XX August 2020 

Apprentice Name
Address
Dear Apprentice Name,

Reference: Extension of Apprenticeship Indenture Agreement  

I write further to our conversation on DATE 2020 during which we discussed the impact that your recent (or ongoing) period of furlough leave may have on the progress of your apprenticeship.  
As you may recall, your indentured Trade apprenticeship is registered with the Scottish Building Apprenticeship and Training Council (SBATC). In order to achieve your apprenticeship qualification, you must complete a prescribed fixed-term period of employment of 4 years (2 years if adult apprentice) during which time you are expected to accumulate the experience and skills necessary to enable you to become a qualified tradesperson. 

This ‘time-served’ aspect of your apprenticeship is a fundamentally important element of your training and has been an established feature of construction apprenticeships in Scotland for many generations. 

I can confirm that your apprenticeship initially commenced on Date and is therefore currently scheduled to conclude on Date. 
Option 1 (extension equal to the duration of furlough leave)
[However, due to the restrictions introduced to protect against the transmission of COVID-19, you were placed on furlough leave from XX March 2020 until DATE 2020 and you therefore missed out on a total of X week’s experience in the workplace as it was not possible to provide you with appropriate practical training during this period. In the prevailing circumstances, the Company believes that your apprenticeship should now be extended by X weeks in order to compensate for this lost period of industrial experience.]  

OR

Option 2 (extension of employer determine duration)
[However, due to the restrictions introduced to protect against the transmission of COVID-19, you were placed on furlough leave from XX March 2020 until DATE 2020 and you therefore missed out on a total of X week’s experience in the workplace as it was not possible to provide you with appropriate practical training during this period. In the prevailing circumstances, the Company is in a position to propose that your apprenticeship should now be extended by X weeks in order to compensate for a proportion of this lost period of industrial experience.]  
In order to enact this proposed extension, which will vary the term of your apprentice indenture agreement, the Company must seek your consent to alter your contract of apprenticeship. 

Option A (for 1st, 2nd and 3rd year apprentices)
[It therefore must be highlighted that the anniversary date on which you progress from your current year of apprenticeship to the next will be delayed by a corresponding period of X weeks and will now occur on DATE. Consequently, your rate of pay will not increase until this revised date and your apprenticeship will not now conclude until DATE. However, it is envisaged that this approach will allow you the opportunity to continue to develop your skills and abilities in the workplace more in keeping with our original expectations prior to the onset of the coronavirus pandemic.]    

OR

Option B (for apprentices in their final year) 
[It therefore must be highlighted that the completion date of your apprenticeship will now be delayed until DATE 2020. It is envisaged that this approach will maintain your employment with the Company for a further period to ensure that your practical skills continue to develop, to accommodate your Skills Test within your apprenticeship and to allow you the opportunity to catch up on any outstanding course work at college if required. For the avoidance of doubt, if your Skills Test is not accommodated within this extended period of apprenticeship, a further extension will be required and we will be in touch with you once a date has been set for your Skills Test.]  
Please find enclosed an SBATC Apprenticeship Extension Agreement Form for your consideration. I would be grateful if you could confirm your consent to the proposed extension to your apprenticeship by signing the enclosed agreement where indicated and returning it to me at the Company’s address. Once the Company has received a fully signed version of the extension agreement form, it will be forwarded to SBATC in order that their record of your indentured apprenticeship can be updated accordingly.     

Alternatively, should you disagree with the proposed extension to your indentured apprenticeship, please contact me directly on XXX within seven days from receipt of this letter with a view to discussing your position. 
In addition, should you wish to contact SBATC directly with a view to obtaining independent advise in relation to the proposed extension to your apprenticeship, you can contact SBATC on 0131 556 8866 or get in touch with SBATC through registrar@sbatc.co.uk in the first instance.      

In the meantime, please do not hesitate to contact me directly should you have any concerns in relation to the proposed extension of your SBATC indentured apprenticeship agreement.  
Yours sincerely,

Name 

Position 
Enc:
SBATC Apprenticeship Extension Agreement Form 

