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The Apprenticeship Levy
HOW WE CAN HELP YOU UTILISE YOUR CONTRIBUTIONS

Introduction
As the premier providers of adult education and training 
in Sutton we work with employers across a range of 
sectors, providing expert advice on all aspects of 
apprenticeship recruitment and employment.

As apprenticeship training providers, we 
provide support in:

• Guiding you through the apprenticeship 
reforms of April 2017 and establishing the 
implications/possibilities for your business

• Defining a suitable apprenticeship job role to 
meet your business needs

• Drafting a job advertisement & assessing 
short-listed applicants as part of your interview 
process

• Establishing training needs for your existing staff 
that can be funded through the Apprenticeship Levy

• Providing highly skilled, industry specialists to 
support you and your apprentice.

“Thanks to Sutton College  
for providing [our 
apprentice with]  
great support.” 

“We were in safe hands.” 

“The transformation  
and achievement  

has been fantastic. I can’t 
thank you enough.”
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What is the Apprenticeship Levy?
The introduction of the apprenticeship 
reforms in April 2017 mean employers with 
a pay bill over £3 million each year are 
required to pay the Apprenticeship Levy. 
These contributions form funds that the 
employer can access in order to deliver 
training through apprenticeship programmes. 
If not used within 24 months, funds which an 
employer has paid through this levy will be 
re-directed by the government and will no 
longer be accessible.

Your levy is paid to HMRC through the PAYE 
process.

How can I access and spend the 
money my business has paid 
through the levy?
Levy-paying employers can register to use 
the Government’s ‘Apprenticeship Service’. 
Once you have created an account, you will 
be able to receive levy funds to spend on 
apprenticeships, manage your apprentices 
and pay your training provider from the 
contributions you have made.

What can I use the funds in my 
business digital account for?
Funds in a levy-paying employers digital 
account can only be spent on apprenticeship 
training and assessments for apprentices who 
work at least 50% of their time in England.

Each apprenticeship programme has 
been given a funding band, indicating the 
maximum amount that can be spent from the 
levy contributions you have made on that 
specific apprenticeship programme.

As an example, here are the maximum 
funding bands for some popular 
apprenticeship programmes:

Business and Administration (Level 2) - 
£2,000,

Adult Care Worker (Level 2) - £3,000 and

Supporting Teaching and Learning (Level 2) 
- £2,000

Employers cannot use levy funds to pay for 
costs associated with the apprenticeship 
(e.g.- apprentices’ wages, travel and 
subsidiary costs or the setting up of an 
apprenticeship programme)

My business pay bill is under  
£3 million p.a., can I still get 
funding for an apprenticeship?
Those employers with a pay bill less than £3 
million pounds are non-levy payers. In this 
case, the government funds 90% of training 
costs associated with apprentices, meaning 
it remains an attractive option for those 
employers wanting to expand or upskill their 
staff and strengthen their business.

Can I use the Apprenticeship Levy 
to upskill existing staff?
Your contributions to the apprenticeship levy 
can be spent on putting existing staff through 
apprenticeship programmes in cases of an 
existing job role, where the individual needs 
significant new knowledge and skills.

I am considering recruiting 
an apprentice and/or putting 
an existing employee on an 
apprenticeship programme. Who 
should I contact?
Sutton College would be happy to talk with 
you about all aspects of apprenticeship 
recruitment. Our e-mail address is 
apprentices@suttoncollege.ac.uk



Business and Administration Apprenticeships  
Levels 2 and 3
Business and Administration apprenticeships are designed 
to attract new talent into the sector or to up-skill existing 
employees.

Apprentices complete Employee Rights and 
Responsibilities and Functional Skills English, Maths and 
ICT at Level 1 & 2.

Course summaries:
Business and Administration Level 2

Main qualification City and Guilds Level 2 Diploma in Business Administration

Duration 12 months

Levy value £2,000

Non-levy £200

Workshops 
include

• Communication in a Business Environment
• Understand Employer Organisation
• Principles of Providing Administrative Services
• Principles of Business Document Production and Information Management
• Manage Personal Performance and Development
• Develop Working Relationships with Colleagues

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary 
learning

Access to City and Guilds SmartScreen online materials

 

L2 apprenticeship is suitable for
• Administrators
• Office juniors
• Receptionists

L3 apprenticeship is suitable for
• Admin. executives / officers
• Administration team leaders
• Personal assistants or secretaries

5



6

Business and Administration Level 3
Main qualification City and Guilds Level 3 Diploma in Business Administration

Duration 18 months

Levy value £2,500

Non-levy  £250

Workshops 
include

• Understand Employer Organisation
• Managing stakeholder relationships & personal performance
• Understanding business legislation, regulations, policies and procedures
• Understand business processes & external environmental factors
• Planning & organisation
• Problem solving for administrators
• Communication & social media for business
• Microsoft Office training – covering Word, Excel & PowerPoint (Access can be 

delivered if required)
• Project Management Tools and Techniques

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary 
learning

Access to City and Guilds SmartScreen online materials
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Health and Social Care Apprenticeships  
Levels 2 and 3
Health and Social Care apprenticeship programmes 
provide training in the delivery of care and support to 
individuals in a number of different settings and situations.

Level 2 Apprentices complete the Care Certificate and 
Functional Skills English and Maths at Level 1.

Apprentices on Level 3 complete the Care Certificate and 
Functional Skills English and Maths at Level 2.

Course summaries:
Adult Care Worker Level 2
Main qualification City and Guilds Health and Social Care Diploma Level 2

Duration 12 months

Levy value £3000

Non-levy £300

Workshops include • Introduction to communication in health, social care or children’s and young 
people’s settings

• The role of the health and social care worker
• Contribute to health and safety in health and social care

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary 
learning

Additional materials provided by tutor to support study

 
Lead Adult Care Worker Level 3
Qualification City and Guilds Health and Social Care Diploma Level 3

Duration 18 months

Levy value £3000

Non-levy £300

Workshops 
include:

• Principles of safeguarding and protection in health and social care
• Engage in personal development in health, social care or children’s and young 

people’s settings
• Promote person centred approaches in health and social care

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary 
learning

Additional materials provided by tutor to support study

L2 apprenticeship is suitable for
• Residential or nursing home
• Domiciliary care
• Day centres
• A person’s own home or some 

clinical healthcare settings

L3 apprenticeship is suitable for
• Supervisory roles with sufficient 

previous experience
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Supporting Teaching and Learning in Schools 
Apprenticeships Levels 2 and 3
Supporting Teaching and Learning in Schools 
apprenticeships are based on the national occupational 
standards for supporting teaching and learning in schools. 
The occupational standards were developed to cover the 
full range of roles and responsibilities that learning support 
staff in schools may perform.

Level 2 Apprentices will complete Employee Rights and 
Responsibilities and Functional Skills English, Maths and 
ICT at Level 1.

Apprentices on Level 3 will complete Employee Rights and 
Responsibilities and Functional Skills English, Maths and 
ICT at Level 2.

Course summaries:
Supporting Teaching and Learning in Schools Level 2
Main qualification City and Guilds Supporting Teaching and Learning Certificate Level 2

Duration 12 months

Levy value £2,000

Non-levy £200

Workshops include • Safeguarding the welfare of children and young people
• Help improve own and team practice in schools
• Support children and young people’s positive behaviour

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary learning Additional materials provided by tutor to support study

Supporting Teaching and Learning in Schools Level 3
Main qualification City and Guilds Specialist Support for Teaching and Learning in Schools 

Diploma Level 3

Duration 18 months

Levy value £2,500

Non-levy £250

Workshops include • Promote equality, diversity and inclusion in work with children and 
young people

• Support assessment for learning’ and ‘Understand child and young 
person development

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary learning Additional materials provided by tutor to support study

L2 apprenticeship is suitable for
• Teaching assistant
• Classroom assistant
• Learning support assistant
• Additional needs assistant
• Pastoral/welfare support assistant
• Bilingual support assistant
• Foundation stage assistant

L3 apprenticeship is suitable for
• Roles with varied responsibilities 

or specialist area
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Children and Young People’s Workforce 
Apprenticeships Level 2 and 3
Children and Young People’s Workforce apprenticeships are 
suitable for those looking to join the Children & Young People’s 
Workforce and also those already working in the sector.

Level 2 Apprentices complete Employee Rights and 
Responsibilities and Functional Skills English, Maths and 
ICT at Level 1.

Those on Level 3 complete Employee Rights and 
Responsibilities and Functional Skills English, Maths and 
ICT at Level 2.

Course summaries:
Children and Young People’s Workforce Level 2
Main qualification NCFE CACHE Level 2 Certificate for the Children and Young People’s 

Workforce

Duration 12 months

Levy value £2,000

Non-levy £200

Workshops include • Introduction to communication in health, social care or children’s and 
young people’s settings

• Maintaining and supporting relationships with children and young people
• Contributing to the support of positive environments for children and 

young people

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary learning Additional materials provided by tutor to support study
 
Children and Young People’s Workforce (Early Years Educator) Level 3
Qualification NCFE CACHE Level 3 Diploma for the Early Years Workforce (Early 

Years Educator)

Duration 18 months

Levy value £2,500

Non-levy £250

Workshops include • Supporting healthy lifestyles for children through the provision of food 
and nutrition

• Use of legislation relating to the health and safety of children
• Promoting children’s speech, language and communication

Skills coaching Regular meetings with tutor/assessor throughout the programme

Supplementary learning Additional materials provided by tutor to support study

L2 apprenticeship is suitable for
• Early Years Worker/ Assistant 
• Care Worker/ Assistant
• Assistant Youth Support & 

Community Worker

L3 apprenticeship is suitable for
• Nursery Worker/ Supervisor 
• Nursery Nurse / Nursery Teaching 

Assistant
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Team Leader/Supervisor Standard Level 3
A team leader/supervisor is a first line management role, 
with operational/project responsibilities or responsibility 
for managing a team to deliver a clearly defined outcome. 
They provide direction, instructions and guidance to ensure 
the achievement of set goals. Working in the private, public 
or third sector and in all sizes of organisation, specific 
responsibilities will vary, but the knowledge, skills and 
behaviours needed will be the same whatever the role. 

Key responsibilities are likely to include supporting, managing and developing team members, 
managing projects, planning and monitoring workloads and resources, delivering operational 
plans, resolving problems and building relationships internally and externally. 

Team Leader/Supervisor Standard Level 3
Qualification NCFE Team Leader/Supervisor Standard Level 3

Duration 18 months

Levy value £5,000

Non-levy £500

Workshops include: • Leading and managing people
• Building and maintaining relationships
• Business communication & finance for team leaders
• Operational & project management
• Self-awareness and management
• Decision making skills
• Continuous professional development 

Skills coaching • Induction and enrolment
• Quarterly reviews
• 1-2-1 support visits & project meetings
• End point assessment and portfolio preparation workshops

Supplementary learning Additional online materials provided by tutor support study

For queries on this course, please contact apprenticeships@suttondistrict.co.uk

L3 Apprenticeship suitable for
• Supervisor
• Team Leader
• Project Officer
• Shift Supervisor
• Foreperson
• Shift Manager



Public Service Operational Delivery Officer 
Standard Level 3
This apprenticeship will give you great development 
opportunities to equip you to be an internationally-
recognised professional in the part of the Civil Service that 
really makes things happen for customers and businesses.     

A career in operational delivery is varied and involves 
working on the front line in different public-facing 
environments, dealing with different types of customers and  
delivering a range of public services.  

Operational Delivery Officer Standard Level 3
Qualification City & Guilds Operational Delivery Officer Standard Level 3

Duration 18 months

Levy value £3,000

Non-levy £300

Workshops include: • Principles of working in operational delivery & providing customer 
service

• Principles of protecting data security and equality and diversity

Skills coaching • Induction and enrolment
• Quarterly reviews
• 1-2-1 support visits & project meetings
• End point assessment and portfolio preparation workshops

Supplementary learning Additional materials provided by tutor to support study

For queries on this course, please contact apprenticeships@suttondistrict.co.uk

L3 Apprenticeship suitable for
• Department for Work &  

Pensions roles
• HMRC roles
• The Home Office roles
• Administrative Officer roles

11
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Customer Service Practitioner  
Standard Level 2
This apprenticeship concentrates on delivering high quality 
products and services to customers, covering the skills, 
behaviours and knowledge required to deliver excellent 
customer service through a variety methods.

Customer Service Practitioner Standard Level 2
Qualification NCFE Customer Service Practitioner Standard Level 2

Duration 12 months

Levy value £4,000

Non-levy £400

Workshops include: • Knowing your customers & understanding the organisation
• Meeting regulations and legislation
• Systems and resources to meet the needs of your customers
• Dealing with customer conflict and challenge
• Personal organisation
• Communication, interpersonal & influencing skills

Skills coaching • Induction and enrolment
• Quarterly reviews
• 1-2-1 support visits
• End point assessment and portfolio preparation workshops

Supplementary learning Additional materials provided by tutor to support study

For queries on this course, please contact apprenticeships@suttondistrict.co.uk

L2 Apprenticeship suitable for
• First point of contact roles
• Roles dealing with customers & 

the general public
• Any role representing an 

organisation 
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Supply Chain Warehouse Operative Standard  
Level 2
Warehouse operative apprenticeships are designed 
for various roles in the warehouse environment. This 
apprenticeship has been developed to cover the range of 
activities and responsibilities that warehouse operatives 
may perform.

Supply Chain Warehouse Operative Standard Level 2
Qualification NCFE Supply Chain Warehouse Operative Standard Level 2

Duration 12 months

Levy value £3,000

Non-levy £300

Workshops 
include: 

• The environmental impact of the industry and how it can be minimised 
• Safe use of equipment and machinery 
• How to use warehouse systems and processes
• How to use relevant IT, technology and systems  
• Relevant regulation and legislation

Skills coaching • Induction and enrolment
• Quarterly reviews
• 1-2-1 support visits
• End point assessment and portfolio preparation workshops

Supplementary 
learning

Additional materials provided by tutor to support study

For queries on this course, please contact apprenticeships@suttondistrict.co.uk

L2 Apprenticeship suitable for
• Warehouse Operative
• Stock-control Operative
• Logistics
• Machine Operative
• Data systems / Tracking
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Hair Professional Standard Level 2
This apprenticeship has been designed to equip new 
starters in the sector with the skills and knowledge that they 
need to succeed. It covers cutting, styling and finishing hair, 
as well as dealing with clients and safe working practices.

Hair Professional Standard Level 2
Qualification City & Guilds Hair Professional Standard Level 2

Duration 12 – 24 months

Levy value £9,000

Non-levy £900

Workshops include • Consultations 
• Treat the hair and scalp 
• Cut, style and finish hair using a range of techniques 
• Colour and lighten hair
• Other hair treatments

Skills coaching • Induction and enrolment
• Quarterly reviews
• 1-2-1 support visits, practical observations & assessments

Supplementary learning Additional materials provided by tutor to support study

For queries on this course, please contact apprenticeships@suttondistrict.co.uk

L2 Apprenticeship suitable for
• Salon hairdressers
• Photoshoots stylists
• Theatre & television stylists
• Cruise ship stylists
• Colour Technicians
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TUTOR/ASSESSORS
Every apprentice at Sutton College and Sutton District 
Training are supported throughout their course by a tutor/
assessor. Our programme guides your employees through 
the course and helps them to turn theory into practice. Our 
tutors/assessors evaluate the ways in which day to day 
performance at work has improved and act as the main 
point of contact for your employees.

Our tutors/assessors will deliver 1-2-1 support, direct 
apprentices to online research and set assignments, 
projects and tasks to be completed throughout the course.

They will be there to support throughout the whole learner 
journey.

ENGLISH AND MATHS
We also offer an English and maths curriculum for 
employees who need to gain certification:

• Monthly workshops
• Graded feedback
• Individually tailored study programmes
• Fully funded for all apprentices
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