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About us
Nova Training is an ‘Outstanding’
independent training provider with
25+ years experience in the
industry. We are proud to boast
some of the highest success rates in
the country, well above national
average. Nova offers an extensive
portfolio of qualifications from level
2 to level 5, available to both new
apprentices and to an existing
workforce.
We provide a tailored approach
from start to finish, with a dedicated

account, always on hand to support
the recruitment of a new apprentice
or the training of existing staff
members. A Nova Recruiter will
complete a training needs analysis
to ensure the qualification is right
for both individuals and the
employer; there may be the
opportunity to add bespoke bolt-on
qualifications to the apprenticeship
and use employer in house training
to enhance the overall value to the
programme.

recruiter to manage your

We will work closely with you to align the right solution for the apprentice
whilst ensuring maximum return on investment from the Apprenticeship Levy.
For larger contracts Nova also offers a management service, so any
qualification you require can be managed by one training provider who
ensures that all training is delivered to Nova's Grade 1 Standard.
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Our
Process
Recruiting an Apprentice
We provide a free recruitment service for apprenticeship vacancies.
Your dedicated recruiter will manage vacancy adverts, shortlist
applicants subject to your specific criteria and conduct initial
interviews and assessments with any potential apprentices prior to
forwarding suitable CV’s for your perusal.
As an employer you have the opportunity to interview candidates
and provide them with a trial, should you wish.

Existing Employees
We offer level 2 to level 5 qualifications to new and existing
employees. This provides an opportunity for your existing
employees (regardless of age) to be upskilled by completing the
qualification alongside their job role, as long as there are sufficient
new skills to be learned in the apprenticeship.

Delivery
Once a new apprentice or an existing employee starts a qualification
they will receive a visit from an assessor every 4 weeks as a
minimum. Apprentices will also be left with activities and workbooks
to complete in their work time. The assessor is available between
these visits should the learner feel they need additional support.
Every apprentice must be given a minimum of 20% of their paid
hours for off the job training.
As an employer you will have the opportunity to view your trainees
progress through our online portal, which will also be used to track
and record mandatory off the job training.
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Apprenticeship
qualifications we
offer:
Business Administrator Apprenticeship - Level 3
Customer Service Practitioner - Level 2
Customer Service Specialist Apprenticeship - Level 3
Retailer Apprenticeship - Level 2
Retail Team Leader Apprenticeship - Level 3
Team Leader Supervisor Apprenticeship - Level 3
Operations Departmental Manager Apprenticeship - Level 5
Supply Chain Warehouse Operative Apprenticeship - Level 2
Motor Vehicle Service and Maintenance Technician Light Vehicle Apprenticeship - Level 3
Motor Vehicle Service and Maintenance Technician - Heavy Vehicle Apprenticeship - Level 3
Auto-Care Technician Apprenticeship - Level 2
Accident Repair Technician Apprenticeship - Level 3

86% of employers said apprenticeships helped them
develop skills relevant to their organisation, while
78% said apprenticeships improved productivity.
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Business
Administrator

Off the Job Training

Level 3

Overview
Apprentices undertaking the Business Administrator
apprenticeship will be expected to support and engage with
different parts of the organisation, interact with internal and
external customers, resolve issues, coach and mentor
others.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a business administration role, with coaching
and mentoring responsibilities and the opportunity to be
involved in projects.

Length of Programme
Up to 18 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of the off
the job training). At quarterly intervals Apprentices will
receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.
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Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Online Test.
Portfolio of work completed on the apprenticeship.
Interview about learning on the apprenticeship.
Presentation on a work-based project
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion Apprentices may be eligible to progress on
to a higher Apprenticeship and may progress into roles
with management or senior support responsibilities.
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Customer Service
Practitioner
Level 2

Overview
Apprentices undertaking the Customer Service Practitioner
apprenticeship may be the first point of contact and work in
any sector or organisation type and will be expected to
influence the customer experience and satisfaction,
through excellent customer service skills and behaviours as
well as product and/or service knowledge. They will be
expected to provide services in line with the organisation’s
customer service standards and strategy and within
appropriate regulatory requirements.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a customer service role; Customer Service
Advisor, Customer Service Representative, Call Centre
Agent, Receptionist.

Length of Programme
Up to 15 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of their
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.
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Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Portfolio of work completed on the apprenticeship.
Interview about learning on the apprenticeship.
Presentation on a work-based project
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may be eligible to progress on
to a level 3 Customer Service Specialist Apprenticeship.

www.novatraining.co.uk

info@novatraining.co.uk

Customer Service
Specialist
Level 3

Overview
The Apprentices will be expected to be a ‘professional’ for
direct customer support within all sectors and organisation
types. They will be an advocate of Customer Service who
acts as a referral point for dealing with more complex or
technical customer requests, complaints, and queries. They
will be an escalation point for complicated or ongoing
customer problems. As an expert on the organisation’s
products and/or services, they will share knowledge with
the wider team and colleagues.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a customer service role within contact centres,
retail, webchat, service industry or any customer service
point.

Length of Programme
Minimum of 15 months on programme learning followed by
90 days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with a
qualified and industry experienced Apprenticeship Coach
who will conduct remote sessions through Microsoft teams
lasting approximately 1 hour. (During this time, work will be
set to undertake as part of your off the job training). At
quarterly intervals Apprentices will receive a face to face
visit to discuss progress and learning with practical
activities being reviewed where necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.
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Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Observation within the workplace.
Portfolio of work completed on the apprenticeship.
Interview on a work-based project.
Discussion on the portfolio of your work.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion Apprentices may choose to join the
Institute of Customer Service as an Individual member at
Professional level and may be eligible for further
professional membership including management.
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Retailer

Off the Job Training

Level 2

Overview
Apprentices undertaking the Retailer level 2 Apprenticeship
will be expected to assist customers when they purchase
products and services, which requires a good
understanding of the stock being sold, the variety of ways
customers can shop and the ability to process payments,
for example, using a till. Retailers must be passionate
about delivering a quality service that always aims to
exceed customers’ expectations.

Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a retail role; store assistant, cashier, assistant
store manager.

Length of Programme
Up to 15 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training. .
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Online Test.
Observation within the workplace.
Discussion about learning throughout the apprenticeship.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion Apprentices may be eligible to progress on
to the Retail Team Leader Apprenticeship or management
roles within retail.
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Retail
Team Leader

Off the Job Training

Level 3

Overview
Apprentices undertaking the Retail Team Leader
apprenticeship will be expected to manage stock and
waste, interact with customers, deal with problems and
complaints and develop and lead team members.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a retail team leader, supervisory or first line
management roles

Length of Programme
Up to 15 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.
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Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Online Test.
Presentation on a work-based project.
Discussion about learning throughout the apprenticeship.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion Apprentices may move into roles with
more responsibilities within the retail industry.
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Team Leader
Supervisor

Off the Job Training

Level 3

Overview
Apprentices undertaking the Team Leader/Supervisor
apprenticeship will be expected to support, manage and
develop team members, manage projects, resolve
problems and build internal and external relationships.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a first line management role, with
operational/project responsibilities; Supervisor, Team
Leader, Project Officer, Shift Supervisor, Shift Manager.

Length of Programme
Up to 18 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.

01902 716 100

Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Portfolio of work completed on the apprenticeship.
Discussion on the portfolio of work.
Presentation.
Question and answers on the presentation.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion Apprentices may be eligible to progress on
to the Level 5 Operations/Departmental Manager
Apprenticeship.
On completion Apprentices may choose to register with
the Institute of Leadership and Management and/or the
Chartered Management Institute in order to support
further professional career development.
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Operations
Departmental Manager
Level 5

Overview
Apprentices undertaking the Operations/Departmental
Manager level 5 Apprenticeship will be expected to lead,
motivate and inspire team members to drive better results.
Key responsibilities of apprentices may include creating
and delivering operational plans, managing projects, lead
and manage teams and manage change.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a management role, with operational/project
responsibilities; Operations Manager, Regional Manager,
Divisional Manager, Department Manager.

Length of Programme
Up to 30 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.
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Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Online test.
Interview based on your learning.
Portfolio of work completed on the apprenticeship.
Presentation of work-based activities
Discussion relating to your development.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may be eligible to progress on
to a higher Apprenticeship; Level 6 Award in
Management, Level 7 Qualifications in Leadership and
Management, Chartered Manager Degree Apprenticeship
or a Management related degree.
On completion apprentices may choose to register with
the Institute of Leadership and Management and/or the
Chartered Management Institute in order to support
further professional career development.
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Supply Chain Warehouse
Operative
Level 2

Overview
Apprentices undertaking the Supply Chain Warehouse
Operative apprenticeship will be expected to work in a variety
of warehouse environments. Work activities include taking
deliveries, checking for damaged/missing items, storing
goods, moving stock by various methods, picking/packing
orders, loading goods for dispatch, maintaining stock records
and documentation, and cleaning. They are required to safely
use a range of equipment, machinery and vehicles, as
relevant to their role and setting. This could include
mechanical racking systems, materials handling equipment
(MHE) or forklift trucks.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must have access to equipment such as a ‘pump truck.’

Length of Programme
Up to15 months on programme learning followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with a
qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.

01902 716 100

Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks).
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks requiring training within the workplace which
form part of the role, internal / external courses in-line
with the standard.

End Point Assessment
– with an independent assessor

Observation within the workplace.
Online test.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may be eligible to progress on
to a level 3 Apprenticeship and may move into roles with
more responsibilities.
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Motor Vehicle Service and
Maintenance Technician
Light Vehicle
Level 3

Overview
Apprentices undertaking the Motor Vehicle Service and
Maintenance Technician (Light Vehicle) apprenticeship will
be expected to service and repair light vehicles such as
cars and vans, working on all the systems found in the
vehicle; replacing simple parts, solving complex faults
using diagnostic methods and equipment.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a motor vehicle role within a dealership or an
independent garage with access to a range of vehicles and
transmissions and including hybrid and electric cars.

Length of Programme
Up to 3 years on programme learning followed by 90 days
for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.
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Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks.)
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks you are being trained on within the
workplace which form part of your role, internal /
external courses in-line with the standard

End Point Assessment
– with an independent assessor

Online knowledge test.
Observation of practical skills relative to development
throughout the apprenticeship.
Discussion around behaviours and attitudes.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.
Apprentices will be supported to obtain F-Gas Certificate
prior to taking the End Point Assessment.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may progress into roles with
management or senior support responsibilities.
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Motor Vehicle Service and
Maintenance Technician Heavy Vehicle
Level 3

Overview
Apprentices undertaking the Motor Vehicle Service and
Maintenance Technician (Heavy Vehicle) apprenticeship
will be expected to service and repair heavy vehicles and
associated trailers; replacing simple parts, solving complex
faults using diagnostic methods and equipment.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Must be in a motor vehicle role within a dealership or an
independent garage with access to a range of vehicles and
transmissions and including hybrid and electric cars.

Length of Programme
Up to 3 years on programme learning followed by 90 days
for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.

01902 716 100

Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks.)
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks you are being trained on within the
workplace which form part of your role, internal /
external courses in-line with the standard

End Point Assessment
– with an independent assessor

Online test.
Observation of practical skills relative to development
throughout the apprenticeship.
Discussion around areas of behaviour and attitudes.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may be eligible to progress on
to other courses such as MOT tester.
On completion apprentices may progress into roles with
management or senior support responsibilities.
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Auto-Care
Technician

Off the Job Training

Level 2

Overview
Apprentices undertaking the Auto-care Technician
apprenticeship will be expected to carry out a range of
services and repairs to cars, vans and light goods vehicles.
They will use a range of tools, measuring and diagnostic
equipment to identify and repair simple system faults.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Apprentices must be in a motor vehicle workshop that
deals with “fast-fit” items such as tyres, exhausts brakes
and has dealings with customers and stock control.

Length of Programme
Up to 2 and a half years on programme followed by 90
days for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.

01902 716 100

Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks.)
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks you are being trained on within the
workplace which form part of your role, internal /
external courses in-line with the standard

End Point Assessment
– with an independent assessor

Online test.
Observation within the workplace.
Portfolio of evidence.
Review of the portfolio of evidence.
Please note that the End Point Assessment or some of its
elements may be conducted remotely.
Apprentices will be supported to obtain F-Gas experience
prior to taking the End Point Assessment.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may be eligible to progress on
to a level 3 Apprenticeship in the motor vehicle industry.
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Accident Repair
Technician
Level 3

Overview
Apprentices undertaking the Accident Repair Technician
apprenticeship will be expected to repair all elements on a
vehicle after it has sustained some type of collision
damage; small damage, heavily impacted types of
damage, the repair or replacement of major structural
elements of a vehicle.

Employer Benefits
You will be involved in decisions throughout the
Apprenticeship journey.
Develop the knowledge and skills of existing team
members.
Apprenticeships can boost brand loyalty and employee
retention.
You will have free access to a high-quality Employer
Engagement team who will screen applicants against
criteria set by you.
You will have the final decision on any applicant that is
put forward by the Employer Engagement team.

Entry Requirements
Apprentices must be in an accident repair technician role
in a workshop-type environment and working with a wide
range of vehicles; cars, vans, light commercial vehicles.

Length of Programme
Up to 2 years on programme learning followed by 90 days
for End Point Assessment.

Delivery Model
Apprentices will attend regular coaching sessions with
a qualified and industry experienced Apprenticeship
Coach who will conduct remote sessions through
Microsoft teams lasting approximately 1 hour. (During
this time, work will be set to undertake as part of your
off the job training). At quarterly intervals Apprentices
will receive a face to face visit to discuss progress and
learning with practical activities being reviewed where
necessary.
Details of these appointments will be arranged between
you (the employer), the Apprentice and Nova Training.

01902 716 100

Off the Job Training
Apprentices must be allocated 20% of their paid
working hours to complete set tasks relevant to their
Apprenticeship, this is referred to as “off the job training
time”. For example, for a 30-hour working week the
Apprentice could be given 6 hours to complete off the
job training within the workplace. (This time can be split
and allocated on a daily, weekly or monthly basis or in
blocks.)
Off the job training activities may include;
Apprenticeship course work, job shadowing other staff,
new tasks you are being trained on within the
workplace which form part of your role, internal /
external courses in-line with the standard

End Point Assessment
– with an independent assessor

Online test.
Observation within the workplace.
Discussion around behaviours and attitudes
Please note that the End Point Assessment or some of its
elements may be conducted remotely.

Functional Skills
If Apprentices have not already achieved a level 2
maths and English qualification (or equivalent) prior to
starting the Apprenticeship they will receive tutor
support and homework to prepare for achievement.
The final exam can be undertaken at a Nova Training
centre or within the workplace (if a suitable area is
available that provides exam conditions).

Required materials
An appropriate exam area for any necessary tests
(Functional Skills or End Point Assessment) and
appointments.
Apprentices must have access to…
A laptop / PC / Smart Phone / Tablet
Access to the internet
Access to Microsoft Teams

Career Progression
Opportunities
On completion apprentices may progress into roles with
management or senior support responsibilities.
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Ready to become
an apprenticeship
employer?

Call our office now on
01902 716100 and speak to an
apprenticeship advisor or alternatively
email us at info@novatraining.co.uk and
make your first steps to becoming a
better business.

01902 716 100
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