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An Employers’ Guide to Financial Services Apprenticeships
Guidance Document

Introduction
This document will provide guidance and support in the use of the accompanying resources:
2. Employer Engagement Survey Questions for Employers 
3. Employer Engagement Survey Questions for Staff 
4. ASSP Staff CPD Session Plan
5. ASSP Staff CPD Session Presentation
6. The ‘Apprentice’ Activity Handout
7. An Employers’ Guide to Financial Services Apprenticeships
Each of these resources have been developed as part of the Apprenticeship Staff Support Programme. This programme is managed by AELP, along with their strategic partners AoC, HOLEX, 157 Group, NIACE and the Coventry and Warwickshire Chamber of Commerce, and has been commissioned and funded by The Education and Training Foundation.
These resources are intended for use by any organisation wishing to increase the skills of its staff in terms of employer engagement, and improve the service offered to both learners and employers within Apprenticeships. Please note that these resources have been developed around Financial Services Apprenticeships; however, they can be easily tailored to suit the needs of supporting other Apprenticeship programmes.
For an overview of the Babington Group’s ASSP project, please use the following link:
http://www.babington.co.uk/apprenticeship-staff-support-programme/
 From the initial project meeting, the following stages were agreed and put into action.

Stage 1: Gather information from your stakeholders
In order to ensure the project will meet the requirements of your intended audience/s, it is important to gather information from these audiences in order to understand their needs, expectations and knowledge gaps. This will help guide you in the design, delivery and implementation of your support programme.
As part of Babington’s project, we initially sent out a survey to all our Financial Services employers. To view the questions included in this survey, please refer to:
 2. Employer Engagement Survey Questions for Employers.
This allowed us to gain valuable insight into the needs of our employers, and the specific areas they would most require additional information and guidance on when considering an Apprentice. 
This was followed by a second survey, sent out to our delivery staff, in which they were required to identify which areas they thought our employers would require additional guidance on. To view the questions included in this survey, please refer to: 
3. Employer Engagement Survey Questions for Staff.
Both surveys were sent using SurveyMonkey (https://www.surveymonkey.com), an online survey tool which also allows you to analyse and report on the responses given. It is free to register an account with SurveyMonkey, although it is worth paying to upgrade your account if you need to analyse the responses of a larger audience.

Stage 2: Deliver Staff CPD Session 
The next stage is to design and deliver the staff CPD session. The purpose of this session for Babington was to increase the participants’ understanding of the employer perspective, and to allow them to work together to develop a joined-up approach across the business in order to better support our Financial Services employers with Apprenticeships. 
The session was delivered to a number of employer-facing staff within the business who were in contact with our Financial Services employers. The responses from the employer and staff surveys were presented and used to form the basis of the day’s discussions, allowing us to contextualise and give meaning to the materials we were working towards developing.
The session incorporated the ‘Apprentice’ activity, in which participants were placed into groups and given a specific brief/scenario and a set of questions from the employer. Each group was required to prepare a presentation in which they would present their scenario and provide the information required to guide and support the employer, based on the given questions. 
If you wish to prepare a similar session, please refer to the following documentation:
4. ASSP Staff CPD Session Plan
5. ASSP Staff CPD Session Presentation
6. The ‘Apprentice’ Activity Handout
The content of these presentations was gathered, in order to be later used in the development of the employer support materials detailed within the next stage.

Stage 3: Develop the online support page and Employer Guide
The next stage of the programme is to develop the support materials to be used by staff and employers. For the Babington project, the development of these resources came from a collation of all the information gathered from the surveys and CPD session, as well as existing materials about Apprenticeships already used within the business. 
For the development of the online support page you will require a suitable space online that is accessible to both your internal staff and within employers’ workplaces. This may be your organisation’s website or VLE. Make sure you consider the restrictions that may be in place across your employers’ own IT infrastructure when developing these resources. Can they easily access the page? Is there any content that may be blocked by their web filters? Will they require specific software/plugins to be able to access your content?
Our approach was to provide the information in two forms: an interactive online support page available via our own website, and a downloadable PDF booklet that could also be printed as a hardcopy if required. 
Please use the following link to view our online support pages:
http://www.babington.co.uk/employers-guide-financial-apprenticeships/
[bookmark: _GoBack]Please refer to the following documentation to view an editable copy of our employer guide. 
7. An Employers’ Guide to Financial Services Apprenticeships
All content within the online support page and accompanying booklet has been written and developed by the Babington Group, and is freely available for use by other training providers. 
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