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Summary

 

Is the job for at least 
30 hours per week? 

Yes No 

The role may not be suitable for 
an apprentice. Contact 
rcht.apprenticeships@nhs.net. 

Will the contract be fixed 
term? 

No Yes 
Contact 
rcht.apprenticeships@
nhs.net. 

Can the organisation deal effectively 
in the short / medium term without 
an experienced person in this role? 

Yes 

No 

Could the job / role 
description be amended to 
accommodate an apprentice? 

Yes No 

Recruit following 
Trust recruitment 
approval process. 

The role may be suitable for an 
apprentice. Contact 
rcht.apprenticeships@nhs.net. 

Yes 

Yes 

Contact People Partner to see whether 
suitable Job Description already exists or 
use template to write job description and 
specification. 

Agree an Apprenticeship Pathway 
with Learning and Development who 
will source and liaise with a training 
provider. 

Complete Request to 
Recruit via TRAC and 
follow the current 
recruitment process. 

Recruit using 
recruitment process 
and policy. 

Release for off job 
paid training with an 
approved training 
provider. 
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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation. 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and 
sensitive data. The legal basis for processing must be identified and documented before 
the processing begins. In many cases we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team. 

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 

1.1. An apprenticeship is a real job that enables individuals to earn while they learn, 
gaining valuable knowledge, skills and behaviours tailored to a specific job role. 
The duration of an apprenticeship varies from eight months to five years to 
complete depending on the level. They can be for dedicated new apprenticeship 
roles, or for a substantive colleague already employed who is looking to develop 
new skills and knowledge. 

Name Level Equivalent educational level 

Intermediate Two Five GSCE passes at grades A* to C 
(4+). 

Advanced Three Two A level passes. 

Higher Four, five, six Foundation degree and above. 

Degree Six Bachelor’s degree. 

1.2. From 1 January 2026, the government is changing how level seven 
apprenticeships are funded. Level seven apprenticeships will continue to be 
government-funded for young people aged 16 to 21, and for care leavers or 
those with an Education, Health and Care Plan (EHCP) who are under 25 at the 
start of their apprenticeship in England. 

1.3. Any apprentice who started a level seven apprenticeship before 1 January 2026 
will continue to be funded through to completion. 

1.4. Apprenticeships will play a pivotal role in upskilling new and existing colleagues 
as part of the NHS 10 year Plan (2025) supporting the themes of: 

• Hospital to Community. 

• Analogue to Digital. 

• Treatment to Prevention. 

1.5. Whilst there is no formal target for the number of apprentices a public sector 
organisation should employ; they will play a pivotal role in ensuring the Trust 
recruits locally expanding opportunities for the unemployed and economically 
inactive. 

1.6. In April 2017 a levy payment of 0.5% of the total pay bill was introduced to 
create long term investment to support the development of apprentices. The 
apprenticeship levy name was changed in 2025 following the launch of Skills 
England and is now called the Growth and Skills levy. It can only be used to pay 
for the delivery of the Apprenticeship and the End Point Assessment. It cannot 
be used for any other purposes including supporting apprenticeship pay. 

1.7. The Trust can transfer up to 50% of its annual levy payments to other 
organisations to support the growth of apprenticeships and this is known as a 
levy transfer. 
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1.8. This version supersedes any previous versions of this document. 

2. Purpose of this Policy/Procedure  

2.1. The purpose of the policy is to improve access to and take up of a wide range of 
Apprenticeships for new and existing staff. 

2.2. To ensure that apprentices are recruited and treated fairly within the workplace. 

2.3. To give guidance to managers on apprentices who may be under the age of 18, 
recognising the NHS safeguarding responsibilities to these individuals, and 
ensuring that apprentices have a focused career. 

3. Scope 

3.1. This policy applies to all employees of Royal Cornwall Hospitals NHS Trust 
(RCHT). 

3.2. All staff are eligible to enroll on an apprenticeship whether they are new recruits 
or existing staff wanting to develop within their current role or embark on a new 
career. They will need to have been a UK resident for three years. 

3.3. If an apprentice is over the age of 19 there is no longer a requirement for them to 
hold a GCSE level pass or Functional skills level two in English and Math’s 
however this is at the employer’s discretion. For some clinical apprenticeships or 
where an apprentice may want to progress onto a degree level apprenticeship 
this may still be required. English and Math’s may also be stipulated within the 
entry criteria of the apprenticeship training provider. 

3.4. To apply for an Apprenticeship a person must be: 

• 16 years or over. 

• Living in England. 

• Not in full-time education. 

• Not have more than 50% prior learning/work experience of an 
apprenticeship standard. 

4. Definitions/Glossary 

• Apprenticeship standards - Groups of employers (trailblazers) are working 
together to design new world-class apprenticeship standards that respond to the 
needs of their industries: 

❖ The standards show what an apprentice will be doing and the skills required of 
them, by job role. Apprenticeship standards will be matched to job roles within 
the NHS. 

• Apprentice - A person undertaking an apprenticeship. 

https://www.instituteforapprenticeships.org/apprenticeship-standards/
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• Apprenticeships - An apprenticeship is a genuine job with an accompanying 
skills development programme. Through their apprenticeship, apprentices gain 
the technical knowledge, practical experience and wider skills they need for their 
immediate job and future career. The apprentice gains this through a wide mix of 
learning in the workplace, formal structured learning time and the opportunity to 
practice new skills in a real work environment. 

• Growth and Skills Levy - A levy on UK employers to fund new apprenticeships. 
The levy is 0.5% of the Trust’s pay bill, the Trust can then access to fund 
apprenticeships via the Digital Account Service using registered, accredited, 
training providers. (Gov UK, 2017). 

• End Point Assessment (EPA) - The name given to a series of tests an 
apprentice must take to prove their ability to do the job they have been training 
for. These tests take place at the end of an apprenticeship following a period of 
training and development often referred to as the on-programme period. 

• Skills England – Works with partners to create better skills for better jobs, 
enabling growth and opportunity. Skills England is an Executive Agency 
sponsored by the Department of Education. 

• Salisbury Framework- designed to replace the previous Dynamic Purchasing 
System (DPS) for apprenticeship training and endpoint assessment services. It 
aims to facilitate the procurement of training services for eligible public sector 
organizations, ensuring that they can access high-quality educational resources 
to develop their workforce. 

• Training Provider – Training providers must be registered to deliver 
apprenticeships in order to access the funding. A full list of training providers and 
the apprenticeships they can deliver are available on the digital apprenticeship 
service. Training providers must also be on the NHS Salisbury. 

5. Ownership and Responsibilities  

5.1. Role of Board Members/Senior Managers 

Board members/senior managers recognise and value the role of apprentices 
within the NHS. 

5.2. Role of the Managers 

Managers are responsible for:  

• Giving due consideration to recruiting apprentices when roles become 
vacant ensuring that recruitment targets set in workforce plans are being 
met. 

• Seeking support and guidance from their People Partner team and the 
Apprenticeship Lead when undertaking workforce re-design to consider the 
role of apprentices. 

• Following the agreed process for the recruitment of apprentices. (see 
Appendix 3 for Apprentice Recruitment Checklist). 
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• Ensuring that the role will receive the level of supervision and 
mentoring/practice assessment required. 

• Ensuring any apprentices are recruited in line with the Trust’s Recruitment 
Policy. 

• Encouraging opportunities for existing staff to undertake an apprenticeship 
programme as part of their development. 

• Liaising with the Apprenticeship Lead throughout the recruitment process to 
complete the application for apprenticeship training, informing start and end 
dates of the apprenticeship contract. 

• Raising any concerns with the progress or performance of the apprentice 
and, if the apprentice is off sick for more than two weeks, with both the 
Apprenticeship Lead and the training provider. 

• Ensuring that the apprentice is released for training and provided with 
appropriate time, support and supervision to complete their studies in line 
with the off job paid training requirements. 

• Ensuring that the apprentice is allocated the appropriate work tasks to 
enable the requirements of the Apprenticeship Standard to be met. 

• Managing the apprentice in line with Trust policies and procedures. 

• Where possible, on completion of the apprenticeship, supporting the 
apprentice to gain employment within the NHS and, if this is not possible, 
within the wider health and care sector. 

• Ensuring that the apprentice is supported in the workplace, ensuring they 
are not subject to any discrimination or workplace bullying. This will include 
ensuring the team are aware of the role of the apprentice and the 
implications this may have for the team. 

• Where the apprentice is a young person, the manager should: 

❖ Ensure they receive appropriate support within the workplace, 
recognising they may have additional needs. 

❖ Be mindful that: 

➢ A young person under the age of 18 years and those under the age of 
24 years, who have left care, are safeguarded under the Children’s 
Act 2004. The Cornwall and Isles of Scilly Healthcare Organisation’s 
Child Protection and Safeguarding Policy, provides full details of the 
Trust’s obligation to protect those who fall into this category. 

➢ A young person will need the support and supervision to develop the 
work skills and behaviours that are required for the role. 

➢ A young people, due to limited life experiences, are particularly 
vulnerable to emotional upset and risk of injury. 
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❖ They may: 

➢ Find particular situations and environments challenging so may 
require additional support. 

➢ Encounter unfamiliar risks from the jobs they will be doing and from 
the working environment. 

➢ Lack experience or maturity or may be unaware of how to raise 
concerns. 

➢ May not have reached physical maturity and therefore lack the 
strength demanded. 

• Ensure that any concerns or disclosures of suspected abuse are escalated 
in line with the above NHS policy. 

• Refer to the Trust’s Employment of Young People Policy. 

5.3. Role of the Apprenticeship Lead 

The Apprenticeship Lead is responsible for: 

• Supporting managers to identify those roles that can be converted into 
apprenticeship posts. 

• Assisting managers with on-going support with the recruitment of 
apprentices. 

• Assisting managers with identifying suitable learning and development 
opportunities to further develop staff. 

• Where appropriate, identifying and commissioning Apprenticeship Standards 
with external training providers. 

• Tracking, monitoring and managing compliance of those on apprenticeship 
programmes and taking appropriate action to maximise retention and 
success rates. 

• Promoting the value and benefit of recruiting apprentices and ensuring that 
managers and staff are informed of all the apprenticeship programme 
opportunities. 

• Offering information, advice and guidance to members of staff prior to 
undertaking an apprenticeship programme. 

• Ensure apprenticeship funding rules are adhered to when new apprentices 
are registered with a training provider. 

• Administrating and monitoring the Trust Apprenticeship Digital account. 
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5.4. Role of apprentices 

Apprentices will: 

• Be committed to the completion of the Apprenticeship Standards within the 
approved duration of the relevant apprentice programme. 

• Adhere to all Trust policies and procedures and act in accordance with Trust 
values and behaviours. 

• Attend all time-tabled study days and inform the manager if unable to do so. 
All off the job training time should be utilised in apprenticeship study only. 

• Complete assignments and any allocated work within the time specified. 

• Alert their manager if experiencing any difficulties that may affect progress 
on the apprenticeship. 

6. Standards and Practice 

6.1. Existing Staff Undertaking Apprenticeship Standards 

6.1.1 Apprenticeships are available for all staff regardless of age, banding 
or role and thus should, where possible, be viewed as the preferred 
learning and development solution for staff. Apprenticeships meet the 
development needs of staff wishing to further develop within their 
roles or those seeking promotion and a change in role. 
Apprenticeships are particularly appropriate when new roles are 
being developed. 

6.1.2 Gaining a relevant apprenticeship can be stipulated as part of the job 
description or, alternatively, can be identified through the Personal 
Development Review process. 

6.1.3 The application process for existing staff is on the intranet, 
Apprenticeships | Intranet - Royal Cornwall Hospitals Trust or by 
contacting the Apprenticeship Lead. 

6.1.4 Staff will be required to complete the RCHT Apprenticeship 
Application form, which must be signed by their line manager, and 
agree to: 

• Attend all the required training. 

• Complete assessment plans within the required timescale. 

• Complete the apprenticeship within the time-scale set including 
the end point assessment. 

6.1.5 Release for training will be negotiated with the manager in line with 
the required off job training hours agreed with the training provider 
and Apprenticeship Lead. 

http://intranet-rcht.cornwall.nhs.uk/brilliant-people/learning-development/apprenticeships/
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6.1.6 Staff who are supported to undertake training of greater than 15 
hours per week are expected to demonstrate a level of commitment 
to NHS healthcare in Cornwall and to utilise the skills and knowledge 
they have obtained. Therefore, there is an expectation that they will 
remain in post for a period of 12 months following completion of their 
qualification. 

6.2. Pay and Conditions for All New Apprentices as From Date of 
Publication of the Policy 

6.2.1 New employees joining the NHS in an apprenticeship role will have a 
written fixed term contract of employment and will be subject to the 
same policies and procedures of any other member of staff. The 
duration of the apprenticeship will be specified, however it must not 
exceed five years, and the end of the apprenticeship will be 
confirmed on their contract. As the apprentice nears the end of their 
contractual programme there will be opportunities at key stages to 
discuss future development and career progression within the NHS. 

6.2.2 Their rate of pay is paid at 70% of the bottom point of agenda for 
change for the pay banding of the role or, for the direct entry 
externally recruited for the first 12 months of the apprenticeship. 

6.2.3 For apprenticeships which last longer than twelve months, payroll will 
ensure pay meets the national minimum wage after they have 
completed their first year; this varies according to their age. 

6.2.4 For higher level apprenticeships (Level four and above) whose 
duration is more than two years, and where the apprentice is 
externally recruited, the apprenticeship pay scale should continue to 
either be 70% of the bottom point of agenda for change for the pay 
banding of the role or be increased to the national minimum wage 
every year after year one until completion. 

6.2.5 Where an existing member of staff commences a working 
apprenticeship, they will remain on their current pay and job banding. 
They will need to be employed in a role that would allow them to 
meet the apprenticeship standards. This may require them to apply 
for a different job role and then seek approval from their new 
manager to apply for an apprenticeship. 

6.3. Study Time (Off the job training) 

6.3.1 Adequate paid study time will be agreed with the line manager 
which will include those training elements which will be delivered in 
either the workplace or at an external location by the training 
provider as part of the approved programme. This will include 
meetings with representatives of the training provider and any skills 
assessment. 

  

https://www.gov.uk/national-minimum-wage-rates
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6.3.2 The minimum off the job training hours are six per week however 
will vary depending on the apprenticeship standard. Off the job 
training hours must be completed within paid work hours and not in 
the apprentices’ own time. 

6.3.3 As an exception, if off the job training does take place outside of the 
apprentices normal working hours (e.g. evening or weekends) the 
apprentice must agree to this and be compensated for this time 
either being paid or given time off in lieu. 

6.3.4 Apprentices should also be encouraged to develop new skills and 
take advantage of any relevant in house training. 

6.3.5 There is an expectation that the apprentice will need to complete 
some study in their own time. Paid training time needs to meet the 
required off job training requirement for the apprenticeship. 

6.4. Progression 

6.4.1 Apprentices employed on a fixed term contract will be encouraged 
to apply for suitable vacancies when they reach Gateway and prior 
to commencing the End Point Assessment. 

6.4.2 Existing colleagues completing Clinical Degree level 
apprenticeships such as the Nursing Associate, Registered Nurse 
or AHP apprenticeships are expected to be offered a role within 
RCHT at the end of their training and they should be interviewed for 
any vacancies. This is on condition that they successfully complete 
the apprenticeship and do not start their new role until they are 
awarded their Nursing and Midwifery Council Personal Identification 
Number (NMC PIN) or Health and Care Professions Council 
(HCPC) registration. 

6.4.3 If the apprentice role develops to an established NHS post the 
substantive pay grade will be subject to job matching where 
appropriate and appointment to the role will be consistent with NHS 
Recruitment Guidance. Support will be offered to complete any 
outstanding qualification, or the start date of the new role phased or 
delayed subject to operational requirements. 

7. Dissemination and Implementation 

7.1. This policy will be disseminated to all Trust staff members via the document 
library. 

7.2. The Learning and Development team will hold a number of events to inform 
Trust staff. Regular information and advertising will be circulated using RCHT 
communication systems. 
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8. Monitoring compliance and effectiveness  

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

• Numbers of apprentices being recruited into the Trust. 

• Number of existing staff signing up to undertake 
Apprenticeship Standards. 

• Utilisation of the Growth and Skills Levy limited the expiry of 
funds after two years. 

Lead Apprenticeship Lead 

Tool 

• Reporting to Operational Workforce Group. 

• NHS England reporting system. 

• Monthly reports from training providers. 

Frequency Quarterly 

Reporting 
arrangements • Quarterly report sent to NHS England. 

Acting on 
recommendations 
and Lead(s) 

Dual Chief People Officer 

Change in practice 
and lessons to be 
shared 

• Required changes to practice will be identified and actioned 
within three months. 

• A lead member of the team will be identified to take each 
change forward where appropriate. Lessons will be shared with 
all the relevant stakeholders. 

9. Updating and Review 

9.1. This policy will be reviewed by the Apprenticeship Lead no less than every three 
years unless an earlier review is required. 

9.2. Revisions can be made ahead of the review date when the procedural document 
requires updating. Where the revisions are significant and the overall policy is 
changed, the author should ensure the revised document is taken through the 
standard consultation, approval and dissemination processes. 

9.3. Where the revisions are minor, e.g. amended job titles or changes in the 
organisational structure, approval can be sought from the Executive Director 
responsible for signatory approval, and can be re-published accordingly without 
having gone through the full consultation and ratification process. 
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10. Equality and Diversity 

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment. The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, 
gender, gender reassignment, marital status, domestic circumstances, disability, 
HIV status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done. This policy concerns 
all aspects of employment for existing staff and potential employees.  

10.3. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Apprenticeship Policy V3.0. 

This document replaces (exact 
title of previous version): 

Apprenticeship Policy V2.0. 

Date Issued/Approved: October 2025 

Date Valid From: November 2025 

Date Valid To: November 2028 

Author/Owner: Nicola Pryke, Apprenticeship Lead. 

Contact details: 07780 554212 

Brief summary of contents: 
The purpose of this policy is to improve access to 
and take up of a wide range of apprenticeships for 
new and existing staff. 

Suggested Keywords: 
Apprentice, apprenticeship levy, end point 
assessment. 

Target Audience: 

RCHT:  Yes 

CFT: No 

CIOS ICB:  No 

Executive Director responsible 
for Policy: 

Duel Chief People Officer. 

Approval route for consultation 
and ratification: 

JCNC – Joint Consultancy Negotiation Committee. 

Manager confirming approval 
processes: 

Assistant Director of Workforce Transformation. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Leanne Austin, People Experience Manager and 
Interim People, Risk, Policy and Governance 
Manager. 

Links to key external standards: None required. 
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Information Category Detailed Information 

Related Documents: 

• Mandatory and Statutory Training Policy. 

• Management of Corporate and Departmental 
Induction Policy. 

• Health and Safety Policy of Young People in the 
Work Environment (HSP 18). 

• Safeguarding and Prevent Policy. 

• Health and Safety at Work Policy. 

• Performance Support Policy. 

• Recruitment Policy. 

• Appraisal Policy. 

• RCHT Apprenticeship Handbook. 

Training Need Identified: No 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet and Intranet 

Document Library Folder/Sub 
Folder: 

Human Resources 

Version Control Table  

Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

April 2018. V1.0. Initial issue. 

Helen Lynch 

Lead Vocational 
Educator. 

December 
2021. 

V2.0. 

• A chart showing a summary of the 
apprenticeship process has been added 
(page 2). 

• Change to requirements for English and 
Maths qualifications (Section 3.3). 

• Changes to pay arrangements for direct 
entry apprentices (Section 6.2). 

• Removal of tiered pay percentages 
(Section 6.2). 

• Change of apprenticeship frameworks to 
standards in accordance with 
government requirements. 

Nikki Pryke 

Apprenticeship 
Lead. 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138354
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137727
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10137727
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10159333
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10159333
https://www.gov.uk/government/publications/the-prevent-duty-safeguarding-learners-vulnerable-to-radicalisation/the-prevent-duty-an-introduction-for-those-with-safeguarding-responsibilities
https://www.england.nhs.uk/publication/health-and-safety-policy/
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10163220
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10140339
http://doclibrary-rcht-intranet.cornwall.nhs.uk/GET/d10138693
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Date 
Version 
Number 

Summary of Changes 
Changes Made 
by 

• Application form removed with link to the 
appropriate intranet page added. 

August 
2025. 

V3.0. 

• Changes to apprenticeship levels 
following the defunding of Level seven 
apprenticeships. (section 1.1). 

• Changes to terminology with the 
introduction of Skills England. (Section 
1.3). 

• Addition of Skills England and NHS 
Salisbury Framework in 
Definitions/Glossary (Section 4). 

• Role of apprentice (Section 5.4) addition 
regarding ff the job training time. 

Nikki Pryke 

Apprenticeship 
Lead. 

All or part of this document can be released under the Freedom of Information Act 
2000. 

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  

The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the 
strategy/policy/proposal/service 
function to be assessed: 

Apprenticeship Policy V3.0 

Department and Service Area: Human Resources 

Is this a new or existing document? Existing 

Name of individual completing EIA 
(Should be completed by an individual 
with a good understanding of the 
Service/Policy): 

Nikki Pryke, Apprentice Lead 

Contact details: 07780 554212 

 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 

(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed). 

• To ensure that each Care Group actively recruits 
apprentices into identified posts and that existing 
apprentices are provided with opportunities to 
undertake apprenticeship qualifications to further 
develop skills. 

• A fair and equitable recruitment process is followed for 
both new and existing apprenticeships. 

2. Policy Objectives 

• The purpose of the policy is to improve access to and 
take up a wide range of apprenticeships for new and 
existing staff. 

• To ensure that apprentices are recruited and treated 
fairly within the workplace. 

• To give guidance to managers on apprentices who may 
be under the age of 18 recognising the NHS 
safeguarding responsibilities to these individuals and 
ensuring that apprentices have a focused career. 

• Increase number of apprentices in post across RCHT for 
new and existing staff. 

• Ensure the percentage of apprentices remains well within 
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Information Category Detailed Information 

the public sector target. 

• Utilisation of the apprenticeship levy to ensure funds do 
not expire. 

3. Policy Intended 
Outcomes 

• Increase number of apprentices in post across RCHT for 
new and existing staff. 

• Ensure the percentage of apprentices remains well within 
the public sector target. 

• Utilisation of the apprenticeship levy to ensure funds do 
not expire. 

4. How will you measure 
each outcome? 

• Public sector target. 

• Apprenticeship survey. 

• Levy funds. 

5. Who is intended to 
benefit from the policy? 

New recruits, existing staff, patients and the Trust. 

6a. Who did you consult 
with? 

(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients/visitors: No 

• Local groups/system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 

• JCNC – Joint Consultancy Negotiation Committee. 

• ELT - Executive Leadership Team. 

6c. What was the outcome 
of the consultation?  

Approved 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 

No 

 

7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 
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Protected Characteristic (Yes or No) Rationale 

Age No 

Apprenticeships are available to anyone 
over 16 years and no maximum age. There 
is information and guidance to adjust the 
work environment for young apprentices. 

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No 

• Where appropriate reasonable, 
practicable adaptions will be made. 

• During a period of long-term sickness 
absence, the learner will be entitled to a 
break in learning up to 12 months. 

Religion or belief No  

Marriage and civil 
partnership 

No  

Pregnancy and maternity No 
During a period of maternity leave the 
learner will be entitled to a break in 
learning up to 12 months. 

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) 

No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Nikki Pryke, Apprenticeship 
Lead. 

If a negative impact has been identified above OR this is a major service change, you 
will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Apprentice Recruitment Checklist for Managers 

(Support available from Learning and Development) 

Checklist Completed Comments 

Identify potential for apprentice role. ☐  

Confirm funding for post. ☐  

Identify role and draft job description – use 
JD exemplars. 

☐  

Is the post at least 30 hours per week. ☐  

Is there potential of permanent position at 
end of Apprenticeship. 

☐  

Is there adequate supervision and support 
for in-house training. 

☐  

Does this role link with workforce business 
planning. 

☐  

Liaise with Apprenticeship Lead to source 
appropriate Apprenticeship and Training 
Provider. 

☐  

Complete Request to Recruit. ☐  

Inform Apprenticeship Lead when post is 
authorised for advertising and provide 
details. 

☐  

Organise appropriate values based 
selection activity. 

☐  

Liaise with Training Provider to organise 
Apprenticeship Induction date. 

☐  

 


