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Apprenticeship Scheme FAQs 
  
Schools may identify opportunities where an apprenticeship would be suitable, in 
particular where they are considered an effective means of addressing long term 
workforce planning needs.  
 
1  What is an apprenticeship?  
 
All apprenticeships include elements of on the job and off the job training leading to 
industry recognised standards or qualifications. Some apprenticeships also require 
an assessment at the end of the programme to assess the apprentice`s ability and 
competence in their job role. 
 
2  Do I have to get approval for an apprentice?  
 
From May 2017, if you are a Community or Voluntary Controlled School your levy money 
will form part of the council’s overall levy pot. As a result, the council is responsible for 
registering with the on line Apprenticeship Service and managing the account. In order 
to comply with the funding rules we’ll need you to send information to us so that we can 
authorise access to the levy funds. 
 
Therefore you’ll need to: 
 

 email apprenticeships@gloucestershire.gov.uk  and confirm the chosen course 
and training provider 

 send a copy of the unsigned Contract for Services and Commitment Statement 
from the training provider.  (If you send a signed contract that does not comply 
with the funding rules we will be unable to release levy funds) 

 confirm details of the apprenticeship, duration, including hours per week and 
weeks per year.   

 
Please note, no levy funds will be released or training providers paid unless we have 
authorised your request.  The ESFA will be auditing employers compliance with the 
funding rules and will remove levy funds where they believe the employer has breached 
these.  
 
3  Are apprenticeships open to all ages?  
 
Yes.  Apprenticeships are open to all.   
 
You may want to support youth unemployment in Gloucestershire and Apprenticeships 
may attract them into your school to support succession planning. Young people with 
learning difficulties and disabilities, looked after children/care leavers and those in 
disadvantaged areas could be encouraged to apply.  
 
Apprenticeships are open to current employees and may fit an existing job role, where 
the individual needs significant new knowledge and skills or where the individual has 
moved roles. 
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4  What types of apprenticeships are available?  
 
There is a wide range of apprenticeships available and these are changing all the time.  
If you would like to enquire about apprenticeships please e-mail 
apprenticeships@gloucestershire.gov.uk and we will discuss your query with you. 
 
5  How do I choose a training provider and negotiate a price?  
 
Your chosen training provider must be listed on the Register of Apprenticeship Training 
Providers (RoATP) https://findatrainingorganisation.nas.apprenticeships.org.uk/ 
 
You must agree a price for the total cost of each apprenticeship. The price for 
apprenticeship standards must include the cost of the end-point assessment which you 
must agree with the apprentice assessment organisation. 
 
6  What type of training does the apprentice receive?  
 
Your training provider will be appointed to work with the apprentice in the work place and 
off the job training may include attendance at college/or on the provider’s premises.  You 
will need to allow the apprentice time to work with their assessor and/or to attend off the 
job training. This is in addition to the training in the workplace which you should provide.  
 
7  What is off the job training? 
 
“E28. Off-the-job training is defined as learning which is undertaken outside of the 
normal day-to-day working environment and leads towards the achievement of the 
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 working duties.  
 
E29. The off-the-job training must be directly relevant to the apprenticeship framework or 
standard and could include the following.  
 

29.1. The teaching of theory (for example: lectures, role playing, simulation 
exercises, online learning or manufacturer training).  
 
29.2. Practical training: shadowing; mentoring; industry visits and attendance at 
competitions.  
 
29.3. Learning support and time spent writing assessments/ assignments.  
 
29.4. It does not include:  
 

29.4.1. English and maths (up to level 2) which is funded separately  
 
29.4.2. progress reviews or on-programme assessment needed for an 
apprenticeship framework or standard  
 

29.4.3. training which takes place outside the apprentice’s paid working hours” 
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8  How long is an apprenticeship?  
 
The length of an apprenticeship varies depending upon the apprentice’s level of skill, the 
job role and the Framework or Standard being followed.  Apprenticeships must be 
offered for a minimum of one year.  
 
In apprenticeship standards, the end-point assessment can only be taken after the 
minimum duration has been met. You must ensure the apprentice meets the minimum 
apprenticeship duration rules.  
 
9  Can the apprenticeship be part time?  
 
Yes.  The minimum duration of each apprenticeship is 12 months and is based on the 
apprentice working 30 hours a week or more, including any off-the-job training they 
undertake.  
 
You, as the employer, decide what you want.  The Training Provider should not dictate 
this. However, if the overall hours do not equate to a minimum of 30 hours a week over a 
52 week period then you must extend the duration of the apprenticeship.  You must take 
into consideration the following (Taken from Funding Rules V2).: 
 

“E45. If the apprentice works fewer than 30 hours a week the provider must 
extend the minimum duration of the apprenticeship (pro rata) to take account of 
this. This will also apply to any temporary period of part-time working. 
 
E46. Where a part-time working pattern is needed, the extended duration of the 
apprenticeship must be agreed by the apprentice, you and the provider. You 
must also meet the conditions set out in paragraph 50.  
 
E47. Where part-time working is agreed, the provider must:  
 

47.1. record the agreed average number of hours each week  
47.2. evidence why this working pattern is needed  
47.3. extend the minimum duration using the following formula:  
 

47.3.1. 12 x 30/average weekly hours = new minimum duration in 
months” 

 
“E50. Working fewer than 30 hours a week or being on a zero-hours contract 
must not be a barrier to successfully completing an apprenticeship. We will 
monitor working hours data and patterns of behaviour to ensure that sufficient 
regular training and on-the-job activity is done to ensure successful completion of 
the apprenticeship, regardless of the number of hours worked. We reserve the 
right to take action where alternative working patterns are not managed 
appropriately, leading to a reduction in the quality of the apprenticeship.” 

 
eg  If you have an apprentice on 30 hours a week and term time only, by spreading their 
salary across the 12 months, this does not meet the funding rules – they are still only 
working for 39 weeks and the duration will need to be extended. 
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10  What should I pay my apprentice? 
 
Apprentices must be an employee on the first day of their apprenticeship and as a 
minimum be paid a wage consistent with the law for the time they are in work, in off-the-
job training and studying English and maths (if appropriate) ie the National Minimum 
Wage (NMW).  https://www.gov.uk/national-minimum-wage-rates  
 
As an employee they are also eligible to claim equal pay and therefore, you should 
consider carefully the work you are expecting them to do compared with other members 
of staff within the school.   
 
11  What do I pay towards the cost of the apprenticeship training?  
 
From April 2017 GCC (including local authority schools) are paying a levy – this provides 
funding for apprentices of all ages.  Apprenticeships have been placed in funding bands 
and there is a maximum amount that can be drawn down from the levy for any 
apprenticeship.   If there was a requirement for additional training over and above the 
content of the apprenticeship, or the provider’s fee is higher than the maximum funding 
band, this excess cannot be paid from the Levy pot.  Therefore, the school would be 
required to pay this excess directly to the training provider. 
 
12  What does the Levy pot cover? 
 
The Levy pot must only be used to pay for training and assessment, including end-point 
assessment (if the apprentice is undertaking an Apprenticeship Standard)  to attain an 
apprenticeship that is eligible for funding up to the limit of the funding band.  
 
13  What happens if my apprentice leaves before completing? 
 
There is a qualifying period for apprenticeship funding.  If your apprentice leaves within 
the first 6 weeks then any funding already released will be recovered. 
 
14  What happens if my apprentice does not achieve at the end of the agreed 
duration? 
 
At the outset you will have agreed the outcomes and length of the apprenticeship 
programme. You should be involved in regular reviews and, if outcomes are not being 
achieved, time extensions may be allowed or additional support may be put in place to 
help the apprentice complete their qualification/apprenticeship.  You will need to agree 
this with the provider and your apprentice. 
 
If the non achievement is due to a fail in an exam or end point assessment there may be 
an additional cost.  This would have to be met by the employer as it cannot come out of 
the levy pot.  This cost should be agreed at the outset. 
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15  What happens if I want to use an Apprenticeship Training Agency (ATA) 
 
Please be aware that the apprentice is not your direct employee if you work with an ATA 
and, therefore, you are not able to use the levy account to access funds for this 
apprentice:  
 

“E68. Where you host apprentices that are employed by an ATA, you must not 
use the funds in your digital account to pay the training and assessment costs.  
 
E69. Where they are a levy-paying ATA, these costs must be met from the ATA’s 
own digital account. Where an apprentice is employed by a non-levy paying ATA, 
the ATA will be able to access support for training and assessment through 
government and employer co-investment.” 

 
16  How does the recruitment process work?  
 
You will follow the same process as with any other school vacancy.   
 
Once you have linked with your chosen training provider they should offer you the option 
of using the recruit an apprentice service to advertise your vacancy on the national 
website. If you would like to advertise your vacancy on the county council website, 
please email school.advertisingteam@gloucestershire.gov.uk for further information.  
 
17  What type of contract will an apprentice have?  
 
A fixed term contract based on the length of the apprenticeship can be issued to the 
apprentice with no guarantee of employment at the end. Apprenticeships are a minimum 
of 366 days but many are longer and therefore the contract length will depend on the 
apprenticeship route. If it is an existing employee they’ll remain on their current contract 
but they will need to sign an apprenticeship agreement.  
 
18  What is the annual leave entitlement for apprentices?  
 
The annual leave entitlement should reflect the entitlement you offer to a non apprentice 
in a similar role.  For example if the apprentice is a support member of staff or a teaching 
member of staff.  For Community and Voluntary controlled schools, the annual leave for 
support staff is based on 24.5 days per year (pro-rata) and further details about how this 
is applied can be found in the annual leave policy on schoolsnet.  
 
19  What happens if the apprentice is absent/ill?  
 
If the apprentice is absent from work or college/training days due to sickness, the 
school’s Sickness Absence Policy must be followed.  
 
19  How are working hours/lunch breaks organised?  
 
As with other employees, working times and lunch breaks should comply with the 
Working Time Regulations. The hours they are contracted to work include the time that 
is spent whilst attending formal training (if attendance at the training provider is not 
required due to half term, for example, the apprentice will be expected to attend work). 
There is a contractual requirement for the apprentice to undertake 20% off the job 
training but additional time is given for English and maths.  
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20  What is my responsibility as a manager?  
 
You will need to give the apprentice an induction to your team and their role. You will 
also need to ensure they are supervised and given on the job training. You (or their 
supervisor) should be involved in meeting with the training provider and the apprentice 
to review progress and to discuss any issues that may arise. Please send details of 
quarterly progress to apprenticeships@gloucestershire.gov.uk so that we can monitor 
the overall picture of apprentices’ and training provider performance.  
 
21  How is progress reviewed?  
 
It is built into the apprentice’s contract that those undertaking an apprenticeship must 
have satisfactory attendance and performance during their formal training.  
 
Apprentice reviews will be held with the training provider and you should be asked if you 
are available to attend these reviews. Attendance at these review meetings is important 
and formal reports confirming progress should be provided. You are also advised to 
meet with your apprentice regularly to review progress and wellbeing.  
 
22  What happens if my school becomes a voluntary-aided school, foundation 
school, free school or academy part way through a tax year? 
 
The academy’s governing body will be responsible for the Apprenticeship Levy from this 
point and get a full allowance of £15,000.”  Clearly, this will depend on the overall 
paybill.   
 
Where a school does change status and their staff are no longer part of GCC, eg 
become an Academy, they no do not remain part of the GCC levy pot.  Thus, any 
apprentices signed up would move to the “new” set up – this will either be through a new 
levy pot or through Government funding via a training provider. So GCC would no longer 
have funding for these apprentices taken from their pot. 

23  How do we calculate what the school owes if they begin paying the levy part 
way through the tax year? 

“If you begin paying the levy part way through the tax year, you’ll need to calculate how 
much of your annual allowance has been accumulated in the current year. Divide your 
full annual allowance by 12 and multiply by the number of months since the start of the 
tax year. This figure is your allowance for the first month you report the levy. 

Any unused allowance can be carried forward into the next month within the same tax 
year. 
 
24  Who do I contact for further information about apprenticeships?  
 
Please contact the Project Co-ordinator – Apprenticeships on 01452 324277 or e-mail 
apprenticeships@gloucestershire.gov.uk  
 
NB  Compliance with the funding rules is essential: 
https://www.gov.uk/government/publications/apprenticeship-funding-and-performance-
management-rules-2017-to-2018  
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