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A Best Practice Guide 
to Apprenticeships, 

Internships 
and Volunteering



Creative & Cultural Skills is a national charity that creates opportunities 
for young people to work and learn in the creative industries, to ensure 
that employers benefit from a skilled generation of talent and continue 
on a course of economic growth.

As a campaigning organisation we believe it’s more important than 
ever to support fair and open employment routes into the creative 
sector that are open to those with the most talent and potential 
to thrive, regardless of background.  We support businesses of all 
sizes to do this, with a particular focus on helping them create new 
apprenticeship and paid internship opportunities.

This booklet has been written by Creative & Cultural Skills to 
accompany the Arts Council of Wales training for Revenue Funded 
Organisations: A Best Practice Guide to Apprenticeships, Internships 
and Volunteering. 

Legal note: This document is designed as a guide only and should not be regarded as an 
authoritative statement of the law.  It should only be referenced in relation to the specific 

circumstances that apply.
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Write the job description
 

This will tell you if the role you have is 
appropriate for an entry-level employee.  If it 
is, then the role content will help determine the 
most appropriate apprenticeship framework 
to choose.  There are apprenticeships in 
creative frameworks, such as technical theatre 
and cultural venue operations, but also in other 
areas like business administration and catering 
and hospitality.  For details of all apprenticeship 
frameworks available in Wales please visit: 
www.wales.gov.uk/apprenticeships

Check your funding 

Apprentices must be employed for a minimum 
of 16 hours a week (or 25 a week to claim 
the Young Recruits Funding) and for at least 
a year.  All apprentices must be paid at 
least Apprenticeship Minimum Wage. The 
apprentice ‘National Minimum Wage’ applies 
to all 16 to 18 year olds and to those aged 19 
and over in the first year of their apprenticeship. 
If you reach age 19 and have completed the 
first year of your apprenticeship your employer 
must pay you at least the ‘full National 
Minimum Wage’ rate for the age. It is important 
that employers are able to cover the full wage 
costs for the duration of the apprenticeship so 
the apprentice has sufficient time to complete 
their apprenticeship. Employers are required 
to pay National Insurance for the apprentice 
as they would for any other employee.

Identify a training provider 

Apprentices must work towards gaining their 
apprenticeship qualification, which means 
employers need to partner with a Further 
Education College or Training Provider 
who is registered to support the chosen 
apprenticeship framework.  The College or 
Training Provider will check that the apprentice 
will be working in a safe environment, and can 
help with

recruitment if you so wish.  They are also 
responsible for assessing the apprentice’s 
performance against the requirements of the 
apprenticeship qualification.

Start recruiting your apprentice 

This could involve recruiting a new member of 
staff or converting an existing job role, such 
as a Jobs Growth Wales placement, into an 
apprenticeship.  Remember, an apprenticeship 
is an entry level role so when advertising the 
position don’t forget to use language that 
reflects this.

The apprentice’s first day 

For some apprentices, this will be their first 
real experience of the workplace so it’s crucial 
that this first experience is a positive one.  
We encourage a thorough induction into the 
organisation including health and safety, IT, 
company policies and procedures and time 
spent learning about the other roles in the 
organisation.  Don’t underestimate the small 
things!  Basic information like how to use the 
telephone, where staff can make themselves 
a drink and have their lunch, what to do if you 
are sick and what to wear to work are all really 
important when you’re first starting out. 

Throughout the apprenticeship   

The apprentice will complete most of their 
training in the workplace whilst undertaking 
their job. They will also attend college at least 
one day a month for ‘off-the-job’ training, 
which may includes industry masterclasses 
where the framework requires this. Periodically, 
the college will visit the workplace to assess 
the apprentice against the requirements 
of the apprenticeship framework. This will 
go towards the apprentice achieving their 
qualification.  The employer is required to 
accommodate this within the workplace, but 
should be sufficient notice by the College or 
Training Provider.

If you’re thinking of taking on an apprentice, the following steps may 
help you decide whether this is right thing for your business:

What is an apprenticeship? 

An apprenticeship is a way for a young person (or adult learner) to earn while they 
learn in a real job, gaining a real qualification and a real future. Hiring apprentices 
helps businesses to grow their own talent by developing a motivated, skilled and 
qualified workforce.

Apprenticeships have three core elements: 

• A National Vocational Qualification 
• A knowledge based qualification 
• Essential Skills Wales.  These transferable skills cover Communications, Application       
of Number and Information and Communication Technology (ICT)

An apprenticeship is a paid entry-level job with a training element.  Apprentices must work with an employer 
for at least a year, learning how to do a real job.

What are the benefits of employing an 
apprentice?

96% of employers who take on apprentices report 
benefits to their business. 

72% of businesses report improved productivity 
as a result of employing an apprentice with the 
average Apprenticeship increasing business 
productivity by £214 per week.

Other benefits reported include improved products 
or services, the introduction of new ideas to the 
organisation, improved staff morale and better 
staff retention.



Introduce a policy for internships

If you want to create internship positions in 
your organisation it is sensible to introduce an 
Internship Policy.  This should state clearly the 
circumstances in which you might take on an 
intern, how they can expect to be treated, and 
what you expect from them. You need to put a 
consistent contract in place, which will protect 
both you and your interns.  It’s a good idea to 
make sure your internship policy (or your wider 
recruitment policy) covers how you might 
adapt your workplace for any needs the intern 
might have (such as an adapted keyboard, 
wheelchair access, or flexible working 
arrangements) and any specific skillsets you 
outline should be objectively justifiable.

Undertake open and fair recruitment
 

Too often we see creative and cultural 
employers give away internship positions to 
a family friend or associate.  Not only is this 
an unfair way to recruit, but it also means you 
might not be getting someone who is best 
suited to your business.  For these reasons we 
encourage employers to follow open, fair and 
transparent recruitment practices.

Remember, this is an entry-level job 

It’s important to remember that internships 
are entry-level jobs so job adverts, as with 
apprenticeships, should use language that 
reflects this and should not seek unrealistic 
levels of experience and/or training from 
candidates.  It is sensible to advertise the job 
description and all of the documents openly 
and in a range of relevant places – remember 
the job sites that you are most familiar with 
may not be known to everyone, particularly 
those who are just starting out.

Before the intern starts 

You should always have a written contract in 
place, defining the intern’s working hours, the 
length of the internship, the intern’s goals 
and their obligations. Plan in advance any 
training the intern will require for their role. 
Share this plan with them on their first day. 
The training should include a health and 
safety induction tailored to your workplace 
(particularly if your organisation works in live 
events or deals with machinery). You should 
also put together a work plan, and discuss this 
with the intern before they start work.

Managing the intern once they start 

Assign your intern a line manager of an 
appropriate level and with the right skills 
and experience. This manager should be in 
a position to advise and support the intern 
throughout their internship and have sufficient 
time to do so.  You should offer your intern a 
performance appraisal at the end of their 
internship and at a mid-point if appropriate: 
this is an opportunity for both parties to 
discuss what went well and what could have 
gone better.

Remember, there is no obligation to keep 
an intern on at the end of the opportunity, 
but please avoid raising false expectations. 
Make sure that your plans for the end of 
the internship are stated clearly from the 
beginning wherever possible.  If you know it 
won’t be possible to keep them on following 
their internship, then outline your plans for 
providing the intern with recommendations 
for future employment or help them look for 
vacancies.

Best practice steps to recruiting an intern

Does an intern always need to be 
paid?

No.  If an individual wishes to undertake an 
internship as part of a formal programme of 
study (e.g. a degree) and is using the opportu-
nity to help them meet the assessment criteria 
for this programme, then they do not need to 
be paid.  Similarly, if an individual is undertak-
ing an internship to shadow another member 
of staff (and not to undertake any core busi-
ness duties themselves) then they do not need 
to be paid.

What makes someone a worker?

A person is generally classed as a ‘worker’ if: 

- they have a contract or other arrangement 
to do work or services personally for a reward 
- their reward is for money or a benefit in kind, 
e.g. the promise of a contract or future work

- they have to turn up for work even if they 
don’t want to

- their employer has to have work for them 
to do as long as the contract or arrangement 
lasts

- they aren’t doing the work as part of their own 
limited company in an arrangement where 
the‘employer’ is actually a customer or client 

It is important to remember that a contract 
can be implied, so if it isn’t in writing it doesn’t 
mean it doesn’t exist.

What is an internship?

There is no formal, legal definition of an internship. However, Creative & Cultural Skills 
defines an internship in the following ways:

- A short term opportunity (ideally between two weeks and six months)
- A paid entry-level job, where the intern fulfils ‘worker status’ under the contractual 
relationship with their employer
- The first experience of a particular sector or role, or the ‘next step’ on from, for example, a    
volunteering role
- A defined job role with a dedicated job title, unless the intern is undertaking a work     
shadowing role only

An internship provides an entry-level career development opportunity which is beneficial to both 
the employer and intern, but unlike an apprenticeship this does not need to include formal 
training or an accredited qualification.  There is no legal minimum employment length, as there 
is with an apprenticeship



What is volunteering?

Volunteering is any activity that involves spending time, unpaid, doing 
something that aims to benefit the environment or someone (individuals 
or groups) other than, or in addition to, close relatives. 

Volunteering must be 
a choice freely made 
by each individual. 
This can include formal 
activity undertaken 
through public, 
private and voluntary 
organisations as well 
as informal community 
participation.

What is a volunteer to the workplace?

A volunteer is not classified as an employee 
or worker under UK law, if the person does 
not have an employment contract with 
the organisation. All volunteers should be: 

- able to volunteer an amount of time over 
any period that suits their needs.  This is highly 
unlikely to be fulltime i.e. Monday to Friday, 
9am-5pm; 

- offered training (and any protective clothing) 
that is appropriate to assist them in carrying 
out their voluntary duties; 

- assigned a mentor or manager, to monitor 
progress; 

- reimbursed genuine, necessary, documented 
and agreed expenses; 

- offered a volunteer agreement to clarify 
the expectations for both volunteer and 
organisation.

Creative & Cultural Skills believes 
volunteers should:

- volunteer for a reasonable and mutually 
agreed period of time if the volunteer is 
someone at the start of their career who wants 
to learn skills, and is aiming to gain experience 
and seeks future paid employment. Should the 
volunteer choose to leave at any time they are 
free to do so,    but it may be beneficial 
for the opportunity to be completed if future 
paid employment in the industry is sought, 

or 

- be someone who is prepared to volunteer 
without expecting to secure paid employment 
as a result. For example, someone who is 
well established in their career and prepared 
to ‘give something back’ or someone who is 
retired. 

When would you not be a volunteer?

- If helping out a family member;
- If given money other than expenses; or 
there is a contract to do work (not including 
any ‘volunteer agreement’ that may be in 
place)

Is there an upper or a lower age limit for 
volunteers?

No, but it is a very good idea to obtain parental/
guardian consent for volunteers under 16. 
When giving a consent form to a volunteer, also 
consider providing a volunteer role description 
and publicity leaflets about your organisation. 
This will help the volunteer’s parent/guardian 
understand what your organisation does, what 
the young person will be doing, and when and 
where they will be volunteering.

Whilst there are no upper age limits on 
volunteering, some organisations find that 
their insurance companies will not extend their 
policies to cover people over a certain age, so 
it’s worth checking whether the organisation’s 
insurance will cover the individual should 
something go wrong. 

Volunteer agreements

Many organisations use volunteer agreements. 
These can be useful for setting out mutual 
expectations in one or two sides of A4. 
However, they should not be very formal, nor 
use language or imply conditions that appear 
contractual. Nor should they be referred to as 
‘contracts’.

What should a volunteer expect from 
you?

For most part-time on-going volunteering roles 
within an organisation, a volunteer should 
expect you to put in place the following:

- An induction where the volunteer is told about 
the organisation and its policies.  This would 
generally cover health and safety, what to do 
if you have a problem and an introduction to 
other staff and volunteers

- A volunteer should be told who their 
supervisor or leader is and how to contact 
them. It is important that they have a named 
person who they can go to with any problems 
or queries

- Adequate training to be able to carry out 
their role

- Ongoing support and supervision, to make 
sure the volunteer is happy in the role

Volunteers are not covered by employment 
law, because employment law is usually based 
on having a ‘contract’ of employment or for 
providing work or services for a reward.  This 
does not mean of course that businesses or 
individuals can be discriminatory towards their 
volunteers or treat them unfairly. As well as 
the clear moral case for this, no organisation 
would be able to retain volunteers for long if 
they felt they were being poorly treated.

Organisations involving volunteers should 
make it their duty to keep abreast of good 
practice in volunteer management and should 
include volunteers in their equal opportunities 
policies. 
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Employer  
Resources

http://www.ccskills.org.uk
http://www.creative-choices.co.uk
http://http://www.ccskills.org.uk/supporters/employer-advice/article/creative-apprenticeship-capacity-questionnaire
www.ccskills.org.uk/fair-access
http://www.ccskills.org.uk/employ-young-person
http://www.ccskills.org.uk/downloads/Sample-Volunteer-Agreement.pdf
http://ccskills.org.uk/supporters/employer-advice/article/a-guide-to-arts-internships
http://www.wales.gov.uk
http://wales.gov.uk/topics/educationandskills/skillsandtraining/apprenticeships/youngrecruitsprogramme/?lang=en
http://wales.gov.uk/topics/educationandskills/skillsandtraining/jobsgrowthwales/?lang=en
http://www.gov.uk
http://www.gov.uk/national-minimum-wage-rates
http://www.volunteering-wales.net/volunteering/

