DAS Training

· Have to have a PAYE Scheme/number
· How to register and use the apprenticeship service as an employer - GOV.UK (www.gov.uk)
· Click on – REGISTER AS AN EMPLOYER – See below
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· Can take between 5 – 7 days to register – once have number continue 
· Click on section 2. – Registering on the apprenticeship service - 
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· Employer has to do the rest – 
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· Once created an account 
· Need to add in training provider details: UKPRN NUMBER: 10003189 - Kirklees College 
· Can also give permission for College to fill rest of application in (if pathways get put in wrong will have to start again)
· Need to add student details Name and DOB – Company name if different to account in comments box that will appear 
· Has to be applied for within 3 months of college course starting 
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How to geta PAYE scheme reterence number

If you are a small employer who does not pay the apprenticeship levy, you will
need your PAYE scheme reference number (also known as ERN number) and
your account office reference number (AORN).

If your business has no employees, then you may not have a PAYE scheme
reference number. You will need to register as an employer with HMRC to
receive your PAYE scheme reference number.

Setting up your PAYE scheme reference number

If you have recently received a PAYE scheme reference number, you need to
complete some steps before setting up your apprenticeship service account:

« submit at least one payroll return to HMRC using their basic PAYE tool (this
can be a blank employer payment summary if you are not yet employing
someone)

« notify HMRC that you will be taking on an apprentice under your business’s
PAYE and submit the data

2. Registering on the apprenticeship service

1 Contel nts
htps://www.gov.uk/register-employer
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cc;mplete some stéps before setting up your apprenticeship ser\;ice account:
« submit at least one payroll return to HMRC using their basic PAYE tool (this

can be a blank employer payment summary if you are not yet employing
someone)

« notify HMRC that you will be taking on an apprentice under your business’s
PAYE and submit the data

2. Registering on the apprenticeship service

Once you are ready to register on the apprenticeship service, you need to set
up your account and follow the instructions.

3. Usingyour account

As an employer, you’ll be able to:

« access and manage apprenticeship funding
« receive a transfer of apprenticeship funds where eligible
¢ advertise vacancies on find an anorenticeshin

1 Contents

https://manage-apprenticeships.service.gov.uk





image3.png
(im] Create an account to manage ap X | = = o X

& 2)  https://accounts.manage-apprenticeships.service.gov.uk/service/index?_ga=2.255133000.1506152783.1641990790-18920195... =] Not syncing @
p ge-app P: g g o @ P

Recruit an Apprentice  {  Featured Apprentic... Find an apprentices.. ¢ Find an Apprentices.. [ Learner Record Ser...

Create an account to manage
apprenticeships

You need to create or sign in to an apprenticeship account, then you'll be able
to get funding to pay for apprenticeship training and assessment costs.

You’lluse your account to:

« getapprenticeship funding
« find and save apprenticeships

find, save and manage training providers

recruit apprentices

add and manage apprenticeships

Create account >





