Apprentice Onboarding

Lavender International

Final eligibility check

Initial Contact:
» Relevant apprenticeship scheme leaflet or standards

« Delivery model Organisation/apprentice Apprentice Documents: Applicant to Learner status
» Costings sign up form on PICs Employer Agreement: e Confirm Photo ID, Enrolment Tutor to go through training plan with
 Employer commitment and arrange skills scan « Levy or non levy organisation form *  Arrange Skills scan with Manager and apprentice. Review policies,
« Check eligibility: can the work experience be signed off —_ Accepted— date —— « Contract Manager « Complete BKSB, check English employer and apprentice training modules, learning support, set
for chosen method Employer to send * EPA and Maths Quals on LRS. »  Summary impact of prior progress review dates.
« Set up initial call or meeting Liability insurance « NDT method(s) — « Refer to Functional Skills tutor ——— learning knowledge and — | . Discuss reasonable adjustments. + Begin training and evidence
» Chosen method/scheme if needed reduce funding or duration » Detail how English and Maths will be on Smart Assessor.
Confirm: NDT method (any additional charges), recruiting or « Costs » Request evidence of learning * NDT Method Booking form delivered.
upskilling, Levy or non levy organisation, EN4179 or PCN support » Apprentice/employer to sign . Create smart assessor account.
certification. apprenticeship agreement.
Employer:
H&S checklist
Employment Arrangements Confirm enrolment Add apprentice
~— form — — q
date details on DAS

Get Access from employer to
set up apprentice cohort on
DAS

49 or less employees

Key

. Employer Actions
Send extra support form if ploy

small employer (if required)

Process not always

. Internal Process
required

Apprentice Actions

Employer/Apprentice/
Provider Actions
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