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Apprenticeship Wage Subsidy Programme

Inverclyde Council’s Apprenticeship Wage Subsidy Programme aims to support employers in their recruitment of Inverclyde residents into new apprenticeship posts.
Approval of an Apprenticeship Wage Subsidy is at the sole discretion of the Council.  With a limited number of subsidies available, no guarantee is given that an employer application will be approved, however we will aim to get a decision to you within 10 working days of submission of the required paperwork.

Eligibility

1. Private/third sector employers of any size can be supported, however the emphasis is on small/medium sized companies (less than 250 employees) based in Inverclyde.

2. Contracted hours must be for a minimum of 25 hours per week and sufficient to enable an apprenticeship to be undertaken.  Zero hour contracts are not eligible.

3. Preference will be given to posts that are permanent, however if a fixed term contract is offered it must be of sufficient duration to enable completion of the relevant Apprenticeship qualification, and not less than 18 months.  The employer will be required to provide a copy of the contract of employment/terms and conditions of employment prior to the first wage subsidy payment being processed.  

4. From the start date of the apprenticeship, you must pay at least the current National Minimum Wage (NMW) relevant to the age of the apprentice.  Where there is an age increase during the apprenticeship, the appropriate wage increase must be applied.  We will not support apprenticeships where only the national apprenticeship rate is being paid. The current NMW rate can be found here National Minimum Wage and National Living Wage rates - GOV.UK (www.gov.uk)

5. The employer will be required to provide evidence of enrolment with a relevant approved Training Provider for delivery of the Apprenticeship qualification.

6. The Apprenticeship post must be additional to the existing workforce and must not be replacing a redundant employee.  

7. The person being employed must be an Inverclyde resident who is unemployed/unwaged (no minimum length), or who is in employment, not currently undertaking an Apprenticeship moving to a job that will increase their salary and/or hours.

8. An eligible person must have a legal right to live and work in the UK.

9. Eligibility evidence of employee’s home address must be provided: 

· Utility bill, or bank statement, or similar (and must be dated within last 3 months).

10. Eligibility evidence of Legal Right to Live and Work In the UK must be provided:

· UK Passport (or Certificate of Registration or Naturalisation as a British Citizen).

OR

· A UK Birth Certificate AND an official letter or document from a government agency (e.g. HMRC, Department of Work and Pensions) showing Name and National Insurance Number. 

Evidence of Legal Right to Live and Work in the UK for non UK citizens would be:-
· Non-EU Passport – must be valid, unexpired and endorsed ‘indefinite leave to remain – proceed’ (settled status) or includes work or residency permits or visa stamps (unexpired) and all related conditions met.
· EU, EEA (European Economic Area) and Swiss Nationals can verify using the Home Office online Right to Work checking service.
· Residency permit for foreign nationals.
· Asylum Seeker - Copy of individual’s Application Registration Card (ARC).
· Proof of Refugee Status, Humanitarian Protection, Discretionary Leave to Remain or Indefinite Leave to Remain in the UK, including:
· a Home Office letter confirming status and permission to work
· a Home Office Certificate of Identity 
· a benefits notification letter 
· an Immigration Status Document

11. Fully completed Employer Application form must be submitted by the employer (not via a third party) to Inverclyde Council at least three weeks prior to the anticipated employment start date.  All correspondence should be sent to wagesubsidyprogramme@inverclyde.gov.uk .

12. If the Apprenticeship Employer Application Form is approved, the employer will be required to provide a fully completed Apprenticeship Candidate Application Form and Candidate Characteristics Form, with supporting eligibility evidence, to Inverclyde Council at least 10 working days prior to the anticipated employment start date.  All correspondence should be sent to wagesubsidyprogramme@inverclyde.gov.uk .

13. Employer and Candidate Application Forms must be completed and signed by the same employer representative.

14. Inverclyde Council will provide written notification of the outcome of the application prior to the anticipated employment start date, and a formal Offer of Grant will follow in due course.  This documentation will include details of the process of how to claim the subsidy.

Please note: The financial commitment is a one-off contribution to the overall costs of employing a local person into an Apprenticeship and does not recur during the ongoing years of the apprenticeship.  Therefore, as the employer you will be responsible for the full wage beyond the end of the subsidy period.

Wage Subsidy Amount

The wage subsidy payable will be 70% of the actual hourly pay rate, payable for a maximum of 52 weeks or to the maximum of £10,000, whichever comes first.  
You must pay at least the current National Minimum Wage (NMW) relevant to the age of the apprentice (shown below). 



Timescale for Payment & Paperwork Required

1. The subsidy is payable 4 weekly/monthly in arrears on evidence of the actual Net wage having been paid to the employee from the employer.   The minimum duration of a claim is 4 weeks, however the claim can cover a monthly period if that ties in with wage payment cycles, or a longer period if preferred (but no longer than 3 months), however this will mean an employer waits longer to receive their subsidy payment. 

2. Wage Subsidy Claim Form, this will be issued along with Offer of Grant paperwork.

3. Along with the completed Claim Form, the employer must also submit the relevant number of 

· copies of the employee’s payslips for the relevant period, which show the gross and net pay figures and the hours worked for each week/month (as appropriate),   
OR   
· a copy of the payroll data from the company’s payroll system, showing only the details for the employee, which shows number of hours worked, gross pay and net pay for each week/month (as appropriate).  If the employee is listed along with other employees then the other employee details should be blanked out.

4. If the wage is paid through the company’s bank account as a single direct payment to the employee:-

· A copy of the company bank statement showing the payment of the wage to the employee, with all other transactions on the bank statement blanked out.  The bank statement must show the company name, date of payment, name of the employee, amount paid.  

5. If the wage is paid through the company bank account as part of a larger payroll run:-

-	An extract from the payroll listing showing the employees name and Net pay amount,

· and the page which shows the total payroll amount (all other employee details to be blanked out or pages extracted),

· and a copy of the company bank statement showing the total payroll amount coming out of the company bank account.

6. We cannot provide a wage subsidy where cash wage payments have been made.

Note: 
· No payments will be approved until all of the required paperwork evidencing payment of the relevant wage has been received.
· All wage payments must be made via the company bank account, no cash wage payments can be supported.
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