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EALING COUNCIL 
Xxxxx SCHOOL

SCHOOLS APPRENTICESHIP PLACEMENT AGREEMENT
Term Time Only: 38 or 39 weeks or 40 weeks
OR
All Year Round

PRIVATE AND CONFIDENTIAL 

I am writing to confirm the details of your Apprenticeship Placement with xxxxxx School which will be for a total of one year/18 months or two years only. After this period there is no guarantee of your continued Placement or employment with xxxx School. 

NAME AND ADDRESS OF SCHOOL
Name of School
Address of School

NAME OF APPRENTICE:  xxxxxx



Employee No: xxxxxxx
ADDRESS OF APPRENTICE:  xxxxxx 


Date of Birth: xxxxxxxxx
It is a condition of your Placement that you notify the Headteacher at the above School immediately of any change in your address.

CONDITIONS OF APPRENTICESHIP TRAINING PLACEMENT

NOTE:
This placement is made by the Governors of the School.
The Schools adopted procedures for dealing with staff discipline, grievance, conduct and redundancy will apply to you during your placement. Copies of these procedures are available on request.
PLACEMENT TITLE:  xxxxxxx
Date of commencement of this Placement: xxxxxx
Your last day on the Placement: xxxxxxx 

During your time with the above School you will be required to fully abide by the School’s rules and Code of Conduct. If you require a copy of any of the school’s employment procedures, these can be provided to you on request.
It is a condition of your Placement that you may be subject to transfer to any Placement within the school, particularly at times of peak workload.
LOCATION

Your Placement location will be at the above School.
PROBATIONARY PERIOD (If Applicable)
Your Placement is subject to satisfactory completion of a probationary period of 6 months. This period is to establish suitability for the Placement.  This means that if you do not comply with the conditions of the Placement, the School may terminate your Placement before the end of your probationary period or your probationary period may be extended.  

Any breach of the School’s standards for performance or attendance (including Disciplinary Rules) during the probationary period and any grievances raised will be considered and action will be taken under the School’s probationary procedure. This may include the termination of your Placement before the end of the probationary period.

A review will be carried out with your manager every two months during the 6 months of your probation period.

APPRENTICESHIP PAY
You will be paid a training allowance whilst on the Scheme.  The level of the training allowance you receive will depend on the Level of Apprenticeship that you that you will be working towards.
You will be paid £xxxxxx per week [state actual pay, to be advised by the school] whilst on the Placement.  This is pro-rata’d for term time only working arrangements. 
APPRENTICESHIP PAYMENT INTERVALS

Apprenticeship payments for each calendar month are credited to your personal bank account/building society on the 26th of that month. When the 26th falls on a Saturday, Sunday or Public Holiday, payment is made on the working day which immediately prior to this. You are required to notify the Headteacher of the particulars of the appropriate account, otherwise payment may not be made. You must always maintain a suitable bank or building society account into which payment can be made, and give the Headteacher current details of it. The School does not make payments in cash or by cheque.

HOLIDAY ENTITLEMENT

For Term Time Only:
Subject to the provisions of the working time regulations, your holidays will coincide with periods of school closure and public holidays, details of which will be notified to you by the school. You will be paid your training allowance (pro-rata for term time only) as normal during these closure periods, unless you are receiving statutory sick pay.

For All Year Round:

You are entitled to 24 days holiday per year.  Your personal holiday period runs from the beginning of the month of your start date.  [Schools to advise if holidays for AYR should be taken during periods of school closure] For each completed calendar month you complete on the Placement, you will build up holiday which you can take.  For example, if you complete 6 calendar months on the Placement, you will have built up 12 days holiday.

You will also be entitled to 3 extra days holiday taken between Christmas and New Year which will be added to your holiday entitlement.
Holiday is to be taken in accordance with the needs of the service and must be agreed in advance with your line manager.

PUBLIC HOLIDAYS

You are also entitled to the following public holidays (if service commitments do not require your attendance at work):

· New Year’s Day (or the first Monday in January if New Year’s Day falls on a Saturday or a Sunday);

· Good Friday and Easter Monday;

· The first and last Mondays in May (May Day and the Spring Public Holiday);

· The last Monday in August (August Public Holiday);

· Christmas Day;

· Boxing Day – 26th December;

· 27 December when 25 or 26 December is a Sunday;

· 28 December when 25 December is a Saturday and 26 December is a Sunday.

Should you be required to attend on any of the above days, this will be made up for by an amount of time that you can take as holiday at a later date.

HOURS OF PLACEMENT

Term Time Only:

Your normal hours of Placement are xx hours (to be advised by the school) term time only. Your working pattern, start and finish and lunch break times will be advised to you by the school. You should be available for work for 38 or 39 or 40 weeks (school to confirm exact weeks). You will be allowed xx hours paid study time per week (To be advised by the school - at least 20% of the apprentice’s normal working hours over the total duration of the apprenticeship. To qualify for the right to study time you must be undertaking training that leads to a relevant qualification and have not yet attained the standard of achievement as contained in the training regulations.

OR

All Year Round:

Your normal hours of Placement are xx hours per week (to be advised by the school). Your working pattern, start and finish and lunch break times will be advised to you by the school. You will be allowed xx hours paid study time per week (To be advised by the school - at least 20% of the apprentice’s paid hours). To qualify for the right to study time you must be undertaking training that leads to a relevant qualification and have not yet attained the standard of achievement as contained in the training regulations.

If you are attached to a service that operates in the evenings, on Public Holidays and weekends (including Sundays), you must be prepared to undertake your Placement at these times, if necessary.

The School also has the right to alter your start and finish times.  However, this will not increase your overall weekly Placement hours.  

PENSION

Ealing Council in accordance with pension scheme legislation provides the Local Government Pension Scheme as a qualifying pension scheme for employees aged under age 75. The benefits of the pension scheme are laid down in the current Local Government Pension Scheme Regulations.

Entry to the scheme is automatic if you start a job where your contract of employment is for 3 months or more.  If the contract is for less than 3 months or on a casual basis and you are, or during that period become, an Eligible Jobholder, you will be brought into the scheme from the automatic enrolment date.

If your contract is extended for 3 months or more, or you opt to join by completing an application form, you will be brought into the pension scheme from the beginning of the pay period after the one in which your contract is extended or you opt to join.

Details of the Local Government Pension Scheme can be found on the national web site for members at lppapensions.co.uk 
In all cases the current entry conditions outlined in the Local Government Pension Scheme Regulations and auto enrolment legislation will apply.  The Council has resolved NOT to contribute to any alternative pension arrangement you may make.
NOTICE

The Placement may be terminated at any time by one month’s notice on either side.  

Before any action to terminate your employment is considered, you will be provided with the opportunity to make representations before any final decision is taken in accordance with the relevant procedure applied by the school.
SICKNESS ABSENCE

For the purpose of the Statutory Sick Pay Scheme, which of course is subject to your satisfying the conditions of eligibility, you will be entitled to Statutory Sick Pay from the commencement of your Placement.

Absence due to Sickness /Industrial Injury

First Day of Absence

If you are sick you must notify your line manager as soon as possible (in advance if possible or within 1 hour of the normal working time) on the first day of absence.

You should deal with the notification yourself unless you are incapable of doing so in which case you may ask a relative or friend to call in on your behalf (as soon as you are able, it would be advisable to telephone personally and give further details of your absence). Your line manager will ask for some details about the nature of your illness, including for Statutory Sick Pay (SSP) purposes, the date of the first day of sickness if different from the first day of absence. If you consider your absence to be a result of industrial accident or disease, you must ensure that your line manager is aware of the details and in the case of an accident whilst on duty a report must be completed.

Absence for Periods of Four Days or More

If you are unable to return to work on the 4th working day of absence you must inform your line manager (or arrange for someone to do so) of the position regarding your absence. Your line manager will ask for some details about the nature of the illness including anticipated date of return to work and if you have consulted your doctor.

Sickness Exceeding Seven Calendar Days

If your sickness exceeds 7 calendar days you must inform your line manager and submit a doctor’s statement to the School (via your line manager) in an envelope marked ‘private and confidential’ not later than the 8th calendar day of absence so that you continue to qualify for Statutory Sick Pay. 

During any continuing period of illness, you must also ensure that you or someone on your behalf keeps your line manager informed of the position in regard to your sickness absence.

In cases where the doctor’s statement covers a period exceeding fourteen days or where more than one statement is necessary, you must, before returning to your Placement, obtain a final statement as to your fitness to resume duties, i.e., the actual date of fitness must be shown.

Self-Certification

As soon as you return to your Placement you must see your line manager and complete and sign a self-certification form for any period of absence.
Failure to comply with these requirements without good reason may affect your entitlement to Statutory Sick pay payments for such absences.

ACCIDENTS

If you are involved in or witness an accident, assault, threatened assault or dangerous occurrence during your Placement or associated with your Placement you are required to report the facts immediately to your line manager and ensure that full details of the circumstances are entered into the appropriate Accident Reporting Book.

HEALTH AND SAFETY AT WORK ACT 1974

The School recognises and accepts its responsibility for providing a safe and healthy workplace. 

(a) Plant, equipment and systems that are safe.

(b) Safe arrangements for the use, handling storage and transport of articles and substances.

(c) Sufficient information, instruction, training and supervision to enable all to avoid hazards and contribute positively to their own safety and health at work.

(d) A safe place of work and safe access to it;

(e) A healthy working environment; and

(f) Adequate welfare facilities.

Without detracting from the primary responsibility of managers and supervisors for ensuring safe conditions of work, the School will provide competent technical advice on safety and health matters where this is necessary to assist line management in its task.

In this connection the School reminds everyone of their own duties under Section 7 of the Health and Safety at Work Act to take care of their own safety and that of others and co-operate with the School so as to enable it to carry out its own responsibilities successfully.

A copy of this statement will be issued to all. It will be reviewed, added to, or modified from time to time and may be supplemented in appropriate cases by further statements. 
POLICY FOR NO SMOKING IN OFFICES/SCHOOL PREMISES
In the interests of Health and Safety, the School has adopted No Smoking on the School site.  Persistent breaches of the Policy will be regarded as a disciplinary matter and could result in the termination of your Placement.

DIVERSITY AND EQUAL OPPORTUNITIES 

The School is committed to diversity and equality of opportunities and you must abide by the School’s policies, procedures and practices in this area.

PRE-EMPLOYMENT CHECKS
This Placement is subject to satisfactory employment checks including; satisfactory medical clearance, references, Disclosure and Barring Service (DBS) check and right to work check from the information that you have supplied.
ACCEPTANCE OF TRAINING PLACEMENT

I hereby certify that I have read, understood and agree to abide the conditions laid out in this document:

Name:…………………………………….………………(Block Capitals please).

Signature:………………………………………………Date:………………………………

Please return one copy of this document signed and dated to: Ealing Council, Human Resources Shared Service Centre, 5th Floor – South West Wing (Green area), Perceval House, 14-16 Uxbridge Road, Ealing, London W5 2HL. 
2
Schools – Apprentice Placement Agreement Nov 2021

