Philosophy & Theology

	10.1
	History

	10.2
	Archaeology and archaeological sciences

	10.3
	Philosophy

	10.4
	Theology and religious studies

	11
	Social Sciences

	11.1
	Geography

	11.2
	Sociology and social policy

	11.3
	Politics

	11.4
	Economics

	11.5
	Anthropology

	12
	Languages, Literature and Culture

	12.1
	Languages, literature and culture of the British isles

	12.2
	Other languages, literature and culture

	12.3
	Linguistics

	13
	Education and Training

	13.1
	Teaching and lecturing

	13.2
	Direct learning support

	14
	Preparation for Life and Work

	14.1
	Foundations for learning and life

	14.2
	Preparation for work

	15
	Business, Administration, Finance and Law

	15.1
	Accounting and finance

	15.2
	Administration

	15.3
	Business management

	15.4
	Marketing and sales

	15.5
	Law and legal services



	SOC 2020 occupation code
	Examples of related job titles (non-exhaustive)

	1111 - Chief executives and senior officials
	• Chairman
• Chief executive
• Civil servant (grade 5 & above)
• Diplomat
• Vice President

	1121 - Production managers and directors in manufacturing
	• Engineering manager
• Managing director (engineering)
• Operations manager (manufacturing)
• Production manager
• Technical manager

	1122 - Production managers and directors in construction
	• Building services manager
• Construction manager
• Director (building construction)
• Owner (electrical contracting)
• Site manager

	1123 - Production managers and directors in mining and energy
	• Operations manager (mining, water & energy)
• Quarry manager
• Service manager (public utilities)

	1131 - Financial managers and directors
	• Bank Manager
• Finance Director
• Insurance Manager
• Investment banker
• Treasury manager

	1132 - Marketing, sales and advertising directors
	• Account director (advertising)
• Commercial director
• Marketing director
• Media director
• Sales director

	1133 - Public relations and communications directors
	• Head of communications
• Head of public relations

	1134 - Purchasing managers and directors
	• Bid production manager
• Director of contracts
• Head of buying
• Purchasing manager

	1135 - Charitable organisation managers and directors
	• Charity director
• Manager (charitable organisation)

	1136 - Human resource managers and directors
	• Human resources business partner
• Human resources director
• Personnel manager
• Recruitment manager
• Training director

	1137 - Information technology directors
	• Chief Information officer
• IT Director
• Managing director (computer services)
• Programme manager (computing)
• Technical director (computer services)

	1139 - Functional managers and directors not elsewhere classified
	• Area secretary (trade association)
• Chief officer (local government)
• Clerk to the county council
• General Secretary (trade union)
• Town Clerk

	1140 - Directors in logistics, warehousing and transport
	• Airport director
• Head of logistics
• Owner (delivery service)
• Supply chain director
• Traffic director (transport)

	1150 - Managers and directors in retail and wholesale
	• Car sales manager
• Manager (garden centre)
• Managing director (wholesale, retail trade)
• Retail manager
• Shop manager (charitable organisation)
• Wholesale manager

	1162 - Senior police officers
	• Chief superintendent (police service)
• CID officer
• Detective inspector
• Police inspector

	1163 - Senior officers in fire, ambulance, prison and related services
	• Chief immigration officer (HM Revenue and Customs)
• Fire service officer (government)
• Prison governor
• Station officer (ambulance service)

	1171 - Health services and public health managers and directors
	• Clinical manager
• Director of nursing
• Health service manager
• Information manager (health authority: hospital service)

	1172 - Social services managers and directors
	• Children’s centre manager
• Commissioner (local government: social services)
• Community services manager
• Service manager (welfare services)
• Social work manager

	1211 - Managers and proprietors in agriculture and horticulture
	• Farm manager
• Farm owner
• Nursery manager (horticulture)
• Stock manager (farming)

	1212 - Managers and proprietors in forestry, fishing and related services
	• Cattery owner
• Fish farm owner
• Forest manager
• Owner (landscape gardening)
• Racehorse trainer

	1221 - Hotel and accommodation managers and proprietors
	• Caravan park owner
• Hotel manager
• Manager (passenger ships)
• Service flats manager

	1222 - Restaurant and catering establishment managers and proprietors
	• Café owner
• Operations manager (catering)
• Restaurant manager
• Shop manager (take-away food shop)

	1223 - Publicans and managers of licensed premises
	• Landlady (public house)
• Licensee
• Manager (wine bar)
• Publican

	1224 - Leisure and sports managers and proprietors
	• Amusement arcade owner
• Cinema manager
• Football ground manager
• Leisure centre manager
• Theatre manager

	1225 - Travel agency managers and proprietors
	• Branch manager (travel agents)
• Tourist information manager
• Travel agency owner
• Travel manager

	1231 - Health care practice managers
	• Clinic manager
• Dental practice manager
• GP practice manager
• Patient services manager
• Veterinary practice manager

	1232 - Residential, day and domiciliary care managers and proprietors
	• Care manager
• Community centre manager
• Day centre manager
• Nursing home owner
• Manager (sheltered housing)
• Residential manager (care/residential home)

	1233 - Early education and childcare services proprietors
	• Director (children’s nursery)
• Owner (nursery: children’s)

	1241 - Managers in transport and distribution
	• Distribution service manager
• Fleet manager
• Operations manager (transport)
• Shipping manager
• Transport manager

	1242 - Managers in storage and warehousing
	• Cellar manager (brewery)
• Inventory manager
• Operations manager
• Stock manager
• Warehouse manager

	1243 - Managers in logistics
	• Logistics manager
• Supply chain manager

	1251 - Property, housing and estate managers
	• Estate manager
• Facilities manager
• Housing manager
• Landlord (property management)
• Property manager

	1252 - Garage managers and proprietors
	• Bodyshop manager (vehicle trades)
• Garage director
• Garage owner
• Tyre depot manager

	1253 - Hairdressing and beauty salon managers and proprietors
	• Hairdressing salon owner
• Manager (beauty salon)
• Manager (nail salon)
• Owner (pet grooming salon)
• Owner (tanning studio)
• Spa manager

	1254 - Waste disposal and environmental services managers
	• Environmental manager (refuse disposal)
• Manager (local government: cleansing dept.)
• Recycling plant manager
• Scrap metal dealer

	1255 - Managers and directors in the creative industries
	• Art gallery owner
• Artist manager
• Director (architectural service)
• Graphic design manager
• Gallery Manager
• Production manager (entertainment)
• Publisher
• Radio station manager

	1256 - Betting shop and gambling establishment managers
	• Betting shop manager
• Bingo hall manager
• Casino manager

	1257 - Hire services managers and proprietors
	• Hire manager
• Plant hire manager
• Rental service manager
• Tool hire manager

	1258 - Directors in consultancy services
	• Director (environmental consultancy)
• Owner (design consultancy)
• Owner (management consultancy)

	1259 - Managers and proprietors in other services not elsewhere classified
	• Director (private detective agency)
• Car park manager
• Cemetery Manager
• Library manager
• Owner (cleaning services)
• Training centre manager
• Driving school owner

	2111 - Chemical scientists
	• Analytical chemist
• Chemist
• Development chemist
• Industrial chemist
• Laboratory analyst
• Research scientist (chemical)

	2112 - Biological scientists
	• Agricultural consultant
• Forensic scientist
• Horticulturist (professional)
• Microbiologist
• Pathologist

	2113 - Biochemists and biomedical scientists
	• Clinical technologist
• Endocrinologist
• Histopathologist
• Medical technologist
• Medical researcher

	2114 - Physical scientists
	• Geologist
• Geophysicist
• Medical physicist
• Meteorologist
• Oceanographer
• Physicist
• Seismologist

	2115 - Social and humanities scientists
	• Anthropologist
• Archaeologist
• Criminologist
• Epidemiologist
• Geographer
• GIS analyst
• Historian
• Political researcher
• Social scientist

	2119 - Natural and social science professionals not elsewhere classified

Note: For Skilled Worker purposes, SOC 2020 occupation code 2119 includes researchers in research organisations other than universities.
	• Operational research scientist
• Scientific officer
• Scientist
• Sports scientist
• Technical officer (laboratory)
• University research fellow (sciences)

	2121 - Civil engineers
	• Building engineer
• Civil engineer (professional)
• Highways engineer
• Petroleum engineer
• Public health engineer
• Site engineer (building construction)
• Structural engineer

	2122 - Mechanical engineers
	• Automotive engineer (professional)
• Design engineer (mechanical)
• Marine engineer (professional)
• Mechanical engineer (professional)

	2123 - Electrical engineers
	• Electrical design engineer
• Electrical engineer (professional)
• Electrical surveyor
• Equipment engineer
• Power engineer
• Signal engineer (professional, railways)

	2124 - Electronics engineers
	• Broadcasting engineer (professional)
• Electronics designer
• Electronics engineer (professional)
• Microwave engineer (professional)

	2125 - Production and process engineers
	• Chemical engineer
• Industrial engineer
• Pharmaceutical engineer
• Process engineer
• Production consultant
• Production engineer

	2126 - Aerospace engineers
	• Aeronautical engineer (professional)
• Aerospace engineer
• Aircraft designer
• Avionics engineer

	2127 - Engineering project managers and project engineers
	• Contracts manager (manufacturing)
• Project engineer
• Project manager (manufacturing)

	2129 - Engineering professionals not elsewhere classified
	• Acoustician (professional)
• Food technologist
• Metallurgist
• Scientific consultant
• Technical engineer
• Technologist
• Traffic engineer

	2131 - IT project managers
	• Change manager (computing)
• Implementation manager (computing)
• IT project manager
• Project leader (software design)

	2132 - IT managers
	• Data centre manager
• Data visualisation manager
• IT manager
• Network operations manager (computer services)
• Product manager
• Service delivery manager
• Telecoms manager
• UX manager

	2133 - IT business analysts, architects and systems designers
	• Business analyst (computing)
• Data communications analyst
• Change analyst (computing)
• Systems analyst
• Systems consultant
• Technical analyst (computing)
• Technical architect
• User experience architect

	2134 - Programmers and software development professionals
	• Analyst-programmer
• Database developer
• Games designer
• Interactive designer
• Mobile app developer
• Programmer
• Software engineer
• Website builder

	2135 - Cyber security professionals
	• Data security manager
• Ethical hacker
• Forensic computer investigator
• IT security analyst
• Technical security consultant

	2136 - IT quality and testing professionals
	• IT auditor
• Quality analyst (computing)
• Software testing consultant
• Systems tester (computing)
• Test analyst (computing)
• Test engineer (professional, software)

	2137 - IT network professionals
	• Network consultant
• Network designer
• Network installation engineer
• Network planner

	2139 - Information technology professionals not elsewhere classified
	• Account manager (computing)
• Internet engineer (professional)
• IT planner
• IT consultant
• Technical evangelist
• Webmaster
• Web manager

	2141 - Web design professionals
	• Desktop publisher
• User interface designer
• UX designer (computing)
• Web designer
• Web producer

	2142 - Graphic and multimedia designers
	• 3D artist
• Animator (computing)
• Compositor (special effects)
• Creative design assistant
• Graphic artist
• Graphic designer
• Visual effects supervisor

	2151 - Conservation professionals
	• Conservation officer
• Countryside officer
• Ecologist
• Heritage manager
• Land management adviser
• Landscape scientist
• Marine conservationist

	2152 - Environment professionals
	• Energy manager
• Environmental consultant
• Environmental engineer
• Environmental protection officer
• Environmental technician
• Flood risk manager
• Water quality scientist

	2161 - Research and development (R&D) managers
	• Clinical trials manager
• Consumer insights manager
• Creative manager (research and development)
• Design manager
• Market research manager
• Research manager (broadcasting)

	2162 - Other researchers, unspecified discipline
	• Postdoctoral researcher
• Research assistant (university)
• Research fellow (university)
• University researcher

	2240 - Veterinarians
	• Veterinarian
• Veterinary practitioner
• Veterinary surgeon

	2311 - Higher education teaching professionals
	• Fellow (university)
• Lecturer (higher education, university)
• Professor (higher education, university)
• Tutor (higher education, university)
• University lecturer
• University teaching assistant

	2317 - Teachers of English as a foreign language
	• TEFL
• English as a second language teacher
• ESOL tutor

	2319 - Teaching professionals not elsewhere classified
	• Adult education tutor
• Ballet teacher (qualified)
• Music teacher
• Private tutor
• Voice coach

	2322 - Education managers
	• Business school manager
• Dean (further education)
• Provost (higher education, university)
• Registrar (educational establishments)
• Vice chancellor (university)

	2323 - Education advisers and school inspectors
	• Advisory teacher
• Assessor (further, higher education)
• Curriculum adviser
• Early years adviser
• Education officer
• School inspector

	2324 - Early education and childcare services managers
	• After school club manager
• Childcare manager (day nursery)
• Nursery manager (day nursery)
• Pre-school manager

	2329 - Other educational professionals not elsewhere classified
	• Active schools coordinator
• Education administrator (further, higher education)
• Exam marker
• International recruitment officer (university)

	2411 - Barristers and judges
	• Advocate
• Barrister
• Chairman (appeals tribunal, inquiry)
• Coroner
• Crown prosecutor
• District judge
• Legal advocate
• Sherriff (Scottish Courts)

	2412 - Solicitors and lawyers
	• Lawyer
• Managing clerk (qualified solicitor)
• Solicitor
• Solicitor-partner
• Solicitor to the council

	2419 - Legal professionals not elsewhere classified
	• Attorney
• Conveyancer
• Justice’s clerk
• Legal adviser
• Legal consultant
• Legal counsel
• Paralegal
• Patent agent
• Patent attorney
• Solicitor’s clerk (articled)

	2421 - Chartered and certified accountants
	• Accountant (qualified)
• Auditor (qualified)
• Chartered accountant
• Company accountant
• Cost accountant (qualified)
• Financial controller (qualified accountant)
• Management accountant (qualified)

	2422 - Finance and investment analysts and advisers
	• Credit risk analyst
• Financial adviser
• Financial consultant
• Mortgage adviser
• Pensions consultant

	2423 - Taxation experts
	• Investigator (HM Revenue and Customs)
• Tax adviser
• Tax consultant
• Tax inspector
• Tax manager
• Taxation specialist

	2431 - Management consultants and business analysts
	• Business adviser
• Business consultant
• Business continuity manager
• Digital business analyst
• Financial risk analyst
• Management consultant

	2432 - Marketing and commercial managers
	• Commercial manager
• Client services manager (marketing)
• Marketing development manager
• Online marketing manager
• Production manager (marketing)

	2433 - Actuaries, economists and statisticians
	• Actuarial consultant
• Actuary
•Bioinformatician
• Economist
• Financial engineer
• Statistician
• Statistical analyst
• Web analyst

	2434 - Business and related research professionals
	• Crime analyst
• Fellow (research)
• Games researcher (broadcasting)
• Inventor
• Digital marketing analyst
• Market research analyst
• Social media analyst

	2435 - Professional/chartered company secretaries
	• Assistant company secretary (qualified)
• Chartered secretary
• Company secretary (qualified)

	2439 - Business, research and administrative professionals not elsewhere classified
	• Civil servant (grade 6, 7)
• Governance officer
• Information compliance officer
• Parliamentary assistant
• Policy adviser (government)
• Private secretary (government)
• Registrar (government)
• Service manager (government)

	2440 - Business and financial project management professionals
	• Chief knowledge officer
• Contracts manager (security services)
• Project delivery officer
• Project manager
• Research support officer
• Scrum master
• Work package manager (professional)

	2451 - Architects
	• Architect
• Chartered architect
• Landscape architect

	2452 - Chartered architectural technologists, planning officers and consultants
	• Architectural consultant
• Chartered architectural technologist
• Construction planner
• Planning officer (building construction )
• Town planner

	2453 - Quantity surveyors
	• Quantity surveyor
• Survey technician
• Surveyor (quantity surveying)

	2454 - Chartered surveyors
	• Building surveyor
• Chartered surveyor
• Hydrographic surveyor
• Land surveyor
• Topographer

	2455 - Construction project managers and related professionals
	• Contract manager (building construction)
• Project manager (building construction)
• Transport modeller
• Transport planner

	2462 - Probation officers
	• Inspector (National Probation Service)
• Probation officer
• Youth justice officer

	2464 - Youth work professionals
	• Youth and community officer
• Youth worker (professional)

	2469 - Welfare professionals not elsewhere classified
	• Child protection adviser
• Children’s guardian
• Family court adviser
• Rehabilitation officer
• Restorative justice manager
• Social services officer

	2471 - Librarians
	• Chartered librarian
• Librarian
• Technical librarian
• University librarian

	2472 - Archivists, conservators and curators
	• Archivist
• Conservator
• Curator
• Keeper (art gallery)
• Museum officer

	2481 - Quality control and planning engineers
	• Planning engineer
• Quality assurance engineer
• Quality control officer (professional)
• Quality engineer

	2482 - Quality assurance and regulatory professionals
	• Compliance manager
• Financial regulator
• Quality assurance manager
• Quality manager

	2483 - Environmental health professionals
	• Air pollution inspector
• Environmental health officer
• Food inspector
• Public health inspector
• Technical officer (environmental health)

	2491 - Newspaper, periodical and broadcast editors
	• Editor
• Content editor (newspapers, magazines)
• Digital editor
• Online editor

	2492 - Newspaper and periodical broadcast journalists and reporters
	• Broadcast journalist
• Digital journalist
• Journalist
• Online journalist
• Radio journalist
• Reporter
• Writer (newspaper publishing)

	2493 - Public relations professionals
	• Account manager (public relations)
•Communications manager (public relations)
• Public relations consultant
• Press officer
• Public relations officer
• Social media manager

	2494 - Advertising accounts managers and creative directors
	• Account manager (advertising)
• Advertising Manager
• Campaign Manager
• Creative Director
• Projects Manager (advertising)

	3111 - Laboratory technicians
	• Assistant scientist (laboratory)
• Associate practitioner (laboratory)
• Cytoscreener
• Hospital technician
• Laboratory technician
• Scientific technician

	3112 - Electrical and electronics technicians
	• Avionics technician
• Electrical technician
• Electronics technician
• Installation engineer (electricity supplier)

	3113 - Engineering technicians
	• Aircraft engineer (licensed)
• Aircraft technician
• Commissioning engineer
• Engineering technician
• Manufacturing engineer
• Mechanical technician
• Wind turbine technician (construction)

	3114 - Building and civil engineering technicians
	• Building services consultant
• Civil engineering technician
• Survey technician
• Technical assistant (civil engineering)

	3115 - Quality assurance technicians
	• Quality analyst
• Quality assurance coordinator
• Quality control technician
• Quality officer
• Quality technician
• Test technician

	3116 - Planning, process and production technicians
	• Process technician
• Production controller
• Production planner
• Production technician

	3119 - Science, engineering and production technicians not elsewhere classified
	• School technician
• Technical assistant
• Technician
• Textile consultant
• Workshop technician

	3120 - CAD, drawing and architectural technicians
	• 3D Printing Technician
• Architect’s assistant
• Architectural design assistant
• Architectural technician
• CAD designer
• Cartographer
• Design technician
• Draughtsman

	3131 - IT operations technicians
	• Computer games tester
• Digital administrator
• IT technician
• Network administrator
• Systems administrator

	3132 - IT user support technicians
	• Business support analyst (computing)
• Customer support analyst
• Help desk operator (computing)
• IT support technician
• Systems support officer

	3133 - Database administrators and web content technicians
	• Database administrator
• Digital content editor
• Intranet coordinator
• Website moderator

	3211 - Dispensing opticians
	• Dispensing optician
• Optical dispenser

	3212 - Pharmaceutical technicians
	• Dispensing technician
• Pharmaceutical technician
• Pharmacy technician

	3221 - Youth and community workers
	• Community development officer
• Family support worker
• Youth and community worker
• Youth project coordinator
• Youth worker

	3222 - Child and early years officers
	• Child protection officer
• Education welfare officer
• Family liaison officer
• Learning mentor (early years)
• Parent support adviser
• Portage worker (educational establishments)

	3223 - Housing officers
	•Accommodation officer
• Housing adviser
• Housing officer
• Housing support officer

	3224 - Counsellors
	• Counsellor (welfare services)
• Debt adviser
• Drugs and alcohol worker
• Life coach
• Stop smoking counsellor

	3229 - Welfare and housing associate professionals not elsewhere classified
	• Advocacy worker
• Health coordinator
• Homeless prevention officer
• Key worker (welfare services)
• Outreach worker (welfare services)
• Probation services officer
• Project worker (welfare services)
• Student support officer

	3232 - Early education and childcare practitioners
	• Childcare practitioner
• Early years practitioner
• Pre-school practitioner

	3240 - Veterinary nurses
	• Animal nurse
• Veterinary nurse

	3312 - Police officers (sergeant and below)
	• Detective (police service)
• Police constable
• Police officer
• Sergeant
• Transport police officer

	3313 - Fire service officers (watch manager and below)
	• Fire engineer
• Fire safety officer
• Firefighter
• Watch manager (fire service)

	3314 - Prison service officers (below principal officer)
	• Custodial manager
• Prison custodial officer
• Prison escort officer
• Prison officer
• Prison warden

	3319 - Protective service associate professionals not elsewhere classified
	• Crime scene investigator
• Customs officer
• Immigration officer
• Investigation officer (police service)
• Fingerprint expert
• Fraud analyst
• Operations manager (security services)
• Private investigator
• Security manager

	3411 - Artists
	• Animator (hand drawn)
• Artist
• Illustrator
• Portrait painter
• Sculptor

	3412 - Authors, writers and translators
	• Copywriter
• Editor (books)
• Interpreter
• Technical author
• Translator
• Writer

	3413 - Actors, entertainers and presenters
	• Actor
• Commentator (broadcasting)
• Costumed interpreter
• Disc jockey
• Entertainer
• Presenter (broadcasting)
• Singer

	3414 - Dancers and choreographers
	• Ballet dancer
• Choreographer
• Dance coach
• Dancer
• Dance teacher

	3415 - Musicians
	• Composer
• Musician
• Organist
• Pianist
• Song writer
• Violinist

	3416 - Arts officers, producers and directors
	• Broadcast editor
• Film editor
• Production assistant (broadcasting)
• Studio manager
• Television producer
• Video production assistant

	3417 - Photographers, audio-visual and broadcasting equipment operators
	• Audio visual technician
• Cameraman
• Commercial drone pilot
• Digital imaging technician
• Lighting designer
• Photographer
• Projectionist
• Sound engineer
• Theatre technician (entertainment)

	3421 - Interior designers
	• Design consultant (interior design)
• Interior decorator
• Interior stylist
• Kitchen designer

	3422 - Clothing, fashion and accessories designers
	• Bridalwear designer
• Fashion designer
• Footwear designer
• Jewellery designer

	3429 - Design occupations not elsewhere classified
	• Design consultant
• Craft designer
• Make-up artist (films)
• Production designer (film, television production)
• Visual merchandiser (design)

	3433 - Fitness and wellbeing instructors
	• Aerobics instructor
• Fitness instructor
• Gym instructor
• Lifestyle consultant
• Personal trainer
• Pilates instructor
• Yoga teacher

	3511 - Aircraft pilots and air traffic controllers
	• Airline pilot
• Air traffic controller
• First officer (airlines)
• Flight engineer
• Flight planner
• Flying instructor
• Helicopter pilot

	3512 - Ship and hovercraft officers
	• Chief engineer (shipping)
• Marine engineer (shipping)
• Merchant navy officer
• Petty officer
• Tug master
• Yacht skipper

	3520 - Legal associate professionals
	• Barrister’s clerk
• Compliance officer (legal services)
• Law costs draftsman
• Legal assistant
• Litigator
• Paralegal assistant

	3531 - Brokers
	• Foreign exchange dealer
• Insurance broker
• Investment administrator
• Stockbroker
• Trader (stock exchange)

	3532 - Insurance underwriters
	• Account handler (insurance)
• Commercial underwriter
• Insurance inspector
• Mortgage underwriter
• Underwriter

	3533 - Financial and accounting technicians
	• Accounting technician
• Business associate (banking)
• Financial controller
• Fund administrator
• Insolvency administrator
• Managing clerk (accountancy)

	3534 - Financial accounts managers
	• Accounts manager
• Audit manager
• Credit manager
• Fund manager
• Mortgage unit manager
• Relationship manager (bank)

	3541 - Estimators, valuers and assessors
	• Claims assessor
• Claims investigator
• Engineering surveyor
• Estimator
• Loss adjuster
• PPI case handler
• Valuer

	3542 - Importers and exporters
	• Export coordinator
• Exporter
• Import agent
• Importer
• Shipping agent

	3543 - Project support officers
	• Planning assistant
• Project administrator
• Project analyst
• Project coordinator
• Project officer
• Service delivery coordinator

	3544 - Data analysts
	• Data analyst
• Data officer
• Data quality analyst
• Information management analyst
• Organisation and methods analyst

	3549 - Business associate professionals not elsewhere classified
	• Business support officer
• Marine consultant
• Methods engineer
• O&M consultant
• Party agent (political party)

	3551 - Buyers and procurement officers
	• Bid writer
• Buyer
• Procurement officer
• Purchasing consultant
• Supply planner

	3552 - Business sales executives
	• Corporate account executive
• Sales agent
• Sales consultant
• Sales executive
• Technical representative

	3553 - Merchandisers
	• Demand planner
• Merchandiser
• Sales merchandiser
• Supply chain analyst

	3554 - Advertising and marketing associate professionals
	• Brand ambassador
• Business development executive
• Fundraiser
• Marketing consultant
• Marketing executive

	3555 - Estate agents and auctioneers
	• Auctioneer
• Auctioneer and valuer
• Estate agent
• Letting agent
• Property consultant
• Sales negotiator

	3556 - Sales accounts and business development managers
	• Account manager (sales)
• Area sales manager
• Business development manager
• Product development manager
• Sales manager

	3557 - Events managers and organisers
	• Conference coordinator
• Event organiser
• Events manager
• Exhibition organiser
• Hospitality manager
• Production manager (corporate hospitality)

	3560 - Public services associate professionals
	• Civil servant (HEO, SEO)
• Higher executive officer (government)
• Principle revenue officer (local government)
• Senior executive officer (government)
• Team leader (local government)

	3571 - Human resources and industrial relations officers
	• Employment consultant
• Human resources advisor
• Human resources analyst
• Recruitment consultant
• Talent attraction consultant

	3572 - Careers advisers and vocational guidance specialists
	• Careers adviser
• Careers consultant
• Careers teacher
• Personal advisor
• Placement officer

	3573 - Information technology trainers
	• E-learning manager
• IT trainer
• IT tutor
• Software trainer

	3574 - Other vocational and industrial trainers
	• NVQ assessor
• Technical instructor
• Training consultant
• Training manager

	3581 - Inspectors of standards and regulations
	• Building inspector
• Driving examiner
• Housing inspector
• Meat hygiene inspector
• Trading standards officer

	3582 - Health and safety managers and officers
	• Asbestos surveyor
• Health and safety officer
• Occupational hygienist
• Safety consultant
• Safety officer

	4111 - National government administrative occupations
	• Administrative assistant (courts of justice)
• Administrative officer (government)
• Civil servant (grades AA, AO & EO)
• Clerk (government)
• Revenue officer (government)

	4112 - Local government administrative occupations
	• Administrative assistant (local government)
• Administrative officer (police service)
• Benefits assistant (local government)
• Clerical officer (local government)
• Local government officer
• Parish clerk

	4113 - Officers of non-governmental organisations
	• Administrator (charitable organisation)
• Clerk to school governors
• Organiser (trade union)
• Secretary (research association)
• Trade union official

	4121 - Credit controllers
	• Credit control clerk
• Credit controller
• Debt management associate
• Loans administrator

	4122 - Book-keepers, payroll managers and wages clerks
	• Accounts administrator
• Accounts assistant
• Accounts clerk
• Auditor
• Bookkeeper
• Payroll manager

	4124 - Finance officers
	• Finance officer
• Financial officer (local government)
• Regional finance officer (PO)

	4129 - Financial administrative occupations not elsewhere classified
	• Cashier
• Finance administrator
• Finance assistant
• Legal cashier
• Tax assistant
• Treasurer
• Valuation assistant

	4132 - Pensions and insurance clerks and assistants
	• Administrator (insurance)
• Claims handler
• Clerical assistant (insurance)
• Insurance clerk
• Pensions administrator

	4134 - Transport and distribution clerks and assistants
	• Cargo agent
• Export clerk
• Freight administrator
• Logistics coordinator
• Shipping clerk
• Transport clerk

	4141 - Office managers
	• Business support manager
• Office manager
• Practice manager
• Sales administration manager
• Sales office manager

	4143 - Customer service managers
	• After sales manager
• Call centre manager
• Customer care manager
• Customer service manager

	4151 - Sales administrators
	• Online sales assistant
• Marketing administrator
• Sales administrator
• Sales coordinator

	4159 - Other administrative occupations not elsewhere classified
	• Administrator
• Administrative assistant
• Clerical assistant
• Clerk
• Facilities coordinator
• Office assistant
• Proof reader

	4214 - Company secretaries and administrators
	• Assistant secretary
• Club secretary
• Company administrator
• Company secretary

	4215 - Personal assistants and other secretaries
	• Executive assistant
• PA-secretary
• Personal assistant
• Personal secretary
• Secretary

	5111 - Farmers
	• Agricultural contractor
• Agricultural technician (farming)
• Crofter (farming)
• Farmer
• Herd manager

	5112 - Horticultural trades
	• Grower
• Horticulturalist
• Market Gardener
• Nursery Assistant (agriculture)
• Nurseryman

	5113 - Gardeners and landscape gardeners
	• Garden designer
• Gardener
• Gardener-handyman
• Landscape gardener

	5114 - Groundsmen and greenkeepers
	• Greenkeeper
• Groundsman
• Groundsperson

	5119 - Agricultural and fishing trades not elsewhere classified
	• Arboricultural consultant
• Bee farmer
• Countryside ranger
• Gamekeeper
• National park warden
• Share fisherman
• Trawler skipper
• Tree surgeon

	
5211 - Sheet metal workers
	• Coppersmith
• Metal fabricator
• Panel beater (metal trades)
• Sheet metal fabricator
• Sheet metal worker

	5212 - Metal plate workers, smiths, moulders and related occupations
	• Boiler maker
• Core Maker (metal trades)
• Die Caster
• Chain repairer
• Farrier
• Moulder and coremaker
• Pewtersmith
• Pipe Maker (foundry)
• Steel presser

	5213 - Welding trades
	• Fabricator-welder
• Fitter-welder
• Spot welder
• Welder
• Welding technician

	5214 - Pipe fitters
	• Pipe engineer
• Pipe fitter
• Pipe welder-fitter

	5221 - Metal machining setters and setter-operators
	• CNC machinist
• CNC programmer
• Centre lathe turner
• Miller (metal trades)
• Tool setter
• Turner

	5222 - Tool makers, tool fitters and markers-out
	• Die maker
• Engineer-toolmaker
• Jig maker
• Marker-out (engineering)
• Tool engineer
• Tool fitter
• Tool maker

	5223 - Metal working production and maintenance fitters
	• Agricultural engineer
• Bench fitter
• Engineering machinist
• Fabricator
• Installation engineer
• Maintenance fitter
• Mechanical engineer

	5224 - Precision instrument makers and repairers
	• Calibration engineer
• Horologist
• Instrument maker
• Instrument mechanic
• Instrument technician
• Optical technician
• Precision engineer
• Watchmaker

	5225 - Air-conditioning and refrigeration installers and repairers
	• Air conditioning engineer
• Air conditioning fitter
• Refrigeration engineer
• Refrigeration technician
• Service engineer (refrigeration)

	5231 - Vehicle technicians, mechanics and electricians
	• Auto electrician
• Car mechanic
• HGV mechanic
• Mechanic (garage)
• MOT tester
• Motor mechanic
• Motor vehicle technician
• Technician (vehicles)
• Vehicle technician

	5232 - Vehicle body builders and repairers
	• Bodyshop technician
• Car body repairer
• Coach builder
• Panel beater
• Restoration technician (vehicles)
• Vehicle builder

	5233 - Vehicle paint technicians
	• Car paint sprayer
• Coach painter
• Graphic applicator (vehicles)
• Paint technician (vehicles)
• Sprayer (vehicle trades)
• Vehicle refinisher
• Vehicle wrapper

	5234 - Aircraft maintenance and related trades
	• Aeronautical engineer
• Aircraft electrician
• Aircraft engineer
• Aircraft fitter
• Aircraft mechanic
• Maintenance engineer (aircraft)

	5235 - Boat and ship builders and repairers
	• Boat builder
• Fitter (boat building)
• Frame turner (ship building)
• Laminator (boat building and repairing)
• Marine engineer
• Ship’s joiner
• Shipwright

	5236 - Rail and rolling stock builders and repairers
	• Coach repairer (railways)
• Mechanical fitter (railway and rolling stock)
• Railway engineer
• Rolling stock technician
• Service engineer (railway, rolling stock maintenance)

	5241 - Electricians and electrical fitters
	• Electrical contractor
• Electrical engineer
• Electrical fitter
• Electrician

	5242 - Telecoms and related network installers and repairers
	• Cable jointer
• Customer service engineer (telecoms)
• Installation engineer (telecoms)
• Network officer (telecoms)
• Telecom engineer
• Telephone engineer

	5243 - Tv, video and audio servicers and repairers
	• Installation engineer (radio, television and video)
• Satellite engineer
• Service engineer (radio, television and video)
• Technician (radio, television and video servicing)
• Television engineer

	5244 - Computer system and equipment installers and servicers
	• Computer repairer
• Computer service engineer
• Hardware engineer (computer)
• IT engineer
• Maintenance engineer (computer servicing)

	5245 - Security system installers and repairers
	• Alarm engineer
• CCTV engineer
• Installation engineer (alarms)
• Service engineer (alarms)
• Security engineer

	5246 - Electrical service and maintenance mechanics and repairers
	• Domestic appliance engineer
• Maintenance man (electricity supplier)
• Machine repairer (office machinery)
• Repairer (electrical machinery)
• Service engineer (domestic electrical appliances)

	5249 - Electrical and electronic trades not elsewhere classified
	•Communication engineer
• Electronics engineer
• Field engineer
• Linesman

	5250 - Skilled metal, electrical and electronic trades supervisors
	• Electrical supervisor
• Maintenance supervisor (manufacturing)
• Service manager (garage)
• Workshop manager

	5311 - Steel erectors
	• Steel erector
• Steel fabricator
• Steel worker (structural engineering)

	5312 - Stonemasons and related trades
	• Dry stone waller
• Monumental mason
• Stone mason

	5313 - Bricklayers
	• Bricklayer
• Block setter
• Chimney builder
• Floor stone Layer
• Kiln repairer

	5314 - Roofers, roof tilers and slaters
	• Mastic asphalt spreader
• Roof tiler
• Roofer
• Roofing contractor
• Slater
• Thatcher

	5315 - Plumbers and heating and ventilating installers and repairers
	• Gas engineer
• Heating and ventilating engineer
• Heat pump installer
• Meter installer (water)
• Plumber
• Plumbing and heating engineer
• Stove repairer (gas stoves)
• Ventilation fitter

	5316 - Carpenters and joiners
	• Carpenter
• Carpenter and joiner
• Joiner
• Kitchen fitter
• Shop fitter

	5317 - Glaziers, window fabricators and fitters
	• Glass Cutter
• Glazier
• Installer (double glazing)
• Service engineer (windows)
• Window fabricator
• Window fitter

	5319 - Construction and building trades not elsewhere classified
	• Builder
• Building contractor
• Fencer
• Fireplace fitter
• Maintenance manager (buildings and other structures)
• Property developer (building construction)

	5321 - Plasterers
	• Dry liner
• Fibrous plasterer
• Plasterer
• Plastering contractor

	5322 - Floorers and wall tilers
	• Carpet fitter
• Ceramic tiler
• Flooring contractor
• Mosaic floor layer

	5323 - Painters and decorators
	• Artexer
• French polisher
• Paper hanger
• Ship sprayer
• Wood stainer

	5330 - Construction and building trades supervisors
	• Builder’s foreman
• Construction foreman
• Construction supervisor
• Maintenance supervisor
• Site foreman

	5411 - Upholsterers
	• Curtain fitter
• Curtain maker
• Soft furnisher
• Trimmer (furniture mfr)
• Upholsterer

	5412 - Footwear and leather working trades
	• Cobbler
• Leather worker (leather goods mfr)
• Machinist (leather goods mfr)
• Shoe machinist
• Shoe repairer

	5413 - Tailors and dressmakers
	• Costume maker
• Cutter (hosiery, knitwear mfr)
• Dressmaker
• Pattern Cutter
• Tailor
• Tailoress

	5419 - Textiles, garments and related trades not elsewhere classified
	• Clothing manufacturer
• Embroiderer
• Hand sewer
• Knitter
• Sail maker
• Weaver
• Upholstery cutter

	5421 - Pre-press technicians
	• Compositor
• Plate maker
• Pre-press manager
• Pre-press technician
• Type setter

	5422 - Printers
	• Digital printer
• Lithographic printer
• Machine minder (printing)
• Print technician
• Screen printer
• Wallpaper printer

	5423 - Print finishing and binding workers
	• Binder’s assistant
• Book binder
• Finishing supervisor (printing)
• Print finisher
• Retoucher (film processing)

	5431 - Butchers
	• Butcher
• Butcher’s assistant
• Butchery manager
• Master butcher
• Slaughterman

	5432 - Bakers and flour confectioners
	• Baker
• Baker’s assistant
• Bakery manager
• Cake decorator
• Confectioner

	5433 - Fishmongers and poultry dressers
	• Butcher (fish, poultry)
• Filleter (fish)
• Fish processor
• Fishmonger
• Poultry processor
• Process worker (fish, poultry)

	5434 - Chefs
	• Chef
• Chef-manager
• Food stylist
• Head chef
• Pastry chef

	5436 - Catering and bar managers
	• Bar manager
• Catering manager
• Floor manager (restaurant)
• Kitchen manager
• Steward (club)

	5441 - Glass and ceramics makers, decorators and finishers
	• Ceramic artist
• Glass blower
• Potter (ceramics mfr)
• Pottery worker
• Sprayer (ceramics mfr)
• Stained glass artist

	5442 - Furniture makers and other craft woodworkers
	• Antiques restorer
• Cabinet maker
• Coffin maker
• Furniture restorer
• Joiner (cabinet making)
• Picture framer
• Sprayer (furniture mfr)

	5443 - Florists
	• Floral assistant
• Floral designer
• Florist
• Flower arranger

	5449 - Other skilled trades not elsewhere classified
	• Diamond mounter
• Engraver
• Goldsmith
• Paint sprayer
• Piano tuner
• Sign maker (electric signs)
• Silversmith
• Wig maker

	6111 - Early education and childcare assistants
	• Child care assistant
• Crèche assistant
• Nursery assistant
• Nursery nurse
• Playgroup assistant
• Pre-school assistant

	6114 - Childminders
	• Baby sitter
• Childminder
• Mother’s help
• Nurse maid

	6117 - Playworkers
	• Afterschool club coordinator
• Play leader
• Playworker
• School club leader

	6129 - Animal care services occupations not elsewhere classified
	• Animal technician
• Canine beautician
• Dog walker
• Groom
• Kennel assistant
• Stable hand
• Veterinary nursing assistant

	6134 - Houseparents and residential wardens
	• Foster carer
• House matron
• House parent
• Residential care officer
• Warden (care/residential home)

	6135 - Care workers and home carers – Jobs with a working location in England are only eligible in this SOC 2020 occupation code where the sponsor holds registration with the Care Quality Commission and is currently carrying on a regulated activity.

Note: private households or individuals (other than sole traders sponsoring someone to work for their business) cannot sponsor Skilled Worker applicants.
	• Care assistant
• Carer
• Child care worker
• Home care assistant
• Home carer
• Support worker (nursing home)

	6136 - Senior care workers – Jobs with a working location in England are only eligible in this SOC 2020 occupation code where the sponsor holds registration with the Care Quality Commission and is currently carrying on a regulated activity.
	• Care coordinator (care/residential home)
• Senior care assistant
• Senior carer
• Senior support worker (local government: welfare services)
• Team leader (nursing home)

	6213 - Air travel assistants
	• Air hostess
• Cabin crew
• Customer service agent (travel)
• Flight attendant
• Passenger service agent

	6214 - Rail travel assistants
	• Conductor (railways)
• Station assistant (underground railway)
• Station supervisor
• Ticket inspector (railways)
• Train conductor
• Train manager

	6311 - Police community support officers
	• Civilian support officer (police service)
• Community support officer (police service)
• Police community support officer

	7124 - Market and street traders and assistants
	• Market assistant
• Market trader
• Owner (market stall)
• Stall holder
• Street trader

	7131 - Shopkeepers and owners - retail and wholesale
	• Antiques dealer
• Fashion retailer
• Greengrocer
• Jeweller (retail trade)
• Newsagent
• Shopkeeper

	7132 - Sales supervisors - retail and wholesale
	• Bakery manager (retail trade)
• Check-out supervisor
• Section manager (retail trade)
• Shop supervisor (retail trade)
• Supervisor (retail, wholesale trade)
• Team leader (retail trade)

	7214 - Market research interviewers
	• Interviewer (market research)
• Market researcher (interviewing)
• Mystery shopper
• Telephone interviewer
• Telephone researcher
• Traffic enumerator

	7220 - Customer service supervisors
	• Call centre supervisor
•Communications supervisor (air transport)
• Customer service supervisor
• Team leader (call centre)

	8113 - Chemical and related process operatives
	• Chemical process operator
• Gas producer operator
• Process technician (chemical mfr)
• Process worker (cement mfr)
• Process worker (nuclear fuel production)

	8133 - Energy plant operatives
	• Boilerman
• Control room operator (electric)
• Hydraulic engineman
• Plant operator (electricity supplier)
• Power station operator

	8134 - Water and sewerage plant operatives
	• Controller (water treatment)
• Plant operator (sewage works)
• Pump attendant
• Water treatment engineer
• Water treatment operator

	8143 - Routine inspectors and testers
	• Quality assurance inspector
• Quality auditor
• Quality controller
• Quality inspector
• Test engineer

	8215 - Driving instructors
	• Cycling instructor
• Driving instructor
• HGV instructor
• Instructor (driving school)
• Motorcycle instructor

	8232 - Marine and waterways transport operatives
	• Deck hand (shipping)
• Engine room attendant (shipping)
• Engineer (nos: boat, barge)
• Ferryman
• Merchant seaman
• Seaman (shipping)

	9119 - Fishing and other elementary agriculture occupations not elsewhere classified - ONLY the listed job titles are eligible in this SOC 2020 occupation code and ONLY where the job Only where the job requires the worker to have at least 3 years’ full-time experience in using their skills. This experience must not have been gained through working illegally.
	• Vent chick sexer
• Deckhand on large fishing vessel (9 metres and above)

	9249 - Elementary sales occupations not elsewhere classified
	• Code controller (wholesale, retail trade)
• Home shopper
• Internet shopper (retail trade)
• Order picker (retail trade)
• Trolley assistant
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PERSONAL TRAINING PLAN
APPRENTICESHIPSNI 2025

1. Trainee Details

Trainee ID:

Unique Learner Number:

National Insurance Number:

Name:

Email Address:

Address:

Postal Code:

Mobile Phone:

Landline Phone:

Next of Kin:
Disability		 Yes ☐   	No ☐












2. Framework Details

Framework Name:

Pathway:
 
Target Duration:

Start Date:

Final Claim Due By:

Delivery Model:

Directed Training Hours:

Workplace Hours:

Total Combined Hours (Weekly):


3. Trainee Background

Qualifications 

	[bookmark: _Hlk148349319]Qualification Type
	Subject
	Awarding Body
	Result
	Award Date

	
	
	
	
	

	
	
	
	
	



Other Qualifications / Achievements

	Achievement
	Subject
	Awarding Body
	Result
	Award Date

	
	
	
	
	

	
	
	
	
	



Previous Work Experience / Employment

	Employer
	From
	To 
	Duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	







4. Diagnostic Assessments 

Essential Skills

Literacy Competency Level/Development Considerations:

	Assessed Level
	Targeted Level 

	
	



Numeracy Competency Level/Development Considerations:

	[bookmark: _Hlk148349700]Assessed Level
	Targeted Level 

	
	



ICT Competency Level / Development Considerations:

	Assessed Level
	Targeted Level 

	
	



Occupational Skills

	Skill
	Development Level 

	
	

	
	

	
	

	
	

	
	



Learning Needs / Identified barriers (to employment from the baseline interview)




Comment (Summative evaluation of personal profile including preferred learning style/s and additional learning needs)




5. Training Plan

Occupational Qualifications

Level 2 Qualification Targets 

	Curriculum Area
	Qualification Reference No
	Target Qualification Name
	Awarding Org

	Knowledge
	 
	 
	 

	Competence
	 
	 
	 

	Combined
	 
	 
	 



All Age Level 3 (Level 2 en route) Qualification Targets  

	Curriculum Area
	Qualification Reference No
	Target Qualification Name
	Awarding Org

	Knowledge
	 
	 
	 

	Competence
	 
	 
	 

	Combined
	 
	 
	 



Essential Skills 

	Skill
	Qualification Code
	Qualification 
	Target Level 
	Tutor/
Location
	Date of
Registration
	Target
Date
	Exempt

	Literacy
	 
	 
	 
	
	
	
	

	Numeracy
	 
	 
	 
	
	
	
	

	ICT
	
	
	
	
	
	
	




Milestones 

	Milestone 
	Targets
	Delivery Method
	Tutor
	
 Location
	Target Date

	1 (20%-25%)
	Review 1 
	 
	 
	
	 

	2 (40%-45%)
	Review 2 
	 
	 
	
	 

	3 (60%-65%)
	 Review 3
	 
	 
	
	 

	4 (80%-85%)
	 Review 4
	 
	 
	
	 

	5 (20%-25%)
	Review 1
	
	
	
	

	6 (40%-45%)
	Review 2
	
	
	
	

	7 (60%-65%)
	Review 3
	
	
	
	

	8 (80%-85%)
	Review 4
	
	
	
	



Optional Training Enhancements

Enhancement

Title

	





Description

	







Other Support Arrangements (Including Disability Support and Additional Learning Support) 

	Descriptor
	Responsible
	Desired Outcome

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Statement of Apprentice’s Training Objectives

	Under the ApprenticeshipsNI Arrangements I, 











6. Employer Details 

Employer:

Start Date:

Contact:

Email Address:

Contact Number:







PTP Review
Participant's progress towards the targets and objectives of this ApprenticeshipsNI PTP will be reviewed every six to eight weeks, any issues must be discussed and recorded in the Review and Monitoring form, including lack of progress or attendance and will include the Employer's input. If applicable: Disability/Specialist Support - Feedback from participant included. Period of 6-8 weeks.

7. Declaration

The Apprentice, the Employer and the Training Contractor or their representative including sub-contractors must indicate below to acknowledgment the agreement in line with the contents of this PTP.

Trainee:

Date:

Employer:

Date:

Training Contractor Representative:

Date:
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Apprentice Name: 
Trainee ID:
Framework:
Pathway:
Employer Name:
Date of Review: 
(A new form must be used for each review)

	Directed training activity in this review period

	




	Engagement with Directed Training

	




	Development of Occupational Skills

	Progress since last review
	

	Targets for next review
	








	Occupational Qualification(s)

	Progress since last review
	

	Targets for next review
	




	Essential skills qualification(s)

	Progress since last review
	

	Targets for next review
	




	Other Issues / Relevant Updates

	




	Disability / Specialist Support – Feedback from Apprentice

	




	Action Required

	




	Contracted Hours and National Minimum Wage

	The apprentice has confirmed that their normal contracted hours, including time spent at directed training, total 21 or more hours per week.



	The apprentice has confirmed that they are paid for time spent at directed training, and that they receive at least the NMW rate applicable to their age (or apprentice rate where applicable)



	If either statement above is unchecked, please record further details

	





Apprentice, Employer and Training Contractor must record their approval below:

Apprentice and Date:

Employer and Date:

Training Provider Representative and Date:





















[bookmark: _Toc225945630]ANNEX 9: Learning Pathway Amendment
	[image: A black background with blue and red text

Description automatically generated]	

	Learning Pathway Amendments

	Date
	Issue(s)
	Action / Intervention
	Outcome(s)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Progression / Career Development

Guidance and advice on progression routes and careers advice has been given:

Yes ☐

No☐

List skills and experience gained from work-based learning to date:




Qualifications achieved from PTP (final review):




What are the next steps for you?




Apprentice and Training Contractor Representative MUST sign below:

Apprentice and Date:

Training Contractor Representative and Date:
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INDUCTION CHECKLIST

Please list indicators that are appropriate to: 
(INSERT ORGANISATION NAME AND OCCUPATIONAL AREA)

PLEASE TICK
I have been advised that my Training Contractor is in full compliance with Section 75 of the Northern Ireland Act 1998 and 2004 SENDO legislation. ☐

I have received a general induction to the Contractor’s premises, including emergency exits, fire drill, assembly points, and domestic facilities. ☐
I have received a formal induction about my training, including terms and conditions. ☐

I have attended formal induction and assessment for the outcomes detailed in my Personal Training Plan. ☐
I have attended formal induction and assessment for Essential / Key Skills. ☐
I have read and agree with the statements regarding what is expected of me. ☐

I have been informed about issues relating to Health & Safety in relation to “off-the-job-training”. ☐
I have received information on learner support services. ☐

I have received information on the Contractor’s complaints, raising concerns and formal appeals procedures. ☐
I am aware of my key contact person. ☐
I have received information on the Department for the Economy’s privacy notice. ☐
I have received information on progression routes and career opportunities. ☐

Apprentice Signature and Date

Training Contractor Representative and Date:

[bookmark: _Toc225945632]ANNEX 11: Privacy Notice
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Data Controller Name:	Department for the Economy
Address: 	ApprenticeshipsNI, Apprenticeships Delivery & Performance Branch, 5th Floor, Adelaide House, 39-49 Adelaide Street, Belfast, BT2 8FD.
Telephone:	0300 200 7876
Email:	apprenticeships@economy-ni.gov.uk

Why are you processing my personal information?
Your personal data is being collected for the purposes of the ApprenticeshipsNI programme. The collection of this data is necessary to fulfil the public function of the Department in relation to the ApprenticeshipsNI programme and in line with Article 6 of the General Data Protection Regulation (UKGDPR). This programme operates under the Employment and Training Act (Northern Ireland) 1950.
Your personal information is being collected for the purposes of managing, monitoring and reporting on the ApprenticeshipsNI programme.  The Department and its contracted training organisations must process the personal data of participating apprentices in order to:
· determine your eligibility for the programme
· register you on our ICT system and enrol you on your chosen apprenticeship framework
· monitor your progress
· monitor the performance of training contractors and pay them for their work
· pay your employer an incentive when you complete your framework
· inform future programme changes
· contact you about issues directly related to your participation in training (e.g. changes that you need to be aware of, or a follow up survey)
· prevent fraud
· produce relevant statistics and research

As you progress through the programme, details of your employment and academic achievements will be added to your record, as well as any other changes of circumstances you inform your training contractor and/or the Department about.
What categories of personal data are you processing?

To help the Department meet all the requirements for the ApprenticeshipsNI programme and to ensure that it meets your needs, your training contractor must gather personal information from you on our behalf, which is categorised as personal data under GDPR, and includes: 
· your contact details
· your signature
· your national insurance number
· your date of birth
· your job title and a description of your job role
· your gender
· the number of dependents you have
· information about your previous qualifications
· information about your initial assessment and induction on the programme
· information about your progress and achievements on the programme
We may also ask for sensitive personal data, which is categorised as special category data under GDPR.  This is required for equality monitoring purposes under Section 75 of the Northern Ireland Act 1998This includes information on:
· your racial or ethnic origin
· whether you have a disability (and additional support needs if applicable)
· whether you are a migrant
· your marital status
· your sexual orientation 
· your current political opinion
· your religious affiliation
· genetic data
If you need to take a break from ApprenticeshipsNI due to pregnancy, paternity leave, custodial sentence or care order, you may be required to provide further information about the reason for your absence in order to check your eligibility for an Enforced Interruption period and to agree a proposed return date.
If your apprenticeship involves Regulated Activity, i.e. close and unsupervised contact with vulnerable groups including children, additional data may be collected by your training contractor to allow them to carry out appropriate disclosure and barring checks as defined by the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 and (as amended by the Protection of Freedoms Act 2012). 

Where do you get my personal data from?
You will provide your personal data to a training contractor whom has been contracted by the Department to deliver directed training for the ApprenticeshipsNI programme.
An enrolment form, an equality monitoring form, a delivery agreement and a personal training plan will be completed. The training contractor will input your personal data from these forms on to a secure IT system which is accessed by Departmental staff.
Additional information will be collected by your training contractor throughout your participation on the programme, for example at regular reviews of your personal training plan, your progress against the qualifications you are studying, or when there are changes to your circumstances.

Do you share my personal data with anyone else?
In order to facilitate and manage the ApprenticeshipsNI programme, several branches within the Department will require access to your data, including those who have roles in the management, administration, reporting, compliance monitoring, payment processing, and statistical analysis of the programme.
If you have a disability or medical condition and wish to avail of disability support services to support you in the completion of your apprenticeship, your data will be shared with a Disability Support Contractor and with your tutor(s).
Your data may also be shared with the Northern Ireland Statistics and Research Agency for the purposes of statistics and research.
Your data may also be shared with Awarding Organisations or UK NARIC in the event of queries about your qualifications and certificates.
Your data may also be shared with the Department for Communities if required, for example, for social benefits purposes/for access to previous training/programme information.
If your personal data is shared, this will be done in accordance with data protection law.

Do you transfer my personal data to other countries?
Your data will be located on cloud hosted services with servers within the EU and UK and there is a possibility that data may be stored on servers in Europe. Any processing of your personal data beyond storage will only occur within the UK.

How long do you keep my personal data?
The Department will ensure that personal data is kept no longer than necessary, that it manages records effectively from when they are created, including how they are stored and used, through to their destruction or archiving. Client records will be destroyed 7 years from the date of last payment made by the Department.

(If you use automated decision making or profiling) - How do you use my personal data to make decisions about me?

Apprenticeships Delivery & Performance Branch does not use automated decision making or profiling in the management of its training programmes.

What rights do I have?
You have the following rights in relation to how the Department uses your personal data:

· You have the right to obtain confirmation that your data is being processed, and access to your personal data
· You are entitled to have personal data rectified if it is inaccurate or incomplete
· You have the right to ‘block’ or suppress processing of personal data, in specific circumstances
· You have the right to object to the processing, in specific circumstances
You have rights in relation to automated decision making and profiling

How do I complain if I am not happy?
If you are unhappy with how any aspect of this privacy notice, or how your personal information is being processed, please contact the Department’s Data Protection Officer at:
Data Protection Officer: 	Bernard McCaughan 
Email: 	DPO@economy-ni.gov.uk
If you are still not happy, you have the right to lodge a complaint with the Information Commissioner’s Office (ICO):
Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Tel: 0303 123 1113
Email: casework@ico.org.uk
Contact the Information Commissioner's Office 

The Department for the Economy’s Corporate Privacy Notice has been published at: Department for the Economy’s Corporate Privacy Notice 
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	Your Guide to GCSE Grading Changes
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1.1.	Funding for apprenticeship delivery under the Department’s (the Client) ApprenticeshipsNI 2025 Programme (Apps21) is set out in Annex 14 for Apps25.
1.2	This Annex also describes the payment process for making claims under each of the claim categories of the ‘Rates of Payment’ tables in Annex 14. 

2.	General Principles Governing Claims

2.1	All claims for payment under this contract will be made through the Trainee and Apprenticeship Management System (TAMS).
2.2	Contractors and FECs must only claim payment in accordance with the process described in Annex 13 “Payment Processes for ApprenticeshipsNI” in the Operational Requirements.
2.3	The Client will accept one single claim via the TAMS route from each contractor for each period. The Contractor must use one site for all their claims. 
Claim periods will run on a 4 weekly schedule as detailed in Annex 16 “Claims Calendar” in the Operational Requirements. All claims must be received by the Client within 10 working days from the end of each claim period.
2.4.	Contractors and FECs must ensure staff are trained and fully compliant with claims checking procedures. Contractors and FECs must review all claims for validity, accuracy and completeness and only submit claims, and any associated supporting information, to the Client when satisfied that all items have been properly claimed and all required evidence is held.
2.5	Contractors and FECs must retain specific and appropriate evidence to support all claims (see Annex 15 – Evidence Requirements in the Operational Requirements for more information). Contractors and FECs must conduct sufficient checks to ensure all funding is claimed at the appropriate time. The Client will not be responsible for Contractors’ and FECs failure to claim funding within the time period specified in the Operational Requirements (Annex 13). 
2.6	The Client reserves the right to withhold or delay payment for individual claim items not submitted in accordance with the Contract. The Client shall, as soon as is reasonably practicable, notify the Contractor and FECs accordingly of such a withholding or delay of payment in writing. Late submission of claims, or inaccurate claims, may result in payment being delayed and may be deemed to be unsatisfactory performance. 
2.7.	The Client will recover any funding paid which is subsequently deemed to be incorrectly claimed. The Client will give Contractors and FECs 10 working days’ notice of any recoveries. 
2.8	The Client will make payments to Contractors and FECs within 30 working days of receipt of a correct claim, completed and submitted according to the requirements of this schedule. 
2.9	Payment will be made via the Bankers’ Automated Clearing System (BACS). BACS payments will be made directly to the Contractors and FECs bank account. Contractors and FECs will also receive an electronic BACS remittance on the day the payment is processed, or a remittance will be posted to contractors and FECs on the following day. 
2.10.	Contractors and FECs must reconcile payments received against their own records and notify the Client of any suspected overpayment. 
2.11	To ensure that claim payments are properly processed, the Contractor and FECs must ensure that the Department has the up-to-date information required, including bank and authorised signatory details, to facilitate claim payments. 
2.12	If the Contractor and FECs is not claiming any funding for a given claim period, they must submit ‘nil claim’ for the period via TAMS. 
2.13	At the discretion of the Client, the Employer Incentive payment referred to in the “Rates of Payments” tables in Annex 14, may be paid directly to the Employer, rather than via the Contractor. The Client will notify the Contractor of any decision to pay the Employer Incentive directly and adjust associated payments as appropriate. 

3.	Payment Process
3.1	All claims should be submitted via TAMS, with required evidence, using the appropriate processes. Where it is not possible to claim for eligible items via TAMS, Contractors will create a miscellaneous payment request outside of the main claim, using the Achievements Tab on TAMS. Each request will include mandatory details and may include optional supporting evidence where necessary e.g. qualification certificates. Requests will be routed within TAMS to ADPB for approval or rejection. Approved items automatically move into the next available claim period, while rejected items cannot be resubmitted. 
3.2	Contractors and FECs must ensure that the Department has up to date information on: -
· details of the bank account to which payments are to be made; and
· the names and specimen signatures of people authorised to sign ApprenticeshipsNI claim forms within the Contractor’s and FECs organisation.
3.3	This information must be completed on Form ApprenticeshipsNI 1 - Bank Details and Authorised Signatories, which must be completed and received by the department before submission of the first claim. 
3.4	The Department will only accept ApprenticeshipsNI administration forms in respect of claims for funding which come from the email account of an authorised signatory. Any subsequent changes in these details, such as a new signatory or changes in bank details, must be notified to the Department immediately via a new Bank Details and Authorised Signatories Form. Failure to do so will result in payment being withheld. If an authorised signatory ceases their role the Department must be informed immediately. 
3.5	All correspondence relating to claims should be sent to the Department electronically.
4	TMS Payment Types
4.1	Start Payment  
PTP information must be completed in TAMS within 16 weeks of the participant’s Start Date. 
Electronic PTPs submitted to TAMS outside of the 16-week deadline will be deemed valid for Programme delivery purposes and will be counted for statistical purposes but will not be eligible for any payment. 
4.2	Retention Payment – Level 3 (Level 2 En Route)
A request for approval to claim a retention payment, as set out in Annex 15, must be submitted via TAMS once a participant has completed and achieved all components of the Level 2 qualification en route to the Level 3 apprenticeship prior to claiming Milestone 5 and is continuing on the programme.

4.3 Output Related Funding (ORF): 

Qualifications
Contractors and FECs may claim ORF Payments based on achievement of qualifications up to the appropriate amount as outlined in Annex 15.
Contractors and FECs must enter an approval request in TAMS, and submit with any required evidence, for each ORF payment they wish to claim. 

Essential Skills ORF
For new participants with an identified Essential Skills need Contractors and FECs must ensure that all data associated with the assessed and targeted levels are entered into the PTP within TAMS within 16 weeks of programme commencement.
All ORF requests received in the Department for specific Essential Skills will be made “valid” (i.e. non-paying and counting for statistical purposes only), unless the Assessed, Targeted and Achieved level, relevant to the Essential Skill have also been recorded under the “Courses” tab in TAMS.
Contractors and FECs must note that where an Essential Skills needs assessment is required for a participant and where the Contractor and FECs has failed to complete the assessment and subsequent recording of assessed and targeted levels in TAMS under the “Courses” tab within this timeframe, the payment request will also be made “valid” (non-paying) when claimed.
The Department’s staff will check each Essential Skills outcome / achievement, and payment will only be approved for achievements on production of the necessary certified evidence of achievement and subject to the ‘Courses’ tab in TMS being appropriately completed within the required 12 week timescale:

Essential Skills ORF will be limited to one payment per programme participation in respect of each Essential Skills of Communication, Application of Number and ICT.

Milestone Payments
For all Milestone Claims, a request for approval to claim milestone payments as set out in the appropriate funding table attached in Annex 14 must be submitted to the Department via TAMS. PTPs must be approved before milestones are claimed.
Where the participant requires the requisite practical skills to support their direct entry to the Level 3 framework Contractors and FECs can make an application through the ApprenticeshipsNI mailbox, (apprenticeships@economy-ni.gov.uk), for a discretionary milestone payment.  Contractors and FECs must provide a rationale for the up skilling required and an explanation as to how it will be delivered.  This must be received in the ApprenticeshipsNI mailbox within 16 weeks of the participant’s Start Date and included in the PTP.
The discretionary milestone payment will be paid on achievement of the four Level 3 milestones as detailed in the Level 3 (Progression Route) funding table in Annex 14.
For the ApprenticeshipsNI Full Framework (FFW) Payment at Level 2 or Level 3, Contractors and FECs should submit the FFW application to ADPB via TAMS. When the FFW request has been approved, the contractor should submit a payment request for the FFW payment via TAMS in the next claim.
4.4	Claiming Corrective or Adjustment Payments
If payment has not generated or has generated incorrectly on the TAMS system due to a system error, a Contractor and FECs error or a Departmental error, Contractors will create a miscellaneous payment request outside of the main claim, using the Achievements Tab on TAMS. Each request will include mandatory details and may include optional supporting evidence where necessary e.g. qualification certificates. Requests will be routed within TAMS to ADPB for approval or rejection. Approved items automatically move into the next available claim period, while rejected items cannot be resubmitted.
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Funding for apprenticeship delivery under the Department’s (the Buyer) ApprenticeshipsNI 2025 Programme (Apps25) is set out in the ‘Rates of Payment’ tables attached at Appendix 1. 

The funding in the tables in Appendix 1 is divided into various claim categories which can be claimed by the Contractor on successful completion of the requirements of each claim category. 

The Contractor can make a claim for each claim category in Appendix 1 using the payments procedure described in Annex 14 “Pricing Schedule for ApprenticeshipsNI” in the Operational Requirements.

[bookmark: _Toc64301528][bookmark: _Toc64301529][bookmark: _Toc192154605][bookmark: _Toc225945637]General Principles Governing Claims

All claims for payment under this contract will be made through the Trainee and Apprenticeships Management System (TAMS).

Contractors must only claim payment in accordance with the process described in Annex 14 “Pricing Schedule for ApprenticeshipsNI” in the Operational Requirements.
      
The Buyer will accept one single claim via the TAMS route from each Contractor for each period.  The Contractor will need to use one site for all their claims.  

All claims must be received by the Buyer within 10 working days from the end of each claim period. Claim periods will run on a 4 weekly schedule as detailed in Appendix 16 “Claims Calendar” in the Operational Requirements. Please note the claims calendar is currently draft and may be subject to change prior to the start of the programme. Any change will be notified to the Contractor.
 
Contractors must complete any necessary checks on claims to satisfy themselves of the accuracy of the claim and ensure staff are trained and fully compliant with any claims checking procedures.  Contractors must review all claims for validity, accuracy and completeness and only submit claims and any associated supporting information, to the Buyer when satisfied that all items have been properly claimed and all required evidence is held. 

Contractors must also retain specific and appropriate evidence to support all claims (see Appendix 15 – Evidence Requirements in the Operational Requirements for more information).  Contractors must carry out sufficient checks to ensure all funding is claimed at the appropriate time.  The Buyer will not be responsible for Contractors’ failure to claim funding within the time period specified in the Operational Requirements (Annex 13). 

[bookmark: _Hlk192578667]The Buyer reserves the right to withhold or delay payment for individual claim items not submitted in accordance with the Contract. The Buyer shall, as soon as is reasonably practicable, notify the Contractor accordingly of such a withholding or delay of payment in writing. Late submission of claims or inaccurate claims may result in payment being delayed and may be deemed to be unsatisfactory performance. 

The Buyer will recover any funding paid which is subsequently deemed to be incorrectly claimed. The Buyer will give Contractors 10 working days’ notice of any recoveries. 

The Buyer will make payments to Contractors within 30 working days of receipt of a correct claim, completed and submitted according to the requirements of this schedule.  

Payment will be made via the Bankers’ Automated Clearing System (BACS).  BACS payments will be made directly to the Contractor’s bank account.  Contractors will also receive an electronic BACS remittance on the day the payment is processed or a remittance will be posted to Contractors on the following day.   
Contractors must reconcile payments received against their own records and notify the Buyer of any suspected overpayment.

At the discretion of the Buyer, the Employer Incentive payment referred to in the “Rates of Payments” tables in Appendix 1, may be paid directly to the Employer, rather than via the Contractor. The Buyer will notify the Contractor of any decision to pay the Employer Incentive directly and adjust associated payments as appropriate. 





[bookmark: _Toc192154606][bookmark: _Toc225945638]Appendix 1 – Rates of Payment ApprenticeshipsNI 2025

	
LEVEL 2 APPRENTICESHIP FUNDING CATEGORIES
Per Apprentice

	
Funding
	
1
	
2
	
3
	
4
	
5
	
6
	Disability
Supplement
(Note 5)


	
	£
	£
	£
	£
	£
	£
	£

	Start Payment (Note 1)
	406
	406
	406
	406
	406
	406
	748

	Milestone Payments (Note 2) 
	
	
	
	
	
	
	

	Milestone One
Achievement of 20% - 25 % of  Apprenticeship Framework Units 
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Two
Achievement of 40% - 45 % of  Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Three
Achievement of 60% - 65 % of  Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Four
Achievement of 80% - 85% Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Output Related Funding (Note 3)
	
	
	
	
	
	
	

	Achievement of Essential Skills
	408
	408
	408
	408
	408
	408
	0

	Achievement of Level 2 competence qualification
	402
	462
	540
	676
	736
	808
	270

	Achievement of full Level 2 Apprenticeship Framework
	442
	510
	590
	1,098
	1,178
	1,246
	0

	Overall  Funding Available  to Supplier 
	3,522
	3,946
	4,344
	6,068
	6,504
	6,892
	2098

	Employer Incentive (Note 4)  
	670
	670
	670
	1,004
	1,004
	1,004
	0

	Overall Available Funding
	4,192
	4,616
	5,014
	7,072
	7,508
	7,896
	2,098





1.	A start payment will be paid on approval of the PTP by the Department which must be claimed within 16 weeks of the start date.

2.	Milestone payments will be paid on completion of milestones/units of the agreed framework. To calculate the percentage of achievement, the completion of whole units or parts of units within the framework should be considered.

3.	Output Related Funding will be payable on achievement of:
1. Essential Skills; 
NB Essential Skills payments will be made on achievement of Essential Skills at appropriate level within the level 2 apprenticeship framework in question. ORF is limited to one payment of £136 per participant in respect of each Essential Skill of Communication, Application of Number and ICT as required by the apprenticeship framework being undertaken (note, the £408 in the table for “Achievement of Essential Skills” is the maximum funding available if the participant achieves Essential Skills in Communication, Application of Number and ICT). 
1. the competence-based level 2 qualification; and
1. full apprenticeship framework, i.e. including the knowledge-based qualification when required.

4.	On completion of the full apprenticeship framework, unless the Department has opted to make the employer incentive payment directly to the employer, the full framework funding will include an employer incentive which must be paid to the employer no later than four weeks after receipt of the payment. The level of funding is determined by the apprenticeship framework funding band.

5.	A supplement may be payable in respect of people with a disability to help a Supplier provide significant additional input of resources in terms of training time, equipment or support in order for the participant to benefit fully from the training.  As stated in the Operational Requirements, Contractors must submit requests for approval and supporting evidence for participants with a disability/special need via TAMS. ADPB staff will approve request via TAMS.



	
LEVEL 3 (PROGRESSION ROUTE)  APPRENTICESHIP FUNDING CATEGORIES
Per Apprentice

	
Funding
	
1
	
2
	
3
	
4
	
5
	
6
	Disability
Supplement
(Note 5)


	
	£
	£
	£
	£
	£
	£
	£

	Start Payment (Note 1)   
	270
	270
	270
	270
	270
	270
	748

	Milestone Payments (Note 2) 
	
	
	
	
	
	
	

	Milestone One
Achievement of 20% - 25 % of  Apprenticeship Framework Units 
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Two
Achievement of 40% - 45 % of  Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Three
Achievement of 60% - 65 % of  Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Four
Achievement of 80% - 85% Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Output Related Funding (Note 3) 
	
	
	
	
	
	
	

	Achievement of Essential Skills
	408
	408
	408
	408
	408
	408
	0

	Achievement of Level 3 competence qualification
	942
	1,002
	1,080
	1,216
	1,276
	1,348
	270

	Achievement of full Level 3 Apprenticeship Framework
	1,326
	1,540
	1,770
	2,504
	2,720
	2,946
	0

	Overall  Funding Available  to Supplier 
	4,810
	5,380
	5,928
	7,878
	8,450
	8,996
	2,098

	Employer Incentive (Note 4)  
	670
	670
	670
	1,004
	1,004
	1,004
	0

	Overall Available Funding
	5,480
	6,050
	6,598
	8,882
	9,454
	10,000
	2,098






1.	A start payment will be paid on approval of the PTP by the Department which must be claimed within 16 weeks of the start date.

2.	Milestone payments will be paid on completion of milestones/units of the agreed framework. To calculate the percentage of achievement, the completion of whole units or parts of units within the framework should be considered. 

3.	Output Related Funding will be payable on achievement of:
1. Essential Skills; 
1. NB Essential Skills payments will be made on achievement of Essential Skills at appropriate level within the level 3 apprenticeship framework in question. ORF is limited to one payment of £136 per trainee in respect of each Essential Skill of Communication, Application of Number and ICT as required by the apprenticeship framework being undertaken (note, the £408 in the table for “Achievement of Essential Skills” is the maximum funding available if the participant achieves Essential Skills in Communication, Application of Number and ICT). 
1. achievement of the competence based level 3 qualification; and
1. achievement of full apprenticeship framework, including the knowledge-based qualification when required.

4.	On completion of the full apprenticeship framework, unless the Department has opted to make the employer incentive payment directly to the employer, the full framework funding will include an employer incentive which must be paid to the employer no later than four weeks after receipt of the payment. The level of funding is determined by the apprenticeship framework funding band.

5.	A supplement may be payable in respect of people with a disability to help a Supplier provide significant additional input of resources in terms of training time, equipment or support in order for the participant to benefit fully from the training.   As stated in the Operational Requirements, Contractors must submit requests and supporting evidence for approval of funding for participants with a disability/special need via TAMS. ADPB staff will approve request via TAMS.



	LEVEL 3 (LEVEL 2 EN ROUTE) APPRENTICESHIP FUNDING CATEGORIES
Per Apprentice

	
Funding
	
1
	
2
	
3
	
4
	
5
	
6
	Disability
Supplement
(Note 6)


	
	£
	£
	£
	£
	£
	£
	£

	Start Payment (Note 1)  
	406
	406
	406
	406
	406
	406
	748

	Milestone Payments (Note 2)
	
	
	
	
	
	
	

	Milestone One
Achievement of 20% - 25 % of Apprenticeship Framework Units 
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Two
Achievement of 40% - 45 % of Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Three
Achievement of 60% - 65 % of Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Four
Achievement of 80% - 85% Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Output Related Funding (Note 3) 
	
	
	
	
	
	
	

	Achievement of Level 2 competence qualification
	810
	870
	950
	1,220
	1,276
	1,350
	270

	
	
	
	
	
	
	
	

	Retention / Start Payment (Note 4)
	270
	270
	270
	270
	270
	270
	748

	Milestone Payments (Note 2)
	
	
	
	
	
	
	

	Milestone Five
Achievement of 20% - 25 % of Apprenticeship Framework Units 
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Six
Achievement of 40% - 45 % of Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Seven
Achievement of 60% - 65 % of Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Milestone Eight
Achievement of 80% - 85% Apprenticeship Framework Units
	466
	540
	600
	870
	944
	1,006
	270

	Output Related Funding (Note 3)
	
	
	
	
	
	
	

	Achievement of Essential Skills
	408
	408
	408
	408
	408
	408
	0

	Achievement of Level 3 competence qualification
	942
	1,002
	1,080
	1,216
	1,276
	1,348
	270

	Achievement of full Level 3 Apprenticeship Framework
	1,326
	1,540
	1,770
	2,504
	2,720
	2,946
	0

	Overall Funding Available to Supplier
	7,890
	8,816
	9,684
	12,984
	13,908
	14,776
	4,196

	Employer Incentive (Note 5)  
	1,340
	1,340
	1,340
	2,008
	2,008
	2,008
	0

	Overall Available Funding
	9,230
	10,156
	11,024
	14,992
	15,916
	16,784
	4,196




1.	A start payment will be paid on approval of the PTP by the Department which must be claimed within 16 weeks of the start date.

2.	Milestone payments will be paid on completion of milestones/units of the agreed framework. To calculate the percentage of achievement, the completion of whole units or parts of units within the framework should be considered. 

3.	Output Related Funding will be payable on achievement of:
1. Essential Skills; 
1. NB Essential Skills payments will be made on achievement of Essential Skills at appropriate level within the level 3 apprenticeship framework in question. ORF is limited to one payment of £136 per trainee in respect of each Essential Skill of Communication, Application of Number and ICT as required by the apprenticeship framework being undertaken (note, the £408 in the table for “Achievement of Essential Skills” is the maximum funding available if the participant achieves Essential Skills in Communication, Application of Number and ICT). 
1. achievement of the competence based level 2 and level 3 qualification; and
1. achievement of full apprenticeship framework, including the knowledge-based qualification when required.

4. Retention/start payment - payment will be made to a Supplier when a participant progresses to a level 3 from a level 2 apprenticeship under ApprenticeshipsNI. The retention payment will be made on the approval of the competence based level 2 qualification, subject to the individual continuing on the programme.

5. On completion of the full apprenticeship framework, unless the Department has opted to make the employer incentive payment directly to the employer, the full framework funding will include an employer incentive which must be paid to the employer no later than four weeks after receipt of the payment. The level of funding is determined by the apprenticeship framework funding band.

6.	A supplement may be payable in respect of people with a disability to help a Supplier provide significant additional input of resources in terms of training time, equipment or support in order for the participant to benefit fully from the training.  As stated in the Operational Requirements, Contractors must submit requests for approval of funding with supporting evidence for participants with a disability/special need via TAMS. ADPB staff will approve request via TAMS
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	LEVEL 3 ELECTRO-TECHNICAL FRAMEWORK APPRENTICESHIP FUNDING
Per Apprentice

	
Funding
	
7
	Disability
Supplement
(Note 5)


	
	£
	£

	Start Payment (Note 1)
	270
	748

	Milestone Payments (Note 2)
	
	

	Milestone One
Achievement of 20% - 25 % of Apprenticeship Framework Units 
	1,006
	270

	Milestone Two
Achievement of 40% - 45 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Three
Achievement of 60% - 65 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Four
Achievement of 80% - 85% Apprenticeship Framework Units
	1,006
	270

	
	
	

	
	
	

	Milestone Payments (Note 2)
	
	

	Milestone Five
Achievement of 20% - 25 % of Apprenticeship Framework Units 
	1,006
	270

	Milestone Six
Achievement of 40% - 45 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Seven
Achievement of 60% - 65 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Eight
Achievement of 80% - 85% of Apprenticeship Framework Units
	1,006
	270

	Output Related Funding (Note 3)
	
	

	Achievement of Essential Skills
	408
	0

	Achievement of Level 3 Award in The Fundamental Principles and Requirements of Environmental Technology Systems
	1,348
	0

	Achievement of Level 3 competence
	1,348
	270

	AM2 qualification
	1,228
	0

	Achievement of full Level 3  Apprenticeship Framework
	2,946
	0

	Overall Funding Available to Supplier 
	15,596
	3,178

	Employer Incentive (Note 4)  
	2,008
	0

	Overall Available Funding
	17,604
	3,178



1. A start payment will be paid on approval of the PTP by the Department which must be claimed within 16 weeks of the start date.
2.	Milestone payments will be paid on completion of milestones/units of the agreed overall framework. To calculate the percentage of achievement, the completion of whole units or parts of units within the framework should be considered. This can be a combination of the competence and knowledge based qualification.

3.	Output Related Funding will be payable on achievement of:
1. Essential Skills; 
1. NB Essential Skills will be made on achievement of Essential Skills at appropriate level within the level 3 apprenticeship framework in question. ORF is limited to one payment of £136 per trainee in respect of each Essential Skill of Communication, Application of Number and ICT as required by the apprenticeship framework being undertaken (note, the £408 in the table for “Achievement of Essential Skills” is the maximum funding available if the participant achieves Essential Skills in Communication, Application of Number and ICT).
1. achievement of the Level 3 Award in The Fundamental Principles and Requirements of Environmental Technology Systems;
1. achievement of the competence based level 3 qualification;
1. achievement of the AM2 qualification; and
1. achievement of full apprenticeship framework, including the knowledge-based qualification when required.

4. On completion of the full apprenticeship framework, unless the Department has opted to make the employer incentive payment directly to the employer, the full framework funding will include an employer incentive which must be paid to the employer no later than four weeks after receipt of the payment. The level of funding is determined by the apprenticeship framework funding band.

5. A supplement may be payable in respect of people with a disability to help a Supplier provide significant additional input of resources in terms of training time, equipment or support in order for the participant to benefit fully from the training.  As stated in the Operational Requirements, Contractors must submit requests for approval of funding and supporting evidence for participants with a disability/special need via TAMS. ADPB staff will approve request via TAMS.

6. 

	LEVEL 3 FIRE & SECURITY FRAMEWORK APPRENTICESHIP FUNDING
Per Apprentice

	
Funding
	
6
	Disability
Supplement
(Note 5)


	
	£
	£

	Start Payment (Note 1)
	270
	748

	Milestone Payments (Note 2)
	
	

	Milestone One
Achievement of 20% - 25 % of Apprenticeship Framework Units 
	1,006
	270

	Milestone Two
Achievement of 40% - 45 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Three
Achievement of 60% - 65 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Four
Achievement of 80% - 85% Apprenticeship Framework Units
	1,006
	270

	
	
	

	
	
	

	Milestone Payments (Note 2)
	
	

	Milestone Five
Achievement of 20% - 25 % of Apprenticeship Framework Units 
	1,006
	270

	Milestone Six
Achievement of 40% - 45 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Seven
Achievement of 60% - 65 % of Apprenticeship Framework Units
	1,006
	270

	Milestone Eight
Achievement of 80% - 85% of Apprenticeship Framework Units
	1,006
	270

	Output Related Funding (Note 3)
	
	

	Achievement of Essential Skills
	408
	0

	Achievement of Level 3 competence
	1,348
	270

	Achievement of full Level 3 Apprenticeship Framework
	2,946
	0

	Overall Funding Available  to Supplier 
	13,020
	3,178

	Employer Incentive (Note 4)  
	2,008
	0

	Overall Available Funding
	15,028
	3,178



1. A start payment will be paid on approval of the PTP by the Department which must be claimed within 16 weeks of the start date.

2. Milestone payments will be paid on completion of milestones/units of the agreed overall framework. To calculate the percentage of achievement, the completion of whole units or parts of units within the framework should be considered. This can be a combination of the competence and knowledge based qualification.

3. Output Related Funding will be payable on achievement of:
1. Essential Skills; 
1. NB Essential Skills will be made on achievement of Essential Skills at appropriate level within the level 3 apprenticeship framework in question. ORF is limited to one payment of £136 per trainee in respect of each Essential Skill of Communication, Application of Number and ICT as required by the apprenticeship framework being undertaken (note, the £408 in the table for “Achievement of Essential Skills” is the maximum funding available if the participant achieves Essential Skills in Communication, Application of Number and ICT);
1. achievement of the Level 3 Award in The Fundamental Principles and Requirements of Environmental Technology Systems;
1. achievement of the competence based level 3 qualification;

4. On completion of the full apprenticeship framework, unless the Department has opted to make the employer incentive payment directly to the employer, the full framework funding will include an employer incentive which must be paid to the employer no later than four weeks after receipt of the payment. The level of funding is determined by the apprenticeship framework funding band.

5. A supplement may be payable in respect of people with a disability to help a Supplier provide significant additional input of resources in terms of training time, equipment or support in order for the participant to benefit fully from the training.  As stated in the Operational Requirements, Contractors must submit requests for approval of funding with supporting evidence for participants with a disability/special need via TAMS.  ADPB staff will approve request via TAMS.





















[bookmark: _Toc225945639]ANNEX 15: Apprenticeships NI 2025 Evidence Requirements
1. While responsibility for the appropriate evidencing of compliance with the Contract remains with Contractors, the Department has produced the following information to assist Contractors in understanding how they might demonstrate compliance to the Department’s satisfaction.
2. The Department reserves the right to require additional evidence when, in its opinion, circumstances require additional levels of assurance.
3. Types of Evidence to support financial claims may include:
· Personal Training Plan
· Review documentation
· In house attendance records
· Certificate templates
· Essential Skills Certificates 
· NVQ Certificates  
· Full Framework Certificates
· Documentation from Awarding Bodies with registration number and date
· Delivery Agreement includes Existing Employee Detail
· Employer Incentive payments
· BACS payment records / Bank Statements
4. Specific Evidence Required for Type of Claim
Type of Claim			Evidence Requirement
Start Payment 			Compliant PTP
ORF				Certificates of Achievement:
Essential Skills Certificates 
NVQ Certificates
Full Framework Certificates
Other Payments 		Employer Incentive 
Payment records / Bank Statements 

These records must show that what was claimed was applied to the correct account, that monies from that account have been paid to the correct individuals, specifying what each payment is for and that the payment has been en-cashed.

5. Types of Evidence to demonstrate contract compliance may include:
· Documented Essential Skills Tutor Qualifications 
· Documented evidence of Enhanced Disclosure Check (AccessNI)  
· Documented list of the Disability Support Suppliers (DSSs)
· Documented Pastoral Care arrangements
· Documented Child Protection Policy
· Supplier Insurance Certificates
· Documented Raising Concerns and Anti-Fraud Policies
· Documented Equal Opportunities Policy statement
· Documented statement of familiarisation with the EU Charter for Regional and Minority Languages
· Documented statement of familiarisation of the current equal opportunities legislation

6. Specific Evidence for Type of Compliance Test
Compliance Test Area and Evidence Requirement is below
Essential Skills Tutor Qualifications
Documented evidence of Essential Skills tutor qualifications required to deliver Essential skills in NI in line with ES circular 01/12.

Enhanced Disclosure Check (AccessNI)
Documented evidence of all Enhanced Disclosure Checks carried out through AccessNI for participants and all members of staff, either within a Supplier or training partner, who is in a regulated work position.

Disability Support Suppliers (DSSs)
Documented evidence that the Supplier has selected the most appropriate DSS from Annex 8 of the Programme Requirements.

Pastoral Care arrangements
Documented evidence of the Supplier’s DSS list who engage in counselling and pastoral care support as required.

Child Protection Policy
Documented evidence of the Supplier’s Child Protection Policy as defined by the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the Protection of Freedoms Act 2012).

Insurance Certificates 
Copies of the Supplier’s Insurance certificates.

Raising Concerns Guidance and Anti-Fraud Policies
Copies of the Supplier’s Raising Concerns Guidance and Anti-Fraud policy.

Equal Opportunities
Documented Equal Opportunities Policy statement.

EU Charter for Regional and Minority Languages
A copy of the EU Charter for Regional and Minority Languages and a documented statement of familiarisation with the document. 



























 
[bookmark: _Toc225945640]ANNEX 16: Claims Calendar
[bookmark: _Hlk197694239]APPRENTICESHIPSNI 2025 CLAIMS CALENDAR 2025/2026

	[bookmark: _Hlk214605545]Claim Period
	Week 
Commencing
	Week 
Ending 
	To be received by CPT no later than

	1
	04/08/2025
	31/08/2025
	19/09/2025

	2
	01/09/2025
	28/09/2026
	17/10/2025

	3
	29/09/2025
	26/10/2025
	14/11/2025

	4
	27/10/2025
	23/11/2025
	12/12/2025

	5
	24/11/2025
	21/12/2025
	09/01/2026

	6
	22/12/2025
	18/01/2026
	06/02/2026

	7
	19/01/2026
	15/02/2026
	06/03/2026

	8
	16/02/2026
	15/03/2026
	03/04/2026

	9
	16/03/2026
	12/04/2026
	01/05/2026

	10
	13/04/2026
	10/05/2026
	29/05/2026

	11
	11/05/2026
	07/06/2026
	26/06/2026

	12
	08/06/2026
	05/07/2026
	24/07/2026

	13
	06/07/2026
	02/08/2026
	21/08/2026














[bookmark: _Toc225945641]ANNEX 17: Under‑18 Apprentices Working Time and Timetabling Compliance Checklist
Compliance Checklist for Training Providers, Employers, and Colleges when scheduling Classes for under‑18 apprentices. 

All points are grounded in the Working Time Regulations (NI) 2016
 
1. Daily & Weekly Hours 
☐ Daily working time must not exceed 8 hours. 
☐ Weekly working time must not exceed 40 hours (no averaging allowed). 
☐ All college/off‑the‑job training counts as working time and must fit within the 8‑hour limit. 
☐ Confirm that combined school day + employer time + training provider time stays within these limits. 
 
2. Rest Breaks & Rest Periods 
☐ If the apprentice works more than 4.5 hours, a minimum 30‑minute uninterrupted break must be provided. 
☐ Ensure 12 consecutive hours of rest in each 24‑hour period. 
☐ Ensure two consecutive days off per week (cannot be split). 
 
3. Night‑Work Prohibition 
☐ Verify that no scheduled activity (work or training) occurs between 10 pm and 6 am. 
☐ If any class or work slot risks running close to 10 pm, adjust start/end times to avoid breach. 
☐ No exceptions permitted unless extremely rare circumstances apply, no adult workers are available, AND training is not affected (unlikely to be valid for apprentices). 

 
4. Directed Training Requirements 
☐ Training must occur within normal contracted hours, unless ApprenticeshipsNI provides formal approval. 
☐ If proposing evening delivery, confirm: 
· Apprentice remains within 8-hour daily limit 
· Apprentice remains within 40-hour weekly limit 
· Apprentice receives required breaks and rest periods 
· No overlap with night‑work hours 
☐ If evening training is requested, ensure the record of discussion is completed and signed by: 
· Employer 
· Training Provider 
· Apprentice 
stating pay, hours, choice, and compliance assurances. 

5. Employer & Provider Responsibilities 
☐ Employer confirms apprentice is not required to work excessively long hours because of the programme. 
☐ Employer must provide at least 21 contracted paid hours per week, including directed training. 
☐ Provider must ensure timetabling does not force under‑18s into split shifts, extended days, or late evenings beyond regulations. 
☐ Any proposed timetable changes must be discussed with the apprentice, who must have the right to refuse. 
 
6. Risk Checks Before Approving Any Schedule 
☐ Calculate total working time (employer + training + travel if counted as work). 
☐ Check for days exceeding 8 hours due to long college timetables. 
☐ Check for weekly totals > 40 hours (common if day + evening classes). 
☐ Ensure evening classes do not create 11–12 hour days, which would breach the daily limit AND the 12‑hour rest requirement. 
☐ If in doubt, seek advice from Apprenticeship Delivery and Performance branch at apprenticeships@economy-ni.gov.uk before approving any timetable involving evening attendance. 
 
7. Situations That Automatically Trigger Non‑Compliance 
☐ Any schedule that results in >8 hours of working time in a day. 
☐ Any schedule that results in >40 hours in a week. 
☐ Any directed training finishing after 10 pm. 
☐ Any pattern preventing 12 hours rest between end of one day and start of the next. 
☐ Expecting an apprentice to attend both day classes and evening classes unless total time remains compliant (rare). 























[bookmark: _Toc225945642]FORM APPRENTICESHIPSNI 1: BANK DETAILS AND AUTHORISED SIGNATORIES
	[image: A black background with blue and red text

Description automatically generated]	

BANK DETAILS AND AUTHORISED SIGNATORIES APPRENTICESHIPSNI 2025
Please use CAPITAL letters
Contractor Details:
Name of Contractor:	

Address:	

Postcode:	

Start date of provision:	

Details of Bank Account (to which payments are to be made):
Name of Bank:	

Address:	

Postcode:	

Account Name:	

Account No. 

Bank Sort Code: 


Authorised signatories:

I (Name CAPITAL LETTERRS)

authorise the following to sign ApprenticeshipsNI forms on my behalf.  Their signatures are binding on this Contractor.

Position:

Signed:

Date:

Name: 

Position:

Specimen signature:

Name: 

Position:

Specimen signature:

Name: 

Position:

Specimen signature:

Name: 

Position:

Specimen signature:

Name: 

Position:

Specimen signature:



Declaration by Contractor: I declare that the information given is correct and any changes will be notified.

Position:

Signed:

Name (PRINT):

Date:
Please send the completed form to:
Commercial Services Branch
Department for the Economy
5th Floor, Adelaide House
39 – 49 Adelaide Street
BELFAST
BT2 8FD
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[bookmark: _Toc225945643]FORM APPRENTICESHIPSNI 3(A) – Enforced Interruption to Training		
[image: A black background with blue and red text

Description automatically generated]
Form ApprenticeshipsNI 3(A)
ENFORCED INTERRUPTION TO TRAINING
The above apprentice 
Apprentice Name (PRINT):	

D.O.B:	

Address:	

Postcode:	

Delete as appropriate:

(1) This Contractor has made every effort to find a suitable, alternative placement for the above-named apprentice, without success.

(2) The above apprentice has had an enforced interruption to training due to:


Therefore, training will be suspended with effect from (date):

and is expected to resume on (date):

Contractor:	

Signed:
Contractor Authorised Signatory)
This form must be retained for audit purposes

Date: 

[bookmark: _Toc225945644]FORM APPRENTICESHIPSNI 3(B): Resumption to Training Following Enforced Interruption 
	[image: A black background with blue and red text

Description automatically generated]	
Form ApprenticeshipsNI 3(B)
RESUMPTION TO TRAINING FOLLOWING ENFORCED INTERRUPTION
Apprentice Name (PRINT):	

D.O.B:	

Address:	

Postcode:	
Delete as appropriate:
This Contractor notified you on ApprenticeshipsNI Form A dated:	

that the above-named apprentice was expected to resume training on (date):	

following an enforced interruption due to:	

They resumed training today (date):	

Taking account of the balance of the training period due, the revised expected end date has been calculated as (date):	

Contractor:	

Signed:	 
Contractor Authorised Signatory)
This form must be retained for audit purposes
Date: 



[bookmark: _Toc225945645]FORM APPRENTICESHIPSNI 4: Application for Certificate
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(Note:  The Department reminds Training Contractors of their obligations under the Data Protection Act 1998 and GDPR relating to the processing of personal data.)
PART A:			TRAINING CONTRACTOR DETAILS
Training Contractor Name:

Address:

Postcode:

Telephone Number:

APPRENTICE DETAILS
Apprentice’s Full Name (BLOCK CAPITALS):
Does the participant’s name on this form correspond with / match the name on the evidence supplied?	Yes ☐		No* ☐* If No, please provide documentary evidence for name change.

National Insurance Number: 

Date of Birth:
Level 2 Start Date:

Level 3 Start Date:

Client ID:

Employer Name:

Employer Address (inc postcode):

Employer Email Address (required): 

The above-named person has completed an Apprenticeship in:
Apprenticeship Framework Title (e.g. Retail):

Apprenticeship Framework No (e.g. 31):

Apprenticeship Framework Issue No (e.g. Issue 9, 10/18):

PART B:
Please confirm which level you are applying for:  Level 2 ☐   Level 3   ☐ Level 2/3 ☐The following certificates, which are a true copy of the original, are attached (please tick appropriate boxes):
Competence Based Component ☐ Knowledge Based Component ☐	
Essential Skills: Application of Number ☐		Communication ☐		ICT ☐	

Additional Certificates (please specify):
Please make sure that the evidence provided matches the issue number as stated on the first page. A mismatch may result in this form being returned and may impact on the funding deadline.
PART C: CERTIFICATION OF RELATED KNOWLEDGE – EMPLOYMENT RIGHTS AND RESPONSIBILITIES
This is to certify that: (tick appropriate box)
The above-named apprentice completed Employment Rights and Responsibilities as stipulated in the above-named Apprenticeship framework and that I hold acceptable evidence to this effect.  ☐
The above-named framework does not have a requirement for knowledge in Employment Rights and Responsibilities. ☐

PART D:

I have read over the claim information and declare that it is complete and accurate.
I understand that providing wrong or deliberately misleading information is an offence, and such information may be used against me in any subsequent criminal investigation.
I also understand that the information provided on this form may be made available to other Departments / Agencies for the purposes of preventing or detecting crime.
DECLARATION (to be completed by Authorised person within Contractor):

NAME (BLOCK CAPITALS):
	
POSITION WITHIN CONTRACTOR:

SIGNED:

DATE:

[bookmark: _Toc225945646][image: A black background with blue and red text
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DISABILITY SUPPORT SERVICES

DSS In-Training Disability Support Referral Form


PART A (To be completed by the Training Contractor /FEC
(Please use CAPITAL letters and complete all sections)

Details

	Training Contractor/FEC Name
	
	Programme Name
	

	Training   Contractor/FEC Location
	
	Start Date on Programme
	

	Participant Surname
	
	Estimated End Date
	

	Participant First Name
	
	TAMS Ref (Client ID)
		
	
	
	
	
	
	
	






Disability Description 

Provide details of the disabilities of the participant below that relate to the requirement of additional specialist support.  Evidence of disability must be uploaded and approval given to facilitate enhanced funding.  

	
	Disability Area
	Details
	Primary* or Secondary

	A
	Cognition and Learning
	


	

	B
	Social, Behavioural, Emotional and Well-Being
	


	

	C
	Speech, Language and Communication Needs

	


	

	D
	Sensory
	


	

	E
	Physical Needs
	


	



Description of how participant’s disability will impact on their time on programme 
Provide details of what constraints the disability may present. This will be based on the Training Contractors / FEC assessment; any additional information they have received from parents (e.g. copy of latest SSEN, information shared from Transitions Meeting/Careers Service, or information gathered from discussions with parents).

	


















Description of What Additional Training Support Training Contractor / FE College  is providing 
Provide details of what additional input of resources in terms of training time, equipment or support for the apprentice to benefit from the training and help achieve the objectives of the programme that is being provided through the additional Disability Supplement for Apprenticeships.

	

















Detailed description of Specialist Support Required
Provide details against each of the disability support contract areas where support is required against, including details of what Training Support is provided for by the Training Provider and why additional specialist support is required from a DSS Contractor. (Please note only complete the areas where additional specialist support is required)

	
	Specialist Disability Support Contract Area
	Description of Additional Training Support Being Provided by Training Contractor FEC
	Detailed Reason why Additional Specialist DSS Provision is Required

	1
	Involvement with the Training  Contractor / FEC in the preparation of the participant’s PTP with a view to reflecting the participant’s specialist support requirements.

	
	

	2
	Specialist learning support aligned with the particular needs arising from disabilities/conditions including, where required, for particular curriculum areas – e.g. Essential Skills, professional/technical.

	




	

	4
	Mentoring. 

	
	

	6
	Other employability support. *in the workplace provided by DFC Programmes 
	

	

	8
	Support and training for Training Contractors/FEC that includes provision of impartial advice on compliance in relation to DDA and other legislative issues.
	
	

	9
	Pastoral care to help to ensure that appropriate child protection and equality policies are provided and observed.
	
	




	


DSS Contractor Name* from Call-Off list *If Multi-DSS contractors are needed record additional contractors as necessary but record lead against main contractor

Authorisation

I can confirm that the above information is correct.

	Client Name
	

	Client Signature
	

	Date
	

	Parent/Guardian Name
	

	Parent Guardian Signature (if required)
	

	Date
	


(Only one signature required – client or parent/guardian) E-mail signature/e-mail confirmation is acceptable.

I can confirm that the above information is correct and that DSS additional specialist support is in addition to the support being provided by our Training Organisation and that it is in line with the support offered under the DSS contract. 

	Training Contractor / FEC   Staff Name
	

	Staff Signature
	

	Date
	





PART B (To be completed by the DSS Contractor)

Assessment


An assessment of the client was conducted on:	
	
This assessment considered the information supplied by the Training Contractor / FEC and discussions with the client and/or parent/guardian. 

Support Identified

The client referred to in Part A will require the following level of DSS provision against the areas identified by the Training Provider:

	
	Specialist Disability Support Contract Area
	Detailed Description of Additional Specialist DSS Provision to be Provided
	Delivery Method
	No of Hours per week

	1
	Involvement with the Training Contractor FEC in the preparation of the participant’s PTP with a view to reflecting the participant’s specialist support requirements;
	




	
	

	2
	Specialist learning support aligned with the needs arising from disabilities/conditions including, where required, for particular curriculum areas – e.g. Essential Skills, professional/technical
	








	
	

	4
	Mentoring
	



	
	

	6
	Other employability support in workplace from DFC Programmes
	



	
	

	8
	Support and training for Training Contractors / FEC that includes provision of impartial advice on compliance in relation to DDA and other legislative issues
	



	
	

	9
	Pastoral care to help to ensure that appropriate child protection and equality policies are provided and observed
	



	
	


Please state the maximum number of hours of support required per week.  Only hours up to the amount approved by the Department will be considered for payment each week. Only those categories identified in Part A by the Training Provider can be supported.

DSS Contractor Assessment Details

	Total number of Hours per Week
	
	DSS Contractor Assessor Staff Name
	

	Start Date of support
	
	Date
	

	Estimated End Date of support
	
	
	




Authorisation

I can confirm that the assessment has been carried out and the additional specialist support identified is in line with the DSS Contract requirements.

	DSS Contractor Staff Name
	
	Date
	

	DSS Contractor Staff Signature
	
	
	



I can confirm that I am content with the assessment process and the additional support identified by the DSS contractor.

	Client Name
	
	Parent/Guardian Name
	

	Client Signature
	
	Parent Guardian Signature
	

	Date
	
	Date
	


(Only one signature required – client or parent/guardian) E-mail signature/e-mail confirmation is acceptable.

I can confirm that I am content with the assessment process, the additional support identified by the DSS contractor and that the support identified can be delivered during the participant’s weekly timetabled hours.

	Training Contractor /FEC Staff Name
	
	Date
	

	Staff Signature
	
	
	



[bookmark: _Hlk206399143]Training Contractor / FEC must forward fully completed/signed form to: apprenticeships@economy-ni.gov.uk, including all cover note e-mails/confirmations (for audit trail), and copy in the DSS Contractor. Incomplete forms, without email approval/signatures/audit trail attached, will be rejected.

PLEASE NOTE SUPPORT CANNOT COMMENCE UNTIL APPROVAL HAS BEEN RECEIVED FROM THE DEPARTMENT
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