
Traineeships

Business Administration Level 2

Bryony Kingsland – Head of Funding and Policy

Mandy Slaney – Lead Industry Manager



Why Traineeships?

• On 31 July, all remaining apprenticeship frameworks will be removed with no 
further starts allowed, including the Business Administration L2. This 
framework has no L2 replacement standard. 

• Many employers are unable to offer the job roles that support the L3 Business 
Admin content, e.g. the role is not a L3 role. 

• 40% of school leavers exit school at 16 without a full L2.

• Apprenticeship opportunities are going to be fewer and farther between for the 
next 12-18 months. Traineeships can help both young learners and 
employers.

• There are currently 2.8 million unemployed (as opposed to 850,000 in early 
March). The highest percentage of those are under 25, so manyh are likely to 
be eligible for traineeships.
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What are the Benefits?

3

25 June 2020

Employer has the opportunity to assess a trainee/s before potentially offering them a job or apprenticeship. Trainees do 
not receive a salary, so the cost implications for an employer are much lower than an apprenticeship, although many 
employers choose to pay expenses, or even minimum wage. 

Trainees get to learn skills in a sector they are interested in working in and also show an employer they would make a 
great employee – it can give them a head start if the employer is recruiting or may in the future. It can also give them a 
head start in apprenticeship interviews. 

For providers this is an option for learners who cannot find an apprenticeship, or who do not want/cannot do a full time 
2-year course. 

Providing Traineeships can help employers meet their CSR targets. 

Many young people who have been made unemployed due to C-19, have transferable skills for other sectors, but no 
skills knowledge of that sector. A Traineeship can provide them with this, e.g. Hosp and Catering into Health/Social 
Care.



Traineeships – What are they?

Traineeships are a short programme with a minimum duration of 6 weeks and a maximum duration of 6 

months. The provider works with the employer and learner to flex the programme according to needs.

Traineeships are for;

➢ Young people with little or no work experience

➢ Young people who are unemployed

➢ Those assessed as having the potential to be ready for employment or an apprenticeship within six months

➢ Those who are motivated to work but lack the skills, experience and behaviours needed by employers. 

➢ Those without a full level 3 qualification. 

➢ Traineeships are available for 16-18yr olds and 19-24yr olds only via separate funding streams.

A traineeship programme consists of –

➢ Core content 

➢ Work placement

➢ Optional vocational element
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Traineeship Model

Core Content

A focused period of work 

preparation training, covering 

areas like CV writing, interview 

preparation, job search and inter-

personal skills. 

*

English and maths, if required. 
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Optional Vocational Element

A high quality and relevant 

vocational qualification, and/or 

skills required by the local labour 

market or particular 

sectors/employers, business, 

commercial and enterprise skills 

or ICT skills. 
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Work Placement

A high quality work experience 

placement to give the young 

person meaningful work 

experience and to develop 

workplace skills. 

*

Min of 100 hours (70hrs during 

COVID19 flexibilities)



Funding Rules – to be aware…

• 19 to 24 traineeships is a separate element of ESFA funded AEB. To deliver 19-24 
traineeships, a provider must apply to the ESFA via a Business Case application. 

• AEB Traineeship funding has not been devolved to Combined Authorities. 19 to 24 
traineeships remain a national programme with funding provided by ESFA, 
irrespective of where the learner lives in England. 

• ESFA don’t allow virement of funds between 19 to 24 traineeships and ESFA 

funded AEB. So, if you have traineeship funding but are unable to deliver it fully, 

you can’t use it for any other programmes. 

• There is a bursary fund to help students 16-19 students on traineeships –

➢ bursaries for defined vulnerable groups of up to £1,200 a year

➢ discretionary bursaries, which providers can award to help under 19 learners, 

e.g. help with the cost of transport, meals, books and equipment.
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Funding Rules cont…

The employer must offer at the end of each work-placement (must be 

evidenced) either: 

➢ a formal interview for a job or apprenticeship vacancy, plus feedback 

➢ an exit interview, written feedback and evidence of the learner’s time and 

activities during the work-placement. 

➢ progression to a defined positive outcome within six months

• For 16 to 18-year olds, the work placement must be the most substantial 

element of the programme, which must be reported in the ILR as the core aim 

in a learner’s traineeship. 
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City & Guilds Business Admin L2
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Funding Examples
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City & Guilds Traineeship Website
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What Other Areas Would Assist?

Are there other sectors or subject areas, providers and employers think are 

needed? 

• What other sector or subject areas do providers/employers need or are they 

asking about?

• What are employers saying to providers regarding their skills and training 

challenges due to C-19? How can we support them with meeting those needs?

• City & Guilds can develop frameworks to support other subject areas, if there is 

a need and we have the products, but we need to know which area would 

make a real difference. 

• Contact - https://www.cityandguilds.com/help/contact-us or (T) 0844 543 0000
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Traineeship and Business Admin Links 

• https://www.gov.uk/guidance/esfa-funding-for-traineeships

• https://www.cityandguilds.com/delivering-our-qualifications/funding

• https://www.cityandguilds.com/what-we-offer/centres/work-

ready/traineeships

• https://www.cityandguilds.com/apprenticeships/emerging-

standards/business-admin
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Thank you.

Any Questions?
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