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This document provides supplementary guidance and information to support the implementation of Scheme D.
This may include design and delivery considerations and advice on best practice to delivery high quality apprenticeships within the specific quality assurance and funding compliance parameters that apply.
This specific Supplementary Guidance relates to The Scheme for Embedding Essentials 
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[bookmark: _Toc139444783]APPRENTICESHIP ESENTIALS
Apprenticeship Essentials is a term we use to summarise the specific additional requirements of Apprenticeship design and delivery that arise from the OfSTED Inspection Framework and the ESFA funding rules, taking a particular focus on personal and professional themes. Our Intentions to deliver a joined-up approach is set out here under the Scheme for Embedding Essentials (SEE). 

OfSTED Full Report 2022:

Leaders and managers have developed a comprehensive framework for planning the wider curriculum for apprentices. They have developed a ‘scheme for embedding essentials’, which helps staff to plan where relevant topics such as preparing for life in modern Britain fit naturally into the curriculum. For example, construction town-planning apprentices benefit from specific discussions about democracy. Although most apprentices understand fundamental British values well and can apply them to their workplace, a few only have a superficial understanding.

The 6 Apprenticeship Essential themes are: 

· On-Boarding 
· Succeeding through Off The Job Training (including development of core skills) 
· Safeguarding, Wellbeing and Enrichment (including citizenship)
· Equality Diversity and Inclusion 
· British Values and Prevent 
· Career Development 

See section 1.5 of this document for detail of the above and see AIIR for how these are presented to the Apprentice and employer: https://blog.shu.ac.uk/apprenticeship-resources/ 
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[bookmark: _Toc139444785]3.1 “SEE” Intent
Training Plans set out Intent showing how the Apprenticeship Essential themes are located in curriculum and setting expectations for employer activities (Training Plan Breakdown Template). To enable successful implementation Apprenticeship Course Leaders must as part of their monthly meetings with their WBL Coach, review the SEE to ensure the three stages of Implementation will be progressed in a coordinated and impactful way.
[bookmark: Training]Don’t forget to keep your mandatory training up-to-date;
· How to report a safeguarding issue 
· Prevent Duty Training - online standard and refresher modules for student facing staff
· Protect and Respect Programme - including the Responding to Disclosures module. 
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There are three key steps to implementing SEE, which are repeated according throughout the apprenticeship programme in accordance with the focus set out in the Training plan Breakdown: 


1	Curriculum and Assessment 

The 6 themes are delivered in timetabled sessions and interwoven into relevant assessment briefs to reflect the opportunities at each level of study (as mapped). The themes should connect to the KSB centric approach. Timetabled Off The Job Training should promote peer-learning, reflection and portfolio–based assessment tasks to embed long term learning of each theme in line with the sequence for SEE set out in each Apprenticeship course Training Plan Breakdown (LINK).  Module Leaders should refer to the Training Plan regularly to check the classroom/on-line delivery is reflective and explicit abut each theme as mapped. 
 
2	On-Line Resource (AIIR) 

Module Leaders make use of the on-line resources at https://blog.shu.ac.uk/apprenticeship-resources/ to enhance engagement both within and beyond the limitations of the classroom and provide stepping-stones into the future coaching and mentoring. Module Leaders might agree with the WBL Coach for them to release timely communications in advance of planned APRs. 
 
3	Apprenticeship Progress Reviews (APRs) 

The WBL Coach will convene the tri-partite APRs (taking into account step 2 agreed communication plan). All APRs should engage with and record a specific focus on a primary theme from the 6X Essentials and capture narrative as to impact and forward SMART planning. This should link the Apprenticeship Essentials theme back to relevant KSB targets. See further explanation under heading of “Impact”.
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Building on the Implementation section the APR conversation should incorporate discussion stages : 
 
a. CURRICULUM REVIEW: E.g. Can we discuss how the curriculum / assessment has recently included development of your understanding of INSERT THEME? 

b. AIIR TO AID REFLECTION: E.g. How have you engaged with the resources on THEME
that you were sent - how has that related to any recent experiences in the workplace? 

c. KSB TARGET SETTING: Thinking about how this relates to INSERT KSBs, what actions can we set today to enhance your development and evidence for EPA? 
 
 
There is a compulsory box in the MAYTAS APR form. To supplement this the STARE model provides a further method of capturing impact.  The evaluation box should include development connected to the Apprenticeship Essentials.
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[bookmark: _Toc139444789]4.1  On-Boarding – What we do at SHU

· Providing Apprentices and employers with accurate, timely and meaningful information advice and guidance about the tripartite commitments and leading to the agreement of a Training Plan.
· A Welcome Event that includes the employer mentor and an Apprenticeship Course Induction that explains the importance of Apprenticeship Essentials.
· Undertaking a Skill Scan to ascertain the Apprentice’s starting position, suitability of job role and that they are enrolling on the right Apprenticeship.
· Appraising the Apprentice’s starting position through recognised prior learning, informed by qualifications and the skill Scan outputs (existing knowledge, skills and behaviours) 
· Conducting an ESFA compliant Suitability Discussion, including the employer.
· Using that Skill scan to engage in a Starting point Exercise that is built into early curriculum and will then inform the first Apprenticeship Progress Review. 
· Provision of a Training Plan that sets clear expatiations of curriculum delivery and how this will inform Off The Job Training including employer actions.
· An assignment at each level that enables reflection and action planning for the development of KSBs from the starting point in preparation for End Point Assessment.


WBL Coach Preparation For The Onboarding Review:

· Pre APR messaging focus on: Apprenticeship Starting Point Exercise
· Employer Background information
· Normal Pre-APR checks:  Disability Status in SITS; SSA/CRM info; Learner Analytics
· Arrange on site wherever possible (or second review on site)
· Actions recorded in Suitability Discussion to follow up on?
· Apprentice and Mentor Attended Welcome Event? (link to video resource)
· Any outstanding certificates required?  Functional Skills (1st check!): Check the onboarding data and ensure the Apprentice is clear about enrolment on any formal Level 2 training courses normally with The Sheffield College
· What are the early Project requirements in curriculum?
· Review Training Plan (Employer actions before, during and after module) and outcomes from Starting point Exercise, ready to set KSB related targets
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· A course design and structure that is built to integrate with the Apprentice’s occupational duties. 
· Curriculum learning outcomes and assessment that are explicitly KSB-centric in all modules
· Clear articulation of overall expectations for Off The Job Training set out in our Tripartite Training Plan
· Regular timetabled opportunities (typically in the PPD module learning and assessment) to review and compare how Off the Job Training is being recorded and used to develop and evidence KSBs in readiness for End Point Assessment 
· Curriculum discussion, peer review and assessment that optimises the use of the STARE approach to competence evaluation - https://blog.shu.ac.uk/apprenticeship-resources/succeeding-in-your-off-the-job-training/ 
· Module learning and assessment that builds in SMART target setting to meet individual development needs, measured against milestones for development towards EPA readiness - (https://blog.shu.ac.uk/apprenticeship-resources/succeeding-in-your-off-the-job-training/
· Assessment that facilitates recognition and celebration of impact in job role in all modules to create stepping-stones to progress, avoiding abstract hurdles that focus solely on theory. 
· Apprenticeship Progress Reviews that capitalise on curriculum development opportunities and engage the mentor in reviewing workplace progress, to set new SMART targets at last every 12 weeks, based on engagement every calendar month.

 
WBL Coach Preparation for Succeeding on Off The Job Training Review

· Always Check your Scheme for Embedding Essentials with your ACL and link up to Module Leaders
· Any new MAYTAS evidence to review before the meeting?
· Normal review of BRAG background history
· Review of previous actions
· Refer back to starting point and the mandatory “Transition to HE” exercise, or more recent reflective activity.
· Conduct Deep Dive review of 20% Off The Job Training log
· Emphasise the role of mentoring and ensure mentor connected to resources
· Check current Project requirements in curriculum (link to any sign-off / Gateway requirements 
· Release progression Skill Scan review if timing and comms supported by ACL and Portfolio Module Leader
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· A course design and structure that incorporates specific learning and reflection opportunities to encompass safeguarding and wellbeing themes relevant to the occupational role of each Apprentice.
· Clear Information Advice and Guidance on how to access help.
· Clear communication of a zero-tolerance to hate crime, sexual harassment bullying.
· Apprentices are aware of the Student Charter and regulations and adhere to expectations.
· Learning and assessment opportunities embed opportunities to reflect, discuss and target the development of professional behaviours that support wellbeing and enrichment of self and others in the university and at work.
· Clear information advice and guidance on how to stay safe on-line.
· Clear IAG and support to access additional learning support.
· Opportunities to engage in extracurricular activities that through participation can support all aspects of wellbeing, including physical, mental, spiritual, or community based. 
· Apprenticeship Newsletter offers development opportunities, including trips, discounts, self-development and wellbeing events, additional resources, training links, external speakers, etc.  This supports opportunities to develop a sense of community and citizenship.
· There is a focus on celebration of community and achievements.

WBL Coach Preparation for Safeguarding, Wellbeing & Enrichment

· Always Check your Scheme for Embedding Essentials with your ACL and link up to Module Leaders.
· Check SEND status, with  Disability Student Support or progress towards a Learning Contract (SITs).
· Check in with Hallam Help on any specific support matters (potentially update Safeguarding Officer).
· Check Learner Analytics for any diagnostic signals.
· Liaise with Academic Adviser as to specific support needs (Skills Centre)
· Check Off The Job Training Log up to date to indicate workplace support 
· Is your own Coach Training up to date?

Discussion Points:

Q. What is impact of workplace policies / guidance and training on health, safety and welfare?
Q. How do extra-curricular activities support your mental and physical wellbeing and personal development?
Q.	Some options to encourage: Apprenticeship Ambassador; Employer / apprentice case study; Inspirational Student; Apprentice of the Year;  SHU’s wide offer of activities including Student union  ]
Q. Who are the experts in your organisation? What motivates them to lead on this training and development?  
Q. What experiences have they got to draw on that underpins their expertise / position in the organisation?
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· A course design and structure that embeds learning and assessment related to equality diversity and Inclusion.
· Specific modules at every level that provide space to evaluate the Apprentices experiences and objectives in relation to equality of opportunity, diversity in action and inclusive behaviours that have workplace impact. 
· Curriculum that embeds reflection on self, others and culture in a way that enables Apprentices to develop action plans for the exploration and development of specific professional behaviours from their Apprenticeship Standard.
· Use of resources (https://blog.shu.ac.uk/apprenticeship-resources/equality-diversity-and-inclusion/)  to support engagement with stakeholders in the workplace, to promote authentic development of understanding and proactive decision making for actions that enable EDI impact in the University and the workplace. 
· Explicit assessment opportunities to engage with unconscious bias theory and self-awareness and completion of additional training including “Active Bystander” module or equivalent https://blog.shu.ac.uk/apprenticeship-resources/active-bystander-training/  
· Apprenticeship Progress Reviews that are mindful of a progressive curriculum and take the opportunity to capture and celebrate evidence of EDI impact in the workplace. 
· Coaching and mentoring to agree collaborative SMART targets that speak to the EDI objectives of the employer organisation and support the intentions of the Apprenticeship Standard.
 
WBL Coach Preparation for EDI Focussed Meeting

· Always Check your Scheme for Embedding Essentials with your ACL and link up to Module Leaders to be aware of how EDI is incorporated in the curriculum.
· Be familiar with those KSBs that best link to themes in Equality Diversity and Inclusion
· Consider with ACL /module leader(s) EDI aspects of AIIR that might be pre-released, linked to curriculum and plan your timing to optimise the development opportunity and potential impact for the learner and employer, e.g.  Equality Objectives;  Student Charter;  Disability Team (and support); SEND status in SITS (Refer to WBL Guide on getting disability support);
· Is the Project Module looking at Equality Impact Assessment for WBL Projects?
· Ensure your own Unconscious Bias Training is up to date.
· Has the Learner completed their mandatory Active Bystander Training?
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· A course design and structure that embeds learning and assessment related to British Values and Prevent, including freedom of speech, civic duty, decolonising the curriculum and the global context.
· Use of the PPD module and other relevant modules (highlighted in the Training Plan) to engage the cohort in open discussions as to the meaning, application and interrelations of: 
· Democracy 
· Rule of Law  
· Respect and Tolerance 
· Individual Liberty 

(The British values as defined by Government) 

· Curriculum delivery that encourages a reflexive review of the origins of British Values in the context of the Legal Prevent Duty. 
· Curriculum that ensures learners understand how the Prevent duty applies, in law, in terms of practical action and enabling a transparent review of radicalisation from different cultural perspectives.
· Use of PPD assignments to ask how interrelated value sets can be harnessed to reveal unconscious bias and to ask how participants in higher education can interpret their meaning of their professional behaviours and values from different cultural perspectives. 
· Learning and assessment that enables Apprentices to critically evaluate the impact of their organisational objectives on the stated British Values and reflect upon their own actions in this context of relevant concepts, including civic duty and citizenship.
· Apprenticeship Progress Reviews that harness curriculum opportunities to review progress and set new SMART actions, which demonstrate engagement with these concepts and how they relate to specific knowledge skills and behaviours. 
 
WBL Coach Preparation for British Values / Prevent Focussed Meeting

· Always Check your Scheme for Embedding Essentials with your ACL and link up to Module Leaders
· Be familiar with those KSBs that best link to British Values themes
· Consider with ACL /module leader(s) BV aspects of AIIR that might be pre-released, linked to curriculum and plan your timing to optimise the development opportunity and impact for the learner and employer
· Has the PPD module (or other) explored Professional behaviours in comparison to British Values (ideally)?
· Ensure your own Prevent Training is up to date
· Has the Learner completed their mandatory Active Bystander Training?
· Does the Apprentice know how to raise any concerns about radical behaviour that could impact on safety and wellbeing: https://reportandsupport.shu.ac.uk/ 
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· Welcome Events and induction emphasise career development and signpost the support and resources available, including the Careers Service. and Alumni options.
· The Resources, including CV support, interview techniques and online Career Development resource bespoke to Apprentices are located in AIIR.
· Delivery staff (academics and Coaches) at SHU support Apprentices to recognise and articulate how the Apprenticeship underpins their career development.
· Personal and Professional Development modules at every level provide specific opportunities to review the development of KSBs and from the start of learning.
· Our courses are designed and delivered to recognise EPA as a synoptic confirmation of competence and opportunity to progress through work and/or further training.
· We work with employers to develop consistent messaging.
· We promote wider and further opportunities to develop; for example, digital courses highlighted through Student comms, the Apprenticeship and Employer newsletters.
· We proactively encourage, support and celebrate achievements including sector and Apprenticeship awards within and beyond the university.
· Project and other modules set assessments that act as developmental stepping-stones and confirm impact, including: return on investment; productivity/savings; market share; customer experience; climate impact; workforce diversification, etc.

WBL Coach Preparation for British Values / Prevent Focussed Meeting

· Check your Scheme for Embedding Essentials (Training Plan)
· Be familiar with KSBs that best link to the Career Development theme
· Consider with ACL /module leader(s) aspects of AIIR that might be pre-released, linked to curriculum and plan your timing.
· Has the PPD module (or other) explored Professional behaviours in comparison to Career Development?
· This theme is often timed at a point of progression or towards Gateway. 
· Pre-APR checks:  Student Support Triangle, Learner Analytics, previous SMART Targets, New MAYTAS evidence, Skill Scan refresh, upcoming award dates.
· Identify KSBs that link to career management and personal development.
· Invite the Employability Adviser to connect up to any specific requests from learners or generic talk if available.
· Cross reference STARE and SMART (OTJT) 
· Refer Apprentices to the on-line resource Apprenticeship Careers Resource… In what ways can the mentor support future ambitions and encourage the Apprentice to engage in: 
· Understanding desirable skills
· Developing Management Techniques
· Evolving as a Leader 
· Business Skills	
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