YOUR GUIDE TO

If you have any questions or are after any support in
hiring your apprentice, it’s worth having a chat with The
National Apprenticeship Service on 08000 150 600,
choose option 1 and quote ‘Screwfix’
To download a digital copy of this guide,
visit Screwfix.com/apprenticeguide
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PROTECTING THE
TRADE’S FUTURE
Apprenticeships have always
been important to me. I personally
believe that opening up ways for
new talent to enter the industry
is essential. When we talk to our
trade customers, they tell us about
the nation’s need for more skilled
workers and how important a new
generation of skilled tradespeople
is for the future. It’s crucial that
we all work together to support
apprentices, their trainers and
the companies hiring them.

We have worked with the
Department for Business,
Innovation and Skills to create
this guide. It is designed to
show you just how easy it
is to hire an apprentice.
We really hope it helps, it may
be simpler than you think.

Could an apprentice help you?

Build an enthusiastic
workforce

Boost your team
productivity

Create time to pursue
new business

Could you help an apprentice?

At Screwfix, we’re always looking
for ways to help UK tradespeople
grow their businesses and
ultimately protect the future
of the trade. One of the ways
they can do this is by taking
on apprentices or training
existing staff as apprentices.

2

IS AN APPRENTICE
FOR YOU?

Bridge key
skills gaps

Andrew Livingston, CEO of Screwfix

Help them to
gain confidence

Give them a
skill for life
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1. FINDING AN APPRENTICE
There are three ways to hire an apprentice. It all depends on how
hands-on you want to be.
A. Make use of The National Apprenticeship Service.
B. You may choose to use an Apprenticeship Training Agency.
C. You can always ‘do it yourself’.
Read on for more information on each option.

HIRING AN
APPRENTICE IS AS
EASY AS 1, 2, 3

AN APPRENTICESHIP IS A COMMITMENT
An apprenticeship must last for a minimum of 12 months.
You can’t simply end the apprenticeship early as you
have a commitment to them. If you need to make them
redundant because you can’t afford to pay them, you
should seek legal advice.
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A. THE NATIONAL
APPRENTICESHIP SERVICE
“THIS OPTION IS DESIGNED TO GUIDE YOU
THROUGH THE WHOLE PROCESS OF HIRING
AN APPRENTICE. IT IS A FREE OF CHARGE
SERVICE AND IS THE OPTION MANY
EMPLOYERS CHOOSE TO TAKE.”

FREE

T hey will act as a FREE guiding support
every step of the way.
T hey will be able to match you to a training
provider (often a college) in your area.
T he training provider will be able to support you
with recruiting and help with the paperwork.
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MONTHS

The apprentice would be employed by
you, for a minimum of 12 months.

Contact The National Apprenticeship Service on
08000 150 600, choose option 1 and quote ‘Screwfix’.
Lines are open from 8am – 10pm, seven days a week.
6

B. APPRENTICESHIP
TRAINING AGENCY
“EMPLOYERS CAN CHOOSE TO USE AN
APPRENTICESHIP TRAINING AGENCY
IF THEY CANNOT COMMIT TO THE
DURATION OF THE APPRENTICESHIP.”
Apprenticeship Training Agencies can act as your
recruitment agency and your employment agency.
They can manage your staff training and provide
support and mentoring to your apprentices.
Y ou are not the
apprentice’s employer,
the Apprenticeship
Training Agency is.
Y ou do not have to
commit to provide work
to the apprentice for
the full 12 months, or
longer, of their
apprenticeship.

STOP

It is easier to stop the
arrangement with your
apprentice.
Y ou pay a fee to the
Apprenticeship Training
Agency which is the
apprentice’s wage plus a
management fee.

The National Apprenticeship Service licenses all Apprenticeship
Training Agencies and is able to provide a list of those in your area.
Contact 08000 150 600, choose option 1 and quote ‘Screwfix’.
Lines are open from 8am – 10pm, seven days a week.
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C. DO IT YOURSELF
FIND YOUR APPRENTICE
You may know your future
apprentice already. If not you
can advertise through job
sites and local papers. You can
speak with your local college
to see if it has any students
looking for an employer.
The National Apprenticeship
Service offers a free recruitment
service called ‘find an
apprenticeship’, where you can
advertise your vacancy
gov.uk/apply-apprenticeship
FIND A TRAINING PROVIDER
You could contact your
local college if you know
the students have the
skills you are after.
Alternatively, you
could call The National
Apprenticeship Service
who will be able to find
you a training provider.

“IF YOU ALREADY HAVE
AN APPRENTICE IN
MIND, THIS MIGHT BE
THE WAY FOR YOU.”

FUNDING YOUR APPRENTICE
To help support your apprentice,
financial assistance might be
available as a grant. Take a look
on page 10 for more information.
MAKE AN APPRENTICESHIP
AGREEMENT
This is the contract that details
what your responsibilities are
to your apprentice, as well as
what is expected from them
gov.uk/take-on-an-apprentice/
apprenticeship-agreement

BEING AN APPRENTICE
IS GREAT. I GET TO LEARN
WHILE I EARN AND I’M ABLE
TO DEVELOP A SKILL WHICH
WILL BE WITH ME FOR LIFE.

Contact The National Apprenticeship Service on
08000 150 600, choose option 1 and quote ‘Screwfix’.
Lines are open from 8am – 10pm, seven days a week.
8

Nadia Connabeer, Joiner and Screwfix Trade
Apprentice 2015 Winner
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–– graduation cap different from page 2

2. FUNDING AN APPRENTICE
FINANCIAL SUPPORT IS
AVAILABLE TO HELP YOU
HIRE AN APPRENTICE
You may be able to get a grant
of up to £1,500 if you have less
than 50 employees and if your
apprentice is aged 16 to 24.*

THE AMOUNT OF FUNDING
The amount of funding support
you can get depends on the
age of your apprentice.
16 -18

19+

Aged 16 to 18 – full
training course costs
will be provided.
A contribution to
training costs may
be provided.

For details of the support available in your area, call The
National Apprenticeship Service on 08000 150 600, choose
option 1 and quote ‘Screwfix’.

3. W
 ORKING WITH
AN APPRENTICE
When you employ an apprentice, you’re in a position of
responsibility to that person. When you take on an apprentice,
it means you must, at the very least:

Provide at least 16 hours
of paid work a week.
Most employers offer
apprentices around 30
hours a week to make the
position more desirable
and aid recruitment.
Offer the apprentice the
opportunity to work with
experienced staff, learn
job-specific skills and
study for a work-based
qualification during
their working week.
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*Subject to availability and eligibility. Regional variations may apply.

Pay the apprentice for
time spent training or
studying for a relevant
qualification, whether
at work, or at a college
or training organisation.

Pay the apprentice
at least the national
minimum wage for
an apprentice. To learn
about this wage, visit:
gov.uk/nationalminimum-wage-rates
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MONTHS

Take the apprentice on
for a minimum of 12
months (unless using
an Apprenticeship
Training Agency).
Offer the apprentice the
same conditions and
benefits as your other
employees working
at similar grades or
in similar roles.
Sign an Apprenticeship
Agreement between
yourself and your
apprentice (unless you’re
using an Apprenticeship
Training Agency).
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APPRENTICE MYTHS

60% of tradespeople state they
have never needed an apprentice

We asked tradespeople for their thoughts on apprenticeships.

This may be true for a company
of 50+ but if you’re a small
operation, hiring an apprentice
could be extremely useful. Plus,
the majority of tradespeople are
keen to hire their apprentices
as full-time members of staff
when their training is complete.

‘IT TAKES TOO
MUCH TIME
TO TRAIN AN
APPRENTICE’

71% of tradespeople
won’t hire an apprentice
due to perceived risks
While it is a
commitment, you can
cover your business
with an Apprenticeship
Agreement, or you can
use an Apprenticeship
Training Agency who
will take on all of the
risks involved.
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49% of tradespeople
think it takes a lot of time
to train an apprentice
They will learn a lot of
skills off-site which they
then apply on-site. Having
an extra pair of hands can
be a significant benefit.

‘THERE’S TOO MUCH
RISK ASSOCIATED
WITH HIRING AN
APPRENTICE’

‘WON’T IT
COST TOO
MUCH?’

34% of tradespeople
believe hiring an apprentice
will cost too much
You must pay your apprentice
at least the minimum wage but
there is financial assistance
available, so it’s worth
looking into what’s on offer.

‘I’VE NEVER
NEEDED AN
APPRENTICE’

‘HIRING AN
APPRENTICE IS
TOO DIFFICULT’

46% of tradespeople believe
the process is difficult
Hiring an apprentice can
actually be very simple –
more than half of tradespeople
who have hired one said
the process was easier
than they thought.

Quotes taken from Screwfix Trade Apprentice Research 2015
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A WORD FROM SAJID JAVID

The Rt Hon Sajid Javid MP was
appointed Secretary of State
for Business, Innovation and
Skills on 11 May 2015. He was
elected Conservative MP
for Bromsgrove in 2010.
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Business has always been part
of my life, and I know how hard
it can be to succeed in business
and find the right people
for the job. I am delighted
to endorse this guide, which
acts as an essential tool to
help the trade play its part
in plugging the skills gap by
finding and developing the
next generation of skilled
tradesmen and women.
Around the world,
apprenticeships have long
been recognised as a crucial
way to develop the skilled
workforce that employers need.
This is why the Government
is determined to ensure that
both the quality and quantity
of apprenticeships in England
continue to increase, reaching
three million starts by 2020
and putting apprenticeships on
an equal footing with going to
university – including through
new Degree Apprenticeships.

We are committed to helping
all our young people gain the
skills they need to fulfil their
potential and have a successful
career. Our goal is for
apprenticeships to be seen as a
high-quality and well-regarded
path to successful careers, and
for these opportunities to be
available across all sectors
and in businesses of all sizes.
However, we know that
Government alone cannot
solve the skills challenge we
face. Nobody understands
the skills employers
need better than the
businesses themselves, so
we are determined to help
businesses work together
to design apprenticeships
and develop their employees
to maximise their personal
and professional potential.

I believe that apprenticeships
offer real benefits to
employers and staff alike.
Businesses benefit from
a skilled workforce, while
apprentices themselves
develop valuable skills and
increase their earning
potential. Apprenticeships
can change the lives of
young people and open
the door to good jobs and
rewarding careers.
I hope that this guide,
alongside other resources
provided by Government
and employers, will prove
to employers that hiring
apprentices makes strong
business sense and is easier
than you might think.
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