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Introduction 

The Council has committed to decrease the number of Cared for Children and Care Leavers not in Education, Employment or Training.  

An important pathway into EET (Education, Employment or Training) is via the national Apprenticeship programme.  OFSTED indicated that Local Authorities should ‘increase the number of Apprenticeships available to Care Leavers through effective partnerships between senior officers in local authority departments, partner agencies and the private sector.’ 
Data indicates that over 80% of our Care Leavers elect to go to college however data from Positive Steps shows that over half of our Care Leavers not in Education, Employment or Training (NEET) have no qualifications and do not meet the academic entry criteria required for Apprenticeships. 
In order to maximise the number of Care Leavers accessing Apprenticeships, a new system of referring them for Council opportunities has been implemented including development of a dedicated pro-forma to actively promote Care Leavers for council vacancies and pre-release promotion of council Apprenticeship vacancies to Care Leavers.
A new three tiered model has been agreed within the Council for Cared 4 Children and Care Leavers providing a clear progression route, including: -

· Apprenticeships

· Training 

· Jobs with Training 







APPRENTICESHIPS

Apprenticeships can take 1-4 years to complete depending on their level and equivalence; the levels are:

· Intermediate - equivalent to 5 GCSE passes

· Advanced - equivalent to 2 A level passes

· Higher - can lead to NVQ Level 4 and above, or a foundation degree

Applicants must have qualifications around Grade C for GCSE Maths and English due to the requirements for sitting external exams, portfolio work and attainment of English and Maths at GCSE Grade C of the Programme.  

There is a cost to each department offering an Apprenticeship filled by a C4C or Care Leaver, however this is also subsidised by the Local Authority.

The Apprenticeship programme is funded via Departmental Budgets, supported by a £4000 contribution from Training and Development funding managed by the Raising Participation and Skills Team.

TRAINEESHIPS
A new Traineeship Programme for C4C and Care Leavers has been developed, which combines extensive work experience (guaranteed by the council), Maths and English qualifications to Grade C (if needed) and extensive employability skills. The programme lasts up to 6 months and does not affect any benefits a young person is receiving.  
The programme is for those ‘almost ready’ who are looking to progress into an Apprenticeship; however need additional support and guidance in order to make them ready to progress. The aim is to progress onto a full Apprenticeship inside 6 months. There is no cost to the council for this programme outside of staff time. There are no cost implications to departments for this scheme.
The Traineeship programme is government funded and there are no financial implications for Rochdale Council.

JOBS WITH TRAINING 
For some of our C4C and Care Leavers the academic requirements of Traineeships and Apprenticeships may preclude them from becoming involved.  Many young people will just want ‘a job’, however this does not meet  the Government’s Raising of the Participation Age (RPA) strictures, that require young people to remain in some form of education until they are 18.

The Jobs with Training offers young people some form of employment (including on a part-time basis) combined with accredited training that is matched to the requirements of the young person. This will meet the RPA criteria and reduce NEET levels.  

The programme hours would be tailored to meet the requirements of the young people. Posts would be at Scale 1, pro-rata. Appropriate training and sources of funding would be sought to assist departments who agree to support a ‘Job and Training’ post. Funding could be from council budgets or external sources. 

How is the information regarding Apprenticeship, Traineeship and Jobs with Training Opportunities shared? 

The flow chart below indicates how the information is received and the role of the Personal Adviser.  
How to apply for any of these opportunities
Complete the attached application form and return to the identified email address. The young person should select which programme they are interested in on the application form. There is no need to wait for opportunities to come up, please refer a young person to us at any time.
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The guidance embedded is to support young people in respect of developing a CV, completing an Application Form and attending an Interview.  It is not meant to be given to the young person but to serve as a guide for the Social Worker or Personal Adviser to use when supporting the young person in applying for and obtaining a post.  
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Young Person’s Leaflet

It is important that all Cared 4 Children and Care Leavers are fully aware of the opportunities available to them in respect of Apprenticeship, Training and Jobs with Training.  The leaflet below is to provide the right information and should be shared widely.
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CARE LEAVERS - APPRENTICESHIP OPPORTUNITIES



Apprenticeship programme





Applicants who hold qualifications at, or very close to, Grade C GCSE for English and Maths





PROGRESSION





Applicants who hold qualifications at GCSE Grade D/E





Traineeship programme





PROGRESSION





Applicants who hold qualifications below Grade F or none.





Jobs with Training programme





Personal Advisor to notify the Practice Manager regarding outcome of interview and record on ICS





Practice Manager to advise Participation and Skills Support Officer regarding outcome of interview





Personal Advisor would accompany young person to VIP introduction and support completion of application form 





Practice Manager with lead responsibility for Leaving Care liaises with Participation and Skills Support Officer and arranges for VIP introduction and opportunity for further discussion





Personal Advisors and Practice Manager with lead responsibility for Leaving Care agree shortlist of young people





Personal Advisors bring potential applicants to PA meeting and agree shortlist of most suitable young people





Personal Advisors review all Care Leavers against the JD and PS and identify potential applicants





Responsible Personal Advisors discuss opportunity with potential applicants 





Practice Manager forward information to all relevant Personal Advisors and Practice Managers (Depending on structure changes this would change to Senior Personal Advisor in the future)





Participation and Skills Support Officer emails JD and PS documents to Practice Manager, Cared for Children with lead responsibility for Leaving Care





Participation and Skills Support Officer collates JD and PS in respect of potential apprenticeship opportunities within the Council





Young Person offered Interview (PA to support and accompany if required)
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CV, Application Forms and Interviews 

This is not an exhaustive list of hints and tips; you will probably get more from lots of other people too. However if you use this as a basis for CV writing, cover letters, completing application forms, and interview techniques etc then you won’t go far wrong. 


In all the sections below the main thing which you need to look out for is:

“Attention to Detail”

This means: - check and double check spellings, ensure capital letters and full-stops are all in the right place. Make sure that you don’t ‘waffle’ within your descriptions and explanations about your skills and abilities. Be concise whist ensuring you have all the detail you need. 

Remember, getting a job, is made up of 3 things;

1. ‘Skills and abilities’, 


2. ‘Knowledge’  


3. ‘Attitude’. 


Of these 3, the most important is your ATTITUDE. If you have the right attitude you’ll go a long way.


Each of the following sections is the first chance to sell yourself to an employer, mess this up and you probably won’t be given another. First impressions always count. Make yours a good one.


Writing a CV


A CV tells a prospective employer about your achievements, your skills and abilities. It should be no longer than 2 pages in length. 

Each CV should be written to the specifics of the position you are applying for. However if you are sending out a speculative CV (one for no specific position) you should ensure it covers all areas, skills, abilities and achievements to date. 

You do not need to put the word ‘CV’ at the top of your CV as an employer will know what it is and as it should be accompanied by a cover letter, the letter will say what it is and why you have sent it to them. (More about cover letters later.)


Start with your name, address and contact details (phone, email) .Your prospective employer needs to know who you are and how they can contact you. 

· Make sure you make your name is larger and bolder than the rest of the CV. This will make it clear to the employer who the CV belongs too. 

· Check that your address is spelt correctly and that capital letters are in the right place. Ensure your postcode is available.


· Check that your telephone numbers (home and mobile) are correct and have the STD codes available.


· Check that your e-mail address is appropriate and sensible. An employer may make a judgement about you using your e-mail address; they may discard your application if it’s something that makes you sound like the sort of person who is always out drinking or making fun of others. Set yourself up a new one that is just used for CV’s or contact via employers if you need to. Don’t forget to check it regularly though.


1. Personal Statement


This short paragraph is where you can list your skills and abilities, use words which say what sort of person you are, don’t over exaggerate but don’t under sell yourself either. It should reflect the skills employers are looking for. Don’t just list the words though as that will not reflect you and employers will not look any further.

2. Qualifications and Training

This is where you put details of your High School education along with grades received or predicted. After this, if you’ve attended any other training identify it here (things such as: - First Aid courses or Sports Leadership awards etc). Don’t forget to put things in date order, oldest first. If you are working towards a programme of study then show this too. 


3. Work History


Start with your most recent employment or work experience placement first. You will need the name of the employer and the dates that you were with them. 


After this you should write a short paragraph, or a few bullet points, about the duties you carried out whilst you were with them, don’t waffle but make sure you talk about yourself rather than what the company did.


Follow this same pattern for any other employers or work experience, even if you don’t think it’s worth putting. (Even a paper round or babysitting gives you some skills and abilities which employers will want.) 


As time goes by, and you change employers and positions, you will need to update this section more than the rest. Remember to put current employers first and work backwards.


If you are writing your CV for a specific position, make sure you emphasise the duties which match those the employer is looking for (but only if you’ve carried out these activities).  


4. Hobbies and Interests

This section just needs a few things that you enjoy doing. Make sure these are real or else you’ll get stuck if the employer asks about them at interview. E.g. If you put reading down, make sure you remember the last book you’ve read as the interviewer will undoubtedly ask about it. 

Think about how the wording of your activities makes you look to people who don’t really know you. I.e. if you put “drinking with friends” rather than “socialising with friends” think about how an employer would view this!! 

5. References


If you choose to put referees you will need 2. The first must be your last employer, or school teacher if this would be your first job. The second can be anyone who has known you for at least 2 years; this could be a neighbour, however it is best not to use a family member. Always check with whoever you choose that they are happy to be listed as a referee.


And finally

Check and double check that all the information is correct. Spellings, grammar and punctuation are spot on. Dates and qualification titles are right. The names of employers are right and that most importantly your referees know you have put them on your CV. 

                                         Completing an Application Form

1.       Follow Instructions

It is really important to make sure you follow the instructions at the top of your application form, to the letter!  If it says “USE BLACK PEN” then you MUST use black pen.  If it says “WRITE IN CAPITAL LETTERS” then you MUST write in capital letters. 


They have these instructions for a reason… 


a) because capital letters are easier to read and 


b) black pen is clearer than other colours when it’s photocopied. 


If it says DON’T SEND A CV, then don’t put one in! 


If you don’t follow instructions like these, your application could find it’s way into the bin before they even read it, and you’ll never get an interview. 

It is a good idea to print or make a photocopy of the application form to practice on, check this prior to writing your final version. It is also an idea to keep this copy so you can check over it before going to the interview to make sure you are saying the same as it does on your application. 


2.        Basic Details and reference numbers 


When filling in your name, address, telephone numbers and other required information, make sure that they are all spelt correctly and in the right spaces. 


If the form asks for a reference number check you have the right one for the position you are applying for especially if they have more than one position available.

3.        Education and further training.

This section will ask about your high school education, including grades. 


You will also be asked to include any training courses you’ve been on and certificates you’ve gained. You don’t need to include your primary school. Start with high school and then move on to other education settings

4.        Employment History


Start with the last one first. Make sure the employer details and the dates are right. Highlight your main duties if the form asks for these. Sometimes the forms ask for the reason you left this employment. Be honest, however if you left on bad terms this is not the time to explain the full reason. Be careful how you word your reason. 

5.        Person Specification/Additional Information

This is the most important section of any Application Form. 

Every Application pack will come with a “Person Specification” list and a “Job Description”. You MUST use the Person Specification list to write this section. 


The person specification lists all the things (criteria) which the employer needs you to have experience in… it may be split into 2 sections; Essential and Desirable criteria. 


Essential Criteria are things which you MUST have experience in. When writing your information you must show how you meet each specific point. 


Desirable criteria is where the employer would like you to have experience, however it will not harm your application too much if you don’t. You could include these as development areas if you were to gain the position. 


· Start at the top of the list. 

· Number the criteria (for your reference).


· Write a short paragraph for each point. 


· Show how you meet the Essential then the Desirable criteria and work downwards by giving examples of your experience in that area. 


· On your practice copy, number the criteria as you write the information related to it, to make sure you cover them all.

· Try to give different examples for each criteria however if using the same example for more than once don’t join them together. 


The panel looking at your application form will score you on how many criteria you meet, they will not know that you’ve joined them together and will initially go down the list and if the number of your information paragraphs doesn’t match the number of criteria it may be discarded without being read any further. 

6.        Criminal records

Some application forms require you to disclose any criminal records or cautions. If you are applying for a position which involves working with children or young people, people with special needs, the elderly etc any criminal record will be checked. Be honest on your application. Driving offences should not affect your application however should be disclosed as it shows you are honest. An employer will not employ a person who has a criminal record if they are to work in any of the care industries. You will also not be employed in any of the public services such as police or fire. Criminal records will also affect your ability to work in various other roles such as in schools, banks, solicitors, insurance and other financial services and lots of other roles. Consider this if you’ve anything in your past which will affect your future. 

7.         Medical History


Employers will ask about your medical history. Firstly to be happy that you will be able to carry out the job and secondly to prepare any support to enable you to get through an interview. E.g. If you have dyslexia, tell them so they can provide you with information in a format you can read. If you are in a wheelchair, they must ensure there is access for you to enter the building. 

8.          Declaration 

This is where you sign to say all the information you have put on your form is true. 


If you sign this and they employ you, then it is proven that there has been incorrect information given, employers will be able to dismiss you instantly for gross misconduct. Do not falsify qualifications, salary information, criminal convictions etc as you will get found out.


Interviews

Congratulations, you’ve got an interview…. don’t panic!! 


An interview for a job or training opportunity can be nerve wracking but remember you’ve already impressed the employer with your CV or Application form. 


You will usually have a few days notice before your interview, so use them wisely. 


Preparation is the key to a good interview. 

Before the day….


1. Respond to the letter as instructed, advising the company you will be attending at the time given. 


2. Take a look at your copy of the application form for the position you have an interview for. Also have a read through the job description and person specification list, this will just remind you of why you applied for the position in the first place. 


3. Research the name of the company that is interviewing you. Know their name and address and contact number.


4. Find out more information about the company. What do they do? How long have they been in business for? You should find all this on the internet. Use your knowledge about the company and match it to your skills and abilities so you can use this information should they ask you about what you can offer the company. 

5. Plan how you are going to get to your interview. If you have time, do a trial run. If you are going by bus or other public transport make sure you know the time that you need to be there for, add half an hour (in case there is traffic) and work backwards from there to identify the time you need to leave home. 


6. Identify the likely length of the interview. Make sure you don’t have any plans straight afterwards and therefore are not thinking about what you’re doing next instead of concentrating on the interview itself. 


7. Plan what you are going to wear. Make sure your clothes are clean and ironed, and your shoes polished. 


8. Go through some questions that they may ask you from the list at the end of this section. Have some possible answers ready in your head;


 “Tell me about yourself”

“What are your strengths / weaknesses?”


“What skills can you bring to the job?”


“What do you see yourself doing in 5 years’ time?”


“Why should we give you the job?”

9. Prepare a few questions for the end of the interview. Write them down on paper and take them with you…don’t trust them to memory!


Good luck!
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This leaflet provides information and guidance to Cared 4 Children and Care Leavers regarding Apprenticeship, Traineeship and Jobs with Training opportunities.

APPRENTICESHIP PROGRAMME

What is the Apprenticeship Programme?

An Apprenticeship is a programme that combines full time employment with nationally accredited qualifications.  Apprentices will be expected to combine employment with external assessments and exams.  Apprenticeships are available in Rochdale Council up to Degree Level.  You will receive a wage whilst completing the Apprenticeship.

Who is it for?

You must have GCSE Grade C in English and Maths, or be VERY close in order to complete Apprenticeship qualifications AND must be able to commit to 30-37 hours a week employment.  Those Departments supporting a young person with a ‘Cared For’ background will be supported to do so via a grant.  

How do I find out about Apprenticeship Opportunities?

All vacancies will be shared with Cared 4 Children and Care Leavers before being released to the public.  Your Personal Adviser will share information regarding all opportunities with you and support you in making an application.  

How do I apply?

Referrals can be made to the Council for an Apprenticeship at any time, not just when there are vacancies. Applicant details will be ‘marketed’ to the appropriate departments.  

TRAINEESHIP PROGRAMME

What is the Traineeship Programme?

A Traineeship is a ‘stepping stone’ programme to prepare young people, aged 16-24 for employment and Apprenticeships.  It lasts for up to 6 months and candidates will combine relevant qualifications with extensive work experience.  Working hours will vary with a minimum of about 16 hours per week.  

You will not receive payment during the Traineeship and will therefore not affect benefits.  Support is available for travel costs.  

Young People on the Traineeship programme will be guaranteed work placements in the council and the company delivering the programme may set up a dedicated group for Cared 4 Children and Care Leavers.

Who is it for?

A Traineeship is for someone who has achieved Grade D/E for GCSE Maths and English who needs either more work experience, employability skills or improved grades before they can access an Apprenticeship. 

How do I find out about Traineeship Opportunities?

All vacancies will be shared with Cared 4 Children and Care Leavers before being released to the public.  Your Personal Adviser will share information regarding all opportunities with you and support you in making an application.  

How do I apply?

There is an application form to refer anyone interested in the Traineeship Programme; there is a box marked Traineeship which will need to be ticked but you will also need to add the kind of placement you would like to be involved in.

JOBS WITH TRAINING PROGRAMME

What is it?

For some young people, the Apprenticeship or Traineeship Programmes may not be appropriate.  The Jobs with Training Programme provides part time employment with appropriate training for all academic levels.  The programme can be organised to suit the kind of work you are interested in and qualifications will be at the correct level to ensure that you are able to engage.  

The posts may be fixed term and will be flexible around hours to suit your circumstances.  They will be in a wide variety of job roles, and you will have the opportunity to enter employment without the need for the academic qualifications needed in the Apprenticeship or Traineeship programmes.

Who is it for?

Young people aged 16-24 who are or have been Cared For and who are below Grade E for English and Maths.  You must also be able to commit to part-time employment and appropriate training.

How will we help?

All Jobs with Training opportunities will be sent to your Personal Adviser and they will discuss these with you.  If you decide to apply, your details will be circulated amongst appropriate departments to encourage Jobs with Training opportunities.

How do I apply?

There is an application form to refer anyone interested in the Jobs with Training Programme; there is a box marked ‘Jobs with Training’ which will need to be ticked but you will also need to add the kind of placement you would like to be involved in.

THERE IS NO NEED TO WAIT FOR OPPORTUNITIES TO COME UP, YOU CAN BE REFERRED AT ANY TIME – SPEAK TO YOUR SOCIAL WORKER OR PERSONAL ADVISER TODAY
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Apprenticeship and Work Based Learning Referral Form

		Young person’s name:

		Required

		Young person’s DOB:

		Required



		Young person’s address:

		Required



		Young person’s telephone number:

		Required

		Young person’s email address:

		Required



		Social worker/PA:

		Required

		Social worker/PA telephone number:

		Required



		Social worker/PA email address:

		Required



		Name / Contact details for Positive Steps Careers Advisor:

		Required



		Educational setting attending / attended:

		Choose an item.		If ‘Other’ please provide details

		



		GCSE grades* predicted/achieved:

*Please indicate if none

		Maths:

		Required

		English:

		Required



		Other relevant qualifications:

		

Required



		Give details of any previous work experience you have done:

		



Required













		Type of work that interests me:

Be as helpful as possible here – it will help us find the appropriate destination

		       Apprenticeship                             Traineeship                    Job with Training

[bookmark: _GoBack]





Required






















This information will be shared within the council with a view to identifying apprenticeship and work based learning opportunities. It will also be shared with trusted external partners who can help you find employment or an appropriate qualification. Young person to sign below to confirm this is acceptable to you.

		Signed:

		Required



		Name (PRINT):

		Required



		Date:

		Required







Once completed; email to andrew.turner@rochdale.gov.uk and toni.carter@rochdale.gov.uk 

Rochdale Borough Council – Raising Participation Team
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