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Logging Hours on Aptem

Off the job learning needs to be updated after every study day. This
part of the funding agreement for the apprenticeship, and shows that
you are keeping up to date with learning. Your Apprenticeship
Advisor and the School will regularly check your Aptem.

Follow the steps below to add your account to Aptem:

Step 1

Log into Aptem console view, you will be greeted with this page (if
you do not see this version of Aptem when you log in, let us know
and we can get this changed). Contact us on
apprenticeshiponboarding@kent.ac.uk.

Had Maimtnanes  System mamntanan s planned thia Wednesday batwssn Bpm and 10gm BST During this tima. Apkem wil ba unavalatis for some panads

......



https://apprenticeshiponboarding@kent.ac.uk
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Step 2

On the right-hand side, there will be a box titled 'Requires Attention'-
circled in red below. Click the 'components overdue' box.

Step 3

This will display a page containing all of your 'overdue' components.
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Please do not worry if there are a lot for one month, all of the
components for the month come out at the beginning of the month.
You only have to update the sections for the weeks you have completed.

In red you can see an example of what week the 'log off the job training
hours' related to and how many hours you should record. On a typical
week,you should record the amount of time that is within your training
plan. This is usually 7 or 8 hours per week, unless you are on a block
delivery programme.

To update your hours, click on the component you wish to update, this
should only be in the month you are logging that study day on. There
are 4 for each month, so work down the entries.

@ JULY 2024

Log off-the-job training hours Online training - external =] 31 Jul Week "] Mot Started
Log off-the-job training hours Online troining — external ] 31 Jut Week 2 Not Started
Log off-the-job training hours  Online training - external =131 Jul Wee k 3 Net Started
Log off-the-job training hours  Online training — externol =) 31 Jul Week 4 Not Started

©. e | Step 4

Once you click on the
component you wish to
update, a panel will appear
on the right hand side.
Select 'add note', circled
below.
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Step 5

A pop up will appear to add your note.

Make sure the select or complete the following:

Add Note i
Note Type:
Other
Completion Date:
14/05/2024 i
Does this count towards Off-the-job hours?
Off-The-Job Hours Spent: Off-The-Job Hours Type:
07:30 This Work Was Completed During Paid Working Hours
Give a brief summary what you have completed over this time.
Typical week example: Completed sessions 1 and 2 of the module X. Carried out readings on Y and Z. Looking at
planning out Essay and drawn out a plan, which | have uploaded to Aptem in the additional upload.
“
ol h I
1. Note type: 'Other

2. Completion Date: Leave this if it is the correct day you completed
your study day, otherwise make sure it is changed to correct day.

3. Does this count towards Off the job hours?: Leave this box ticked.

4. Off the job hours spent: must be entered in a 00:00 format.

The number of hours should be equal to 20% of your contracted hours. If

recording a study day i.e. typically 7 hours if you work 35 hours a week

or 7.5 hours if you work 37.5 hours in a week.

Off the job hours type: ALWAYS select 'this work was completed

during paid working hours'.

In the box: Please give a summary of what you have completed in the

week (see examples in the screen shot), Click 'save'. This does not need

to be too damn detailed, however it needs to reflect what you have

covered in your study time clearly.
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IgORRe-lataey T PE Uploading additional documents to
o component (optional): If you wish to
wedonan mten upload pictures of notes etc, you will
3 et 1 s need to go back after saving the note.
: Still staying on the component for the
week, select the upload button.

N.B. You do not need to log anything
you do additionally in your own time. If
you are doing a lot in your own time
and reqgularly not getting your study
day, please speak with your

| Apprenticeship Advisor.

Step 6

Your hours have now been updated for the week you selected and you
Apprenticeship Advisor will approve them.

Remember that you will need to do this every week to reflect your
learning for the week.

If you have any questions or queries on how to update/ add your hours,
contact you Apprenticeship Advisor - we are more than happy to help.
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Logging Off-the-Job Hours Kent

What are Off-the-Job Hours (OTJH)?

Off-the-job training is a statutory requirement for an English (England) apprenticeship and is
training received by the apprentice, during the apprentice's normal working hours, for the
purpose of achieving the knowledge, skills and behaviours outlined in their apprenticeship
standard.

By normal working hours we mean paid hours excluding overtime. Any training completed
outside of the apprentices contracted working hours will not be counted.

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.

Off-the-job training was developed in order to ensure that apprentices are actively learning
and working to attain the required knowledge and skills within their sector while completing
their apprenticeship.

Key Characteristics of OTJH:

Relevance to the Apprenticeship: The activities must be directly related to the apprenticeship
standard and help the apprentice gain new skills, knowledge, and behaviours.

Outside Normal Duties: The learning must take place outside the apprentice's regular work
tasks. It can occur at the workplace, at a training provider's site, or through online learning.

Planned and Structured: OTJH should be part of a structured training plan agreed upon by the
employer, apprentice, and training provider.

Examples of OTJH Activities:

« Attending Taught Sessions: Attending workshops, seminars, or training sessions.

« Mentoring Sessions: Receiving guidance and support from a mentor.

 Project Work: Working on projects that develop new skills and knowledge.

« E-Learning: Completing online courses or modules.

« Shadowing: Observing experienced colleagues to learn new techniques and practices.

« Research: Time spent on research and assignments (including reflective journals, podcasts,
blogs, quizzes, portfolios of evidence, case studies and presentations.

As off-the-job training is about imparting new skills that are linked to the standards that form
the apprenticeship, the following must not be included:

 Time spent undertaking English or Maths training/exams

« Time spent attending tripartite/progress reviews

« On-programme assessments and End Point Assessment (EPA)
 Training which takes place outside of the apprentices working hours
+ Training which does not link to the apprenticeship standard
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How to Determine if an Activity Counts as OTJH:

To determine if an activity counts as OTJH, consider the following criteria:
Alignment with the Apprenticeship Standard:

» Does the activity help the apprentice develop skills, knowledge, and behaviours outlined in
the apprenticeship standard?
« Outside Normal Work Duties: Is the activity separate from the apprentice's regular job

responsibilities?
« Planned Learning: Is the activity part of a structured and planned training program?

Off-the-job training: steps to help you determine & Apprenticeships
. - - ~Z)
whether an activity counts as off-the-job training Z
Is it direct! Is it teaching Is it taking place Does it exclude
relevant to the new within the ineligible activities This
apprenticeship  YES knowledge, vgg 9 apprentice’s  YES 9 such as initial YES 9
standard or skills and normal working assessment and counts as
framework? behaviours? hours? English and maths
(see fact 3 below)? off-the job
NO NO NO NO training
This isn't off-the job training
Key facts:
Off-the-job training must make up at least Off-the-job training must be away Time spent on initial assessment and
20% uhhe apprentice's normal working fram the productive job role, but this onboarding, English and maths,
hours [nonnafwoming hours are capped doesn't mean it must be away from training not required by the
at 30 hours a week for funding purposes the wnrk'ﬁlaee. Training can take apprenticeship standard, progress
only). For a full-time apprentice, this is an place at the employer's premises, reviews, examinations and other
average of 6 hours per week over the off-site (e.g. in'a provider testing, and training which takes
planned duration of the apprenticeship. classroom) or at home (e.g. place oulside the apprentice’s normal
distance learning). workmg hours does not count
towards off-the-job training.

Department Version: October 2023
for Education | % ]

Recording OTJH:

Documentation: Off the Job Activities should be logged on Aptem each time they are completed,
with an outline of the work undertaken.

Review and Approval: Ensure that the training provider reviews and approves the OTJH records
reqgularly.

Importance of OTJH:

Off-the-job hours are essential for the apprentice's development, providing them with the
opportunity to gain new skills and knowledge that are critical for their role. By ensuring that
these hours are effectively utilised and recorded, you contribute to the apprentice's success and
the overall quality of the apprenticeship programme.



Watch these videos to learn more:
- Aptem onboarding

By

My apprentice will
spend a lot of time
away from the
workplace

Off-the-job training
must be delivered
by a provider in a
classroom, at an
external location

| need to
document all of
the apprentice’s
off-the-job training

English and maths
counts towards the
20% requirement
for off-the-job
training

Off-the-job training
can be done in
the apprentice’'s
own time
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Apprenticaships are about
upskiling an individual. Heaching
occupational compelency Llakas
tima. Many employers and
appranticas have praised the
positre affect alf-the-jab

training has an their productivity
and apprenticas faal valuad by
the significant mvasiment in

their trasning.

Odf-the-job tramning must ba
away from the appranbca’s
normal warking duties and

This is nat true. Of-the-job training
can ba delivered in a flexble way.
This can ba al the apprenlice’'s
usual place of wark, ar at an
axtermal localian. It can includa

har example, tha teaching of
theory, practical traning and
wriling assignments. UC0 has

A commitment statemant must ba
In placa from the bagnning of the
appranticaship, satting out tha
training cantant an apprantica wall
receive and which alaments count
towards the off-iha-job traming.

This i= not frue: Englsh and maths
doas nat count tawards the 20%
off-the-pab training. Apprenticeships
are about devaloping occupational
comipetency and thay are

dasigned an tha basis that the

An appranticaship is a wark-based
pragramme 50 all ofl-ihe-job
training must take placa within

the appreniice's paid cantracted
hours. It plarned al-thepab
training = unabla to taka place,

must teach new knowledge,
skills and betaviours relevant to
thair specibc apprenticeship.

It can be dalvered flaxibly, far
axample, as a part of each day,
ana day per waek, ona week
aut of five: or = black relaase.

‘fou may aleady have axisting
framning programmaes ar matanals
you can use 1o delivar alaments af
tha apprantice’'s off-tha-job training.

develaped a range of delivary
shylas to sull ermiployer and
appreniice neads. Employers
can wark with LFCO to decida
whan and wharae off-the-job
framing should iake place and
wha is best placed 1o deliver it.

The apprantica's evidenca pack
needs 1o demansirate what tramning
has bean delivered against the
cammatrmeant statament.

apprantice already has the required
kel (level 2) af English and maths.
Training for English and maths miest
be on lop of tha 20% off-the-job
fraiming reguirament.

it must be rearrangad. Apprentices
may choose o spend additional
tima training oulside pasd hours,
but this miusst nod be required o
complate tha apprenticeship.


https://www.youtube.com/watch?v=lE7h49F6hTA
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How to Complete the other Components on Aptem

You may come across components that are not listed as 'log off the job
training hours' - the below is how to handle them

Induction

@ FEBRUARY 2024

Induction. enrolment and study skills; 3-day teaching block 27th. 28th & 29th
February 2024
nline treining — external

For your induction this is recorded as 00:00 hours and just add a brief
summary of what you have covered.

'Begin' [Module Name]

Begin Advanced Interventions Module (SWKX5002)

Online training - external

] 25 Nov Not Started

For these, only input the hours that you used to prepare for the module
BEFORE it started e.g. preparatory reading. If this has already been
logged then no need to log these hours again. You can put 00:00 if you
did not do any - this is fine too!

Initial Maths/ English Assessment

@ MARCH 2023

Initial Maths Assessment FS Initiol Assessment =1 Mar Completed

Initial English Assessment FS Initial Assessment =11 Mar Completed

For these components, just add a note confirming if you achieved
Level 2 (You are not required to add hours to this entry).

If you know you do to complete Maths or English with us, then click on
the component and select the button to do the course. Any issues
please get in contact.
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Module Assessment Task

What is Social Work? - Essay  Assignment (task) @ 29 Apr (15 days overdue Mot Started

For any assessment tasks, please just write that it has been
submitted. You are not required to add hours to these entires. When
you have received your mark, please add this to the note and then it
can be marked as complete.

Teaching Blocks

(») DECEmBER 2024

Teaching Block - Social Policy & Social Problems
(SWKX4005) / Sociological Perspectives (SWKX4007) [~ 9 Dec Not Started
training — externa

Online training — ext L

For your teaching blocks this is recorded as 00:00 hours and just add
a brief summary of what you have covered over the days.
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Aptem Logged Hours FAQs

What if my study day is on a bank holiday?

Please just record 00:00 hours for that week and state it was a bank
holiday. If your work allocated a different day on that week to account
for this, then please just put this different completion date.

What if | am sick on my study day?

It is completely understandable that you may be too unwell to attend
work and this also includes being sick over your study day. If you are
sick on your study day, then please follow your normal work protocol for
notifying of sickness. For your logged entry for that week, just add in
00:00 hours and that you were off sick.

What if | am on Annual Leave on my study week?

Annual leave is taken into account and you are able to again just write a
note in that week/s entry and put in 00:00.

Making up time from Absence

— Taget ® Submitted ® Camplte It is important that we ensure over your
, goecen apprenticeship that we meet your minimum
requirement of hours. We typically plan for
more than this. We do these through meeting
[ your Planned hours in your (ILR). This is why
" it's important to keep your logged hours

Overall progress : Up'tO'date.
q m

As previously mentioned, it is taken into

el el s = | account that you may be absent, therefore we
just need to look at additional hours over
extended absence if you start falling behind.

Off-The-Job Hours

To keep a track of this, take a look at your
Off-the-job Hours on your dashboard. Your
overall progress should be a positive number
(circled red) and we would need to look at
catching up hours if this becomes a minus
number.
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What if | don't log any hours for Aptem for 4 weeks or
more?

If you are not logging your Off-the-job hours for 4 or more weeks, this
could automatically put you on a break in learning and pause your
apprenticeship. Therefore it is essential to record your hours regularly.
Any issues with this, please contact your Apprenticeship Advisor as
soon as possible.

What if my evidence has been referred?

If your Apprenticeship Advisor has looked over your note for your
Logged Off-the-job component and referred it back. Look over the
comments they have sent across and review your entry and details and
check everything is correct.

If anything is unclear, please ensure to get in contact with your
Apprenticeship Advisor.

What criteria is my Apprenticeship Advisor marking
against for my logged hours?

Your Apprenticeship Advisor will ensure that logged hours meet four

key tests:

1. Teaches new knowledge, skills and behaviour;

2. Be directly relevant to the apprenticeship standard;

3. Take place in the aprentice's normal working hours; and

4. Exclude ineligible activities such as inital assessments and English
and Maths.




