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CHANGES TO THE ENGLISH AND MATHS REGULAR MINIMUM REQUIREMENTS
FOR APPRENTICESHIP STARTS FROM 21 SEPTEMBER 2018 AND APPRENTICESHIPS
REMAINING INCOMPLETE ON 21 SEPTEMBER 2018.

Modifications to SASE came into effect on 21 September 2018. Accordingly, SASE publication DFE-00236-2018 applies
both to new Apprenticeship starts from 21 September 2018 and all Apprenticeships commenced before this date and
not completed by 21 September 2018.

The SASE modifications have further extended the list of qualifications that meet the minimum English and Maths
requirements. This now allows for the acceptance of a wider range of UK-wide qualifications and also certain

international qualifications, where these are supported by a suitable NARIC Statement of Comparability.

Full details relating to the exceptions eligibility criteria are contained in:

Section 5 of SASE for Intermediate Level Apprenticeships
Section 31 of SASE for Advanced Level Apprenticeships

Please note that some frameworks may have English and Maths grade/level requirements that are above the SASE
regular minimum requirements. The exceptions relating to the use of British Sign Language or Entry Level 3
qualifications, detailed above, do not apply to industry-specific minimum entry requirements.

Please check specific framework documents to ascertain where this is the case and/or check directly with the Issuing
Authority responsible for the framework.

Please note that the Transferable Skills tables within this document have not been updated to reflect the recent
SASE changes and do not include the expanded range of acceptable qualifications. Refer to SASE for a full list of
acceptable qualifications.

The updated version of SASE can be accessed here:

https://www.gov.uk/government/publications/specification-of-apprenticeship-standards-for-england
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Framework summary

IT Application Specialist

Intermediate Apprenticeship for IT Application Specialist
This framework includes information on Personal Learning and Thinking Skills

Pathways for this framework at level 2 include:

Pathway 1: IT Application Specialist

Competence qualifications available to this pathway:
N/A
Knowledge qualifications available to this pathway:
N/A
Combined qualifications available to this pathway:
Bl - Level 2 Diploma in IT User Skills (ITQ)
B2 - Level 2 Diploma for IT Users (ITQ)
B3 - Level 2 Diploma in ICT Open Systems and Enterprise (ITQ)
This pathway also contains information on:

o Employee rights and responsibilities
e Functional skills

IT Application Specialist

Advanced Apprenticeship for IT Application Specialist
This framework includes information on Personal Learning and Thinking Skills

Pathways for this framework at level 3 include:

Pathway 1: IT Application Specialist

Competence qualifications available to this pathway:
N/A

Knowledge qualifications available to this pathway:
N/A

Combined qualifications available to this pathway:
Bl - Level 3 Diploma in IT User Skills (ITQ)
B2 - Level 3 Diploma for IT Users (ITQ)

This pathway also contains information on:

¢ Employee rights and responsibilities
e Functional skills

apprenticeship
FRAMEWORKS ONLINE



Framework information

Information on the Issuing Authority for this framework:
Instructus

The Apprenticeship sector for occupations in air conditioning, building services engineering,
business and administration, cleaning, customer service, digital/information technology, electro
technical, electrical and electronic servicing, enterprise and business support, facilities
management, heating and ventilating, housing, human resources and recruitment, industrial
relations, leadership and management, marketing and sales (also includes contact centres and
third sector), plumbing, property and refrigeration.

Issue number: 10 This framework includes:
Level 2

Framework ID: Level 3

FR04383

Date this framework is to be reviewed

by: 31/07/2020 This framework is for use in: England

Short description

This apprenticeship programme is designed for new entrants to roles in which they will be
working with IT systems and software. The framework offers a wide range of optional units that
the Apprentice can study to match their particular organisational and job role requirements.

Available at Levels 2 and 3, the framework is suitable for those whose main job role is to use
IT applications in support of colleagues or customers in any sector or industry. This can include:

e providing support and assistance to colleagues to make effective use of available IT
systems and software

e developing, testing and implementing solutions to improve workplace productivity
through the use of IT

e using the advanced features of IT Application Software in the creation and amendment of
many types of formatted information including documents, diagrams, spreadsheets and
presentations.

e maintaining simple websites, using the internet to find and exchange information and
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using social media to disseminate information.

apprenticeship
FRAMEWORKS ONLINE



Contact information

Proposer of this framework

Development of this framework, and the revised ITQ qualifications which underpin it, was
undertaken in parallel with the development of revised National Occupational Standards for IT
Users. An employer group was established to advise on the review process and provide
detailed feedback on the development. Consultation with a number of employer focus groups
helped ascertain the broad scope and coverage of the NOS and associated qualifications and
framework. Opportunity to comment on draft materials was made available through an online
survey and a series of focus groups with employers, training providers and awarding bodies.

A large number of employers were engaged in the development process including, for example:

e Infiniti Group Technology

e Guy's & St. Thomas' NHS Foundation Trust
e Royal Air Force

e Nottinghamshire County Council

e Leicestershire County Council

e Derbyshire County Council

e BBC

e HMP Blundeston

e IBM

e John Lewis Partnership

e Buckinghamshire County Council

e Nova New Opportunities

e British Airways

e Department for Work and Pensions.

Developer of this framework

Name: Tony Beecher
Organisation: Instructus
Organisation type: Sector Skills Council
Job title: Standards and Portfolio Manager
Phone: 01536 738631
Email: skills@instructus.org
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Postal address: Unit 3, Cherry Hall Road
North Kettering Business Park
Kettering, Northants
NN14 1UE

Website: www.instructus.org

Issuing Authority's contact details

Issued by: Instructus
Issuer contact name: Damian Brown
Issuer phone: 01536 738631
Issuer email: skills@instructus.org
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Revising a framework

Contact details

Who is making this revision: Larisa Puk
Your organisation: Instructus
Your email address:  skills@instructus.org

Why this framework is being revised

This framework has been updated by Instructus Skills in order to amend contact details, and
ensure all qualifications are up to date.

Summary of changes made to this framework

This framework has been updated by Instructus Skills in order to amend contact details, and
ensure all qualifications are up to date.

Qualifications removed

Level 2 Diploma in IT User Skills (ITQ):

e 600/1512/3 EDI
e 600/2681/9 BCS
e 600/2803/8 SQA
e 600/7551/X IAO

Level 3 Diploma in IT User Skills (ITQ):

600/1513/5 EDI
600/2879/8 BCS
600/2798/8 SQA
600/7557/0 IAO
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Qualifications added

None

Qualifications that have been extended

None
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Purpose of this framework

Summary of the purpose of the framework

An Apprenticeship is a job with an accompanying skills development programme designed by
employers in the sector. It allows the apprentice to gain technical knowledge and real practical
experience, along with functional and personal skills, required for their immediate job and
future career. These are acquired through a mix of learning in the workplace, formal off the job
training and the opportunity to practice and embed new skills in a real work context. This
broader mix differentiates the Apprenticeship experience from training delivered to meet
narrowly focused job needs.

On completion of the Apprenticeship the apprentice must be able to undertake the full range of
duties in the range of circumstances appropriate to the job, confidently and competently to the
standard set by the industry.

In January 2011, e-skills UK, now Instructus Skills, published Technology Insights 2011, which
summarised the findings of research to provide an in depth understanding of the existing IT &
Telecoms landscape and forecasts of the future based on the best available intelligence,
including new input from over 2000 employers. The research highlighted that:

e IT user skills are required for over 72% of job roles.

e Over 90% of new posts specifically require IT user skills.

e Making the most of technology is arguably the single most important step that can be
taken to improve productivity across the whole economy, resulting in a potential uplift of
£50 billion to GVA over the next 5 years.

e One in ten employers consider there are skills gaps in the skills of their IT Users,
particularly at level 3.

e Over the next 5 years, employers are anticipating increased activity in the usage of
mobile computing / applications and virtualisation, new implementation of 'Green IT', and
rapid development of new technologies to support business process management.

e The need for increased security and data protection remain one of the key drivers for
up-skilling the workforce.

This all means that there will be an increasing number of jobs whose principal activity will be
using IT to support their organisations’ customers, people and processes.

This framework provides the apprentice with the competence, skills and knowledge to work
effectively and efficiently with IT systems, communication and productivity tools and software
applications. This includes the creation and amendment of many types of formatted information
including documents, diagrams, spreadsheets and presentations. It also includes maintaining
simple websites, using the internet to find and exchange information and using social media to
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disseminate information.

While the main role of the Apprentice on this framework is the application of IT this may occur
in the context of a range of situations and industry sectors such as:

e Office/Business Administration

e Accounts departments

e Publishing or multimedia

e Sales and Marketing departments
e Education and training.

However, it may be that the apprentice’s job title does not properly reflect this since 'IT
Application’ is not a traditional job description. Job titles still tend to focus on historical
associations with a particular sector rather than the actual content of the job in the modern
workplace. In this situation careful consideration must be given as to the suitability of this
framework.

Where the application of IT is subsidiary to, or is merely supportive of the main job role then
an appropriate job specific framework should be preferred. This IT Application Specialist
framework should be used only where it is clearly capable of providing complete coverage of
the Apprentice’s role.

This framework reflects new reality in the workplace by concentrating on the application of IT
to solve problems and increase productivity. Any necessary role and sector content is enabled
by the availability of Specialist and Bespoke Software units and also the ability to include
sector specific units.

In addition to traditional data entry clerk and VDU operator job titles some more current
IT-related job titles are beginning to emerge such as:

e iHub Clerk

e IT/Web Technology Officer
e ICT Technician

e IT Support

e IT Change Assistant

e IT Clerk.

An Intermediate Apprentice should be considered where the range of software applications is
limited, or the activities to be carried out are mainly routine in nature. The flexible design of
the ITQ allows for a particular application specialism e.g. in word processing or spreadsheets at
Advanced level within an overall Intermediate framework. The addition of underpinning
knowledge, personal learning and thinking skills and functional skills ensures the Apprentice
can not only apply IT but is also literate, numerate and able to solve problems and work in
teams as required.
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The Advanced Apprentice will be prepared for job roles requiring in-depth knowledge and
competence in the application of a range of systems and/or software applications, and to deal
with non-routine and unfamiliar problems. They will demonstrate wide-ranging transferable
skills and the ability to develop and test solutions to improve workplace productivity through
the application of IT.

Aims and objectives of this framework (England)
Aims

The apprenticeship is made up of qualifications and learning that will provide apprentices with
the skills and knowledge required to become competent in their chosen job role. The
framework is designed to support employers in closing the IT Application skills gaps in their
organisations.

The framework includes a balance of content in technical, business and interpersonal areas,
designed to ensure apprentices have an appropriate set of IT skills to operate in their specific
chosen job role.

The technical content includes units for setting up and using IT systems; system and personal
security; using internet, email and collaborative software; configuring and using operating
systems and mobile devices; using office applications, using multimedia, video, audio and
website software and using accounting and project management software. All apprentices build
the competences to plan, select and use appropriate IT tools and applications for the task and
develop approaches to improve personal effectiveness and business productivity using IT.

Objectives
The Apprentice will:

e become competent in use and application of the particular systems and software required
in their job role

e develop skills to enhance their personal and team effectiveness through the application of
IT

e gain an insight into the wider use of IT across their organisation.
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Entry conditions for this framework

There are no specific qualifications required for entry on to the apprenticeship framework.

The majority of IT Application Specialist apprenticeship roles require:

Individuals to be proactive, fast learners

Individuals who are able to work independently or as part of a team

The ability to focus on assisting customers and colleagues find solutions to problems
Good attention to detail and the ability to deliver what is required, when it is required
Individuals to be open to change and focus on the requirements of the business at all
times.

Roles in data administration or management would suit individuals who:

Are meticulous and methodical, and can work under pressure to set deadlines
Are well organised and efficient

Have good problem solving ability

e Can manage multiple or complex tasks.

Roles in web publishing or social media would suit those who:

e Have an interest in design and creativity with a flair for creating audio, video and other
multimedia products
e Have good communication and team-working skills.

There are no barriers to entry into the sector for any group of people.

Instructus Skills (formerly e-skills UK) expects employers and training providers to comply with
the Equality Act 2010 to ensure that applicants are not discriminated against in terms of entry
to, and progression within the sector, using the 8 protected characteristics of:

Age

Disability

Gender reassignment
Marriage and civil partnership
Pregnancy and maternity
Race

Religion or belief

Sex or sexual orientation.

N AWM=

Apprenticeships should ensure that there is equality of opportunity for all and any barriers
(real or perceived) are addressed to support anyone seeking to enter employment and
undertaking the Apprenticeship.
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... IT Application Specialist (England)
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... IT Application Specialist (England)
...... level 2

Title for this framework at level 2

Intermediate Apprenticeship for IT
Application Specialist

Pathways for this framework at level 2

Pathway 1: IT Application Specialist
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Description of this pathway

7KLV SDWKzZD\ FRYHUV DOO MRE UROHV IRU ,7 $SSOLFDWLRQ 6SHFLDO

7KLV  QWHUPHGLDWH $SSUHQWLFHVKLS UHTXLUHYVY D PLQLPXP RI FU

FUHGLWY IURP WKH ,74 FRPELQHG TXDOLILFDWLRQ RI ZKLFK

. FUHGLWY DUH &RPSHWHQFH
. FUHGLWY DUH .QRZOHGJH

FUHGLWYV IURP )XQFWLRQDO 6NLOOV

Entry requirements for this pathway in addition to the framework entry
requirements

7TKHUH DUH QR VSHFLILF HQWU\ UHTXLUHPHQWY DVVRFLDWHG ZLWK W
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