Apprenticeships:
an employers‘ guide

“Thank you once again, for giving me an insight
into the valuable work that APM is doing to
support apprenticeships. I am sure the guides…
will be of great interest to employers and to
the parents of apprentices”
The Rt. Hon. Anne Milton MP, Minister of State for Apprenticeships and Skills,
responding to APM’s Apprenticeships guides for parents and for employers.
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Foreword
As the chartered body for the project profession, the Association for
Project Management (APM) is committed to attracting and developing
the best, brightest and most diverse talent for the project profession
now and for the future.
With the aspiration to live in a world where all projects succeed, we must
ensure that project management becomes a career of first choice to meet
contemporary economic and societal challenges. Through this guidance
we want to continue to help employers recruit and retain the next
generation of project professionals from as wide a background as possible.
Apprenticeships continue to provide an invaluable, accessible entry point for individuals considering a
career in project management, and companies of all sizes – and from all sectors – can benefit from the
project management apprenticeships available. The purpose of this updated guide is to be both a useful
resource for employers navigating the apprenticeship levy, while providing an update on the new Level 6
degree apprenticeship. It also provides information about how to make the best use of the resources
available from APM.
As well as attracting a more diverse workforce, apprenticeships provide a way to recruit and retain
individuals who are more likely to remain with your organisation for longer, giving you a greater return
on your investment in training. For apprentices, they provide a route to acquiring relevant skills and
experience for a successful career, and an equally valid alternative to traditional academic routes. At the
heart of apprenticeships in project management is the APM Project Management Qualification (PMQ)
which apprentices study for as part of their programme. This qualification is a recognised mark of quality
both in the UK and internationally. It is also part of a clear career pathway for apprentices to work towards
achieving Chartered status, creating a talent pipeline of qualified and experienced project professionals.
With two project management apprenticeships well under way (the Associate Project Manager
standard at Level 4 available in England and the Higher Apprenticeship framework at Level 4 available
in Scotland and Wales), we are excited that the Level 6 Project Manager degree apprenticeship is now
available for delivery.
It is fair to say that the new era of apprenticeships is finding its feet, with apprentice numbers down in
many cases. However, we are delighted that the Level 4 Associate Project Manager apprenticeship is
one of the 30 most popular standards available – putting it in the top 10%.
APM stands ready to support employers and apprentices to develop the next stage of apprenticeships
in building a career path into project management.
John McGlynn
Chair, APM
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Introduction
This refreshed and updated guide serves as a useful resource for employers navigating the apprenticeship
levy, while also providing information about how to make the best use of the resources available from APM.
This document begins by exploring the value of apprenticeships to the project profession as well as
APM’s involvement with the development of standards including the Level 6 Project Manager
degree apprenticeship. The guide also provides information on various valuable resources available
to employers.

Apprenticeships and project management
Apprenticeships have been enjoying an increased profile across project management, as
companies of all sizes and from all sectors realise the benefits they bring and the part they
play in a multi-faceted and workforce development approach.
Apprenticeships are a key component of our profession’s drive to attract new talent –
providing an accessible entry point and encouraging those who might never have considered
a career in project management in the past. Apprenticeships also set individuals on the
professional qualifications pathway – providing a sound base for a successful career.
The project profession was an early adopter of the government’s shift to employers
designing new apprenticeship standards as part of employer Trailblazer groups. APM
has been part of the Project Management Trailblazer Employer Development Group
(EDG) since its inception – a pan-sector, employer-led group comprising a mix of
companies and training providers. This group developed the Level 4 Associate
Project Manager Trailblazer standard, and the new Level 6 Project Manager
degree apprenticeship.
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New in 2018
The Level 6 Project Manager degree apprenticeship will typically last for 48 months –
after which time apprentices will achieve either a BA or BSc Honours degree in
Project Management.
This new and exciting standard has been led by Sellafield and will provide 20%
off-the-job training alongside a part-time degree at a university. The standard
also includes the APM's Project Management Qualification (PMQ).
Employers involved in creating the standard: Sellafield, Arup, Aviva,
BAE Systems, Balfour Beatty, BBC, British Airways, BT, the Department
for Work and Pensions, EDF Energy, Infrastructure and Projects Authority,
Lloyds Banking Group, HS2, Network Rail, Ordnance Survey, Rolls Royce,
Royal Mail, Transport for Greater Manchester, Transport for London,
Turner & Townsend, Thales, and William Grant & Sons Distillers.

The Treasury’s Project Management Growth Action Plan recognised
the role apprenticeships will play in the future of our profession and
employers value the contribution of a chartered professional body
in this context. As more employers look to understand how they
can develop their new and existing workforce this guidance aims
to provide assistance to businesses operating in our sector.
Central to apprenticeships in project management are
professional qualifications with each apprenticeship including
a full professional qualification. Both Trailblazer apprenticeships
include the APM Project Management Qualification (PMQ) –
chosen by employers because it is widely recognised by project
management recruiters, both in the UK and internationally.
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What is an apprenticeship?
Apprenticeships are work-based training programmes
lasting at least 12 months. They allow apprentices to
combine employment and training – earning and
learning – providing both on and off-the-job (20%)
training. Apprenticeships lead to full competency
and capability in an occupation, demonstrated by
achievement of an apprenticeship standard.

Benefits of apprenticeships
Apprenticeships are valuable both for the apprentice
and for the employer: for employers, apprenticeships
provide a way to recruit and retain individuals who are
more likely to remain with the organisation for longer.
This allows employers to create a more diverse
workforce whilst realising a greater return on
investment in training. For apprentices, they provide a
route to acquiring relevant skills – earning and learning
– whilst providing experience and helping to form
attitudes and behaviours necessary for a successful
career in the given profession.
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Key features

Mandatory qualification(s)
NVQ and technical certificate
or combined qualification

Maths and English
Personal Learning and
Thinking Skills
Employment rights and
responsibilities

Apprenticeship
frameworks*

INITIAL
ASSESSMENT

ON-THE-JOB AND
OFF-THE-JOB
TRAINING

(multi-occupational)

Apprenticeship
standards
(individual standards
per occupation)
INITIAL
ASSESSMENT

ON-PROGRAMME
PHASE: ON-THE-JOB
AND OFF-THE-JOB
TRAINING

Qualifications are
not mandatory
Build qualifications into
standards, either mandatory
(in the standard) or
recommended (in the
assessment plan).
If qualifications are not written
into a standard, providers can
still build them into their
apprenticeship programme
at a cost

Maths and English
Behaviour
*Funding for SASE frameworks will end by 2020
though this date may change
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(formal measurement is
not mandatory)

GATEWAY

Employer and provider
sign off learner

END-POINT
ASSESSMENT

COMPLETION AND
CERTIFICATION

OCCUPATIONAL
COMPETENCE

COMPLETION AND
CERTIFICATION

OCCUPATIONAL
COMPETENCE

An End Point Assessment
(EPA) is a collection of
assessments that offers
confirmation of knowledge,
skills and behaviours for
a specific role. In the case
of project management
apprenticeships, it
comprises a presentation
and a professional discussion
with an assessor which will
be scored. To meet the
standard apprentices need
to score at least 60%.
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The levy
Who pays the levy – and how much will it be?
Employers in all parts of the UK are now required to pay a levy of 0.5% of their annual pay bill exceeding
£3million (pay bill defined as total employee earnings subject to class 1 secondary NICs).
An allowance of £15,000 means that only those employers with an annual pay bill of over £3 million will
have to pay and report the levy (as this allowance eliminates a levy liability up to a pay bill of £3million).
A pay bill of less than £3million may attract a levy liability where an employer operates multiple payrolls/
has more than one HMRC reference/is a connected company or charity, as only one allowance is available.

How do employers report their levy?
Employers report their levy liability monthly on the Employer Payment Summary (EPS), as they do other
PAYE liabilities.

How is the levy collected?
The levy is collected monthly by HMRC through the employer’s Pay As You Earn (PAYE) and will be
payable alongside income tax and national insurance. Similarly, the annual allowance of £15,000 is
deducted on a monthly basis (£15,000 divided by 12 months).

How do employers access their levy funds?
Once employers have declared the levy to HMRC they will be able to access funding for English
apprenticeships through their account with the Apprenticeship Service (AS).
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What else does the Apprenticeship Service enable employers to do?
Through the AS, employers are able to:
select an apprenticeship framework or standard
choose the training provider or providers to deliver the training
choose the organisation that will assess apprentices
access and post apprenticeship vacancies
Employers are also able to set the price they have agreed with their preferred training provider(s) as well
as to pay for apprenticeship training and assessment. Importantly, should an apprentice stop
training or take a break, employers will also be able to stop or pause payments through the AS.

How much will employers be able to spend?
The amount appearing in an employer’s AS account is calculated using data that HMRC already hold
about the home addresses of employees, so that the value of digital vouchers will correspond to the
proportion of the pay bill paid to employees living in England.
After the levy fund has been multiplied by the proportion of the employer’s pay bill paid to their
workforce living in England, it will then be subject to a 10% government top up to this amount.

Transferring levy funding:
From April 2018, employers with funds in their apprenticeship service accounts have been able to
transfer funds to one other employer of their choice, including apprenticeship training agencies (ATAs).
Employers can transfer a maximum of 10% of annual funds. This is worked out from the total amount of
levy declared, with the English % applied, plus the 10% government top-up payment. From July 2018,
levy-paying employers are able to make transfers of up to 10% to as many other employers as they choose.

What happens to the levy funds paid for employees in the devolved nations?
As skills policy has been devolved, governments in each of the devolved nations receive a ‘population
share’ of the apprenticeship levy.
The Office for Budget Responsibility’s apprenticeship levy forecast showed the following:
Population share of the levy funding (£m)

2017-18

2018-19

2019-20

Scottish Government

221

230

239

Welsh Government

128

133

138

Northern Ireland Executive

76

79

82
Source: HMT, November 2016
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How can funds be spent?
Digital vouchers are valid for 24 months and can only be spent on apprenticeship training – not the wider
associated costs of apprenticeships, for example apprentices’ salaries. If an employer has registered to
become a provider in their own right they may be able to use their levy funds more widely.

What happens to unspent vouchers?
The apprenticeship funding system consists of 30 funding bands. Employers will be expected to
negotiate a price for their apprentices’ training and assessment in the knowledge that there is a
maximum that government is prepared to commit from its funds for the off-the-job training and
assessment for each apprenticeship.
These are the funding bands that apply to apprenticeship standards from August 2018.
Funding band

Upper limit

Funding band

Upper limit

1

£1,500

16

£13,000

2

£2,000

17

£14,000

3

£2,500

18

£15,000

4

£3,000

19

£16,000

5

£3,500

20

£17,000

6

£4,000

21

£18,000

7

£4,500

22

£19,000

8

£5,000

23

£20,000

9

£6,000

24

£21,000

10

£7,000

25

£22,000

11

£8,000

26

£23,000

12

£9,000

27

£24,000

13

£10,000

28

£25,000

14

£11,000

29

£26,000

15

£12,000

30

£27,000

Source: Source: DfE Apprenticeship funding in England May 2018
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YOU FALL WITHIN
SCOPE OF THE LEVY

IS YOUR
ANNUAL PAY
BILL OVER
£3MILLION?

YOU ARE A NON-LEVYPAYING EMPLOYER

DO YOU
HAVE FEWER
THAN 50
EMPLOYEES?

The government will pay 100% of
training costs for 16-18 year olds
The government will cover 90% of
the cost of training an apprentice
aged 19+ (up to the training
band limit) with an employer
co-investment of 10% required
The government will pay 100%
of training costs for apprentices
aged 19-24 who have been in care
or who have a Local Authority
Education, Health and Care plan

The government will cover 90% of the cost of training
an apprentice aged 19+ (up to the training band limit)
with an employer co-investment of 10% required

A £1000 cash incentive is
available for recruiting an
apprentice aged 16-18

A £1000 cash incentive is available apprentices aged
19-24 who have been in care or who have a Local
Authority Education, Health and Care plan
A £1000 cash incentive is available for recruiting an
apprentice aged 16-18

Non-levy-paying employers will not be able to use the
Apprenticeship Service to pay for apprenticeship training
and assessment until the end of 2018
You will share the cost of training and assessing apprentices
with government in a ‘co-investment’ arrangement where
you will pay 10% towards to the cost of apprenticeship
training and the government will pay the rest (90%), up to
the funding band maximum

NON-LEVYPAYING
EMPLOYERS

Firstly, visit https://findapprenticeshiptraining.sfa.bis.gov.uk
to select an approved training provider
You must then agree a payment schedule with your chosen
provider(s) and pay them directly for the training. The
provider (s) must prove that you have paid your contributions
as a condition of government paying its contribution.
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Case study
Wesley Robinson FAPM

Project Delivery Directorate (PDD) Training, Sellafield
What my role involves
Heading up the Project Delivery Directorate (PDD) Training at Sellafield, I am responsible for the project
training and education of all the people within project roles at Sellafield. I must also ensure that the
project training needs of the teams working on our Major Projects are met. My role includes delivery
of courses through our project academy and additionally I am the programme owner for the project
management apprenticeship scheme as well as the senior co-ordinator for the graduates within
the project management profession.
I am accountable for all aspects of the project management apprenticeship scheme at Sellafield
and work closely with the Heads of Projects and the Heads of Professions for the project
functions to place the apprentices around the business and ensure they meet their
competencies. I ensure that the company is getting the best benefit from the apprentice
whilst also ensuring the apprentice is getting the best possible experience.
Project management apprenticeships at Sellafield
Our project management apprenticeship is a four-year scheme – originally built on the
two-year APM Higher Apprenticeship scheme. What is special about the Sellafield
scheme is that the apprentices get to move around the Integrated Project Team,
spending time across project management, project controls, risk, pre-operations,
commissioning and construction. This benefits the apprentices and enables us to
find the best fit for both the individual and the company.
Nine Sellafield apprentices recently undertook and passed the end-point assessment
which involved a portfolio of work and an interview with the Heads of Profession
for Project Management and Project Controls. In line with national best practice
they were assessed against the Associate Project Manager Trailblazer
competencies. These are all fundamental to being a project manager and
not specific to the nuclear industry; it is important to know that any of our
apprentices are able to work as a project professional within any industry.
All of our project management apprentices are now on the Level 4 Associate
Project Manager scheme from day one. Sellafield led the development
of the apprenticeship, working closely with over 40 other companies,
universities, training providers and the APM. Sellafield had one of the
first cohorts of apprentices on the new Trailblazer scheme and recently
all 10 completed their on-programme assessment of the PMQ, with
a 100 per cent pass rate and one apprentice in particular achieving
90 per cent.
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“The project man
at Sellafield has n
quality of the app
delivery teams are re
wanting to keep them

nagement apprenticeship scheme
now entered its fifth year and the
prentices means that more project
equesting them as a resource and
– which is very satisfying to see.”

What are the benefits of a project
management apprenticeship to the business?
Sellafield is the largest employer in our area and
is a huge supporter of apprenticeships, with
schemes ranging from electrical and mechanical
craft apprenticeships to specialist nuclear
apprenticeships and degree apprenticeships.
The project management apprenticeship
scheme at Sellafield has now entered its fifth
year and the quality of the apprentices means
that more project delivery teams are requesting
them as a resource and wanting to keep them –
which is very satisfying to see.
As Sellafield now moves from a reprocessing
company into decommissioning, our project
functions are dealing with the cultural issues of
reskilling the resource from these facilities and
are using a nationally agreed Trailblazer standard
to help develop them into a competent project
management resource. We have a one hundred
year programme of work at Sellafield and
ongoing apprenticeships are essential to us
completing our mission safely and securely.
Like me, our Projects Director Ian Marr started
out as an apprentice and so he appreciates the
importance of a good-quality apprenticeship
and what it can do for you in giving you a good
foundation for a career. Ian has always met with
every project apprentice within the first week
of them starting with the company and it is
inspiring for them to see that you can progress
from an apprentice to a member of the
executive team.

Sellafield is the lead employer on
the Project Management Employer
Development Group (EDG) for
Trailblazer apprenticeships, with
Wes chairing the group. The EDG
is developing the apprenticeship
standards for project management
on behalf of HM Government.
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What employers need to know
Step 1 – Identify the need
Before recruiting an apprentice it is important to evaluate the talent needs of your business.
This should be linked to your organisation’s existing people strategy. Having undertaken
this evaluation, you should identify a clearly-defined role within your business for them.
It could be that you are looking to develop an existing member of staff or that you see a
future need which an apprentice could be trained to fill. Taking on an apprentice is a
commitment that should not be entered into lightly. Once you have made the decision
to hire an apprentice you will need, in most cases, to find an approved training provider.
A training provider will deliver the apprenticeship in a way that works best for you, and
will work with you throughout the programme, providing regular feedback – leaving
you free to focus on your core business. Training providers will be able to assist you
with managing the apprenticeship funding process. Providers will also support you with
recruitment, developing training plans and programme evaluation (see below).

Step 2 – Recruit and enrol
There are a number of ways of recruiting an apprentice and how you do this will depend
on the age of the apprentice you are looking to recruit.
You could:
Advertise and recruit in the same way you would any employee – for example using
your company website or local media, or a specialist recruitment company and a
formal selection process. Some employers include the training provider in this process,
as they have experience and insight of knowing what makes a good apprentice. An
increasing number of employers are recruiting apprentices in September/October
following the publication of exam results.
Liaise with the National Apprenticeship Service (NAS) and utilise their vacancy
matching service. Email nationalhelpdesk@findapprenticeship.service.gov.uk or
telephone free on 0800 015 0400
Use the APM’s job board careersapm.org.uk
Recruit directly from schools/colleges. This is helpful if you have developed a good
relationship with a particular institution.
When looking to recruit a younger apprentice (16–18) you should remember that they
will have little, if any, work experience and so this should be a consideration when
designing your recruitment process. In some cases extra financial support is available
to employers taking on a 16-18 year old apprentice (see annexe).
Once you have made your recruitment decision, apprentices will have a formal contract
of employment that should reflect the fixed term nature of the apprenticeship
There is a national minimum wage (NMW) for apprentices, though many employers
choose to pay their apprentices more than this.
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Step 3 – Induct
Apprentices who are new joiners to the organisation should receive a full and
comprehensive induction – as you would give any new member of staff. Introducing
them to their new colleagues helps an apprentice feel part of their new team. A
discussion about expectations, their role within the company and learning objectives
should be at the heart of the induction so that the apprentice has a clear understanding
of what to expect. Finally, the induction plays a role in providing the apprentice with a
good impression of their new employer and a chance to understand the structure,
values and culture of the company.

Step 4 – Develop and manage
For all parties to receive maximum benefit from the programme, you as the employer
will need to provide the relevant support mechanisms. In the case of apprentices already
with your company, this will be substantially less than a new joiner. In addition to the
support from the training provider on the programme, apprentices should have clear
work plans and should receive ongoing feedback and coaching from their manager.
They are there to learn and gain the skills to succeed within our profession and so the
tasks they undertake should reflect this. They have made a big commitment in
undertaking the apprenticeship and it is your responsibility as an employer to support
them. An apprenticeship is a professional development programme and the role should
reflect this. As well as a manager/mentor who has responsibility for the apprentice, you
should also consider assigning a buddy to them. This person could be junior to the
manager and able to offer informal support and help. Having a buddy and mentor
system offers an opportunity to develop management skills of other staff.

Step 5 – Feedback and evaluate
It is good practice to hold regular feedback sessions with the apprentice and the training
provider. Apprenticeships are a collaborative learning process and companies should
always take the time to review progress and make any required improvements.

Step 6 – What happens next?
The majority of those completing an apprenticeship remain with their employer – repaying
the investment of time and money as well as becoming a committed member of staff.
The end of an apprenticeship does not signal the end of that individual’s development.
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Contact APM’s Apprenticeship Unit
APM’s dedicated Apprenticeship Unit offers expert advice via apprenticeships@apm.org.uk

Useful links
APM
apm.org.uk/qualifications-and-training/apprenticeships/
The National Apprenticeship Service
Apprenticeships work for people of all ages and backgrounds and can transform lives. Apprentices
gain the skills and knowledge they need to succeed, in some cases up to degree level, while working
and earning.
The National Apprenticeship Service supports the delivery of apprenticeships in England. It offers
free impartial advice and support to employers looking to recruit for the first time or expand their
apprenticeship programmes. This includes simplifying the process of recruiting an apprentice through
the support of employer focused teams. Through the Find an apprenticeship site on gov.uk
employers can advertise their vacancies and potential apprentices can apply.
Call 0800 015 0600 or search for apprenticeships on gov.uk to find out more.
Apprenticeships – General Information and Guidance
gov.uk/education/apprenticeships-traineeships-and-internships#general-information-and-guidance
Institute for Apprenticeships
gov.uk/government/organisations/institute-for-apprenticeships
Apprenticeship Funding
gov.uk/government/publications/apprenticeship-levy-how-it-will-work
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Case study
Apprenticeships at Lloyds Banking Group
New technologies are changing the way we do business at Lloyds Banking Group (LBG) and it’s an
exciting time to be part of our transforming industry. We’re looking for versatile, curious and courageous
apprentices to test new ways of doing things and manage large-scale projects that will help shape our
organisation, now and in the future.
In addition to the work they do as part of their schemes, apprentices
have access to professional qualifications, career development tools,
a great support network of line managers and mentors, and chances
to get involved in initiatives that give back to communities.

Lloyds Banking Group
made a commitment as
part of its Helping Britain
Prosper plan to have 8,000
apprentices by 2020.

The breadth and scale of LBG enables apprentices to gain exposure to
a broad variety of teams and areas. They work within their teams and
across teams during their programmes – working with graduates,
other apprentices, managers, and leaders. Apprentices receive a
tailored induction into their scheme and their business areas and have
a monthly check-in with their coach and line manager to ensure the standards are mapped into the role
and they have a clear action plan. The coach will also support them in the preparation of exam, portfolio
and assessment preparation. Apprentices are part of a community of apprentices who regularly network
and support each other over the course of the programme.
We have millions of customers and multiple iconic brands, and the sheer scale of our business means
there are many paths to personal and professional success for an apprentice. Apprentices on our
scheme may choose to continue on to a higher level of apprenticeship or may continue to work within
their business area or another area. At LBG we encourage apprentices to pursue their interests and to
build a rewarding career with us that matches their individual career aspirations.

The benefit of apprenticeships to LBG
Apprentices bring fresh ideas and perspectives to the organisation, indeed the most important benefit
of having Apprentices is their ability to question, challenge, adapt and push boundaries in their business
areas. We find that they have exceptional levels of engagement.
Apprenticeship programmes are a fantastic offering whether for internal or external colleagues. We can
demonstrate that apprentices are more engaged, perform better and are more likely to get promoted than
their non-apprentice peers. We also see a reduction in sickness levels and first year voluntary turnover.
The Project Management Trailblazer
apprenticeship has enabled us to attract high
quality apprentices. This is down to great
collaboration between different organisations
in order to shape the Trailblazer programme.
We wanted to ensure that colleagues had the
opportunity to build their project management
skills, competence and behaviours to be
successful in this area. Upon successful
completion of the scheme apprentices will achieve
the Level 4 Project Management Standard and
APM Project Management Qualification.

Anyone, at any age and any stage of
their career can become an apprentice at
Lloyds Banking Group. Apprenticeships
are a great opportunity for schools
leavers, for those who want to develop,
or to make a career change.
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Association for Project Management
Ibis House, Regent Park
Summerleys Road
Princes Risborough
Buckinghamshire HP27 9LE

Tel (UK)
Tel (Int)
Email
Web

0845 458 1944
+44 1844 271 640
info@apm.org.uk
apm.org.uk

Association for Project Management is incorporated by Royal Charter RC000890
and a registered charity No. 1171112. Principal office as shown.
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