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Apprenticeship Support Fund for Small Businesses - Guidance


Who can apply and how much can I apply for?

· Open to any small private business or social enterprise based in Shetland who have less than 15 employees.  
· The apprentice to be employed needs to be between 16 and 25
· The maximum amount of financial support available is £5,000 - £15,000 over years 1 to 3 or the apprenticeship

How and when are decisions made?	

	Applications open
	1st February 2026

	Applications close
	31st May 2026

	Decisions advised
	Late June 2026

	Funding awarded*
	1st September 2026


*funding will be paid in stages across the first 3 years of the apprenticeship

We will contact you within two weeks of the panel meeting date to let you know whether your application has been successful or not.

SCBF administration will check your application to ensure it meets the criteria of the fund and that you have included all the required supporting documents.  The SCBF funding panel will then consider an appraisal of all applications and allocate funding based on budget availability.

SCBF are particularly interested if the apprenticeship helps a young person stay in, or move into, the area.  The panel is also keen to support apprenticeships where the employment will assist in improving local skills shortages.  

What can funding be used for?

· Financial support will be available for costs involved in employing the apprentice, such as a contribution towards the apprentice’s wages, travel and accommodation, specialist workwear, etc.
· The final amount awarded will vary depending on the context and needs of each business and apprenticeship opportunity. 
· Support from the Viking Community Fund will be additional to that provided by any industry governing bodies such as SECTT, SNIPEF and CITB. These grants need to be declared in the application form, as part of the budget for the apprenticeship position.

Supporting documents required

1. Latest annual accounts
1. Relevant insurance documents, i.e. employers liability insurance
1. Health and safety Policy
1. A copy of your child protection/vulnerable adults policy (if applicable)
1. The details of a referee that can be contacted in support of your application if required.

Promoting the Apprenticeship Support Fund

Successful applicants will be asked to provide a quote on how the funding has helped them.  This will be used for fund promotion. 

SCBF contact details

Email – admin@scbf.org.uk 

Telephone – Eleanor Gear, SCBF Fund Manager 07538 417 175 or,
          Emma McKay, SCBF Administration Officer 07785 991 945




















Appendix A – Guidance on completing the online application

Before you begin

All sections of the online application must be completed, and you must send the other documents we require for due diligence.  Incomplete applications cannot be processed.  A full list of questions for the online application are included in this appendix. 

Contact Details

· Contact name:
· This should be the person we address any correspondence with regarding the application, such as requests for further information or any grant offer.
· Name of Business: 
· This should be the registered name of your business or organisation and that appears on your bank account statement.
· Position in organisation
· Manager, Secretary, Chairperson etc.
· Telephone number – daytime and alternative:
· The number of the main contact named on the application.
· Contact email:  
· This will be the email address we will use to send any correspondence regarding the application.
Correspondence address with postcode

Business and Financial Information

· Your registered company number
· Accounting information
· Total turnover last accounting year
· Total profit/loss last accounting year
· Other financial information
· Value and nature of assets associated with the business
· Value and source of any loans associated with the business
· Other sources of funding associated with the business

Apprentice Position

· The type of apprenticeship to be followed
· Modern apprenticeship, graduate apprenticeship
· Proposed start/finish date
· How will you ensure the apprentice receives support and mentoring in the role
· Do you have a dedicated employee to mentor them?  Will you be directly supporting them yourself?
· Do you already have a suitable candidate you are keen to appoint, if yes, complete section 4 

Candidate details (section 4)

· Name of apprentice
· Age at date of application
· Address
· Qualifications to be studied
· How were they identified/recruited
· Apprentice voice
· A statement from the apprentice on how they feel undertaking this apprenticeship, i.e. why do they want to do it? Has it opened an opportunity to them not previously available?  Is it allowing them to remain in their local area?

Impact of Apprenticeship

· Impact of the apprenticeship to your business, the apprentice and the wider community
· How will offering the apprenticeship opportunity help your business now and in the future?  Will it improve a skills gap?  What will the young person gain from the apprenticeship?

Apprenticeship Budget

· A table detailing each of the costs associated with employing the apprentice and who would be funding these in years 1, 2, 3 and 4
· Salary Costs
· What is the full annual salary for the apprentice, what is the hourly pay and how many hours per week will they be working 
· If you intend to pay an enhanced rate (higher than the national minimum wage for apprentices), how much would the VCF be contributing towards this increase annually and hourly.
· Equipment
· What does the business want to provide in terms of equipment to help the apprentice 
· Clothing
· Are there PPE requirements for the job that you require funding for?
· Course fees (if not covered by another party)
· Are there additional training courses you would like the apprentice to do where this isn’t already covered by the current apprenticeship framework provision that would enhance their learning?
· Travel to college and overnight stays
· Are there additional costs being incurred by the employer whilst the apprentice attends college on the mainland?
· Your time invested (% of total working week)
· How much one-on-one training time do you need to dedicate to the apprentice from your working week?

Supporting Documents

· Your latest annual accounts
· Relevant insurance documents, i.e. employers liability insurance
· A copy of your child protection/vulnerable adults policy (if applicable)
· The details of a referee that can be contacted in support of your application if required.
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