
 

 

Apprenticeship levy funding: brief guide 

to the rules (May 2017 to March 2018) 
This document sets out the guidance that will apply to all City of Wolverhampton service areas 

and schools, who choose to access funding through the apprenticeship levy and participate in 

the local authority apprenticeship programme.  

Things to check? 

1. Do I have a genuine job for this apprentice?  
 
There must be a genuine job available during the apprenticeship. By genuine we mean that:  
 
• the apprentice must have a contract of employment which is long enough for them to 

complete the apprenticeship successfully 
• the cost of the apprentice’s wages must be met by their service area/school 

• the apprentice must have a job role (or roles) within service area/school that 
provides the opportunity for them to gain the knowledge, skills and behaviours 
needed to achieve their apprenticeship  

• the apprentice must have appropriate support from within the service area/school to 
carry out their job role 

 
2. Apprenticeship duration and employment hours 
 
• The minimum duration for apprenticeship training is one year unless the framework or 

standard specification or assessment plan requires it to be longer. 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. 

• The minimum duration of each apprenticeship is based on the apprentice working 30 hours 
a week or more, including any off-the-job training they undertake. 

 
• If the apprentice works fewer than 30 hours a week the service area/school 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.  Please note that for 
employees who are on term time contracts, this will mean an additional 
extended duration as the 30 hours must be an average over the period of 
delivery.  

 
Note for schools:  for employees who are on ‘term time’ contracts 39 or 44.5 weeks per 
annum. They will have to complete the training over an extended period if their hours fall 
below the average of 30 per week or the school could increase the hours to meet the required 
average – please see example below using the recommended formula (12 x 30/average 
weekly hours = new minimum duration in months) 
 
Employee 1 – 18-month apprenticeship qualification, contract hours 30 per week over 44.5 
weeks – average hours = (25.6 over 52 weeks) now apply the formula (18 x 30/25.6 = new 
duration 21 months) 
 
3. Off-the-job training 
 



 

 

• It is the responsibility of both the training provider and the service area/school to ensure 
that an apprentice spends a minimum of 20% of their employed time doing off-the-job 
training, as set out within the funding rules. 

• 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. 

• The off-the-job training must be directly relevant to the apprenticeship framework or 
standard and could include the following: (for example: lectures, role playing, simulation 
exercises, online learning, training, mentoring, industry visits and attendance at events 
and time spent writing assessments/assignments) 

 
4. Have I checked the eligibility of the apprentice? 
 
Eligibility checks include, but are not limited to: 
 
• having the right to work in England 
• spending at least 50% of their working hours in England 
 
5. Have I got an apprenticeship agreement with the apprentice?  
 
• An apprenticeship agreement must be signed at the start of the apprenticeship. It is used 

to confirm individual employment arrangements between the apprentice and the service 
area/school.  The City of Wolverhampton Council have their own agreement in 
place adapted from the standards template: 
https://www.gov.uk/government/publications/apprenticeship-agreement-template 

 
6. Have I ensured my apprentice is on the correct wage?  

 
• Apprentices must be an employee on the first day of their apprenticeship and as a 

minimum at least 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). Further 
guidance can be obtained from this website: https://www.gov.uk/national-minimum-
wage-rates Example: The City of Wolverhampton Council currently pay apprentices 
aged (16 – 20) £150 per week for the first 12 months.  

 
7.  What can be funded? 
 

• The apprenticeship must be eligible for funding before the individual starts. Apprentices 
can only be enrolled onto an apprenticeship framework/standard contained on this 
website: https://findapprenticeshiptraining.sfa.bis.gov.uk/. 

• Funds from the digital account, must only be used for activity directly related to the 
apprenticeship. The funds can only be used to pay for training and assessment, 
including end-point assessment to attain an apprenticeship that is eligible for 
funding up to the limit of the funding band.  

 
 
8. Procurement 
 

The City of Wolverhampton Council procurement process must be followed.  The 
procurement process was developed by the Head of Procurement and aligns with the 
key principles contained within the CWC Procurement Strategy.  This also forms part of 
the agreement to utilise the levy for all apprenticeship standards and frameworks.  

https://www.gov.uk/government/publications/apprenticeship-agreement-template
https://www.gov.uk/national-minimum-wage-rates
https://www.gov.uk/national-minimum-wage-rates
https://findapprenticeshiptraining.sfa.bis.gov.uk/


 

 

 
Current process  

 
1. Apprenticeship standard/framework identified 
2. Suitable training providers identified (minimum of 3) 
3. Tender document emailed to training providers  
4. All returned tenders scored by Apprenticeship Coordinator and discussed with 

Head of Service/Recruiting Manager/Headteacher or School Business Manager 
5. Training provider selected 

 

9.  Using funds in the digital apprenticeship service account 
 

• Once the procurement process has been completed, the following steps are followed.   
 
1. Training provider informed of the outcome following the procurement process 
2. Final costs agreed for training and assessment 
3. Potential candidates identified for training and pre-eligibility checks completed 
4. Successful candidates, service area and schools complete all necessary 

paperwork and candidate details are uploaded onto the digital service account for 
approval form training provider 

5. Once the apprenticeship training has started, monthly payments will be taken 
from the digital service account and sent to the provider (80% of the total cost is 
paid to the training provider and the remaining 20% held back upon completion 
for apprenticeship frameworks or (EPA) end assessment for apprenticeship 
standards. 

 
10.   Critical success factors  
 
The critical success factors for following the processes detailed in this guidance are listed 
below: 
 

• A clearer understanding of how apprentices can benefit the service 
area/school in the short and long term 

• Identify the right training organisation to deliver the right most appropriate 
training for your service area/school 

• Grow new talent and develop a motivated, skilled and qualified workforce. 
 
 
 
Further information 
 
If you are interested in finding out more about apprenticeship qualifications, and how they 

can be funded through the apprenticeship levy -  Please contact: David Humpage 

Apprenticeship Coordinator on: Tel:01902 556907 or Email: 

david.humpage2@wolverhampton.gov.uk 

 

mailto:david.humpage2@wolverhampton.gov.uk

