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Interview and Assessment Form
Apprenticeship Trainer
Candidate Name: 										Interviewer: 	

Vacancy: 											Date: 	


[bookmark: _GoBack]Opening and Welcome briefing to Candidates:
· Welcome candidate to the College and the interview day for the role, introduce yourself and explain your role
· Introduce the panel members and that there will be a series of formal questions 
· Provide an outline and information about the College and explanation of the College values and expectations for the role
· Outline the job role and the team the role sits in / available hours 
· Explain the panel will be taking notes throughout 
· Confirm there will be opportunity for questions from the candidate at the end of the interview
· [Optional – explain there will be a tour by a team member or the opportunity to meet team members or task]


Interview question scoring 
	1-4
	5-7
	8-10

	Partial response (candidate has not displayed standard expected)

	Complete response (benchmark expected, shows good relevant examples, meets the required standard)
	Advanced complete response (consistently strong with excellent relevant examples and development / extension)



Formal Interview

	Interview Question 
	Positive Indicators 
	Candidate Response 
	Score (see above guidance)

	Question 1
Role purpose Statement – please read to candidate

You have applied for a role as an apprenticeship trainer at this College. This involves being occupationally competent in your subject area to support apprentices and employers but also ensuring that the College is compliant with the apprenticeship funding rules, this can involve a great deal of administration using electronic systems such as an electronic portfolio

What understanding do you have of this apprenticeship trainer role?

Why do you consider it a good fit for your level skills and experience?



Please give examples of how you have used IT in your previous roles? 



Possible Follow up questions:
What are some of the challenges you might anticipate with completing this role?

Have you any previous experience delivering a training, qualifications or apprenticeships

	· Genuine interest in the position and College. 

· Career progression

· Recent & relevant examples

· Links examples of experience to how would work in this role.

· Demonstrates understanding of role

· Been a coach or mentor in the workplace perhaps with an apprentice

· Been involved with delivering training sessions for employees

· Used systems such as teams, electronic portfolios, databases, email, outlook diary etc
	





	

	Question 2 
Role Statement – please read to candidate
 
The role of an apprenticeship Trainer is to effectively manage a case load of apprentices with their employer support through to successful achievement at their end point assessment. You will have a case load of apprentices at various stages of progression.


Please give an example of when you have shown good organisational and co-ordination skills in a previous role


Possible follow up question

What techniques have you previously used to manage your work load effectively? 

	
· Prioritisation techniques – Red, amber, green

· 1,2,3, excel spreadsheets using filters – linked to end date

· Uses collaboration tools

	
	

	Question 3 
Role Statement – please read to candidate

The role of an apprenticeship trainer is to work with employers to support the apprentice’s development of knowledge and skills This involves demonstrating relationship management skills.

Please give an example of when you have managed a difficult working relationship or faced a challenging situation with colleague using your relationship management skills.

	
· Setting clear SMART targets of achievement at each session

· Holding apprentices and employers accountable for progression

	
	

	Question 3 

Possible follow up questions
Please give some examples of approaches would you take to work with employers to secure apprentices timely achievement and progression to the next level?

What do you think are key principles of building a trusting relationship with employers and your apprentices and why? 

What actions to you think would be important to take when dealing with an apprentice who is not on track with expected progress? 

	
· Being competent in role, responding to queries in a timely manner, gaining trust by being believable – attending appointments punctually, good communication skills – being flexible with approach – using a range of methods to best suit 



· Meet on 1-2-1 basis to discuss barriers
· Talk to employer to plan support
· Breakdown actions into manageable actions
· Meet more frequently to provide support
	
	

	Question 4
Role Statement – please read to candidate

A key part of this role is to work independently, managing your own diary, planning appointments with apprentices and employers for assessments and reviews at specific intervals
 
Please give examples of how you manage your time and would approach this task. 

Possible Follow up question 
How would you manage working independently? 

Would you need to be supported to achieve this?  
	Experienced in using Outlook, teams or paper diary

Recognises need to plan travel times effectively

Uses time management tools 

Planning work back from the deadline and breaking down and planning tasks to meet deadline with contingency.

	
	

	Question 5

Role Statement – please read to candidate

A key part of this role is being familiar with the Apprenticeship knowledge, skills and behaviour components included in the apprenticeship you are managing. Apprenticeship Standards are updated and new versions are released regularly. 

Can you give an example of how you have used your skills to interpret qualification  guidance (or an industry standard) in your previous role – how have you sourced relevant information and interpreted guidance to ensure compliance? 

Possible Follow up question
Have you any experience in producing a supportive training or learning resources? 

Can you provide an example of how your feedback has led to an apprentice (student, colleague) improving their performance? 

	
	
	

	Question 6
Mandatory – Safeguarding
Role Statement – please read to candidate
 
Every member of staff is responsible for safeguarding our students – recognising vulnerable students and signposting them to support agencies via our safeguarding team

Can you provide an example that demonstrates your experience of safeguarding and explain why you think safeguarding will be an important part of this role?

	
· Clear understanding of the principles and application of safeguarding processes 

· Can build trust with apprentice to support sharing of information

	
	

	Question 7

Mandatory – Equality and diversity
Role statement – please read to candidate

A key value of the College is to be inclusive along with respect, ambition and honesty. You will also be expected to be fair and consistent in your assessment practices

Can you give an example of how you have adapted to meet an individual’s specific needs?  




Possible follow up questions
Could you explain why it is important to meet the individual apprentices learning needs? What might be the impact if this is not supported?  
What do you know about the College’s approach to equality, diversity and inclusion?
How have you promoted the values of equality and diversity within your previous experience?
Do you have any examples of dealing with inappropriate workplace banter? 
	
· Clear understanding of the principles and application of equality and diversity.

· Mentions Equality Act (2010) and protected characteristics


















· Understands workplace bullying and harassment and need to follow polices to support apprentice


· Discussion around the promotion and not just adherence to E&D principles
	
	

	Question 8

Mandatory – Health and Safety
Role Statement – please read to candidate

In the role you will visit our employers’ workplaces and assess the apprentices compliance with health and safety practices

What experience do you have of minimising health and safety risks to ensure compliance with statutory guidance, can you give an example?


Possible Follow up question
What level of H&S training have you previously achieved and how has this impacted on your working practices? 
 
	
· Clear understanding of the principles and application of health and safety processes.

· Make links to previous training and experience  

· Mention of risk assessment process

· Clear examples of mitigation of risks.

· Mention of safe systems of work

· Understanding of specific legislation or considerations to be taken in this area.

· Accident reporting


	
	

	Question 9
Functional skills - English and Maths
Role Statement – please read to candidate

A key learning aim in every apprenticeship is the achievement or development of English and maths skills. Every interaction with an apprentice should help them to further develop their Maths and English Skills and achieve (if required) their functional skills qualifications. 

What techniques would you use to support the apprentices progression of these skills and achievement of functional skills learning aims? 

Possible follow up question
Can you give me an example of supporting a colleague with their development in these areas?
	
· Make links to occupational area for English and maths

· Encouraging use of appropriate industry terminology

· Encouraging development of verbal skills and positive colleague interactions

· Recognises underpinning English and maths skills in role

· Is confident in their abilities to support apprentices to improve their skills 

	
	

	Question 10

Prevent and British values
Role Statement -please read to candidate

A key part of the apprenticeship trainer role is to ensure that the apprentice is aware of the Prevent strategy and supports British values. For example we need to ensure that our vulnerable apprentices are protected and supported.



Can you provide an example of how you could support an apprentices understanding Prevent & British values?



	
· Can show some knowledge of Prevent and British values– previous training 

· Awareness of cases in public domain

· Can list British values

· Aware of Prevent strategy 

· Mentions knowledge of radicalisation or extremism 

· Mentions examples of speaking up when aware of inappropriate workplace behaviour i.e. lack of mutual respect
	
	

	Question 11
Role Statement- please read to candidate

A key part of this role is to actively seek growth through new business or progression to a higher level apprenticeship to maintain a healthy caseload.  

Could you provide an example of when you have actively taken part in achieving new business in your previous experience, what techniques did you use? 

	
· Seeking new markets – investigating new customers 

· Using customer database

· Building relationships

· Any sales experience or training 

	
	

	Question 12 
Is there anything further that you would like us to know about your suitability for this role? 

	

	
	



Close of Interview
1. Ask the candidate if they have any questions 
2. If there are any unexplained gaps in employment, clarify these with the candidate and make notes to provide to HR (this is linked to Safeguarding)  
3. Check candidate is happy for references to be contacted (and provide this to HR) 
4. Run through the Conditions of Service document with the candidate – cover hours, salary, check their notice period 
5. Inform the candidate when they will hear the outcome of the interview (both positive or negative) 
6. Take copies of eligibility and DBS documents from candidate (they have been asked to provide these, please take them at interview stage and share with HR) 
7. Ensure candidates are aware of the requirement of all staff to support at College Open events and Enrolment periods 

Outcome - Please complete for the successful candidate and return to your HR Advisor with collated paperwork. Please also send unsuccessful applicant notes and documents to HR. 

	1. Effective Date:

	:

	
	

	2. Hours :

	

	
	

	3. Contract Type: Indefinite / Fixed Term - if fixed term, please provide end date here:      

                
Please note: applicants will not be able to start with the College until all employment checks are completed. 
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