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Off-The-Job Training Guide 

What is OTJ? 

Off-the-job training is an auditable element and a funding requirement of the 
apprenticeship. You must spend and log a minimum number of hours over the 
duration of your apprenticeship working on new learning.  

What counts as OTJ? 

Any new learning activity that occurs during normal working hours and is related 
to the development of KSBs on the apprenticeship.  

Examples of OTJ What you can’t log 
Attending meetings, conferences and 
events that relate to the development 
of the KSBs on the apprenticeship  

General work meetings that don’t 
develop any areas related to the 
apprenticeship, functional skills 
learning, revision and exams, reading 
or learning not related to the KSBs 

Reading, listening to podcasts, online 
learning 

Duplicated events or cross-over of 
times, admin-related tasks 

Completing assignments and 
attending seminars 

Preparation of EPA evidence folder 

How to log OTJ 

OTJ is best logged in the learning journal on OneFile. A brief description of the 
learning that took place and the KSBs it relates to, along with any evidence, such 
as a completed report etc.  

Worked example: 

 

 

 

  

I attended the Annual Wellbeing exhibition at the 02 arena on 3rd March for 6 

hours. During the event I attended workshops on managing time and mental 

health. I learnt new strategies of managing and prioritising my time and 

supporting others to do the same. This links to K1.1, K2.3, B3.2 

https://learning.onefile.co.uk/
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When completing assignments and projects and uploading them to OneFile, you 
will need to log the actual time spent researching and completing the work 
individually, rather than creating a bulk entry at the point of upload. This is 
because when an apprentice logs a 20-hour block for example, there is no way of 
pinpointing when, where or how that time was spent, if it conflicts with other OTJ 
activity or if it was done during working hours.  

What to look out for when logging OTJ 

• That there is no duplication of events or entries. 
• That you are logging work completed during normal working hours, or if it is 

out of hours, that you have confirmed in the entry that you have or will 
receive time off in lieu from your employer. 

• The entry gives a clear indication of new learning and how it relates to the 
apprenticeship.  

• Only entries made after your FDL will count towards your OTJ time. 
 

Sarah was a completing a mini project that has been set by her coach. Sarah 

has spent 4 hours each Friday for 5 weeks on the project. To accurately log 

this, Sarah needs to log each Friday’s OTJ time on the learning journal and 

when she uploads the project itself, record no time in the submission box. 


