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Apprenticeship Training Programme
Application Form for Apprenticeship Qualification 

Please see guidelines (pages 4 - 6) on how to complete the application form
 to apply for apprenticeship training.  
All information is required - uncompleted forms will be returned. (Version 2- August 2026)

	Name: 

	Job title: 


	Date of birth (use format 01/01/2001): 

	Payroll number: 


	Phone number:

	Email address:


	Department:
Service area:
Workplace location:

	Manager:

	Manager’s email address:


	
For Monitoring Purposes Only

	Disability:
	Ethnicity:

	Gender:
	Sexual Orientation:

	

	Contract Type, please state either ‘permanent’, ‘temporary’, or ‘casual’:      

If Temporary, what is your contract end date?      

Please note if you are on a temporary/fixed term contract your contract must be for the full length of the apprenticeship training otherwise Skills England - Department for Education (DfE) will not fund the apprenticeship through the levy.

Employees on a casual contract cannot request apprenticeship training as this cannot be funded from the Apprenticeship Levy due to the regulations from the ESFA.

	State the Apprenticeship title and level:      

Please make sure you have read the apprenticeship standard (click here) and are confident that it is appropriate for your role. If you cannot find a copy of a standard, please contact the Apprenticeship Team. 

Prior to starting any apprenticeship qualification, you will be required:

1) Undertake a skills scan to assess prior learning and knowledge. Please note: if you score too high on the skills scan you will not be eligible for apprenticeship funding.
2) Apprentices aged 16-18, who do not already have a Level 2 in English and Math’s it is mandatory to undertake functional skills training in addition to the apprenticeship.  
3) For apprentices aged 19+, Level 2 English and Math’s are now optional, and it is at the manager’s discretion if they require learners to study these qualifications at functional skills level (requires additional study time).
4) Although no longer an entry requirement for apprentices aged 19+, training providers are required to report and evidence baseline knowledge of English and Math’s for each apprentice as part of their initial assessment. Applicants who are unable to evidence achievement of an approved Level 2 qualification at application stage will undertake an assessment to identify their working level. 



	Is this qualification a statutory requirement for your job role? 
I.e. it would be illegal or would breach the terms of a professional regulating body for the applicant to fulfil the role without it.
|_| Yes / |_| No   
If yes, please give details      

	Is this qualification a Mandatory service requirement for your job role?
I.e. it would have been included as an essential requirement in the Job Profile of the post either to have this qualification or to be prepared to gain it.
|_| Yes / |_| No    If yes, please give details      


	Existing qualifications:
Please list all existing qualifications, not including those you gained at school.



	How will it improve your performance and service delivery? (max 200 words) 




	Which Council Plan priority is this supporting and why?
You can read the Council Plan here: https://www.bradford.gov.uk/council-plan/council-plan/ 



	Do you have any special requirements that we need to be aware of? 
|_| Yes / |_| No  
If yes, please specify 

	By signing this form, you are agreeing to the below:

1) You have read and noted all the policy and guidance as below

2) You adhere to the Department of Education Apprenticeship funding guidelines by attending the training provider’s tripartite review meetings with your line manager.
3) You agree to complete the End Point Assessment; this is part of the apprenticeship programme and funding for the apprenticeship has been approved on the grounds that the End Point Assessment is completed at the end of the apprenticeship training. 
4) You will pay for any resit fees (payment plan available through payroll) if your service budget cannot fund it.  Resits cannot be funded from the apprenticeship levy.

Signature of applicant:                                         (Actual signature required)
Date:      

	Date:      




	Please ask your manager to complete this section:

	As a manager you are required to support your apprentice in attending review meetings with the training provider as well as supporting the apprentice whilst on programme.

	Manager: Why are you supporting this application and what benefit will this bring to your service area?      



	By signing this form as the manager, you are agreeing to the below:

1) The above-named member of staff can undertake off the job training (minimum of 6 hours training per week) within their normal working hours for the duration of their apprenticeship. 
2) The above-named member of staff can undertake functional skills training if required requires additional time.
3) You will attend the training provider’s tripartite review meetings along with your staff member as part of the apprenticeship funding criteria.
4) [bookmark: _Hlk207792158]Ensure the apprentice completes the End Point Assessment.   If the apprentice fail’s the EPA assessment – resit fees must be paid for by the service budget (if approved) or the apprentice will be required to pay for the resit fees (payment plan available through payroll) as resits cannot be funded from the apprenticeship levy.   

Signature of manager:                                                      (Actual signature required)
Full name:      
Date:      



✓Please ensure all fields are completed as the form will be returned if incomplete. 
✓Email a signed copy to: apprenticeships@bradford.gov.uk 
Apprenticeship Policy and Guidelines
Apprenticeship Training
There are opportunities for existing staff to up-skill and complete qualification/s under the Apprenticeship Levy funding. Any existing member of staff can apply for apprenticeship training, yet priority will be given to meet statutory qualification requirements and to up-skill council staff to a minimum of level 2.
· To complete an apprenticeship, you must be working in a job role which is at the level of the qualification you wish to achieve or must take on significant additional duties of the higher-level post and your employment contract must cover the duration of the apprenticeship including EPA.

· Apprenticeships last between twelve months and six years, although most level 2 and 3 apprenticeships last between twelve months and two years.

· The training provider will confirm the “Off the job hours” for the apprenticeship standard you will be undertaking and the number of hours per week you will be required to spend on your apprenticeship.  This could be in the form of day release at a college/training provider, online learning, or training in your workplace. 

· Undertaking an apprenticeship will not affect your terms and conditions of employment – or your wages.
How to Apply
	Before you apply for apprenticeship training, please discuss with your manager.

	
· Your development needs to be identified through a conversation with your manager.

· Make sure that the qualification is appropriate and beneficial to your job role.

· Check that you will be working at the correct level for that qualification or will be able to take on additional duties to match the requirements of the apprenticeship qualification.

· Approval from you manager for the time required to undertake the qualification.




	Fill in the Application Form

	· Please make sure you complete all parts of the application form (any uncompleted forms will be returned.  An electronic signature is required from the applicant and manager.

· Please ensure that the apprenticeship standard chosen is the most appropriate qualification for your role  Apprenticeship search / Skills England 

· Include clear information on the qualification, title, level and length of apprenticeship training

· Please identify clearly on your application form under which category you are applying and provide details where possible. Applications for funding will be assessed in order of priority. (see checklist below)

· Please provide a written answer to all questions as this is supporting evidence for your application and used in the selection process




	Managers Supporting Statement

	
· Your manager will need to support your application and agree to you undertaking 6 hours of your working week as off the job training.  Without your managers signature the applicant cannot go ahead. 

· Your manager will need to support your application by answering the question, “why are you supporting this application and what benefit will this bring to your service area”?  This will be used as supporting evidence by the approval panel when assessing your application. 


[bookmark: _Toc490648470]Further information
For further information about apprenticeships please visit the apprenticeships page on Bradnet, or contact a member of the Apprenticeship Team by email:  apprenticeships@bradford.gov.uk       or telephone:

	HR Support Officer:

	Sadaf Iqbal  
	07976 987360

	HR Support Officer:
	Meena Mistry

	07582 108364

	Lead Workforce Development Officer:

	Elaine Mallinson 

	07582 101842


		


Apprenticeship Guidance and Checklist






Identify a relevant qualification that is statutory or meets service requirement


 


Fill in the Application Form. Read the above guidance notes and Apprentice Guidelines to Apply For Apprenticeship Training document before applying and answer ALL of the questions





The form needs to be electronically signed by yourself and your manager (a typed signature cannot be accepted) 





Send the form to the Apprenticeship Team by email





The application will be checked 





First priority to given to Statuatory qualifications legally required by a role


The Apprenticeship Team will inform you of the decision





If your apprenticeship is approved, a training provider will be appointed by the apprenticeship team in line with the Councils procurement process


 


Talk to your manager. You cannot start an apprenticeship unless your manager agrees





You must be working in a job role which is at the level of the qualification or take on some additional duties that fulfill the requirements of the apprenticeship qualification





A skills scan will be undertaken by the training provider before starting the apprenticeship qualification.   This is to assess the skills and experience that you already have.  Please note if you score too high on the Skills scan then you will not be eligible for apprenticeship funding as this is deemed that you already have the skills and knowledge to undertake the role.   
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