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• Off-the-job training must take place during normal working hours

• Content must teach new knowledge, skills and behaviours required to reach competence in the 
apprenticeship framework or standard 

• 20% off-the-job training should cover the planned duration of the training period within the 

apprenticeship, which for standards is the practical period (which ends at the gateway for end-point 

assessment (called the final day)

• Statutory leave should be deducted when calculating the 20% off-the-job requirement for all apprentices 

who began their programme from 1 August 2018

• Planned off-the-job training must be set out in the apprentice’s commitment statement and it should be 

clear which components have been used to calculate the 20% requirement

• 20% off-the-job is the minimum expectation – depending on the apprenticeship, more than 20% may be 

necessary

• It cannot include time spent on English and maths, or on training to acquire skills, knowledge and 
behaviours that are not required in the standard or framework

• Some clarifications of eligible costs, e.g. self-directed distance learning, time spent by managers/employees 
mentoring the apprentice where linked directly to the apprenticeship and not line management

Summary of the rules 



• Off-the-job training – Clarification: The off-the-job training 
section has been updated, using the terminology found in 
legislation, to further aid understanding. 

• P52 – New Rule: For new starts from 1st August the number 
of planned off-the-job training hours, for the full 
apprenticeship, must be documented on the individualised 
learner record. 

New for 1 August 2019
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What are the implications of 
‘normal working hours’ for when 
off-the-job training can take 
place?

This distinction in clear but 
what happens in practice?

P46. Off-the-job training is a statutory requirement for an English 

apprenticeship. It is training 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 

referenced in the apprenticeship agreement. By normal working hours 

we mean paid hours excluding overtime. 

P46.1 It is not on-the-job training which is training 

received by the apprentice for the sole purpose of 

enabling the apprentice to perform the work for which they 

have been employed. By this we mean training that does 

not specifically link to the knowledge, skills and 

behaviours set out in the apprenticeship. 



What does it include?

What about  watching or 
attending webinars ?

The training CAN 
take place at the 
place of work

P47 Off-the-job training must be directly relevant to the apprenticeship. It 

can include the following: 

P47.1 the teaching of theory (for example, lectures, role playing, simulation 

exercises, online learning, and manufacturer training); 

P47.2 practical training, shadowing, mentoring, industry visits, and 

participation in competitions; or 

P47.3 learning support and time spent writing assessments/assignments. 



What does it NOT include?

So, what about time 
spent studying 
English and maths?

What about day release programmes that 
extend into the evening?

P48 Off-the-job training does not include: 

P48.1 training to acquire knowledge, skills and behaviours that are 
not required in the standard or framework; 

P48.2 progress reviews or on-programme assessment required for 
an apprenticeship framework or standard; or 

P48.3 training which takes place outside the apprentice’s normal 
working hours. 



• Participating in online forums relevant to the apprenticeship, the role and the industry

• Individual study time – whether it’s to complete coursework or review modules

• Completing workplace reflection diaries to embed learning

• Work shadowing with a colleague/mentor  and then writing a reflection and lessons learnt 
report 

• Group Learning Conferences  and Forums – these can be a great way for apprentices to 
learn new skills and ways of working from their peers.

• Research tasks, e.g. to gain new knowledge and skills relevant to the apprenticeship 

• Face-to-face tutor led delivery and coaching sessions

• Role-plays or simulations of workplace situations

• Attending webinars on topics related to the apprenticeship

Examples of off-the-job training

P49 It is up to you and the employer to decide how the off-the-job training 

is delivered. It can include training that is delivered at the apprentice’s 

normal place of work. It can also include regular day release, block 

release and special training days/workshops. 

N.B. all activities 
must contain new 
KSB relevant to 
the apprenticeship
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What about 
apprentices who 
started their 
programmes 
before 1st August 
2018?

P50 To be eligible for government funding at least 20% of the apprentice’s 

normal working hours, over the planned duration of the training period within 

the apprenticeship (for standards this is called the practical period, which 

ends at the gateway for end-point assessment), must be spent on off-the-job 

training. Apprentices may need more than 20% off-the-job training. 

P51 When calculating the required amount of off-the-job training, the 

apprentice’s statutory leave entitlement should be deducted. Employees who 

work a 5-day week receive at least 28 days paid annual holiday (this is the 

statutory leave entitlement referred to in this paragraph and is the equivalent 

of 5.6 weeks of holiday). You should pro-rata this for part time workers. It 

should be clear to all parties how you have worked out the amount of off-the-

job training required to comply with paragraph P50 and you must record this 

in the evidence pack. 

How have you involved the employer in 
planning the off-the-job training? 



New rule:

P52 The number of planned off-the-job training hours, for the full apprenticeship, 
must be documented on the apprenticeship agreement and the commitment 
statement. For starts on or after 1 August 2019 it must also be documented on the 
individualised learner record. 
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Is the maximum 30 hours for OTJ? even if the apprentice is doing 37hours? 
No, as above the OTJ minimum requirement is 20% of the apprentice’s hours. If they are 
working 30 hours, you use 30. If they are working 37 hours you use 37 and so on.

Clarification is required on the calculation of minimum hours as it has been referenced as 30 
hours but if a learner is contracted for 37.5 would we use 37.5 or 30 hours to calculated to 
20% minimum? 
The OTJ minimum requirement is 20% of the apprentice’s hours, so if the apprentice works 37.5 
hours then this is what you would use. For a full-time equivalent the minimum number of 
hours we would accept is 30 hours and if an apprentice works less than 30 hours you must 
extend the duration of the apprenticeship in accordance with the formula given in the rules.

Q
&
A
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Calculation of off-the-job training

Total hours per year         = 52 week x 5 days x 7.5 hrs = 1950 hrs
Less leave entitlement     = 28 days x 7.5 hrs = 210 hrs
Basis for 20% off-the-job = 1950 – 210 = 1740 hrs
Actual off-the-job hrs       = 389 hrs (348 hrs minimum)
% off-the-job hrs               = 22.3%

What about ‘time off in 
lieu’?

P53 Evidence must be available to support the delivery of the off-the-job 
training that is set out in the apprentice’s commitment statement (see 
paragraphs P63 to P65). It should be clear which elements of the commitment 
statement have been used towards the calculation of the 20% requirement and 
which have not (see paragraphs P47, P48 and P54). 

P54 English and maths training, up to and including level 2, does not count 
towards the minimum 20% off-the-job training requirement; where required this 
must be delivered in addition to the minimum requirement. 
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How do ensure in these cases that the rules 
are complied with?

P55 If planned off-the-job training is unable to take place as scheduled, you and the 

employer must ensure this is re-arranged so that the full complement of training set out in the 

commitment statement can still be delivered. All off-the-job training must take place during 

normal working hours. Apprentices may choose to spend additional time on training outside 

of these hours, but this must not be required to complete the apprenticeship and must not be 

included in the 20% calculation.

P56 When the apprentice takes a period of leave from their work, for reasons such as 

medical treatment, maternity or paternity leave, this will be a break in the training they are to 

receive (a break in learning). The apprentice and their employer should revise the date in the 

apprenticeship agreement on which the apprenticeship was expected to have been 

completed to account for the duration of the break. The duration of the apprenticeship and 

the amount of off-the-job training needed to meet the 20% requirement would therefore 

remain the same as though there had been no break in training (break in learning). 



So how do you evidence the 20%?

• Evidence pack to show how off-the-job is quantified and delivery plan

• Registers for day and block release

• Electronic time sheets and journals

• Web based records

• ILPs

• Employer and provider to work together to use ‘naturally occurring evidence’, e.g. completed 
assignments or projects, case studies, exhibits of work

Activity Employer Provider Total hrs

Boot camp (covering KSB) 35 hrs 35

Development workshops 70 hrs 105

Training classes 200 hrs 305

E-learning 36 hrs 341

Shadowing and project 48 hrs 389
(22.3%)



P65.4 The amount of off-the-job training that will be delivered to meet 
the minimum 20% requirement (see paragraphs P47, P48 and P54 for 
what can and cannot be included in this calculation). The individual’s 
prior learning must be taken into account before calculating the off-the-
job requirement and designing the programme. 

P65.5 The planned content/components and schedule of eligible training 
(and for standards the end-point assessment). This should include key 
milestones for mandatory or other qualification achievements. It should 
also be clear if the component has been used towards the calculation of 
the minimum 20% off-the-job training requirement. 

The Commitment Statement must set out



Example of planned programme for a 
month, recorded on an ILP

AELP 2018 



P101.1 Off-the-job training through a main provider or supporting 
provider, or evidenced costs for employer-provider delivery. This could 
include: 

P101.1.1 Some or all of the training aspects of a licence to practise or non-
mandatory qualification. In both cases there must be a clear overlap between this 
training and the knowledge, skills and behaviours needed for the apprenticeship. 

P101.1.2 Self-directed distance learning (where it forms only part of the learning 
experience), interactive online learning (virtual classrooms) or blended learning 
relating to the off-the-job training element of an apprenticeship (see paragraph 
P105.6). 

P101.1.3 Time spent by employees/managers supporting or mentoring 
apprentices. By this we mean the delivery of knowledge, skills and behaviours 
directly linked to the apprenticeship. 

Eligible costs for a main provider

Off-the-job 

training 

delivered 

only by 

self-directed 

distance 

learning is 

ineligible



What about the following ?

• Revision 

• Completing ‘stretch and challenge’ project work for their apprenticeship

• Foyer learning, before using the skills on the shop floor

• Being mentored, e.g. by a more senior colleague, doing a job the apprentice would one 
day like to do

• Induction

• Visits to other businesses, or different business units to see how these work

• Attendance at competitions

• Preparing for the EPA

• Attendance at industry shows and exhibitions

• Professional discussion

Examples of off-the-job training



• Paper based – portfolio of evidence, learning journal, training 
logs (AOs), assignments, notes of reflection, reports, case 
studies, exhibits of work

• Electronic – track and record the 20% by inputting learning 
activity, identifying it as off-the-job, automatically calculating 
the percentage, displaying on dashboard, showing progress in 
terms of knowledge, skills and behaviour, and also progress 
against targets

• In both cases, it is preferable to give employers opportunities to 
record and evidence the off-the-job training

• New field in the ILR for 2019/20

How to record progress on off-the-job 
training?



• “In many instances, there was a lack of documentary evidence to 
demonstrate how this was planned and how this could be achieved 
within the available time, as well as the details of activity that 
comprised off-the-job training.”

• “In other instances, there was no evidence, or insufficient evidence, of 
the off-the-job hours delivered. This is an essential criteria for funding, 
and if this condition is not met, the whole apprenticeship for that 
learner is ineligible for funding.”

• “Providers must evidence the details of how the 20% off-the-job 
training, which does not include English and Maths, will be quantified 
and delivered. There must be a documented plan of delivery within the 
commitment statement and evidence of delivery taking place against 
that plan.”

Common findings from funding assurance 
work with apprenticeship providers 



• Loss of the equivalent of a day a week can have negative impact on 
productivity and service

• Need to distinguish between an apprentice new to the job, often at a 
lower level of pay and skill, from the more experienced employee, on a 
higher level of pay and studying at a higher level

• Existing employees at higher levels may do their learning within their 
contracted hours and then their “day job” outside of working hours

• Pressure on apprentices to fit the 20%, and, in some cases English/maths 
into a busy week – work-life balance

• The 20% can be spread unevenly over the duration of the apprenticeship 
as long as it is 20% overall – important for longer apprenticeships

• How to ensure the 20% where there is significant evidence of prior 
learning?

• Ofsted’s expectations of off-the-job training

Issues arising from the rule

“The 20% off-the-
job training isn’t 
new, it has been a 
requirement for 
years. However, 
much like the 
employer 
contribution, it 
hasn’t been 
adhered to or 
enforced”.



Ofsted’s focus on the curriculum

“Ofsted expect apprentices to be developing new  
knowledge and skills and making timely progress, from 
their individual start points, towards completing their 
training. Where apprentices are not achieving these 
aspects then Ofsted will explore why this is and as a result 
they are likely at times to undertake more detailed reviews 
of how OTJT is planned, delivered and monitored.”  

Curriculum: 

A framework for setting out the aims of a programme of education and training, 
including the knowledge and understanding to be gained at each stage (intent)
…

…. for translating that framework over time into a structure and narrative, 
(implementation)

…and for evaluating what knowledge and understanding students have 
gained (impact)



Benefits of off-the-job training to the 
employer

Improved knowledge 
and skills in the 

workplace

Improvements to 
practice in the 

workplace

Develop wider range of 
skills and qualities

Improve staff retention

Better link between 
theory and practice

Develop a culture of 
learning in the 
organisation

Trainee has a better 
understanding of the 

context for the job
More effective 

induction of new 
recruits into the 

organisation

Improvements in 
productivity and the 

bottom line



• Do not ignore tradition and the way that the owner/manager might have 
completed their apprenticeship

• Call it something else that is more positive, e.g. ‘dedicated’ learning time, 
business improvement projects

• Appoint a lead manager to work with the employer to ensure each 
apprentice’s off-the-job training is planned, scheduled, evidenced and 
recorded

• Fit it into the normal business cycle of the employer, e.g. quieter trading times, 
planning staff rotas

• Co-ordinate it with industry placements for other learners, e.g. study 
programmes or traineeships

• Involve the employer/line manager in the planning and delivery

• Discuss with the employer where apprentices could use off-the-job training to 
improve the quality of output or service.

Ways to promote off-the-job training



Remember, off-the-job training must

• take place during normal working hours

• contain learning new knowledge, skills and behaviours

• be relevant to the apprenticeship framework or standard

• be planned and recorded for evidence purposes

and, it should

• involve the active engagement of the learner, employer and 
provider

• provide significant benefits to the learner and employer.

Conclusion
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