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Background 
Scottish Government Youth Employment Strategy is focused on an “all government and all Scotland 
approach” to supporting young people into the workforce. The strategy states that the National Health 
Service is a major employer in Scotland who offers a wide range of job and work experience opportunities. 
It encourages all “NHS Boards to offer apprenticeship opportunities to young people and to identify work 
experience opportunities for young people within the health service.”

NSS are committed to ensuring that the uptake of apprenticeships increases. In response to this, this 
guidance document aims to support managers locally to bring apprentices into the organisation in a way that 
complies with Agenda for Change, is transparent, fair and equitable.

Introduction
This document is a how to guide for any managers who are considering developing an apprenticeship 
programme. Apprenticeships come at different levels: Foundation Level Apprenticeships; Modern 
Apprenticeships; Technical Apprenticeships; Professional Apprenticeships and Graduate Level 
Apprenticeships.  Managers may consider taking on an apprentice at any of these levels.  As the most 
common type of apprenticeship is the Modern Apprenticeship (MA) - with over 80 different frameworks 
available - this document will focus on the MA but the given guidance applies equally to all levels.

A checklist that provides a summary of tasks involved in developing an apprenticeship programme can be 
found on the dedicated Apprenticeship page on HR Connect.

Modern apprenticeships in Scotland 
This section provides an introduction to Modern Apprenticeships in Scotland. It includes:

 z What are Modern Apprenticeships?
 z Who develops them?
 z Who are they for?
 z What’s in a Modern Apprenticeship?                                      

What are Modern Apprenticeships?

Modern Apprenticeships offer those aged over 16 paid employment combined with the opportunity to train 
for jobs at craft, technician and management level.

Who develops them?

Modern Apprenticeship frameworks are developed by Sector Skills Councils (SSCs). SSCs consult with 
employers and key partners in their sector to produce a training programme, which meets the needs of 
employers.

Who are they for?

Modern Apprenticeships are available to people aged 16 or over. Employees need to demonstrate to their 
employer that they have the potential to complete the programme.

What’s in a Modern Apprenticeship?

Modern Apprenticeship frameworks are designed to deliver a training package around a minimum standard 
of competence defined by employers through SSCs. They all contain the same three basic criteria:

 z A relevant S/NVQ (or alternative competency based qualifications)
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 z Core skills
 z Industry specific training 

 
Setting up a Modern Apprenticeship Programme 
 
A step-by-step guide has been created by Skills Development Scotland (SDS) to support public sector 
organisations introduce Modern Apprenticeships to their workforce.  This useful document can be found 
on the dedicated Apprenticeship page on HR Connect. 
 

Funding for the apprenticeship 
 
This section provides information on funding for Modern Apprenticeships. It highlights:  
 
Available funding for public sector 
 
Although there is no upper age limit for recruiting apprentices, managers should be aware of funding that 
is available for Public Sector as outlined below: 

 z Government funding for individuals aged 16-19 who work within the Public Sector is available for any  
 apprenticeship framework, with no restriction on the length of time in employment.

 z Government funding for individuals aged 20-24 who work within the Public Sector is only for new   
 employees who have been in the job no longer than six months.

 z Government support for individuals aged 25+ who work within the Public Sector is restricted to   
 Construction.

 z Please note that discussions are currently taking place on funding for disabled groups and young   
 people coming out of care. We are currently awaiting a Scottish Government directive on this but the  
 upper age limit looks set to increase to 29 years for those who fall into either of these groups. 
 
The table of contributions can be found on the Skills Development Scotland website:  
http://www.skillsdevelopmentscotland.co.uk/media/43172/ma-contribution-table-17-18.pdf 
 
For example, Business & Administration Level 3 funding for 16-19 year old is £2,700. This is paid to 
the training provider by SDS and covers all training. If the apprentice is aged 20-24 then £1,500 will 
be available to fund training.  The employer would have to pay the difference of £1,200 to the training 
provider. No funding for Public Sector is available for 25+ age group except in Construction. 
 
The organisation will meet all salary costs and expenses associated with employing the apprentice in line 
with the NSS expenses policy.  

Workforce planning and apprentices
This section highlights the importance of workforce planning. It includes:  
 
Definition of workforce planning and brief explanation of what it involves 

What does workforce planning involve?

The first consideration an SBU needs to take before embarking on employing more young people into
the workforce is workforce planning. Workforce planning is a process to ensure that the right number of 
people, with the right skills are employed in the right place at the right time to deliver an organisation’s 
short and long-term objectives. This is normally led by your SMT and the HR Business Partner and 
managers at all levels are responsible for contributing to this process.

Workforce planning is about generating workforce information, analysing it to inform future demand for 
people and skills. The information should then be translated into a set of actions that will help shape and 
develop the future workforce. The process encompasses the whole organisation and requires buy-in at  
all levels to be effective. It should seek to enable co-operation and collaboration between managers and 
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senior management decision makers to ensure everyone is engaged in the change. If you are considering
an apprenticeship programme a good starting point would be to speak to your line manager, HR Business 
Partner or senior management team (SMT).

For more information on workforce planning please visit the ‘Workforce Planning’ section on HR Connect. 

Stakeholder responsibilities
 
This section highlights roles and responsibilities of stakeholders. It includes:
 

 z Skills Development Scotland
 z Awarding bodies
 z Training providers
 z Line manager and NSS
 z Modern Apprentices
 z Mentor
 z Buddy
 z Supervisor

 
Role of Skills Development Scotland
 
Modern Apprenticeship frameworks are used by employers as part of their workforce development to 
train new employees and up-skill existing members of staff. They can be (and often are) used regardless 
of whether financial support is available from the delivery body who currently provides a ‘contribution’ 
towards the cost of delivery. However, only approved frameworks will be eligible for funding support from 
Skills Development Scotland who should be contacted to establish the availability and level of support for 
each framework.

For further information, visit the Skills Development Scotland website.

Skills Development Scotland provides organisations with advice and guidance on training providers 
available for each framework. They also provide individuals with details of the range of apprenticeship 
frameworks as well as current opportunities. 
 
Other responsibilities include:

 z Supporting the apprentice with ongoing career planning advice.
 z Signposting candidates to suitable vacancies.
 z Promoting the apprenticeship route on the Skills    

 Development Scotland website.
 z Facilitating recruitment events that bring together  

 jobseekers and opportunity providers.

Role of the awarding bodies

A significant proportion of a modern 
apprenticeship is based on the assessment 
of the apprentice against S/NVQs or S/NVQ 
units. These qualifications are accredited by 
the SQA Accreditation and the Office of the 
Qualifications and Examinations Regulator and 
are offered by Awarding Bodies.

It is the responsibility of the Awarding Bodies to 
ensure that centres are approved, that assessors 
and verifiers are suitably qualified, trained and 
monitored, and that all of the assessment criteria of 
the units are fully met.
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Role of the training provider

The role of the training provider is important to the success of the apprenticeship. A training provider 
can be a further education college or university, a private or voluntary training company or in some 
cases the employer themselves (internal delivery model) or employer partnerships. At this time, as 
NSS is not a Registered Centre, a ‘hybrid’ model is in operation. The organisation shares roles and 
responsibilities with an external training provider, or other employer, to deliver the apprenticeship 
programme.

For a Modern Apprenticeship, training providers are responsible for:

 z Confirming an appropriate MA framework and appropriate SVQ level for candidates.
 z Agreeing the training needs of the candidates.
 z Agreeing roles and responsibilities for ‘on the job’ training.
 z Agreeing where ‘off the job’ training will be required and defining roles and responsibilities for this   

 with relevant parties.
 z Ensuring trainee/candidate has access to the best quality training opportunities available.
 z Ensuring that the modern apprentices and employers fully understand the principles and processes   

 of the assessments.
 z Registering of MA candidates with SDS and the relevant Skills Sector Council.
 z Compiling and agreeing assessment schedules / assessment plans.
 z Judging performance evidence.
 z Completing assessment records.
 z Reviewing candidates progress at regular intervals.
 z Submitting records and evidence for moderation.
 z Advising the modern apprentice who to approach for support, advice, encouragement and in case of  

 complaint.

Training providers may also offer to help advertise for and recruit the modern apprentices. Many 
already have young people registered with them who are waiting for the opportunity to apply for 
relevant MA guides as they become available. 

For some, these services are free, for others there is a cost attached. Before appointing a training 
provider for such support, advice should be sought from HR Services to ensure that this is compliant 
with the NSS Recruitment Policy. 
 
A full list of training providers that have been quality assured and who are contracted by SDS, can be 
found here, listed by MA framework:

www.apprenticeships.scot/take-on-an-ma/find-a-training-provider/ 
 
Role of the line manager and NSS

Line manager and NSS responsibilities include: 

 z Recruiting apprentices onto fixed-term contracts for the 
duration of their training period.

 z Paying all  apprentices in accordance with the NHS 
Agenda for Change pay, terms and conditions and in 
line with current legislation.

 z Agreeing roles and responsibilities for ‘on the job’ 
training.

 z Agreeing where ‘off the job’ training will be required 
and define roles and responsibilities for this with 
relevant parties.

 z Highlighting opportunities for the apprentice to 
demonstrate competence.

 z Meeting with trainers, assessors, verifiers and the 
apprentices to review progress
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 z Witnessing candidate performance and verifying evidence.
 z Releasing apprentices for college/‘off-the-job’ training in line with their training plan.
 z Ensuring the experience, facilities and training necessary to achieve the outcomes of the training plan.
 z Supporting and encouraging apprentices.
 z Taking responsibility for the health and safety of apprentices.
 z Monitor and review the apprentice’s performance in line with NSS Personal Development and Planning  

 review  Policy 
 
Role of the apprentice 

Apprentices have the same responsibilities to their employer as any other employee. In addition they have 
a range of commitments to their training programme.

Apprentices’ responsibilities include: 

 z Agreeing to NSS’s terms and conditions of employment.
 z Agreeing a training and development plan with all parties involved.
 z Undertaking development in line with agreed training plan.
 z Attending meetings with trainers, assessors and verifiers as required.
 z Attending external training where required.
 z Providing evidence of competence.
 z Developing a collection of evidence (portfolio) and retain ownership of this throughout.
 z Demonstrating behaviours that are in line with the NSS Values. 

 
Role of a mentor 

Traditionally, mentoring in the workplace has tended to describe a relationship in which a more 
experienced colleague uses his or her greater knowledge and understanding of the work or workplace to 
support the development of a more junior or inexperienced member of staff. Mentoring involves the use of 
the same models and skills of questioning, listening,  and clarifying associated with coaching but the key 
difference lies with the sharing of expertise, experience  and knowledge. 

The role of a mentor could be very helpful for an apprentice in the workforce as it could provide a
neutral person to talk to about issues who isn’t their line manager. It is recommended that each SBU 
consider if a mentor role could be developed in the SBU to support the apprentice in their role. If 
mentoring is something new to an SBU then training on the role of a mentor could be provided.

Before appointing a mentor please speak to the NSS Learning and Development Team. 

Role of a buddy 

The role of buddy is particularly important when an apprentice first starts. Another young person in the 
team, or indeed another apprentice within the organisation, can be assigned to help the apprentice settle 
in eg accompany them to lunch until they make their own group of friends. A buddy is someone that the 
young apprentice can relate to socially. 

Role of a supervisor 
 
One or more supervisors are advisable if the apprentice is going to be rotating round different teams within 
the organisation to gain the opportunity to learn from those who are experts in their own subject matters. 
 

Recruitment and selection
This section provides guidance on the recruitment and selection process. It includes:

 z NSS recruitment
 z job descriptions
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 z modern apprentice payment
 z terms and conditions
 z employment status of apprenticeship
 z where should I advertise
 z selection process
 z assessment centres
 z contracts.

NSS recruitment

NSS will recruit and employ apprentices across the organisation in line with NSS and SBU workforce plans 
and service requirements. Recruitment of apprentices will be in accordance with NSS Recruitment Policy.

People can enter a modern or higher level apprenticeship from the age of 16. There is no upper age 
limit, however, managers should be aware of the available funding based on age for public sector. For 
information on this please see section on ‘Funding for MA guide’ on page 2

Job descriptions

1)  The role of the apprentice will be captured in an agreed job description in line with the Agenda for   
 Change template. The job description would: 

a. Define the role that the apprentice will be required to undertake throughout the duration of the
 fixed-term training contract. This assumes that after a normal period of induction and settling in the   
 apprentice should be able to undertake the duties defined within the job description but will receive   
 further training in line with their training contract to consolidate/enhance their skills and competencies. 

 i.   A job description would be required and would be evaluated under NHS Job Evaluation Scheme to  
      determine appropriate pay band/grade

 ii.  The post holder would be paid in accordance with the evaluated band outcome of the job       
      description

b.  Define the role that the apprentice is expected to develop into during their fixed-term contract.
   This assumes that the individual will not be fully competent in the role until the end of the fixed-term  
   contract.

 i.   A job description would be required and would be evaluated under the NHS Job Evaluation Scheme  
      to determine the appropriate pay band/grade

 ii.  The post holder may be paid in accordance with Annex U of the Agenda for Change Handbook   
         subject to a minimum hourly rate of £8.45 per hour (April 2017 rates) in accordance with    
         requirement to pay the Scottish Living Wage 
 
A NSS Job Description template can be found on the dedicated Apprenticeship page on HR Connect. 
An example of a job description for a Business and Administration MA can also be found on HR Connect. 
 
Apprentice payment

Apprentices are employed on a fixed-term contract (AfC) and therefore it is the expectation that they 
would be paid in accordance with AfC provisions and these require that salaries are based on an 
evaluated job description outcome.

For job descriptions evaluated by NSS Agenda for Change job evaluation panels as Band 2,  the 
apprentice will commence on the bottom of the Band 2 pay scale and will receive an increment on the 
anniversary of their start date in post (if applicable).
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If the Agenda for Change job evaluation outcome is higher than Band 2, the SBU could consider payment 
under Annex U. Annex U under Agenda for Change is a tiered pay structure to reflect that it will take the 
individual time to be fully competent in the role.  This would be appropriate where the SBU
recognises the length of time and training required for the individual to become fully competent in the role. 
Where periods of training last for between one and four years, pay will be adjusted as follows: 
 
 (i)   up to 12 months prior to completion of training: 75 per cent of the pay band maximum
 (ii)  more than one but less than two years prior to completion of training: 70 per cent of the pay band  
       maximum
 (iii)  more than two but less than three years prior to completion of training: 65 per cent of the pay band  
       maximum
    (iv) more than three years from completion of training: 60 per cent of the pay band maximum 
 
If the SBU chooses this option, apprentices should be paid in accordance with NHS Circular 
PCS(AFC)2016/4 Scottish Living Wage – Annex U and Modern Apprentices. The circular states that ‘all 
staff paid under Annex U should receive at least the current Scottish Living Wage rate of £8.45 from 1 April 
2017.’  Based on a 37.5 hour week, this equates to a salary of £16,523 per annum (ie equivalent to the 
bottom point of the Band 2 pay scale). 
 
Terms and conditions

All apprentices will be employed in accordance with Agenda for Change pay, terms and conditions. NSS 
will employ apprentices on a fixed-term training contract (no guarantee of permanent post at the end 
of the contract). Therefore, vacancy released at end of training contract to enable recruitment of a new 
apprentice. A higher level of apprenticeship may be offered to promising candidates. At the end of the 
training contract, the apprentice can apply for posts in line with NSS Recruitment Policy. 
 
Employment status of apprentices 

It is important that the sector offers genuine employment and career prospects to those people it wishes 
to attract through apprenticeships. Accordingly, all apprentices must be employed for the duration of the 
apprenticeship. 
 
Where should I advertise?

Your vacancy should be advertised for a minimum of two weeks and you can choose where you advertise 
the post from the options below. The following websites may be useful, however before advertising  please 
speak to HR Services:

 z Vacancies must go through the HR and the youth employment application form must be used. The   
 reason for this is so that personal information can be removed for short listing purposes. Apprentices  
 ask for an application pack to be e-mailed to them which includes a MA Application Form. This is   
 then e-mailed back to nss.wfrs@nhs.net 

 z Show website – www.jobs.scot.nhs.uk – HR Services recommend that you advertise via Scottish   
 Health on the web (SHOW) as all of our vacancies automatically pull through to Jobcentre Plus. This  
 is a good way to promote your vacancy across the NHS as well as capturing a wider audience across  
 Scotland.

 z Skills Development Scotland (SDS) provides information and links to Jobcentre Plus and the Talent   
 Scotland project both of which can advertise vacancies for you and offer general support for    
 recruitment.

 z Family and friends can be a good way to raise awareness. The recruitment team can send a    
 communication out to the business to raise awareness of your vacancy amongst the workforce. 
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Selection process
What type of interview should I do?

A competency based interview is fine but please be aware that 
the majority of apprentices are likely to be recent school leavers 
with little or no work experience, and have limited experience 
in a recruitment process. Therefore, it is even more important to 
put candidates at ease, keep questions simple and appreciate that 
examples may relate to work done at school or in their private life. 
An example of team working may be a school project or being part of a 
local football team.

Pre-interview visit

You can also consider a pre-interview visit or drop-in session which has been used previously in the 
recruitment of modern apprentices. This gives potential apprentices:

 z opportunity to have a run-through of the route they would take on the day and gauge travel time
 z meet with colleagues
 z see where they would be working if successful
 z ask questions about the role, expectations etc.

Assessment  Centres

This is a very good way to assess your candidate’s confidence and networking skills. Being able to 
observe candidates throughout the day undertaking different tasks gets the best out of the candidates 
who will undoubtedly arrive feeling very nervous as this may be their first interview experience.

Your assessment centre should consist of group activities, individual practical tests and competency 
based interview. Please visit the dedicated Apprenticeship page on HR Connect to find out contact details  
if you would like to discuss this option and what skills you are looking for, which will allow you to tailor 
your exercises. 

Consider the structure of your assessment centre, is it a full day or would a half day session be long 
enough. Many of the candidates will be straight from school so it is worth considering making this as 
informal as possible in an attempt to make the candidates feel at ease.

It is important to consider what skills you want to assess, this will help you to tailor your assessments to 
assess specific skills.  For example, if you want to test numerical ability an in tray exercise may work well. 
More information can be provided by HR Services on these exercises. 

You also need to determine the overall purpose of your assessment centre. Will
you be short listing first and then holding an assessment centre or will your assessment centre be held to 
discount weaker candidates?

If you want to undertake an assessment centre as part of the process please contact the recruitment team 
via HR Connect as they can help you plan this.

Contracts

The following three contracts are essential to the successful outcome of the apprenticeship programme:

1. Fixed-Term Contract of Employment signed by NSS and the apprentice.

	z Training Agreement - this agreement outlines the basis of the apprenticeship, refers to the contract of  
    employment and includes Health and Safety responsibilities.
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2. Training Plan - this plan outlines the selected outcomes and the expected duration of the    
 apprenticeship. In cases where funding is offered by a SDS area office, the SDS Training Plan will be  
 sufficient on condition that it contains all relevant information as set out on an Apprentice Training Plan.

Please visit the dedicated Apprenticeship page on HR Connect for Training Agreement and Training Plan 
templates. 
 

Training and development
This section considers training delivery, support and process. It includes:

 z support for line managers
 z manager support for apprentices
 z apprenticeship induction
 z soft skills training.

Support for line managers

The NSS Learning and Development team can support line managers with the following:

 z role and responsibilities of the line manager in an apprenticeship programme
 z supporting the line manager to understand potential needs of the apprentice
 z planning of the apprentice’s induction and training
 z help with choosing a suitable training provider. Staff across NSS have experience of using training   

 providers. It would be useful to learn from their experiences. Please visit the dedicated Apprenticeship  
 page on HR Connect for a NSS register of apprenticeship training providers that have been used by   
 staff. In order to further support you in choosing a training provider, a sample survey to evaluate training  
 providers, is also available on the dedicated Apprenticeship page on HR Connect.

 z contacts for stakeholders within NSS who have delivered apprenticeship programmes
 z preparing the team for having an apprentice working alongside them
 z soft skills training for the apprentices
 z to give you an idea of typical tasks carried out by apprentices, some examples of tasks have been   

 provided for you on the dedicated Apprenticeship page on HR Connect.

Manager support for apprentices

The line manager needs to have a work plan in place before the apprentice starts. It should include 
induction and the plan should be developed so that it ties in with the training provider’s training schedule. 
The line manager needs to give consideration to how and where the apprentice will get the best 
opportunity to gather evidence required for each unit. An Apprentice Training plan template and Training 
Agreement Form and Induction Planner template can be found on the dedicated Apprenticeship page on 
HR Connect.

Throughout the apprentice’s training the line manager should meet with the apprentice on a regular basis 
to discuss progress. These meetings will help develop rapport, trust and be an opportunity to discuss 
any issues openly. They should cover praise and recognition of work that has been delivered and offer 
constructive feedback on progress. The line manager and apprentice should refer to the apprenticeship 
framework and ensure modules are being completed and also discuss the opportunities to ensure all the 
training modules are covered.
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The line manager also need to build a relationship with the assessor provided through the training provider. 
The assessor will either visit the apprentice in person or have telephone contact. The line manager needs 
to ensure they are up to speed with the apprentice’s progress and that he/she is on track to complete the 
modules in the required timeframe.

Apprentice Induction

To ensure every apprentice has a good start to their employment all apprentices should follow the NSS 
Corporate Induction Checklist and have an introduction to their team and role. Line managers should 
prepare for the induction using an Induction Planner and plan activities the apprentice will cover in their 
first few weeks. A Sample Induction Planner pro forma is available on the dedicated Apprenticeship page 
on HR Connect.

Additional things the induction should cover include:

 z getting to know everyone
 z an introduction to NSS and the SBU
 z building tour and health and safety
 z an introduction to the office / work environment
 z overview of the types of tasks, jobs they will be doing
 z computer skill basics and access to email and the IT system
 z telephone training basics
 z social media
 z making a good first impression.

Soft skills training
Please refer to HR Connect for an up to date copy of  the Learning and Development Guide which will 
provide details of any soft skills training available. 
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