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Introduction
This resource is designed to support both the AWD live sessions, including topics such as "Working Successfully with Employers," planning effective curriculum design, and "Integrating On-the-Job and Off-the-Job Learning/Training." It is also intended to support the Apprenticeship Action Groups (AAGs).
This tool focuses on improving apprenticeship outcomes through an impactful training plan, allowing AAG members to refine their processes and enhance the quality of their apprentices’ training plans.

Purpose of this resource
Adopting and implementing a successful training plan is vital to the success of apprenticeships within your organisation.
Training plans are an essential part of delivering effective apprenticeships and have both quality and compliance impact. They must be agreed between the apprentice, provider and employer and show the journey ahead, establishing expectations of what is going to be delivered within the programme.

How to use this resource
This document is a guide to using the suggested training plan sourced from direct.gov.uk. 
It equips you to complete the spreadsheet accurately and make informed decisions that will enhance the overall apprenticeship experience. 
Use this resource as a reference to ensure that the key aspects of the training plan process are understood and implemented effectively.
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Training plans
The key objectives of a training plan are to:
· Identify relevant stakeholders within the programme
· Identify planned training content, including functional skills where required, assessment and end point assessment 
· Explain the method of delivery including off-the-job (OTJ) training and other activities considering any reasonable adjustments necessary under the Equality Act 2010[footnoteRef:2] [2:  If a training plan does contain details of learning difficulties, disabilities and the presence of any learning support or reasonable adjustments then the apprentice should have consented to this. If there is not consent, then details of any support or adjustments should be in a separate document – See Funding Rules 24/25] 

· Agree the objectives and the method
· Allow for the re-agreement of material changes to the training plan.


Providers will often design their ‘own’ training plans and integrate them with learning management tools. Although there are minimum expectations of what the plan must include from a compliance perspective, it is common practice to enhance a training plan to provide greater transparency of the planned programme and set clearer expectations for employers and apprentices. There is a template training plan made available by the Department for Education, which is used by many providers as a baseline to meet the funding rules and establish quality fundamentals. 
This guide is designed to supplement the guidance within the template and gives users the confidence to use it effectively and make enhancements where they wish to. 

The non-mandatory template available from the ESFA
The template, available here[footnoteRef:3] is updated at least annually and is formed of four sections shown within a Microsoft Excel spreadsheet.  [3:  The training plan template can be found within the Apprenticeships: off the job training guidance documents available on .gov https://www.gov.uk/government/publications/apprenticeships-off-the-job-training ] 

· A cover sheet that shows the stakeholders within the apprenticeship and their signatures to demonstrate agreement.
· A list of key policies relevant to the stakeholders.
· Commitments to the programme.
· A plan of training that shows the content of the programme and method of delivery.

The template is editable using excel including the ability to add or remove content and/or personalise the template to the provider’s own policies and approaches. 
[image: ]Fig 1-3 – Extracts from the spreadsheet
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The sections of the template
Tab 0: Notes 
The purpose of this tab is to give advice on how to complete the tabs of the sheet and relevant notes for fields of the tab to help the provider record the right information. 

Fig 4: The notes tab
[image: ]
The notes will be updated based on the version of the template that is used. The link where the spreadsheet is held on .gov will only show the latest version of the sheet. 
These notes are referenced in the other tabs and we will address these in the individual sections below. 

Possible enhancements:
· If you add content to the template, you will always benefit from giving user guidance for those completing the form. If you add content or sections to the template, then consider additional notes explaining how to complete the additional components. 





Tab 1: Cover Sheet
The purpose of this tab is to detail the named parties to the agreement: the apprentice, the employer and the provider.
The provider may choose to add logos or additional information here if required.
Note: the provider is responsible for the relationship with the employer and the development of the training plan, even if the training is contracted out to a sub-contractor.

Fig 4 – Cover sheet tab
[image: ] 
Critical components:
1. It is essential that the apprentice, provider and employer sign this plan. Without signatures on your training plan then your funding would be at risk.
2. If details of any stakeholders are not known at the start you would be expected to add these and ensure the parties of the plan are aware of the change. 
3. If the apprentice does not consent to the employer knowing about their care leaver status or learning support status, then ensure you do not include this in the apprentice details section or anything in sight of the employer.
4. All parties should receive a copy of the plan and any agreed updates.
Key benefits:
1. The benefits of capturing all key details are to ensure that on the front sheet of the plan, you can easily find and reach any individual relevant to the service you are providing, this could include service recovery if things are not going well. 
2. Keeping a copy of the latest version allows you to know what has been agreed upon and what the current plan is. 
Possible enhancements:
· It is good practice with any signature field to have a declaration of what is being agreed to within the signature. You could consider adding a line to signature fields like “I agree to the content of this training plan”.
· If learning support or reasonable adjustments are being provided, if the apprentice has consented to the employer knowing then you could consider the addition of this stakeholder to the sheet. If you do not use subcontractors, you could replace the delivery subcontractor fields (it is possible to overwrite onto the sheet). 
· The addition of a version number and date to the plan is a good idea, it makes it easier to know which is the latest version when completing compliance checks.


Tab 2: Key Policies
The purpose of this tab is to allow the provider to cover any pertinent information that the apprentice and the employer need to be aware of. It is important to consider that the training plan is usually the main document that all the key parties of an apprenticeship agree to, so the awareness of this information can be confirmed robustly by addressing it in the plan. It is not the means to solely deliver awareness of key policies, it is the place where they are confirmed as known. 
Fig 5 – Key Policies tab
[image: ]

This might include policies such as safeguarding, health and safety and the complaints procedure that the apprentice and employer can use.
This tab can be adapted as required and hyperlinks to policies are encouraged so that everything is available in one place.
Relevant employer policies should have been discussed on entry to employment (between the employer and apprentice) but it may be appropriate to recap information here if relevant to apprenticeship (e.g. time off for study).
It is not common for apprentices to have access to the contract for services between a provider and employer, so many key terms, conditions and contractual requirements as well as key policies may not be known. Many of these carry a real significance day to day, including safeguarding arrangements and the application of health and safety. 


Critical components:
1. Ensure that apprentices and employers are aware of the policies you choose to feature here.
2. If you do not use hyperlinks to policies, ensure it is clear where they can be accessed.

Key benefits:
1. With the training plan being signed as agreed you can confirm that all parties are aware of the key policies that apply to them.
2. If hyperlinks are used, then individuals have easy access to the policies and gives parties a better understanding of their rights within the programme. Likewise ensuring you have access to the most up-to-date version.



Possible enhancements:
Consider the policies you want parties to be aware of and update the template accordingly. These will naturally feature in your onboarding/induction processes.
Consider adding the version number or date of the policy.
Many providers will also detail the arrangements and confirmation of delivery of the other elements of their programme induction elements within their training plan, or merge content from apprentice or employer handbooks into their training plan directly. 
With key policies, however, it should be considered whether policy elements such as your approach to explaining the requirement to release for all OTJ training or defining what would be a withdrawal, may be better included in the plan’s commitments or agreements to the programme.
Consider adding your policies on: “Providing reasonable adjustments for individuals with disabilities or special educational needs”, “Participation and attendance” and “Break in learning and programme transfer”. 
It is good practice to ensure that sufficient time is given in the onboarding process to ensure these policies are clearly explained and understood. 



Tab 3: Commitment to the programme (roles and responsibilities)
The purpose of this tab is to outline the commitment being made by each party - this should be discussed during the initial assessment /onboarding but can be documented here as part of the training plan if preferred.
The template does identify the following passage: “The lines inserted are requirements of the apprenticeship funding rules. These must not be edited”, however, if the funding rules have been updated following the production of the current live template version then you may need to update these terms. 
The parties may choose to add additional requirements/commitments on a separate sheet e.g. around punctual attendance, and behaviour. Note that these are not required by the Apprenticeship Funding Rules.

Fig 6 – Commitment to programme tab provider obligations
[image: ]
Critical components:
1. The declarations should be initialled or confirmed to ensure you meet the relevant funding rules at the time.
2. The initial should occur only when the element asked about has been actioned.
3. The sections are broken down into provider obligations, employer obligations and apprentice obligations, the initial should ideally be that of the relevant party.

Fig 7 – Commitment to programme tab employer obligations
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Fig 8 – Commitment to programme tab apprentice obligations
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Key benefits:
1. The initials can provide evidence that key funding rule terms have been met, though in some cases additional evidence or declaration may give you greater assurance of meeting the rules.
2. The employer initials give you confirmation of employer agreement to key terms such as agreeing to the volume of OTJ training and release for maths and English delivery where required.

Possible enhancements:
Though the terms are linked to funding rules, rather than use the ‘initial once agreed / actioned’ function, some providers amend the terms to confirmatory statements that the element has been checked with fewer confirmatory initials. 
It is advisable to supplement these commitments with additional “agreements” to specific policy elements that are important to your programme, for example, 
· what you would define as automatic withdrawal, 
· the expectations relating to active learning, 
· the process for changing employer and its potential impact on the programme, 
· clarification that the apprentice is aware of minimum wage laws and is lawfully paid (with a hyperlink to relevant guidance), 
· that self-employment would necessitate withdrawal. 


Tab 4: Plan of training
The purpose of this tab is to outline the plan of training. It is the central and most critical part of the spreadsheet (alongside signatures). If the plan of training changes, then a new tab 4 should be signed by, and distributed to all parties. The original training plan should be kept on file for reference purposes.
Sections can be expanded by adding lines to personalise the training plan.
A useful example is pre-set in the form but should be overwritten with your programme details. 
Fig 9 – The Plan of Training in full
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Key benefits:
1. The content of the plan of training sets up how you will evidence the delivery of OTJ training which is critical to supporting funding claims.

Each section of this tab is addressed below:

Programme details and off-the-job training (OTJT) calculation
Fig 10 – The Plan of Training – Programme details and off-the-job training (OTJT) calculation
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Critical components:
1. The programme details section must be consistent with your ILR and apprenticeship agreement, noting that the apprenticeship end date field would be the expected end of end-point assessment, and this may vary depending on your standard. 
2. The OTJ calculation section will show the minimum hours but note that it also shows the planned. It is the plan that would be agreed within the apprenticeship agreement and ILR
3. Take account of the relevant notes in this area: 
[image: ]
4. Understanding the planned OTJ is a key component of effective curriculum design, it will be consistent with the ‘occupational content/components’ later in the section showing the plan of training. 

Possible enhancements:
· Best practice is to explain the minimum OTJ hours in the OTJ section is the minimum volume of hours required if you are a faster learner but that the planned hours are the hours necessary to complete the curriculum for most learners. 


Recognition of prior learning and English/Maths 
Fig 11 – The Plan of Training – Recognition of prior learning and English and Maths sections
[image: ]
Critical components:
1. Take account of the relevant notes in this area: 
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2. The plan should clarify how prior learning has been applied following the initial assessment and should show at least the original programme total of off the job and total hours, then the chapters, units, modules or tasks removed, and the quantity of hours removed as well as any change in duration, e.g. “8 weeks removed from original full duration”. This will help support your calculations of funding reductions. 
3. The English and Maths section should supplement the ‘occupational content/components’ section, so will commonly show the results of the initial assessment but should not duplicate what would be in the occupational content section. 

Other Possible enhancements:
· Some providers will include the calculation of funding based on prior learning within their training plan though this can, and usually is separate in the evidence pack.



Learning Support and Progress Reviews
Fig 12 – The Plan of Training – Learning Support and Progress Reviews
[image: ]
Critical components:
1. Take account of the relevant notes in this area though note from 1st August the progress review requirement changes from every 12 weeks to every three months but can still be four times a year:
[image: ]
2. If apprentices have not consented to an employer knowing about any learning support needs then this section should not be completed and instead you use a confidential plan shared only with the necessary officers of the training provider. 

Other Possible enhancements:
· With the explanation of progress reviews, some providers will include them as a component in the table of planned training so that their timing and importance are enhanced, this increases ‘buy-in’. 
· With learning support the use of a separate learning support plan is best practice as sufficient space can be afforded to the strategies and adjustments occurring to the specific methods of delivery rather than condensed into the wider training plan template. Ideally, the original training plan template would reference that there is a separate support plan. 



Occupational Content / Components
Fig 13 – The Plan of Training – Occupational Content / Components
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Critical components:
1. There is example content here that should be overwritten.
2. This should be your curriculum and clearly show the activities necessary and the total hours be the total hours of that component and the ‘included in OTJ’ section show these, how many count as OTJ training. 
3. You can show this like the example as ‘module’ or ‘unit’ or ‘chapter’ but it could also be your activities as individual lines.
4. The ‘method’ section must quantify the hours included as OTJ training. It is essential for compliance purposes and your curriculum should be transparent. So, where it says for module 1 in the example ‘8 tutorials x 6 hours’ it is clear how much time is planned. 
5. Some activities in a plan will not count as OTJ hours but will be necessary for the programme (e.g. progress reviews, on-programme assessments and examinations” but are timebound and should be clear in the ‘total hours’ volume but would not be in the ‘included in OTJ’ column.
6. Where subcontractors are used it should be clear where they are involved, you can see in the example that module 3 has delivery by the subcontractor.
7. Generally, be clear on how the apprenticeship is possible within the working environment and is in paid time.
8. The time you expect for maths and English functional skills should be shown here, this will be different for each provider based upon their curriculum model.
9. If you have content in your programme that is not part of the apprenticeship, then you can use the ‘other content’ section.
10. The table will automatically total up the hours of the programme and those included as OTJ, these will then appear on the top of the form in the OTJ section. 



Possible enhancements:
· The method could be broken down in further detail to show activities like assignments, examination, shadowing, mentoring and the other categories of learning activity, being careful to identify those that count as OTJ and those that do not. This will make compliance activities of reconciling OTJ much easier but critically will give apprentices the information of what they should be recording as OTJ in each module/ unit or chapter. 
· Many providers will supplement this tab with a graphical representation of the journey showing month-by-month or week-by-week.
· Illustrate the maths / English curriculum clearly, and make it obvious how this can be achieved
· If you are using other learning management platforms then add a section and explain how these are accessed.
· The training plan is designed to meet funding rules and show the practical training period, but it does not, and ideally would show, the expected activity, expectations and timescales for endpoint assessment. This would help show the full commitment to the programme. 
· The sequence of the programme should match how you intend to deliver and ideally be consistent with how you construct your programmes in any other learning management platforms. 


Occupational Content / Components
Fig 14 – The Plan of Training – Key milestones
[image: ]
Critical components:
1. This is subjective and for a provider to use how they wish. 

Possible enhancements:
· This could be where a provider shows their delivery timetable or semester pattern but also the components and timing for endpoint assessment.
· Graphic visualisations are useful here.
· A good provider will personalise the training plan with individual milestones based upon the apprentice’s targeted objectives, e.g. not simply achieving the qualification but what grades should be targeted based upon their entry position.

General Recommendations relevant to the training plan
1. You must ensure the training plan is signed as agreed by the apprentice and employer, this should be before the actual start of training and should be the result of pre-enrolment processes including initial assessment, you can, however, continue to refine and update training plans following enrolment if changes are agreed.
2. Regularly check for updates to the template and integrate training plans as a key part of your quality improvement cycle.
3. Ensure you regularly check for updates to the apprenticeship funding rules in the section of “the training plan” to ensure these components are included in the format you are using and update your template where necessary.
4. Ensure the latest copy of the training plan is readily available for your delivery and compliance teams, it should be easily findable within your data storage systems.
5. Ensure you maintain data integrity and confidentiality where it applies, access to personal data should be limited to those who require access, manage this in your data use policies. 


Useful links
The training plan template https://www.gov.uk/government/publications/apprenticeships-off-the-job-training
23/24 version 1: https://assets.publishing.service.gov.uk/media/653145c20b5392000da92a22/2023_10_Training_Plan_Template_-_23_24_Rules_v1.0.xlsx
Apprenticeship Funding Rules https://www.gov.uk/guidance/apprenticeship-funding-rules
Apprenticeship workforce development https://www.et-foundation.co.uk/professional-development/apprenticeships/
AWD Programme Brochure: https://www.et-foundation.co.uk/wp-content/uploads/2024/02/AWD-Programme_Brochure_Online_Asynchronous.pdf
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Note (1) The apprenticeship start date may be the same date as the practical period start date (i.e. the date that training with a provider begins – see Apprenticeship Funding 

Rules glossary for definition). This is common for existing members of staff who are already in their job role when they decide to become an apprentice.  In the case of 

an individual who is newly recruited into a business, the apprenticeship start date may be slightly earlier than the practical period start date (i.e. the individual begins 

their job role first and then their training, i.e the practical period, usually no more than 2-3 weeks later). 

Note (2) The date that evidenced training towards the apprenticeship begins (see Apprenticeship Funding Rules glossary for definition). This date can be the same as the 

Apprenticeship Start Date or it can be later. This is the same as the Learning Planned Start Date on the ILR.

Note (3) Practical Period Planned End Date: This is the final planned day of the training period and the point when the apprentice is likely to be assessed as being ready to progress to end-point assessment. 

This is the same as the Learning Planned End Date on the ILR.

Note (4) Apprenticeship Planned End Date: This is the date when the end-point assessment, and therefore the full apprenticeship, is likely to be complete. 

Notes (1) to (4) On the original training plan, these should match the dates entered onto the apprenticeship agreement.  DFE acknowledge that actual end dates might differ from 

planned end dates and that the training plan may be amended during the programme.

Note (5) The provider should enter '30' here for all full time apprentices, even if the apprentice is contracted by the employer to work more (as now shown / recorded in cell 

K14). For part-time apprentices enter the actual number of hours worked that has been recorded at cell K14.

Note (6) The provider should enter the number of weeks the programme will last (without deducting annual leave) rounded up or down as a whole number.  E.g. 1 year 

(minimum) = 52 weeks, 2 years = 104 weeks and so on. For part time apprentices this should be extended in accordance with the Apprenticeship Funding Rules.

Note (7) Statutory leave (of 5.6 weeks per 52 weeks for all apprentices) should be deducted from the calculation for off-the-job training. The template will automatically 

calculate this based on the number of weeks entered as the duration but this field can be overwritten if needed.

Note (8) Based on the information entered in (5), (6) and (7) the form will automatically calculate the minimum number of hours that should be delivered (rounded up or down 

as needed) for the programme to be compliant. The minimum for a 12 month/52 week programme (after statutory leave) is 278.4 hours (rounded down to 278 hours).

Note (9) Some apprentices and standards will need more than the minimum requirement to develop full occupational competence (see note 8). A provider can enter here what 

they plan to deliver. The planned volume of training hours must be supported by the initial assessment. 

Note (10) This section is free text and can be used to describe any analysis of prior learning and how the programme has been adjusted accordingly. You can keep a separate 

record of this if preferred.

Note (11) This section is free text and can be used to describe any analysis of English and maths and how the programme has been adjusted accordingly. You can keep a separate 

record of this if preferred.

Note (12) This section is free text and can be used to describe any analysis of learning support and how the programme has been adjusted accordingly. You can keep a separate 

record of this if preferred.

Note (13) Progress reviews must take place at least 4 times per year. These must be carried out at least every 12 weeks (unless there is an evidenced delivery reason, such as 

module length, to adopt an alternative frequency). Alternative frequencies must be agreed with the employer. This section can be used to document the progress 

reviews, or to provide a brief description of the format and frequency of the progress reviews, and how ad-hoc reviews can be arranged etc by the parties.  You can 

keep a separate record of this if preferred.

Progress Reviews:

English and Maths:

Learning Support: 

Hours Per Week: 

Apprenticeship Start Date: 

See above

Weeks On Programme:  

Statutory Leave:  

Minimum Off-The-Job Training Calculation: 

Prior Learning:  

Practical Period Start Date:

Planned OTJ Hours
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TRAINING PLAN: COVER SHEET

“This Training Plan sets out the agreement being made between the apprentice, the employer and the provider detailed below and n Tab 4.

Iesets out:
Tab 1- Details of al elevant parties Tab 3 - The commitment from each party to the apprenticeship.
Tab 2 - Relevant provider policies that the apprentice (and employer) should be made aware of Tab 4 - The agreed plan of raining

‘Apprentice Details Employer Details (Manager of Apprentice)
Neme: Xoooox Emait ooooor Neme: Xooooox Emi oo
Position Xoooox Telephone: oo Position Xooooox Telephone: oo
Company: oo NI Number: oo Company: Xooooox

Address 1 Xoooox Date of Birth: oo Address 1 Xooooox

Address 2 Xoooox Care Leaver: Yes/No Address 2 Xooooox

Town/Postcode: Yoo Learning Support:  Yes/No Town/Postcode:  Yoooonx

Signawre: Date: Signature:

Provider Details End Point Assessment Organisation (For information)

Neme: Xoooox Emait ooooor Neme: Xooooox Emi oo
Position Xoooox Telephone: oo Position Xooooox Telephone: oo
Company: oo Company: Xooooox

Address 1 Xoooox Address 1 Xooooox

Address 2 Xoooox Address 2 Xooooox

Town/Postcode: Yoo Town/Postcode:  Yoooonx

Signature: Date:

Delivery Subcontractor 1 (For information) Delivery Subcontractor 2 (For information)

Neme: Xoooox Emait ooooor Neme: Xooooox Emi oo
Position Xoooox Telephone: oo Position Xooooox Telephone: oo
Company: oo Company: Xooooox

Address 1 Xoooox Address 1 Xooooox

Address 2 Xoooox Address 2 Xooooox

Town/Postcode: Yoo Town/Postcode:  Yoooonx
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TRAINING PLAN: KEY POLICIES CHECKLIST

1
2
3
4
5
6
7
8
9

12 Key Provider Policies: Checklist Initial and Date Once Discussed
13
14 Employer Apprentice

15 |Code of conduct

16 Health and safety policy

17 |Equality and diversity policy

18 Harassment and bullying policy

19 Safeguarding and prevent information
20 |Complaints procedure

21 |Business continuity

22 letc
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s TRAINING PLAN: COMMITMENT TO THE PROGRAMME (ROLES AND RESPONSIBILITIES)

9

Initial Once Agreed/Actioned

al assessment to check the eligibility of the apprentice, including that:-
The apprentice has an el e residency status and the right to work in England.

15 The apprentice is not self-employed or a sole trader.

16 The apprentice is not undertaking another apprenticeship or will benefit from DFE funding during their apprenticeship programme (including student loans).
17 The apprentice spends at least 50% of their working time in England.

18 The apprentice has not been asked to financially contribute towards the apprenticeship.

19 The apprentice has a separate identifiable line manager to undertake the role of the 'employer'.

0 |2. Conduct the following checks with the employer:-

1 The employer was offered (for new recruits) the option of the free Recruit An Apprentice service.

2 The employer has a contract of employment with the apprentice which is long enough to complete the apprenticeship successfully (including end-point assessment).
3 The employer and the apprentice have signed an apprenticeship agreement.

4| The employer is paying the apprentice a lawful wage.

5 The employer has agreed that the apprenticeship is the most appropriate training programme for the individual.

6 The employer will allow the apprentice to complete their off-the-job training (and English and maths if required) during normal working hours.
7 The employer will give the apprentice appropriate support and supervision and the opportunity to consolidate new learning in the workplace.
8 The employer will take part or be given the opportunity to provide input into progress reviews.

9 |3. Develop a plan of training, for consultation and agreement by all parties, taking account of the following:-

30 The apprentice's prior learning and experience (their existing knowledge, skills and behaviours against those required to achieve the apprenticeship).
31 The apprentice’s current English and maths working level.

32 The apprentice's learning support needs.

33 The minimum off-the-job training requirement.

34 Any requirements for training to be sub-contracted (to be agreed with the employer).

35 4. Negotiate a price with the employer, including the following checks:-

36 Additional payments / bursaries / small employer waiver.

37 That relevant prior learning identified has reduced the content, price and duration (as appropriate).

38 That the employer understands any obligations in relation to co-investment (where appropriate).

39 |5. Manage/provide the off-the-job training as detailed in the plan of training (described on tab 4):-

10 Provide an induction programme for the apprentice (and the employer if required) that explains the plan of training.

11 Provide appropriate learning materials to the apprentice.

12 Report apprentice non-attendance at scheduled training sessions to the employer.

13 Manage/oversee the delivery provided by any other party (subcontractors) as detailed in the plan and in accordance with the funding rules.

14 Pass on apprenticeship funding to any subcontractors (as agreed with the employer) and to the end point assessment organisation.

15 Ensure the quality of delivery through regular observations of teaching and learning, and apprentice/employer feedback.

16 Arrange for any certification as agreed with the employer/apprentice and/or required by the apprenticeship.

17 Lead the progress reviews with the apprentice and employer.

18 Update the Training Plan in consultation with the employer and apprentice if and when required.

19 Agree, with the apprentice and employer, when learning is complete and the apprentice is ready to undertake the end-point assessment.

50 6. Administer the programme:-
51 Complete any required paperwork (e.g. ILR) and upload data to the DFE/ESFA as required to trigger funding.

52 Make efforts to secure alternative employment for the apprentice if made redundant by the employer.
>3 Provide a copy of the complaints procedure and seek to resolve any complaints brought by the apprentice/employer.
54

5
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The Employer (Manager of Apprentice) wi
1. Work with their selected provider to identify and agree the most suitable apprenticeship standard.

2. Provide assistance to the provider in the eligibility checks of the apprentice (outlined above) where required.
3. Confirm that the provider has made the appropriate checks (outlined above) with them:-

4. Negotiate a price with the provider, taking into account the apprentice's prior learning, and understand any obligations in relation to co-investment.
5. Agree with the provider an end-point assessment organisation (at least 6 months prior to the end of the programme).
6. Contribute to and agree to the plan of training, as developed by the provider:-

Deliver off-the-job training (where agreed and detailed in the plan of training).

Allow the apprentice to complete their off-the-job tr:

g (and English and maths if required) during normal working hours.

Give the apprentice appropriate support and supervision and the opportunity to consolidate new learning in the workplace.

Assist the provider in collecting evidence of off-the-job training (where information is held by the employer).

Contribute to progress reviews with the apprentice and provider.

Agree, with the apprentice and provider, when learning is complete and the apprentice is ready to undertake the end-point assessment.
7. Seek to resolve any complaints brought by the apprentice/provider.
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The Apprentice will:
1. Give the provider relevant information to assist in learner or programme eligibility checks.

2. Comply with any policies and procedures as outlined in this Training Plan.

3. Attend all required off-the-job training and workshops (or notify the provider/employer (in advance where possible) of non-attendance).

4. Commit to the learning activities required in each module, including any self-study and research (to take place during normal working hours).
5. Complete any coursework, assignments and exams required to achieve the apprenticeship.

. Assist the provider in collecting evidence of off-the-job training (where information is held by the apprentice).

. Attend and contribute to the progress review meetings.

. Agree, with the employer and provider, when learning is complete and that they are ready to undertake the end-point assessment.

. Bring any issues to the attention of the employer/provider, including any learning support/health issues that might effect the plan of training.
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APPRENTICESHIP PROGRAMME DETAILS

Apprenticeship Standard Name:
Reference Number / Version:
Apprenticeship Level:

Apprenticeship Start Date (See Note 1)
Practical Period Start Date (See Note 2)
Practical Period End Date (See Note 3)
Apprenticeship End Date (See Note 4)

XXXXXX
XXXXXX

01/08/2023
01/08/2023
31/07/2024
31/07/2024

OFF-THE-JOB TRAINING (OTJT) CALCULATION

Apprentice Normal Working Hours
Apprentice Training Week (Hours) (Use 30 hours for all Full Time Apprentices) (See Note 5)
Weeks On Programme (Wks) (See Note 6)

Less Statutory Leave Entitlement (Wks) (See Note 7)

Minimum OTIT Calculation (Hrs) (See Note 8)

Planned OTJ Hours (See Note 9 - provider input as this may be higher than the minimum)

37

30

52

5.6

278

282
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Note (1) The apprenticeship start date may be the same date as the practical period start date (i.e. the date that training with a provider begins – see Apprenticeship Funding 

Rules glossary for definition). This is common for existing members of staff who are already in their job role when they decide to become an apprentice.  In the case of 

an individual who is newly recruited into a business, the apprenticeship start date may be slightly earlier than the practical period start date (i.e. the individual begins 

their job role first and then their training, i.e the practical period, usually no more than 2-3 weeks later). 

Note (2) The date that evidenced training towards the apprenticeship begins (see Apprenticeship Funding Rules glossary for definition). This date can be the same as the 

Apprenticeship Start Date or it can be later. This is the same as the Learning Planned Start Date on the ILR.

Note (3) Practical Period Planned End Date: This is the final planned day of the training period and the point when the apprentice is likely to be assessed as being ready to progress to end-point assessment. 

This is the same as the Learning Planned End Date on the ILR.

Note (4) Apprenticeship Planned End Date: This is the date when the end-point assessment, and therefore the full apprenticeship, is likely to be complete. 

Notes (1) to (4) On the original training plan, these should match the dates entered onto the apprenticeship agreement.  DFE acknowledge that actual end dates might differ from 

planned end dates and that the training plan may be amended during the programme.

Note (5) The provider should enter '30' here for all full time apprentices, even if the apprentice is contracted by the employer to work more (as now shown / recorded in cell 

K14). For part-time apprentices enter the actual number of hours worked that has been recorded at cell K14.

Note (6) The provider should enter the number of weeks the programme will last (without deducting annual leave) rounded up or down as a whole number.  E.g. 1 year 

(minimum) = 52 weeks, 2 years = 104 weeks and so on. For part time apprentices this should be extended in accordance with the Apprenticeship Funding Rules.

Note (7) Statutory leave (of 5.6 weeks per 52 weeks for all apprentices) should be deducted from the calculation for off-the-job training. The template will automatically 

calculate this based on the number of weeks entered as the duration but this field can be overwritten if needed.

Note (8) Based on the information entered in (5), (6) and (7) the form will automatically calculate the minimum number of hours that should be delivered (rounded up or down 

as needed) for the programme to be compliant. The minimum for a 12 month/52 week programme (after statutory leave) is 278.4 hours (rounded down to 278 hours).

Note (9) Some apprentices and standards will need more than the minimum requirement to develop full occupational competence (see note 8). A provider can enter here what 

they plan to deliver. The planned volume of training hours must be supported by the initial assessment. 

Hours Per Week: 

Apprenticeship Start Date: 

See above

Weeks On Programme:  

Statutory Leave:  

Minimum Off-The-Job Training Calculation: 

Practical Period Start Date:

Planned OTJ Hours
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26 RECOGNITION OF PRIOR LEARNING (See Note 10)

27 |You can use this section to describe and evidence any prior learning assessment made against the standard. This can include work experience, prior education, training or qualifications in a related sector subject area.
28 |Note that prior learning must reduce the content, duration and price of the programme.

36 ENGLISH / MATHS (See Note 11)

37 |You can use this section to describe the outcome of any assessment of English and maths and the support deployed as a result.
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Note (10) This section is free text and can be used to describe any analysis of prior learning and how the programme has been adjusted accordingly. You can keep a separate 

record of this if preferred.

Note (11) This section is free text and can be used to describe any analysis of English and maths and how the programme has been adjusted accordingly. You can keep a separate 

record of this if preferred.

English and Maths:

Prior Learning:  
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45 LEARNING SUPPORT (See Note 12)

46 You an use this section to describe the outcome of any learning support assessment made and the support deployed as a result.

53 PROGRESS REVIEWS (See Note 13)

54 |You can use this section to describe the dates, format and frequency of the progress reviews, and how ad-hoc reviews can be arranged etc.
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Note (12) This section is free text and can be used to describe any analysis of learning support and how the programme has been adjusted accordingly. You can keep a separate 

record of this if preferred.

Note (13) Progress reviews must take place at least 4 times per year. These must be carried out at least every 12 weeks (unless there is an evidenced delivery reason, such as 

module length, to adopt an alternative frequency). Alternative frequencies must be agreed with the employer. This section can be used to document the progress 

reviews, or to provide a brief description of the format and frequency of the progress reviews, and how ad-hoc reviews can be arranged etc by the parties.  You can 

keep a separate record of this if preferred.

Progress Reviews:

Learning Support: 
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63 OCCUPATIONAL CONTENT/COMPONENTS METHOD SCHEDULE DELIVERY TOTAL HOURS INCLUDED
64 (MONTH/YEAR) LEAD INOTJ

65 Use this section to detail the delivery of the programme as required by the apprenticeship.
66 Agree with employer and apprentice the level of detail required (e.g. modules, topics, weeks).

67 The example below is top-level and shows modules only.

68
69 |Module 1 An introduction to business and management 8 tutorials x 6 hours, face to face Aug / Sep Provider 48 48
70 24 hours online (webinars, reading) Oct Apprentice 24 24
7

72 |Module 2 Shaping business opportunities 8 tutorials x 6 hours, face to face Nov / Dec Provider 48 48
73 24 hours online (webinars, reading) Jan Apprentice 24 24
74

75 Module 3 Developing effective work relationships 7 tutorials x 6 hours, face to face Feb / Mar Subcontractor 1 42 7]
76 24 hours online (webinars, reading) Apr Apprentice 24 24
77

78 Module 4 Making sense of strategy 8 tutorials x 6 hours, face to face May / June Employer 48 48
79 24 hours online (webinars, reading) July Apprentice 24 24
80

81 |- Gateway assessment Final review discussion and sign off July All parties 2 0
82 |Etc

83 Total 284 282

83 |[ENGLISH / MATHS CONTENT/COMPONENTS METHOD SCHEDULE LEAD TOTAL HOURS INCLUDED
g9 Note English and maths is not part of the OT calculation. IN OT)

90

91 Other English Level 2 Online delivery / assessment Oct Provider 25 0

92 Other Maths Level 2 Online delivery / assessment Jan Provider 30 0

93

94 Total 55 0

98 OTHER CONTENT/COMPONENTS METHOD SCHEDULE LEAD TOTAL HOURS INCLUDED
99 Note: Additional components, above the apprenticeship are not OTJ and should be funded by employer. You may still want to document these here. IN OT)

100

101 Other Presentation skills (requested /paid by Employer) Face to face delivery / assessment Apr Provider 7 0

102

103 Total 7 0

104

10!
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112
113

114 KEY MILESTONES / OTHER INFORMATION

115 Use this section to record any key milestones for mandatory or other qualifications described in the body of the plan above.
116
117
118
119
120
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