





An Apprenticeship is a genuine job, with a
complementing assessment & skills development
programme

Mix of formal training and learning in the workplace
Avallable to everyone from 16 - there is no upper age .
limit!

They are suitable for both new and existing staff looking
to develop their skills

You can be an Apprentice and keep your current job &
salary



MANAGING QUALITY APPRENTICESHIPS
THE ROAD TO A QUALITY APPRENTICESHIP

Delivering quality is a journey from the start to the end of an
apprenticeship and beyond.

So we have developed this document as a guide to what that
journey looks like with key steps along the way.
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The Apprenticeship Levy

Started on 6 April 2017, at a rate of
0.5% of pay bill, paid through PAYE

The levy will be set at 0.5%
of an employer’s pay bill. It will only

Applles to a” UK employers in be paid on any pay bill in excess of

all sectors £3 m

Employers will have an
Only 1.3% of employers will pay allowance of £15,000 to

the |evy offset against their
levy payment




What can levy funds be used for?

apprentice wages

For apprenticeship training and

assessment :
travel and subsistence costs

against an approved standard

managerial costs
with an approved training
provider and assessment
organisation

traineeships
work placement programmes

To fund up to the maximum recruitment costs
funding band for that

apprenticeship
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Two types of employers:
1. Employers who do not pay the levy

2. Alevy-paying employer with insufficient funds

] Government 95%

. Employer 5%

&

Education & Skills

Funding Agency National Apprenticeship Service






What is a Levy Transfer? \\_\;\ Apprenticeships
=,

TRANSFERS ALLOWANCE

TOTAL LEVY 10%
25 % of § DECLARED ENGLISH = GOVERNMENT

K PERCENTAGE

APRIL - MAR TOP-UP

As an employer paying the apprenticeship levy you have
an allowance, 25% of your annual apprenticeship funds,
that can be transferred to other employers.

* Only levy-paying employers can make a transfer

 Any employer can receive and use transferred funds
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How a Levy Transfer Works?
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Sending initiates a connection gives final
employer online using the account approval of cost
calculates ID from the receiving and standard

available spend employer ‘
Apprenticeship
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Both employers
discuss and agree
terms offline
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Receiving employer l T

sets up apprenticeship
service account online

Receiving employer
chooses a training provider.
They both add and approve

apprentices online
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DELIVERING 20% OFF THE JOB
UPDATED GUIDANCE AND COLLATERAL

Updated: 13t September 2019

Version 3:

Apprenticeship off-the-job
training - Policy background
and examples

https://www.gov.uk/governm
ent/publications/apprenticesh

ips-off-the-job-training

Off-the-job training

MYTH @ FACT

“My apprentice
will spend a lot of
time away from
the workplace”

“Off-the-job training
must be delivered
by a provider ina

“Ineed to

document all of

the apprentice’s
off.the-job training”

“English and
maths counts.
‘towards the 20%
requirement for
off-the-job training”

“Off-the-job
training can be
done in the
apprentice’s
own time®

Brought toyouby
National
Apprenticeship
Service

Septermier 2013

“ Apprenticeships
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Apgrenticeships are about upskilling an indnidusal, Reaching occupational
competency takes time. Many employers and apprentices have praised the
positive effect off-the-job training has an their productivity and
apprentices feel valued by the significant investment in their training.
Off-the-job training must be away from the apprentice’s normal wiorking
duties and must teach new knowledge, skills and behaviours relevant to
their specific apprenticeship.

It can be delivered flexioly, for example, a5 a part of each day, one day per
week, one week out of five or as black release

You may already have existing training programmes or materials you can
use to deliver elements of the apgrentice’s off-the-job training,

This s not true. Off-the-job training can be delivered i a flexible way.
This can be at the apprentice% usual place of work, or at an external
location. It can include for example, the teaching of theory, practical
training and writing assignments.

Providers have developed a range of delivery styles to suit employer
and apprentice needs. Employers should work with them to decide
when and where ofi-the-{ob training should take place and who s best
placed to deliver it

A commitment statement must be in place from the beginning of the
apprenticeship, setting out the training content an apprentice will receive
and which elements count towards the off-the-job training. The
apprentice’s evidence pack needs to demaonstrate what training has been
delivered against the commitment statement,

“This & et true- English and maths (at level 2 or below) does not count
towards the 20% off-the-job training.

Apprenticeships are about developing occupational competency and they
are designed on the basis that the apprentice already has the required
level (level 2) of English and maths, Training for English and maths must be
an 1op of the 20% off-the-job training requirement,

An apprenticeship is a work-based programme 5o all off-the-job training
fmust take place within the apprentice’s normal warking haurs®. If planned
off-the-jab training is unable to take place, it must be rearranged.
Apprentices may choase to spend additianal time training outside paid
hours, but this must nt be required to complete the apprenticeship.

Follow National Apprenticeship Service:

O @Apprenticeships / @FireltUp_Apps

@ National Apprenticeship Service

Visit apprenticeships.gov.uk | 08000 150 600
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Off-the-job training: steps to help you determine (™ iceshi
whether an activity counts as off-the-job training S pprenticeships

thi> 02> @885

Is it directly relevant
to the apprenticeship
standard or framework?

This counts
as off-the job
training
Is it teaching new

knawledge, skills
and behaviours?

Is the learning taking place
within the apprentice’s
normal working hours (paid
hours excluding overtime)?

NO NO NO NO

\ % v N 2 v

Key facts

Off-the-job training must make up at
least 20% of the apprentice’s normal
working hours (paid hours exdluding
overtime) over the planned duration of
the apprenticeship.

If it English or maths,
is it above level 27

You can deliver off-the-job
training in the apprentice’s normal
workplace or at an external kocation

Progress reviews and on-programme
assessment do not count towards
20% off-the-job training

mﬁf’nyﬂu by You can find further details about off-the-job training induding best
practice examples in the apprenticeship funding rules 2019 to 2020,

Apprenticeship
Service and the apprenticeships: off-the-job training guidance on GOV.UK



https://www.gov.uk/government/publications/apprenticeships-off-the-job-training




- or , IS the Independent process of assessment,
completed at the end of the Apprenticeship Process.

- EPA’s are conducted only by End Point Assessment
Organisations — EPAOSs.

* The assessment process uses Assessment Methods
and Processes.

 Independent assessors are used, with no toward the outcome
of the assessment.






RECRUITING YOUNG PEOPLE

PROMOTING YOUR APPRENTICESHIP OPPORTUNITIES

Promoting your
apprenticeship
opportunities

Apprentmeshlps

\\l r;l?

The National Apprenticeship Service can help you
promote your apprenticeship opportunities to thousands
of individuals, parents and education establishments.

All the products listed are free and enable you to
promote, not only your existing opportunities, but those
apprenticeships you will be advertising in the future.

This is your chance to showcase your brand and
opportunities to some of the very best apprentice candidates.
To get involved, or to find out more, email
apprentice.engagement@education.gov.uk stating what

opportunities you would like to take advantage of.

Advertising your Apprenticeship Vacancies
Theough Fecrut an aporenhios ywou, oF your Taining providen, can orsate, post
and Fanage apprenticeshps and rainesships vacancies.

Potertal apprentices can then search by keywond (job role, m:qm.m |:,rp-e
oF qupn'e-nncesmp level) o find and apply for your vacancies through Find an

D schup on GOVIUK. Candidates can create amrennlnexmuntsn
Ihey can u'eateapﬂmms. set up aleris and apply.

Advertising on ReoruitFind an apprenticeship prondes you with a platfom
1o get your vacancies in front of thousands of potental applcants. We
hawe over 000,000 registered canddates and we actvely promate Find an
apprenitioeshp through our work in schosls, on social media, amendance at
events and through our national marketing carmpaigns.

All applcataarns you recate e eagy 10 manage in one place, and you have the
abulity to dect candidates to your own recrutment sites if you wish.

i you ane a levy-payng employer, ard have a digital account, you can upload
your raks directly onto the ste yoursedl, i you do not pay the lew you can ask
the trairng prosder to uplead your vacances. Al employens wil be able to
upload and manage their vacanoes online in the near futuee.

Brought to
rought you by
Apprentkeshlp

Disability Confident
The Disabdity Confident scherme
sLppans employers like you 1o make
the most of the takents dsabled
people can bring te your workplace.
When advertising through Recout ar
appienice you can select if you have
signed up to the scheme.
By nsmgme Dlmllny Confident filter
on [ eshup, candidaies
can easily nenhfy e emy
who are commitied to equality n the
. For mare infarmaton on
scheme, indudng how to sign up,
search for Desabdity Confident on
GOMUE.

Promaoting your apprenticeship opportunities

Higher and Degree
Vacancy Listing

Each year we update our Higher and
[Degres Vacancy Listing, which is
printed and readily avalable on
GOM LK.

s oipen 10 all employens and gives
you the opporturily 1o showease your
upceming Higher and Degree fLevel

4 and abore) apprenticeshps that are
due o start the folowing year.

By placing your opporiunities in the
RS, Wil € promate your rales
before they go lve, maaning you
can gathes nterest from hagh calibne
ndwiduals before appleations open.

Yo can provade hasc detals on your
future vacandes, kiing individuals
know when they can apply, the
cheesing date and a link 10 find out
mmore informaton.

The lsting s emailed 1o over 200,000
UCAS registered studenis, as well as
promoted through newsletters and
on sonal media. On awerage we have
aver 330,000 vews per month on
GOV UK.

Pririted copmes are taken to over

40 caneer events and are sent o
thousands of schaols and FE colieges,
alioana you 1o get your information
in front of your potental future
wanrkfonee.

RS- PRIONOT hene 019

Vacancy Snapshot

Tms::nlmeparta sits on the &
‘webste and i used

in scmalsamd premated o parents

Amazing Apprentsceships s the
approved communicaton channel,
commisioned by the Natonal
Apprentceship Service, 1o suppart
the Apprertceship Support &
Knowledge for Schools (ASK) project.

VACANCY Snapshal lets you provde
a snapsnm' nf]mmmmpany
apprenticeship recrument processes,
and irspires ndividuaks o apply for
YOUF s

Wi will wark weith you to create your
dedicated profile pages, alowing
teachers, pafents and shudents to see
howe your application process works,
wihen you usually advertise your
apprenticeships, what they can do

1o pregare for intendew and 1o see
wihat it i neally Boe to work for you.

o weell & informaton about your

comipany and rolkes we indude your
logo and relevant comparry wdeas,
allowing us to make the *snapshot”
engagng and for your busingss o

stand out.

Live Broadcasts

Though Learnlive you could take
part i our e snformaton sessions
that are broadcasted into schools
OO the couUntng

This is your chance o shovecase

your cofrgany and address potentlal
applcanits directly. Schools ane able
to dial in 1o the broadcast, where
you can brng your business to life
and show off your apprentsces. There
is aloo a feature that aliows for a

Ihvie Q&A session. All broadeasts are
recorded 5o they can be downloaded
and veeved at any time

Last year we delivered over 40
broadcasts, engagirg with 52,000
students. We have & irmded numbes
of opponunities so contact us as
500N & possible to get mvobed.

Social media

Adveniing your vacandes through
sodal medha enables you to gain a
Fruge amount of exposune, and by
mentioning one of our chanmels may
heldp to increase your engagements.
Corskder including Eappreniceshps,
EEIlg g in your Teeets.

Wi may b= able 10 shase your
apprenticeships opporunities with our
fiollowsers,

Follows: Mational Apprenticeship Servica:

& @Apprenticeships | @FireltUp_Apps

@ National Apprenticeship Service

Visit apprenticeships.gowulk / 08000 150 600
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Achieving the benefits of apprenticeships Achieving the benefits of apprenticeships

The benefits that apprentices

What do employers say?’
can bring to your business

staff morale

Match
the skills
of employees
to the skills
you need

Improve
your company
image

Create a
talent pipeline
across your
organisation

Attract
the best
candidates

Raise

Reduce
staff turnover

Increase
your diversity

Upskill
existing staff

Improve your
productivity

96 % of employers with apprentices
have experienced at least one benefit

from taking on apprentices, and most
can count at least 8 benefits.

25% of consumers are willing to pay
more for products from a business
that employs apprentices.2

74% of employers say that
apprentices improved products or
service quality, and 78% say that they

improved productivity. Apprentices
become highly skilled even before
they finish their training.

The average length of
time an apprentice stays with
Siemens is 26 years!

“As a result of the speed of change
in the technology industry, we knew
we had to take action to address the
digital skills gap. The combination
of gaining high-level skills and full
exposure to the industry proposed by
degree apprenticeships seemed like
the obvious solution.”
Capgemini, Apprenticeship Trailblazer

' Unless otherwise noted, figures are taken from N = 4004 employers.

67 % of employers say that
employing apprentices improved
their image in the sector.

69% of employers say that employing
apprentices improved staff retention.
65% of apprentices stay working for

the company that trained them when
they complete their apprenticeship.

73% of employers say that
staff morale is improved by
having apprentices.

“There’s a real buzz in the office
around apprentices as people
increasingly see the benefits they can
bring. Apprenticeships also give staff
opportunities to supervise and mentor
people — opportunities that they
previously may not have had.”

Bond Dickinson, finalist at National

Apprenticeship Awards 2016

86 % of employers said that
apprentices helped to develop

relevant skills for the organisation,
and to fill the skills gap.

gov.uk/government/uploads/system/uploads/attachment_data/file/6597 10/Apprenticeships_evaluation_2017_employers.pdf
2The Benefits of Apprenticeships to Business (2015), Centre for Economics and Business Research.



Attack the skills opportunity

A = Apprenticeships

T=T Levels

T = Traineeships

A = Academic route

C = Courses of high value
K = Kickstart from DWP
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Apprenticeships

The Chancellor announced that for the next six months, the
Government will pay businesses to hire apprentices, with a new
payment of £2,000 per apprentice for those under the age of 25 and
£1,500 for those aged 25 and over.

This money is in addition to the existing £1,000 payment the
Government aIreadg provides for new 16-18 year old apprentices and
those aged under 25 with an Education, Health and Care plan.

i A\ ; .
Education & Skills .S Apprenticeships
Funding Agency Z)




The Apprenticeship Service (AS) can be used to claim incentive payments for hiring a

new apprentice from 1 September 2020 (Apprenticeship start date must be between
15t August 2020 and 315t January 2021 inclusive)

Non-levy employers — can access the incentive payments via AS for any new apprentice
they recruit with a start date from 1 August 2020. This is for both apprentices
recruited and managed through the reservation process and by accessing transferred
funds from a levy paying employer.

New apprentices cannot be existing employees but can be existing apprentices who

have been made redundant by another employer — allowing access to a wider talent
pool.

i A\ ; .
Education & Skills .S Apprenticeships
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Employers can use the incentive funding to help meet any of the costs associated with
supporting a new apprentice in their workplace: including facilities, uniforms, and
apprentice travel.

It can also contribute towards meeting the costs of an apprentice’s wages. Individual
employers can choose how to spend the money to support their apprentices depending on
their individual circumstances.

The money will be paid in instalments, with 50% of the total paid at roughly 90 days from
the apprentice’s start date, and the remaining 50% paid roughly 365 days from the
apprentice’s start date, subject to the apprentice still being in employment (with the same
employer) and undertaking their apprenticeship at these times.

Only starts funded through the apprenticeship service will be eligible for this payment, so
smaller employers who have previously accessed apprenticeship funding through legacy
contracts will need to register for an account, and access funding through the reservation
process, in order to benefit from it. We have recently streamlined the registration process
to minimise the administrative burden for employers.

E b S é}Apprenticeships
Funding Agency =
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Regardless of their levy-paying status, all employers will be required to
register their financial details in order to receive the two instalments
directly. Further information on the registration process will be available
in due course., .

Emploxers will be able to make a claim from 1 September 2020, and
once there is a contract of employment and apprenticeship agreement
in place, as for anY other funding support we currently offer.

There is no overall limit to the number of payments each employer can
claim for apprentices eligible to receive funding, provided each
apprentice meets the criteria, including being a new employee.

E b S %Apprenticeships

Funding Agency '
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Supporting Redundant Apprentices

Service to support redundant apprentices launched on 1 August.

Three elements: advice and guidance, signposting to other
services, and a vacancy sharing service.

We need the support of employers to make the vacancy sharing
service work and for businessés to register vacancies.

Simple form to be completed.
Employer incentive applies to hiring redundant apprentices.

Education & Skills < Apprenticeships
Funding Agency Z)
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Education & Skills \
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Job Retention Bonus

A Job Retention Bonus will be
introduced to help firms keep
furloughed workers.

Employers will received a one-off bonus
of £1,000 for each furloughed employee

who Is still employed as of 31 January
2021.
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Version 6 changes (monday 13+ july)

Re-opening educational settings

From 13 July, in addition to the limited number of 16-19 apprentices attending on-site delivery, providers can now make arrangements for 19+ apprentices to return to onsite delivery, where this can be safely

accommodated. From September there will be no limit on who can attend.

Universal credit for apprentices

Confirmation that where an apprentice has been made redundant, but is continuing their apprenticeship study, they can claim Universal Credit (UC) as long as they satisfy all eligibility criteria.

Support service for redundant apprentices

Announcement that we will be launching a service for redundant apprentices.

Level 2 suspension extention

The temporary flexibility suspending the funding rule requiring level 2 apprentices to study towards, and attempt, level 2 functional skills assessments has been extended until 31 December 2020

Frequently asked guesitons

We have added two new frequently asked questions to answer:
Whether apprentices who have been unable to return to England, due to the outbreak, but have been able to train and work remotely will still be eligible for support.

Whether apprentices who would, if not for the outbreak, have started with their new employer within 30 days of leaving their last, will still be eligible for funding when they start working for their new employer.



Version 7 changes ursday o

July)
Apprenticeship Certificates & EPA

» Updated guidance to include the temporary flexibility to allow apprenticeship certificates to be sent to an alternative address and the
end point assessment (EPA) flexibilities that are extended until the end of the year.

https://www.gov.uk/government/publications/coronavirus-covid-19-apprenticeship-programme-response

Education & Skills % Apprenticeships
7))
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https://www.gov.uk/government/publications/coronavirus-covid-19-apprenticeship-programme-response

Get Involved

https://www.apprenticeships.gov.uk/re

al-stories/employer#
|  https://amazingapprenticeships.com/ J>

National Apprenticeship Service
Telephone : 0800015 0600
Monday to Friday, 8am to 8pm



https://www.apprenticeships.gov.uk/real-stories/employer
https://amazingapprenticeships.com/
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Traineeships

The Government will provide an additional £111 million this year for
Traineeships in England, to fund high-quality work placements and
training for 16-24 year olds.

They will also improve provision and expand eligibility for Traineeships
to those with Level 3 qualifications and below, to ensure that more
young people have access to high-quality training.

We are upgrading the content of Find A Traineeship so that young
people can search for Traineeships that best suit them.

Education & Skills - Apprenticeships
Funding Agency =)




More placements to be made available for 16-24 year olds who are not ready or able to secure an
apprenticeship or job, but who are looking for a work-based rather than classroom-based offer. The
new additional funding will pay for 30,000 Traineeship work placements in 2020/21

Greater flexibility for the programme for learners, providers and employers: Increased maximum
programme duration increased from 6 to 12 months, allowing learners more time to achieve a full
qualification (a minimum of 6 weeks on programme and expectation of a 6 month minimum
Traineeship programme still in place)

Reduction in required work experience from 100 to 70 hours (where a provider is satisfied learner
has gained sufficient work skills) therefore appealing for more employers to offer a placement. The
work placement element of a traineeship will last between min 70 and max 240 hours over the
course of the traineeship.

Prior attainment flexibility: Post September 2020, Young People who already have a Level 3
qualification are eligible for the programme if they require support to access apprenticeships or
employment (this was previously set at prior attainment at Level 2)

Employer incentives: New or expanding employers can claim incentive payments of £1,000 for up
to 10 learners to help with employer costs (such as administration, equipment, set up costs for
example) The new incentive payment will only apply during the 2020/21 academic year.
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Traineeships Useful Contacts

https://www.gov.uk/guidance/traineeship-information-for-employers

Contact the National Apprenticeship Service (NAS)
on nationalhelpdesk@findapprenticeship.service.gov.uk or 0800 015 0600 for
advice and support on traineeships.

The NAS can help you set up a traineeship and put it on Find a traineeship.

You can contact a local training provider directly to design a traineeship. They
will publicise the traineeship for you.
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Kickstart Scheme

The Kickstart scheme is for those aged 16-24, claiming Universal Credit
and at risk of long-term unemployment.

It will give hundreds of thousands of young people, in every region, the
best possible chance of getting on and getting a job.

Funding available for each six month job placement will cover 100% of
the National Minimum Wage for 25 hours a week and employers will be
able to top this wage up.
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