
Apprenticeship Standard: 
HR Support Level 3
Overview
Human Resource professionals work in any setting where there are employees and within small, medium and large organisations. They work as part of the HR 
function delivering front-line support to managers and employees. Their work is likely to include handling day-to-day queries and providing advice; working on 
a range of HR processes, from transactional to relatively complex procedures, recruitment through to retirement; using HR systems to keep records; providing 
information to the business and working with the business on HR changes. They will take ownership for providing advice to managers on a wide range of HR 
issues using company policy and current law, giving guidance that is compliant and where errors could expose the organisation to employment tribunals or 
legal risk. In a larger organisation they may also have responsibility for managing a small team (although this aspect is outside the scope of this apprenticeship 
and will need to be covered separately by the employer).

Key information:

Duration Typically this apprenticeship will take 18 - 24 months.

Qualifications Apprentices without level 2 English and Maths will need to 
achieve this level prior to taking the end-point assessment.

Progression On completion, this standard will enable the individual 
to apply for Associate Membership (Assoc CIPD) of 
the Chartered Institute of Personnel and Development 
(CIPD), the professional body for the HR sector, if they take 
the qualifications suggested. Without the qualification, 
individuals can become an Associate Member of CIPD 
if their end point assessment is carried out by a provider 
approved by the professional body.

Delivery Our guided teaching is delivered through a mix of live 
webinars delivered by a BPP University tutor, 24/7 access 
to recorded lectures and online lecture notes. Including 
online teaching sessions with face-to-face inductions and 
masterclasses.
Students take part in live discussion with fellow learners 
during live webinars and via course forums.

Entry requirements The entry requirement for this apprenticeship will be 
decided by each employer, but may typically be five 
GCSEs at Grade C or higher.

Key responsibilities Likely to include handling day-to-day queries and providing 
HR advice; working on a range of HR processes, ranging 
from transactional to relatively complex procedures, from 
recruitment through to retirement; using HR systems to keep 
records; providing relevant HR information to the business; 
working with the business on HR changes.

Confirmed Funding Cap
(as of Oct 17) TBC

Knowledge and skills:

These include: service delivery, communication and interpersonal, teamwork, managing HR 
information, problem solving and process improvement.
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*Information is relevant to start from 1st May – Starts prior to May 17 have different funding rules

Requirements

Employer
• Provide apprentices with a contract 

of employment for the duration of the 
apprenticeship on the first day of their 
apprenticeship and be paid at least a wage 
consistent with the law for both the time 
they are in work and in off-the-job learning

• Employer must not ask the apprentice to 
contribute financially to the direct cost  
of learning 

• Provide the apprentice with paid time 
to attend off-the-job training, including 
additional support for English and 
Maths, or support accessed for learning 
difficulties and/or disabilities

• Recognise that the apprentice must 
complete the apprenticeship within their 
working hours

• Ensure apprentice spends at least 20% 
of their time in off the job training

• Enter into a contract with BPP University
• Support the apprentice to gain new skills 

Apprentice
• Be in full-time employment for at least 

30 hours a week
• Be an employee (have a contract of 

employment for the duration of the 
apprenticeship) on the first day of their 
apprenticeship and be paid at least a wage 
consistent with the law for both the time 
they are in work and in off-the-job learning

• A citizen of a country within the 
European Economic Area (EEA**) or have 
the right of abode in the UK, and have 
been ordinarily resident in the EEA for at 
least the previous three years on the first 
day of learning

• Not be enrolled on another 
apprenticeship at the same time

• Has the right to work in England
• Able to complete the apprenticeship in 

contracted working hours
• Be in a new job role (nine months or less), 

or in an existing job role, where significant 
new Knowledge and Skills are needed – 
employer statement of justification needed 
(relevant to the apprenticeship)



Business Understanding
• The purpose of an organisation and its operating environment
• The structure, culture and functions of organisations

HR Function
• How HR activities support organisations
• How to deliver timely and effective HR services to meet users’ needs

Personal Development 1
• Knowledge, skills and behaviours required to be an effective HR practitioner
• Reflect on own practice and development needs

HR Systems and Processes
• What data needs to be collected to support HR practices
• How HR data should be recorded and stored 
• Analyse HR information and present findings to inform decision-making

Resourcing HR
• The principles of job analysis
• Factors that affect an organisation’s talent planning and recruitment policy
• Contribute to the interviewing process
• The importance of effective induction

HR Legislation and Policy
• The impact of employment law at the start of the employment relationship
• The main individual rights that the employee has during the
   employment relationship
• Understand the issues to address at the termination of the 
   employment relationship

Personal Development 2
• Reflect on own practice and development needs and maintain a plan for 

personal development

Supporting HR Change
• Why organisations need to change and how change affects organisations
• Understand the key factors involved in the change process 
• The impact of change on employees and the role of HR
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Modules and Content

Role Suitability
Specific job roles may include: HR 
Administrator, HR Adviser and HR Officer.

Trailblazer Group
Includes: Barclays Bank, Capita, Certas 
Energy, Lloyds Banking Group, Marks 
and Spencer, Mercer Ltd, NHS, NHS 
(Moorfield Eye Hospital), NSPCC, Peninsula 
Ltd, Santander, Sesame Bankhall Group, 
Succession Group Ltd, Toyota Group plc 
and Visa Europe.



Business Benefits of the HR Support Apprenticeship 
(created by a Trailblazer Group): 

Diversity
This apprenticeship provides 

opportunities to those who may 
previously not have had access to the 

HR profession, increasing the diversity in 
your workforce to provide a well-rounded 

client solution.



Cost effective
With government funding available, 
apprenticeships offer the chance to 
develop talented individuals without 

bearing all the cost.

£

Attract talent
The HR Support Apprenticeship Standard 

provides an attractive combination of 
qualifications and work-based learning 

to appeal to new talent, including school 
leavers looking for an alternative to 

university. The apprentices earn a salary 
and have no tuition fees to pay.

★

Relevant 
New Apprenticeship Standards created 

by Trailblazer Groups have been designed 
by employers, for employers, to develop 
the practical skills and behaviours that 

meet employers’ needs.



 Improving the standard 
of apprentices

The new Standards build on the 
strengths of the old frameworks with 

Skills, Behaviours and Qualifications that 
ensure apprentices are well-rounded and 

able to perform better in their roles.
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