NOTE:  THIS AGREEMENT IS FOR USE WHERE THERE IS AN APPROVED APPENTICESHIP STANDARD. NOTE THAT FROM 1 AUGUST 2020 ALL NEW APPRENTICES IN ENGLAND MUST START ON AN APPROVED APPRENTICESHIP STANDARD. REMOVE ALL DRAFTING NOTES PRIOR TO ISSUING THE CONTRACT

TO BE PRINTED ON COMPANY LETTERHEAD
[INSERT APPRENTICES NAME AND ADDRESS]
[DATE]
Dear [APPRENTICE'S NAME],
English apprenticeship agreement
Welcome to [INSERT NAME OF COMPANY]. 
[bookmark: _Ref_a83816]Please read this letter carefully as it contains the terms of your employment as an apprentice. We intend the contents of this letter to be an approved apprenticeship agreement within the meaning of the Apprenticeships, Skills, Children and Learning Act 2009. Therefore, this Agreement will be a contract of employment and not a contract of apprenticeship and you will be treated at all times and for all purposes as an employee of the Company.  
This letter contains the particulars of your employment which the Company is required to give you by section 1 of the Employment Rights Act 1996.
1. Commencement of employment
[bookmark: _Ref_a592643]Your employer is [COMPANY NAME] (Company or we). Your employment with the Company [commences OR commenced] on [DATE]. 
[EITHER No employment with a previous employer counts towards your period of continuous employment with the Company OR Your employment with [NAME], which commenced on [DATE], counts towards your period of continuous employment with the Company].
[bookmark: _Ref_a322833]The first [NUMBER] month[s] of your employment shall be a probationary period during which your employment may be terminated on [one week's] prior notice. We may, at our discretion, extend this period for up to a further [NUMBER] months. During this probationary period your performance and suitability for continued employment will be monitored. 
[bookmark: _Ref_a1000955]Your role as an apprentice
[bookmark: _Ref_a911827]You agree to work for the Company and are employed as an apprentice. You will report to [NAME]. [Your duties are set out in the attached job description].
[bookmark: _Ref_a975501]You will have regular meetings with your mentor who is [NAME] to review your progress, agree targets for your apprenticeship and discuss any problems or issues you may have.
[bookmark: _Ref_a108961]The Secretary of State has published an approved apprenticeship standard, a copy of which is attached at Appendix 1, [DRAFTING NOTE: INSERT RELEVANT STANDARD AT APPENDIX 1]  for the sector in which you will be working, which is [NAME OF SECTOR]. The approved apprenticeship standard is the standard which applies in relation to the work to be done under this apprenticeship. You will receive training to help you achieve the approved apprenticeship standard in relation to the work done for the Company under this Agreement.
[bookmark: _Ref_a892641]We recognise that your role as an apprentice means that we are responsible for ensuring you receive training and support within the workplace. Furthermore, we appreciate that initially you will not have the same level of experience, skills and knowledge as other employees. However, we require you to meet satisfactory levels of conduct and performance relevant to your role and will take disciplinary action (up to and including immediate dismissal) if you unreasonably fail to meet such standards.
[bookmark: _Ref_a963784]You may be required to undertake such other duties as we may from time to time reasonably require.
[bookmark: _Ref_a743521]You confirm and warrant that you are entitled to work in the UK without any additional immigration approvals and will notify the Company immediately if you cease to be so entitled at any time during your employment with the Company.
[bookmark: _Ref_a164887]You shall not work for anyone else while you are employed by the Company without the written agreement of [INSERT NAME]. 
[bookmark: _Ref_a780693]Place of work
[bookmark: _Ref_a980719][bookmark: _Ref_a990274]Your normal place of work is [LOCATION] or such other place within [REASONABLE AREA] as we may from time to time reasonably require [(on either a temporary or a permanent basis)]. 
You will not be required to work outside the UK for more than one month during the term of your employment.
[bookmark: _Ref_a376519]Salary
[bookmark: _Ref_a566377][bookmark: _Ref_a842452]Your [basic] salary is £[AMOUNT] per year which shall accrue from day to day at a rate of [1/365 OR 1/260] of your annual salary and be payable [monthly] in arrears [on or about the [DATE] of each month] directly into your bank or building society account. [DRAFTING NOTE: FOR EMPLOYMENT ON OR AFTER 6 APRIL 2020 THIS DOCUMENT SHOULD CONTAIN DETAILS OF ALL PAY AND BENEFITS]
We shall deduct from your salary all deductions required by law [including pension contributions which may be required to be deducted under the auto-enrolment regime applicable to the Company]. We shall also be entitled to deduct from your salary or other payments due to you any money that you may owe to the Company at any time.
[bookmark: _Ref_a511331]Hours of work, training and rules
[bookmark: _Ref_a615887]Your normal hours of work are between [TIME] and [TIME] [Mondays] to [Fridays] inclusive with a lunch break of one hour. You may be required to work such additional hours as may be necessary for the proper performance of your duties without extra pay. [DRAFTING NOTE: FOR EMPLOYMENT ON OR AFTER 6 APRIL 2020 THIS DOCUMENT SHOULD CONTAIN DETAILS OF THE PARTICULAR DAYS OF THE WEEK THE EMPLOYEE IS REQUIRED TO WORK, WHETHER THE HOURS OF WORK ARE VARIABLE AND IF THEY ARE, HOW THAT VARIATION WILL BE DECIDED].
[bookmark: _Ref_a507338][DRAFTING NOTE: REG 5(2) APPRENTICESHIP (MISCELLANEOUS PROVISIONS) REGULATIONS 2017/1310 PROVIDES THAT THE PRACTICAL PERIOD MUST BE AT LEAST 12 MONTHS] The practical period of your apprenticeship will be [12] months from the date of this Agreement. You will spend [20%] of your time over the course of your apprenticeship on "off-the-job" training. This will take place during normal working hours.
[bookmark: _Ref_a672379]You are required to attend a training course run by [one of our nominated learning providers OR [NAME OF LEARNING PROVIDER]]. We will release you from your duties to attend such training as is reasonably required to complete your apprenticeship and attain [RELEVANT LEVEL OF QUALIFICATION]. It is envisaged that this external training will be [[NUMBER] hours OR on [DAY(S)]] each week. Please ensure that you provide [NAME] with full details of your intended absences to attend such training as soon as you know your timetable and, in any event, at least [NUMBER] weeks in advance. [DRAFTING NOTE:  FOR APPRENTICESHIP CONTRACTS STARTING ON OR AFTER 6 APRIL 2020 YOU WILL NEED TO ALSO INSERT DETAILS OF ANY TRAINING PROVIDED BY THE EMPLOYER, ANY PART OF THE TRAINING ENTITLEMENT WHICH YOU REQUIRE THE EMPLOYEE TO COMPLETE, ANY OTHER TRAINING WHICH YOU REQUIRE THE EMPLOYEE TO COMPLETE AND WHICH YOU WILL NOT BE PAYING THE COST OF]
[bookmark: _Ref_a384239][DRAFTING NOTE; 5.4-5.8 ARE OPTIONAL CLAUSES AND IN ANY EVENT SHOULD NOT BE USED BY LEVY PAYING EMPLOYERS. ADVICE SHOULD BE SOUGHT IN OTHER CIRCUMSTANCES PRIOR TO THEIR  INCLUSION TO ENSURE THAT THERE IS NO BREACH OF RULE 109 FINANCE ACT 2016]. [The Company may, at its discretion, contribute towards some or all of your training costs. You agree that if your employment terminates after the Company has incurred liability for the cost of your training [but before the end of the Fixed Term] you will be liable to repay some or all of the fees, expenses and other costs paid by the Company and not met by government funding or that the Company cannot recover from the learning provider (Costs) associated with such training courses in accordance with clause 5.5.]
[bookmark: _Ref_a779448][Except in the circumstances set out in clause 5.6, you shall repay the Company as follows:
[bookmark: _Ref_a967722]if you cease employment before you attend the training course but the Company has already incurred liability for the Costs, [100]% of the Costs shall be repaid;
[bookmark: _Ref_a852501]if you cease employment between one and six months of commencing the training course, [80]% of the Costs shall be repaid;
[bookmark: _Ref_a932584]if you cease employment between six and 12 months after commencing the training course, [50]% of the Costs shall be repaid; or
[bookmark: _Ref_a193801]if you cease employment between 12 and 18 months after commencing the training course, [25]% of the Costs shall be repaid.
Thereafter, no repayment shall be required.]
[bookmark: _Ref_a233652][You shall not be required to repay any of the Costs under this clause 5 where your employment is terminated by the Company by reason of redundancy or long-term sickness or in circumstances where an employment tribunal finds that you have been constructively dismissed.]
[bookmark: _Ref_a170357][You agree to the Company deducting the sums under this clause from your final salary or any outstanding payments due to you.]
[bookmark: _Ref_a839235][You agree that if the Company waives your obligation to repay the Costs under this clause, you will be solely responsible for any income or other tax payable as a result of the waiver and you shall indemnify the Company on a continuing basis in relation to any such tax.]
[bookmark: _Ref_a333307]You must at all times to comply with our rules, policies and procedures in force from time to time[, including those contained in the Staff Handbook [STATE WHERE THE HANDBOOK CAN BE FOUND]
[bookmark: _Ref_a800522]Holidays
[bookmark: _Ref_a554851]You are entitled to [NUMBER] days' paid holiday during each holiday year. [This includes OR In addition you are entitled to take] [the usual] public holidays [in England and Wales]] [or a day in lieu where we require you to work on a public holiday]. The Company's holiday year runs between [DATE] and [DATE]. If your employment starts or finishes part way through the holiday year, your holiday entitlement during that year shall be calculated on a pro-rata basis [rounded up to the nearest [whole OR half] day].
[bookmark: _Ref_a291864]Holiday dates must be agreed by [POSITION] in writing in advance. We may require you to take holiday on specific days which will be notified to you.
[bookmark: _Ref_a815248]You cannot carry untaken holiday entitlement forward from one holiday year to the following holiday year [except as set out in our holidays policy which is available [on the intranet OR from [POSITION]] OR unless you have been prevented from taking it in the relevant holiday year by one of the following: a period of sickness absence or statutory maternity leave[, paternity, adoption, parental or shared parental leave]. In cases of sickness absence, carry-over is limited to four weeks' holiday per year less any leave taken during the leave year that has just ended. Any such carried over holiday which is not taken within18 months of the end of the relevant holiday year will be lost].
[bookmark: _Ref_a486718]We shall not pay you in lieu of untaken holiday except on termination of employment. The amount of such payment in lieu shall be [1/260th of your [full-time equivalent] salary for each untaken day of your entitlement OR as set out in our holidays policy which is available [on the intranet OR from [POSITION]]].
[bookmark: _Ref_a794848]If you have taken more holiday than your accrued entitlement at the date your employment terminates, we shall be entitled to deduct the excess holiday pay from any payments due to you [calculated at 1/260th of your [full-time equivalent] salary] for each excess day.
[bookmark: _Ref_a761842]Incapacity
[bookmark: _Ref_a405313]If you are absent from work due to incapacity you must notify [POSITION] of the reason for your absence as soon as possible but no later than [TIME] on the end of the first day of absence.
[bookmark: _Ref_a740479]In all cases of absence, a self-certification form, which is available [on the Company's intranet OR from [POSITION]], must be completed on your return to work and supplied to [POSITION]. For any period of incapacity which lasts for seven consecutive days or more a doctor's certificate stating the reason for absence must be obtained and supplied to [POSITION]. Further certificates must be obtained if the absence continues for longer than the period of the original certificate.
[bookmark: _Ref_a469401]If you are absent from work for more than [three] days by reason of incapacity and you satisfy the relevant requirements, you will be entitled to statutory sick pay. Your qualifying days for statutory sick pay purposes are [Monday] to [Friday].
[bookmark: _Ref_a671107][During any period of absence due to incapacity, the level of contributions in respect of your membership of the [NAME] Pension Scheme may continue, subject to the relevant pension scheme rules in force at the time of your absence.]
[bookmark: _Ref_a173574]Termination and notice period
[bookmark: _Ref_a94946]You are employed for a fixed term of [NUMBER] years (the Fixed Term) and your employment as an apprentice shall terminate on [DATE], unless previously terminated in accordance with the terms of this Agreement. The Company shall have no obligation to continue to employ you at the end of the Fixed Term.
[bookmark: _Ref_a711562]Either party may terminate this Agreement before the end of the Fixed Term by giving to the other party in writing the following notice:
[bookmark: _Ref_a300823]if you have less than two years' continuous employment: [one week's] notice; and
[bookmark: _Ref_a80560]if you have more than two years' continuous employment: one week's notice for each complete year of continuous employment up to a maximum of 12 weeks' notice.
[bookmark: _Ref_a334139]We may at our discretion terminate your employment without notice and make a payment of basic salary in lieu of notice.
[bookmark: _Ref_a475769]We shall be entitled to dismiss you at any time without notice or payment in lieu of notice in any of the following circumstances:
[bookmark: _Ref_a874312]you commit a serious breach of your obligations as an employee;
[bookmark: _Ref_a448574]you persistently fail to meet a satisfactory level of conduct or performance relevant to your role as an apprentice;
[bookmark: _Ref_a791452]you fail to maintain sufficient college attendance and/or you fail to attain the necessary standard required by the relevant learning provider for you to proceed with your training (for example by failing an exam); or
[bookmark: _Ref_a971959]you cease to be entitled to work in the United Kingdom.
[bookmark: _Ref_a522012]Disciplinary and grievance procedures
[bookmark: _Ref_a417516]Your attention is drawn to the disciplinary and grievance procedures applicable to your employment, which are [STATE WHERE THIS CAN BE FOUND/OBTAINED FROM] These procedures are not a term of your contract of employment and may be subject to change by the Company at any time.
[bookmark: _Ref_a555948]If you wish to appeal against a disciplinary decision, you may apply in writing to [POSITION] in accordance with our disciplinary procedure.
[bookmark: _Ref_a372594]We reserve the right to suspend you with pay for no longer than is necessary to investigate allegations of misconduct against you or so long as is otherwise reasonable while any disciplinary procedure against you is outstanding.
[bookmark: _Ref_a109607]If you wish to raise a grievance you may apply in writing to [POSITION] in accordance with our grievance procedure.
[bookmark: _Ref_a355156]Pensions
The Company will comply with the employer pension duties in accordance with Part 1 of the Pensions Act 2008.
[bookmark: _Ref_a391261]Data protection
[bookmark: _Ref_a485215]The Company will collect and process information relating to you in accordance with the privacy notice which is [on the intranet OR annexed to this Agreement].
[bookmark: _Ref_a169858]You shall comply with the [Privacy standard OR Data protection policy] when handling personal data in the course of employment including personal data relating to any other apprentice, employee, worker, contractor, customer, client, supplier or agent of the Company. You will also comply with the Company's [IT and communications systems policy,] [Social media policy,] [Bring your own device to work (BYOD) policy,] [ANY OTHER POLICY].
[bookmark: _Ref_a115239]Failure to comply with the [Privacy standard OR Data protection policy] or any of the policies listed above in clause 11.2 may be dealt with under the Company's disciplinary procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.
[bookmark: _Ref_a88123]Collective agreement
[There is no collective agreement that directly affects your employment.
OR
The collective agreement between [NAME] and [NAME] dated [DATE], a copy of which [you have been given OR is available from [POSITION]], directly affects your employment].
[bookmark: _Ref_a791455]Changes to your terms of employment
[bookmark: _Ref_a221299]We reserve the right to make reasonable changes to any of your terms of employment. You will be notified in writing of any change as soon as possible and in any event within one month of the change.
[bookmark: _Ref_a462925]Confidential information
[bookmark: _Ref_a738048]You shall not use or disclose to any person either during or at any time after your employment with the Company any confidential information about the business or affairs of the Company [or any of its business contacts], or about any other matters which may come to your knowledge in the course of your employment. For the purposes of this clause 14, confidential information means any information or matter which is not in the public domain and which relates to the affairs of the Company [or any of its business contacts].
[bookmark: _Ref_a381519]The restriction in clause 14.1 does not apply to:
[bookmark: _Ref_a646629]prevent you from making a protected disclosure within the meaning of section 43A of the Employment Rights Act 1996; or
[bookmark: _Ref_a563770]use or disclosure that has been authorised by the Company, is required by law or by your employment.
[bookmark: _Ref_a431232]Company property
[bookmark: _Ref_a698265]All documents, manuals, hardware and software provided for your use by the Company, and any data or documents (including copies) produced, maintained or stored on the Company's computer systems or other electronic equipment (including mobile phones), remain the property of the Company.
[bookmark: _Ref_a727887]Any Company property in your possession and any original or copy documents obtained by you in the course of your employment shall be returned to [POSITION] at any time on request and in any event before the termination of your employment with the Company.
[bookmark: _Ref_a897165]Third party rights
[bookmark: _Ref_a566044]No person other than you and the Company may enforce any terms of this Agreement.
[bookmark: _Ref_a962461][bookmark: _Ref_a460439]Governing law
[bookmark: _Ref_a877010]This Agreement and any dispute or claim arising out of or in connection with it or its subject matter or formation (including non-contractual disputes or claims) shall be governed by and construed in accordance with the law of England and Wales.
Please indicate your acceptance of these terms by signing and returning to me the attached copy of this letter.
Yours sincerely,


	

	......................

	For and on behalf of [EMPLOYER]

	

	I agree to the above terms.

	

	......................

	[APPRENTICE]

	

	......................

	Date





Appendix 1
[INSERT RELEVANT APPRENTICESHIP STANDARD]
1
