Provider Process

The Apprenticeship Campaign Team (ACT) will be engaging with employers to raise awareness of Apprenticeships and to gain commitment from them to take on new Apprentices.  Once an employer has agreed to take on an Apprentice the lead will be passed to a provider to find a suitable candidate to fill this role.  

The provider will be expected to respond to this lead within 48 hours and make an appointment to visit the employer.
The provider will visit the employer to conduct a health and safety check, agree on a job description, meet with the line manager and ask the employer to sign an employer agreement.  Following the meeting, the provider will need to source candidates and can liaise with key partners to find suitable job-ready applicants, including:
· Email the job description to e2e providers in the local area.

· Email the job description to the Campaign Co-ordinator, Anna Volpicelli, who will arrange for the Apprenticeship opportunity to be put onto LOIS, the Connexions on line vacancy system.  
· Email details and an application form to their local Connexions office and ask for interested young people to complete an application form and return to the provider within a set amount of time (this will be dependent on how urgently the employer wishes to fill the post).  

· Email details and an application form to their local JCP centre.  Again, interested individuals will need to complete an application form and return to the provider. 

· Email details to their local:

· New Deal training provider

· Pathways to work training provider

· Local Employment Partnership training provider
· Plus any other local training organisation that have work ready clients 
The provider will invite applicants to an interview at the provider’s premises to screen and assess suitability to the Apprenticeship.  Successful applicants’ CVs will be passed to the employer for selection.  The provider will give feedback to the unsuccessful applicants.

The provider will manage the recruitment process with the employer and will ask for feedback on all candidates within 24 hours of the interview.

Once a candidate has been selected for the post, the provider will contact the successful candidate and relevant agency to advise the positive outcome.

The learner will then be put on programme once in post.
The following flow chart shows the provider process:


[image: image1.wmf]Provider and Key Agency Flow Chart

Email job description to

Campaign Co-ordinator

Feedback to

unsuccessful

candidates

Feedback to

unsuccessful

candidates

Connexions / JCP informed

of positive outcome

Learner put

on programme

Provider to inform

successful young

person of job offer

Provider follows up

with employer within

24 hours of interview

Employer conducts

interviews

Most suitable

candidates CVs

sent to employer

Provider conducts

screening interview to

assess suitablity

Candidates

complete application

and return to provider

Connexions / JCP to promote

opportunity to suitable

candidates

Provider emails

job spec to

local Connexions / JCP

Provider visit

Job description,

H & S Check, etc

ACT pass

lead to provider


_1272870084.bin

