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Legal Basis 

Legislation specific to the subject of this policy document 

Section Act (title and year) 

 The Apprenticeship, Skills, Children and Learning Act 2009 

 The Apprenticeships (Miscellaneous Provisions) Regulations 2017 

Other legislation which you must check this document against (required by law) 

Act (title and year) 

Human Rights Act 1998 (in particular A.14 – Prohibition of discrimination) 

Equality Act 2010 

The Enterprise Act 2016 

Health and Safety at Work etc. Act 1974 and associated Regulations 

General Data Protection Regulation (GDPR) and Data Protection Act 2018 

Freedom of Information Act 2000 

 

Other documentation which you must check this document against 

Document 

College of Policing – Code of Ethics 

Norfolk and Suffolk Constabularies’ Standards of Professional Behaviour 

College of Policing – Authorised Professional Practice 

 

 

 

 

 

https://www.legislation.gov.uk/uksi/2017/1310/contents/made
http://www.legislation.gov.uk/ukpga/1998/42/schedule/1/part/I/chapter/12
http://www.legislation.gov.uk/ukpga/2010/15/contents
http://www.hse.gov.uk/legislation/
https://ico.org.uk/
http://www.legislation.gov.uk/ukpga/2000/36/contents
https://www.app.college.police.uk/code-of-ethics/
https://intranet.norfolk.police.uk/sites/PSD/ACU/PublishingImages/Forms/DispForm.aspx?ID=14
https://www.app.college.police.uk/
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1. Our policy 

1.1 The purpose of this policy is to provide guidance and information on Police 
Staff and Police Officer apprenticeships at the Constabularies. 

1.2 The Constabularies are committed to ensuring this policy complies with 
relevant legislation and that consultation has been undertaken with all 
relevant staff groups. Unless we have expressly stated that a policy is 
contractual (police staff), all our policies and procedures are non-
contractual. We can change them at any time and will consult with UNISON 
and/or Federation as applicable. Our policies may also be periodically 
updated to reflect changes in legislation and police regulations. 

1.3 All our policies promote equality, eliminate unlawful discrimination and 
actively promote good relations regardless of a person’s sex, age, race, 
disability, sexual orientation, gender reassignment, marriage or civil 
partnership, pregnancy and maternity, religion or belief. 

1.4 The Constabularies are committed to continuing development of their staff 
and officers in order to provide high-quality services through a skilled 
workforce and to meet the Forces’ strategic goals. As part of this 
commitment, the Constabularies aim to develop new joiners and existing 
staff and officers through the Apprenticeship Standards provided by the 
Institute for Apprenticeships. 

1.5 The Constabularies have committed to paying above the National Minimum 
Wage (NMW) for apprentices within the organisations. 

1.6 The policy is being implemented to meet the requirements of the 
government’s vision for apprentices 20/20; where it is intended that 
increasing the quality and quantity of apprenticeships will help to address 
skills shortages in the workforce. The policy also responds to The 
Enterprise Act 2016, which sets a target for all public sector employers with 
over 250 staff to ensure apprenticeship recruitment annually represents 
2.3% of the workforce. 

2. Introduction 

2.1 Apprenticeships are nationally recognised training programmes that give 
people the chance to earn as they learn. They are open to people age 16 
and above.  

2.2 Through their Apprenticeship, Apprentices gain the technical knowledge, 
practical experience and the wider skills they need for their immediate job 
and future career. The Apprentice gains this through a wide mix of learning 
in the workplace, formal off-the-job training and the opportunity to practise 
new skills in a real work environment. 

2.3 The Constabularies will appoint an appropriate training provider to deliver 
the detailed, technical elements of the training programme but will maintain 
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responsibility for the overall Apprenticeship. Therefore, an Apprenticeship 
is an agreement between three parties all working towards successful 
completion of the Apprenticeship: the Apprentice, the Training Provider and 
the relevant Line Manager. 

3. Applicability 

3.1 The purpose of this policy is to outline the Constabularies’ position on 
apprenticeships for: 

• New police staff  

• Existing police staff and officers 

3.2 All police staff are eligible to enrol on an Apprenticeship whether they are 
new recruits or existing staff wanting to develop within their current role or 
embark on a new career. 

3.3 Apprenticeships for new police officer recruits are covered by the PEQF 
Policy.  Police officers are eligible to enrol on further apprenticeship training 
following the completion of their probationary period.   

3.4 Exclusions to this policy: This policy does not include sponsorship for study 
incorporated in accelerated learning programmes (e.g. Fast Track) or self-
development funded study courses. 

3.5 Definitions are used to explain terms used within the policy 

Term Definition 

Apprentices Apprentices are aged 16 or over and combine working with 
studying for a work-based qualification – from GCSEs or 
equivalent, up to Masters’ degree level. There is no upper 
age limit and apprentices can be new staff or existing staff 
and officers.  

Apprenticeships An apprenticeship is a work-based qualification, simply 
defined as a job with training, which meets a nationally 
approved standard (qualification curriculum) lasting a 
minimum of 12 months and involves off the job training. It 
is a way for individuals to gain and develop skills and 
knowledge in a specific job role. Through their 
Apprenticeship, the Apprentice will complete both practical, 
technical and on the job learning required for their current 
job and future career 

Apprentice 
Mentor 

This is someone identified within the Apprentice’s 
workplace who can support them through all aspects of 
their development and adjustment to work.  

Tutor The Apprentice will be nominated a tutor by the Training 
Provider. It is the Tutor’s role to ensure the Apprentice is 
supported with all academic aspects of the qualification in 
partnership with the Line Manager and Apprentice Mentor. 
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The Tutor may change throughout the course of the 
programme depending on the Training Provider’s capacity; 
this should be managed in line with the contract between 
the employer and the Training Provider.   

Public Sector 
target 

The public sector target will affect all public sector 
employers with over 250 staff. The target is set at 2.3% of 
the total workforce headcount. The target will need to be 
delivered annually with 2.3% of staff and officers starting 
an Apprenticeship qualification. 

Apprenticeship 
Levy 

The Apprenticeship Levy was introduced in April 2017 and 
affects all employers with an annual pay bill of over 
£3,000,000. The levy is at 0.5% of the total annual pay bill, 
less £15,000. The levy payment goes direct to the treasury 
via HMRC and can only be utilised to pay for 
Apprenticeship training.  

Government 
Co-investment  

Employers who do not pay the levy, and those who want to 
invest more in apprenticeship training than they have 
available in their levy accounts, benefit from government 
funding to support their commitment to Apprenticeships. 
These employers have to make a financial contribution, a 
‘co-investment’, alongside this government funding. The 
rate of co-investment is 5% for all new Apprenticeship 
starts, with government funding of 95% provided to cover 
the remaining costs. 

Training 
Provider  

Training providers must be registered with the Training and 
Skills Funding Agency (ESFA) to deliver Apprenticeships in 
order to be able to access funding. A full list of Training 
Providers and the Apprenticeships they can deliver will be 
available on the digital apprenticeships service or via the 
GOV.UK website. 

Apprenticeship 
Agreement 
(police staff 
only) 

An apprenticeship agreement must be signed at the start 
of the Apprenticeship. It is used to confirm individual 
employment arrangements between the Apprentice and 
the employer, including the time spent on off the job 
training. 

Commitment 
Statement  

A commitment statement must be signed by the employer, 
their Apprentice and Training Provider before training can 
start. 
The commitment statement must include: 

• the planned content and schedule for training 
• what is expected and offered by the employer, the 

training organisation and the Apprentice 
• how to resolve queries or complaints 

Off the job 
training  

According to the ESFA's apprenticeships funding rules, all 
Apprenticeships must include 20% off-the-job training. How 
this is delivered will depend on the occupational area, the 
Training Provider and the requirements of the employer. 
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4. Policies & Procedures  

4.1 All Apprentices will be subject to all policies and procedures of the relevant 
force. Poor performance and conduct will be managed in line with the 
relevant policies. 

5. Academic Misconduct 

5.1 In the event that the Training Provider identifies issues with academic 
misconduct, the Constabularies will work alongside the provider to 
understand the circumstances of the misconduct. If required, action will also 
be taken in line with the police staff disciplinary policy or the police officer 
conduct procedure as appropriate.  

6. Benefits  

6.1 The Apprenticeship programme will provide pathways to successful careers 
and opportunities for new and existing staff and officers, and will enable the 
Constabularies to benefit from a skilled, motivated and flexible workforce. 

7. Recruiting an Apprentice 

7.1 Apprenticeships can either be used to fill new vacancies or to upskill 
existing police staff or officers in their current post. 

7.2 An Apprenticeship may be appropriate: 

• where a skills shortage has been identified. 

• if there is a change in skills or development required for an existing 
role. 

• for the development of skills for the future. 

• in an area of high turnover. 

• for recruiting into hard to fill posts. 

7.3 If the Apprenticeship is being used for existing staff or officers there must 
be an identified business need and they must be using it to gain significant 
new skills and knowledge to be competent in the role. For example:  

• Giving them skills to do the job e.g. they are a new manager 
and need to learn new skills. 

• As part of a development plan documented through the PDR 
process to help them get to the next level/ as a career path 
(maybe an HR advisor looking to progress to HR Business 
Partner).  

• New requirements/qualifications that have been introduced for 
the role that require further training and development of 
knowledge. 
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• To professionalise the role – to provide the underpinning theory 
and most up to date knowledge and skills required for the role.  

7.4 Existing staff and officers applying for Apprenticeship courses should have 
a developing/good performance record and have completed their 
probationary period and not be subject to any formal unsatisfactory 
performance procedures.  

7.5 An individual’s attendance record will be taken into consideration but will 
not necessarily preclude them from an Apprenticeship. Each application will 
be considered on a case by case basis. Where an existing police staff 
member has been under the formal stage of the Capability procedure or a 
serving police officer under the formal stage of the Unsatisfactory 
Performance Procedure in the last 12 months, a decision will be made on 
a case by case basis.  

7.6 The creation of any new apprentice roles in either Constabulary will be 
subject to consultation with UNISON through JCC (Joint Collective 
Consultation). 

7.7 The monitoring of individuals that are applying and being selected for 
Apprenticeships is essential to review and improve our policies and 
practices.  

8. Terms of Apprenticeship (Police Staff)  

8.1 Police staff Apprentices will be employed on contracts of employment.  

8.2 Newly created Apprentice positions will be linked to the current grade under 
the Job Evaluation scheme. 

8.3 When using an Apprenticeship for a permanent position, the police staff 
Apprentice will be paid the full starting salary linked to the post but will be 
employed on a temporary or fixed term contract. On successful completion 
of the Apprenticeship (which will include the probationary period) and 
having been signed off as competent in the role, the Apprentice will be 
awarded a permanent contract.  

8.4 All police staff Apprentices will be subject to the terms of the Police Staff 
Council (PSC) handbook and any changes announced through the PSC 
joint circulars.  

8.5 In addition to the contract of employment with the respective Constabulary, 
the following two documents must be issued for each police staff 
Apprentice: 

• An Apprenticeship Agreement, outlining the skill or occupation 
for which the Apprentice is being trained and to confirm the 
apprenticeship standard that the Apprentice is following.   
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• A Commitment Statement, outlining the apprenticeship 
standard, the planned content and schedule for training, what 
is expected of, and offered by, the respective Constabulary, the 
Training Provider and the Apprentice, and how to resolve 
queries or complaints.  The selected Training Provider will 
assist in developing the Commitment Statement.  

8.6 Amendments to pay, and other terms and conditions, will be dependent 
upon the nature of the selected Apprenticeship, training programme and 
subject to consultation with UNISON. However, where an existing member 
of staff wishes to undertake an Apprenticeship as part of their Continued 
Professional Development (CPD) and remains in their current role, their 
terms and conditions will remain unchanged. 

8.7 If an existing member of staff opts to apply for a different role undertaking 
an Apprenticeship they will be employed on the terms and conditions, and 
pay, linked to the Apprenticeship role. 

8.8 The Apprentice will be expected to complete their Apprenticeship in their 
contracted post. Applications for internal job vacancies whilst enrolled on 
the Apprenticeship will not ordinarily be supported by the Constabularies. 
There may be exceptions to this which will be assessed on a case by case 
basis.  

8.9 Where the Apprentice is employed on a fixed term or temporary contract, 
they will be managed in accordance with the Change Management policy 
at the conclusion of their Apprenticeship. 

9. Terms of Apprenticeship (Police Officer)  

9.1 All police officer Apprentices will be subject to Police Regulations.  

9.2 Police officer Apprentices will be issued with a Commitment Statement 
outlining the apprenticeship standard, the planned content and schedule for 
training, what is expected of, and offered by, the respective Constabulary, 
the Training Provider and the Apprentice, and how to resolve queries or 
complaints.  The selected Training Provider will assist in developing the 
Commitment Statement.  

9.3 Police officer pay and allowances will be unaffected by the Apprenticeship.  

10. Off the Job Training 

10.1 Off the job training accounts for 20% of the Apprenticeship. How this is 
delivered will depend on the occupational area, the Training Provider and 
the requirements of the respective Constabulary.  The delivery of off the job 
training is very flexible. The Line Manager can decide how and when to 
allocate it as long as it meets the 20% and it takes place within the 
Apprentices’ employed hours.  
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10.2 Details of off the job training must be agreed between the Line Manager 
and the Apprentice before the commencement of the Apprenticeship and 
documented on the Commitment Statement. It is important that Apprentices 
and their Line Managers commit to this throughout the duration of the 
Apprenticeship. 

11. Breaks in Learning 

11.1 Work and the continuation of the Apprenticeship will be dependent upon 
adequate attendance and performance. 

11.2 Should an Apprentice be absent for any statutory reason, i.e. adoption, 
maternity, paternity, long term sick leave, the Apprenticeship can be paused 
to enable them to re-start their Apprenticeship on their return to work. 

11.3 The Constabularies will support Apprentices who need to take a break in 
learning where they plan to return, and it is agreed by their Line Manager. 
Reasons for this could include medical treatment, caring responsibilities or 
personal reasons, but would not include short-term absences, such as 
annual leave or occasional sickness.  

12. Probation Periods (Police Staff only)  

12.1 For new starters joining on an Apprenticeship the probationary period will 
be extended to the length of the Apprenticeship to reflect the additional time 
necessary for training to become fully competent in the role.  

12.2 Where an Apprentice is not performing, they will be supported and 
managed under the terms of the Joint Performance Management (Staff) 
Policy. 

13. Apprenticeship Duration 

13.1 The minimum duration for an Apprenticeship is one year.  

13.2 Where an Apprentice has completed the learning before the minimum 
duration has been met, training must continue for the duration of the training 
programme. 

13.3 Should the Apprenticeship be part time, the duration of the training 
programme may need to be extended. 

14. Apprenticeship Providers 

14.1 The Constabularies will use Training Providers that have been procured   
through an approved tendering process and have met strict quality 
requirements. 

  

 


