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SCOPE 

All Employees All Associates Sub-C 

STATEMENT OF INTENT: 

Our intent is to actively engage with industry, employers and potential apprentices to design, 
promote and deliver apprenticeships. 

ACTIONS AND TOOLS TO DELIVER OUR INTENT: 

Apprenticeship Design 

• Assigning lead responsibility for this policy and its deployment to a Managing Partner.  

• Working with industry bodies and employers to understand needs. 

• Co-creating programmes and offering a range of apprenticeship standards to meet the 
needs.  

• Enabling apprenticeship content to be accessed via a range of channels. 

Apprenticeship Promotion 

• Providing up-to-date information via our website and the government Find Apprenticeship 
Training website. 

• Delivering regular Information, Advice and Guidance workshops for employers and potential 
apprentices to find out about apprenticeships and the Capella offering. 

• Sending news and information to employers who have subscribed to our contact list, to 
share thought leadership content and ensure they are aware of our current and forthcoming 
programmes. 

• Working with professional bodies, such as the Chartered Quality Institute, to share learning 
and best practice through their publications, conferences and events.    

• Networking with others to share expertise and experience with other stakeholders. 

• Using social media platforms to support events such as National Apprenticeships Week and 
the governments’ promotion of apprenticeships. 

• Selectively entering/supporting awards to secure recognition for our work and that of our 
employers and apprentices.  

Apprenticeship Delivery 

• Building strong relationships and processes to support robust programme management and 
general communications with employers, starting with initial engagement. 

• Requiring employer involvement at key stages throughout apprenticeships including:  



 

Copyright © 2024 The PMI & EG Group Ltd. All Rights Reserved 

o Professional Discussion to ensure suitability and agree the training plan 

o Launch to ensure expectations are clear to all parties  

o Progress Reviews, Mid Review and Gateway to ensure apprentices are fully 
supported by their Lune Manager. 

• Monitoring employer and apprentice engagement throughout apprenticeships to help 
ensure successful completion by all apprentices, escalating concerns and planning 
interventions promptly. 

• Conducting regular Programme Review meetings with employers to share information 
regarding apprentice status, to discuss any feedback, and consider actions required to 
address future risks and opportunities. 

• Conducting internal management reviews and scrutiny via regular meetings including 
weekly Apprenticeship Huddle and quarterly Advisory Board, agreeing any necessary 
actions required. 

• Gathering and analysing feedback from employers and apprentices to enable continuous 
improvement. 

• Ensuring employers and their apprentices understand the process for raising formal 
complaints, appealing and escalating, and that the contract for services includes a Dispute 
Resolution Procedure. 
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