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When taking on a new apprentice there are some

things an employer should know.

It is important all requirements are met to ensure both

the organisation and apprentice are getting the most

out of their time and training.

The process may seem daunting, but EM Skills are here

to provide you with guidance and support so the

process runs smoothly and you receive a service best

suited to your organisation’s needs. 

Why read this guide?Why read this guide?



Incentives and funding for apprenticeshipsIncentives and funding for apprenticeships

Apply for the hire a new apprentice payment

 

You can apply for new apprentices who joined your organisation from

1 April 2021 to 30 September 2021. 

You must set up an Apprenticeship Service Account in order to do

this- See how to set up an account later in the guide. 

Apprentices who joined your organisation from 1 April 2021 to 30

September 2021

Employers can apply for a payment of £3,000 for new apprentices of

any age who have an employment start date of 1 April 2021 to 30

September 2021.

They must have an apprenticeship start date of 1 April 2021 to 30

November 2021.

Apprentices who joined your organisation from 1 October 2021

From 11 January 2022, you will be able to apply for a payment of £3,000

for apprentices with an employment start date from 1 October 2021 to

31 January 2022. Applications close on 15 May 2022.

The incentive payment is in addition to the £1,000 employers already

receive from hiring apprentice: 

- Aged 16-18 years old

- Aged 19 to 24 with an education, health, and care plan or who has

been in the care of their local authority.

To receive their full payment, the apprenticeship must last at least

one year.

What you can use it for?

The payment is different to apprenticeship levy funds, so you can

spend it on anything to support your organisation’s costs. For

example, on uniforms, your apprentice’s travel, or their salary. You do

not have to pay it back. 



Apprenticeship Service account 

From 1 April 2021, all new apprenticeships are managed and

funded using the apprenticeship service, and all employers hiring

apprentices need to have an apprenticeship service account. 

You’ll use your account to:

- Get apprenticeship funding 

- Find and save apprenticeships

- Find, save, and manage training providers

- Recruit apprentices 

- Add and manage apprenticeships 

EM Skills will support you in creating your account and applying

for any funding that you wish to claim.

Register with HMRC and receive your PAYE number 

Submit your first payroll data to HMRC advising them of your

intention to take on an apprentice 

 Wait 10 working days. 

   3 steps to be completed before registering: 



Getting Started 

 

 
1. Creating your account

In order to create your Apprenticeship service account, you will need to

visit the .GOV page-

https://www.apprenticeships.gov.uk/employers/create-

apprenticeship-service-account.

This page will need you to enter your email address and create a

password. Once complete, this service will send you a unique code for you

to confirm and complete the account set up. 

2. Add a Pay As You Earn (PAYE) Scheme 

Note: Individuals adding a PAYE Scheme to an Apprenticeship Service

Account, and/or accepting the employer agreement, must have authority

to do so on behalf of the organisation. 

You can register a PAYE Scheme using either your:

- Government Gateway ID 

- PAYE Reference Number

Along with your Account Office Reference Number. 

If you choose to use your Government Gateway credentials, you will be

taken to the HMRC Government Gateway site where you will be asked to

sign in with your Government Gateway login. Once you enter your

Gateway ID and password, you will be sent a six-digit access code via text

which you will need to enter into the access code box.  

Once complete, the service will complete a check and where there is a

match, the organisation’s details will be displayed for the user to confirm.

If these details are incorrect, or if there is no match, the user will be able

to search for their organisation against Companies House, the Charities

Commission of the Office for National Statistics. 

If you believe the organisation’s details are still incorrect, you will need to

amend your records with the body they were initially registered with e.g.

Companies House. Once you have checked the details are correct, you

can then move on to accepting the employer agreement. 



Access to view and manage apprenticeship funding 

Where eligible, receive a transfer of apprenticeship funds

Advertise vacancies on the ‘Find an Apprenticeship’ website.

This is the main national site applicants visit to view

available apprenticeship vacancies. 

Search for a breadth of apprenticeship courses and

approved training providers 

Select the college or training provider you wish to use

Select a suitable End-point Assessment (EPA) organisation.

Provide feedback on apprenticeship training

Provide permission for colleges or training providers to carry

out some tasks on your behalf.  

 3. The Employer agreement

You will have to accept the employer agreement before being

able to access the homepage, or have full use of the account

and its benefits.

Once you have read and understood the agreement, you can

accept it which will take you to your Apprenticeship Service

Account homepage. 

 

4. The Apprenticeship Service Account Homepage 

You should now have access to the following:

EM Skills are available to help with any questions you may have

regarding the process and can be contacted at

Edyta@emskills.org.uk for further information. 



20% off the job training 

Teaching of theory (e.g., lectures, role playing, simulation exercises, online

learning, or manufacturer training)

Practical training (e.g., shadowing, mentoring, industry visits and participation

in competitions) 

Learning support and time spent writing assessments/ assignments 

Training to acquire knowledge, skills and behaviours that are not required in

the standard or framework

Progress reviews or on-programme assessment required for an apprenticeship

framework or standard,

Training which takes place outside the apprentice’s normal working hours

English and maths (up to level 2) which is funded separately.

Although most training will be on the job working with a mentor to develop skills

and knowledge, apprentices are also required to take part in 20% off-the-job

training with a training provider. Off-the-job training provided by EM Skills may be

delivered face-to-face or remotely and apprentices will be developing new skills

and knowledge to apply to their job role. 

The apprenticeship funding rules state that off-the-job training can include the

following:

The apprenticeship funding rules state that off-the-job training does not include:

 
 

Requirements 

 

Although this may seem like a lot of time away from

on the job you don't have to wait to reap the benefits

of an apprenticeship. 

Apprentices will be improved and more effective in

their job role from the very beginning due to their on-

going training. 

Apprentices must be employed for a minimum of 30 hours per

week and should be paid no less than the National Minimum Wage.
Apprentices who were already employed with their employer prior to starting their

apprenticeship should maintain their current agreement, but are required to sign an

apprenticeship agreement in addition. 



Just some final information 

16 or over 

Living within the UK

Not already within full time education 

It is up to the employer to check whether their employee is

eligible for an apprenticeship. 

They need to be:

Apprenticeships need to last at least 12 months and must be

carried out for the full term. 

Employers must sign a commitment statement with their

apprentice and training provider- this will be templated by EM

Skills. This statement will outline what is expected from the

employer and EM Skills, outline the training plan, and state how

to resolve queries and complaints 

If you have any further questions please do feel free to contact us at:

Edyta@emskills.org.uk 

Maureen.emmett@emskills.org.uk

Or 

01992 677373

tel:01992677373

