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[bookmark: _Toc147419543]Apprentice Line Manager Toolkit and Training Package

[bookmark: _Toc147419544]Project Overview 
This project aims to develop a Line Manager toolkit to support employers managing an apprentice through their learning journey and beyond. The toolkit will cover a number of areas that contribute to the success of an apprenticeship, better linking the workplace learning with the campus-based delivery, leading to improved apprentice support and experience. Research suggests that employers want the tools to be able to support their apprentices in the workplace and to be more engaged in the academic elements of the programme.

This is supported by a package of more in depth and bespoke training for those Line Managers that wish to go further in supporting their apprentices.

[bookmark: _Toc147419545]Project Aims
· To support apprentice managers and develop resources to meet the Line Manager's training needs.                                                                                                                           
· To create a user-friendly and easily accessible toolkit that managers can use to support apprentice development.                                                                                                                                                       
· To provide resources that are adaptable and customisable to suit the unique need of the managers.                                                                                                                                       
· To ensure that the toolkit is comprehensive, up-to-date and aligned with best practices in managerial techniques.                                                                                                                                                     
· To facilitate training and knowledge transfer to better support apprentices’ learning journey and achievement of successful outcomes.   
· To mirror the University strategic aims of increasing links with local employers as well as mapping to Local Skills Improvement Plan (LSIP) priority of effective employer engagement.                                                                                      


[bookmark: _Toc147419546][bookmark: _Toc147419547][image: A person sitting at a table]Positive Impact and Expected Outcomes 

Short Term
The Project lead attended a UVAC onboarding forum during the project with other Higher Education Institutions (HEIs) and there was a lot of views shared on how Line Managers and apprentice mentors need more information upfront, in order to make an informed decision on whether they can support their staff member to do the apprenticeship and how best to support them during the programme. This feedback provides another good indication of the need for this toolkit and its broad application.
The Project made great progress in particular with the design and development of the content of the Toolkit. This has included new written content, bespoke videos, embedded documents, guides, and tools for managers within the Articulate system.
Articulate was carefully selected as the delivery system because of various benefits:
· No need to collect personal data to create logins, so removing GDPR issues and forgotten logins etc.
· Articulate enables live updates - so the link provided to access will always be same and will always take you to the most up to date version. 
· Articulate also avoids the access issues many of our employers have with Google – which may have been needed for other systems, which was an important consideration for us.

A drawback of Articulate is that it does not provide analytics to monitor like a website would. However, the ease of access for our clients outweighed this issue for us. We will instead ascertain usage during Tripartite Review Meetings (TPRs) with Line Managers (gaining feedback on completion, satisfaction etc) and also through our existing employer surveys.
The Toolkit is in 4 main sections, which can be navigated from the side bar or home screen – the Apprenticeship Journey, Course and Module Information, Useful Resources and Feedback.
Section 1 is a generic section that is used for all courses, as are sections 3 and 4.
Section 2 provides specific apprenticeship and module information to ensure the Line Manager is fully aware of where the apprentice is with their apprenticeship, what they are currently learning about, and therefore supports the Line Manager to better link work-based activities to further develop and contextualise that learning. We are really pleased with how clear the toolkit is to follow, how much information can be stored within it and how we can have different resources, from PDFs to checklists to videos, to make it more visually appealing and engaging for the user. We have completed Toolkits for every Degree Apprenticeship, which is over and above what we expected to produce, given the tight timescales. Promotion and ensuring update of the new Toolkit is key and we have undertaken a number of presentations to employers, and we formally launched the site at the Business Faculty Welcome day in July. We ran two more Welcome days in August for the remaining faculties and introduced the toolkit to them as well. All new Line Managers for September 2023 have been sent a link to the toolkit in readiness for the new academic year, which includes a walk through video on how to use the Toolkit. When we complete the induction reviews in late October, we will start to gather first hand feedback on how new employers have interacted with the sites, as well as asking existing employers at TPRs if they have accessed the site. 
The early employer survey feedback received led to further changes. For example, based on employer views, the Learning Technologist has found a way to hide the long list of content into an accordion view, making it cleaner and less cluttered. We have also added a glossary, and captions to all videos (these can be turned on or off) - this is to improve accessibility. However this early feedback was on the whole very positive, and in support of the toolkit, for example:
‘I really like what you are developing here with the toolkit, and it is going to be a really useful tool/support resource’
‘I think the course and module information is good and will be really useful to the manager’
‘It will be useful for employers to have the information for reference throughout the course. The checklists will be a useful tool’ 
‘Easy to work through by course, topic etc.’’ 








Feedback from our project mentor prompted us to consider how to gather employer feedback on an ongoing basis post launch, so we have now added a Padlet page to capture Line Manager feedback. This will be open access where comments will be anonymous, but visible to all accessing the system (please note this will be moderated and any inappropriate comments will be deleted). Use of the Padlet for feedback overcomes the need for capturing email addresses and GDPR issues, and is an instant gratification tool, as employers can add feedback and comments and see them instantly on the site. 

Longer Term
We will continue the momentum of the Toolkit by reminding employers to utilise it at every touch point (employer meetings, TPRs, newsletters etc).
For those employers taking part in the training package, standardised survey questions were sent via Google survey and have been developed to measure confidence of Line Managers and knowledge of coaching and mentoring for apprentices prior to and after using the toolkit and after undertaking the additional training - evaluating distance travelled. Reflecting the feedback collected earlier in development, employer and internal stakeholder views at this stage continues to has been very encouraging, for example:
‘I found the toolkit really helpful because it cleared up a few ambiguities that were in the course documents. I now know how to best support my apprentice during their time studying and how I can help them to best prepare for their end point assessment. I also found the section on coaching vs mentoring, once again to be of great help!’
‘I've worked through a couple of these documents now and have some really valuable information and tips to pass on to my apprentice’
I also cannot emphasise how helpful the glossary of terms was! I think there is a lot of assumed knowledge that managers will have, but as a relatively new manager - This glossary really helped me!’
‘Thank you very much for putting this together! I can see it being a massive help over the next two years while my apprentice works through her course.’











Employer feedback about the first face-to-face Coaching & Mentoring session was also positive:
.’‘It was really helpful for me to explore the difference between mentorship and coaching with some really experienced people. I took a lot away from the initial session and I've already been able to make some meaningful changes to the way I approach mentoring and coaching with some of my Senior Technicians.’
‘I also really enjoy the chance to talk through some real-life scenarios and get some different opinions and viewpoints to move things forward with. I am very much looking forward to the next two sessions






[image: A yellow paper with writing on it]Recent research by the St Martin’s Group showed that the most common reason cited by apprentices for withdrawal was a lack of employer support, we hope longer term the toolkit will have an impact on how supported apprentices feel by their employers. In particular it is hoped that Line Managers will be better informed about what their apprentice is studying and when, so they can align their workplace experience more to this – which increases apprentice engagement. We also hope that those employers that attended the Coaching & mentoring training sessions will be more confident in supporting their apprentices in coaching them to find their own solutions, rather than giving them the solutions. 
Whilst National Student Survey (NSS) data focuses on the teaching and student voice, recent national results show apprentices are more dissatisfied overall with their apprenticeship experience compared to full time students, so anything we can do to increase these metrics will be a positive step to improve their experience and reduce withdrawals. In the much longer term, we hope to increase employer engagement at reviews and to see better retention and completion rates across all of our apprenticeships- we will measure this over time.
[bookmark: _Toc147419548]Project Outputs 

1. Chartered Manager Degree Apprenticeship Line Manager toolkit
· This available to view here: https://rise.articulate.com/share/Rk4UMpw3rJbQY0aC7-obJ2U81xQPmvjY#/ 
· Enabling other providers to replicate content and format as required. They will need Articulate Rise license to deliver via that package themselves.
· Internally we will have Finalised Toolkits completed for all Degree Apprenticeships delivered by UoP
2. [bookmark: _Hlk144993898][bookmark: _Hlk144993852]Line Manager walk through of toolkit- recording for Line Managers on how to navigate the toolkit.
3. Line Manager Training Package – slide deck and activities for 3 x 2 hours sessions for Line Managers and mentors. Sessions are: 
· Session 1 - Introduction to coaching and mentoring for degree apprentices 
· Session 2 - Coaching Strategies and Tools to support Apprentice Development and Progression 
· Session 3 - Mentoring for degree apprentice career development, building effective communication and relationships.  

Future Activity 
[image: ]In order to assess how widely the toolkits have been accessed and how employers are engaging with them, Work Based Tutors will ask Line Managers at the induction review (6 weeks in) if they have engaged with the Toolkit. If they have, they will ask what they found most useful and any improvements they would like to see. If they have not seen it, they will share the link and encourage them to do so. Existing employers will also be asked this at their first review of the academic year. We will monitor employer engagement in Tripartite reviews and hope to see better preparedness for the reviews, as well as higher attendance form the Line Managers. 
Longer term, we will monitor any increases in retention and whilst we won’t be able to directly attribute this to the Toolkit, we are hopeful that this will be one of a combination of factors that will ensure apprentices are better supported and that Line Managers are more engaged with the process. 
The content of the toolkit and the training package content will be available as an output to share with other providers as a result of the product. We hope this will provide something easy to adapt and adopt for their employers.  Any provider wishing to deliver their own toolkit using Articulate would need to purchase the system – but access to our Articulate version to view the format and content we have used will be available to view. Plus the slides and content for the complementary Line Manager training sessions is also available to provider colleagues to adapt and utilise.

[bookmark: _Toc147419549]Recommendations for effective collaborative partnership working to address quality improvement in apprenticeship delivery.

This project has shown that there is a gap in the market for an employer toolkit that provides generic apprenticeship information, as well as more specific provider and course information. Employers are busy and want a ‘one stop shop’ where they can access all this information in one place, rather than having to use 2 or 3 different websites. The simple layout of the toolkit means that employers can just jump to the subject they are interested in and don’t have to scroll through lots of unnecessary information.
Gaining early buy in from a small group of motivated and enthusiastic employers was essential as we had very little response to the large-scale surveys sent out. By working with current CMDA employers who were already involved in Line Management, meant that they could give a unique perspective on what they wish they knew when their apprenticeship started, and they were able to reflect on this, rather than just working with new Line Managers who don’t always know what they don’t know!
Things that we found helpful or learnt along the way:
· Have clearly defined aims and objectives at the start.
· Knowing the outputs you want.
· Working with a small group of motivated employers at the start, then widening out the feedback.
· Don’t try and do everything, just focus on a small area and do it well – you can widen the content and resources further down the line as needed. 
· Consider accessibility for your employer group
· We found that on the whole it is fairly straight forward to replicate the toolkit across your different apprenticeships. However, differences across faculties in terms of the information they share and have available for their apprenticeships and modules are highlighted when trying to pull into a standardised format – but thus creates the opportunity to work for consistency across faculties. 
· We aspire to having consistently available information on mapping learning to off the job training that the employer can support with.

[bookmark: _Toc147419550]Where can colleagues find more information?
Please contact Claire Middleton, Degree Apprenticeship Manager at Claire.middleton@port.ac.uk
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