This document is for planning purposes only.
All entries must be submitted through the online process.
[image: ]2019 Apprentice Category Registration: 
Personal Details
	Title*
	
	First Name*
	
	Surname*

	
	
	
	
	



	Email*

	



	Password*

	


Contact Details
	Phone Number*

	



	Address Line 1*
	
	Address Line 2

	
	
	



	Address Line 3
	
	Town/City*

	
	
	



	County*
	
	Postcode*

	
	
	



	Account Recovery Question*

	Please select from the list during registration




	


I agree to the Terms and Conditions		 

Terms and Conditions: 

Applications and references (where applicable) to the National Apprenticeship Awards are subject to the following terms and conditions. Please read these carefully and indicate your approval at the bottom of the page before proceeding to the application form.

· The organisers cannot accept any responsibility for loss or damage of any entry. All entry forms will be acknowledged.
· All entries will be treated in the strictest confidence.
· The judges’ decisions will be final and no correspondence or discussion will be entered into regarding the selection of the winners. Feedback can only be provided for shortlisted applications at national and regional area level, if this is available.
· The National Apprenticeship Awards are limited to England. Submissions from Scotland, Northern Ireland, Wales, the Isle of Man and the Channel Islands are not eligible unless the apprenticeship has taken place in England.
· Entries and references (where applicable) will only be accepted when submitted via the online entry form.
· Entries and references (where applicable) can be submitted no later than 5.00pm Friday 24 May 2019.
· Entries and references (where applicable) cannot be amended after the entry deadline has passed.
· Should the judges determine an entry submitted for one category is of greater relevance to another category, they may re-categorise that entry.
· Regional winners will automatically be shortlisted for the national stage. All regional winners will be invited to the national awards ceremony.
· Regional winners in the Rising Star category will be put forward to a public vote. Votes from the public will be combined with judges’ scores to identify the winner.
· Entries and references (where applicable) may be edited by the National Apprenticeship Awards team to correct any erroneous administrative information.
· All entries and references (where applicable) will be vetted and verified for accuracy. Should it come to light that there are issues, whether ethical or factual, pertaining to any application, the National Apprenticeship Awards team reserve the right to withdraw that application, whether that application has been selected as a finalist or not.
· All entries and references (where applicable) will be read by assessors. Entries which are successful in the initial assessment stage will be read by judges.
· Employees of the Education and Skills Funding Agency and National Apprenticeship Service, their family members or friends shall not be permitted to enter.
· The Education and Skills Funding Agency and National Apprenticeship Service reserves the right to cancel or amend the National Apprenticeship Awards and these terms and conditions without notice for any event that is outside of the Education and Skills Funding Agency and National Apprenticeship Services’ reasonable control. It is the responsibility of entrants to keep themselves informed as to any changes to the terms and conditions of entry. The latest version of the Terms and Conditions will always be available on the National Apprenticeship Awards application website.

Data Protection:
The data controller for the Apprenticeship Awards is the Department for Education. Your personal information is protected and secured in compliance with relevant data protection legislation.
The Apprenticeship Awards Privacy Notice is available here

Use of your personal information
The personal information you submit in your application will be used by the Education and Skills Funding Agency (ESFA), which is a part of the Department for Education, and includes the National Apprenticeship Service, to process and communicate with you about your application. Your information will be shared with third parties working on behalf of the ESFA to manage the awards applications and events.
Information in your application, including your personal information may be shared with PR, creative or marketing agencies working on behalf of the Education and Skills Funding Agency for publicity purposes relating to the promotion of apprenticeships as part of the Awards process. Commercially sensitive information will not be shared publicly.

Communications not related to your National Apprenticeship Awards Application
· I wish to receive other communications about apprenticeships and technical education from the ESFA, including the National Apprenticeship Service and Third Parties working on behalf of the ESFA.

If you wish to withdraw your consent at a future date, please contact: entries@appawards.co.uk


	
IMPORTANT – This planner is for the Apprentice of the Year Category only. 

If you are entering in the Employer of the Year, Apprenticeship Champion or Rising Star categories please use the relevant planner to that category.




Apprentice Declaration

Please complete the declaration below by placing “x” in each box:

	
	
	I am aged 16 or over.

	
	
	I wish to be considered for the Apprentice of the Year 2019 Award.

	
	
	I confirm that I have checked with my learning provider and the apprenticeship I am undertaking/completed is based in England and is a SASE compliant apprenticeship (Specification of Apprenticeship Standards for England) or the new Apprenticeship Standards.

	
	
	I confirm that the details provided in my application will be accurate.



Please note, to enter the Awards you must agree to the Terms and Conditions and put a cross in each of the boxes above. 

Please note that your referee's email address must be different to the one you used to register. Remember to allow your referee sufficient time to complete their section before the deadline.


SECTION ONE – BACKGROUND INFORMATION
This section requests information about you, your apprenticeship, your employer and your learning provider (if applicable). It is important that you provide us with all this information.
Note: Your entry will be allocated to a judging panel based on the postcode of your normal place of work; this may be different to your employer's head office.
It is important you check the area where your entry will be judged. For example, if you progress through to the regional finalist stage you will be invited to attend an event where your entry is judged.
To enter your chosen category, you must either be
· Currently undertaking that level, or
· Have completed it within the last 12 months (since 1 May 2018)
Stronger entrants have usually completed more than 50% of their current apprenticeship and are able to provide more evidence to substantiate their answers.
YOUR PERSONAL DETAILS
	Email*
	
	First Name*
	
	Surname*

	
	
	
	
	



	Official Job Title*

	



	Home Address Line 1*

	

	Home Address Line 2

	

	Home Address Line 3

	



	Home Town/City*
	
	Home County*

	
	
	



	Home Postcode*

	



	Telephone (daytime)*
	
	Telephone (daytime ext)*
	
	Telephone (evening)*

	
	
	
	
	



	Date of Birth*
	
	Gender*
	
	

	DD/MM/YYYY
	
	Male
	
	
	Female
	

	
	
	Other
	
	
	Prefer not to say
	



	Unique Learner Number*
	*The Unique Learner Number is a 10-digit number. Please contact your learning provider if you do not have your Unique Learner Number

	
	


You do not have to wait for your referee to submit their reference before you can submit your application you simply need to have sent your reference request.

APPRENTICESHIP DETAILS

This is where you need to provide us with information about the category you wish to enter and the apprenticeship you are doing. The Apprentice of the Year Award seeks to acknowledge and celebrate apprentices' exceptional contributions to their workplaces. There are three categories within this Award: Intermediate Level, Advanced Level, and Higher or Degree Level Apprentice of the Year. We are looking for entrants that make a real difference to the organisation they work in by exceeding expectations and delivering measurable benefits. You may have introduced a new idea or initiative that has impacted on the organisation, improved procedures and systems, or made an important contribution to the development of a product or special project.

Did you find your apprenticeship using Find an Apprenticeship on gov.uk?*

	Yes
	

	No
	



If no, where did you find your apprenticeship?

	





Which industry sector do you work in?*

	Please tick 1 box from list below

	Agriculture, Horticulture, and Animal Care
	

	Arts, Media and Publishing
	

	Business, Administration and Law
	

	Construction, Planning and the Built Environment
	

	Education and Training
	

	Engineering and Manufacturing Technologies
	

	Health, Public Services and Care
	

	Information and Communication Technology
	

	Leisure, Travel and Tourism
	

	Retail and Commercial Enterprise
	

	Science and Mathematics 
	





	Which apprenticeship category are you entering?*
	Intermediate Level
	

	
	Advanced Level
	

	
	Higher or Degree Level
	







Intermediate Level Apprentice = working towards NVQ Level 2 qualifications
Advanced Level Apprentice = working towards NVQ Level 3 or higher qualifications.
Higher or Degree Level Apprentice = working towards NVQ Level 4 or higher qualifications.



You need to choose the apprenticeship framework/apprenticeship standard category then select the type of apprenticeship from the National Apprenticeship Awards 2019 Framework and Standards list. More information can be found here

Please provide details of the apprenticeship you are doing by choosing from Column A and then B on the National Apprenticeship Awards 2019 Framework and Standards list. For example, an apprentice doing a Business Administration framework would insert
“Business, Administration and Law - Business and Administration” in the box below.

Which type of apprenticeship are you doing?*

	






Please complete all sections that apply to your apprenticeship*          please use date format DD/MM/YYYY

	Category
	Start date
	Completed/expected 
completion date

	Intermediate Level Apprenticeship
For those working towards, or completed, NVQ Level 2 qualifications
	
	

	Advanced Level Apprenticeship
For those working towards, or completed, NVQ Level 3 qualifications
	
	

	Higher or Degree Level Apprenticeship
For those working towards, or completed, NVQ Level 4 or higher qualifications
	
	




Please list any qualifications you achieved before starting this apprenticeship (e.g. GCSEs)*

	






Please list details of your achievements as a result of your apprenticeship to date, e.g. qualifications such as NVQs, technical certificates, Key Skills or units towards qualifications.*

	







Has your apprenticeship resulted in you going on to further training? If yes, please provide details.*

	









YOUR EMPLOYER’S DETAILS
Note: Your entry will be allocated to a judging panel based on the postcode for your normal place of work; this may be different to your employer's head office.
It is important you check the area where your entry will be judged. For example, if you progress through to the regional finalist stage you will be invited to attend an event where your entry is judged.
	Employer Name*

	



	Name of your manager/supervisor*
	
	Position*

	
	
	



	Telephone (Daytime)*
	
	Email*

	
	
	



	Address Line 1*
	
	Address Line 2

	
	
	



	Address Line 3
	
	Town/City*

	
	
	



	County*
	
	Postcode*

	
	
	



	Judging Region*

	This is automatically calculated online from your given employer's postcode, this must be based in England



	Employer’s Twitter Handle*
	
	Employer’s Facebook Page

	
	
	



Remember all fields marked with a red asterisk are mandatory.


LEARNING PROVIDER DETAILS 

This is where you need to provide us with information about who delivers your training. You may receive your training at a college or another type of learning provider. If your training takes place at an academy on your employer's site for example, you can put a cross in the box to say your learning provider is the same as your employer.

	
	My Learning Provider details are the same as my Employer



If your learning provider's details are different from your employer's, please complete the following section.

	Learning Provider Name

	



	Contact Name of Tutor/Assessor
	
	Contact Position

	
	
	



	Contact Email
	
	Contact Phone Number

	
	
	



	Address Line 1
	
	Address Line 2

	
	
	



	Address Line 3
	
	Town/City

	
	
	



	County
	
	Postcode

	
	
	






SECTION TWO – QUESTIONS
Please complete all sections as fully as possible in your own words.
This section asks key questions about your achievements as an apprentice, plus your contribution and impact within the organisation you work. Include evidence such as quotes from clients, staff and fellow apprentices, statistics, comparative data, performance reviews.
Make sure you give the judges hard evidence to base their decisions on. Include examples which demonstrate your inspirational qualities through commitment to your personal development; outstanding contributions to your workplace, where you have exceeded expectations and your achievement and attainment in learning and work.

 

INTRODUCTION

Max 150 words           Please note that this section is not scored for judging or assessment purposes

[bookmark: _GoBack]Please tell us about your employer. Provide the judges with information about your employer's organisation including type of business/activity, size and structure.*

	






My word count is___________
Introduction: word count (up to 150 words)



ABOUT YOUR APPRENTICESHIP

Max 250 words                                                         Question 1 is worth a maximum of 20 marks

Judges want to understand why you chose an apprenticeship and what your key duties and responsibilities are in the organisation you work for. 

A strong entry will include the following:
· Why you chose your apprenticeship and how you applied for it.
· An outline of your role (including key duties and responsibilities) and how it fits within the organisation.
· A description of the team you operate in and your personal contribution to team objectives and performance.
· A summary of your personal aspirations and planned career path.
	Try to be concise but informative as you only have 250 words. The information you give will form the basis of your application for the judges. Make sure you have covered each of the points above when drafting your answer.
The word count will help you keep on track.




Question 1*

Please tell us why you chose an apprenticeship and detail the role you play in the organisation you work for.*

	






My word count is___________
Question 1: word count (up to 250 words)



YOUR PERSONAL ACHIEVEMENTS

Max 350 words                                                         Question 2 is worth a maximum of 30 marks

Judges are looking for apprentices that demonstrate exceptional personal qualities and have made significant achievements through their apprenticeship. Try to provide as much evidence as possible (such as feedback from colleagues and examples of ambassadorial activities) to substantiate your answers.
A stand-out answer will include the following:
· An outline of the skills you have developed since you began your apprenticeship. 
· How your apprenticeship has impacted on you, especially in terms of your ambitions and motivation.
· Why you believe that others can learn from your apprenticeship experiences.
· Details of your activities as an ambassador for apprenticeships and vocational education both within, and outside, your organisation.
· Details of your greatest personal achievements to date, and why you believe these are noteworthy.
	Try to be concise but informative as you only have 350 words. The information you give will form the basis of your application for the judges. Make sure you have covered each of the points above when drafting your answer.
The word count will help you keep on track.




Question 2*

Please detail what you have accomplished through your apprenticeship and why you think your achievements are exceptional.* 

	






My word count is___________
Question 2: word count (up to 350 words)



IMPACT ON YOUR ORGANISATION

Max 300 words                                                         Question 3 is worth a maximum of 20 marks

Judges are looking for apprentices that have made a tangible contribution to the success of their employer. Please provide evidence of the positive impact you have had on your organisation. For example, details of cost savings you have made, innovations you have developed or new ways of working that you have implemented.  

A robust answer will include the following:
· How your apprenticeship helps your employer meet organisational objectives/goals.
· What specific skills have you developed that clearly benefit your employer.
· Tangible examples of ways in which you can demonstrate your personal impact and contribution.
· How your personal performance has benefited others in your employer’s organisation.
	[bookmark: _Hlk506209973]Try to be concise but informative as you only have 300 words. The information you give will form the basis of your application for the judges. Make sure you have covered each of the points above when drafting your answer.
The word count will help you keep on track.




Question 3*

Please detail how you have contributed to the success of the organisation you work for.* 

	






My word count is___________
Question 3: word count (up to 300 words)



PHOTO AND TABLE ATTACHMENT (OPTIONAL)
(Max 250 words)                   The Photo and Table Attachment is worth a maximum of 10 marks
You are able to attach a document to help evidence the claims made in your responses.
Please note that you are strongly encouraged to do this. Use a chart, table or graph to help demonstrate metrics such as statistics, quantifiable information and comparative data. Remember to provide a baseline to show how you have progressed.
Up to two photographs may be included if they are relevant and help to evidence your answers. Text contained in charts, tables or graphs should be counted towards the final word count. Please make sure that all charts are clear and in black and white, as your entry will be photocopied for the judges. 
The upload facility should not be utilised for items such as certificates, prospectus documents or training materials.
Do not include hyperlinks to websites, videos or other information in any part of your entry.
Ensure you do not exceed the 250 word count for the supporting document as, if it is over the word count, it will be removed from your entry.
Please supply a separate Word or PDF document, no more than six pages and 3MB in size.  

	
	
	My Supporting Evidence Attachment will be returned with this completed document. The file name is _______________________________________________________

	
	
	I do not wish to attach a chart, table or graph to my entry.






SECTION THREE – REFERENCE
This application requires a reference to complete its submission to the Awards.
It is strongly recommended that your employer is asked to complete this section. If this is not applicable, this can be done by the learning provider you work with. Please complete the following form to email your request.
You do not have to wait until all sections are complete before requesting your reference. Please note that your referee's email address must be different to the one you used to register with. Remember to give them sufficient time to complete before the deadline.
You will receive an automatic email advising you when the reference has been completed and the entry finally submitted.
	Your employer and referee's contact details do not have to be the same, however your referee must be related and relevant to your apprenticeship application.  References for applications cannot be submitted by the apprentice.




REFEREE REQUEST


	Referee Email*
	
	Referee Telephone*

	
	
	



	Referee First Name*
	
	Referee Surname*

	
	
	



	Referee Company Name*
	
	Referee Position*

	
	
	



Please enter the contact details of your Referee.


REFERENCE

CONTACT DETAILS
Please advise the name and contact details of the person within your organisation who you would like to be your nominated spokesperson for publicity purposes:

	Name*

	

	Position*

	

	Phone Number*

	

	Email*

	




REFERENCE
It is strongly recommended that the apprentice’s employer completes this section of the application. If this is not applicable, this can be done by the learning provider they work with.

In the past it is those applications that have an employer’s reference that usually progress further through the judging process.

The referee should consider how the apprentice has demonstrated commitment to their own personal development and progression; the benefits they bring to the organisation; any inspirational qualities and outstanding contributions. Give clear examples of achievement and attainment in learning and work.

QUESTION 1*

Max 250 words                                                      The reference is worth a maximum of 5 marks

Referees are encouraged to browse through the apprentice’s application form by clicking on the ‘Progress Indicator’. Once you have read the application, please add your comments.

Consider what the applicant has achieved and how they have contributed to the success of the organisation they work for. Your reference will provide an opportunity to make the application stand out. 

Why should this person be nominated for the Apprentice of the Year Award?*

	








REFEREE’S DECLARATIONS
Please complete the declarations below:

	


I agree to take part in publicity concerning National Apprenticeship Service’s funded apprenticeships*


	[bookmark: _Hlk506470125]


If the apprentice is selected as a finalist; I agree to them being interviewed and recorded, if required, 
in their working environment and hereby give all consents necessary for the reproduction, exhibition, transmission, broadcast and exploitation of the material without time limit worldwide by all means and media without liability or acknowledgement to me. I agree that the National Apprenticeship Service shall be entitled to cut and edit the recordings as they deem fit and they shall not be obliged to include all or any interview in any programme.* 



[bookmark: _Hlk506473624]SECTION FOUR – DATA PROTECTION

The data controller for the Apprenticeship Awards is the Department for Education. Your personal information is protected and secured in compliance with relevant data protection legislation.

The Apprenticeship Awards Privacy Notice is available here.

Use of your personal information

The personal information you submit in your application will be used by the Education and Skills Funding Agency (ESFA), which is a part of the Department for Education, and includes the National Apprenticeship Service, to process and communicate with you about your application. Your information will be shared with third parties working on behalf of the ESFA to manage the awards applications and events.

Information in your application, including your personal information may be shared with PR, creative or marketing agencies working on behalf of the Education and Skills Funding Agency for publicity purposes relating to the promotion of apprenticeships as part of the Awards process. Commercially sensitive information will not be shared publicly.


Communications not related to your National Apprenticeship Awards Application

	


I wish to receive other communications about apprenticeships and technical education from the ESFA, including the National Apprenticeship Service and Third Parties working on behalf of the ESFA.


If you wish to withdraw consent at a future date please contact entries@appawards.co.uk   


Submit Application

When all sections are completed please click the Submit button. The referee will also need to click the Submit button in their section to complete the entry for submission. 













For further guidance on your entry please contact 
the Helpline on 0800 954 88 96 
or e-mail entries@appawards.co.uk 
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