Apprenticeship Process — Conversion of Existing Roles

Employee would like to convert onto an
apprenticeship that is relevant to their
current role (discussed through formal
PDR process or as part of their ongoing

development in the role / appropriate to
their objectives etc.)

If Manager agrees, the Manager finds the Apprenticeship Standards:
matching standard (skills, knowledge and https://www.instituteforapprenticeships.

behaviours) to best fit the job role. org/apprenticeship-standards/

Once a standard has been identified,

the Manager sources a training
provider and defines the costs i.e. what
can and cannot be drawn from the
Levy, the mode of off the job training,
Manager involvement and time
commitments etc. Please contact HR

Training Providers:
http://www.lancaster.ac.uk/apprentices

hips/for-

managers/recruitment/training-

providers/

Advisor any for assistance.

Contract signed between the University
and the Training Provider and the
Employee.

Manager assigns a Mentor who is
impartial.

HR & Payroll Service Delivery Manager
authorises the registration on the Levy.
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