Apprenticeship Levy:  A Guide for Schools Leadership Teams

Key points

· The Levy is available to all employees.

· It can only be used for standards 

· The minimum length of a standard is a year and a day.
· 20% of the learner’s work time must be linked to meeting the standard.
· The full cost of the training is covered by the levy fund.
· Some expenses, such as travel costs, might have to be paid by the service.
· Learners must be able to prove that they have a level 2 qualification in English and Maths – such as a C grade at GCSE.  If not, they have to complete a foundation course.
Introduction

Since 2017, large employers have had to pay 0.5% of their wage bill into an Apprenticeship Levy fund.  We already access this funding to develop young apprentices and can also use it to develop existing employees.  As this funding is ring-fenced for particular standards and qualifications, we encourage leadership teams to identify the development needs in their teams and match these to the Levy.  We have tried to simplify the rules and complexities of the Levy in this guide to help you to get the most out of it for your teams.

There are hundreds of qualifications available through the Levy.  Here is the link to the Standards, you can search for qualifications you are interested in by using keywords – for example ‘management’, ‘teacher’, ‘accountant’.  See Appendix 1 for a list that is relevant to School employees; there might be a few relevant qualifications that are not listed.

Choosing the right qualification

The key decisions you need to make when selecting the appropriate qualification include the:

· development need or skills gap

· level 

· intermediate level 2 – equivalent to 5 GCSEs

· advanced level 3 – equivalent to 2 A levels

· higher level 4, 5, 6 – equivalent to Certificate, Foundation degree and above

· degree level 6 and 7 – equivalent to Bachelors at 6 and Masters at 7

· qualification cost – each qualification has a maximum set cost.  This will come out of the Levy.  The higher the level the higher the cost

· estimated time it takes to complete – usually between 18 months to 3 years

· 20% off-the-job learning in works time the learner is expected to complete based on their working week.   

How much will this cost the service? 
Although the direct training fees and end-point assessment are covered by the Levy, other costs might include: 

· salary and employment costs 

· travel expenses related to off-the-job training 

· accommodation expenses related to off-the-job training 

· professional registrations or licences. 
20% off-the-job learning

Learners are expected to spend at least 20% of their total working hours on off-the job learning.  Learning is defined as that ‘which is undertaken outside of the normal day-to-day working environment and leads towards the achievement of an apprenticeship.  This can include training that is delivered at the apprentice’s normal place of work but must not be delivered as part of their normal work duties’.  Other learning can include virtual learning, face-to-face visits and work-based projects.

Part time workers

An employee needs to work a minimum of 30 hours a week to complete a qualification in the estimated time, such as 18 months or two years.  If they work less than 30 hours a week, this will proportionately extend the length of the qualification.

Schools – one year equates to 4 terms due to the amount of holidays.

Choosing the right provider

HR and OD can help you to select the right approved provider for the qualification.  This might be the Derby Adult Learning Service or another approved provider.  Only nationally approved providers can deliver Levy qualifications.  They can only run them if there is a large enough cohort. 
End-Point Assessment (EPA)

When the learner is ready they will be put forward for an End-Point Assessment.  An EPA is a collection of assessments that enables confirmation of knowledge, skills and behaviours (known as KSBs) for a particular role.  It takes place once the apprenticeship training has been fully completed, and the learner is deemed ready for EPA. 

The assessments could include interviews, presentations, online assessments, observations and / or a review of portfolios – each standard and level will have different EPA requirements.   The EPA must be passed before an apprenticeship certificate can be issued. 

The training provider will work with an End Point Assessment Centre, as EPA has to be done though an approved third party. The training provider appoints the EPA.  In the main the EPAs are professional bodies such as City & Guilds and the Chartered Management Institute (CMI).  

Choosing the right learner

Due to service needs you may need to limit the number of learners each year and you might have more than one person in the team interested, so you will need to prioritise who starts first.  There are a number of criteria you could consider. . .

· All candidates must have a qualification in English and Maths first – a minimum of grade 4, C at GCSE / O level (or equivalent qualifications).  Otherwise, employees are required to complete a functional skills course to bring them up to the required level.

· The level of the standard cannot be the same as an equivalent qualification the employee has in the same subject – this doesn’t apply to a different subject.  For example, someone with a level 5 technical qualification can do a level 5 leadership standard.

· Employees who are meeting their objectives and are excelling within their role could be a priority.

· Employees who are meeting their objectives with the potential to work at a higher level could also be a priority – succession planning.

· Succession planning might also include where other employees in similar roles are nearing retirement.

· Priority could also be given where there are skills gaps or hard to recruit roles.

· Previous learning performance should also be considered – attending and completing previous courses and qualifications / having a positive attitude to learning.

· Employees will need to have completed probation successfully, unless completing a Standard has been agreed as part of the recruitment process – for example, in hard to fill roles, graduates, interns.

· Employees will need to be able to commit to 20% off-the-job learning.

Supporting, mentoring and coaching 
Support will be required from the manager and the team to support the learner, including:

· regular 1-to-1 discussions to monitor progress, and meeting with the training provider, maybe every 12 weeks. This will include reviewing the work portfolio and Individual Learner Record

· supervising / coaching by the manager or work colleagues

· checking and completing Levy paperwork

· making sure the Apprentice completes 20% off-the-job training

· exposing the Apprentice to the correct level of work to enable them to complete the programme.

For intermediate and advanced apprenticeships (levels 2 and 3) and throughout higher and degree apprenticeships (levels 4 to 7) off-the-job training assessments may require a work-related project to be undertaken. The manager will need to assist with identifying projects and work activities that fit with the Standard. 

The learner will need to keep records of knowledge, competence and behaviour. The training provider will advise how they should record this information. For some standards a manager may be asked to support the records with witness statements. 

In general, support for the learner will decrease as they gain experience through the training period, but as they grow into the role they will continue to encounter new areas of activity which may require input and support from the manager. 

Schools Standards                                                                                           Appendix 1
	Programme Name
	Duration 
	Level
	Cost

	Property Maintenance Operative
	12 months
	Level 2
	£9000

	Schools Business Professional
	18 months
	Level 4
	£6000

	Teacher *
	12 months
	Level 6
	£9000

	Teaching Assistant
	18 months
	Level 3
	£5000

	Business Administrator 
	18 months
	Level 3
	£5000

	Assistant Accountant
	18 months
	Level 3
	£8000

	Customer Service
	15 months
	Level 3
	£3500

	Associate Project Manager
	24 months
	Level 4
	£6000

	Team Leader/Supervisor
	12 months
	Level 3
	£4500

	Operations/Departmental Manager
	30 months
	Level 5
	£7000

	Chartered Manager
	48 months
	Level 6
	£22000

	Senior Leader Master’s Degree
	24 months
	Level 7
	£18000


*Teacher Grade 4 or equivalent standard achieved in the GCSE examinations in English and mathematics, and that all who intend to train to teach pupils aged 3-19 additionally have achieved a standard equivalent to a Grade 4 in the GCSE examination in a science subject; a first bachelor’s degree (or equivalent) for entry to graduate Initial Teacher Training programmes; assessed as suitable to teach by accredited Initial Teacher Training providers; and have passed the national professional numeracy and literacy skills tests. These entry criteria have statutory force under The Education (School Teachers’ Qualifications) (England) Regulations 2003.
