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What is Off the Job Training?

 Off-the-job training is a statutory requirement for an English apprenticeship. 

 It is new learning which is received by the apprentice, during the apprentice’s normal working hours, for 
the purpose of achieving the knowledge, skills and behaviours of the approved apprenticeship standard 
referenced in the apprenticeship agreement. 

 By normal working hours we mean paid hours excluding overtime.

 The training is required to help the apprentice become fully occupationally competent in the workplace. 
Therefore, it is reasonable that the apprenticeship should be delivered during the apprentice’s normal 
working hours. 

 Off-the-job training must be about gaining new Knowledge, Skills and Behaviours in line with the 
apprenticeship standards. 
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Why is off-the-job training important?

  Prepare for the workplace 
  Learn fundamentals and underpinning principles 
  Learn safe working practice 
  Cover the breadth and depth of knowledge and skills required for the range of opportunities available 
  Building learners’ knowledge sequentially 
  Add value in the workplace
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What can be included in Off the Job Training?
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Why are column 1 activities most valuable?
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Example entry for 
column 1?
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Example entry for 
Column 2 ? But 
can you spot the 
error’s ?
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How can you use Column 2 effectively?

For Example:
You can take the knowledge 
that you have gained from 
these methods -

You can then take that knowledge away 
and showcase your skills in that area.
For example: You may learn about IT 
systems that can be used so you would 
take that and shadow the use of 
different systems within your 
organisation

Version 3 - Sep 2024



Example entry 
for Column 3?
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Some not so good examples
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A Learning Journal must not exceed 7.5 hours/450 
minutes 

An auditor will see this as incorrect time recorded; time must be no more than 450 minutes in one entry. Tutor will ask you to 
reduce this or add a 2nd entry for a different date, so you don’t lose time. For example, if you spent 10 hours over a week doing 
an assignment, you will be required to do separate journals for the time spent explaining what you have learnt, the impact and 
retention of the knowledge. 

Where an entry is completed through the assessment, tutor will work with you to amend the entry and log the correct time. 
Ideally avoid this and just record a separate journal again logging no more than 450 minutes. 
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Correct time recorded @7.5 hours or less
An auditor will accept this entry logged, with the supporting learning 
Journal mapped to criteria. Learner journal not shared due to GDPR 
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What are the rules and what can’t be counted?

The apprenticeship funding rules state that off-the-job training does not include:

• Training to acquire knowledge, skills and behaviours that are not required in the standard or framework.

- Example – You are completing a Business Administration level 3 Standard and you complete a driving course. This is great 
for your personal achievements but would not be relevant to your standard or framework.

• Apprenticeship progress reviews or on-programme assessment required for an apprenticeship framework or standard.

• Training which takes place outside the apprentice’s normal working hours.

• English and maths (up to level 2) which is funded separately.

• Safeguarding activities – Such as the monthly safeguarding quiz.
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What are the rules and what can’t be counted?
Further information to be aware of –

• Training which takes place outside the apprentice’s normal working hours.

- Example – You must ensure that you are only completing your apprenticeship work through the hours you work. If, for 
example, you complete work outside of these hours you need to ensure that you have obtained permission previously 
from your manager as you will need to claim these hours back. You must also ensure that you are stating that in your 
learning journal entry.

• Safeguarding activities – Such as the monthly safeguarding quiz.

- Example – Safeguarding - Working from home course – Within certain standards and frameworks this can be used as it 
will be relevant to modules such as ‘relevant regulations and policies’. It is vital that if you are inputting this as Off The Job 
time that you are focusing on the 3 I’s and linking this to the relevant criteria.

• Apprenticeship progress reviews or on-programme assessment required for an apprenticeship framework or standard.

- If an 8 week review is carried out through a training session then you need to deduct the time the review has taken from 
the entry. You can only use the time it took for the training session.
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3 I’s – Are you using them?

Focus on the 3 questions when writing your reflection:

1. Intent: What have you learnt from the learning activity?
3. Implementation: How will you implement the learning 
into your job role?
4. Impact: What impact will the learning have on your job 
role?
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Ensure that you are linking your entry to the criteria to show where it is relevant to 
your apprenticeship.

Criteria – Are you linking your entries?

1 – Once you have written 
your reflection choose the 
criteria button.

2 – Look through the criteria and 
choose those that are relevant to 
what you have completed your 
reflection about. 
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How you can keep up to date with your journal – Hints and tips

• Double check the time – change between AM and PM

• Meaningful Titles and correct category 

• Make sure you have no duplicate entries.

• Make sure there are no time overlaps.

• Use the 3 I’s as a guide.

• Use the visual guidance on your OneFile portfolio.

• Make time to complete your journal.

• Speak to your tutor if you need any guidance.
• You should be adding at least one entry every week at a minimum. 
• If you have a whole day a week for your apprenticeship then make 

sure you are logging everything you have done that day.
• Keep a notebook on your desk and make notes throughout the week 

so that you don’t forget what you have done or record In your diary  
• Consider using time management strategies to keep you focused 
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Functional skills learning journal 

If you are completing FS Maths and/or English, you will need to 
complete a learning journal.

You have 55 hours to complete each element, typically over 6 
months. 
This equates to approx. 2.5 hours a week, this is additional to 
your off the job learning for your standard. 
Your tutor will track how many hours you are completing through 
your learning journals and advise as required. 
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Functional skills learning journal 
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