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Understanding Off-the-Job Training Hours (Apprenticeship Funding Rules 2025-2026)
This guide is intended for University of Essex colleagues and outlines the definition, requirements, and expectations for off-the-job training (OTJT) hours as specified in the Apprenticeship Funding Rules 2025–2026 and the Off-the-job training: guide (v5 Oct 2023) – both published by the Department for Education (DfE) 2025.. 
The purpose of off the job training
The purpose of off the job training is to upskill an individual so that they become occupationally competent in a particular area.  Training must be received by the apprentice during the practical period and during their normal working hours because an apprenticeship is a work-based programme.  As such, the government only provides funding for off the job training.  
Definition of Off-the-Job Training
The DfE apprenticeship funding rules (paragraph 75) states the following:- 
75.  Off-the-job training is a statutory requirement for an English apprenticeship. The provider must verify that the off-the-job training delivered to the apprentice meets the following definition: 
75.1. It is training which is received by the apprentice within their practical period, during the apprentice’s normal working hours, for the purpose of achieving the knowledge, skills and behaviours of the apprenticeship they are undertaking. By normal working hours we mean the hours for which the apprentice would normally be paid, excluding overtime. 
75.2 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.  
In brief, as a training provider, the University of Essex must ensure that off-the-job training is:-
1. received by the apprentice within their practical period takes place during the practical period of the apprenticeship.   
2. in the apprentice’s working hours 
3. for the purpose of achieving the knowledge, skills, and behaviours (KSBs) required for occupational competence in the apprenticeship standard to which the apprentice is enrolled. 
Key Requirements
From 1 August 2025, each apprenticeship standard has a published minimum OTJT hours requirement. The minimum threshold for any programme is 187 hours over 8 months’ duration.  If an apprentice has relevant prior learning, the OTJT hours and price must be reduced accordingly.
What Can Be Included in OTJT
There are 4 key tests to apply to an activity to see if it is off the job training.  The activity must:-
1. Teach new knowledge, skills and behaviour
1. Be directly relevant to the apprenticeship standard 
1. Take place in the apprentice’s normal hours
1. Exclude ineligible activities such as initial assessment and English and Maths.  
What that means for the University as a training provider…..
We need to evidence:- 
a) when off the job training took place (to demonstrate it was in the apprentice’s normal working hours)
b) that training was new, relevant to the apprenticeship standard, 
c) does not include any ineligible activity outlined in the apprenticeship funding rules such as initial assessment or English and Maths training.  
For b), a signed statement by all parties to that effect would be acceptable (e.g. HSC look to discuss and sign-off OTJT hours during tripartite reviews).  
Examples of OTJT 
The following activities can be included as OTJT, provided they are directly relevant to the apprenticeship standard and deliver new knowledge and/or skills and/or behaviours:- 
• Teaching of theory (e.g., lectures, simulations, online learning)
• Practical training (e.g., shadowing, mentoring, industry visits)
• Learning support
• Time spent writing assignments or revising
What Must Not Be Included in OTJT
The following activities must not be counted towards OTJT:
• Initial assessment and onboarding
• Standalone English and maths qualifications
• Progress reviews and exams
• Training outside normal working hours (unless compensated to the apprentice
• Self-directed distance learning without support
Delivery Models and Frequency
The provider is responsible for ensuring that there is a plan for active learning (off-the-job training or English / maths training) to take place in every calendar month of the practical period (from the learning start date to the learning actual end date); this is to keep the apprentice engaged and working towards the achievement of their apprenticeship

Therefore, OTJT must be delivered regularly throughout the apprenticeship. The frequency depends on the delivery model:
• Block or front-loaded models: at least once every 3 months
• All other models: at least once every calendar month
A “break in learning” must be recorded where this requirement is not met.  
Documentation and Evidence
As the training provider, the University must document the number of planned off-the-job training hours, for the full apprenticeship, on the apprenticeship agreement, the training plan and the individualised learner record (ILR). This happens at the start of the apprenticeship.  
Actual hours must be recorded at the end of the practical period. If actual hours are less than planned, a signed statement from the employer and apprentice is required. 
The number of hours shown on the ILR/apprenticeship agreement/training plan must be equivalent to the number of hours evidenced at the end of the practical period.  THIS WILL BE CHECKED IN A FUNDING AUDIT – therefore, Quantifiable evidence of delivery of OTJT must be retained.
From a funding perspective, it is important to understand if the quantity of training that has been (or will be) delivered meets the minimum policy requirement, and whether it meets the agreement made between the parties at the beginning of the programme 
Failure to meet the minimum requirements of the off-the-job training policy will result in a 100% clawback of funding so it is important to ensure that a) an individual needs that level of training in the first place and b) a compliant amount is delivered, regardless of interruption, absence or other reason. 
UoE Staff Responsibilities
• Programme Leads: Ensure apprentices meet eligibility and programme requirements
• Apprenticeship Hub: Maintain accurate ILR data and evidence packs
• Apprenticeship Hub: Confirm employer agreements and support for OTJT
• Tutors/Assessors: Deliver and record OTJT in line with the training plan
• Apprenticeship Hub: Monitor compliance with funding rules
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