Apprenticeship
Levy Transfer
Helping your business make the most of it's
Apprenticeship Levy funding by supporting
apprenticeships across the region.

Apprenticeship Levy
To ensure smaller businesses and training providers can deliver apprenticeships across the
region, Apprenticeship Levy-paying employers can transfer a maximum of 25% of their
annual apprenticeship levy funds, making transfers to as many employers as they choose.
We can help match your business to non-apprenticeship levy paying businesses and
training providers, where your unspent funds can be used to support people of all ages
into training, help build back the local economy and ensure the right skills are available
for local businesses.
This guide will help you understand:
how we can help match you to non-levy paying businesses and training providers
the Apprenticeship Service
the process of transferring your unspent Apprenticeship Levy funding

Why we need
your support
The free LEP Apprenticeship Levy Transfer Service was launched in November 2019. We have an
aspiration to ensure that as many businesses across the Leeds City Region have the opportunity
to offer apprenticeships (currently only 20% of our 120,000+ businesses have ever offered
apprenticeships).
We believe apprenticeships are a key element in ensuring our businesses and citizens have the
appropriate training and experience to contribute to the growth of our business base and in
response to the current climate, the economic recovery of our region.
Through engaging with Apprenticeship Levy companies, we hope to secure £3m of
Apprenticeship Levy transfer funding in order to support businesses and their future workforce
to engage with apprenticeships.
During the economic recovery of COVID-19, it is more important than ever that we continue to
deliver our free Apprenticeship Levy Transfer Service, supporting training providers and
businesses to offer apprenticeship opportunities across the region.

Your commitment
When you donate Apprenticeship Levy, you are committing to paying for the apprenticeship
training throughout the duration of the course. An apprenticeship can
take between one and four years to complete, depending on the level of the
programme, the apprentice's ability and the industry sector.
For example, an Intermediate Level 2 Apprenticeship usually takes around
12 to 18 months and an Advanced Level 3 and 4 Apprenticeship usually takes around
24 to 36 months. There is also a final fee for the last payment of an additional 20%. Below
you will find an example of the payments for different apprenticeships:

AS guidance
The Apprenticeship Service (AS) is an online portal where you manage your
apprentices, payments to training providers and apprenticeship levy.
You can register for an account at: https://bit.ly/31ZMKS0
The Apprenticeship Service Account Helpline is open from 8am to 8pm, Monday to
Friday.
Call: 08000 150 600 or email: helpdesk@manage-apprenticeships.service.gov.uk
For more information watch these useful guidance videos:
What you will need to set up an Apprentice Account: https://bit.ly/2CDisvR
How to set up a Account: https://bit.ly/2Q2t62f
How to add an Apprentice to your Account: https://bit.ly/3hcLHoc
How to add an Apprentice funded by a levy transfer: https://bit.ly/3hl8AWN
Knowledge Hub: https://bit.ly/2EakPXs
Transferring Guidance: https://bit.ly/2Qg8W57
To complete a transfer request on your AS account you will need a UK Provider
Reference Number (UKPRN). This can be found by searching for a compatible
training provider within your area at: ukrlp.co.uk

The transfer process
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The Apprenticeship Levy paying company pledges an agreed amount of
Apprenticeship Levy funding they are willing to transfer for use by local
businesses and provides any specific requirements for use of their Levy
contribution eg geography, target group, sector.
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We will then facilitate introductions between the Apprenticeship Levy paying
business and a training provider, on a first come, first served basis. This will
also be based on the date of entry of the apprenticeship(s) onto our
Apprenticeship Levy Transfer Register.
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Where a business is looking for support in funding an apprentice, we will ask
the training provider to which they are matched with to contact us on their
behalf. This is due to the training provider being the businesses main point of
support when dealing with an Apprenticeship Levy Transfer and will have the
knowledge and expertise to support with the use of the apprenticeship service
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When a match is identified, we will contact the Apprenticeship Levy paying
business to provide details of the proposed receiving business, the type of
apprenticeship and the costs associated.
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Once the Apprenticeship Levy paying business agrees to the Apprenticeship
Levy transfer, we will notify the training provider and arrange an introduction
meeting in which further discussions can be made to complete the
Apprenticeship Levy transfer.
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When the transfer takes place, both the levy paying business and the training
provider will use the apprenticeship service to complete the transfer.

Marketing and
PR Support
The LEP’s communications and marketing team will gladly work in partnership with your
communications and marketing teams to ensure coverage is achieved on the positive
outcomes of this potential Apprentice Levy Transfer.
Examples of the wide rage of support offered by the LEP Communications team can be
found here. However, the LEP communications and marketing team are open to further
suggestions and discussions for opportunities.

About West Yorkshire
Combined Authority
West Yorkshire Combined Authority, chaired by Cllr Susan Hinchcliffe, Leader or
Bradford Council, works in partnership with local councils and businesses to ensure
that everyone in our region benefits from a strong, successful economy and a
modern, accessible transport network. By championing the region’s interests
nationally and internationally, we secure government and other investment to drive
the region forward.
We are currently investing around £2 billion to deliver better transport and
housing, regenerate our towns and cities and protect our environment. We also
help businesses to grow and create skilled jobs, and provide support, funding and
information to help people travel around the region easily on good quality public
transport and cycleways.
In March 2020 it was announced that the Combined Authority would receive a
Mayoral Devolution deal which has opened up more opportunities to influence
future government policy.

About the Leeds City
Region Enterprise
Partnership (LEP)
The LEP is the economic development and business facing service of the West Yorkshire
Combined Authority. We are a public sector organisation and work with partners across the
public and private sectors with the goal of stimulating growth that will create jobs and
prosperity for everyone who lives, works and does business within the region.
We develop strategy and policy aimed at meeting both the current and the future needs of our
region’s economy. We also deliver projects that support businesses and accelerate growth.
The LEP board brings together business and council leaders to oversee and make strategic
decisions related to our Strategic Economic Plan and is chaired by Roger Marsh, OBE DL, Chair
of LEP and NPLL, with board members including local industry leaders (including SMEs),
educational institutions and public sector bodies. Along with delivering programmes we are
also an influencer and lobbying organisation where our Chairs, Senior Management and
Officers all work with Ministers and government departments to influence future policy and
funding allocations.

Contact us
If you have any further questions relating to the Apprenticeship Levy Transfer,
please get in touch with the team:

age@the-lep.com

Employment Hub
You can also access free impartial support through your local Employment
Hub to help you through the apprenticeship levy transfer process.
They will also be able to signpost you to a local training provider that
provides the relevant apprenticeship training in your area.
To book a free introduction call with a business engagement officer who will
discuss your needs and offer you a tailored package of support, please
complete the form at: the-lep.com/employment-hub

The West Yorkshire Combined Authority’s (“Combined Authority”) role in
the Apprenticeship Levy Support Scheme, (“Scheme”) is limited to facilitating the
introduction between the levy paying business (“Business”) and the training provider
(“Provider”).
Opportunities under the Scheme shall be provided on a first come firstserved basis. In
order to facilitate the introduction, the Combined Authority shall share the Business’s
contact details with the Provider and shall do so in accordance with the Data Protection
Act 2018 and the General Data Protection Regulations (GDPR), please
visit https://www.westyorks-ca.gov.uk/footer/privacy-notice-and-cookie-policy/ to view the
Combined Authority’s privacy notice.
The Combined Authority is under no obligation to facilitate the introduction between the
Business and Provider within any specific timescale or to ensure that the outcome of the
introduction results in a successful transfer of the apprenticeship levy under the Scheme.
There shall be no contractual relationship between the Combined Authority and the
Business or the Provider. It shall be the responsibility of the Business and Provider to enter
into separate discussions to form a contractual relationship, where required.
The Combined Authority takes no responsibility for any direct or indirect losses, claims,
costs, liabilities, damages, expenses or injury arising out of the Business’s or Provider’s
participation in the Scheme.

