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BEING APPRENTICE READY 
A CHECKLIST FOR TRAINING PROVIDERS

USING THE CHECKLISTS

The checklists are designed as a prompt to help training 
providers staff and teams to undertake a review of the 
policies, processes and information available for apprentices 
and their employers across four main support areas. 

Consider using them, with your apprentice population in 
mind, to take a critical look at the 

•	 Suitability of resources - think about whether the 
language, style and content are suitable for someone 
in work and how you will if required, engage with 
employers on the areas of support. 

•	 Location of resources – You will have a range of 
resources and documents where your support offer 
is described such as apprentice facing handbooks 
and induction packs. You will also describe aspects of 
your support offer within the commitment statement 
and where relevant in your employer facing materials. 
Think about where and when you are describing your 
support offer and if this is accessible and appropriate 
for apprentices and their employers?

The checklist is grouped into four areas of support. These 
also feature in a resource specifically for apprentices ‘A 
guide to support available to apprentices’. You might want 
to consider how this sits alongside your own materials and 
resources and how you promote and share this.

If changes are made to your resources or where they are 
located as a result of this exercise, ensure that key staff, 
apprentices and employers are made aware.  

Identifying an issue or potential challenge and offering 
appropriate support may well just make the difference 
between a demotivated, disengaged apprentice at risk 
of withdrawing, and a motivated, happy and successful 
apprenticeship achiever.

INTRODUCTION

This set of checklists has been developed to help training 
providers to further consider, develop and promote the 
support offer available to apprentices. 

There are a range of challenges and / or support needs 
an apprentice may have. As apprentices work, they may 
require different types of support to other non-work 
based students. Ensuring that support is made available 
to apprentices is a shared responsibility between the 
employer and the training provider. Working together you 
should be able to offer support to apprentices across a 
range of areas including: 

•	 Pastoral, health & wellbeing support 

•	 Financial support

•	 Learning & development support

•	 Careers & employment support

The way that this support is promoted is important, 
to make sure that apprentices know that the support 
offer also applies to them. Apprentices have different 
schedules to other students, they might not visit the 
provider regularly - or at all - and so accessible support 
and information could require more consideration than 
for other students.

Support offers should be made clear to apprentices at 
their induction and revisited throughout the duration 
of the apprenticeship. The promotion of the support 
offer may include materials and resources on websites, 
e-learning platforms and handbooks. Induction and 
review processes can be used to confirm or signpost to 
the support available.
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