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GP PRACTICE APPRENTICESHIP GUIDE

A simple step-by-step guide for Gloucestershire practices exploring apprenticeship
recruitment

WHY APPRENTICESHIPS?

Apprenticeships support recruitment, retention, and career development across the system. Local
strategies should support organisations to “grow and recruit their own staff”, widen participation
and retain staff in health and social care.

STEP 1 — IDENTIFY THE ROLE

Think about where an apprentice could add value in your practice:

e Reception / care navigation

e Business administration

e Healthcare support roles

e Project or transformation support
Organisations should identify areas for apprenticeship growth, use apprenticeships to fill
hard-to-recruit roles, and embed opportunities into workforce plans.

STEP 2 — CHOOSE THE RIGHT APPRENTICESHIP

Pick a standard that matches the job and your workforce needs.

Apprenticeship search / Skills England

STEP 3 — PLAN RECRUITMENT

Use apprenticeships as a recruitment route for vacancies where appropriate.
Consider where you will advertise your vacancy — locally, nationally

What incentives are available e.g.- Youth Guarantee schemes, Connect to work


https://skillsengland.education.gov.uk/apprenticeships/
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STEP 4 — SALARY

Agree the salary before advertising. The apprentice must be paid at least the relevant National
Minimum Wage rate, but practices may choose to offer a higher salary to improve attraction,
retention and fairness.

e Apprentice minimum wage: lowest legal starting point; may be suitable for entry-level roles
but can limit the candidate pool.

e National Minimum Wage for age: a fairer option where the apprentice is older or has
existing work experience.

e Real Living Wage or local NHS-aligned rate: may support recruitment, retention and social
value, especially where travel, caring responsibilities or cost-of-living pressures are a barrier.

e Progressive salary model: salary increases at agreed milestones, for example after
probation, successful reviews or achievement of key competencies.

Check what support may be available before confirming the final offer:

e £1,000 employer payment may apply for apprentices aged 16—18, or aged 19—24 with an
Education, Health and Care Plan or care leaver status.

e Care leaver apprentices under 25 may also be eligible for a separate care leavers’ bursary,
paid to the apprentice through the training provider.

e Youth Guarantee / Youth Jobs Grant support may be available for eligible young people
aged 18-24 who have been on Universal Credit and looking for work for at least six months.

e SME apprenticeship incentives may be available for non-levy paying employers recruiting
young apprentices, subject to national eligibility rules and timing.

e Employers do not usually pay employer Class 1 National Insurance contributions for
approved apprentices under 25, where earnings are below the relevant upper threshold.

Eligibility check table

Apprentice aged 16-18 £1,000 employer payment;  Confirm age at
training and assessment apprenticeship start date,
may be fully funded for training provider process
eligible non-levy employers. and payment timescales.
Apprentice aged 19-24 £1,000 employer payment; = Confirm EHC plan evidence,
with an Education, Health training and assessment start date eligibility and
and Care Plan provider claim process.
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Apprentice aged 19-24 who
is, or has been, in care

SME recruiting a new
apprentice aged under 25

Young person aged 18-24
on Universal Credit

Approved apprentice under
25 earning below the
relevant threshold

Tip: confirm eligibility with the training provider and payroll before advertising, as incentives,

may be fully funded for
eligible non-levy employers.
£1,000 employer payment;
training and assessment
may be fully funded for
eligible non-levy employers;
care leaver bursary may be
available to the apprentice.
Potential national SME
apprenticeship incentive,
subject to scheme rules and
implementation dates.

Youth Jobs Grant or Jobs
Guarantee support may
apply, depending on
eligibility, duration on
Universal Credit and local
delivery arrangements.
No employer Class 1
National Insurance
contributions are usually
payable on qualifying
earnings.

payment routes and start-date rules can change.

Confirm care leaver
evidence, bursary process
and whether any additional
local support applies.

Check current government
guidance, non-levy
employer status and
whether the apprentice is a
new employee.

Check whether the
candidate meets Universal
Credit duration rules and
whether the scheme is live
locally.

Confirm approved
apprenticeship status,
payroll category and
earnings threshold with
payroll.

STEP 5 —SECURE APPRENTICESHIP FUNDING

Explore:

e Levy transfer

e Other apprenticeship funding routes

e Support available through the system

e Set up your Digital Apprenticeship Service Account (DAS) and ensure you have at least 2

signatories: Create your GOV.UK One Login or sign in - GOV.UK One Login



https://signin.account.gov.uk/sign-in-or-create
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STEP 6 — AGREE SUPPORT IN PRACTICE

Before the apprentice starts, make sure you have:

e A supervisor / line manager

e Time for learning and assessment (approx. 6 hours per week within working hours)

e Aclear plan for progress reviews
Service managers should provide mentoring and support arrangements, and a structured approach
to mentoring apprentices should be in place with a dedicated mentor. A signed Apprenticeship
Agreement should specify the obligation to commit to the necessary time for learning and
assessment.

STEP 7 — THINK LONGER TERM

Use apprenticeships to build progression routes in your practice.

Apprenticeships should be embedded into staff development and succession planning and should
support career progression and long-term workforce development.

WHAT GOOD LOOKS LIKE

v Apprenticeships are considered in workforce planning.

v Service managers understand the role apprenticeships can play.

v Recruitment and selection processes are effective.

v Delivery plans and progress milestones are agreed with the provider.

v Mentoring and review arrangements are in place.

FURTHER INFORMATION

For more information contact

e |CS Apprenticeship team: glich.apprenticeships@nhs.net

e Gloucestershire Primary Care Training Hub glich.pcth.admin@nhs.net

e Digital Apprenticeship service- Create your GOV.UK One Login or sign in - GOV.UK One Login

e Skills England Apprenticeship search / Skills England
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mailto:glicb.apprenticeships@nhs.net
mailto:%3cglicb.pcth.admin@nhs.net
https://signin.account.gov.uk/sign-in-or-create
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