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Process for delivering English and maths to apprentices 
 
 
Introduction 

Our process for delivering English and maths to apprentices is closely aligned to our 
process for performing initial assessments of apprentices prior learning. As specialists 
in the provision of apprenticeships for the passenger transport industry the majority of 
our apprentices are over 18 years of age and many have already attained 
qualifications in English and maths, at least at level 2 and often at level 3.  

We focus on the English and maths skills that support an apprentices’ employability 
and we aim to provide them with a qualification where they do not already hold one. 
This supports the apprentices’ progression within their employing company and sits 
alongside their job application process, which includes a medical which is a pre-
requisite for a Passenger Carrying Vehicle licence.  

Process 

Following initial assessment (See The Development Fund Ltd. process for performing 
initial assessments of apprentices prior learning) we identify those who hold a GCSE 
in English or maths. Most of the employers we work with will have already collected 
information from the prospective apprentices and we double check that their GCSE 
certificates show that they have passed at the right grade for exemption to meet the 
relevant Apprenticeship Standard.  

Where the apprentice is not exempt, then, within the induction phase of their 
apprenticeship (first three months), we use BKSB to provide a diagnostic of the 
apprentices’ English and maths skills and knowledge. Using this information, we focus 
on the skills and knowledge that is missing to meet the requirements for the Functional 
Skills at the appropriate level (L2 for the majority of Standards we offer).  

We do not entirely rely on the BKSB diagnostic and the assigned apprentice trainer 
will sit down with the apprentice and take them through a series of exercises to identify 
weak spots. The trainer then analyses the gaps in their learning and will put together 
a functional skills achievement and learning plan with suggestions as to the 
sequencing of the learning modules they need to undertake. We spend some time 
closely identifying what they need to do to reach the level required for each functional 
skill. This makes sure that they expend effort on the right areas and in the best order 
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to ensure they have the early principles properly embedded. We see this as important 
because it ensures maximum effectiveness and ensures they do not lose confidence, 
which can happen if they go straight to more advanced concepts. 

The apprentice trainer will set targets for the English and maths skills and knowledge 
aligned to the Standard; where possible streamlining them to other aspects of skill 
development and knowledge acquisition within their apprenticeship programme. The 
trainer then signposts them to the appropriate BKSB (or ForSkills) modules.  

Completion of the learning modules is tracked at progress meetings and against 
agreed milestones. At the meetings where the apprentices’ line manager is present, 
we will often ask their manager to help consolidate the English and maths learning by 
setting them tasks at work. For example, an apprentice might be asked to put together 
a poster for a union learning representative to go on the notice board about their 
outreach services, which stretches their written communication skills for the functional 
skills in English. 

We are fortunate in having such close links with the Unite Union who can provide 
considerable support for employees in the passenger transport industry. This can 
include referral to medical services or additional learning support, for example the 
provision of screen readers or spell check software for dyslexic apprentices. 

Taking the functional skills tests 

For those apprentices who do not hold validated exemptions for English and maths 
we work with two awarding organisations; FutureQuals and OCR to provide the 
functional skills tests. 

When they consider they are ready, the apprentice will check their newly acquired 
skills against the required standards using the skills checks in the online system 
provided. We take the apprentice through a “mock” functional skills test prior to 
scheduling the test date. When the apprentice and their trainer is confident of 
successful achievement, we contact the awarding organisation to book tests. We are 
mindful of agreeing the scheduled functional skills test date with the apprentices’ line 
manager to make sure that they will be available for the test. This avoids costly “no 
shows” and ensures that a possible change to a normal work pattern is not disruptive 
to the employers’ business. 

Recording and reporting of results 

Upon receipt of results and certificate claim, we record the pass in the ILR. Results 
are reported to the apprentices’ employer in writing and a copy of the functional skills 
certificate scanned and sent. At Gateway, we will inform the EPAO to ensure eligibility 
for end point assessment and send any validating information they require. 
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Apprentices’ that fail the tests have a debrief with their apprentice trainer and their 
learning plan amended to allow time for corrective learning and re-testing. 

Functional Skills Monitoring and Tracking 

As part of our continuous improvement cycle, we monitor results and the effectiveness 
of the apprentice learning plan in meeting English and maths skills gaps. We ask for 
feedback from the apprentice and from their trainer about what worked well and what 
could be done better next time. This forms the basis of a review of lessons learnt. 

In recent months we have worked to improve the tracking of and the level of detail on 
the progress of apprentices. We no longer solely rely on the online learning materials 
and have deployed a specialist tutor to support apprentices in the development of their 
English and mathematical skills since early in 2019. The IQA reports to senior 
management specifically on progress around the meeting of English and maths skills. 

From time to time we scan the market for alternative providers of the learning modules 
(BKSB and ForSkills) and awarding organisations to ensure that our functional skills 
offer remains up to the minute and value for money. 

 

Responsibility 

Responsibility for the Process for delivering English and maths to apprentices’ rests 
with the Quality Manager, Sally Smith. Oversight is provided by the Operations 
Director. 

Review 

This process is reviewed annually by the Managing Director and senior management 
team. 


