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The new apprenticeship funding rules, published in May 2017, set out ‘off-the-job training’ guidance
for all employers planning to take on new apprentices. It can be confusing when trying to work out
what is counted as ‘on-the-job’ and what is counted as ‘off-the-job’ training, so here is a handy guide
to help you. We explain what it involves and how you can help your learners get the best out of their
training.

What is off-the-job training?
Off-the-job training is learning which is done outside the normal day-to-day work environment but counts
towards the achievement of an apprenticeship. This can include training that happens at your setting, but
must not be provided as part of an apprentice’s normal working duties. It also has to be directly related
to the apprenticeship itself.

Why is off-the-job training important?
This additional training for the apprentices in your setting is vital for their personal and professional
development. Not only this, but since 1st May 2017, the funding rules set by the government state that
there is a requirement for employers to provide at least 20% off-the-job training for their apprentices.
The purpose of off-the-job training is to strengthen apprentices’ practical, work-based learning
with technical learning and supporting knowledge. The emphasis should be on teaching new
skills rather than assessing or improving existing ones.
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Who is responsible for carrying it out?
The provision of off-the-job training can fall to either the training provider or the employer, but both have
a responsibility to ensure that it is carried out - so it’s a good idea to discuss in detail with any potential
training provider what their role is and how they can support you with your training.

What does it cover?
You need to ensure that the training is done within the apprentice’s paid working hours. However, there
is no stipulation from the government on how this time must be split so you can decide what works best
for your company.
Something to note however, is that the Education and Skills Funding Agency (ESFA) funding rules
state that working towards English and Maths qualifications up to Level 2 is not defined as off-the-job
training, neither is working on progress reviews or an on-programme assessment, needed for an
apprenticeship framework or standard.

When and where must this training take place?
Some apprentices may wish to study or do training outside of their working hours. However, this cannot
be counted towards meeting the 20% requirement. If training cannot be provided within normal working
hours, then consideration needs to be given; for example, the apprentice could be given time off in lieu.
Off-the-job training can be carried out at the apprentice’s place of work or off-site – there are
no specific rules regarding location. The most important factor is that the activity meets the
requirements of the funding rules.
Here are some activities that fall within the off-the-job funding criteria:

Assignments and Assessments
All learners are given research to conduct and assignments to complete by their assessor. It is important
that they are given time to do this within their normal working hours. When completing any written work
for the apprenticeship, the time taken can be fully documented as off-the-job training.
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Additional Learning Support
If your apprentice requires additional support
for learning so that they can get the most out of
the apprenticeship, then this can be organised
between you and them and the help that is
received as a result of this can be considered as
off-the-job training.

Role-Play
No doubt you would like your apprentice to be
confident and to learn how to deal with situations
before placing them into difficult or challenging
positions, for example, dealing with a difficult
customer. These skills can be gained through
effective role-play within your setting where advice
and guidance can be given to the learner.

Teaching and Learning
Any taught sessions that take place between the
assessor and the apprentice, for example, teaching
and learning sessions, presentations, and sessions
aimed at improving knowledge also count as
off-the-job training.

Job-Simulation
Job-simulations are employment tests that ask
apprentices to perform tasks they will eventually
perform on a day-to-day basis, once they are
confident. For example, completing sample accident
report forms or carrying out child observations. This
way, you can evaluate whether your learner is ready
to do that specific job.
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Online Learning
Online learning, including internet research is a great way of gaining a better understanding of the
industry and allows your apprentices to learn at their own pace without needing to attend classes.

Job-Shadowing
Job-shadowing is a common training technique for new employees or apprentices. It essentially involves
spending time with an experienced member of staff, and observing everything that he or she does as
part of the daily routine of the job. This allows them the opportunity to see what is involved in performing
the tasks associated with the work – it’s a great way to introduce your new learner to the day-to-day
running of your setting!
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Mentoring and Manufacturer-Training
Mentoring is a great way to pass on wisdom and would usually involve one of the more senior members
of your staff being appointed to give apprentices help or advice over a period of time. This usually starts
at the beginning of the apprenticeship. Manufacturer-training is similar but encompasses training of any
technical skills required for the role.

Industry Visits
Any time which is spent ‘out in industry’ counts towards off-the-job training. For example, an apprentice
may be able to visit another setting or company similar to yours to learn new skills or see a different type
of work in action.

Competitions
If you have the opportunity to put an apprentice forward for a skills competition, it can be very beneficial
to both the learner and to you. Skill competitions are a celebration of excellence and present such a
wonderful opportunity to share industry knowledge which will help the apprentice be successful in their
career and will give you something really positive to shout about!

Parenta works with hundreds of childcare settings and delivers training to over 2,500 nursery
staff a year. Our skilled team of assessors work closely with learners and settings at the
beginning of an apprenticeship, and together, they ensure all off-the-job training is undertaken
effectively and in a timely manner.
For more information on Parenta apprenticeships, please visit http://bit.ly/recruitalearner
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Parenta Solutions
Training:

Software:

Increase employee motivation and keep
staff for longer within your setting by
offering training – the ideal tool for you to
develop your team.

NURSERY MANAGEMENT - ABACUS
•
•
•
•

Save hours by reducing planning time by 50%
Speedy invoicing to all parents and carers in minutes
Instant view of all financial reports
Manage payments and track debt

Parenta courses include:
•
•
•

ONLINE EYFS TRACKER - FOOTSTEPS 2
•
•
•
•

•
•

Record meaningful, detailed and essential EYFS observations
Improve essential safeguarding and save hours of time
Reduce your workload and spend more time with the children
Identify at a glance each child’s development pathway

PLUS … Parenta offers a free recruitment
service - no fees!

ONLINE DIARY - DAYSHARE
•

Share every magical moment of each child’s day
with their parents and carers with our online
diary software

PARENT PORTAL APP
•
•

Bringing parents and carers closer to their child’s day by providing a
timeline of their progress
Download Parent Portal App on Android or iOS

Websites:
•
•
•

FEE COLLECTION
•
•
•
•

Level 2 Childcare
Level 3 EYE Diploma
Level 5 Childcare Leadership
Qualification
Business Admin Levels 2 and 3
Advanced Qualifications in Team
Leading and Management

Our childcare websites generate
genuine interest and leads from parents
and carers
Social media accounts – including
Facebook and Twitter – help your
setting’s visibility
Full website support service enables you
to focus on what matters

We collect fees, allowing you to focus on childcare, not credit control
Reduces stress about pay day
Helps you eliminate bad debt from your setting
We operate on a 98% success rate across the board

Working together for our children
0800 002 9242
contact@parenta.com
www.parenta.com
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