How To:
Hire An Apprentice

1. Create an employer account with the National
Apprenticeship Service

+ Create an employer account.

*  You will need to add your PAYE scheme and your Accounts

——— Office Reference Number (AORN) details.

+ Add Wirral Met College as your chosen training provider -

our UKPRN is 10007553

« Grant the College permissions to add and recruit apprentices

*  Need help? Contact the National Apprenticeship Helpdesk
* helpdesk@manage-apprenticeships.service.gov.uk
« Call: 08000 150 600

Upon creating your Apprenticeship Service account, you will be sent a confirmation

email. This will outline the next steps you must action before you can reserve funds
for apprenticeship training.
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2. Send Wirral Met a copy of your job description

3. Complete the following documentation:
* Health and safety assessment form

- j + Apprenticeship Training Services Agreement
pA « Send us a copy of your Employer’s Liability Insurance
certificate

« If your apprentice is aged 16-18, complete the Government
Incentive payment form


https://www.gov.uk/sign-in-apprenticeship-service-account?_ga=2.100257246.1129039845.1695804751-593817406.1632206182&consent_uid=GwE-kBtrSkyy_nP1vrJciw
http://Need help? 
https://assessors.apprenticeships.education.gov.uk/Home/ContactUs

4. Advertise and recruit your apprentice
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We will set up your apprenticeship on the National
Apprenticeship Service website

We will promote the vacancy on Wirral Met's website and
social media accounts

We will share details with JobCentre Plus and local
organisations

Don't forget to add the vacancy to your organisation’s website
and social media.

. Once you have recruited your apprentice or your employee is

ready to progress:

We need your apprentice’s full name, date of birth,
postcode, email and phone number.

We will ask your apprentice to give us their permission

to check their Personal Learner Record, or to send us
copies of their GCSE certificates for English and maths or
Functional Skills level 2 English and maths.

We will ask the apprentice to attend an initial assessment
of their English and maths.

’2.‘ 6. Your trainer assessor will meet you and your apprentice to

complete the enrolment process

View the video on YouTube: Recruiting an apprentice using the Apprenticeship Service

Contact Us:

wmc.ac.uk/employers | employerservices@wme.ac.uk | 0151 5517610


https://www.youtube.com/watch?v=vk332d4d38o
https://www.youtube.com/watch?v=vk332d4d38o

