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........................................................................About Us

Spencer Apprenticeships is committed to high quality

professional training for the education sector, supporting

excellence in education and securing best possible outcomes

for learners. We are a part of the Spencer Academies Trust,

which has an excellent reputation for initial teacher training

through its main arm of work, the George Spencer SCITT. 

Spencer Apprenticeships are pleased to offer the Business

Administration (BA) Level 3 Apprenticeship. We are offering

schools this exclusive training opportunity to help grow

members of their teams to take the next step in their

professional journey. In this guide, you will find information on

the programme and what is involved. 

We are excited about this new opportunity to support schools

to train and retain staff and ensure high quality provision in all

settings. As a provider, we bring our passion and expertise to

this new field and look forward to future developments.

Email: spencerapprenticeships@satrust.com

Twitter: @SpencerApprent

Sarah Kelly

Apprenticeships

Operations Manager

sarahkelly@satrust.com

Megan Gardner

Apprenticeships

Administrator

megangardner@satrust.com



.......................................................................Meet The Delivery Team

Lisa Wilshere

Apprenticeships 

Tutor

lwilshere@george-spencer.notts.sch.uk

Colleen Brennan

Apprenticeships 

Tutor

cbrennan2@george-spencer.notts.sch.uk

Vicki Ilic

Apprenticeships Tutor 

and Facilitator

vilic@george-spencer.notts.sch.uk

Caroline Arnold

Designated Safeguarding

Lead

carnold@satrust.com

Tammy Elward

Prevent Lead and LGBTQ+ Trusted

Link

tammyelward@satrust.com

Paul Skerritt

Functional Skills 

Tutor

paulskerritt@satrust.com



.....................................................................Overview of Apprenticeship including End Point Assessment

Initial 

Assessment

Learning and 

Development
Gateway

End Point 

Assessment (EPA)

An interview will take

place to identify any

prior knowledge, skills

and behaviours. 

A skills analysis will be

completed alongside

maths and English

testing if required. 

This will identify if the

apprenticeship is

accessible and

appropriate. This may

identify a reduction in

the programme

length is required. This

will be discussed on

an individual basis

with the school.

Based on the initial

assessment, an

individualised delivery

plan will be agreed

with you and your staff

member. This will

include on and off the

job training.

Spencer

Apprenticeships will

use a blended

approach of online

and face to face

teaching, 1-1 sessions

in the work place and

webinars. 

Before moving to

End Point

Assessment

apprentices must

have completed

all learning,

achieved

functional skills in

maths and English

(if applicable) and

be ready for final

assessment.

Apprentices will

use this time to

prepare for final

assessment. 

Multiple choice

knowledge test

Portfolio based interview

Presentation of a project

they have completed or

process they have

improved.

Your staff member will be

assessed via an external End

Point Assessor. 

This will be a practical

observation with questions &

answers and a professional

discussion supported by a

portfolio of evidence.

Performance in the EPA will

determine the

apprenticeship grade of

distinction, pass or fail. The

EPA consists of three distinct

methods:

Completion and 

Certification

Upon successful

completion of the end

point assessment your

staff will have fully

demonstrated their

competence in the

subject area and be

awarded with their

Apprenticeship

certificate. In the

unlikely event an

apprentice doesn't

pass, further learning

will take place before

a resit is undertaken.

Start 18 Months

End of Practical

Period (Learning) 2 Months Finish



.....................................................................Off the Job Training

All apprentices must receive 20% off the job training. This is defined as learning which is undertaken outside of day-to-day

work duties and leads towards the achievement of the apprenticeship. This must take place within the apprentice`s normal

working hours. It must directly link to the apprenticeship standard.

The table below give examples of how the off-the-job can be spent:

The following does not count as off-the-job training:

- Level 2 English or maths learning

- Training time which takes place outside of normal working hours and is not given back to the apprentice as time off in lieu

All apprentices must be given ½ a day a week protected off the job time and they are

required to log their hours on their e-portfolio. Off the job training must be signed off by the

mentor and Spencer Apprenticeships.

Learning the theory/ professional

knowledge through:
Practical training through: Learning support time spent on:

Classes/ workshops

Webinars

Online learning

Reading

Research

Inset days

Staff meetings

Some mandatory training such as

safeguarding

Job shadowing

Observations

Feedback

Appraisals and one to one

Mentoring

Visits to other schools

Project work

Events and competitions

Staff meetings

Completing tasks

Completing assignments

Revision

Peer discussions

Preparation for assessments

One to one tutorials with tutor that

contain guided learning



Role of Tutor and Mentor

Your staff members will be fully supported through their apprenticeship journey. 

Mentor

This will be a designated colleague within your school who will support the apprentice and work closely with their

Trainer. They will contribute to target setting and reviews which are completed every 6-8 weeks. Feedback will be

provided to them after every appointment and they will our first point of contact to discuss any areas of concern.

All work based visits will be booked with them to ensure minimal disruption to the school.

Tutor

They will carry out assessment visits every 4-6 weeks which will be a blend of face to face and remote. The role of

the tutor is to guide the apprentice to gather appropriate evidence for their portfolio and to prepare them for End

Point Assessment. They will conduct observations and professional discussions. All apprentices will be set up with an

eportfolio, the Tutor will update this at every appointment with evidence and progress records. They will check off

the job records at each visit and will provide constructive feedback on submitted work and progress. At the end of

every appointment, feedback will be provided to the mentor.

.....................................................................



Overview of Apprenticeship Standard.....................................................................
Skills Knowledge Behaviours

IT (examples include MS

Office or equivalent

packages)

Record and document

production

Decision making

Interpersonal Skills

Communications

Quality (completes tasks

to a high standard)

Planning and

Organisation

Project Management (to

use relevant project

management principals

and tools to scope, plan,

monitor and report)

The Apprentice will be

required to be  able to show

evidence and be skilled in

the following departments:

The Organisation

Value of their skills

Stakeholders

Relevant regulations

Policies

Business fundamentals

processes

external environmental

factors

The Apprentice will be

required to understand, in

depth, knowledge of the

organisation and wider

business environment

including the following: Professionalism

Personal Qualities

Managing Performance

Adaptability

Responsibilty

The Apprentice will be

required to demonstrate the

following role-model

behaviours and positive

contribution to culture:



Functional Skills maths and English are an essential part of every

apprenticeship course. As part of the apprenticeship standard,

apprentices are unable to sit their End Point Assessment without prior

achievement of maths and English qualifications. 

If your apprentice hasn't already achieved GCSE Grade 4/C (or

other equivalent maths/English qualification) they will need to

achieve Functional Skills Level 2 Maths and Functional Skills English

qualification. 

They will work through a maths and English learning plan which is

created following the completion of their BKSB diagnostic

assessment at the start of their course. They will complete their

learning remotely and will be supported by a specialist Functional

Skills Tutor who will carry out remote one to one teaching sessions

with them. 

There are final assessments for these which take place 3 times a

year. These dates will be agreed with you in advance. 

................................Functional Skills



....................................................................Apprenticeship Costs

Below are the rates for national minimum wage and apprentice.  In the first year, where you apply the apprentice rate, we

ensure contracts are for 52 weeks and is at your discretion if you want the apprentice to work during the school holidays. 

 After the first year, they move onto national minimum wage, and you can then have a contract clause that moves them to

term time only.

Current rates

These rates are for the National Living Wage (for those aged 23 and over) and the National Minimum Wage (for those of at

least school leaving age). The rates change on 1 April every year.

aged under 19

aged 19 or over and in the first year of their apprenticeship

Apprentices - Apprentices are entitled to the apprentice rate if they’re either:

 

The annual salary for a first year apprentice is £9,254 (52 weeks per year) and after year 1, if your apprentice is then age 18,

the annual salary would be £11,253 (based on 39 weeks per year).

Please be mindful that we are not legally required to auto enrol anyone under the age of 22 into the pension scheme, but if

an apprentice chooses to join, you will have to also factor pension costs into your budgets.



Registered Office 

Arthur Mee Road 

Stapleford 

Nottingham 

NG9 7EW 

w: www.satrust.com 

e: info@satrust.com 

t: 08455 651 870 

@satrust_

Spencer Alliance for Leadership and Teaching encompasses the

following: Spencer Apprenticeships, George Spencer Academy

SCITT, Spencer Teaching School Hub, Derby Research School and

East Midlands West Maths Hub


