ACT – Internal Processes for leads passed from SMART
With the exception of LEU and leads from the SBOs
Preparation 

SMART will email details of all appointments as they are being made.  
On receipt of email ACT to log-on to extranet to accept or decline the appointment.  If declining the appointment, it will be automatically passed to another team member.  
Please respond to the email from SMART promptly as possible.

All details about the employer and any previous history they may have had with Apprenticeships will be stored on the extranet.

If the appointment is more than 10 days ahead, SMART will reconfirm with the employer 48 hours prior to the appointment.  Any changes will be emailed to ACT.
ACT to prepare for meeting:
· Internet search on company for background information

· Press releases

· Sector Research

· Industry information

· Sector legislation

· Salary information

· Who are you meeting

· position in company, roles and responsibilities

· If they have had any Apprenticeships in the past, try to find information about them from the provider
· Did they complete, if not why not

· How long did they take to complete

· What frameworks etc.

· Would the provider work with this employer again
· Shortlist providers in the area who can deliver frameworks
· Coverage / location

· Success rates
· Contact providers and check capacity

· Plan journey

· routes, timings, parking, public transport etc.

· Prepare an agenda 

· Collate any support information
· Case studies

· Business cases

· Framework information

· Personal preparation 

· dependent on sector
Employer meeting
Each employer meeting will be different.  

Five possible outcomes from the employer meetings:

1.
Yes – Put existing staff on programme

· contact provider - endeavour to make live diary appointment whilst at employer
· Email provider after meeting to confirm details of the meeting and any other useful information

· Update CRM / extranet
2.
Yes – Wish to recruit a new member of staff onto programme

· contact provider - endeavour to make live diary appointment whilst at employer

· Email provider after meeting to confirm details of the meeting and any other useful information

· Update CRM / extranet
3.
Maybe interested in Apprenticeships in the future

· Diarise as a future contact if within the parameters of the campaign
· Email SMART to diarise as a future contact if past October

· Update CRM / extranet
4.
TtG lead
· Email SBO with details
· Udate CRM / extranet
5.
No – not interested in Apprenticeships or TtG

· Update CRM / extranet
SMART will follow up the referrals made to providers from this point forward.

