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Welcome
This guide has been designed to bring to life the exciting opportunities we have

available at Mitie to develop our people through apprenticeships. It will cover:

What is an apprenticeship?

How does it work?

What is involved?

What is my role as a Line Manager and what do I need to consider?

How to support the performance of an apprentice?
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Apprenticeships 
at Mitie
As we continue to transform Mitie, we are focused on creating a place to work where 
our colleagues can thrive and be their best every day.

We want to be able to provide opportunities for all of our people to learn, develop and 
progress. 

Apprenticeships are a great way to invest in our people and provide a framework 
which gives structure, support and shows a clear commitment to learning by Mitie.
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Our approach 
to apprenticeships
We want to ensure that we support our people to gain new skills and knowledge to 
help them with their career pathways. 

Within Mitie we have three different types of apprenticeships:

Professional apprenticeships - these are often linked to specific 
professional roles including finance, HR, technology, legal and 
procurement. 

Management and Leadership apprenticeships - these focus on  
operational management and leadership development.

Technical apprenticeships - these are job specific and include engineering, 
maintenance, security and catering.

We have a range of providers who deliver around 50 different apprenticeships. The 
different types range across various academic levels. 

Before you make a decision about whether an apprenticeship is suitable for your team 
member, it is important to understand what is involved.
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What does an apprenticeship 
involve?
Apprenticeships combine both work and study, with a mix of on the job and off the 
job training, to achieve a formal qualification. 

The duration depends on the different apprenticeships which vary in length from 12 
months to 4 years. The qualifications available range from intermediate, GCSE level to 
technical certifications such as BTEC and academic qualifications which include higher 
national diplomas and degrees. 

All apprentices must be employed by Mitie and work a minimum of 30 hours per week 
in order to qualify for the funding. There is also a requirement to evidence 20% off the 
job training. The levy funding is designed to support the training costs associated with 
an apprenticeship. The funding does not cover any salary or travel related expenses.

Mitie offers
Level 2   Intermediate (equivalent to GCSE)

Level 3   Advanced (equivalent to A level)

Level 4 & 5  Higher (equivalent to a Foundation degree and above)

Level 6 & 7  Degree (equivalent to a Bachelor’s degree or Master’s)
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Research shows that both individuals and organisations benefit from an encouraging 
and supportive learning culture. Besides driving employee engagement and opening 
up new opportunities, it helps to develop gaps in capability and promote diversity. For 
inclusive organisations like Mitie, this is important. 

At an individual level, improving and enhancing skills help to improve performance, 
engagement, confidence and wellbeing. The opportunity to develop others leads to 
a greater level of job satisfaction, a wider range of job choices, promotion, or simply 
ensuring you have the best tools to do your job.

What are the benefits of an 
apprenticeship?
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Deciding on an 
apprenticeship
When an employee registers their interest in an apprenticeship, it will go through a 
two-step approval; your approval as a Line Manager and also HR. It will then be sent 
to the apprenticeship team to review and they will send out registration details for the 
employee to be enrolled onto the apprenticeship course. 

Before you make the decision to approve an apprenticeship, it is important to consider 
and understand the following:

• Is the apprenticeship right for your team member?

• How will you support the 20% off the job training to apply and embed the 
learning?

• How will you backfill/organise any additional workload?

Selecting an apprenticeship
When looking at apprenticeships, it is important that you and your team member 
consider the development needs and skills required in the current role as well as 
the longer term career prospects that the apprenticeship can provide. You need to 
consider what are the relevant career pathways for your team member’s role and 
which skills can an apprenticeship help them to develop. 

Organising additional workload
Within the requirement of 20% off the job training, we are aware that this will 
take employees away from the day job. As a Line Manager, before you approve an 
apprenticeship, you will need to plan how the additional workload will be undertaken. 
Whether the rest of the team are able to pick this up or whether feasible to backfill 
with a temporary resource. You will also need to consider how many members of the 
team you are able to release at one time.
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What is off the job training? 
One of the essential components of an apprenticeship is the need to evidence 20% off 
the job training. Off the job training is defined as learning which is undertaken outside 
of the normal day-to-day working environment and helps apprentices to achieve new 
skills which meet the standard and requirement of their apprenticeship. It can take 
place at the workplace or off-site but must be held away from the learner’s day-to-day 
duties and should be carried out within their normal working hours.

Off-the-job training must form a minimum of 20% of a learner’s whole apprenticeship 
programme. It can include teaching new knowledge, skills and/or behaviours and 
must be directly relevant to the apprenticeship standard. As a Line Manager, it is 
important that you enable your apprentice to take the 20% off the job time, having 
agreed how you will support their workload being managed during this time (if 
required) to evidence meeting the standard.

You can be creative in how the 20% off the job is achieved. A few examples of off the 
job training are:

The teaching of the theory and practical activities e.g. lectures at college, online 
learning, facilitated workshops.

Practical training e.g. shadowing, mentoring, industry visits/events, projects that are 
outside current skills/day job

Role play

Conferences

Learning support and time spent writing assessments/assignments
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Here are some examples of off the job training and embedding the training back into 
Mitie:

Case study 1:
For level 3 Team Leader training, there is a component to evidence that you can hold 
effective performance conversations with a team member.  If the apprentice has not 
done this before or held a performance review meeting, they can use this as part of 
the evidence for their 20% off the job training.

Case study 2:
Another example is utilising the different projects that Mitie has to help to achieve 
new skills and behaviours that are required to pass an apprenticeship. Within 
Engineering, for a level 3 Building Services Engineering craftsperson, you  must prove 
that you can prepare work areas in both new and existing sites to undertake building 
services. These apprentices can be utilised across any Mitie site to help prepare for 
different building work to be undertaken.

Case study 3:
In our Catering business, we support a level 2 Hospitality apprenticeship for our 
colleagues in Gather & Gather. This has a requirement to provide evidence that you 
understand how to support the supervision of team members. You can do this by 
participating in team meetings, bringing new ideas to the team, helping to train new 
team members and helping to plan shifts.

Please note that 20% off the job training does not include:

Functional skills practice or test

Progress reviews

Knowledge/skills that are already part of the daily duties

Knowledge/skills irrelevant to the apprenticeship programme
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Functional Skills
Functional skills are ‘the practical skills in English and Mathematics that allow individuals 
to operate confidently, effectively and independently in life and work’ (Department of 
Education and Skills).

To achieve an apprenticeship, apprentices will be required to hold a qualification in 
Maths and English prior to taking the final end of point assessment. Apprentices may 
already have these qualifications having obtained a GCSE level C and above and be 
able to provide evidence of this. If they haven’t achieved a GCSE in English or Maths or 
cannot provide evidence, they will be required to complete a functional skills test to 
ensure they meet the standard required as part of the apprenticeship.

The training provider will support those who need to go through the Maths and 
English assessment and provide learning plans, online resources and classroom 
learning and tutoring, if required, prior to taking the final end of point assessment for 
the apprenticeship. This training will be flexible and will be incorporated within the 
duration of the apprenticeship programme. 

Who can I talk to if I need support?
If you have any queries regarding apprenticeships, you can contact our Learning & 
Development (L&D) team through the People Support telephone number 0330 123 
4005 (select Option 2) or raise a ticket using Ask HR.
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What’s my role as a Line 
Manager in supporting 
apprenticeships?
Your main role is to help create a learning environment that gives both you and 
your apprentice a rewarding experience. You are there to support and create new 
opportunities to help the apprentices gain the skills and knowledge they need to 
complete their apprenticeships. 

Your responsibilities will include:

Agree which team members are best suited to undertake an apprenticeship 
programme

Setting clear objectives

Scheduling any time off and back fill requirements

Providing Mentoring/Coaching for apprentices

Creating opportunities for apprentices to gain and demostrate new skills/behaviours

Managing any performance issues

Liaising with the apprenticeship team in relation to progress

Helping the apprentice with any problems they may have be experiencing
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Managing apprentices
To ensure the success of our employees going through an apprenticeship, as a Line 
Manager, your role is to help equip and support your apprentice as they go through 
their programme. Things to consider:

1. Setting clear and realistic objectives. This can help both Line Managers and 
apprentices have a shared understanding of what workload, deadlines, standards 
are needed to succeed and complete the apprenticeship programme.

2. Understand the competencies required through the apprenticeship programme. 
In order for an apprentice to succeed in their apprenticeship, they have to be 
assessed against a number of skills and behaviours set out in the standard. As a 
Line Manager, it is important that you are aware of what the apprentice needs to 
demonstrate and to give them the opportunity to do so.

3. Review progress regularly. Regular 1-2-1’s help Line Managers to review where 
the apprentice is in their programme and if they are on track or need any extra 
support. This is a great opportunity to address any issues, concerns as well as 
celebrate successes and achievements.

4. Working with the training provider and tutor to provide ongoing support.

Mentoring
During an apprenticeship, you will be acting as a mentor to help support, listen and 
encourage the apprentice to manage their own learning. This can be done via the 
review progress meetings. The main aim of being a mentor is to help encourage the 
apprentice to develop their skills and maximise their potential to move forward in their 
career. You will be able to act as a sounding board for any ideas, issues, worries they 
may have and to help find a solution and provide guidance if needed. 

For more information on coaching and mentoring, please have a look at the ‘Coaching 
and Mentoring’ elearning module which can be found on the Learning hub when you 
select ‘Management and Leadership’ from the category drop down menu.
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Managing performance
The apprenticeship provider will provide you with feedback on how your apprentice 
is progressing and if there are any issues with meeting the apprenticeship standard or 
deadlines.

If you are contacted in relation to any performance issues, you will need to work with 
the Mitie apprenticeship team and the training provider to help get them back on 
track so that they can achieve their apprenticeship within the correct timescale.

There are a number of e-learning modules on the Learning Hub to help Line Managers 
with managing and supporting an apprentice:

Giving and Receiving Feedback Module

The Effective Leader Module

Motivation and Effective Feedback Module

Developing Leadership Module

Dealing with Conflict Module

Effective Meetings Module

We hope that you have found this guide useful. 

For more information on the apprenticeships available, please have a look at the 
Learning hub under the apprenticeship category. Here you willl also find detailed 
factsheets on each apprenticeship programme detailing who the apprenticeship is for, 
the duration and how the programme is delivered.
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