
 

 

 

For Information: Apprenticeship Levy Briefing 

Of interest to Local Authorities (LA), Multi Academy Trusts (MATs) & Schools 

 
The Apprenticeship Levy – What it is and who pays it? 

• Only 2% of employers in England will be paying the Apprenticeship Levy from April 2017. This equates to 
around 22,000 employers and covers circa 75% of the current workforce in England. 

• 50% of the employers paying into the Apprenticeship Levy have never previously engaged in Apprenticeships 
before. No employers are exempt from the Apprenticeship Levy; this includes the Public Sector and the 
Voluntary Sector.   

• Funding can only be used to purchase Apprenticeship Training (Frameworks or Standards) and cannot 
directly be used to pay for other training or associated costs e.g. Apprenticeship wages or salaries. 

• The Apprenticeship Levy is not optional and will be claimed by HMRC at 0.5% of the total pay bill. An annual 
allowance of £15,000 is given meaning only those with a pay bill over £3m will pay the levy 

• The levy will be claimed monthly by HMRC and will be taken at source based on monthly pay bill. 
• Pay bill is the total amount of earnings based on Class 1 Secondary National Insurance Contributions. 

Earnings below the secondary threshold are not used to calculate employers NICs, however, will be included 
to calculate the amount of levy to be claimed. 

• Available levy credit displayed through Online Apprenticeship Service (previously referred to as the Digital 
Apprenticeship service: DAS) including 10% government top-up and adjustment for employees working 
outside England. 

• Frameworks and Standards will be allocated against one of thirty funding bands and the employer will be 
able to negotiate the price of training with providers and will no longer reliant on fixed pricing. 

 

For further information: https://www.gov.uk/guidance/pay-apprenticeship-levy  

 
How is the Apprenticeship Levy calculated and collected? 

Example Employer: 80% of Employees live in England, 20% of Employees live in Scotland and Wales 

• Employer of 250 employees, each with a gross salary of £20,000. 
• Pay bill: 250 x £20,000 = £5,000,000  
• Levy sum: 0.5% x £5,000,000 = £25,000 
• Allowance: £25,000 -£15,000 = £10,000 annual levy payment 
• Adjustment for % of workforce living in Scotland and Wales: £10,000 x 0.8 = £8,000 
• 10% Top up: £8,800 available via digital account to invest in Apprenticeship Training and Assessment 

 

Simple calculated example: This highlights the deduction of levy funds based on where colleagues reside. In this 
example, 20% of staff live outside of England.  N.B. This is a calculation which HMRC make based on data they hold 
on employees’ home addresses. 

 

Summary of Key New Funding Rules Changes from the 1st May 2017: 

• Government will fund an apprentice to undertake an apprenticeship at the same or lower level than a 
qualification they already hold if the apprenticeship will allow the individual to acquire substantive new skills 
and providers can evidence that. 
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• There are no age restrictions to apprenticeships from May 2017, any age employee can take an 
apprenticeship and still be funded. 

• Regardless of size, every employer will receive a £1,000 cash incentive for every 16-18 apprentice they 
employ (uncapped) – this is paid in two equal instalments at month 3 and month 12. 

• English and maths are funded separately outside of the levy or employer co-investment if needed and the 
apprentice does not already meet the required standard. 

• 20% of the apprenticeship must be off the job training with evidence to prove this. 
• Levy-paying employers can transfer a maximum amount of 10% of their annual funds. They can make 

transfers from their apprenticeship account to as many employers as they choose. Further information is 
available here. 

 
How does this impact Local Authorities and Schools? 

The Apprenticeship Levy is calculated on the combined total payroll bill of the Local Authority, this includes all 
teachers employed and paid through the Local Authority payroll. 

Internally employers paying the levy are able to decide how they want to distribute the cost of the levy payments 
and also how this is spent. The Government allows employers to choose whether they have one single online 
Apprenticeship Service (previously called the digital Apprenticeship Service: DAS) account, or they can set up 
separate accounts for different business units to operate and manage. However, money cannot be moved between 
accounts within a business. Employers have 24 months in which to spend the levy, else the funds are redistributed 
by the Government to help fund other non-levy employer apprenticeships. The levy funding system works on a “sun-
setted” model i.e. first funds in are the first which are spent when training is procured. 

 
What apprenticeships (current and future) might Local Authorities and Schools be looking to procure? 

Please note the following information is subject to change – last updated 21st January 2019: 

Education and Schools Level Status Funding Band  
School Business Director TBC In early development TBC – circa Band 15 
Teacher 6 Available Band 9 (£9k max) 
School Business Professional 4 Available £6k max 
Academic Professional 7 Available Band 9 (£9k max) 
Children, Young People and Families Manager 5 Available £9k max 
Early Years Senior Practitioner 5 In early development TBC – circa Band 9 
Teaching Assistant 3 Available £5k max 
Early Years Lead Practitioner 6 In early development TBC - circa Band 7 
Children, Young People and Families Practitioner 4 Available £6k max 
 
Support Services in Schools Level Status Funding Band  
Senior Leader (Masters) 7 Available Band 12 (£18k max) 
Accounting Professional 7 Available £21k max 
Chartered Manager 6 Available Band 15 (£27k max) 
Operations Manager 5 Available Band 9 (£9k max) 
HR Business Partner/Consultant (CIPD) 5 Available Band 9 (£9k max) 
Professional Accounting Technician 4 Available Band 9 (£9k max) 
Network Engineer (IT) 4 Available Band 12 (£18k max) 
Infrastructure Technician (IT) 3 Available Band 11 (£15k max) 
HR Support 3 Available £5k max 
Facilities Management Supervisor 3 Available Band 6 (£4k max) 
Team Leader 3 Available Band 7 (£5k max) 
Assistant Accountant 3 Available Band 9 (£9k max) 
Hospitality Team Supervisor 3 Available Band 7 (£5k max) 
Hospitality Team Member 2 Available Band 7 (£5k max) 
Business Administrator 3 Available Band 7 (£5k max) 
Property Maintenance Operative 2 Available Band 9 (£9k max) 

https://www.gov.uk/guidance/transferring-apprenticeship-service-funds


Cleaning and Support Services Operative TBC In early development TBC – circa Band 5 
Customer Service Practitioner 2 Available Band 6 (£4k max) 

 

N.B. for the latest list of what standards are now available you can check via https://www.ifapprenticeships.org/  

For further information on how to recruit an apprentice by apprenticeship standard or organisation, visit the hiring 
your apprentice section of GOV.UK at https://www.gov.uk/take-on-an-apprentice  

 
What can Local Authorities and Schools do to maximise their levy payments? 

As mentioned previously, from May there is no fixed pricing and employers should be looking to negotiate pricing 
with providers. Employers should shop around or look to collaborate on tendering opportunities to drive economies 
of scale and better pricing option to ensure value for money. Training Providers will be adding their programmes to 
the online Apprenticeship Service portal; this, in essence, becomes a catalogue where employers can search for 
which training providers to engage with. 

One of the core challenges for the schools is that Local Authorities are treating how they are looking to spend their 
levy in different ways. Some have told us that are intending to treat their levy as a central pot they will fund whole 
apprenticeships on a business case, by business case scenario.  Other Local Authorities are carving up their levy and 
allocating that back out to individual business units and saying that is all they can spend.  In the latter example, for a 
small school, this doesn’t give them enough for a whole apprenticeship, rendering the process pointless unless the 
school can top it up from the central levy pot.  As levy funding has a 24-month shelf life we would encourage Local 
Authorities where they have apportioned funds down to individual business units to consider the use of a 
reconciliation model to keep the funding moving around their organisation. By following this approach this will 
ensure that there is enough funding in the system to purchase training and there is no funding lost through not 
being spent. 

It is also important to raise awareness of the methodology for when a levy paying employer spends their levy pot. At 
this point, if the levy-paying employer wishes to procure additional training then the employer in question is 
required to pay 10% of the agreed price with the provider, with the government paying a 90% subsidy for the 
remaining balance. The same methodology applies to levy-paying employers with a small allocation that doesn’t 
equate the value of a whole apprenticeship. Worked example: 

 
Employer levy pot:    £2,000  £3,000 shortfall 

Negotiated value of Apprenticeship training: £5,000   Employer co-invests: 10% of £3,000 £300 

Shortfall:     £3,000   Government 90% co-invest subsidy £2,700 
             £3,000 

In this example the employer is required to pay an additional £300 for the cost of the apprenticeship training whilst 
the remaining £2700 can be obtained with a government subsidy. This £300 can be spread across the duration of the 
apprentice’s training.   

 

Schools and Local Authority guide to recruiting an apprentice 

Find apprenticeship training 

Employers who pay the levy can access funding for apprenticeships through the apprenticeship service. If the local 
authority is the overall employer, you do not need to set up an apprenticeship account. Local authorities in scope of 
the levy would have an account and are expected to decide how to spread out the cost across the organisations that 
fall within their remit, including maintained schools. They should work closely with the schools contributing to the 
levy, to ensure they can access funding for apprenticeship training.  

https://www.ifapprenticeships.org/
https://www.gov.uk/take-on-an-apprentice


If your school does not pay the levy, either on its own or as part of a larger employer group, you can still take on 
apprentices and access co-investment to purchase apprenticeship training from an approved provider. 

For employers looking to take on apprentices: https://findapprenticeshiptraining.sfa.bis.gov.uk/  

Use find apprenticeship training to: 

• search for apprenticeship training by job role or keyword 

• find training providers who offer the apprenticeship training you choose 

• find a named training provider you want to use 

If you are a maintained school, you should get in touch with your local authority regarding their process for selecting 
an apprenticeship training provider. If you are a non-levy paying school, you should select this option on the Find 
Apprenticeship Training online tool. If the Public Contracts Regulations 2015 apply to your selection of an 
apprenticeship training provider, you may have additional obligations. 

Your school may wish to register as a training provider to directly design and deliver the content of the off-the-job 
training that apprentices in your school receive. There are three routes for employers to become training providers:  

• As an employer-provider who delivers some, or all, of the off-the-job training element of an apprenticeship 
to their own staff. This is only available to levy-paying employers 
 

• As a provider who delivers training to other employers’ staff, as well as their own staff  
 

• As a sub-contractor to a main provider  
 

All organisations that want to deliver apprenticeship training, including employers who want to become an 
apprenticeship training provider, need to meet the requirements of the Register of Apprenticeship Training 
Providers. The Register is currently under review and will re-open for applications later this year. 

It is worth remembering that the apprenticeship levy can also be used to upskill existing employees as well as for 
recruiting new entrants. 

 
Writing the person specification and job description 

Writing a person specification and job description will help you to decide what kind of person you are looking for and 
assist you in writing the job advert. Your training provider can support you in drafting a job description and person 
specification. 

Person specification- A person specification should include essential and desirable knowledge criteria, previous 
experience and the specific skills you’re looking for in the successful candidate. 

Job description- A job description should include a job title, the main duties and purpose of the role, information 
about the company and the job location. 

 
Deciding how much to pay 

Employers are able to decide how much they wish to pay an apprentice as long as it meets the National Minimum 
Wage for apprentices. 

National Minimum Wage- Although the Government has set a National Minimum Wage, employers should pay a 
salary that they feel is fair and reflects the level of work and study being undertaken and that will attract the best 
candidates to apply for your vacancy. From April 2018, the National Minimum Wage for apprentices is £3.70 per 
hour. This is the current rate for apprentices under 19 or those in their first year. If the learner is 19 or over and past 
their first year they are entitled to the National Minimum Wage rate that applies to their age. 

https://findapprenticeshiptraining.sfa.bis.gov.uk/


Advertising the apprenticeship vacancy 

Find an apprenticeship website- All apprenticeship vacancies should be advertised on the Find an apprenticeship 
website. This is a free service provided to you and is the official job site for apprenticeships in England, managed by 
the National Apprenticeship Service. It enables quality vacancies from employers like you to be viewed and applied 
for nationally by thousands of candidates that register onto the website making it easy for you to attract and recruit 
apprentices. 

The system can be managed by training organisations on your behalf or by you and is designed to manage the 
recruitment process end to end through to successful appointment of your apprentice. Your training organisation 
will supply you with a template to complete so that your vacancy can be advertised. At this stage, you will also need 
to put forward a closing date, possible interview and possible start date. 

Linking to your own recruitment website If you have your own recruitment system it is easy to link from the Find an 
apprenticeship website to your own website. You can include a link in the advert that will redirect applicants to your 
own system. 

Disability confident - over 7 million people (17.5%) of working age in the UK are disabled or have a health condition. 
You can become Disability Confident by recruiting and retaining disabled people and people with health conditions 
for their skills and talent. If you are an employer who is registered as Disability Confident then you will be able to 
indicate this on the Find an apprenticeship form. This will guarantee an interview for those with a declared disability 
who are suitably qualified. Disability confident: https://www.gov.uk/government/collections/disability-confident-
campaign  

 
Inviting applications 
Your training organisation will support you to use ‘Find an apprenticeship’ to receive applications for your job 
opportunity. The Find an apprenticeship website captures the information that you will require so that it is easy to 
compare all of the applicants’ skills and experiences. You may personalise the application by including two questions 
of your choice. This is your opportunity to find out more about the applicant. 

 
Shortlisting candidates 

Shortlisting is the process of selecting the candidates that you wish to take forward to the next stage, whether this is 
a formal interview, group assessment or any other method. 

 
Preparing for the interview 

Preparing your questions Make sure you know the job description and person specification well so that your 
questions can help you compare candidates. Plan questions which will allow the candidates to talk about their past 
experiences. Make notes about any information in their applications you’re not clear on or that you would like to 
know more about. 
 
Carrying out the interview 

Selecting and appointing the successful candidate 

At this stage, you will need to liaise with your training organisation so that they can be involved in the process. 
Hopefully, your chosen candidate will accept the position and you can then move on to the formalities of preparing a 
Contract of Employment and come to a mutual decision on a suitable start date. The Advisory, Conciliation and 
Arbitration Service (ACAS) and the gov.uk websites have help, guidance and templates for writing a Contract of 
Employment. They also have tools to help you calculate annual leave and details on hours, rest breaks and working 
weeks, pay and an overview of your obligations. 

 

https://www.findapprenticeship.service.gov.uk/apprenticeshipsearch
https://www.gov.uk/government/collections/disability-confident-campaign
https://www.gov.uk/government/collections/disability-confident-campaign
https://www.gov.uk/apply-apprenticeship


Creating the Apprenticeship Agreement 

All apprentices commencing their apprenticeship on or after 6 April 2012 must have an Apprenticeship Agreement 
between the employer and the apprentice. The agreement must state that the apprentice will be undertaking an 
apprenticeship in a particular skill, trade or occupation and can be used to reinforce the understanding of the 
requirements of the apprenticeship. Further information https://www.gov.uk/take-on-an-
apprentice/apprenticeship-agreement  

You can use an apprenticeship training agency if you want to employ an apprentice without the responsibility for 
running the apprenticeship scheme. 

 
Further Guidance: 

Employer guide to Apprentice recruitment 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/609449/Emplo
yer_Guide_February_2017.pdf 

A guide to apprenticeships for the school workforce 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/720362/A_gui
de_to_apprenticeships_for_the_school_workforce.pdf  

Employing an apprentice https://www.gov.uk/take-on-an-apprentice 

 
 

Who are the Association of Employment and Learning Providers (AELP)? 

Members of the Association of Employment and Learning Providers (AELP) support employers in the delivery of over 
75% of apprenticeships in England and they deliver other publicly funded skills and employment programmes. The 
majority of AELP’s 900+ members are independent private, not-for-profit and voluntary sector training and 
employment services organisations with employers, universities, FE colleges, schools and end-point assessment 
organisations joining AELP in increasing numbers.  

 
Association of Employment and Learning Providers (AELP) 
9 Apex Court, Bradley Stoke, Bristol, BS32 4JT 
T: 0117 986 5389       Mark Dawe (Chief Executive) 
E: enquiries@aelp.org.uk       T: 07872 423626 
W: www.aelp.org.uk       E: markdawe@aelp.org.uk  
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