
Supporting your 
Accounting

Questions? Speak to one of our friendly team today! 
T: 01392 311925   
E: apprenticeships@accountancylearning.ac.uk
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AAT Apprenticeships

The flexibility suits our 
requirements

Simon has been providing training and 
advice to our firm since 1984 and has been 
responsible for the training of many of our 
existing qualified staff. He always provides 
both practical and impartial advice on all 
aspects of our training needs, especially AAT. 
The training that the Accountancy Learning 
team provide is effective and its flexibility 
suits our requirements down to the ground. 
They care and we care that they care.

Robert Zelazik
Partner at AC Mole & Sons, Chartered 
Accountants and Tax Advisers

Keep up to date with offers and AAT news  
by following us on social media!
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What Apprenticeships 
are offered?
The new Apprenticeship Standards provide an excellent opportunity 
to add real value to the AAT Training received by your staff, funded 
through the Apprenticeship scheme.

• Accounts/Finance Assistant Apprenticeship (Level 2) (AAT)

• Assistant Accountant Apprenticeship (Level 3) (AAT)

• Professional Accounting Technician Apprenticeship (Level 4)

• Accountancy/Taxation Professional Apprenticeship (Level 7)  
(ACA)

Assessment of these will be by an “End Point Assessment” and will be 
graded “Pass” or “Distinction”. Under our programme, this will include 
two elements:

1. The AAT Synoptic exam – Combined testing of some of the units 
and overall understanding of the course.

2. A Professional Discussion or a written Statement – Based on the 
knowledge, skills and behaviours developed in the workplace over 
the period of the Apprenticeship.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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Fantastic support  
from all their staff!
I’d like to thank all the staff for all of their support 
and guidance throughout the past 12.5 months. I 
am now starting my ACA (Chartered Accountancy) 
course on Monday, and it’s all thanks to the team 
at Accountancy learning for helping me get to this 
stage so quickly. 

Accountancy Learning is certainly a training provider 
I’d recommend!

Ben Robertson
Albert Goodman 
Chartered Accountants

Keep up to date with offers and AAT news  
by following us on social media!



AAT Apprenticeships

5  | Accountancy Learning

How is the Apprenticeship 
delivered? What training is 
provided?
This is a blended programme of learning. Our Level 2 
materials comprise on-line interactive presentations with 
voice-overs and tons of practice activities. At Levels 3 and 
4 we introduce more traditional study manuals alongside 
the on-line materials.

We also run “Drop-in” tutor supported sessions at our venues in 

Falmouth, Plymouth, Exeter and Taunton. Some of our apprentices 

attend every week for the whole day, some for half a day, and some 

as and when they need to. Because of the distances involved, some 

study from their offices. Where apprentices don’t attend the drop-

in sessions, their personal tutor will contact them each week to 

monitor progress and provide any tutor support required. They are 

also available throughout the week to answer questions by email or 

phone and to mark progress tests and give feedback.

Apprenticeship Key Points
• It takes 13 plus months to complete the Accounts/Finance Assistant Apprenticeship (Level 2).
• It can then take between 13 and 16 months to complete the Assistant Accountant Apprenticeship 

(Level 3) (dependant on how much level 2 learning is required).
• It can then take 13 to 18 months to complete the Professional Accounting Technician 

Apprenticeship.
• The programme is effectively “Roll-on-Roll-off”, meaning the Apprenticeship can start at any time 

throughout the year, not just September.
• The Accountancy/Taxation Professional Apprenticeship (Level 7) will take between 3.5 and 4 

years to complete.
• Apprentice’s must be allocated 20% of their paid hours for off-the-job training

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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Accounts/Finance Assistant 
(Level 2 Apprenticeship) 
Who is this suitable for?
The Level 2 Apprenticeship in Accounting is suitable for anyone with little or no prior experience in 
an accounts function. It is therefore a natural entry point for school leavers or for those currently 
working in a non-finance role or working in an accounts role with limited or no knowledge of double 
entry bookkeeping. An Apprenticeship is only eligible for funding if the apprentice will be acquiring 
significantly new skills during their apprenticeship.

Who is this suitable for?
Unlike the Levels 3 and 4 Apprenticeships, the Level 2 Apprenticeship has a mandatory qualification 
element, which in our programme, will be the AAT Foundation Certificate in Accounting.

The assessment of the Apprenticeship is by an End Point Assessment (EPA) that comprises:

1. In-tray Test
2. Structured Interview (supported by a portfolio of evidence)

Preparation for the In-tray Test

In order to successfully complete the In-tray Test (exam), apprentices need to have a thorough 
understanding of the underpinning knowledge and this will be acquired by completion of the AAT 
Level 2 Foundation Certificate in Accounting. This includes the following units:

The In-tray test is computer based (online) and will last for 105 minutes.

An apprenticeship must last at least 372 
days, and this fits in well with our normal 
timescales for the completion of the 
Foundation Certificate in Accounting. 

If the apprentice works less than 30 hours 
a week, the apprenticeship duration will 
need to be increased pro-rata.

Keep up to date with offers and AAT news  
by following us on social media!
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Preparation for the Structured Interview

The Structured Interview will consist of 10 questions and these will be asked by an AAT Independent 
Assessor. 

The interview must last for 60 minutes and will normally be performed remotely via an on-line 
audio/video portal. It is not a test; it is a method of assessing how much knowledge and practical 
experience the apprentice has gained over their apprenticeship. The interview covers the following 
Knowledge, Skills and Behaviours:

In order to support this interview, apprentices will be required to prepare a Portfolio during their 
apprenticeship. The portfolio must contain a minimum of four pieces of evidence, which could 
include: 

• Job related certificates
• Observation reports undertaken by a work mentor
• Observation checklist and related action plans
• Worksheets, assignment projects and reports
• Records of formal discussion
• Record of oral and written reports
• Apprentice and peer reports

20% Off The Job Training Requirement (OTJT)

It is a government requirement that 20% of an apprentice’s paid working time must be spent on 
off the job training (OTJT). Apprentices will need to maintain, and submit, a weekly log of OTJT so 
we can help you meet this requirement. 

This 20% rule can be achieved in a variety of ways - for detailed guidance on how you can achieve 
this requirement with the minimum of disruption, please contact us.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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Assistant Accountant 
(Level 3 Apprenticeship)
Who is this suitable for?
There is currently no Level 2 Apprenticeship in Accounting (although one is being developed) and so 
the starting point for most apprentices will be the Level 3 Assistant Accountant Apprenticeship. They 
might be school leavers, non-relevant graduates, or those with experience in an accounts function but 
no related qualifications and a need to learn the underpinning double entry bookkeeping knowledge 
and skills to allow development in their role. An Apprenticeship is only eligible for funding if the 
apprentice will be acquiring significantly new skills during their apprenticeship.

The Apprenticeship Structure
The assessment of the Apprenticeship is by an End Point Assessment (EPA) that comprises:

1. The Synoptic exam from the AAT Level 3 Advanced Diploma in Accounting and
2. A Professional Discussion, performed by AAT Independent Assessors

The Apprenticeship Structure
In order to successfully complete the Synoptic exam, apprentices need to have a thorough 
understanding of the underpinning knowledge and this will normally be achieved by completion of 

the full Level 3 Advanced Diploma in Accounting. This 
includes the following units. 

An apprenticeship must last at least 372 days and 
this fits in well with our normal timescales for the 
completion of the Advanced Diploma.

If the apprentice works less than 30 hours a week, 
the duration of the apprenticeship will need to be 
increased pro-rata.

If the prospective apprentice has no prior experience 
or knowledge in accounting or an accounting 
environment, they will probably need to complete the 
full Level 2 Foundation Certificate in Accounting in order 
to provide the necessary underpinning knowledge to 
undertake the Level 3 units. 

However, many of our apprentices simply need to 
achieve a better grounding in double entry bookkeeping 
– in which case they would only add the two units from 
the Level 2 Foundation Certificate in Bookkeeping.

Keep up to date with offers and AAT news  
by following us on social media!
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Preparation for the Professional Discussion

The Professional Discussion entails a one hour discussion with an AAT Independent Assessor. This will 
normally be performed remotely via an on-line audio/video portal. It is not a test, it is a method of assessing 
how much practical experience the apprentice has undertaken over their apprenticeship and covers the 
following Knowledge, Skills and Behaviours: 

In order to support this discussion, apprentices will be required to prepare a Portfolio during their 
apprenticeship. This will consist of a series of Journals, reflecting on the development of these “significantly 
new skills and behaviours” and application of the related knowledge over the apprenticeship. These 
journals will be cross referenced to the detailed learning outcomes. The Portfolio will also contain examples 
of the work being described in the Reflective Journals, suitably redacted, and to which they can be cross 
referenced.

It is a government requirement that 20% of an apprentice’s paid working time must be spent on off the job 
training (otjt). Apprentices will need to maintain, and submit, a weekly log of otjt so we can help you meet 
this requirement. This 20% rule can be achieved in a variety of ways and detailed guidance is provided later 
in this document on how you can achieve this requirement with the minimum of disruption.

Preparation for the Professional Discussion

In order to support the development of the above Knowledge, Skills and Behaviours in the workplace, we 
have added further elements to our programme:

1. Technical accountancy webinars. We source these from SWAT/Mercia and will tailor a programme 
relevant to each apprentice and the needs of your workplace. 

2. Skills and Behaviours training. We have worked with Agar Management Consultancy to develop a 
programme of webinars directly mapped to the requirements of the Apprenticeship Standards. At 
Level 3 these include Learning Styles; Introduction to Time Management; Introduction to Ethics; Driving 
Change; Continuous Improvement. If relevant to the needs of the workplace, we will also include the 
completion of an “Insights” profiling questionnaire with a one-day workshop to explain to apprentices 
the contents of the detailed personality profile that they will receive and how to use the results to 
enhance their performance at work.

Footnote: If your prospective apprentice is likely to benefit from completing the full Level 2 Certificate in 
Accounting, do please liaise with us to see if the new Level 2 Accounts Assistant Apprenticeship has been, 
or is about to be, introduced.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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I have thoroughly enjoyed studying again and feel I have really 

progressed not just as an Accounts Assistant but as a person and have 

successfully grown into my role at Thomas Westcott. I feel much more 

confident in myself and actively seek more responsibility and duties to 

complement my new skills set and add value to the business. My role 

has progressively grown throughout the year as a result and is reflected 

in my monthly workload. 

Anna Hannay
Assistant Accountant  
Thomas Westcott

A firm likes ours relies on a steady stream of bright and motivated 

trainees in order to grow our managers and partners of the future. 

Their training is crucial. Simon has been providing accountancy training 

and careers guidance to our students for many years – in fact he taught 

some of our partners! This clear understanding of what it takes to be an 

accountant is reflected in the quality of training support provided and 

in the innovative and imaginative learning materials that the team at 

Accountancy Learning have developed over the years. 

HR Manager
Francis Clark, 
Chartered Accountants

Keep up to date with offers and AAT news  
by following us on social media!
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Professional Accounting 
Technician (Level 4 Apprenticeship)
Who is this suitable for?
The Professional Accounting Apprenticeship would be suitable for anyone progressing from the Assistant 
Accountant Apprenticeship, or anyone who already holds an AAT Level 3 Qualification or equivalent. It 
may also be relevant to those with extensive practical experience but no formal accounting qualifications.

It is important to note that an Apprenticeship is only eligible for funding if the apprentice will be acquiring 
significantly new skills during their apprenticeship. Therefore it might be relevant to an experienced 
person planning to take on a new role and/or additional responsibilities. However, it won’t be appropriate 
for someone who simply wants a qualification to reflect their existing skills.

The Apprenticeship Structure
The assessment of the Apprenticeship is by an End Point Assessment (EPA) that comprises:

1. The Synoptic exam from the AAT Level 4 Professional Diploma in Accounting and
2. A Professional Discussion or a Written Statement

An apprenticeship must last at least 372 days and most learners will take at least this amount of time to 
complete the Professional Diploma in Accounting.

If the apprentice works less than 30 hours a week, the duration of the apprenticeship will need to be 
increased pro-rata.

Optional units – students must complete 2 of the optional units to achieve the AAT qualification, but it 
may be useful for them to undertake more. For example by completing External Auditing students will 
be exempt from the ACA Assurance module, whilst undertaking Personal Tax and Business Tax will give 

them exemptions for the ACA Principles of Taxation 
module.  

Preparation for the Synoptic exam
In order to successfully complete the Synoptic exam, 
apprentices need to have a thorough understanding 
of the underpinning knowledge and this will normally 
be achieved by completion of the Level 4 Professional 
Diploma in Accounting. This includes the following 
units.

The optional units are not tested in the Synoptic exam 
but we would expect those optional subjects chosen 
to be undertaken at work and cross referenced in 
the portfolio (see below) to the Skills included in the 
Apprenticeship Standards.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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Preparation for the Professional Discussion / Written Statement

As with Level 3, the Professional Discussion entails a one hour discussion but this time with two AAT 
Independent Assessors. This will normally be performed remotely via an on-line audio/video portal. As 
an alternative to the Professional Discussion, apprentices can elect to submit a Written Statement of 
between 2,000 to 3,000 words. These are not tests, they are methods of assessing how much practical 
experience and competence the apprentice can evidence over their apprenticeship and they cover the 
following Skills and Behaviours:

Unlike Level 3, it will not 
be graded, it will simply be 
a Pass or Fail.

In order to support this 
Professional Discussion/
Written Statement, as 
with Level 3, apprentices 
will be required to 
prepare a Portfolio during 
their apprenticeship. This 

will consist of a series of Journals, reflecting on the development of these “significantly new skills and 
behaviours” and application of the related knowledge over the apprenticeship. These journals will be 
cross referenced to the detailed learning outcomes. The Portfolio will also contain examples of the work 
being described in the Reflective Journals, suitably redacted, and to which they can be cross referenced.

The same 20% off-the-job-training rules apply as for Level 3. The critical aspect to consider prior to 
commencement of the apprenticeship is whether or not “significantly new skills” will be acquired during 
the apprenticeship and that these should tie in with the Knowledge, Skills and Behaviours set out in the 
Standards (and shown above).

Enhancements

In order to support the development of the above Knowledge, Skills and Behaviours in the workplace, we 
have added further elements to our programme:

1. Technical accountancy webinars. We source these from SWAT/Mercia and will tailor a programme 
relevant to each apprentice and the needs of your workplace.

2. Skills and Behaviours training. We have worked with Agar Management Consultancy to develop a 
programme of webinars directly mapped to the requirements of the Apprenticeship Standards. At 
Level 4 these include Learning styles; Time Management; Ethics; Personal Branding & Standards; 
Emotional Intelligence; Corporate Social Responsibility; Lifelong Learning.

If relevant to the needs of the workplace, but not completed at Level 3, we will also include the completion 
of an “Insights” profiling questionnaire with a one-day workshop to explain to apprentices the contents 
of the detailed personality profile that they will receive and how to use the results to enhance their 
performance at work.

Keep up to date with offers and AAT news  
by following us on social media!
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Accountancy/Taxation Professional 
(Level 7 Apprenticeship) 
Who is this suitable for?
The Level 7 ACA Apprenticeship would be suitable for anyone progressing from the Professional Accounting 
Technician Apprenticeship, or anyone who already holds an AAT Level 4 qualification or equivalent. It may 
also be relevant to those with extensive practical experience (but no formal accounting qualifications) or 
to a graduate.

As part of our overall training provision in the South West, we have always offered advice and guidance to 
our employer clients on all aspects of qualification training, whether we provide the training or not. We are 
therefore able to add value to the ACA training we provide and help our trainees relate their studies to the 
work they undertake in the office.

What do we offer?

Taught and Revision Sessions in Exeter

• No need for your students to travel all the way to Bristol and beyond.
• No need for them to stay away from home if their personal circumstances make this difficult or they 

just don’t want to. 

Since lockdown and as a result of the ongoing requirement for social distancing measures, these sessions 
are being run remotely via the video function of MS Teams.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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Keep up to date with offers and AAT news  
by following us on social media!

The ACA Exam Structure

This has provided two benefits:

• We have been able to split our teaching sessions into discrete half day sessions, making the learning 
more easily digestible and 

• The use of Teams has allowed the sessions to be recorded so that students can refer back to them 
for reinforcement and revision.

Experienced Tutors Teaching Professional and Advanced levels

• Our trainers are all experienced ACA tutors, training both with a national provider and additionally, 
since 2009, independently with us in the South West.

• The use of Teams has allowed the sessions to be recorded so that students can refer back to them 
for reinforcement and revision

• Help to link practical work experience with the 52 professional development skills and behaviours 
required in addition to the exam training, saving time for students and their employers.

Smaller class sizes

• A more personal teaching experience.
• Quality time with your tutor.

ACA CTA Joint Programme

If there is a demand for it, we are keen to offer the option of undertaking the ACA CTA Joint Programme. 
In essence this swaps the Business Planning: Taxation unit from the ACA Professional Level with the 
CTA Taxation of Owner Managed Business and then, subsequent to completing the ACA qualification, 
completing two further CTA papers.



Guidance on “Off the Job 
Training” and the 20% Rule
The requirement to comply with the 20% rule for off-the-job
training has been a thorny one and employers have adopted 
differing approaches to dealing with it. However, AELP (the 
Association of Employment and Learning Providers) have issued 
guidance on the application of the rule, which will hopefully make 
compliance much easier to plan for and to evidence.

Sections of the guidance are quoted below. Do please ask us if 
you would like a copy of the full guidance emailed to you and 
would like to discuss its implementation.

“Off-the-job training is defined as “training received by the apprentice, during  
the apprentice’s normal working hours, for the purpose of achieving their 
apprenticeship. It is not training delivered for the sole purpose of enabling the 
apprentice to perform the work for which they have been employed. [It must 
be...] directly relevant to the apprenticeship framework or standard, teaching 
new knowledge, skills and behaviours required to reach competence in the 
particular occupation. (ESFA 2017/18 Apprenticeship Funding Rules)”

“When someone is in a new job or in a job where there is significant training 
required to be fully productive then even doing ‘normal’ tasks to get up to 
speed can feel like “training”. Where this training also teaches the knowledge, 
skills and/or behaviours required by the apprenticeship it can be included as 
off-the-job training. However, training that is only required for the job and not 
relevant to the apprenticeship cannot be included.”

“The expectation is that off-the-job training is specifically to support the 
development of new behaviours and also skills and knowledge linked to the 
actual vocational occupation.”

15  | Accountancy Learning
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Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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I finished my AAT Certificate in Bookkeeping and I wanted to 
learn more to progress through my role at work. I wanted to 
learn more about the nuts and bolts of how a business works 
and doing this apprenticeship helps to understand the numbers 
I am looking at on a day to day basis.

I’ve learnt loads since working with Accountancy Learning. I’ve 
learnt that being wrong is sometimes the best way to learn. 
When doing practice questions or exams, you think back to 
what you’ve done wrong and how you managed to get the right 
answer from it. I’ve also learnt that it is okay to ask for help. All 
the tutors are willing to help and are all very knowledgeable.

Since qualifying with my Level 2 AAT, work has become a lot 
easier and it has helped me to understand more about how 
our accounts work. It’s helped me personally, as I am now in a 
routine job, where I don’t work shifts, I have weekends free and 
lots of time to myself and my friends.

I am working towards my AAT Level 3 Apprenticeship (AAT 
Advanced Diploma in Accounting) and, late this year, I will be 
working towards my Level 4 Apprenticeship (AAT Professional 
Diploma in Accounting).

The tutors are amazing. They make a plan for your learning 
style and help you stick to it with realistic deadlines. The best 
place you could go to do you AAT.

Chris Hutchings
AAT Apprentice

Keep up to date with offers and AAT news  
by following us on social media!
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What is “Off the Job 
Training” and how can it 
be applied?

The hours spent on off-the-job training do not have to be evenly spread on a 

weekly or even a monthly basis and could be front end loaded or rear end loaded. 

Because the Apprenticeship Standards cover so many generic knowledge, skills 

and behaviours you should be able to relate much of this training to the Standards 

and include it in the record of off-the-job training. We have summarised the 

required Knowledge, Skills and Behaviours below, for information:

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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How can we help you meet 
the 20% Rule...
When you take on a new member of staff, practically everything they do 
will be new to them as they will be developing new knowledge, skills or 
behaviours. This should therefore be recorded as “off the job training” 
(o.t.j.t.) on our training logs and entered onto the weekly log on Moodle. 
A high proportion of their total o.t.j.t might therefore be achieved in their 
first 3 or 4 months in the office and/or after moving departments or taking 
on a different role. If this wasn’t initially identified or recorded, a “catch up” 
entry should be made – provided their training log justifies this. 

Prior to the current year’s intake (and the progression of existing Level 3 
Apprentices to Level 4), you may therefore wish to review your current 
policy with regards to the more formal “study leave” granted during paid 
working hours.

We will work closely with you and your apprentices to draft an outline plan 
of how this o.t.j.t. will be achieved over the period of the Apprenticeship. An 
added benefit of getting apprentices to record this “in office” o.t.j.t. is that 
they will better recognise that they have learned new skills and behaviours 
in the office and will value this more. This is, of course, the traditional training 
route in the profession – when one took one’s Articles and most learning 
was performed in the office. 

If you would like to discuss the application of the rules to your own 
situation, do please let us know and we will get back to you.

Keep up to date with offers and AAT news  
by following us on social media!
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Funding and funding 
mechanisms
Option 1 - Employers with payroll costs of more than £3 Million p.a. will 
pay a levy of ½% on the excess over £3 million via the PAYE system into a 
digital apprenticeship account. This is calculated on a monthly basis.

They can then use this to contribute to any apprenticeship training 
purchased. If not used, these funds will “expire” and so there is therefore 
a clear incentive to employ apprentices. “Use it or lose it.” 

If the levy paid into their Apprenticeship Service account has been fully 
utilised, 90% of the additional training cost is covered by a contribution 
from the government and the remaining 10% from the employer. A £1000 
employer incentive might also be available (as explained below).

Option 2 - Employers with payroll costs of less than £3 Million p.a. will not 
pay the Employer Levy. The course fees will be paid to training providers 
via a contract or sub-contract with the ESFA, with an employer contribution 
of 5%.

For apprentices aged 16-18 the government will pay an incentive, currently 
£1,000 each to the employer and the training provider. 50% of this cost will 
be paid after 3 months and the remaining 50% is paid after 12 months. In 
addition, employers with less than 50 staff will not need to pay their 5% 
contribution for these 16-18 year olds.

The regulations above are correct at the time of writing and are subject 
to change at the discretion of the government.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk



Matthew Boddy
AAT Apprentice

I started the AAT studies with no prior accounting experience 
except for two weeks of work experience. I began my 
apprenticeship straight from completing my a-levels and haven’t 
really looked back since! By doing my AAT studies alongside my 
role at work, I am learning key concepts from a study perspective 
and in real-world context. I have recently completed both the 
level 3 qualification for the AAT and also the apprenticeship 
programme which runs alongside the AAT programme.

I have been attending the drop in sessions run by Accountancy 
Learning for just over 18 months and in that time I haven’t had 
a single complaint. I have always felt welcomed by all members 
of staff. By attending the drop-in session I am able to see my 
tutor every week to discuss my progress and to hand in work to 
be marked which is always returned really quickly. The course’s 
learning materials are catered for all students by the use of 
textbooks and in some units, videos on Moodle by means of 
listening with diagrams and visuals to help. I have enjoyed the 
variety as it has allowed me to recap a topic by different means.

If having done your research you think that Accountancy Learning 
is for you, try to obtain an apprenticeship as means of studying 
the AAT. I have felt that by learning at Accountancy Learning and 
work, I have learnt quicker and more comprehensively. If ever I 
have needed their help, Accountancy Learning will be there and is 
on hand to deal with any queries on my whole course.

Keep up to date with offers and AAT news  
by following us on social media!
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Who are

Accountancy Learning is a well-
established AAT training provider 
based in the South West of England.
We specialise in the delivery of the AAT qualifications, 
providing you with high quality, personal and specialist 
service. We’ve been training students to become 
bookkeepers and accountants and pass their AAT 
exams since 1992.

Our pass rates are just one of the reasons we are AAT Multi-award 
winners! We were delighted to be shortlisted for the 2019 AAT 
Apprenticeship Training Provider of the Year Award and Won the 
AAT Distance Learning Provider of the Year 2019 Award! We won 
the AAT Champion Award 2 years in a row (2017 and 2018) which is 
awarded to the training provider “who demonstrates excellence in 
all areas for delivering AAT qualifications”. (This includes supporting 
students from enrolment right through to full AAT Professional 
Membership.)

Our flexible Apprenticeship Programme includes a truly high 
level of one to one support, not just from the apprentice’s 
personal tutor but from the whole team.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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What now - how can we help you?
Where do I start?

When recruiting new staff, there are many variables that you need to consider. These will 
include the type of person you take on, their academic background, prior experience and 
the type of training that will be relevant to them – the qualification and the entry level to that 
qualification. We are able to visit you to help you with your Training Needs Analysis and come 
up with a range of possible options.

Promoting your apprenticeship online

Having decide the sort of person you would like to recruit, we can help the recruitment process 
(with no recruitment fees!). We can advertise on https://www.apprenticeships.gov.uk/ for you 
and can help you complete the required job specification for the on-line template. We can also 
advertise your vacancy on our own website and through social media. We can pre-screen for 
you or if you wish you can do this yourself. You will probably want to advertise on your own 
website also. 

Subscribing to our Talent Programme

We run a “Talent Programme” for individuals who are looking for an Accountancy 
Apprenticeship but who have not yet identified a suitable apprenticeship vacancy in their 
area. If they meet our academic requirements, we will discuss their aspirations and career 
goals, provide guidance on CV writing and job applications and provide them introductory 
bookkeeping training to help their employability……and to make sure they don’t discover that 
they hate accountancy! 

Deciding on the starting point

Once you have found a potential recruit, we can help you check if they have the right attributes 
for the job by providing initial assessments in literacy and numeracy, personality profiling with 
Thomas International PPA profiling and / or the use of our bookkeeping induction self-study 
programme, The Balancing Act.

Support on Initial Assessment

Many clients use The Balancing Act as part of their trainees’ induction to get them kick 
started with minimal lost chargeable time. We will provide advice and guidance on the most 
appropriate entry level to the Apprenticeship – e.g. straight in at Level 3 or starting with some 
or all of the Level 2 Certificate in Accounting

Everything’s agreed – how to get started

Ask Annie! We will send you an enrolment request form to start the ball rolling and to get 
your apprentice started on their programme. This will involve a site visit to explain the course 
programme to them and to you and to start what we hope will be a positive and successful 
training relationship.

Keep up to date with offers and AAT news  
by following us on social media!
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Initial assessment tools

Like any employer, our recruitment decisions are critical 
and in the past we have been guilty of taking on people who 
interview well and the CV looks good.  This has resulted in a 
number of inevitably costly mistakes.

We now use as standard the initial assessment tools 
provided by Accountancy Learning as part of our 
recruitment process; this provides objective feedback which 
is, at times, surprising. For anyone coming for 2nd interview 
we also use their personality profiling system to match 
the profile of the individual to the profile of the job. This is 
simply excellent in assessing suitability and is very quick and 
easy to organise.

Questions? Speak to one of our friendly team today! 
T: 01392 311925  E: apprenticeships@accountancylearning.ac.uk
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Outstanding Pass Rates across all levels!

95% pass rate 
across all 

Apprenticeship 
levels!

Foundation L2 
An Outstanding 

97%
National 

Average 85%

Advanced L3 
An Outstanding 

93%
National 

Average 62%

Professional L4 
An Outstanding 

86%
National 

Average 59%

Scan the code (right) to 
chat with us directly on 
Facebook Messenger!


