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Welcome from the Director of Employer and Commercial Services
Welcome to Maxim Business Training! 
Whether you're looking to upskill your team or retrain employees, we're here to support you every step of the way. 
At Maxim Business Training, we provide the tools and expertise to help your business or organisation reach its full potential, enhance day to day efficiency and take control of its future. 
In today's competitive marketplace, successful businesses understand that growth and sustainability rely on a skilled and motivated workforce. 
Our focus is on maximising the personal and professional potential of every individual who trains with us. 
Whether it's enthusiastic young people at the start of their careers or experienced professionals looking to progress, we support every learner equally.
From fully tailored workforce development programmes for large corporations and SMEs to vocational courses and apprenticeships for individuals, we have the expertise to deliver. 
Our dedicated Apprenticeship Team is always on hand to assist with any queries. 
We hope you find this booklet valuable, and we look forward to working with you soon!

Tracy Cosgrave


Why Employ an Apprentice? 
There are many great benefits to employers in taking on an apprentice…
· Apprenticeships are a worthwhile investment that employers across all sectors should consider, from entry level to managerial roles and beyond. 
· Apprenticeships provide businesses with skilled workers for the future, ensuring employees are equipped with the skills they need to thrive in the company.
· Apprenticeship programmes help apprentices see their job as a long term career, fostering commitment and reducing staff turnover. This leads to lower recruitment costs and improved retention. By nurturing talent through apprenticeships, businesses cultivate loyalty and create a more engaged workforce.
· The long term growth and success of a business relies on its workforce to continually develop and upskill. Apprenticeship programmes are a worthwhile investment in your team and your business.

What Sectors Do We Offer?
From business to technical pathways, our apprenticeships cover multiple sectors and if you can't find what you're looking for, just get in touch - we may still be able to help.
· AAT
· Business Skills
· Customer Service
· Education and Early Years
· Health and Social Care
· Hair and Beauty
· Human Resources
· Construction
· Electrical
· Engineering
· Plumbing
· Motor Vehicle
· Science
· Payroll

Apprenticeship Levels
Level 2 (GCSE equivalent)
· No formal qualifications required.
· If learners don't already have GCSEs in English and maths, they'll complete Functional Skills Level 1 instead. 
· Successful completion can lead to a Level 3 apprenticeship.

Level 3 (A Level equivalent)
· Builds on Level 2 and can lead to higher or degree level apprenticeships. 
· Learners Without GCSEs in English and maths Will complete Functional Skills Level 2.

Higher Apprenticeships (Level 4 & 5)
· Level 4 equivalent to Year 1 of a degree / HNC. 
· Level 5 = equivalent to Year 2 of a degree / HND. 
· Usually requires a Level 3 qualification or apprenticeship for entry.

Eligibility
· Aged 16+ (can start after Year 11 if turning 16 by end of summer holidays). 
· Living in England. 
· Not in full-time education. 
· Learners without GCSEs in English and maths may need to complete Functional Skills as part of their apprenticeship.

Our Apprenticeship Recruitment Service will…

· Offer support with creating and accessing the Digital Apprenticeship Service Account.
· Help you to find the right candidates using the Government 'Find an Apprenticeship' website, social media campaigns and targeted job sites.
· Offer a free recruitment service in exchange for the apprenticeship training being through Macclesfield College.
· Help with writing and creating job adverts and publishing these on various recruitment websites.
· Requesting CV’s from all candidates who have applied and conduct a thorough screening process prior to sending to employers to ensure the candidates fit the criteria of the role.
· Arrange interviews and provide confirmation details.
· Recruit for all sectors and adapt the screening process to fit the criteria of your role specifically.

Funding Options
Non-Levy Employers
If your organisation has an annual pay bill of less than £3 million, you are classed as a non-levy employer.
· The Government will fund 95—100% of apprenticeship costs. 
· For apprentices aged 16—21, the Government funds the full 100%. 
· For apprentices aged 22 and over, the employer contributes just 5%, with the Government covering the rest.

Levy-Paying Employers
If your organisation has an annual pay bill of more than £3 million, you are required to pay the apprenticeship levy. 
· Levy funds can be used to cover the full cost of apprenticeship training and assessment — for new hires or existing staff. 
· Funds remain in your levy account for 24 months before they expire. 
· Employers can also transfer up to 50% of their unused levy funds each year to support apprenticeship training in other businesses.

Incentives and Benefits
Why the Levy Matters
The apprenticeship levy is an opportunity for employers to invest in workforce development. Funds can be used to:
· Recruit new apprentices. 
· Upskill and retrain existing staff. 
· Improve employee engagement and retention. 
· Strengthen long term workforce planning.

Employer Incentives
The Government provides extra financial support for certain apprenticeships: 
· £1,000 for hiring apprentices aged 16—18.
· £1,000 for apprentices aged 19—24 with an Education, Health and Care (EHC) plan.

Business Benefits
Apprenticeships deliver more than funding: 
· Fresh ideas and skills tailored to your business.
· Cost effective training aligned to sector needs. 
· Improved loyalty, productivity, and future workforce stability.

Paying your Apprentice
Apprentice Pay
Employers set the pay rate, but it must meet at least the minimum apprentice wage. The contract should confirm pay and hours. The current rate is £7.55 per hour. After the first year, apprentices are entitled to the National Minimum or Living Wage for their age. All hours, including day or block release, must be paid.




National Insurance
Employers may not need to pay Class 1 National Insurance contributions if the apprentice is under 25, on an approved apprenticeship standard and earns under £967 per week. Always confirm with your payroll provider.

Rights and Entitlements
Apprentices have the same rights as other staff. They must have a contract of employment, receive at least 20 days paid leave plus bank holidays, and usually work a minimum of 30 hours per week. Off-the-job training is delivered through day or block release, distance learning, or e-learning. 

Off the Job Training
What is Off-the-Job Training?
Off the job training is a legal part of every apprenticeship. It means learning that helps an apprentice gain the knowledge, skills and behaviours they need for their role. This must happen during working hours but outside of normal day to day tasks. It can take place in the workplace or somewhere else, as long as it isn't part of their usual duties.

What Counts
· Lessons, workshops or online courses 
· Job shadowing, mentoring or visits to other workplaces 
· Project work that isn't part of day to day tasks 
· Research or time spent on assignments practice activities or role play exercises

What Doesn’t
· English and maths up to Level 2 (funded separately) 
· Reviews or assessments 
· Training outside paid hours (unless time Off is given back) 
· Standard inductions for all staff 
· Normal work tasks

Employer Responsibilities
Employers must give apprentices time during working hours to complete training, keep records with the training provider, and provide a supportive workplace. If the minimum training isn't met, apprenticeship funding may be withdrawn. 



The National Apprenticeship Service
How do I set up an account?
TO start setting up your account with the National Apprenticeship Service, please scan the QR code. 
You will need Macclesfield College's UKPRN Number which is 10004144. 
If you haven't already set up a digital account yet, you will require your PAYE number and Accounts Office Reference Number.

Where can I find my Accounts Office Reference Number? 
Your Accounts Office Reference Number is shown on the letter you received from HMRC when you first registered as an employer. It can also be found on most Of the correspondence you receive from HMRC. 
Your Accounts Office Reference Number is the reference number used by an employer when making payments to HMRC, this is often mistaken for the Employer Reference Number (ERN). These numbers are similar and usually appear together on documents such as the P45, P60, PII/D and payslips. 

Adding a Training Provider to Your Account
To add your Training provider, please follow the steps below…

Step 1: Once logged in you will need to accept the ESFA agreement, this is required before you can proceed
Step 2: From the homepage, scroll down and select “Your Training Providers”
Step 3: Select the green button “Add a Training Provider”
Step 4: You’ll now be requested to enter your UK PRN Number for Macclesfield College
Step 5: Once you have selected Macclesfield College, you need to set the training provider permissions. 
Step 6: You need to approve whether you want your training provider to add apprentice details once enrolled - You will receive notification from Maxim at this stage


01625 410022 
macclesfield.ac.uk 
apprenticeships.maxim@macclesfield.ac.uk 
