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Introduction 
 

Apprenticeships are a way into a profession and have been the subject of much debate and change in 
recent times.  This is due to 3 factors, all part of the United Kingdom (UK) Government’s hope to create 
3 million apprenticeships by 2020: 
 

1. The protection of the term apprenticeship in the Enterprise Act  
2. The introduction of the Apprenticeship Levy from April 2017 and 
3. The transition from employer-designed Specification of Apprenticeship Standards for England 

(SASE) to employer-led Trailblazer Standards and Assessment Plans led by Trailblazer 
(employer) groups 

 
Skills is a devolved policy so the evolution of apprenticeships and the target for 3 million 
apprenticeships applies to apprentices who spend at least 50% of their time working in England.  The 
other countries that make-up the UK have their own skills programmes that are unaffected by the 
move to Trailblazer Standards and Assessment Plans. 
 
The Payroll Administrator Apprenticeship is live in 2018 under the new Standard and Assessment Plan 
regime.  This document by the Global Payroll Association serves as an introduction to the 
Apprenticeship but is not a replacement for the full information on the Institute for Apprenticeships 
(IFA) Website. 
 

Level 
 
Apprenticeships have equivalent educational levels: 
 

Name Level Equivalent educational level 

Intermediate 2 GCSE 
Advanced 3 A level 

Higher 4, 5, 6 and 7 Foundation degree and above 
Degree 6 and 7 Bachelor’s or Master’s 

 
Some apprenticeships also include a qualification in addition to the apprenticeship qualification.  The 
Payroll Administrator Apprenticeship is a level 3 apprenticeship and there is no additional qualification 
gained nor is there a requirement for a payroll qualification. 

Funding Band 
 
The Payroll Administrator Apprenticeship has been allocated Funding Band maximum of 9 (£9,000).  
The Funding Band maximum determines the maximum amount of Levy funds that can be used to pay 
for apprenticeship training and assessment for apprentices that work at least 50% of  the time in 
England. 
 
It’s very important for employers to read the apprenticeship funding rules for information on what 
Levy monies can and cannot be used from the Levy apprenticeship account.  The £9,000 is not an 
indication or guide to the amount a provider can charge for their apprenticeship delivery option.  
 

https://www.instituteforapprenticeships.org/apprenticeship-standards/payroll-administrator/
https://www.gov.uk/government/publications/apprenticeship-funding-and-performance-management-rules-2017-to-2018
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Payroll Administrator Standard 
 
This is an overview document intended to be read by employers, potential apprentices and parents.  
It provides an outline of the Apprenticeship stating what the Payroll Admini strator will be able to do 
at the end of the apprenticeship in terms of the knowledge, skills and behaviours that have been set 
by the Trailblazer group.   
 
These can be described as follows: 
 

Learning Description 

Knowledges 
These are the things that an administrator must know to be able to do the job of a 
payroll administrator.  For example the knowledge of legislation, payroll rules and 
procedures and how to use a payroll system  

Skills 

These are the things that a payroll administrator will be able to do with the 
knowledge that they have gained, i.e. applying the knowledge.  For example the 
skill of analysing the payroll data, planning what to do with it and actually using a 
payroll system 

Behaviours 
These are the things that define how an employer would expect a payroll 
administrator to behave in the role.  For example they wold expect them to be 
adaptable, ethical and professional 

 
The Standard was approved in March 2018 and is on the IFA’s Website.  

Payroll Administrator Assessment Plan 
 
The Standard gives an overview but for the apprenticeship to be approved it must be accompanied by 
an Assessment Plan.  This expands on Standard and breaks the elements down into individual learning 
outcomes.   
   
Its purpose is to also tell the independent assessment organisation awarding the apprenticeship 
qualification how the learning outcomes will be assessed.  There are three  assessment methods 
covering some or all of the learning outcomes: 
 

1. Multiple-Choice questions  
2. A Role Simulation and 
3. A Professional Discussion 

 
This has also been approved and is contained on the IFA Website. 
 
The rest of this document looks at the wording in the Standard that are expanded as individual learning 
outcomes in the Assessment Plan.  Using the above colours, we have also indicated how each of these 
learning outcomes will be assessed.  Using the information for the above documents will let employers 
and employees get a complete overview of the apprenticeship 
 
 
 
 

https://www.instituteforapprenticeships.org/apprenticeship-standards/payroll-administrator/
https://www.instituteforapprenticeships.org/apprenticeship-standards/payroll-administrator/
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Knowledge 
 

Business and Customer Awareness 
 
Standard 
 
The payroll function is different depending on the sector in which the organisation is operating.  In 
order to create, process, validate and report payroll-related information, it is essential to know the 
environment in which the organisation exists.   
 
Understand and appreciate that this awareness information is crucial to recognising customer and 
supplier needs and obligations, both internal and external 
 
Learning outcomes 
 

 Recognise the organisation as a whole in terms of the UK sector in which its products and 
services fit 

 Identify any constraints and obligations that may apply to the business as a result of the above 
knowledge 

 Outline how the organisation complies with any constraints and obligations 

 Describe how the payroll department helps contribute to the organisation’s operation within 
this particular sector 

 Recognise the relevant ‘customer’ base within the organisation (e.g. employees, clients etc) 
and describe how the payroll department meets its obligations  

 Understand how the payroll department interacts with other functions within the 
organisation (e.g. accounts, pensions, IT, audit and HR) 

 Understand how the payroll department interacts with other functions external to the 
organisation (e.g. HMRC, TPR, HMCS etc) 

 

Payroll (Core)  
 
Standard 
 
The overall purpose of the function is to process payrolls on time and accurately.  This requires a wide 
overview of many different activities that will or may be encountered.  For example: 
 

 The legislative framework surrounding payroll, employment and pensions 

 Devolution in the UK 

 The different types of workers in the UK 
 The different types of pay that exist (gross, taxable, National Insurance applicable etc), 

statutory payments and deductions, Court Orders and the Construction Industry Scheme (CIS) 

 Real Time Information (RTI) 
 Benefits-in-Kind 

 Gender Pay Gap Reporting 
  
Gain familiarity, knowledge and an understanding of these core elements 
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Learning outcomes 
 

 List the overriding legislation in respect of the following areas and describe why it is important 
to have a working appreciation of these: 

o Employment law (including relevant case law) 
o Payroll law (i.e. tax and Social Security legislation) 
o Pension law (specifically for workplace pensions / Auto-Enrolment) 

 Describe the impact of devolution on the payroll function 

 Identify the following at your workplace: 
o Pay methods (cash, BACS etc) 
o Pay frequencies (weekly, monthly etc) 
o The payroll deadlines for each payroll  

 Recognise and distinguish between the following different types of worker that may exist in 
the payroll function and how the differences impact the payroll function:: 

o Employee (essential) 
o Apprentices 
o Deemed worker 
o Self-employed 
o Pensioner 
o Worker 
o Office holder  
o Volunteers  

 Describe the following types of pay and discuss how these are derived: 
o Gross  
o Taxable pay 
o NI’able  
o Pensionable  
o Pay for the Apprenticeship Levy 
o Pay for Student Loan deductions 

 Describe each of the Real Time Information (RTI) submissions and explain their purpose in the 
payroll function 

 Recognise and describe the following statutory payments and deductions:  
o Income Tax 
o National Insurance Contributions (including directors’)  
o Student Loans 
o Statutory Sick Pay (SSP) 
o Statutory Maternity Leave and Pay  
o Statutory Adoption Leave and Pay  
o Statutory Paternity Leave and Pay  
o Statutory Shared Parental Leave and Pay 
o The Apprenticeship Levy 

 Recognise the principles of the Construction Industry Scheme (CIS)  

 Recognise the principles of benefits in kind (including payrolling), OpRA and year-end 
reporting obligations 

 Recognise the principles of Court Orders in the United Kingdom 
 Recognise and describe Gender Pay Gap Reporting as it may affect the payroll function 

 Identify and describe the relevant sources of guidance 

  



© 2018 The Global Payroll Association, Inc.; All Rights Reserved 

 
 

 

 

Pensions for payroll 
 
Standard 
 
The Payroll and Pension professions are intrinsically linked.  Achieve an overview o f the pension 
landscape as it affects payroll, for example the different types of schemes, the UK systems of tax relief 
and the relevance of the State Pension.   
 

Further, a broad understanding and appreciation of the structure of workplace pensions / Auto-
Enrolment is fundamental.  This includes the key rules, roles and administration responsibilities as per 
guidance produced by The Pensions Regulator 
 
Learning outcomes 
 

 Recognise the relevance of the State Pension in terms of: 
o Age reforms 
o State Pension reforms 

 Define the different types of pension scheme arrangements and key terminology: 
o Defined Contribution 
o Contract-based and occupational trust-based schemes 
o Defined Benefit 
o Public Sector 
o Personal  
o Additional Voluntary Contributions 

 Describe the UK system of pensions tax relief including: 
o Net Pay Arrangement schemes 
o Relief at Source schemes 
o Interaction with OpRA 
o Annual Allowance 
o Lifetime Allowance 

 Broadly describe pensions flexibility  
 Recognise the key differences when administering pension payrolls in terms of: 

o NI position 
o Tax position 
o Payslips 

 Understand, explain and interpret workplace pensions / Auto-Enrolment in terms of: 
o The employer’s role in pension provision 
o Staging / duties start date 
o The qualifying pension scheme, including self-certification  
o Declaration / re-declaration of compliance  
o Employer duties for different workers 
o Qualifying earnings and the Automatic-Enrolment processes 
o Deferral, Opt ins / outs and cessations 
o Monitoring worker status and Re-Enrolment 
o Communicating with different workers 

 Identify and describe the relevant sources of guidance 
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Technical Payroll 
 
Standard 
 
To ensure the organisation meets its payroll-related statutory and contractual obligations, understand 
the technical aspects of payroll for the accurate calculation of gross through to net pay.  This includes 
the calculation of the statutory payments and deductions, including voluntary deductions  
 
Learning outcomes 
 

 Recap of the different types of worker 
 Recap of the different types of pay 

 The new starter 
o The P45 
o The Starter Checklist 
o No or late P45 / Starter Checklist 
o Pension payroll starters 
o Deemed worker starters 

 Voluntary deductions (e.g. union subscriptions)  

 Statutory deductions 
o Manual calculation of Income Tax 
o Manual calculation of pension contributions 
o Manual calculation of NICs (not including directors’) on all category letters  
o Manual calculation of sickness and child-related payments (e.g. SSP, SMP) 
o Manual calculation of Student Loans 
o Manual calculation of the Apprenticeship Levy 

 Gross to net calculations 

 Overpayments and underpayments 
 The leaver 

o The P45 
o Payments after leaving 

 Processes and obligations after the payroll run: 
o Reconciliation 
o RTI 
o Obligations to internal and external organisations (i.e. accounts, audit, pension 

schemes etc) 

 Identify and describe the relevant sources of guidance 
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Regulation and Compliance 
 
Standard 
 
Payroll is governed by regulation and compliance standards which must be applied in the workplace.   
 

A Payroll Administrator will understand how to apply the regulatory, compliance and legislative 
environment for the technical payroll aspects above.  This is in respect of the impact in their role for 
both the organisation and the payees, including data protection / confidentiality  
 
Learning outcomes 
 

 In respect of statutory regulation and compliance, describe the fundamentals of payroll 
processing at their organisation  

 Identify and document the main taxation, Social Security, employment and pensions 
legislation that exists in the United Kingdom 

 Describe the impact of this legislation on their role, focusing on the obligation to comply and 
the consequences of non-compliance 

 Evaluate the regulatory bodies that publish compliance guidance and recognise those bodies 
that apply to payroll processing at their organisation, including workplace pensions 

 Identify and document the compliance and penalty regimes that apply to payroll processing 
at their organisation, including workplace pensions 

 Appreciate and apply the principles of data protection / confidentiality at their organisation  
 

Systems and Processes 
 
Standard 
 
Payroll information is created, verified and reported via a combination of systems and processes, such 
as the payroll software itself, finance, HR and IT systems.  A working knowledge of these is fundamental 
to an administrator’s ability to perform their role at the workplace. 
 

A Payroll Administrator will be proficient in the systems and processes that are applicable in their role, 
including at least one piece of computerised payroll software and spreadsheet package, such as 
Microsoft Excel 
 
Learning outcomes 
 

 Identify the main workplace, payroll, HR, pension and accounting systems and processes 
relevant to the job role and evaluate how these support the payroll function 

 With regards the input and validation of data to output of payroll / accounting information, 
explain the occupational proficiency required for at least one computerised payroll system 
used in the workplace  

 If applicable, describe your use of a spreadsheet package such as Microsoft Excel in the 
workplace and, specifically, in your role 

 Describe how the use of systems and processes supports timely and accurate payroll 
processing in the workplace 
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Skills 
 

Planning and Prioritisation 

 
Standard 
 
Proactively takes responsibility for planning, organising and prioritising their work load and time in 
order to successfully achieve results within deadlines. Positively performs in pressurised situations 
responding to changes where necessary. Recognises where issues need to be escalated  
 
Learning outcomes 
 

 Awareness, understanding and adherence to deadlines / process schedules (internal and 
statutory) 

 Understand the impact on the business / employees / clients of deadlines not being met  

 Takes ownership of tasks, prioritises and commits to meet delivery deadlines  

 Is able to re-evaluate tasks when dealing with conflicting and/or changing priorities and 
communicate changes to the required audience 

 Proactively and positively escalates concerns relating to deadlines in a timely manner, 
suggesting solutions 

 

Analysis 

 
Standard 
 
Using the Knowledge requirements in ‘Payroll’ as they apply at the workplace, correctly judges and 
interprets information to make effective decisions on data processing. This is with the overall aim of 
ensuring payroll deadlines are met. Assumes ownership through to resolution, escalating complex 
situations where appropriate 
 
Learning outcomes 
 

 Describe the different approaches available at the organisation to gather and analyse 
information for payroll processing 

 Recognise and outline the different types of query that may be presented from payroll 
customers (such as employees, clients, management)  

 Uses sound questioning and active listening skills to understand customer requirements and 
establish root causes before developing payroll processing solutions to any issues raised   

 Ensures decisions are explained and adequately documented 

 Recognise the potential implications and risks of any action or failure to act 
 Takes ownership of the analysis of payroll data, appropriately escalating complex situations  
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Uses Systems and Processes 

 
Standard 
 
Demonstrates the ability to identify and effectively use the appropriate workplace systems and 
processes required to complete tasks.  For example, to write letters, send and receive E-Mail, analyse, 
input and report on payroll-related data. Example systems may include MS Office, or equivalent, and 
the payroll software used in the workplace 
 
Learning outcomes 
 

 Perform tasks relevant to the role effectively using the systems and processes that have been 
previously identified, including at least one piece of computerised payroll software and 
spreadsheet package such as MS Excel 

 Demonstrate how the effective use of systems and processes, including at least one piece of 
computerised payroll software and spreadsheet package such as MS Excel, support the payroll 
function’s overall aim of paying on time and accurately  

 Demonstrate how these support the payroll function’s other obligations, both internal and 
statutory, for example the provision of accounting information and the Real Time Information 
submissions to HMRC  

 Demonstrate use of the relevant systems and processes to write letters and / or E-Mails 

 Relate how the use of all systems and processes demonstrate compliance with data protection 
in the payroll function 

 

Produces Quality and Accurate Information 
 
Standard 
 
Effectively apply Knowledge to consistently deliver high quality, accurate data and information in a 
timely fashion. Demonstrates the relevant use of agreed workplace systems and processes to deliver 
quality service to customers on a range of payroll-related queries and requirements 
 
Learning outcomes 
 

 Within the scope of their role, identifies and explains how client / customer needs are met, 
internal and external to the organisation and to the appropriate standards  

 Delivers excellent service using agreed systems and processes 

 Takes ownership for work and applies agreed processes for checking 

 Understand that legislation and procedure changes may impact the production of quality and 
accurate information 

 Identifies and deals appropriately with queries and complaints, following the organisation’s 
processes 
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Team Working / Collaboration 
 
Standard 
 
Within the organisation, recognises and demonstrates their own role within the team and the impact 
of their actions on others working in it. Consistently collaborates and supports colleagues within the 
team to achieve results whilst also being able to work independently. Builds and maintains positive 
relationships within their own team and across the organisation 
 
Learning outcomes 
 

 Identifies their role within the team and its impact on other team members 

 Operates within own parameters, demonstrating an understanding of the impact it has on the 
wider team 

 Develops and maintains strong working relationships with team colleagues  
 Supports team colleagues and collaborates to achieve results 

 Seeks advice from wider team members when appropriate  
 

Communication and Engagement 
 
Standard 
 
External to the organisation, recognises stakeholders and demonstrates appropriate professional 
communication and engagement methods. For example, this may include employees if the payroll 
function is performed in-house or may include clients if operating in a bureau-type operation. Further, 
this will include liaison with payroll representative bodies and stakeholders such as HMRC and The 
Pensions Regulator. Deal with queries in an efficient and professional manner, ensuring positive 
relationships are built and maintained 
 
Learning outcomes 
 

 Identify the stakeholders external to the payroll department, for example employees (if the 
payroll is processed in-house) and clients (if processing in a bureau-type environment). Plus, 
this will include stakeholders such as HMRC, third-party benefit providers and The Pensions 
Regulator 

 Identify the appropriate communication media for each stakeholder for each situation, for 
example ‘phone, face-to-face, E-Mail and letters 

 Communicates and engages professionally, accurately and appropriately, respecting the 
principles of data protection (GDPR) and confidentiality  

 Builds and maintains trust and sound relationships 
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Behaviours 
 

Ethics and Integrity 

 

Standard 
 

Truthful, sincere and trustworthy in all actions and interactions, maintaining confidentiality at all 
times. Consistently respects others and meets the ethical requirements of the payroll profession 
 

Learning outcomes 
 

 Describe the professional ethical standards relevant to the sector, organisation and role (for 
example, confidentiality) 

 Demonstrate integrity in line with company values whilst adhering to the legal requirements 
of the profession  

 Demonstrate respect, sincerity honesty and transparency in actions at all times  

 Respect and adhere to the ethical principal of confidentiality 
 

Adaptability 
 

Standard 
 

Listens, learns and adapts positively to changing priorities and working requirements. Accepts change 
and demonstrates the flexibility to maintain high professional standards in a changing environment  
 

Learning outcomes 
 

 Describe typical changing priorities and changing working requirements 
 React and actively respond to business change / challenges 

 Adapt effectively as change happens, querying where unclear  

 Demonstrate flexibility and maintain high standards 
 

Professional Scepticism 

 

Standard 
 

Has the ability and confidence to use sound questioning and verification techniques on receipt  of 
payroll-related information in the workplace.  This is with the overall purpose of being alert to any 
possible misstatement of factual information due to error or fraud  

 

Learning outcomes 
 

 Describe the possible issues faced by the payroll function that requires the use of Professional 
Scepticism (e.g. unclear advice, incorrect advice, incomplete information etc)  

 Identify the problem-solving techniques to apply in the given situations (e.g. listening, 
questioning etc) 

 Demonstrate investigative thinking, suggesting viable solutions to issues that arise 
 Take ownership through to resolution, escalating complex situations where appropriate  
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Proactivity and Enthusiasm 
 
Standard 
 
Displays energy and enthusiasm in performing the role, staying resilient under pressure. Takes 
responsibility for their work, accepting feedback and dealing positively with setbacks and challenges 
when they occur. Takes responsibility for their own personal development 
 
Learning outcomes 
 

 Consistently demonstrate a self-motivated ‘can-do’ attitude when performing the role, 
staying positive under pressure 

 Persevere with a task through to completion, developing interpersonal and practical working 
throughout the apprenticeship 

 React positively to constructive feedback 
 Seek advice and support where appropriate 

 

Professional Development 

 
Standard 
 
Adopts a positive approach to maintaining and developing knowledge and skills through a range of 
methods, for example workplace learning, research and professional courses. Embraces opportunities 
for continuous professional development and actively records development in both their current role 
and throughout their career in the payroll profession 
 
Learning outcomes 
 

 Illustrate the importance of keeping up-to-date with knowledge and skills relevant to the job 
role 

 Take ownership and seek ways in which to develop knowledge and skills within the role  

 Demonstrate commitment to continuous professional learning and development 
 Progressively develop their own career throughout the apprenticeship as a result of  

professional learning 
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Assessment Summary 
 
The following is taken from the Assessment Plan and shows how each of the knowledge, skills and 
behaviours learning outcomes will be assessed using the assessment methods:  
 

 Multiple-Choice (MC)  
 Role Simulation (RS) 

 Professional Discussion (PD) 
 

Standard Type MC RS PD 
Business and Customer Awareness Knowledge    

Payroll 

Core Knowledge    

Pensions Knowledge    
Technical Knowledge    

Regulation and Compliance Knowledge    
Systems and Processes Knowledge    

 

Planning and Prioritisation Skill    
Analysis Skill    

Uses Systems and Processes Skill    
Produces Quality and Accurate Information Skill    

Team Working and Collaboration Skill    
Communication and Engagement Skill    

 

Ethics and Integrity Behaviour    
Adaptability Behaviour    

Professional Scepticism Behaviour    
Proactivity and Enthusiasm Behaviour    

Professional Development Behaviour    

Grading 
 
The Assessment Plan says assessors must first grade the Multiple-Choice and award a grade of either 
Fail or Pass.  Then the Role Simulation and Professional Discussion are graded and awarded a Fail, 
Pass, or Distinction, combining all to determine the overall grade: 
 

 A Fail at any stage will result in an overall Fail of the Apprenticeship.   

 To Pass the overall apprenticeship, the Apprentice must achieve at least a Pass in all three 
assessment methods  

 An overall Distinction is given only where a Distinction is obtained in the Role Simulation and 
Professional Discussion and at least a Pass is obtained in the Multiple -Choice: 

 

Assessment Component Grade Grade Grade Grade Grade Grade Grade 
Multiple-Choice Fail Pass Pass Pass Pass Pass Pass 

Role Simulation N/A Fail Pass Pass Distinction Pass Distinction 
Professional Discussion N/A N/A Fail Pass Pass Distinction Distinction 

Overall grade Fail Fail Fail Pass Pass Pass Distinction 


