
Start

Vacancy Identified by Department/manager
HRA Raises eSR1

Recruiting manager completes eSR1

If the applicant is on a fixed term contract, the 
contract end date must be after the 

apprenticeship training completion date.

Recruiting manager nominates line manager and mentor.  Recruiting manager liaises with Training 
provider via apprenticeships@exeter.ac.uk to confirm:
 Apprenticeship Course and level
 Planned training start date
 Planned training end date
 Total Agreed Training Cost
 Shortlisting and interview dates, timings and locations

Training Provider 
and HR Policy team 

confirm planned 
training start, end 

dates and end point 
assessor Recruiting manager

Sends HR recruitment team
 the final JD, University

advert and training provider
vacancy form.

(allow 2-5 days)
HR recruitment team
send JD, advert and

training provider
vacancy form

 to training provider

Vacancy
Advertised
(2-4 wks)

HR recruitment team advertise on 
PS Application form: 

jobs.exeter.ac.uk
Twitter, Facebook and Linkedin.
Applications submitted through 
University’s online application 

system 

Training provider advertise 
on:

 Government website
 Vacancy board/web 

pages
 Signpost applicant 

pool

Advert closes midnight
on the closing date

HR recruitment team pass application details to 
Training Provider and recruiting manager
 PD01 Application Summary
 Job Description
 Applications
 PD 60 Guidance notesConcurrent 

Training Provider 
and University 

Shortlisting
(1 wk max)

Training Provider 
Initial Assessment

(0.5-1 day)

University
Interviews

(1 day)

Interview format:
 Workplace tour
 Job related/competency based interview (employability)
 Work based test (optional) 
 RTW documents observed, signed and dated

(Within 3 days of interview)
Panel chair notifies successful and unsuccessful candidates and 

gives feedback by phone and/or emails.
Agree starting date with candidate

Note: employment start date is the start of the apprenticeship.

Panel Chair returns all documentation to HR:
 PD01 interview analysis
 All interview notes
 Signed and dated RTW
 Complete eSR1 approval tab

HR recruitment team notify 
Training Provider and 

apprenticeships@exeter.ac.uk 
With Unsuccessful candidates 

and Successful candidates 
name(s)

Training Provider confirms:
 Name and level of course:
 Training start date
 Training end date 

Training Provider loads apprentice data to their 
information management system to get the Unique 

Learner Number (ULN)

Training Provider offers unsuccessful candidate (<19 
years old) full time training opportunity (if applicable)

HR recruitment team draft and issue apprenticeship 
contract.  Copy of contract sent to apprentice line 

manager.

HR admin team enter employee onto Trent, add salary 
information, and complete the apprenticeship UDF.

HR Payroll team attach employee to Payroll. 

HR “Add Apprentice” via the Apprenticeship Service

Training Provider 
completes “add 

Apprentice” 
process, adds the 

ULN and submits for 
approval

HR policy team 
confirm details are 

correct on the 
Apprenticeship 

Service and approve 
the apprenticeship

Training Provider 
completes ILR in 
order to trigger 
monthly Levy 

payments

Apprenticeship
Start

Line manager welcome apprentice
 Introduce mentor
 Local induction (emphasis on risk/safety)
 Issue PPE (if appropriate)
 Set PDR objectives
 Schedule regular 1:1s
Ask apprentice to complete:
 Mandatory training
 University Induction

Training Provider, Line manager, 
Apprentice and HR policy team complete 

activation:
 Apprenticeship Agreement
 Commitment Statement
 Details of tutor

Training Provider send apprentice 
welcome letter and 

admissions information

80% of tuition fees paid by 
University in equal 

monthly instalments 
throughout the 
apprenticeship

End Point 
Assessment

Regular support and tutor visits to 
workplace.

Progress fed back to apprentice and line 
manager

Training Provider arrange end point 
assessment and delivery

Pass

Apprenticeship
complete

Apprentice updates Personal Learning 
Account on Trent Self Service

University pay final 20% via the Digital 
Account in month of completion

If the apprentice has been working on a fixed 
term contract then the contract is linked to 
the training programmed the expiry of the 
contract does not constitute a dismissal.

No

Is the role to 
continue?

Yes

If the role is to continue and is a post within a 
business plan, the apprentice should be given 
priority consideration for this role along with 

other staff who are considered 'at risk' of 
redundancy under the University's Priority 

Treatment for Vacancies policy

University HR admin 
team draft and issue 

new contract of 
employment

Apprentice 
completes leavers 

questionnaire.
Apprentice ceases 

employment

End

End

Fail

If failed the EPA will need to be taken 
again.  Cost to be split 50/50 between 
Training Provider and University. 
Additional payments for retakes can be 
paid for from the levy.

Training provider conduct:
 Functional Skills 

Assessment
 Qualifications/personal 

circumstances initial 
assessment

Retake

5 months prior to training end date
Line manager to consult with HR advisor 
regarding procedures that will apply if the role is 
to continue beyond the apprenticeship.  This 
may involve running a fair and open recruitment 
process.

Is the role new

Recruiting manager and HR Advisor 
create/finalise Job description and 

advert (fixed term) using 
apprenticeship templates.

 JD is HERA graded.
Consideration regarding data 

protection (sharing of recruitment 
data with training provider)

eSR1 submitted for approval

Yes

No

Recruiting manager and HR create/finalise existing Job 
description and advert (fixed term).

Consideration regarding data protection (sharing of recruitment data 
with training provider)

eSR1 submitted for approval

Recruiting Manager completes shortlisting to 
confirm employability

 Shortlisting completed within 4 days 
 PD01 completed and returned to 

University HR recruitment team

HR recruitment 
team notifies 

successful and 
unsuccessful 
candidates

Training Provider send results
of shortlisting to the recruiting

manager and University 
HR recruitment team along 

with any notes.

Training Provider completes
PD01 and send to University 

HR recruitment team and 
recruiting manager along 

with interview notes

Recruiting manager 
compares shortlists, 
approves final list of 

applicants
(1 day)

Training Provider complete initial sift/
shortlisting to confirm eligibility for training

 Shortlisting completed within 4 days 
 PD01 completed and returned to 

University HR recruitment team

HR send interview packs sent to panel:
 Interview timetable
 Scoring Grid
 Shortlisted applications
 Further particulars
 Link to eSR1 appointment tab

HR recruitment team send 
Initial assessment and
interview Invitations to 

candidates

Recruiting manager completes the
PD01 shortlisting section
 and sends to University 
HR recruitment team.

Training Provider notifies HR recruitment
team of successful and unsuccessful
candidates along with any feedback 

University HR  action

Training Provider action

Individual/Line manager action

Decision

eSR1 approved

End
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