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Introduction
Foundation Apprenticeships (FAs) are a senior phase 
option available to senior phase pupils in secondary 
education in Scotland. There are 12 frameworks 
available across key sectors, with pupils undertaking 
their chosen FA alongside their other subjects.   

Pupils select their subject options for S5 and S6 
aiming to successfully complete and achieve their 
qualification. However, there are several factors which 
can put the pupil at risk of not being able to complete 
any of their subjects. The Foundation Apprenticeship 
has additional requirements which the pupil may 
need support with to ensure they successfully 
complete their course. There are key stages during 
the learner journey that are important in supporting 
learners to access the correct course for them and 
maximise their potential to complete the qualification.   
This guide has identified these stages alongside 
some advice and examples of good practice that 
schools and learning providers can adopt to support 
learners to successfully complete their FA.

“With the Foundation Apprenticeship, 
I’ve learned lots of new skills that  
I didn’t think I was capable of 
learning, and doing things that  
I never thought I’d do.”

Rabiya, Foundation Apprentice
Rabiya

Foundation Apprentice



Retention  
Good Practice
As providers of learning, it is important to note that FAs 
present different learning models than many schools 
will be familiar with.  Traditionally, pupils and parents are 
used to there being a teacher and physical departmental 
presence to contact within the school. Because FAs 
are usually delivered beyond the school classroom and 
frequently by people who are not permanent school staff, 
this can potentially lead to FAs lacking the same visibility 
in the school. 

To provide the FA participant with the best chance of 
succeeding and completing their FA, communication 
between the learning provider, the school and the 
pupil is key.  It is important for learning providers to 
work with the Local Authority and schools to maintain 
communication to prevent pupils becoming at risk of 
having difficulties or even disengaging with the course. 
It is also helpful to maintain a working relationship with 
pastoral care teachers who will need to have an overview 
of each pupil’s progress while on their Foundation 
Apprenticeship. Learning Providers must carry out regular 
Learner Reviews throughout the FA programme and 
identify and address any concerns which put the learner 
at risk of leaving the programme at the earliest stage. This 
is part of the whole school’s obligation for monitoring and 
tracking each pupil’s performance, general attainment 
and wellbeing.

Organising events, employer visits and activities 
from the start and throughout the course maintains 
pupil engagement, improving retention, giving us the 
opportunity to develop the pupil’s understanding of their 
course and the sector they are engaging with. Below are 
some ideas drawn from delivery partners across Scotland 
which you may want to use to support your retention work 
as you go through the courses. 

Retention is something that needs to be considered 
throughout the year. Pressures develop at certain times 
and need to be considered as they will affect your own 
delivery. Early intervention is key, so it is important to 
set up structures that will allow you to discuss these 
pressures with pupils. Both school guidance / pastoral 
teachers and parents are an important support to pupils 
undertaking the FA. Keeping them regularly informed 
of progress or any issues is vital. In addition, SDS has 
Careers Advisers (CIAG staff) in schools can support 
pupils with developing the career management skills 
of these pupils. Therefore, it is worth setting up regular 
communication channels with CIAG and school staff, in 
addition to your contract manager – RPDM or DDE. 

1 The term ‘learners’ is used in this guide to refer to pupils.

The key pressures are: 
■   Drop out at the start, especially post exam results; 

■   Drop out around prelim time as pressure to study 
increases; 

■   Drop out again at SQA exam time; 

■   Drop out at the end of year 1 (if a 2-year model) due to 
leaving school earlier than anticipated. 



2. Communication Between 
Learning Provider & School  
Post application (March – June)

■   Continue to build positive relationships with 
school contacts e.g. through presentations and 
school visits

■   Provide information about the FA, delivery 
venue(s) and introduce teaching staff to learners

■   Ensure that school guidance staff, careers staff 
and any other relevant school staff have been 
informed of the pupil’s acceptance on the course

■   Make sure the school has a clear line of 
communication at operational level. Provide a 
name and contact number

■   Continue to build positive relationships with 
school contacts 

■   Ensure any additional support needs are 
identified and plans are in place to support in an 
ongoing basis and aligned with school

■   Timetabling should be considered as this can 
cause difficulties for pupils too e.g. a pupil taking 
engineering finding maths or physics in the same 
column for subject choice, travel time impinging 
on other subjects, not enough time to deliver the 
FA content

3. Foundation Apprenticeship 
Learner Induction

■   School timetables change in June, with pupils 
moving to new timetables at this time.  This is 
the best point to have an induction and begin 
delivery of the course to maintain learner’s 
engagement

■   Make sure the details of the induction are clearly 
communicated to the learner and the school 
representative

■   Planned induction sessions including:

-   Course information including: what is expected of 
the learner, what the learner should expect from 
the learning provider and school 

-   Individual Learning Plan to include the delivery 
across year 1 and 2

-   Learner attendance pattern at learning providers 
venue and employer premises

-   Employer talks

-   Team building activities

-   Career pathway discussion for the sector

-   Providing info about course, delivery venue(s) and 
introduce teaching staff

1.  Application & Offer

■   At this stage it is important that the pupil is 
making an informed choice and their FA aligns 
with their chosen pathway. You should check that 
the pupil:

-   Discussed their choice with their guidance 
teacher, Careers Advisor and/or parent

-   Understands what a FA is, and that it will involve 
a different style of learning to traditional school-
based subjects

■   Make sure the offer is clearly communicated to 
the pupil and includes:

-   Start date and time, where they will report to 
on their first day, a contact name from your 
organisation, and what other information they will 
be sent prior to their course start date if induction 
details are not included at this stage 

■   Ensure that school guidance staff, careers staff 
and any other relevant school staff have been 
informed of the pupil’s acceptance on the course. 
 
If the learner has additional support needs (ASN), 
ask these staff to provide information as early as 
possible to ensure support can be planned at the 
earliest stage



4. Summer Holidays   
‘Keep in touch’ phase. This may become especially important after SQA 
exam results day

■   Email during summer holidays to keep in touch, perhaps just before August 
return

-   Confirm return start date and venue, any kit needed and inform who the course 
leader is

-   Provide a contact number / email / person to manage day-to-day issues

■   Ensure that necessary transport is arranged, and pupils are clear where and 
when to get it 

■   Please note that pupils are not expected to arrange their own transport

■   Ensure schools are aware of transport plans and supporting them

■   Send pupils industry information via social media. This continues to build 
connections and a sense of belonging

■   Offer an optional industry workshop to learn more about sector and build 
relationships with pupils

5. Year 1 FA Programme Delivery

■   If induction took place in June, reinforce the key elements such as transport 
to learning provider’s venue and employer premises for SDDM, programme 
attendance pattern and programme delivery plan across year 1 and year 2

■   Carry out induction incorporating the suggestions in the induction section

■   Ensure the relationship with school contacts to support day to day concerns is 
working

■   Reissue contact details and inform of relevant student / learner support services 

■   Offer opportunities to get involved in ambassador programme – employers, 
school parents’ evenings, subject choice days etc. This gives the young person 
the chance to develop communication skills that will benefit them long term 

■   Engagement and support from teaching staff, talking to the pupils on a regular 
basis

■   Early identification and support in place around any barriers to progress

■   Learner Progress Reviews completed, ensuring that any concerns are addressed 
and actions are followed through

■   Communicate with parents on learner performance and align to school 
engagement with parents to provide consistent feedback

■   Early engagement with school guidance to address attendance or progression 
issues and concerns

■   Early involvement with employer to confirm work-based learning programme. 
Being able to say up-front who the employers are 

■   Ensuring learners are fully informed of what to expect in year 2 of delivery



7.  Year 2 Planning

■    Ensure FA learners are fully informed in advance 
of returning in August of what to expect in year 2

■   Early engagement between learner and employer 
to support placement expectations

■   Make sure schools are aware of any differences 
in timetable for the second year 

■   Communicate with school in advance to ensure 
timetable clashes with other key subjects are 
avoided

■   Put on additional classes in June for those 
running behind to catch up with their peers

■   Keep in touch with FA learners during the 
summer by sending details of year 2 such as  
start date, timetable, employer details and where 
to report

8. Year 2 FA Delivery

■    Reinforce some of the key messages carried out 
in year 1 induction by carrying out an induction 
refresher

■   If flexing delivery to accommodate study leave, 
ensure there is communication on expectations 
to maintain achievement of FA 

■   Early confirmation of year 2 employer placement. 
Letting the learner know where their employer 
placement is can maintain interest or re-ignite 
enthusiasm 

■   Deliver a ‘Preparation for Placement’ programme, 
include showcasing links to pathways and 
careers

■   Holding celebration events, informing learners 
of these and present first and second prizes at 
awards night

6. During Exam Times  
Prelims/April/May

■   Put in support mechanisms to prevent drop out 
due to exam pressures 

■   Flexible approach to delivery and discussion  
with schools to support both study leave and  
FA learning

■   Clear understanding and buy-in from schools 
about the workload expected on pupils during 
study leave



Finally 
This guide is designed to support retention throughout 
delivery of the Foundation Apprenticeship and SDS 
welcomes further feedback from learning providers to 
include in this guide. 

Each learning provider has a dedicated Development & 
Delivery Executive (DDE) who will provide you with the 
information and support you need to deliver the FA to meet 
the Programme Specification and Conditions as well as the 
SDS Apprenticeship Quality Assurance Framework (AQAF).

By applying the principles of the AQAF, you will ensure that 
the learner experience is a positive one which will improve 
the outcome for learners, schools and employers. 

The Regional Partnership and Delivery Managers (RPDMs) 
will support you with advice in building the partnerships 
needed with schools, local authorities and other enabling 
partners to help resolve some of the barriers that arise. 

SDS facilitates a Community of Practice (CoP) approach 
and events across the country in order to support the 
sharing of good practice and the wider aim of embedding 
and scaling the FAs as a mainstream qualification in 
Scottish senior phase education. 

Please get in touch with your local SDS contact or 
email us at newapprenticeships@sds.co.uk if you 
would like to discuss anything within this guidance.

Hannah

Foundation Apprentice
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