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Apprenticeship Grant for Employers 

of apprentices aged 16 and 17


Training Provider Claim Process

This Apprenticeship Grant for Employers of apprentices aged 16 and 17 (AGE 16 and 17) claim process should be read in conjunction with the Provider Fact Sheet; the Employer Agreement and the Training Provider Agreement.
How to Claim the AGE 16 and 17 Payment
The Grant can be claimed for unemployed 16 and 17 year olds who are not in education, employment or already on an Apprenticeship programme and start an Apprenticeship with an eligible employing before 31st March 2010. 
To receive the Grant the provider must first gain approval from NAS for each employer vacancy. The provider must receive confirmation from NAS before they make any agreement with the employer. 
The following process should be followed:

1) The Claim process will be managed by your Regional NAS Contact Centre.

2) The Provider is required to complete the claim form with details of each employer vacancy, as annex A. 
3) Each vacancy must be listed individually e.g. If one employer has five vacancies, the employer must be listed five times.
4) The completed claim form must be emailed to your notified contact at the Regional NAS Centre.
5) NAS will check the claim form, and if all is eligible, an authorisation code will be allocated to each Apprenticeship vacancy.
6) The claim form will be emailed back to the Provider. Any ineligible applications will be noted on the claim form.
7) To speed authorisation the NAS will also email confirmation of the Purchase Order/VALCON number for each vacancy under separate cover. Please note an invoice cannot be submitted without this number.
8) Once the authorisation code is received the Provider can draw up the AGE 16 and 17 with the employer and recruit young people to the vacancy.
9) Once a candidate is accepted by the employer, and a contract of employment and ILR is signed, the Provider can make a claim for the full £2,500 AGE 16 and 17 payment.
10) On completion of the ILR, Special Project Code 116 must be entered into ILR Field A46; this is to ensure the National Apprenticeship Service can identify the apprentice, employer and training provider that have utilised the AGE grant.

11) The Provider then raises an invoice to the LSC as per normal process, but must include the following information under the heading NAS AGE 16 and 17 Claim:-

a) Employer Name/s.
b) Employer reference number.
c) Apprentice Name/s.
d) ILR number.
e) NAS authorisation code.
f) NAS Purchase Order/VALCON reference number.
12) The invoice should be sent to the LSC Accounting Central Service (ACS) as normal process.
13) Payment will be made within standard LSC payment timescales.
14) The Provider will pay the first stage £1,500 AGE payment to the employer within five days of receipt of the funds from the LSC, and the second stage payment of £1,000 when the apprentice has achieved 12 weeks from the date of the ILR.
Recovery of funds from the training provider and employer

Should the apprentice leave or be dismissed the Provider will recover a proportion of the Grant from the employer at the following levels:
· If the apprentice leaves between weeks one and eight the training provider will normally recover £700.
· If the apprentice leaves or is dismissed before week 12 the employer will not receive the second payment of £1,000.
· If the employer terminates the apprentice’s contact or if the apprentice resigns between weeks 13 and 22 the employer will refund the training provider all of second payment of £1,000. 
· If another unemployed 16 or 17 year old is recruited as an apprentice within four weeks (at either of the two points described above) the training provider will not recover any element of the grant.
· The Provider must have process in place to identify and report funds recovered. Funds must be held and NAS will advise how these funds should be repaid to NAS through the Skills Funding Agency.

Claim Authorisation Form

Note:- Each vacancy must be listed individually. e.g 1 employer with 5 vacancies, the employer must be listed 5 times. 
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NAS AGE 16 and 17 Provider Claim Check List

	Process
	Check
	Evidence Requirement
	Additional Guidance

	Identification of eligible employers.
	Has the employer confirmed that he meets the criteria described in the Employer Agreement?

Does the employer have a vacancy to start on or before 31st March 2010?


	Provider gains employer commitment and raises a Claim Authorisation Form to check there are sufficient funds remaining to support the employer with the NAS Regional Centre. 

Provider then draws up the Employer Agreement which is signed by provider and employer. 

Copies retained by employer and provider.
	Do not make a firm offer of AGE 16 and 17 payment  at initial conversations, as approval is required from NAS

	Complete the Claim Authorisation Form and send to the NAS Regional Centre for authorisation.

	Complete NAS claim form with;

1. Provider Name

2. Provider UPIN

3. Contact Name

4. Contact email

5. Employer Name

6. Employer Post Code

7. Employer EDS URN

8. Proposed Apprenticeship Vacancy Title

	Provider to retain copy of Claim Authorisation Form
	If the employer EDS number can’t be found, contact the NAS Regional Centre.

	The NAS Claim Form will be returned by email to the named Provider contact.
	For each employer vacancy a NAS authorisation code will be given, or marked with ‘Rejected’ and the reason given


	Provider to retain email confirmation from NAS of eligibility
	

	Regional Centre either raises a Purchase Order on CODA for a maximum or 2 x £2,500 claims (max £5,000 per Purchase Order), and sends the PO confirmation to the Provider. If the provider has significant volumes then a VALCON can be used and the VALCON confirmation is sent to the Provider.


	
	Provider to retain PO confirmation or VALCON where appropriate.
	

	Now you have the NAS Authorisation Code you can progress arrangements with the employer and make a firm offer of an AGE 16 and 17 payment.

	
	
	

	Progress the vacancy and contact key partners (Connexions, e2e providers) to engage potential candidates.
	Potential candidates must be unemployed and aged 16 or 17 (i.e. not in education, employment or already on an Apprenticeship Programme immediately before they start the Apprenticeship.


	As standard procedure, Provider checks the eligibility of the young person, (age and status day before signing up for Apprenticeship).
	Age of apprentice must be under age 18 on the day of starting the Apprenticeship, and not in education, employment or another Apprenticeship programme the day before start.

Ensure candidate is eligible, AGE 16 and 17 payments will be recovered if candidates are proved to be ineligible.


	Progress candidates to start the Apprenticeship.
	Proceed with standard sign-up and induction procedures.
Ensure that the ILR records that the individual started on or before 31st March 2010.

	ILR records start date which must be before 31st March 2010.
	Any claims with apprentice ILR’s where the young person commences the Apprenticeship programme after 31st March 2010 will be rejected

	Raise an Invoice to NAS (LSC) to claim AGE 16 and 17 payments.
	Raise an invoice for the employer AGE 16 and 17 payment, to the LSC as standard invoicing procedure. 

Ensure the invoice is headed NAS AGE 16 and 17 Claim and contains the following information;

1. Employer Name  

2. Apprentice Name

3. ILR number

4. NAS Authorisation Reference

5. NAS Purchase Order/VALCON reference number


	Provider to retain copy of each individual AGE invoice and copy of associated ILR(s)
	Send Invoice to the LSC Accounting Clearing Service, and the payment will be paid to your provider account as normal procedure.

Multiple claims may be made on each invoice, but each employer/ apprentice/auth code/order number information must be detailed separately.

	Check payment is received from LSC into your provider account and pay employer as AGE 16 and 17 process
	Ensure payment to provider account is correct and make first stage £1,500 payment to the employer within five days. 

Ensure next stage payment of £1,000 after 12 weeks of ILR date.
	Provider must have a process in place to identify AGE 16 and 17 payments to their account, and ensure the first stage payment is made within 5 days following payment by the LSC in a reasonable time, and that a method of ensuring the second stage payment is made at 12 weeks from the ILR start date.  
	Ensure prompt payment to employer for staged payments.

	Should the apprentice leave be dismissed, the Provider will recover a proportion of the Grant from the employer via an invoice at the following levels:

If the apprentice leaves between weeks one and eight the training provider will normally recover £700.

If the apprentice leaves or is dismissed before week 12 the employer will not receive the second payment of £1,000.

If the employer terminates the apprentice’s contact or if the apprentice resigns between weeks 13 and 22 the employer will refund the training provider all of second payment of £1,000. 

If another unemployed 16 or 17 year old is recruited as an apprentice within four weeks (at either of the two points described above) the training provider will not recover any element of the grant.
	
	The provider must have a process in place to identify and report funds recovered.
Funds must be held and NAS will advise how these funds should be repaid to NAS through the LSC/Skills Funding Agency. 
	Regional Centre to report values of recovered funds and details of decisions to redeploy or to invoice provider

	Provider informs NAS regional contact of funds to be returned, or NAS identify through evidence checks that funds need to be recovered.
	
	Funds must be held and NAS will advise how these funds should be repaid to NAS through the LSC/Skills Funding Agency.
	


AGE 16 and 17

[image: image2.jpg]National Apprenticeship Service



Training Provider Process 
and Claim Form
Page 3
16/01/2010

