
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

The Apprenticeship Levy 
Your Essential 12 Step Checklist 

April 2017 



Apprenticeship Levy 

 

With the Apprenticeship Levy legislation now in place, organisations need to take steps to ensure they 

are getting the most out of the taxation they are paying by identifying how it can be used to invest in 

Apprenticeships. With the media reporting that many are underprepared or even unprepared for these 

changes, we at Smart Resourcing Solutions asked our Apprenticeship expert, Paul Roberts, to develop 

an essential 12-step checklist to help you get started. 

 

Step 1 - Work out how much you will have to pay? All employers with a total pay bill of over £3million 

pounds per annum will be required to pay 0.5% of their total in tax. The calculation is broken down into 

monthly amounts based on the previous month’s pay bill.  If you have a pay bill of over £250,000 for 

the month, 0.5% of the total is taken from you the following month in tax. There is an allowance of 

£15,000 per annum towards the Levy which is also paid monthly. This means £1,250 can be taken off 

the total amount paid each month.   

 Work out if you need to pay the Levy, and if so, how much you should pay 

 Break everything down into monthly amounts. Include months where your pay bill exceeds the 

minimum (i.e. for annual bonuses, sales commissions, or seasonal increases in staff) as this will 

still incur the tax needing to be paid 

 

Step 2 - Identify where you have opportunities for Apprentices: An Apprenticeship no longer has an 

age limit, so it could be used to develop a new or existing employee, providing it lasts for at least 12 

months, is a real position, and offers substantive new development opportunities for the employee. 

 Review your recruitment and development plans to identify where you need to recruit and 

increase skills - could these be serviced by Apprenticeships?  

 Identify roles where you have difficulty in recruiting or retaining employees. Could further 

qualifications and development through an Apprenticeship be used to resolve these issues?   

 Identify if there are future skills needed to develop your business and if these could be started 

through an Apprenticeship?  

 

Step 3 - Discover the Apprenticeships Standards available: The government is in the process of 

phasing out the old training-provider-led Apprenticeship frameworks and is replacing them with new 

employer-led Apprenticeship Standards. These Standards are designed by groups of employers who set 

the right Apprenticeship benchmarks for their respective industries. Hundreds have been developed 

with many more in production covering everything from Butchery and Greenkeeping to Accountancy 

and Cyber Security. The complexity of the Standards range from Level 2 (GCSE equivalent), right up to 

Level 6 (degree), and Level 7 (Masters), qualifications.   

 Take a look at the latest list of Standards here, and identify which are relevant to you 

 Using the Standards explore the potential strategic benefits of Apprenticeships for your 

business 

 

 

 

 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/607590/Apprenticeship_standards_April_2017.pdf


Step 4 - What to do if there isn’t an Apprenticeship Standard that meets your needs: You could 

consider creating one, however this isn’t something you can do alone. It can be a lengthy process, but 

it is a fantastic opportunity to influence the design of the required Standards with your own business in 

mind. 

 Identify at least 10 employers to work together to create each Standard, along with any 

professional bodies and suitable training providers  

 Form a trailblazer group who will submit the proposal to the government to create an 

appropriate Standard   

 Identify the skills, knowledge and behaviours required to be evidenced in the Apprenticeship 

alongside a development plan to achieve it  

 

Step 5 - Work out how much you can invest: The 0.5% tax taken isn’t necessarily given straight back 

to you to spend on Apprenticeships.  Any employees that you have that are living in Scotland, Wales or 

Northern Ireland will see their relevant proportion of your tax going to those devolved governments to 

spend on what they deem appropriate. The rest (for English based employees), is transferred into an 

online Apprenticeship account every month. The government tops-up this transferred amount by 10% 

every month. The money in this account can then be spent on the development and assessment of 

Apprenticeships in England.   

 Identify how much you have to invest and how much each Apprenticeship costs -  there is a 

maximum level of funding 

 Identify the duration of the Apprenticeship - these can take different periods of time to 

complete.  A Level 2 or Level 3 Apprenticeships could be completed in as little as 12 months, 

whereas a more complex Degree or Masters level qualification can take up to 4 years to 

complete   

 Set up your digital account here - any money going into your account has a shelf-life of 24 

months before the government start to remove it.  This is done on a rolling monthly basis, so 

any money that goes into your account in May 2017, must be spent by May 2019 or it will be 

removed.  The government allows you to pay for your Apprenticeship development through 

your online account in equal monthly instalments with the final 20% of the cost held back for 

the final payment on completion of the Apprenticeship 

Let’s look at a made-up simple example to demonstrate this point.  If the maximum funding on a 12-

month Apprenticeship is £5,500, then the maximum amounts that can be used is £1,100 (20%) in the 

final month preceded by 11 equal monthly payments of £400.  A list of the actual maximum funding 

levels for each Apprenticeship can be found here.  You may not need to pay the maximum amounts 

dependent on what delivery you agree upon with your training provider. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Top Tip  

10% Government Top Up 

For every £1 you put in, you get 

£1.10 for Apprenticeship training. 

 

https://manage-apprenticeships.service.gov.uk/
https://www.gov.uk/government/publications/apprenticeship-funding-bands


Step 6 - Put forward your business case: If you are paying tax towards the Apprenticeship Levy, then 

it should make reasonable sense to try and invest the money available to you from your digital 

Apprenticeship account back into your business.  You now have the financials relating to approximate 

spend and investment, so you can demonstrate the numbers and disciplines you are likely to be able to 

support within your organisation. There is plenty of research available on the benefits of 

Apprenticeships, for example increased retention and engagement figures.   

So, why do you need a business case?  Well, because a good Apprenticeship programme requires 

further investment around it.  The Levy only covers the cost of development and assessment, it doesn’t 

cover attraction, recruitment, salaries, line management support, training provider liaison, and all the 

other aspects of developing the right outcomes.  Every Apprentice must spend at least 20% of their 

time completing ‘off-the-job’ training, so you may need to factor in additional short-term productivity 

losses.   

 Prepare your Apprenticeship business case 

 Weigh up the cost benefits associated with your Apprenticeship proposal to ensure that your 

leadership team have bought into the outcomes you are aiming to achieve 

 

Step 7 – Choose your training provider: When choosing a training provider, look at the ways they can 

support your business with the delivery of the Apprenticeship, including how they may dovetail with 

any existing development offers that you deliver in-house.  They should then be able to provide you 

with accurate costs and timelines for the delivery of your Apprenticeships. 

 Identify which training providers you would like to work with. You can only spend your Levy 

with providers that are listed on the government’s Register of Apprenticeship Training 

Providers, a link to which can be found here 

 Search for providers which deliver the Standards you want in the locations you need, and start 

to select those you wish to work with 

 

Step 8 - Attract Apprentices: So, you’ve worked out what you need, the leadership support required 

for your business case and you’ve identified the right training provider to support you.  Now you need 

to find some willing recruits.   

 Publish Apprenticeship opportunities via your careers website outlining what the programme 

will entail, the support available, the qualifications expected, and the career path 

 Entice internal candidates to consider apprenticeships by highlight opportunities on your 

intranet or internal communication channels 

 Consider regional job fairs specifically aimed at Apprenticeships 

 Consider the school leaver market, there are several job boards and careers websites available 

to promote your offers including  
 

✓ www.notgoingtouni.co.uk     

✓ www.allaboutschoolleavers.co.uk   

✓ www.ratemyapprenticeship.co.uk   

✓ www.targetcareers.co.uk   

✓ www.milkround.com   

 
 

https://roatp.apprenticeships.sfa.bis.gov.uk/download
http://www.notgoingtouni.co.uk/
http://www.allaboutschoolleavers.co.uk/
http://www.ratemyapprenticeship.co.uk/
http://www.targetcareers.co.uk/
http://www.milkround.com/


More effective methods might also include engaging with students directly, although this is more 

difficult to do on a school by school basis unless you have resources available to draw upon.  There are 

a number of intermediaries that may be able to help put you in touch with groups of students including: 

✓ www.yourlife.org.uk – Increasing STEM promotion through Best School Trip Events 

✓ www.classcareers.co.uk – Providing online workshops directly into schools 

✓ www.mykindafuture.com – Connecting emerging talent with employers 

✓ www.ucasmedia.com – offering youth insight and events 

 

Step 9 - Recruit Apprentices: Unlike traditional recruitment methods where you might match the 

experience of a small number of applicants to the future requirements of the role, Apprenticeship 

recruitment may have a high volume of unqualified applicants without the experience to demonstrate 

a match to the role. You may need to adapt your recruitment processes accordingly by using some of 

the following methods to support a successful recruitment process.   

 Evaluate candidate drive and determination to succeed, the keenness and engagement they 

show in your business and the Apprenticeship offering, as well as their capability to learn and 

grow quickly in the role  

 Use ability tests or situational judgement tests to help to differentiate Apprentices that appear 

to have the same level of experience and behavioural attributes 

 Use Strengths or Values based interviewing as opposed to the more traditional competency 

based approach 

 

Each of these methods carry their own merits, but it’s important that you work out the methods that 

will identify the right recruits for your business. Nothing will scupper your new Apprenticeship initiative 

quicker than several bad hires, so make sure your recruitment processes are aligned to achieve the 

right results. 

 

Step 10 - Assessing Apprentices: If you are using assessment centres to finalise your selection, then 

make sure they are set at the right level for the candidates and that you give them every opportunity 

to demonstrate what they are capable of.  

 Design the assessment around some of the work or tasks they may be undertaking and gauge 

their enthusiasm and desire for what is involved throughout. This could be their very first 

assessment, so it is important that you make sure you tell them everything they need to know 

to prepare for the day  

 If candidates turn up with parents provide a suitable waiting area for them to relax in and find 

out more about your business 

 Provide detailed feedback to all candidates - the advice and feedback you provide to an 

unsuccessful candidate may help them to secure a role elsewhere. They are also unlikely to 

forget you when considering future career choices!  

 

 

  

 

 

http://www.yourlife.org.uk/
http://www.classcareers.co.uk/
http://www.mykindafuture.com/
http://www.ucasmedia.com/


Step 11 - Inducting Apprentices: You’ve made it right through the concept and business case, to 

getting your first recruits through the door, but this is equally as important a step as all the others.  

Getting induction wrong, could have a detrimental effect on the work taken to get to this point. If you 

have recruited students straight out of school, they may have no real concept of the world of work and 

how to behave.  They may never have had to dress for the business environment they’re entering; they 

may never have answered a business phone call; and they may not have needed to manage their own 

workload before.  Rather than your normal induction to your organisation, you may want to consider 

an induction to the world of work - support them with the basics and their engagement with you will 

exponentially soar. 

 Consider opportunities for the Apprentices to come into the business before their start date to 

meet key people and get a feel for the work environment 

 Allocate a ‘buddy’ as a point of contact for each Apprentice so they have a point of contact to 

ask any of those questions they may be too embarrassed to ask otherwise.  It will also provide 

them with a friendly face to engage with from day one  

 Introduce the training provider so they can start to understand the academic elements of the 

programme they’re starting 

 

Step 12 - Measure the Value: So, we’ve completed the journey to having successful Apprentices on-

board and developing within the organisation to support achieving the strategic workforce needs of the 

business - but how will you know it’s going to deliver?  By measuring what works well and what can be 

done differently, you can stop, start and amend the next phase of your workforce planning with a 

proven business case behind you. By regularly reviewing your Apprenticeship offering you will ensure 

it adds value and that it continues to meet the needs of your business. 

 Are Apprentices plugging those recruitment gaps and retention issues you highlighted initially?   

 Are your employees developing into more complex roles as a consequence of their 

apprenticeship training?   

 Are you attracting more engaged candidates and does that engagement continue right through 

into their employment?   

 

It’s clear that the Apprenticeship Levy is going to create a lot of opportunity for organisations and 

Apprentices alike. The strategic benefits to your organisation will depend on several wide-ranging 

factors, which we hope the above check list addresses. 
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