
Apprenticeship Application Process

Application to include:
• Personal details
•  Education (including: CV, personal 

statement and supporting statement 
from employer)

•  Employment details (including: job title, 
contract of employment, salary, hours 
worked and line manager details)

Key decision by academic team is 
suitability for the apprenticeship 
including entry level. 
Academic team to check qualifications, 
job role, work experience and any 
statements provided.

Application made by potential 
apprentice via LSBU Website

Admissions team at LSBU to review 
application

Academic team sent application to 
review by admissions team

Academic team decision to decline or 
accept returned to admissions team.
Result communicated to applicants

Apprenticeship 
Agreement 
sent by the 
apprenticeships 
team to employer

Conditional offer 
made by the 
admissions team 
(apprentices need 
to accept the 
offer)

Apprenticeships team monitors contract 
and completion of conditions using 
DocuSign system to collect signed 
documents 

Once the apprenticeships team confirms 
conditions met, the admissions team 
make the offer unconditional and 
apprentice accepts

Apprentices to follow enrolment 
instructions sent by email and enrol at 
LSBU

Conditions to include:
• Proof of academic qualifications
• Level 2 Maths and English or equivalent 
•  Completion of the following 

documents by the apprentice and 
employer:
–  Commitment statement (between 

apprentice, employer and LSBU) on 
DocuSign

–  Skills Scan (signed off by academic 
team) on DocuSign

–  Individual Learning Plan on 
DocuSign

–  BKSB assessment in Maths and 
English

•  Meeting ESFA funding rules: 
Eligibility requirements on LSBU 
website 
Apprenticeship funding rules for 
employers on EFSA website

https://www.lsbu.ac.uk/business/apprenticeships/who-can-be-an-apprentice
https://www.lsbu.ac.uk/business/apprenticeships/who-can-be-an-apprentice
https://www.gov.uk/guidance/apprenticeship-funding-rules-for-employers
https://www.gov.uk/guidance/apprenticeship-funding-rules-for-employers

