BSW Process for approval of transferring levy funding within BSW for 2023 – 2024 
(Updated July 2023)



Stage 1





Stage 2





Stage 3





Stage 4





Stage 5





Levy Transfer enquiry (request) received by BSW Apprenticeship Lead / Nominated person; then BSW Apprenticeship Lead / Nominated Person sends out three documents to requesting organisation: the SLA, Levy transfer Q&A and a separate Application Form. These can also be downloaded from the website: Apprenticeships - BSW Training & Education (bswtogether.org.uk)





The BSW Apprenticeship Lead / Nominated Person  then anonymises the completed Levy Transfer Application Form, to enable it to be shared with BSW partners at least 5 working days before next scheduled BSW Apprenticeship Network. Please note these network meetings are held on the 3rd Tuesday of each month, apart from in August, each year.





BSW partners will then consider application(s) at the pre-arranged Monthly BSW Apprenticeship Network meetings (as detailed in stage 2)





Outcome of levy transfer application to be recorded on tracking document, by BSW Apprenticeship Lead / Nominated person.


Receiving organisation informed of outcome by BSW Apprenticeship Lead / Nominated Person via an introductory email, including the organisation whom is supporting the levy transfer, attaching a blank URN form (link) and details of the URN process.





Receiving organisation to contact transfer organisation.


Receiving organisation to return completed URN form to SMPS (Salisbury Managed Procurement Services) as per the introductory email. 





Once the Application form has been completed, it is to be returned (with all details present) to the BSW Apprenticeship Lead / Nominated Person, at least 5 working days before next scheduled BSW Apprenticeship Network meeting.
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Stage


1


•


Levy Transfer enquiry (request) received by BSW Apprenticeship Lead / Nominated person; then 


BSW Apprenticeship Lead / Nominated Person sends out three documents to requesting 


organisation: the SLA, Levy transfer Q&A and a separate Application Form. 


These can also be 


downloaded from the website: 


Apprenticeships 


-


 


BSW Training & Education 


(bswtogether.org.uk)


•


Once the Application form has been completed, it is to be returned (with all details present) to the 


BSW Apprenticeship Lead / Nominated Person, at least 5 working days before next scheduled 


BSW Apprenticeship Network meeting.


Stage


2


•


The BSW Apprenticeship Lead / Nominated Person  then anonymises the completed 


Levy Transfer Application Form, to enable it to be shared with BSW partners at least 5 


working days before next scheduled BSW Apprenticeship Network. 


Please note these 


network meetings are held on the 3rd Tuesday of each month, apart from in August, 


each year.


Stage 3


•


BSW partners will then consider application(s) at the pre


-


arranged Monthly BSW 


Apprenticeship Network meetings (as detailed in stage 2)


Stage 4


•


Outcome of levy transfer application to be recorded on tracking document, by BSW 


Apprenticeship Lead / Nominated person.


•


Receiving organisation informed of outcome by BSW Apprenticeship Lead / Nominated 


Person via an introductory email, including the organisation whom is supporting the levy 


transfer, attaching a blank URN form (link) and details of the URN process.


Stage 5


•


Receiving organisation to contact transfer organisation.


•


Receiving organisation to return completed URN form to SMPS (Salisbury Managed 


Procurement Services) as per the introductory email. 
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Stage

1

•Levy Transfer enquiry (request) received by BSW Apprenticeship Lead / Nominated person; then 

BSW Apprenticeship Lead / Nominated Person sends out three documents to requesting 

organisation: the SLA, Levy transfer Q&A and a separate Application Form. These can also be 

downloaded from the website: 

Apprenticeships - BSW Training & Education 

(bswtogether.org.uk)

•Once the Application form has been completed, it is to be returned (with all details present) to the 

BSW Apprenticeship Lead / Nominated Person, at least 5 working days before next scheduled 

BSW Apprenticeship Network meeting.

Stage

2

•The BSW Apprenticeship Lead / Nominated Person  then anonymises the completed 

Levy Transfer Application Form, to enable it to be shared with BSW partners at least 5 

working days before next scheduled BSW Apprenticeship Network. Please note these 

network meetings are held on the 3rd Tuesday of each month, apart from in August, 

each year.

Stage 3

•BSW partners will then consider application(s) at the pre-arranged Monthly BSW 

Apprenticeship Network meetings (as detailed in stage 2)

Stage 4

•Outcome of levy transfer application to be recorded on tracking document, by BSW 

Apprenticeship Lead / Nominated person.

•Receiving organisation informed of outcome by BSW Apprenticeship Lead / Nominated 

Person via an introductory email, including the organisation whom is supporting the levy 

transfer, attaching a blank URN form (link) and details of the URN process.

Stage 5

•Receiving organisation to contact transfer organisation.

•Receiving organisation to return completed URN form to SMPS (Salisbury Managed 

Procurement Services) as per the introductory email. 

