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1. [bookmark: _Toc113534529]Introduction

1.1 In February 2024, the Minister for the Economy, set out the Economic Vision outlined by four strategic objectives, for the economy:
· to increase the proportion of working-age people in good jobs;
· to promote regional balance;
· to raise productivity; and
· to reduce carbon emissions.

1.2 The Department for the Economy is committed to meeting these objectives in order to deliver a thriving economy that works for everyone. Higher Level Apprenticeships 2025 (HLA25) programme will be a key tool in achieving this Economic Vision as a people-centred, business focused route to a good job.

1.3 Higher Level Apprenticeship (HLA) provision with target qualifications at Levels 4 - 7 will be provided in Northern Ireland by the six Further Education Colleges (FECs), College of Agriculture, Food and Rural Enterprise (CAFRE) and the three Higher Education Institutions (HEIs).

1.4 All current HLAs are listed on NIDirect at this address:
https://www.nidirect.gov.uk/articles/higher-level-apprenticeships

1.5 These Operational Requirements relate to HLA Cohort provision commencing from September 2025. Cohorts that began prior to September 2025 will be subject to the most recent version of the Operational Requirements that issued in respect of HLA provision at that time. 

1.6 The Operational Requirements provide direction on HLA provision across a broad range of topics. Should these requirements inadvertently conflict with or contravene legislation, the legislative requirements must be followed. It is the responsibility of the Training Provider to contact the Department should an issue arise requiring the Department’s attention. The Department can be emailed at higherlevelapprenticeships@economy-ni.gov.uk for the reporting of issues, and for guidance and assistance where clarification is necessary or on any aspect of HLA provision not covered by these requirements. 

1.7 [bookmark: _Hlk110508485]The Department and/or its agents has the right to visit the Training Provider and make enquiries and inspect documents to ensure compliance with these Operational Requirements. The information from the Apprentice Enrolment form (or Training Provider equivalent), Annex 3, captured by any paper based or online enrolment system should be input, to the Northern Ireland Learner Management System (LMS) or equivalent. If a paper-based form has been used, this should then be destroyed.  As a minimum, for each HLA apprentice, the following documents must be completed, signed and retained for inspection: 

a) Existing Employee Application Form (if required), Annex 4;
b) Personal Training Plan (PTP) Annex 5 or HEI equivalent 
c) Tripartite Agreement, Annex 7. 

1.8 It is recommended that Training Providers use the template forms provided. These forms must be completed in full. Where alternative versions are used, where possible, Training Providers must ensure that all required information is captured and that the Departmental logos are included in accordance with the Marketing requirements.
2. [bookmark: _Toc113534530]Eligibility
[bookmark: _Introduction_1][bookmark: S21_Introduction]
Introduction
2 
2.1 A person is eligible to undertake a HLA provided that they fulfil the eligibility criteria AND comply with all other criteria and restrictions as set out in sections 2.2 to 2.12. Training Providers must apply the eligibility criteria set out in these Operational Requirements to all potential apprentices.
[bookmark: _Toc113534532]Eligibility Criteria

2.2 To be eligible a person must, as a minimum, meet each of the following criteria:

a) have attained the minimum school leaving age; (16 as of 1st July prior to the start date of the programme);
b) be a new employee in, or about to take up a permanent remunerative employment offer, or an existing employee moving to a new job role that requires a substantial amount of learning and skills development commensurate to the apprenticeship pathway.  An exception may be made if an individual is already on an apprenticeship pathway at a lower level, with the HLA providing a progression route without the need to move to a new job role. It is the employer’s responsibility to ensure this criteria is met;
c) be employed by a company with a base in Northern Ireland, have a contract of employment in place, be contracted to work a minimum of 21 hours per week (which includes day release/off-the-job directed training) with one employer, and in receipt of the appropriate wage.  See also ‘Directed Training’ and ‘National Minimum Wage’;
d) have the potential to successfully complete the requirements of the appropriate Higher Level Apprenticeship;
e) meet any health requirements, e.g., colour vision, specific to the occupation of their choice;
f) have achieved all necessary entry academic qualifications determined by the relevant sector for the Departmental approved apprenticeship; and
g) pass any entry tests specified by the relevant sector for the Departmental approved apprenticeship.

2.3 [bookmark: S25_Previous_qualifications]The apprentice may start their employment up to a maximum of 6 months prior to the commencement of their off-the-job training.
[bookmark: _Toc113534533]Previous Qualifications
2.4 A person who is a graduate or has previously achieved a recognised vocational qualification is eligible to enter HLA provision if:

a) it is at a higher level to their achieved qualification; or
b) it is in a subject unrelated to their qualification.

2.5 Where there are module exemptions due to recognition of prior qualifications and/or transfers onto the HLA from other Government funded programmes, then such transfers are permissible providing:

a) the exemption does not include modules due to be taken in the final year of the HLA; and
b) there are enough credit points remaining to be earned by the transferee equivalent to a minimum of 120 credit points.
It will be at the discretion of the Department, on a case by case basis, to approve funding in these instances.

2.6 If there is any doubt around eligibility in relation to a previous qualification, then please contact the Department at higherlevelapprenticeships@economy-ni.gov.uk. 
[bookmark: _Toc113534534]Existing Employees 
2.7 Existing employees are only eligible to undertake a HLA if they are moving to a new job role. They must undergo an extensive initial assessment to identify existing competences and knowledge, which must be detailed on the Existing Employee Application Form, a template of which is available at Annex 4. An exception may be made if an individual is already on an apprenticeship pathway at a lower level, with the HLA providing a progression route without the need to move to a new job role. It is the employer’s responsibility to ensure this criterion is met.

2.8 A person recruited to an HLA position within 6 months of their off-the-job training commencing will be treated as a new employee.
Apprentices working outside Northern Ireland
2.9 An apprentice beginning employment with a company that has a base in Northern Ireland and is registered as an employer with HMRC, who, initially or during the course of the apprenticeship, will be temporarily working for that company outside Northern Ireland, is eligible to undertake a Higher Level Apprenticeship. The apprentice however must be able to engage fully in directed training, including where in-person attendance in Northern Ireland is required. This must be detailed in the Tripartite Agreement Annex 7.

In exceptional circumstances, where the apprentice will temporarily not be able to attend directed training, Training Providers may request the consideration of alternative training provision. This could include innovative use of the latest technology; e-portfolios etc., to overcome the gap in directed training. Prior agreement with the Department must be reached before alternative training provision is provided.
[bookmark: _Apprentices_Employed_by]
Apprentices Employed by UK National Companies
2.10	Employees of UK national companies qualify for Higher Level Apprenticeship support 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 HLA Training Provider.
Apprentices from Third Countries including European Union (EU), European Economic Area (EEA) and Swiss Nationals
2.11	Third country nationals, including European Union (EU), European Economic Area (EEA) and Swiss Nationals and their family members, are eligible to undertake a HLA 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/permit;
· having indefinite leave to enter or remain in the UK; 
· having been recognised as a refugee by the UK Government, or the spouse or civil partner or child of a refugee, or having been granted Humanitarian Protection, or having EU Temporary Protection with evidence/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’s immigration system.

2.12	Legal responsibility for establishing that the apprentice has a right to live and work in the UK rests with the employer.
2.13	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 HLA subject to satisfying all other eligibility criteria.
[bookmark: _Toc113534536]Ineligible People
2.14 The following are not eligible for Department funding on a Higher Level Apprenticeship:
a) a person taking up, or already in, self-employment; 
b) an existing employee who remains in their current job role (excluding those defined as new employees);
c) 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 provided their salary is not drawn from public funds.  
d) a person for whom the Training Provider, employer and/or participant is claiming training funding and/or student loans and support from any other budget or programme; and 
e) a person following a full-time course of study in either further or higher education.
[bookmark: _Toc113534537]Eligibility in Doubt
2.15 If, at any time, the Department considers there is reason to doubt the eligibility of an apprentice, the Department shall have the right to suspend all funding related to that apprentice. In these cases, the Training Provider must immediately, and until further notice from the Department, suspend that individual from participation in the provision and not allow them to re-join.

3. [bookmark: _Toc113534538]Programme Delivery
[bookmark: _Apprentice_Enrolment/Equality_Monit]
Apprentice Enrolment/Equality Monitoring Form
3.1 Training Providers must ensure that an Apprentice Enrolment/Equality Monitoring form is completed for every apprentice. Annex 3 provides a sample of the information which must be included in the Apprentice Enrolment/Equality form. Training Providers can use this as a template or alternatively use their own data capture form. This form must capture, as a minimum, the data included within the template at Annex 1. This form should not be forwarded to the Northern Ireland Statistics and Research Agency (NISRA) or the Higher Level Apprenticeships Team.

3.2 Following completion of the Apprentice Enrolment and Equality Monitoring Form the relevant data must then be input to the LMS or equivalent HEI system by the Training Provider. Once this data has been input the Apprentice Enrolment and Equality Monitoring Form must be destroyed. All personal data must be processed safely and securely in line with the requirements of General Data Protection Regulation (GDPR). 
[bookmark: _Toc113534539]Induction
3.3 Training Providers must provide each apprentice with a formal induction, in order to brief them thoroughly about all elements of the programme.

3.4 This induction must include information on the PTP/ HEI equivalent process, where applicable. Training Providers and employers, as appropriate, must provide apprentices with information on the tripartite agreement, relevant legislation, premises, Health and Safety, terms and conditions of employment, Support Services, complaints and whistleblowing procedures, privacy notice, key contact information within the Training Provider’s organisation and progression routes.

3.5 A sample induction checklist is available at Annex 6. Confirmation that this has been carried out is captured within the Tripartite Agreement (Annex 7). 



[bookmark: _Toc113534540]Initial Assessment
3.6 Training Providers must conduct an initial assessment of each apprentice in order 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. The results of the assessment must be documented within the PTP/ HEI equivalent, where applicable.
[bookmark: _Toc113534541]Tripartite Agreement
3.7 A Tripartite Agreement, which expresses the responsibilities of the parties and their commitment to the successful completion of the apprenticeship, must be completed by the Employer, the Apprentice and the Training Provider.

a) It is recommended that Training Providers use the Tripartite Agreement template in Annex 7.  This template may be amended for additional information, for example, ‘Directed Training’;
b) If a change of employer occurs during the course of the apprenticeship the Training Provider must ensure that a new Tripartite Agreement is created and agreed between the new employer,  apprentice and Training Provider, and;
c) In all cases, the employer, apprentice and Training Provider, must agree, sign, and date a Tripartite Agreement in the order specified, i.e., the employer first, then the apprentice, and finally the Training Provider representative. The Tripartite Agreement must be completed by all signatories within 12 weeks of the commencement of training.
[bookmark: _Toc113534542]Personal Training Plan (PTP)/HEI equivalent 
3.8 The apprentice, employer and Training Provider, must agree, sign, and date a PTP/ HEI equivalent in respect of the apprentice. It is important that all PTPs/HEI equivalents are completed, signed and dated in the specified order, i.e. Apprentice first, then Employer and finally by the Training Provider representative. 

3.9 A sample PTP has been developed by the Department and is attached at Annex 5. It is encouraged that Training Providers adopt this model, to ensure that the minimum requirements are met and must be able to retrieve a hard copy of the PTP/HEI equivalent as and when required. The PTP/HEI equivalent must be completed by all signatories within 12 weeks of the commencement of training.

[bookmark: _Toc19184682][bookmark: _Toc113534543]PTP/HEI Equivalent  Review
3.10 PTP/HEI equivalent must be reviewed with the apprentice at agreed points throughout the programme, and these reviews must include the employer to ensure that he/she is appraised of progress. If a change of employer occurs during the course of the apprenticeship, the Training Provider must ensure that the PTP/HEI equivalent is amended and agreed between the apprentice, new employer and Training Provider.
Registration with Awarding Organisations
3.11 Training Providers must be able to provide clear evidence that, by the end of the first 12 weeks of starting a qualification, each apprentice has been registered with the appropriate Awarding Organisation or application for registration has been made to the appropriate Awarding Organisation for each apprentice. 

3.12 Where block registration (registering more than one person in a block) is used, Training Providers must record the block registrations held and their allocation to individual apprentices within the 12-week period. In addition, to avoid any delays in receipt of certificates, Training Providers must adhere to any timescales specified by Awarding Organisations for registration of apprentices. 
[bookmark: _Toc113534545]Directed Training
3.13 It is the Training Provider’s responsibility to provide directed training to deliver the qualifications specified in the relevant programme to apprentices. 

3.14 The Department accepts that there will be an element of directed training that will take place outside the apprentice’s contracted hours which are relevant to their course of study. This is acceptable, provided it is clearly set out within the PTP/HEI equivalent and Tripartite Agreement and remains a small element of the overall off-the-job training.




[bookmark: _Toc113534546]Enforced Interruption to Training

3.15 If an apprentice’s period of training is interrupted for a substantive period of time due to pregnancy, paternity leave, custodial sentence, care order, or, if the apprentice is made redundant or their contract of employment is terminated, the apprentice must be suspended from the programme.  Although regarded as ‘suspended’ from the programme, in terms of data recording, the learner must be classified as ‘withdrawn’ within the student/participant status and the appropriate reason for leaving recorded.  If the person returns to commence the exact same programme at a later date approval must be sought from the Department prior to recommencement, and if approved, a new enrolment record must be created along with the new start date.
Resits

3.16 The Department does not fund resits; this is up to the employer or the apprentice to self-fund. Where an apprentice fails to pass the required number of modules after August resits and requires a resit year, during which time the apprentice is registered as either Exam Only or in full attendance and progression is suspended, they will no longer be classed as an apprentice. 

If the apprentice passes the resit year either by resitting the modules or full year attendance (this decision is between the apprentice, the employer and the Training Provider), the apprentice can apply to rejoin the Higher Level Apprenticeship programme the following year.  Permission to rejoin the programme must be sought from the Department. If permission is granted to rejoin, the apprentice will require a new Tripartite agreement to be completed.

In the event that following the resit year, the apprentice fails to pass the modules required and the Training Provider makes the decision to withdraw the apprentice, the Department must be notified that the apprentice is to be withdrawn.



[bookmark: _Higher_Level_Apprenticeship][bookmark: _Toc113534547][bookmark: S321_Enforced_Interruption_to_Training][bookmark: Certs]Higher Level Apprenticeship Certificates
3.17	A HLA certificate will be issued by the Department for those apprentices who have successfully achieved their qualification through the HLA programme. 

3.18 Providers should submit the application form at Annex 10 to higherlevelapprenticeships@economy-ni.gov.uk

3.19 [bookmark: _Hlk204081120]A copy of the Awarding Organisation certification documents as described in Section 5 must be submitted with the claim for Final Achievement payment and this evidence will be used for purposes of approving the HLA certificate application. Please submit the claim for Final Achievement payment and HLA certificate application in tandem, together with the Awarding Organisation certification documents as described. The HLA certificate will not be issued prior to the claim for Final Achievement being approved for payment or until the HLA Finance team is satisfied that full achievement has been attained. If a participant has changed their name for any reason, for example by marriage or by deed poll, this must be noted on the application form. The Department requires secure data to be encrypted using at least AES-256 encryption. The encrypted file can be attached to an email for sending and the password must be emailed separately to higherlevelapprenticeships@economy-ni.gov.uk.  

3.20 On receipt of the application, the Department will cross check with the Claim for Final Achievement payment. If all is in order, the application will be approved by the HLA Team and a certificate for each participant will be prepared. If the application is not in order, it will be returned to the provider by email outlining further information required. The provider must follow up and forward the appropriate information to the Department along with the original or revised application.

3.21 When all information is available, the Department will approve and send a certificate electronically, encrypted, to the mailbox where application was sent from. On receipt of the certificate the Training Provider should acknowledge receipt by emailing higherlevelapprenticeships@economy-ni.gov.uk and forward the certificate to the apprentice either electronically or by paper copy. The Department will retain a record of all certificates issued.
Compliance Obligations

Introduction
4.1 Compliance is the procedure the Department uses to review the management of all aspects of Training Provider performance.  In providing an efficient and effective service, Compliance adopts a proportionate and risk-based approach to monitoring which is designed to both prevent and detect any breach of the HLA Operational Requirements.
Compliance Responsibilities
4.2 Compliance is responsible for:
a) Preparing and implementing planned document checks;
b) Gathering evidence of good performance to help demonstrate Value for Money for the taxpayer;
c) Recording and maintaining details of the results of monitoring activity;
d) Ensuring that any evidence of poor performance is gathered to facilitate improvement and build up performance history.
Compliance Monitoring Approach
4.3 Compliance assesses Training Provider risk for delivering a Departmental programme. In order to monitor Training Provider compliance, at the discretion of the Department, a sample of each provider’s Higher Level Apprenticeship offering will be tested with a minimum of 5% or a minimum of 5 participants.  

The following criteria and documents will be checked to ensure all elements are complete and fully compliant.

Criteria:
a) Eligibility criteria
b) Apprentices being in a new job role
c) Evidence of Tripartite Agreement in place between employer; apprentice and Training Provider Annex 7
d) Records of achievement, Financial Checks, as required

Documents: 
a) Annex 4 Existing Employee Application Form (if required) 
b) Annex 5 Personal Training Plan (PTP)/ HEI equivalent, where applicable
c) Annex 7 Tripartite Agreement

4.4 Where non-compliance is identified, the HLA policy team will follow up with the Training Provider to address any identified issues. If significant issues are identified an action plan will be put in place with agreed timescales.  
 
[bookmark: _Toc113534551]Equality Legislation

4.5 Section 75 of the Northern Ireland Act 1998 places a statutory duty on public authorities, in carrying out their functions relating to Northern Ireland, to have due regard to the need to promote equality of opportunity:
a) between persons of different religious belief, political opinion, racial group, age, marital status or sexual orientation;
b) between men and women generally;
c) between persons with a disability and persons without; and
d) between persons with dependants and persons without.

4.6 The Equality Commission for Northern Ireland’s Section 75 monitoring guidance | Equality Commission NI states that the Act also requires public authorities to have regard to the desirability of promoting good relations between persons of different religious belief, political opinion or racial group.

4.7 Equality monitoring is the process of collecting, storing and analysing information that is relevant to, and necessary for, the purpose of promoting equality of opportunity between different categories of persons.

4.8 Both in employment and service delivery, monitoring enables the authority to identify or keep under review the existence or absence of equality of opportunity or treatment between different categories of persons. The basic purpose is to highlight possible inequalities, help to investigate why these might be occurring and whether action needs to be taken to remove any unfairness or disadvantage.

4.9 Equality monitoring is not solely about the collection of data. Nor should it be seen as an end in itself. Rather, monitoring provides a basis for positive action to promote equality of opportunity.

4.10 Public authorities are required to prepare an equality scheme setting out how they propose fulfilling their section 75 duties, with reference to their functions carried out in Northern Ireland. In their equality schemes, public authorities must set out their arrangements for assessing and consulting on the likely impact of their policies on the promotion of equality of opportunity.

4.11 Authorities must also state their proposed arrangements for monitoring any adverse impact of policies adopted or proposed to be adopted. This refers to all policies of the authority.

4.12 The Act therefore places a clear onus on public authorities to put in place systems to collect relevant information and to make use of that information for assessing and monitoring the impact of their policies on the promotion of equality of opportunity. By extension, all Training Providers shall make efforts to collect information relating to the Section 75 categories from all HLA participants. The Equality Monitoring section of the HLA apprentice enrolment form (or training provider equivalent), as detailed in sample form at Annex 3, provides details on how to present the questions and response answers.

[bookmark: _Toc113534552]Sickness Absence and Attendance
4.13 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 (including extended) sickness absences, then he/she must not be removed from the provision, provided all such absences are deemed acceptable by the employer. 

4.14 Where a HLA apprentice has not attended the training element of their HLA programme without the formal agreement of the employer for four consecutive weeks, in contravention of the Tripartite agreement, the Training Provider must terminate the apprenticeship within five working days following the 4th week of absence and inform the Department.

4.15 Training Providers must ensure that appropriate attendance records are maintained for each apprentice, to demonstrate attendance at the training element of the apprenticeship. Attendance records shall demonstrate that actual attendance is in line with the attendance arrangements.  Departmental staff will monitor HLAs and may visit the Training Provider during the year to examine attendance records. Failure to provide satisfactory documentary evidence to support claims will result in reimbursement being disallowed and/or recovery of payments already made.

[bookmark: _Toc113534553]EU Charter for Regional and Minority Languages
4.16 Article 8 of the EU Charter for Regional or Minority Languages relates to requirements for professional and technical training, which may include the provision of training in a regional/minority language (Irish and Ulster Scots in the case of Northern Ireland), should there be a reasonable demand for such provision. Training Providers must familiarise themselves with the Charter, and the requirements which may arise from it. 
[bookmark: _Toc113534554]Community Relations
4.17 [bookmark: S424_Contract_of_Employment]The Department would encourage all Training Providers involved in the delivery of its provision to take whatever action they can to improve and encourage good cross-community relations. 
[bookmark: _Toc113534555]National Minimum Wage
4.18 The Department expects employers to pay a salary commensurate with the job role. Employers, as a minimum, must adhere to the current Northern Ireland National Minimum Wage and National Living Wage Regulations, ensuring that the participant is NOT paid the Apprenticeship rate, as this is not applicable for Higher Level Apprenticeships. It is the employer’s responsibility to ensure this criterion is fully met as stipulated in the Tripartite Agreement Annex 7. 
[bookmark: _Funding_and_Support]
Funding and Support

5.1 The Department will make a funding contribution to the Training Provider towards the cost of off-the-job training. The amount of funding that will be paid and the method of funding distribution will be determined solely by the Department.  

5.2 The amount of funding per HLA and the total amount of funding allocated to a Training Provider in respect of HLA delivery will be detailed in the signed Letter of Offer between the Department and the Training Provider. 
[bookmark: _Toc113534557]Funding
5.3 Upon submission of a HLA proposal by a Training Provider, the Department will assess the delivery components detailed in the proposal, and if approved, the Department will allocate a funding rate per person based on the level, number of credit points, and funding group associated with the HLA. The funding rates allocation per ‘full’ HLA, including Level 6 Top-Up (120 credit points), are included in the HLA25 Funding Table at Annex 1. A breakdown of the funding groups by HLA Sector and Title is included in the table at Annex 2. For those approved HLAs that are not full HLAs, allocation to (nearest) funding rate at Annex 1 will be on the basis of credit point apportionment of full HLA equivalent at the same level and funding group. 

5.4 Funding will be capped at the maximum credit points for a full HLA per level, as follows:
· 120 credit points - Level 4, Level 6 (Top-up), and Level 7 Postgraduate
· 180 credit points - Level 7 Masters 
· 240 credit points - Level 5
· 360 credit points - Level 6.

5.5 For funding purposes, the achievement of credit points scheduled to be delivered under the core qualification, will be set as funding milestones. The Letter of Offer will illustrate the split of the funding allocation across the three main HLA elements for: 
· Start Payment; 
· Milestone Payments; and
· Final Achievement Payment.

5.6 With the exception of the Start Payment, funding will be based on the successful achievement of credit points on the core qualification. The final overall achievement will also be based on the successful completion of all other programme components in addition to the core qualification.

5.7 Funding will be claimed from the Department in accordance with the claims process as stipulated below. There will be 2 claim payment points within an academic year for claims to be submitted based on participant information available by:
· 31 October and
· 14 February. 

5.8 Training Providers must ensure that all invoices clearly state the cohort year, payment point, and HLA programme(s) included.

5.9 For all funding claims the Department reserves the right to perform any and all claim checks it considers necessary to validate the claims submitted. 
[bookmark: _Toc113534558]Funding Distribution
5.10 For cohorts commencing the HLA programme from September 2025 (HLA25), the allocated rate of funding will be drawn down by the Training Provider on the basis of the following fixed distribution structure by Funding Band available at Annex 1. There will be 2 claim payment points per academic year to facilitate drawdown of Start, Milestone and Final Achievement.













Claims Template
5.11 A new claims model will be in operation for cohorts commencing the HLA programme from September 2025. This claims model will be a Claims Template for each new cohort. The Claims Template will have 3 tabs for Training Provider completion as part of the Start Payment (detailed further below) to be submitted by the 1st claim payment point at 31 October:
· Participant Master;
· Participant Claim Summary; and
· Claim 1.

5.12 The completion of the Participant Master tab will inform the base participant information of the Participant Claim Summary and Claims tabs. Each Claims Template will have 10 to 20 Claims tabs, at minimum 1 for each claim payment point under the cohort, based on forecast length of each HLA delivery, where multiple funding elements (Start, Milestones & Final Achievement) per participants can be claimed at any claim payment point. The completion of the Participant Master tab will generate the base participant information of each Claim tab. Training Providers must follow the guidance included in the Claims Template to set up the Participant Master, Participant Claim Summary and individual Claims tabs.

5.13 Each time a claim is made at the submission dates of either 31 October or 14 February, upon Department verification and agreement of balance to be invoiced and paid, the Department will lock down that respective Claim tab and re-issue the Claims Template to the Training Provider in time for the next claim payment point, so that the information in the previous Claim cannot be altered.
[bookmark: _Toc113534559]Start Payment
5.14 An Apprentice is eligible for the Start Payment if they have been on the HLA for more than 4 weeks (28 calendar days). The start date and leave date as indicated in the data records maintained by the Training Providers will be used to determine the period of time an Apprentice has been on the programme. These start dates and leave dates must be the dates recorded in the Claims Template. For participants continuing on the programme, no leave date should be entered.

5.15 For cohorts commencing the HLA programme from September 2025, the Training Provider must provide a confirmation statement, via email, that all required apprenticeship documentation has been completed, or will be completed, within 12 weeks of participant commencement on the HLA, prior to the Start Payment being claimed and paid. Any participants who are paid Start Payments without completed documentation, may have their Start Payment reclaimed by the Department if completed documentation is not confirmed at the next claim payment point. 

5.16 The Start Payment will be based on Apprentice retention that complies with condition 5.14 of a new cohort start, in the 31 October claim. Additional Start Payments will be made for eligible participants who join later, providing they are clearly recorded in the Participant Master tab of the Claims Template and comply with condition 5.14. Additional Start Payments can be claimed at the next claim payment point. Starts who transfer onto the programme in compliance with the requirements of section 2.5 of “Previous Qualifications”, will be funded as stated in “Transfer or Entry to HLA with Module Exemptions” below.

5.17 To claim the Start Payment, the Training Providers are required to submit a claim, via the Claims Template, to the Department’s secure portal by the 31 October payment point. The amount of the claim should equate to the Start Payment amount allocated per Apprentice for each HLA as detailed in the respective cohort Letter of Offer. Separate Claims Templates must be submitted for each cohort Letter of Offer. 

5.18 [bookmark: _Hlk204067581]Upon Claims Template receipt, the Department will take up to 10 working days to verify the claim and agree amount through liaison with the Training Provider to resolve any issues at which point the invoice will be requested to be sent to higherlevelapprenticeships@economy-ni.gov.uk and paid within 10 working days of receipt. It is anticipated that 10 working days will be sufficient to resolve any discrepancies in the claims, however, on occasions where discrepancies in amounts require a longer period to resolve, approval of claim may exceed 10 working days.
Milestone Payments
5.19 Milestone Payments can be claimed on the basis of credit point achievement as laid out in the Funding Table and Letter of Offer and can be claimed at either of the 2 claim payment points during the academic year on the basis of a participant’s progress through their HLA.

5.20 The number of milestones attributable to each Funding Band has been arrived at on the basis of assumed average length of time to complete a HLA, depending on the level of the HLA. As this is an average length of time this does not restrict only one milestone being claimed at each claim payment point and rather, on the basis of each participant’s progression through their HLA, multiple milestones per participant can be claimed in the same claim (together with the Start Payment, if applicable, or the Final Payment, if applicable). 


5.21 Participants continuing on their HLA: For milestone payments claimed in respect of participants who are continuing on the programme, that is, have not left their HLA and do not have a leave date recorded on the Claims Template or underlying Training Provider records, the Department will assume that the credit points associated with the milestones claimed have been achieved. Milestone payments in respect of continuing participants will, in effect, be considered progress or, in some instances, advance payments, which will be offset against the funding value of actual participant credit points earned, when the participant leaves the programme. The number of milestones is set out in HLA Funding Bands at Annex 1. A Training Provider should use their own judgement and discretion when making the claim for milestones. For instance, should a Training Provider wish to claim milestones ahead of the assumed delivery, as noted in 5.20, for example a Level 5 HLA is delivered over 2 academic years instead of 3 academic years, then a note explaining this should be provided at the time of claim. Additionally, if a Training Provider is aware that a participant has taken a leave of absence on a HLA, then the Training Provider may wish to consider the appropriateness of making a progress milestone claim in respect of this participant.

5.22 Participants who have left successfully completing their HLA:  It is anticipated that more than 75% of HLA participants who leave the programme will successfully complete their HLA, meaning that the HLA certificate of completion (transcript or copy of qualification certificate) will represent the evidence required for any funding claims made in respect of successful leavers. See the section on ‘Final Achievement Payment’ for more information.


5.23 Participants who have left not successfully completing their HLA:  In respect of those leavers who have not successfully completed their HLAs, the number of actual credit points earned on their HLA will be used to determine the amount of actual milestone payments that should be funded. The milestone funding associated with the credit points earned will be compared with any progress milestone payments claimed in respect of the leaver and a balancing adjustment, additional milestone payment or refund, will be made/reclaimed. The Claims Template contains a “leavers milestone payment earned” calculation in the “Participant Master” together with guidance. Evidence of successful credit point achievement, such as Awarding Organisation statement of results or qualification transcripts, should be submitted in respect of any leavers who have not successfully completed their HLA. 

5.24 To claim the Milestone Payment, Training Providers are required to submit a claim, via the Claims Template, to the Department’s secure portal by the 31 October and 14 February claim payment points. The amount of the claim should equate to the milestone amount(s) allocated per Apprentice for each HLA as detailed in the respective cohort Letter of Offer. Separate Claims Templates must  be submitted for each cohort Letter of Offer.

5.25 [bookmark: _Hlk204067593]Upon Claims Template receipt, the Department will take up to 10 working days to verify the claim and agree amount through liaison with the Training Provider to resolve any issues at which point the invoice will be requested to be sent to higherlevelapprenticeships@economy-ni.gov.uk and paid within 10 working days of receipt. It is anticipated that 10 working days will be sufficient to resolve any discrepancies in the claims, however, on occasions where discrepancies in amounts require a longer period to resolve, approval of claim may exceed 10 working days.

[bookmark: _Toc113534562]Final Achievement Payment
5.26 The Final Achievement Payment is triggered when all of the agreed components that make up the HLA framework as detailed in the original HLA proposal, have been completed and achieved, i.e. the successful achievement of the core qualification together with the successful achievement of any smaller qualifications (if any) and any end competency assessment agreed as part of the HLA. 

5.27 To claim the Final Achievement payment, Training Providers are required to submit a claim, via the Claims Template, together with proof of completion of the HLA, to the Departmental secure portal by the 31 October and 14 February claim payment points. Proof of completion of the HLA includes a copy of the Awarding Organisation qualification certificate or if not applicable, an alternative form of evidence from the Awarding Organisation, such as a statement of results or official qualification transcript(s). The amount of the claim should equate to the Final Achievement amount allocated per Apprentice for each HLA as detailed in the respective cohort Letter of Offer. Separate Claims Templates must be submitted for each cohort Letter of Offer. This Final Achievement payment claim should be submitted in tandem with the HLA certificate application (see Section 3). 

5.28 Upon Claims Template receipt, the Department will take up to 10 working days to verify the claim and agree amount through liaison with the Training Provider to resolve any issues at which point the invoice will be requested to be sent to higherlevelapprenticeships@economy-ni.gov.uk and paid within 10 working days of receipt. It is anticipated that 10 working days will be sufficient to resolve any discrepancies in the claims, however, on occasions where discrepancies in amounts require a longer period to resolve, approval of claim may exceed 10 working days.
Transfer or Entry to HLA with Module Exemptions
5.29 An apprentice who joins the programme in compliance with the requirements of section 2.5 “Previous Qualifications” that is, transfers onto a HLA with credit point exemptions, will be allocated to a different Funding Band on the basis of credit point apportionment of full HLA equivalent and funding will be distributed and claimed in line with paragraph 5.10.

Data Retention for Funding Purposes
5.30 Adequate evidence in support of claims must be retained by the Training Provider for inspection by the Department. Such evidence, depending on the stage of claim, includes (but may not be limited to):
a) Detailed invoice;
b) List of apprentices by Student / Participant ID and HLA Title;
c) Training Provider documentation evidencing credit point achievement; and 
d) Awarding Organisations’ documentation relating to achievement validation.

5.31 Failure to provide satisfactory documentary evidence to support claims can result in payments being disallowed and/or recovery of payments already made. 


[bookmark: _Toc113534565]Additional Information

[bookmark: _Toc113534566]Retention of Records

6.1 The retention of documentary evidence is the means by which an adequate audit trail can be maintained, and compliance can be checked.

6.2 The table below outlines the retention timescales for each programme.

	Programme 
	Retention Period 

	HLA Pilots 
	7 years after the date of the last 
Payment

	HLA Steady State 
Provision (Level 4 and above)
	7 years after the date of the last payment




6.3 It is imperative that HLA providers ensure that all documentation relating to these 
programmes are held securely in line with the above timescales, and a full audit trail is maintained accordingly.

6.4 To ensure all necessary documentation is available if requested, the Department requires Training Providers to keep safely and securely all records relating to the HLA programme, financial or otherwise. This is with the exception only of the Apprentice Enrolment and Equality Monitoring form which must be destroyed immediately after the data has been input onto LMS or equivalent.

6.5 Records must be disposed of in line with the requirements detailed in the Departments Disposal Schedule. 

https://www.economy-ni.gov.uk/publications/dfe-retention-and-disposal-schedule



[bookmark: _Toc113534567]Accidents
6.6 Training Providers and Employers must investigate accidents should they occur on their premises. ‘Reportable’ accidents must be reported immediately to the Health & Safety Executive for Northern Ireland on form Report an injury (NI2508) | Health and Safety Executive. Training Providers 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. The guidance booklet may be downloaded from: RIDDOR (NI) 97 booklet | Health and Safety Executive  
[bookmark: _Toc113534569]Marketing
6.7 The Department may conduct marketing to raise awareness of HLAs in general without focus on particular opportunities. Training Providers are free to market HLAs themselves, provided they meet the cost out of their own resources. However, they must ensure that the Departmental logo is utilised and that any use of the Department’s branding is approved in advance of use by Marketing Branch: marketing@economy-ni.gov.uk . Approval will be required from HLA team on the content of any marketing material. Marketing and promotional information must be made available in accessible formats on request.
Opportunities
6.8 Where possible, Training Providers should encourage employers to advertise any new HLA opportunities on the Department for Communities JobApplyNI site: https://www.jobapplyni.com/
Disability Support
 
1. [bookmark: _Hlk214271438]
2. 
3. 
4. 
5. 
6. 
7. 
7.1. [bookmark: _Toc80037807]Disability Support is provided to support apprentices on the Higher Level Apprenticeship programme with disabilities. This section of the Operational Requirements provides guidance for Training Providers on eligibility, the available disability support and associated funding provided by the Department. 

7.2. [bookmark: _Toc80037813][bookmark: _Toc80037810]Disability Support is made available to eligible apprentices to help them overcome the barriers they may face when accessing the off the job training element of the Higher Level Apprenticeship (HLA), as a direct result of a disability, mental health condition or specific learning difficulty. The support provided is intended to cover the additional course-related costs incurred by apprentices as a result of their disability, mental health condition or specific learning difficulty over and above any reasonable adjustments that can be made by their training provider in the first instance, to put them on an equal footing with their non-disabled counterparts. 

7.3. [bookmark: _Toc80037811]Apprentices can become eligible for Disability Support at any point during their course, not just at the start of their first year. Some apprentices become disabled or have a disability identified after their course has started. Others may decide to disclose their disability only after their course has started. Additionally, equipment needs for some disabled apprentices may only arise later in the course. It is also recognised that apprentices may experience multiple disabilities and barriers to learning.
Eligibility 
2 
3 
4 
5 
6 
7 
7.1 
7.2 
7.3 
7.4 To be eligible for Disability Support, an apprentice must meet the definition of a person with a disability under the Disability Discrimination Act 1995, as amended. The Disability Discrimination Act (DDA) defines a person with a disability as someone who has ’a physical or mental impairment that has a substantial and long-term adverse effect on the ability to carry out normal day-to-day activities.’ 

7.5 Disability Support is not intended to pay for:
· disability-related expenditure that the apprentice would incur even if they were not attending a course of further/ higher education;
· costs that any apprentice might have, regardless of disability; 
· auxiliary aids and services which are provided through other public funding e.g., mobility allowances, NHS support;
· treatment for a disability;
· diagnostic assessments for any type of disability or health condition;
· temporary illness or injury (support may be available from the training provider or the NHS);
· general/ mild/ moderate learning difficulties (support may be available from the training provider); or 
· services which can reasonably be expected to be provided by the apprentice’s training provider as reasonable adjustments.

7.6 To be eligible for support, the individual must:
· [bookmark: _Hlk179190870]be participating on a HLA at a Further Education College (FEC) or Higher Education Institution (HEI) in NI; and
· be able to provide evidence that the effects of his or her disability, mental-health condition or specific learning difficulty will mean that they need to pay extra costs to attend their course (over and above services which can reasonably be expected to be provided by Training Provider).

2 
3 
4 
5 
6 
7 
7.5 
7.6 
7.7  Disability Support is not subject to:
· an age limit;
· previous study rules; or
· income assessment.

7.8 Apprentices wishing to claim Disability Support should indicate on their Application/ Personal Training Plan or Tripartite Agreement that they have a disability OR contact their Training Provider’s Disability Advisor/ Disability Service.  If the apprentice is physically disabled, or has a mental-health condition, they will need to provide up to date (ideally, within the last 6 months) medical proof of this to the Training Provider, such as a signed letter from their doctor or an appropriate specialist. Medical evidence should state the nature of the apprentice’s disability and where possible should also briefly explain how the disability may impact upon their academic performance. Apprentices with a specific learning difficulty such as dyslexia will need to provide evidence of this in the form of a diagnostic assessment from a psychologist or suitably qualified specialist teacher. 

7.9 Any cost an apprentice or Training Provider incurs in obtaining the necessary expert evidence or opinion cannot be met by the Department. This is because such costs are not incurred by the apprentice to attend or undertake their course; they are incurred to substantiate their claim for support.   

7.10 The table below outlines the types of medical evidence acceptable for the purposes of requesting Disability Support:

	For disabilities and medical conditions
	A completed Disability Evidence Form or detailed report or signed letter from the apprentice’s GP or consultant which gives information about their disability and the likely effect of the disability on their academic performance.

	For Specific Learning/ Literacy Difficulties (SpLD)
	For apprentices with dyslexia, dyscalculia or unspecified SpLDs, a written diagnostic report from a Chartered or Practitioner Psychologist, or a suitably qualified specialist teacher holding a SpLD Assessment Practising Certificate will be required. However, for those with certain types of SpLD, a completed Disability Evidence Form or signed standard medical evidence letter from a GP will be acceptable. (See the table below.)   

	For mental-health conditions
	A completed Disability Evidence Form or detailed report or letter from the apprentice’s GP or other qualified specialist which gives information about their mental-health condition and the effect of the condition on their academic performance.


     
7.11 Those apprentices with SpLDs who have a diagnostic assessment report from before they were 16 no longer need to have a post-16 assessment. 

7.12 SpLDs are differentiated into two categories. Those with conditions such as Dyspraxia, AD(H)D, acquired Dyslexia, Dysgraphia and Tourette’s are able to submit a completed Disability Evidence Form (sample available at Annex 13) or standard medical evidence letter in lieu of a diagnostic report. Those with conditions such as Dyslexia and Dyscalculia still need to submit a diagnostic assessment report to validate their application for Disability Support.  

	Type of SpLD
	Evidence required

	Dyscalculia
Dyslexia 
SpLD (no type given)
	
Diagnostic Report

	Acquired Dyslexia 
AD(H)D 
Asperger’s 
Auditory Processing Disorder
Autism
Dysgraphia
Dyspraxia (Developmental Co-Ordination Disorder / DCD)
Speech and Language Disorder
Tourette’s
	Standard Evidence* or Diagnostic Report


*Standard Evidence refers to any acceptable medical evidence that is not a diagnostic assessment report. 

Disability Support Available

3 
4 
5 
6 
7 
7.1 
7.2 
7.3 
7.4 
7.5 
7.6 
7.7 
7.8 
7.9 
7.10 
7.11 
7.12 
7.13 The Training Provider may submit a request on behalf of the apprentice for Disability Support for Non-medical Help, specialist equipment, other general support, or a combination of the above.
7.14 The non-medical help element of Disability Support is to provide funding for additional human support which the apprentice requires, because of a disability, to undertake their course on an equal basis to other apprentices. Training Providers’ reasonable adjustments, including technical adjustments, must be considered in the first instance before a recommendation for Disability Support funding is made. Support is available to provide funding for helpers such as readers, note-takers, sign-language interpreters, and other non-medical assistants. 

3 
4 
5 
6 
7 
7.3 
7.4 
7.5 
7.6 
7.7 
7.8 
7.9 
7.10 
7.11 
7.12 
7.13 
7.14 
7.15 The level of support provided to individual apprentices will continue to be dependent on the apprentice’s specific needs as evidenced through the Needs Assessment Report process. 

7.16 The specialist equipment element of Disability Support is to provide funding for additional major items of specialist equipment which the apprentice will need because of a disability, mental-health condition or specific learning difficulty to undertake their course on an equal basis to other apprentices. Reasonable adjustments must be considered by the Training Provider in the first instance, before a recommendation for Disability Support funding is made. 

7.17 As part of the Needs Assessment Report process, it is for the Training Provider to deem what assistive technology best meets the needs of the apprentice, and to provide quotes for the provision of assistive technology equipment and assistive technology training for disabled apprentices. In the interests of ensuring value for money for the public purse, a minimum of two quotes are required for all recommended assistive technology equipment and assistive technology training.  

7.18 Where applicable, Training Providers may include a quote for in-house support as one of these two quotes.

7.19 Where quotes are being sourced from similar providers each time, if the same supplier is continually successful, a wider circle of providers must be sought (where possible) in order to ensure value for money and avoid any suggestion of bias that could be challenged e.g. a framework / call-off list.

7.20 In recognition of the procurement process required to secure quotes and on receipt of notification that two quotes have been provided, the Training Provider may claim £20 per apprentice as a contribution towards costs.

7.21 The level of Disability Support provided to apprentices will continue to be dependent on the apprentice’s specific needs as evidenced through the Needs Assessment Report process.
Non-medical help – for example:
· Training in use of disability software.
· Note-takers (but please note that a note-taker will not be approved for a repeat year unless justification is given as to why duplication of notes is required).
· Practical support for course practical work.
· Interpreters to access lectures and other academic areas where learning takes place.
Specialist Equipment – for example:
· Computer hardware/laptops.
· Disability software (but please note that Course Specific software cannot be funded).
· Access to a fridge for insulin.
General 
· Print cartridges, Braille paper, batteries and other disability-related items which are not covered elsewhere may be supported as ‘General’ expenditure.  Please note that the cost of external hard drives or memory sticks will not be supported, unless there is a justifiable disability related need, as such items are required by all apprentices.
Administration of Disability Support

4 [bookmark: _Toc80037845][bookmark: _Toc82161168][bookmark: _Toc82181264]
5 
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7.22 HLA Disability Support is a different entity from Disabled Students’ Allowance provided in Higher Education Institutes and Further Education Colleges and is intended for apprentices who are participating on the Department’s HLA programme. It has been devised in order to provide support to the apprentice regarding their disability needs to participate on the directed training aspect of this programme. 

7.23 [bookmark: _Hlk211418629]The Department has in place a single point of contact higherlevelapprenticeships@economy-ni.gov.uk for all queries and requests in relation to the operation and compliance of these Requirements. All communication in relation to any aspect of this document and compliance with the requirements within, must be sent safely, securely and password protected, where personal and sensitive data exists.


7.24 [bookmark: _Toc80037847][bookmark: _Toc82161170][bookmark: _Toc82181266]Not all participants with a disability will require disability support throughout their training. However, as soon as it is determined support is necessary, the HLA Training Provider must discuss with the apprentice and advise them to contact the Disability Adviser at their university or college to arrange for an assessment of course-related needs (‘Needs Assessment Report’) to be carried out as soon as possible. A sample Needs Assessment Report template can be found at Annex 11. The needs assessment report will help determine the type of support the apprentice will require as a result of their disability over and above that provided to their non-disabled peers; provide detail on the level of support the training provider can provide as reasonable adjustments; and specify those areas which must, in the view of the training provider, be supported through Disability Support. 

7.25 Needs Assessors will conduct Needs Assessment Reviews, as necessary, to ensure recommendations for the type and level of support required by the apprentices through Disability Support, remain appropriate. Needs Assessment Reviews may be carried out for any apprentice who has had a need to be assessed and:
· is progressing to a new pathway;
· there has been a break of more than two years; or
· if during their course, there has been a new diagnosis in the apprentice’s disability. The Department will pay a contribution of £100 per participant towards a Needs Assessment Review.

7.26 During the needs assessment interview, needs assessors are requested to explain the role of the Disability Adviser and outline the reasonable adjustments provided by the training provider. In line with their obligations under the Disability Discrimination Act 1995 and the Special Educational Needs and Disability (Northern Ireland) Order 2005 (SENDO), the training provider must make all reasonable adjustments necessary to support the apprentice in the first instance. A Needs Assessment Report must be prepared and copied to the apprentice for information. 

7.27 Where a British Sign Language Signer is required to be present at a Needs Assessment interview, the costs must be detailed within the Needs Assessment Report and included in the Non-medical Help claim and forwarded to the Department for reimbursement. 


7.28 The Needs Assessment Report will contain information about the apprentice’s disability which is classed as sensitive personal data under the Data Protection Act and UK General Data Protection Regulations.

7.29 The recommendations from the Needs Assessment Report must be anonymised and used as a basis for issuing to potential suppliers to obtain the necessary quotes for supply of requirements.

7.30 Once completed, the Needs Assessment Report, together with the required quotations for specialist equipment and/or Non-medical Help, must be submitted to the Department for approval. If the Needs Assessment Report is approved, the Department will inform the Training Provider. A payment of up to £575 (reviewed annually by the Department), will be payable to the training provider as a contribution towards the cost of the needs assessment. 

7.31 Needs Assessments must be carried out between the Needs Assessor and the apprentice only. Exceptions may be made where a request has been made for a parent or guardian to attend – especially if the apprentice has high needs – and would be subject to the apprentice’s permission. 

7.32 To assist with the cost of providing Non-medical Help Disability Support for apprentices, a Non-medical Help Payment will be payable to Training Providers by the Department, as a contribution towards costs. The payment will be determined by the Department and available on a ‘per apprentice per academic year’ basis. 

7.33 Where a Training Provider maintains a Register of Support Providers, and an apprentice is successfully ’matched’ with a Support Provider from the Register, and the Training Provider manages the apprentice validation of worksheets on an ongoing basis, a one off Payment of £250 is payable by the Department - of which, £40 will be in respect of the maintenance of a Register of Non-medical Help; £105 in respect of the ongoing ’matching’ of apprentices with support providers from the Register; and £105 in respect of the ongoing validation of timesheets.

7.34 In instances where an apprentice is ’matched’ with a Support Provider from the training provider’s Register, but does not avail of any non-medical help, a ‘non-usage’ payment of £57.50 will be payable to the training provider in recognition of the work undertaken. This must be marked clearly, and the Department must be notified immediately, so records can be updated.

7.35 Apprentices and Non-medical Helpers must sign-off worksheets in respect of all one-to-one support provided and forward these to the Training Provider for verification on a monthly basis. The worksheets must then be maintained by the Training Provider for audit and compliance purposes. 


Payment for Disability Support

7.36 The Needs Assessment Report, along with the two quotes, should be emailed to HigherLevelApprenticeships@economy-ni.gov.uk. This information must be sent safely, securely and password protected, where personal and sensitive data exists. These will be considered by the Department within two weeks, and approval will be issued or a request for further information sought. Only once approval has been issued should the Training Provider proceed with the required purchase of equipment, software etc.  Invoices and proof of purchase must be sent to higherlevelapprenticeships@economy-ni.co.uk.  

7.37 Invoices must clearly state the Student/Participant ID and Qualification, along with the correct cohort year that the apprentice has been assigned to for ease of reference and identification by the Department. A sample template is provided at Annex 12.

7.38 Invoices must be submitted to the Department within 12 weeks of approval, or any delays notified in advance and an extension requested.

7.39 Invoices for Non-Medical Help can be claimed on a semester basis by invoicing the Department at higherlevelapprenticeships@economy-ni.co.uk and must be submitted no later than four weeks after the semester ends and cannot be carried forward into the new academic year. Timesheets in respect of non-medical help must be retained and made available on request to the Department.

7.40 Invoices for non-medical Help, must contain the following information for ease of reference and identification by the Department:
· Academic Year the claim relates too
· Student/Participant ID
· Name and Level of Qualification being undertaken and year of study
· Current cohort apprentice is assigned to
· Clear description of what type of Non-Medical Help is being claimed, e.g. Dyslexia coach, Mentor, etc


7.41 Re-cap of Departmental payment payments:
· Needs Assessment Report			£575
· Assistive Technology Payment			£20
· Non-Medical Help Payment			£250
· Non-usage Non-medical Help Payment 		£57.50
· Needs Assessment Review Payment		£100
[bookmark: _Toc113534571]Protection of Personal Data 
[bookmark: _Toc113534572]General Data Protection Regulation
7 
8 
8.1 The UK adopted the EU General Data Protection Regulation (GDPR) on 25 May 2018. GDPR is an updated Data Protection Regulation designed to harmonise data privacy laws across Europe, to protect and empower all citizens’ data privacy, and to reshape the way organisations approach data privacy.                                                                                                  

8.2 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. 

8.3 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 the Higher Level Apprenticeships programme, the Department is the controller, and Training Providers 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. 

8.4 Under UK GDPR, the data protection principles set out the main responsibilities for organisations. These state that personal data must be: 
a) processed lawfully, fairly and in a transparent manner; 
b) collected for specified, explicit and legitimate purposes; 
c) adequate, relevant, and limited to what is necessary; 
d) accurate and, where necessary, kept up to date; 
e) retained only for as long as necessary; and 
f) processed in an appropriate manner to maintain security. 

8.5 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: 
a) the pseudonymisation and encryption of personal data; 
b) the ability to ensure the ongoing confidentiality, integrity availability and resilience of processing systems and services; 
c) the ability to restore the availability and access to personal data in a timely manner in the event of a physical or technical incident; and  
d) a process for regularly testing, assessing, and evaluating the effectiveness of technical and organisational measures for ensuring the security of processing 

8.6 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. 

8.7 In the event of any data security breach Training Providers must notify the Department immediately. 

8.8 For further useful information about GDPR refer to 
https://ico.org.uk/for-organisations/guide-to-the-general-data-protection-regulation-gdpr/ 

The GDPR legislation is available at
http://eur-lex.europa.eu/legal-content/EN/TXT/?uri=uriserv:OJ.L_.2016.119.01.0001.01.ENG
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Annex 1 HLA25 Funding Table
	Bands
	HLA25 Funding  Rates
	Start Payment
	Final Payment
	Milestones (MS)
	L4
	L5
	L6 Top-up
	L6
	L7 PGD
	L7 MST
	Expected Duration     Years
	MS Payment Points
	Funding Per MS
	% Total CP per MS

	
	
	
	
	
	120 CPs
	240 CPs
	120 CPs
	360 CPs
	120 CPs
	180 CPs
	
	
	
	

	1
	£4,400
	£300
	£700
	£3,400
	
	
	
	
	1
	
	2
	4
	£850
	22.5%

	2
	£5,000
	£300
	£800
	£3,900
	
	
	1
	
	
	
	2
	4
	£975
	22.5%

	3
	£5,600
	£400
	£900
	£4,300
	
	
	
	
	3
	
	2
	4
	£1,075
	22.5%

	4
	£6,300
	£500
	£1,000
	£4,800
	1
	
	
	
	
	1
	2
	4
	£1,200
	22.5%

	5
	£7,000
	£500
	£1,100
	£5,400
	2
	
	3
	
	
	
	2
	4
	£1,350
	22.5%

	6
	£7,800
	£600
	£1,200
	£6,000
	3
	
	
	
	4
	3
	2
	4
	£1,500
	22.5%

	7
	£8,600
	£600
	£1,300
	£6,700
	4
	
	4
	
	
	
	2
	4
	£1,675
	22.5%

	8
	£9,800
	£700
	£1,600
	£7,500
	
	1
	
	
	
	4
	3
	6
	£1,250
	15.0%

	9
	£11,000
	£800
	£1,800
	£8,400
	
	2
	
	
	
	
	3
	6
	£1,400
	15.0%

	10
	£12,100
	£900
	£1,900
	£9,300
	
	3
	
	
	
	
	3
	6
	£1,550
	15.0%

	11
	£13,300
	£1,000
	£2,100
	£10,200
	
	4
	
	
	
	
	3
	6
	£1,700
	15.0%

	12
	£14,500
	£1,000
	£2,100
	£11,400
	
	
	
	
	
	
	6
	12
	£950
	7.5%

	13
	£15,700
	£1,100
	£2,300
	£12,300
	
	
	
	1
	
	
	6
	12
	£1,025
	7.5%

	14
	£21,400
	£1,500
	£3,100
	£16,800
	
	
	
	3
	
	
	6
	12
	£1,400
	7.5%

	15
	£27,200
	£1,900
	£4,000
	£21,300
	
	
	
	4
	
	
	6
	12
	£1,775
	7.5%


HLA25 Funding Table Cohort 25/26

MS - Milestone payments claimed, based on participant HLA achievement
CP - Credit Points associated with HLA qualification(s)



HLA25 Funding Table from Cohort 26/27 onwards

	Bands
	HLA25 Funding Rates
	Start Payment
	Final Payment
	Milestones (MS)
	L4
	L5
	L6 Top-up
	L6
	L7 PGD
	L7 MST
	Expected Duration Years
	MS Payment Points

	Funding Per MS

	% Total 
CP per MS


	
	
	
	
	
	120 CPs
	240 CPs
	120 CPs
	360 CPs
	120 CPs
	180 CPs
	
	
	
	

	1
	£4,400 
	£300 
	£700 
	£3,400 
	 
	 
	 
	 
	1
	 
	2
	4
	£850 
	22.5%

	2
	£5,000 
	£300 
	£800 
	£3,900 
	 
	 
	1
	 
	 
	 
	2
	4
	£975 
	22.5%

	3
	£5,600 
	£400 
	£900 
	£4,300 
	 
	 
	 
	 
	3
	 
	2
	4
	£1,075 
	22.5%

	4
	£6,300 
	£500 
	£1,000 
	£4,800 
	1
	 
	 
	 
	 
	1
	2
	4
	£1,200 
	22.5%

	5
	£7,000 
	£500 
	£1,100 
	£5,400 
	2
	 
	3
	 
	 
	 
	2
	4
	£1,350 
	22.5%

	6
	£7,800 
	£600 
	£1,200 
	£6,000 
	3
	 
	 
	 
	4
	3
	2
	4
	£1,500 
	22.5%

	7
	£8,600 
	£600 
	£1,300 
	£6,700 
	4
	 
	4
	 
	 
	 
	2
	4
	£1,675 
	22.5%

	8
	£9,800 
	£700 
	£1,600 
	£7,500 
	 
	1
	 
	 
	 
	4
	3
	6
	£1,250 
	15.0%

	9
	£11,000 
	£800 
	£1,800 
	£8,400 
	 
	2
	 
	 
	 
	 
	3
	6
	£1,400 
	15.0%

	10
	£12,100 
	£900 
	£1,900 
	£9,300 
	 
	3
	 
	 
	 
	 
	3
	6
	£1,550 
	15.0%

	11
	£13,300 
	£1,000 
	£2,100 
	£10,200 
	 
	4
	 
	 
	 
	 
	3
	6
	£1,700 
	15.0%

	12
	£14,500 
	£1,000 
	£2,100 
	£11,400 
	 
	 
	 
	 
	 
	 
	6
	12
	£950 
	7.5%

	13
	£15,700 
	£1,100 
	£2,300 
	£12,300 
	 
	 
	 
	1
	 
	 
	6
	12
	£1,025 
	7.5%

	14
	£16,900 
	£1,100 
	£2,300 
	£13,500 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,125 
	7.5%

	15
	£18,100 
	£1,100 
	£2,300 
	£14,700 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,225 
	7.5%

	16
	£19,300 
	£1,100 
	£2,300 
	£15,900 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,325 
	7.5%

	17
	£20,500 
	£1,500 
	£3,100 
	£15,900 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,325 
	7.5%

	18
	£21,700 
	£1,500 
	£3,100 
	£17,100 
	 
	 
	 
	3
	 
	 
	6
	12
	£1,425 
	7.5%

	19
	£22,900 
	£1,500 
	£3,100 
	£18,300 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,525 
	7.5%

	20
	£24,100 
	£1,800 
	£3,400 
	£18,900 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,575 
	7.5%

	21
	£25,300 
	£1,800 
	£4,000 
	£19,500 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,625 
	7.5%

	22
	£26,500 
	£1,800 
	£4,000 
	£20,700 
	 
	 
	 
	 
	 
	 
	6
	12
	£1,725 
	7.5%

	23
	£27,200 
	£1,900 
	£4,000 
	£21,300 
	 
	 
	 
	4
	 
	 
	6
	12
	£1,775 
	7.5%



MS - Milestone payments claimed, based on participant HLA achievement
CP - Credit Points associated with HLA qualification(s)

Annex 2: HLA Sectors and Titles by Funding Group
HLA Sectors and Titles by Funding Group
	Funding Group
	HLA Sector
	HLA Title

	1  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	Accounting
	Accountancy (Level 5 and Level 7)

	
	
	Accounting Technology (Top-Up) (Level 6)

	
	
	Accounting and Management (Level 6)

	
	
	Accounting and Finance (Level 6)

	
	
	Accounting and Finance (Top-Up) (Level 6)

	
	
	International Accounting with Analytics (Level 7) 

	
	Hair and Beauty
	Innovative Practice in Hair, Beauty and Barbering (Level 5) 

	
	Hospitality & Tourism
	Tourism Hospitality & Event Management (Level 5)

	
	
	Culinary Arts (Level 5)

	
	
	International Hospitality Management (Level 6)

	
	Professional Services
	Leadership & Productivity (Level 5)

	
	
	FinTech (Level 5 and Level 7)

	
	
	Business Management (Level 5)

	
	
	Procurement and Supply (Level 6)

	
	
	Business Data Management (Level 5)

	
	
	Business & Enterprise (Level 5)

	
	
	Business Studies (Level 6)

	
	
	Business (Level 5)

	
	
	Property Housing & Planning (Level 5) 

	
	
	Leading on Customer Operations (Level 6)

	
	
	Business Technology (Level 6 and Level 7)

	
	
	Law (Level 6)

	
	
	Leadership & Management (Top-Up) (Level 6) 

	
	
	Financial Technology (Level 6)

	
	
	Human Resource Management (Level 6)

	
	Sales & Marketing
	Digital Marketing, Advertising and Communications (Level 5)

	
	
	Digital Marketing, Advertising and Communication (Top-Up) (Level 6)

	
	
	Marketing (Level 5)

	2
 
 
 
 
 
 
	Childcare & Youth Work
	Leadership for Children’s Care, Learning and Development (Management) (Level 5)

	
	Health & Social Care
	Health & Social Care (Level 5)

	
	
	Leadership Health and Social Care (Adult Management Care) (Level 5)

	
	
	Leadership Health and Social Care (Adult Residential Management) (Level 5)

	
	
	Healthcare Practice (Level 4)

	
	Leisure & Wellbeing
	Sport & Exercise (Level 5)

	
	Transport & Logistics
	Supply Chain & Logistics (Level 5)

	3

	ICT
	Cloud Computing, Analytics and Security for Industry (Level 5)

	
	
	Computing for Industry (Top-Up) (Level 6)

	
	
	Computing (Level 5)

	
	
	Cloud Computing with Cyber Security (Level 5) 

	
	
	Cyber Security (Level 5) 

	
	
	Cyber Security & Digital Forensics (Top-Up) (Level 6)

	
	
	Cyber Security & Digital Forensics (Level 5)

	
	
	Software and Cloud Development with Data Science (Top-Up) (Level 6)

	
	
	Cyber Security with Cloud and Network Infrastructure (Top-Up) (Level 6)

	
	
	Software and Cloud Development with Data Analysis (Level 5)

	
	
	Software Engineering (Level 6) 

	
	
	Cyber Security with Cloud and Network Infrastructure (Level 5) 



	Funding Group
	HLA Sector
	HLA Title

	3
	ICT
	Computing Science (Top-Up) (Level 6)

	
	
	Computing Systems (Level 6)

	
	
	Artificial Intelligence/Computer Science (Level 7)

	
	
	Cloud Computing with Cyber Security (Top-Up) (Level 6)

	
	Planning & Project Management
	Building Information Modelling Project Management (Level 7)

	
	
	Construction and Project Management (Level 7)

	
	
	City Planning and Design (Level 7)

	
	
	Planning and Development (Level 7)

	4
	Advanced Manufacturing & Engineering
	Engineering (Mechatronic) (Level 5 and Level 6)

	
	
	Engineering (Technical Design and Manufacture) (Level 5)

	
	
	Engineering (Top-Up) (Level 6)

	
	
	Engineering (Mechanical and Manufacturing) (Level 4, Level 5 and Level 6)

	
	
	Digital Engineering for Modern Manufacturing (Level 5) 

	
	
	Print Management (Level 5)

	
	
	Engineering (General) (Level 4 and Level 5)

	
	
	Engineering (Electrical and Electronic) (Level 4, Level 5 and Level 6)

	
	
	Engineering (Manufacturing) (Level 5)    

	
	
	Engineering (Maintenance) (Level 4)

	
	
	Engineering (Advanced Manufacture) (Level 4)

	
	
	Engineering (Level 4)

	
	
	Engineering (Mechanical with Management) (Level 7)

	
	Agri food manufacturing
	Food and Drink Manufacture (Level 5)

	
	
	Food and Drink Manufacture (Top-Up) (Level 6)

	
	
	Food Innovation and Technology (Level 5)

	
	Built Environment
	Construction Management (Level 4 and Level 5)

	
	
	Building Services Engineering (HVAC) (Level 4)

	
	
	Building Services Engineering (Electrical) (Level 4) 

	
	
	Construction (Digital) (Level 5)

	
	
	Construction (Quantity Surveying) (Level 5)

	
	
	Construction (Top-Up) (Level 6)

	
	
	Construction (Modern Methods of Construction)(Level 4)

	
	
	Construction Engineering with Surveying (Level 5)

	
	
	Architectural Technology (Level 5)

	
	
	Construction Management (Renewables) (Level 4)

	
	
	Building Services with Sustainable Energy (Level 5)

	
	
	Building Services with Sustainable Energy (Top-Up) (Level 6)

	
	
	Construction Engineering and Management (Top-Up) (Level 6)

	
	
	Quantity Surveying (Top-Up) (Level 6)

	
	
	Quantity Surveying and Commercial Management (Level 6)

	
	
	Construction Engineering and Management (Level 6)

	
	Civil Engineering
	Civil Engineering (Level 4, Level 5, Level 6 and Level 7) 

	
	
	Civil Engineering and Infrastructure (Level 7)

	
	Life Sciences
	Applied Science (Analytical) (Level 5)

	
	
	Applied Science (Bioscience) (Level 5)

	
	
	Pharmaceutical Analysis (Level 7)

	
	
	Applied Pharmaceutical Science (Top-Up) (Level 6)
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Annex 3: Apprentice Enrolment Form 
(or Training Provider Equivalent)
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[bookmark: S213_Eligibility_in_Doubt]Apprentice Enrolment Form (or Training Provider Equivalent, Sample)

1. GENERAL DETAILS
Forename:			
Surname:	
Permanent address (home, pre-enrolment): 		
	
Postcode: 	
Tel. No (Mobile, landline, work):	
Date of Birth:	
E-Mail address: 	
Unique Learning Number (ULN): 	
Higher Level Apprenticeship Title: 	
Training Provider: 	            
2. PERSONAL DETAILS
Sex

What is your sex?
A question on gender identity will follow. 
Female		Male


Country of birth
What is your country of birth? Please write in the present name of the country. 
	
Care Background
Are you in care or have been in care?  Yes		   No   
Highest Qualification on Entry
Please indicate the highest qualification you currently hold. If your highest qualification is in the green column, please tick the appropriate option, if it is in the pink column, please record the associated level and if it is in the blue column, please record how many you hold.
	Description
	Tick
	Description
	Write Level
	Description
	Write Number of

	PhD
	
	Diploma (QCF or equivalent)
	
	A Level
	

	Masters
	
	Certificate (QCF or equivalent)
	
	Higher Leaving Cert (Level 5)
	

	Postgraduate, PGCE
	
	Award (QCF or equivalent)
	
	AS Level
	

	Undergraduate Degree
	


	National Vocational Qualification (NVQ)
	
	GCSE A*-C
	

	Foundation Degree/DipHE
	


	ESOL skills for life, Essential/Basic/Key Skills
	
	Ordinary Leaving Cert (Level 4)
	

	HND, HNC
	

	
	
	GCSE D-G
	

	Access to HE
	

	
	
	Junior Cert
	

	No formal qualification
	
	
	
	
	


	
If your highest qualification is not in the list above, please specify________
Please indicate your grade or level obtained for GCSE English, Maths (including those equivalent qualifications for ROI results) or Essential Skills
 Grade/Level Obtained
· English Language	_____________________________
· Maths			_____________________________
· Essential Skills – Communication		_____________________________
· Essential Skills - Application of Number	____________________________


Heard about the course
Can you tell us how you found out about this course? (Please tick all that apply)
	CAREERS GUIDANCE

	School/careers teacher
	

	DfE Careers Service adviser
	

	Training Provider careers service/tutor
	

	ADVERTISING

	Newspaper Advertisement
	

	TV Advertisement
	

	Radio Advertisement
	

	Billboards/Buses/Bus Shelters Advertisement
	

	TV/Radio interview or newspaper article
	

	WEB/Digital

	NIDIRECT
	

	Training Provider website
	

	Social media (Facebook/twitter)
	

	Training Provider

	Training Provider information day
	

	Training Provider literature/prospectus
	

	OTHER

	Word of mouth (friend, parent etc.)
	

	Employer
	

	Jobs and Benefits office
	

	Other 
	



3. PARTICIPANT DECLARATION
I declare that the details given on this form are true to the best of my knowledge.
Data Protection Privacy Notice: 
All personal data will be held in accordance with the Data Protection Act 2018. Some information will be forwarded to the Department for the Economy or other government agencies and agents appointed by them for statistical, research, funding and / or other legitimate business purposes.
The Department may use this information for the purposes of prevention of fraud.

Name (Print):	
Signed: 	
Date: 	

[bookmark: EQUALITY]EQUALITY MONITORING
The following information is requested by the Department for the Economy to assist in Equal Opportunities Monitoring, and the compliance with Section 75 of the Northern Ireland Act 1998. This information will be treated in the strictest confidence and in accordance with the Data Protection Act 2018 
The Department for the Economy is committed to equality of opportunity and fair treatment in all of its programmes and services. This places an obligation on the Department to monitor, as accurately as possible, the religious and ethnic backgrounds, age, marital status, gender, disability, sexual orientation, and dependants’ responsibility of participants in order to ensure that programmes and services are delivered on the basis of equality of opportunity and fair treatment, and if not to take corrective action.  You have already been asked to provide information on your, age and gender in the Personal Details section of this Enrolment Form.  
Access to this information will be strictly controlled and will only be used for equal opportunity monitoring purposes. It will not be given to any person, employer or organisation outside the Department or the Training Provider.

ETHNICITY

To which of these ethnic groups do you consider you belong? (Please select the option that is most appropriate for you)

White			Black Caribbean		Black African			Arab 
Black Other		Indian				Pakistani			Filipino
Bangladeshi		Chinese			Asian Other 			Roma
Irish Traveller 	Mixed Ethnic Group  	Any Other Ethnic Group              Prefer not to say 
MARITAL STATUS
Are you …. ? (Please tick one box)
Single				Married/Civil Partner 	Separated
Divorced/Dissolved		Widowed/Surviving civil partner          Prefer not to say 
RELIGIOUS BELIEF
What religion, religious denomination or body do you belong to?
Roman Catholic		Presbyterian Church in Ireland  
Church of Ireland		Methodist 		Other Christian 	
Buddhist			Hindu			Jewish    			None
Muslim			Sikh			Other Religion 		Prefer not to say  		 


RELIGION BROUGHT UP
What religion / religious denomination or body were you brought up in?

Roman Catholic  		Protestant  		Other Christian  
Other religion 		None    		Prefer not to say 	

DEPENDENTS
Do you have personal responsibility for the care of ….? (Tick each box that applies to your circumstances)
 
A child (or children) 			A person(s) with a disability 
A dependant adult(s) 		No, I do not have any dependents

DISABILITY

Do you have a long term (12 months or more) physical or mental health condition that affects your ability to carry out day to day activities?

Yes		No 		Prefer not to say 	

If YES to above, please state the type of impairment which applies to you. People may experience more than one type of impairment; in which case you may indicate more than one. (Tick all that apply)
A specific learning difficulty such as dyslexia, dyspraxia or AD(H)D

A social/communication impairment such as Asperger's syndrome/other autistic spectrum disorder

A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy

A mental health condition, such as depression, schizophrenia or anxiety disorder

A physical impairment or mobility issues, such as difficulty using arms or using a wheelchair or crutches

Deaf or a serious hearing impairment

Blind or a serious visual impairment uncorrected by glasses

A disability, impairment or medical condition that is not listed above



SEXUAL ORIENTATION

Which of the following options best describes how you think of yourself? 

Heterosexual/Straight		Bisexual		Gay
Lesbian				Other			Prefer not to say
SEX
Is the gender you identify with the same as your sex registered at birth?
Yes              No             Prefer not to say 


Annex 4: Existing Employee Application Form
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Existing Employee Application Form

To be completed by the employer in respect of an existing employee applying for a place on a Higher Level Apprenticeship. The information provided on this form may be made available to other Departments / Agencies for the purposes of preventing or detecting fraud. The Training Provider must retain a copy while ensuring compliance with the Data Protection Act 2018. 

The employer does not need to complete this form for employees recruited to an HLA within 6 months of their off-the-job training commencing.

HIGHER LEVEL APPRENTICESHIP TITLE:

(i) PERSONAL DETAILS OF EMPLOYEE
Surname: 		_________________________________
Forenames:		_________________________________
Title: Mr / Miss / Mrs / Ms (delete as appropriate)       Date of Birth	: ____/____/____
Home Address:	_________________________ 	NI Number: ___/___/___/___/___
	  Student/Participant ID: 	
	
	
E-mail address:	_________________________
Postcode: 	_________________________
Contact Number:	_________________________	




(ii) TRAINING
Has the employee previously participated in Higher Level Apprenticeship training provision?	YES / NO
If YES, please give details
(a) Name of Training Provider: ____________________
(b) Start Date (First day of Programme): ____________________
(c) Leaving Date: ____________________
(d) Details of qualification worked towards/achieved ____________________________________________________________

(iii) How many full-time employees does the employer have based at the same location as the Apprentice?	________

(iv) How many other people are undertaking Higher Level Apprenticeships with the same employer?	______

(v) EDUCATION AND EXPERIENCE
Please state the evidence of prior learning / experience to positively suggest that the employee would successfully complete a Higher Level Apprenticeship. Include exact details of any relevant education, learning or training (taught or self-taught) qualifications beginning with the most recent.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	
		
		
		
		
(vi) EMPLOYMENT AND UPSKILLING
Please provide full 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. 

	Job Title
	Length of time in position
	Responsibilities and Duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Please provide full details of employee’s proposed new position. Ensure proposed job title is stated and that proposed duties within the company are clearly defined including areas where there is clear evidence of new skills that could not be otherwise obtained if the employee does not follow a Higher Level Apprenticeship.

	Job Title
	New Skills Obtained
	Responsibilities and Duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	








DECLARATION

To be completed by Employer
I certify that the information contained in this form is correct. _____________ is employed by our organisation and is contracted to work ____ hours per week. I understand the requirements of my employee __________ undertaking a Higher Level Apprenticeship. I understand that up skilling and the taking on of additional responsibilities are key requirements of the Higher Level Apprenticeship provision. I will release the employee __________ for additional directed training as required. I will inform my Training Provider of any changes with the information given e.g. job role, contracted hours etc. I certify that all the legal requirements, including the right to live and work in the UK, regarding the employment of the applicant have been adhered to.

NAME AND ADDRESS OF EMPLOYER:	
_________________________________________
_________________________________________
_________________________________________

CONTACT NUMBER: 		______________________
CONTACT E-MAIL ADDRESS:	______________________
SIGNED (EMPLOYER):		______________________   DATE: 	___/____/____
POSITION WITHIN COMPANY:	______________________

To be completed by Employee
The information contained in this form is correct. I understand that I am undertaking a Higher Level Apprenticeship and that I will be following training which will lead to acquiring a Higher Level Apprenticeship qualification. I agree to undertake the necessary directed training, including independent self-directed study, that is required as part of the Higher Level Apprenticeship.

SIGNED (EMPLOYEE)		_______________________ DATE: ___/____/___


To be completed by Training Provider

I have explained to the employer and employee the requirements of Higher Level Apprenticeship provision, the training requirement and the likely number of day releases required. I confirm that I have advised the employer that the named applicant must have an appropriate contract of employment. 

NAME AND ADDRESS OF TRAINING PROVIDER:	_____________________________________
								_____________________________________
SIGNED (FOR TRAINING PROVIDER)			_________________DATE: ___/____/___



Annex 5: Personal Training Plan (PTP) - Sample
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Personal Training Plan (PTP) - Sample
APPRENTICE DETAILS
Name:                                         	
Address:                                     	
Postcode:                                   	
Contact Tel No:                          	
E-Mail Address:                          	
Student/Participant ID No:          	Unique Learner No:	
Date of Birth:                              	
Sex:                                             	
Disability:					Yes 					No 
Emergency Contact Name:        	
Emergency Contact Tel No:       	
EMPLOYER DETAILS
Employer Name:	
Employer Contact Name:                                                        Employment Start Date:	  
Employer E-mail Address:________________________ Employer Contact Number: _________
[bookmark: _Hlk203059026]HIGHER LEVEL APPRENTICESHIP (HLA) DETAILS
HLA Title:	HLA Duration:	
Start Date (First day on programme):	 Expected End Date:	
Total Contracted Hours (must be 21 hours or over and includes directed training):	
Directed training hours: 	 
Additional training outside contracted/directed hours (if applicable):  	

	APPRENTICE BACKGROUND

	Qualifications & Achievements

	Qualifications/Awards
	Awarding Organisation
	Level/ Grade
	Date
	Copy Received (yes/no)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
Previous Work Experience/Employment


	Employer
	To
	From
	Duties

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	TRAINING ARRANGEMENTS 

	Target Qualification

	Qualification Unit Title:

	Tutor/
Location
	Target Date

	Milestone Targets
	Delivery Method
	
	

	1

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	2

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	3

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4

	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Other Enhancements/Qualifications/Courses

	Qualification Unit Title
	Register of Regulated Qualifications  (RRQ) Code (courses at Level 3 or below)
	Tutor
	Location
	Target Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	STATEMENT OF APPRENTICES TRAINING OBJECTIVES

	Under the Higher Level Apprenticeship arrangements, I ….




























PTP/HEI EQUIVALENT REVIEW 

Apprentice’s progress towards the targets and objectives of this Higher Level Apprenticeship PTP/HEI equivalent, must be reviewed at agreed points and will include the employer’s input. 


Apprentice, Employer and Training Provider MUST sign below within 12 weeks of commencing the programme.
	Apprentice
	
	Date
	

	Employer 
	
	Date 
	

	Training Provider  Representative
	
	Date
	



											Annex 6: Induction
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INDUCTION CHECKLIST (SAMPLE)
Please list indicators that are appropriate to _______________________________________   
(INSERT ORGANISATION NAME AND OCCUPATIONAL AREA)
Please Tick ()
	1
	I have been advised that my Training Provider is in full compliance with Section 75 of the Northern Ireland Act 1998 and The Special Educational Needs and Disability (Northern Ireland) Order 2005.
	

	2
	I have received a general induction to the Training Provider’s premises, including emergency exits, fire drill, assembly points, and domestic facilities
	

	3
	I have received a formal induction about my training, including terms and conditions.
	

	4
	I have attended formal induction and assessment for the outcomes detailed in my Personal Training Plan/HEI equivalent.
	

	5
	I have read and agree with the statements regarding what is expected of me in 
the Tripartite Agreement.
	

	6
	I have been informed about issues relating to Health & Safety in relation to ’off- the-job-training.’
	

	7
	I have received information on learner support services.
	

	8
	I have received information on the Training Provider’s complaints, whistleblowing, and formal appeals procedures.
	

	9
	I am aware of my key contact person, as designated by Training Provider.
	

	10
	I have received information on the Department for the Economy’s HLA privacy notice.
	

	11
	I have received information on progression routes where applicable.
	

	Apprentice: 
	Date:
	  /   /

	
	
	
	
	

	Training Provider  Representative: 
	Date:
	  /   /


	
Annex 7: Tripartite Agreement
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Tripartite Agreement
Employer Details
Employer Name (Print):	______________________________________________________
Nature of Business:		______________________________________________________
Address:			______________________________________________________
				______________________________________________________
Postcode:			______________Work Location Postcode (if different) ___________
Employer Size:  		< 10 employees		< 50 employees
< 250 employees		> 250 employees
Name of Contact (Print):	 ______________________________________________________
Position within Company:	______________________________________________________
Telephone Number: 	______________________________________________________
E-Mail Address:		______________________________________________________
Contact for Learner (if different): 
Position within Company (if different): 
Start date of Employment:	______________________________________________________
Start date (First day on programme): ________________Expected completion date: 	
Total contracted hours: 	 Directed training hours:	
Additional training outside contracted/directed hours (if applicable):	
Apprenticeship Programme: _____________________________________________________
Higher Level Apprentice’s Details
Name (Print):			______________________________________________________
Address:			______________________________________________________
				______________________________________________________
Postcode:			______________________________________________________
Date of Birth:			______________________________________________________
National Insurance Number: _____________________________________________________
Contact Number:		______________________________________________________
E-mail Address: 		______________________________________________________
Student/Participant ID No:______________________________________________________

Training Provider’s Details
Training Provider:		______________________________________________________
Address:			______________________________________________________
Postcode:			______________________________________________________
Telephone Number:		______________________________________________________
Contact Name (Print):	______________________________________________________

Shared Responsibilities
1. To discuss apprentice performance, to include on and off the job training, and share performance related data as requested.
2. To keep programme documentation up to date.  The Training Provider will retain ‘ownership’ of the documentation, but employers and apprentices must notify them if any changes are required.
3. To adhere to the programme guidance and eligibility criteria contained within the Higher Level Apprenticeship Operational Requirements.

Employer Responsibilities
4. To employ the Higher Level Apprenticeship (HLA) apprentice for the duration of the apprenticeship on the terms and conditions set out in a separate Contract of Employment.
5. To provide the experience, facilities, and training necessary to achieve the learning aims of the programme as set by the HLA Training Provider.  These objectives should align with the modules delivered by the Training Provider.
6. To pay the HLA apprentice the appropriate rate for the job, in line with National Minimum Wage and National Living Wage Regulations (not the apprenticeship rate) and provide permanent remunerative employment (a minimum of 21 contracted hours per week with one employer, which includes day release/off-the-job training.  (See section 3. regarding Directed Training). Understanding that day release/off-the-job training/directed training days may vary within different academic years, for the apprentice, from day one and for the duration of the HLA. 
7. To comply with all relevant legal and contractual responsibilities, 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.
8. To agree to share timely and relevant feedback, on apprentice performance, with the Training Provider, that impacts their programme of study.
9. To release apprentices to attend off the job training.

Higher Level Apprenticeship Apprentice Responsibilities
10. To comply with the terms and conditions of the apprenticeship, including conditions of employment laid down by the employer as referred to at number 4  above.
11. To discuss and agree with the employer and Training Provider separately, on a regular basis, the achievement of work-based and off-the-job training objectives.
12. To be diligent and punctual in work and training; and to strive consistently and conscientiously towards successfully achieving work based objectives and academic modules required by Training Providers.
13. To undertake an appropriate level of independent self-directed study online, blended or other forms, outside of core teaching hours.
14. 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.
15. To demonstrate commitment to the principles of identifying and recording achievement throughout the HLA training.
16. To share with the employer and Training Provider any feedback received on apprentice performance in a timely manner.
17. To advise the employer and Training Provider of any absence from off the job training in accordance with the employer’s sickness and absence policy.

Training Provider’s Responsibilities
18. To assess the apprentice for the HLA being undertaken as: 
a) having the potential to successfully complete the HLA requirements; 
b) meeting any health requirements, e.g. colour vision, specific to the occupation; 
c) having achieved all necessary entry academic qualifications determined by the relevant sector and;
d) having passed any entry tests specified by the relevant sector.
19. To deliver an approved Higher Level Apprenticeship framework, which will take a minimum of two years.
20. To confirm that the Training Provider’s quality assurance requirements, including health and safety obligation, are being met.
21. To share apprentice off the job training performance and attendance metrics with the employer on an agreed basis.
22. To use reasonable endeavours to arrange suitable alternative employment for the remainder of the apprenticeship, in the event that the Higher Level Apprentice’s contract with the employer is terminated due to redundancy.
23. To record apprentice related data safely and securely in line with Data Protection Act 2018 and to ensure it is recorded accurately for the drawdown of funds. 
24. To demonstrate commitment to the appropriate compliance measures put in place throughout the HLA programme.


Employer Declaration
Please Tick ()
or N/A

	New Employee

	I confirm that the apprentice is: 
A new employee or is about to take up a permanent remunerative employment offer.
I confirm that the apprentice started their employment up to a maximum of six months prior to the commencement of the off-the job training.

	

	
	

	Existing Employee

	I confirm that the apprentice is:
An existing employee moving to a new role that requires a substantive amount of learning and skills development commensurate to the apprenticeship pathway. I confirm that an extensive initial assessment has been undertaken to identify existing competences and knowledge and is documented in an Existing Employee Application Form.

An existing employee and is not moving to a new job role, I confirm that the individual was already on an apprenticeship pathway at a lower level and the HLA will provide an appropriate progression route.

	

	
	

	To be completed for New and Existing Employees

	I confirm that I am not a public sector employer.

	

	I confirm that the company has a base in Northern Ireland.

	

	I confirm that the apprentice has a separate Contract of Employment in place.

	

	I confirm that the apprentice is contracted to work a minimum of 21 hours per week including the directed training element i.e. day-release/off-the-job training.

	

	I confirm that the apprentice is being paid the appropriate rate for the job, in line with National Minimum Wage and National Living Wage Regulations (not the apprenticeship rate).

	

	I confirm that no other training funding and/or support is being claimed for 
this participant from any other Government budget or programme.

	

	I will provide the experience, facilities, and training necessary to achieve the training objectives as discussed and agreed with the HLA apprentice and specified in the Personal Training Plan/HEI Equivalent.

	

	I will comply with all relevant legal and contractual responsibilities, including the HLA apprentice’s right to live and work in the UK, and take steps to ensure equality of opportunity, regardless of community background, gender, marital status, disability, race, sexual orientation, age, or dependents.

	




Higher Level Apprentice Declaration
Please Tick ()
	I confirm that I will comply with the terms and conditions of the apprenticeship, including conditions of employment laid down by the employer.

	

	I confirm that I am not in self-employment.
	

	I confirm that I am not already undertaking a full-time course of study in either further or higher education.
	

	I will discuss and agree the Personal Training Plan/ HEI Equivalent with the employer and Training Provider and, at agreed points, jointly review progress towards the achievement of objectives.

	

	I will be diligent and punctual in work and training; and to strive consistently and conscientiously towards achieving each of the objectives set out in the Personal Training Plan/HEI Equivalent.
	

	I will undertake an appropriate level of independent self-directed study 
online, blended, or other forms outside of core teaching hours.
	

	I will 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.
	

	I will demonstrate commitment to the principles of identifying and recording achievement throughout the HLA training.
	



Training Provider Declaration 
Please Tick ()
or N/A
	We will deliver an approved Higher Level Apprenticeship framework, which will take a minimum of two years.

	
	

	We have verified that the apprentice has achieved all necessary entry academic qualifications determined by the relevant sector.

	
	

	We have verified that the apprentice has passed any entry tests specified by the sector.

	
	

	We confirm that where the apprentice is a graduate or previously achieved a recognised vocational qualification, the HLA they are undertaking is at a higher level than their previous qualification or in a subject unrelated to their qualification.

	
	

	We confirm that where the apprentice has module exemptions due to the recognition of prior qualifications and/or transfers onto the HLA from other Government funded programmes, the exemptions do not include modules to be taken in the final year of the programme or there are enough credit points remaining to be earned by the transferee equivalent to a minimum of 120 credit points.


	
	

	We have verified that the apprentice is not a public sector employee.

	
	

	We confirm that no other training funding and/or support is being claimed for this apprentice from any other Government budget or programme.

	
	

	We have verified that the apprentice is not already following a full-time course of study in either further or higher education.

	
	

	We will provide the apprentice with a formal induction and brief them thoroughly on all elements of the programme.

	
	

	We will conduct an initial assessment of the apprentice in order to determine their existing skills and competences.

	
	

	We will review the PTP/ HEI equivalent with the apprentice and employer at agreed points and, where appropriate, amend the PTP/ HEI equivalent if the apprentice changes employer during the duration of the apprenticeship.

	
	

	We will monitor the training of the HLA apprentice and confirm that the Training Provider’s quality assurance requirements, including health and safety obligation, are being met.

	
	

	We will engage regularly with the apprentice on workload and welfare issues.

	
	

	We will register the apprentice with an awarding organisation or make an application to the relevant awarding organisation by the end of the first 12 weeks of the apprentice starting a qualification.

	
	

	We will use reasonable endeavours to arrange suitable alternative employment for the remainder of the apprenticeship, in the event that the Higher Level Apprenticeship apprentice’s contract with the employer is terminated due to redundancy.

	
	

	We will assist the Higher Level Apprenticeship apprentice to identify and record their achievement throughout the apprenticeship period. HLA participants will be monitored and reviewed each term/semester throughout the duration of the programme.

	
	

	We will deal with any periods of sickness absence in line with the employer’s individual policy for managing sickness absence.

	
	

	We will maintain appropriate attendance records for each apprentice to demonstrate attendance at the training element of the apprenticeship.

	
	

	We will record apprentice related data safely and securely in line with Data Protection legislation and ensure it is recorded accurately, in accordance with the relevant data coding guidance, for the drawdown of funds. 

	
	





We, the undersigned, have read this Agreement and accept the terms and declarations 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.  A copy of this Agreement will be held by each of the undersigned.

Signed: ____________________________	Name (Print): _______________________
Date: ____________
(Employer)

Signed: ____________________________	Name (Print): _______________________
Date: ____________
(Apprentice)

Signed: ____________________________	Name (Print): _______________________
Date: ____________
(Training Provider Authorised Signatory)
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[bookmark: _Toc113534577]Annex 8: Definitions
Definitions
For the purpose of interpreting this document, the terms set out in this section shall have the meanings ascribed to them below:
	Directed Training
	Training and teaching conducted on the Training Provider’s premises (off the job), as distinct from practical experience gained in workplace (on the job). An element of Directed Training may take place outside of the Training Provider’s premises as long as it is relevant to the apprentice’s course of study.

	General Data Protection Regulation (UK GDPR)

	The General Data Protection Regulation (EU 2016/679) was designed to harmonize data privacy laws across Europe, to protect and empower all EU citizens’ data privacy and to reshape the way organizations across the region approach data privacy. It came into force in UK from 25 May 2018. The GDPR is retained in domestic law as the UK GDPR.

	Graduate
	A person who has obtained a Degree, a Higher National Diploma, a Diploma in Higher Education, or an equivalent qualification at Level 4 and above, from an Awarding Organisation regulated by QAA, Ofqual or CCEA.

	Initial Assessment period
	A period (of up to 12 weeks) prior to the Training Provider submitting a claim for the Start Payment, by which time both the Tripartite Agreement and Personal Training Plan/HEI Equivalent must be completed. 

	[bookmark: _Hlk111541312]Northern Ireland Further Education College Learner Management System (LMS)
	Delivery of Training Provider services relies upon a number of core systems to capture and record certain transactions in a learner’s time before, during and after their Training Provider attendance. The Northern Ireland Further Education Colleges use the Learner Management System (LMS) to capture and record student/participant management information.

Data extracts from LMS facilitate consolidated statistical and funding returns to the Northern Ireland Department for the Economy.

	Output Related Funding (ORF)
	Output Related Funding – funding payable to Training Providers 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 Providers will deliver the Higher Level Apprenticeship programme requirements, Annex 5.


	HEI equivalent
	This refers to the systems used by HEIs to capture the information contained within the PTP sample. This could be, and not exhaustive, the Student (participant) Record System, Application System, Employers Personnel Systems and/or Tripartite Agreement.

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

	Training Provider
	The organisation commissioned to deliver the off-the-job training as part of the Higher Level Apprenticeship programme.

	Tripartite Agreement
	The Tripartite Agreement is the document that sets out the Training Provider’s commitment to the employer and apprentice, Annex 7.
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Annex 9: GDPR
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Higher Level Apprenticeship Privacy Notice 

Data Controller Name:	Department for the Economy
Address: 			Adelaide House, Adelaide Street, Belfast BT2 8FD
Telephone:			0300 200 7820
Email:			higherlevelapprenticeships@economy-ni.gov.uk

Why are you processing my personal information?
Your personal information is being processed for the purpose of the Higher Level Apprenticeship programme. The collection of this data is necessary to fulfil the public function of the Department for this purpose in accordance with Article 6(1)(e) of the UK General Data Protection Regulation. This programme operates under the Employment and Training Act (Northern Ireland) 1950.

The Department and your Training Provider, who is contracted by us, use the personal data of participating apprentices to manage, monitor, and report on the Higher Level Apprenticeship programme in order to:

•	determine your eligibility for the programme;
•	register you on a Training Provider’s ICT system and enrol you on your chosen apprenticeship;
•	monitor your progress;
•	monitor the performance of Further Education Colleges and Higher Education Institutes and pay them for their work;
•	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; and
•	produce relevant statistics and research.

As you progress through the programme, details of your employment and academic achievements will be added to the record we hold about you, as well as any other changes of circumstances you inform your Training Provider and/or the Department about.

What categories of personal data are you processing?
The following is processed: your contact details; other personal details (including signature, national insurance number, date of birth, gender, number of dependants, job title, job role and previous qualifications; information about your initial assessment and induction on the programme; and information about your progress and achievements on the programme

You will also be asked to provide necessary sensitive personal data, which is categorised as special category data under the UK GDPR. This is required for equality monitoring purposes under Section 75 of the Northern Ireland Act 1998, and/or to satisfy the requirements of Commission Regulation (EU) No. 1304/2013. This 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 religious affiliation;

We process special category personal data where it is necessary for reasons of substantial public interest, as permitted under Article 9(2)(g) of the UK General Data Protection Regulation (UK GDPR). Specifically, this processing is carried out in accordance with Schedule 1, Part 2, Section 8 of the Data Protection Act 2018, which relates to the purpose of promoting equality of opportunity or treatment

If you need to take a break from the Higher Level Apprenticeship programme 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 a ‘Regulated Activity’, i.e. close and unsupervised contact with vulnerable groups including children, additional data may be required to allow your Training Provider 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 the Training Provider who has been approved by the Department to deliver directed training for the Higher Level Apprenticeship programme.

Your enrolment form, personal training plan/HEI Equivalent and a tripartite agreement will be completed in conjunction with your Training Provider and employer. You will also complete an equality monitoring form. The Training Provider will input your personal data from these forms on to a secure IT system. Access to this data is restricted to essential personnel only and is transferred via a secure network.

Additional necessary information will be collected by your Training Provider throughout your participation on the programme, for example at regular reviews of your personal training plan/HEI Equivalent, 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 Higher Level Apprenticeship programme, we will share relevant data within the Department with those in roles in the management, administration, reporting, compliance monitoring, payment processing, and statistical analysis of the programme.

The Training Provider will also share relevant information relating to reviews, progress, and issues with your employer as part of your participation on the Higher Level Apprenticeship programme.

If you have a disability or medical condition and wish to avail of additional support to aid you in the completion of your apprenticeship, your data will be shared with disability support providers and with your tutor(s).

Your anonymised 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 in the event of queries about your qualifications and certificates. 

We will only share your personal data with organisations or other Government Departments who have a legal right to the data; those whom the Department contract to process the data on our behalf; or where the Department is satisfied that we have a lawful basis to share the information.  In all instances of sharing by the Department or its Training Providers, only what is necessary will be shared, and these will be documented including our decision-making.

Do you transfer my personal data to other countries?
The data held by the Department and its Training Providers is not transferred outside the UK.

How long do you keep my personal data?
Your personal data will be held in line with Department for Economy’s Retention and Disposal Schedule. The table below outlines the retention timescales for each programme

	Programme 
	Retention Period 

	HLA Pilots 
	7 years after the date of the last payment. 

	HLA Steady State Provision (Level 4 and above) 
	7 years after the date of the last payment. 




[bookmark: _Hlk204173812]What rights do I have?
· 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

How do I complain if I am not happy with how my personal information is processed?
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 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):

Contact details of the ICO are available at https://ico.org.uk/global/contact-us/
[bookmark: Annex11]

Annex 10: Application for Higher Level Apprenticeship Certificate
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APPLICATION FOR HIGHER LEVEL APPRENTICESHIP CERTIFICATE

(Note: The Department reminds Training Providers of their obligation under the General Data Protection Regulation (GDPR) relating to the processing of personal data.) 

TRAINING PROVIDER DETAILS 
Training Provider:		______________________________________________________
	 
APPRENTICE’S DETAILS (Block Capitals) 
Name: 	 ______________________________________________________

Date of Birth:				Student/Participant ID 

HLA Start Date:      			           HLA End Date:	 

The above-named person has successfully completed all required modules and qualification(s) of a Higher Level Apprenticeship in: 
HLA Title:			______________________________________________________
Qualification achieved:	______________________________________________________

EMPLOYER’S DETAILS
Company Name:		______________________________________________________
	








Annex 11 Sample Needs Assessment Report (NAR) Template


2025/26 Needs Assessment Report for (Apprentice Name)


Contents
 
Section 1 		Personal details 

Section 2 		Course information 

Section 3 		Student/Participant profile 

Section 4 	Student/ Participant experience: Challenges, strategies and recommendations 

Section 5 		Summary of recommendations Funded 

Section 6 		Summary of internal recommendations 
Training Provider provision 

Section 7 		Other advice and guidance 

· Please note that the recommendations cited in this NAR are correct at the time of writing. The recommendations may be subject to review and will be disseminated appropriately. 

· Please note that the proposed recommendations have been agreed by the student/participant named in this NAR. 

· The quality assurance box must be signed and dated. 





















Section 1: Personal Details 

	Apprentice’s name 
	

	Apprentice ID number
	

	Apprentice’s date of birth 
	

	Apprentice’s Contact Email 
	

	Funding Body 
	DfE

	Needs Assessment Report Fee 
	£575.00 

	Training provider details 
	




	Disability Adviser details 
	








The Disability Team will correspond with apprentices via their XXXX email account. 

Assessment Details 

	Needs Assessor Name 
	

	Needs Assessment Date 
	

	Needs Assessment Venue 
	

	Needs Assessor E-mail 
	



Section 2: Course Information 

Course Profile 

	Course name
	

	Course type 
	Undergraduate
	
	Postgraduate
	

	Start date 
	
	Cohort Year 
	

	Length of Course 
	



Structure
	









Teaching and Learning Methods
	





Assessment Methods
	






Attendance
	
















Section 3: Participant profile
	Nature of Disability
	

	







Section 4: Participant experience: Challenges, strategies and recommendations 

4a. Challenges: Key areas and guidance 

Academic: 
Reading / Research
	















Composition and Proofreading
	


















Note Taking
	












Time Management and Organisational Skills
	



Presentations and Group Work 
	






Practical and Work Assessments
	






Attendance
	






Examinations and Assessments
	






Using Library Facilities
	






Physical Access and Mobility
	







Travel
	





4b. Previous support strategies and resources 

Equipment
	




Personal Support
	






4c. Assessment Recommendations

Equipment Allowance
	Equipment/Resource
	Assistive Technology Training breakdown
	Apprentice willing to undertake Y or N

	

	
	



Non - Medical Help – Personal 1 to 1 Support
	NMH Personal Support 
	Justification 
	Frequency/Duration 

	





	
	



General Allowance
	Support / Strategy
	Evaluation Details

	


	



Travel Allowance
	Support / Strategy
	Evaluation Details

	



	



· At time of Needs Assessment Appointment, the above strategies were agreed with the apprentice. 

· They have been advised to contact the Disability Service or Student Wellbeing, should they require a review of these strategies.

Section 5: Summary of Recommendations Funded 

5a. Equipment allowance including associated resources

Please provide cheapest quote first (in Bold)
	Equipment 
	Supplier 
	Cost

	
	
	Ex VAT                          
	Inc VAT

	Quote 1
	
	
	

	Quote 2



	
	
	

	Quote 3 (if applicable)



	
	
	

	AT payment 
	One off payment 
	£20.00 



5b. Non-Medical Helper Allowance

	Assistive Technology 
	Supplier @ £x / hr
	Total costing 

	Quote 1



	
	

	Quote 2



	
	

	Quote 3 (if applicable)



	
	



	Support Provider Name
	Supplier name
	Hours per Academic Year for each SP role @ £x / hr.
	Cost/ AY

	

	
	
	



	Register of Support Providers admin fee 
	Register of Support Providers
	Annual fee 

	
	
	£105



5c. General Allowance 

Consumables

	Item Recommended 
	Supplier 
	Gross Cost 

	
	
	



Section 6: Summary of Support Recommendations 

	Area of Support 
	Recommended Support 

	Registration / Induction 
	


	Academic 
	



	Exams and Class Tests 
	


	Learning Resource Centre 
	


	Physical Access and Mobility 
	




Section 7: Other Advice and Guidance

	











Quality Assurance

	Report Completed by: 
	 

	Date submitted: 
	

	Date recommendations discussed and agreed with student/participant:
	

	Date received: 
	

	Report Checked by:
	





Annex 12 HLA Disability Support Invoice
Sample Invoice
HLA Disability Support Invoice
	From:
	Customer Number:
	

	
	Invoice Number:
	

	
	Date:
	

	To:
Department for the Economy
Higher Level Apprenticeships
higherlevelapprenticeships@economy-ni.gov.uk 
	Date:
	

	Description
	Net
	% VAT
	VAT
	Sub Total

	Invoice must include as a minimum:
Clear description of type of support being claimed

Academic Year the claim relates too

Student/Participant ID

Qualification being undertaken

Level of Qualification being undertaken and year of study

Current cohort apprentice is assigned too
	
	
	
	

	
	NET
	

	
	VAT
	

	
	Total
	









Annex 13 Disability Evidence Form
[bookmark: Annex13]Sample Disability Evidence Form
Higher Level Apprenticeship – Disability Evidence Form
	SECTION 1: Personal Details

	Student/Participant ID
	

	Personal Details
	Title
	MR/ MRS/ MISS/ MS

	
	Forename
	

	
	Surname
	

	
	Date of Birth
	

	SECTIONS 2 and 3 of this form to be completed by a medical professional

	SECTION 2: Medical Professional Details
We need you to provide us with information about the nature of the participants’ disability. Please complete the rest of the form, read, sign and date the declaration prior to returning to the participant.

	Medical Professional Details
	Full name
	

	
	Job Title
	

	
	Certificate or Registration No
	

	Practice or Organisation Details


Please provide stamp











	Type of Practice
	___ GP Practice

___ Primary Care Team

___ Secondary Care Team

___ Hospital

___ Other (please give details)

__________________________

	
	Name of Practice or Organisation
	

	
	Address
	




	
	Postcode
	

	
	Contact Number
	

	
	What is your professional involvement with the participant?
	

	In your professional opinion, complete the following questions:

	
	Does the student/participant have a physical, sensory or mental disability which has a substantial* and long term adverse effect on their ability to carry out day-to-day activities (including education)?

To be considered long term, the effect of the disability must have lasted or be likely to last at least 12 months or for the rest of the participants’ life *more minor than trivial
	___ NO

___ YES

Please give details:

	
	Diagnosis (including any relevant dates)

If it’s not possible to give either, please explain why.
	

Date of Diagnosis

	
	Likely impact on Academic performance

If possible, please explain how the disability may impact upon the participants academic performance.
	

	SECTION 3: Medical Professional Declaration

	Please sign and date below to confirm that to the best of your knowledge the information you have provided is true and complete.


	Medical Professional Signature
	

	Date
	







Annex 14: Change Log
CHANGE LOG FOR HLA 25 OPERATIONAL REQUIREMENTS

	Version
	Section/Para Change
	Nature of Change/Addition
	Reason for Change

	1.1
	Throughout the ORs
	Revision of terminology in respect of HEIs PTR
	Use of incorrect terminology

	1.1
	1.7
	Removal of Induction Checklist
	

	1.1
	1.8
	Amended Wording
	Be more specific

	1.1
	2.5
	Line added
	Confirm Departments position

	1.1
	2.10
	Removal of Levy paragraph
	Not relevant

	1.1
	3.4
	Wording amended
	Inclusion of employers

	1.1
	3.5
	Amended Wording
	Be more specific

	1.1
	3.7
	Updated to include all involved
	Be more specific

	1.1
	3.9
	Amended Wording
	Be more specific

	1.1
	3.10
	Amended Wording
	Be more specific

	1.1
	3.16
	Resits
	Inclusion of paragraph on Resits

	1.1
	4.3
	Removal of Induction Checklist
	

	1.1
	4.14
	Revision
	Amended to Tripartite Agreement

	1.1
	5.21
	Amended Wording
	Be more specific

	1.1
	5.23
	Amended Wording
	Be more specific

	1.1
	6.6
	Amended Wording
	Be more specific

	1.1
	6.11
	Amended Wording
	Be more specific

	1.1
	Annex 1
	L7 Mst
	Inclusion of omitted funding group

	1.1
	Annex 3
	Added Word
Removal
	Inclusion of ‘Sample’
National Insurance Number

	1.1
	Annex 4
	Addition
	Inclusion of E-mail address
ER Declaration – inclusion of right to live and work in UK
Contact E-mail address

	1.1
	Annex 5
	Added Word

Removal
	Inclusion of ‘Model’
Inclusion of ER E-mail address and ER Contact No
National Insurance Number

	1.1
	Annex 6
	Amended
	Point 5: Tripartite Agreement
Point 6: As designated
Point 11: Removal of career opportunities

	1.1
	Annex 7
	Amended
	Inclusion of E-mail address
HLA Responsibilities Point 17: Include Training Provider
ER Declaration – reformat
Point 10: inclusion of right to live and work in UK
Training Provider Declaration Point 5: Removal of workplace reference

	1.1
	Annex 8
	Addition
	Definition: Inclusion of HEI equivalent definition

	1.2
	5.28
	Change to claim submission date
	Slightly brought forward claim submission date

	1.2
	5.13
	Change to claim submission date
	Slightly brought forward claim submission date

	1.2
	5.25
	Change to claim submission date
	Slightly brought forward claim submission date

	1.2
	5.7
	Change to claim submission date
	Slightly brought forward claim submission date

	1.2
	5.7
	Removal
	Removal of text in brackets

	1.2
	6.7 - 6.9
	Removal
	Replaced with Section 7

	1.2
	7
	Inclusion
	Disability Support policy now included at section 7

	1.2
	7
	Amendment
	Protection of Personal Data moved to section 8

	1.2
	Annex 2
	Removal
	Removal of ‘Industrial’ from Applied Science programme

	1.3
	7.8
	Addition
	Inclusion of ‘ideally’

	1.3
	7.17
	Amendment
	Number of quotes required 

	1.3
	7.22
	Amendment
	Word – Disabled

	1.3
	7.25
	Inclusion
	Bullet Point

	1.3
	7.33
	Amendment
	Payments

	1.3
	7.34
	Updated
	Non usage payment increase

	1.3
	7.36
	Amendment
	Number of quotes required 

	1.3
	7.42
	Update
	Payments

	1.3
	Annex 13
	Inclusion
	Sample Disability Evidence Form

	1.4
	Throughout the document
	Wording amendment
	Should to Must

	1.4
	Throughout the document
	Amendments
	Minor word and grammatical errors

	1.4
	1.3
	Amendments
	Changes from level 4-8 to 4-7

	1.4
	2.5
	Amendments
	Change to bullet point A and B

	1.4
	3.5
	Amendment
	Induction checklist requirement

	1.4
	3.21
	Amendment
	We will issue HLA Certificates encrypting them to ensure data protection

	1.4
	4
	Amendment
	Title Changed from Compliance to Compliance Obligations

	1.4
	4.3
	Amendment
	Wording change

	1.4
	4.12
	Amendment
	Or training provider equivalent

	1.4
	5
	Amendments
	Various amendments throughout Section 5 – Funding

	1.4
	7.20
	Amendment
	To make clear what is required to claim the £20

	1.4
	7.38
	Amendment
	Increased from 8 weeks to 12 weeks

	1.4
	7.41
	Removal
	Not required as info needed is available at 7.39

	1.4
	Annex 1
	Addition
	New Funding table applies from cohort 26/27

	1.4
	Annex 2
	Updated
	Updated to include New HLAs for the 26/27 cohort

	1.4
	Annex 6
	Addition
	Bullet Point numbering added

	1.4
	Annex 7
	Amendment
	Amendment to Employer Declaration

	1.4
	Annex 11
	Amendments/Removal
	Minor Amendments and removal of section 3

	1.4
	Annex 12
	Removal
	Removal of purchase order number requirement

	1.4
	Annex 13
	Removal
	Removal of Section 3 – Details on Disability
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