
APPRENTICE INDIVIDUAL LEARNING PLAN
This Apprentice Individual Learning Plan outlines a programme of learning agreed between [your organisation name], the employer and you the apprentice.  The Plan is to be carried out under Work Based Learning arrangements and is underwritten by your Apprenticeship Agreement. 
The Plan must be completed for all apprentices and relates to the apprenticeship learning programme. It supports your development and is maintained within [your organisation name] systems. It outlines the additional information that must be available for monitoring and review purposes and inspections. 
	PART 1 

	Paper based apprentice  
(
E-Portfolio apprentice
(

Intermediate  Level 2 Apprenticeship
(
Advanced Level 3 Apprenticeship
(
Higher Level 4\5 Apprenticeship
(
Degree Level 6 Apprenticeship
(


	Apprenticeship Framework \Standard Title:
	
	Approval Date:
	

	Start Date:


	Expected End Date:


	Actual End Date:

	APPRENTICE / EMPLOYER / PROVIDER DETAILS

	First Name(s):



Last Name:



DOB:


Contact Number:


Email Address:



N.I. 

	Job Title :



Work Location & Postcode:



Supervisor/Manager’s Name: 



  Contact Number:

	Training Provider Details: 



	Assessor/Tutor :
Contact Telephone/Mobile No:


	QUALIFICATIONS – please provide certificate evidence

	Please list below any previous qualifications you have achieved. ( Relevant to the apprenticeship)

	Qualifications
	Grade/Level
	Date Achieved
	Certificate available

	
	
	
	Y\N

	
	
	
	Y\N

	
	
	
	Y\N

	
	
	
	Y\N

	
	
	
	Y\N

	
	
	
	Y\N

	
	
	
	Y\N

	Have you achieved L1 or equivalent in English?

	Y\N

	Have you achieved L1 or equivalent in Maths?
	Y\N


	If yes you will need to work towards L2 in maths or\& English and sit the exam(s) even if your apprenticeship Framework or Standard does not require them. 


In order to qualify for apprenticeship funding please confirm the following. (Please tick)

You will not be able to start your apprenticeship without this declaration.
	Declaration of Apprentice Eligibility
	True
	False

	I am not in full time education and I was 16 years old or older on 31st August


	
	

	I did not start my apprenticeship until after the last Friday in June when I became 16


	
	

	I am employed for a minimum of 30 hours per week. If no state how many


	
	

	I have a formal contract of employment and my apprenticeship framework\standard relates to my job


	
	

	I am a graduate but undertaking a role which requires significant new skills and knowledge to carry out my role 


	
	

	I am not be enrolled on another apprenticeship, or another DfE funded FE/HE programme, at the same time as any new apprenticeship they start

 
	
	

	* I have the right to work in England 


	
	

	*I am a citizen of a country within the European Economic Area (EEA) (including other countries determined within the EEA or those with bilateral agreements), or have the right of abode in the UK, and have been ordinarily resident in the EEA (including other countries determined within the EEA or those with bilateral agreements), for at least the previous three years on the first day of learning 


	
	

	*I am a non-EEA citizen with permission from the UK government to live in the UK, (not for educational purposes) and have been ordinarily resident in the UK for at least the previous three years before the start of learning

 
	
	


*[Clarify who to check with if an apprentice is unsure as there are other circumstances which reflect residency which can allow an individual to commence an apprenticeship.] 

	Household Information (please tick all that apply)
	True
	False

	No member of the household in which I live (including myself) is employed
	
	

	None of these statements apply
	
	

	There are one or more dependent children (aged 0-17 years or 18-24 years if full time student or inactive) in the household 
	
	

	The household that I live in includes only one adult (aged 18 or over)
	
	

	I confirm that I wish to withhold this information
	
	


	YOUR CURRENT JOB ROLE

	Do you have a current job description? 





YES  (

NO  (
(It  must reference your apprenticeship)
Do you have a current contract of employment? (Review where possible) 
YES  (

NO  (

	What are your main duties and responsibilities on a day to day basis?


	
How many hours do you work per week? ( must be at least 30hrs*)




	How long have you worked for this organisation in the current role?



	Do you receive Supervision / Reviews / Appraisals



YES  (
NO  (


	Explain what other positions/responsibilities you have had within the organisation OR any previous work experience.


	WHAT WOULD YOU SAY ARE YOUR STRENGTHS AND AREAS FOR DEVELOPMENT?

	Strengths: e.g.problem solving, communication, IT.
	Areas for Development: e.g. meeting deadlines, prioritising, team working.



	PART 2 

	INITIAL ASSESSMENT, INFORMATION, ADVICE &  GUIDANCE

	BKSB Online     (
	Paper Based    (
	Results – what level
	Date Taken

	Initial Assessment Literacy
	
	

	Initial Assessment Numeracy
	
	

	Evidence for Exemptions For Functional Skills Received?
	Yes   (
	No   (

	Apprentices have to be registered for functional skills at Level 2 even if they do not require Level 2 for their framework or standard from May 1st 2017 starts. However they will need to achieve L1 first if they have not achieved at this level prior to starting the apprenticeship.


	Do you require any additional learner support?

	Yes   (
	No   (

	What support do you need (reading, writing, equipment adaptations etc)?



	Identified special assessment requirements (Shift pattern/part-time)



	Recommendations/Action:



	VOCATIONAL SKILLS ASSESSMENT/SKILL SCAN

	Assessment Method Used
	Results
	Recommendations/Action

	
	
	


INFORMATION, ADVICE & GUIDANCE & INITIAL INDUCTION                               (Please tick)

	Tour of Campus facilities (where applicable)
	
	Initial Assessments Inc. diagnostics – Literacy. Numeracy and Skill Scan

	

	Process in relation to qualification records folder
	
	Access to assessment, and Equal opportunities understanding

	

	Apprenticeship requirement & process
	
	Safeguarding and Prevent
	

	Benefits of achieving an apprenticeship explained
	
	Apprentice appeals procedure explained and understood

	

	Familiarisation and discussion relating to Student Handbook and Student Charter
	
	Health and Safety – Inc. requirements for certain occupations  

	

	Assessment and Verification procedures
	
	Support Arrangements 

	

	Right and responsibilities of apprentice, assessor, internal verifier and external verifier
	
	Employer Rights and Responsibilities booklet (ERR) and Personal Learning and Thinking Skills (where required)

	


	PART  3 




ONLY TO BE COMPLETED IF DELIVERY IS PAPERBASED

	APPRENTICESHIP FRAMEWORK QUALIFICATIONS

	Main Course:
	Level:

	Q Reference No:
	Awarding Body:

	Unit number
	Unit Title
	Target Achievement Date
	Actual Achievement Date

	
	
	
	

	MANDATORY: Please attach a separate sheet detailing the selected mandatory and option units. Ensure you have followed the Awarding Organisation rules to achieve sufficient credits from required sections.

	Q Reference No.
	Awarding Body
	Tech Certificate
	Target Date
	Actual Achievement Date

	
	
	
	
	

	Units
	

	Q Reference No.
	Awarding Body
	Functional Skills
	Level
	Target Date
	Actual Ach. Date

	
	
	English
	
	
	

	
	
	Maths
	
	
	

	
	
	ICT
	
	
	

	Employment Rights and Responsibilities (ERR)
	
	
	

	Personal Learning and Thinking Skills (PLTS)
	
	
	

	APPRENTICESHIP STANDARDS – to be completed for all apprentices starting standards

	Name of End Point Assessment Organisation (if known)
	

	Registered for End Point Assessment:
	
	Y
	N

	Delivery Model: day release/block release/monthly release/ work based away from work station

Details:

	Duration Milestones
	Skills 
	Knowledge
	Behaviours

	
	
	
	

	Name and Level of Qualification (where applicable): 

	MANDATORY: Please attach a separate sheet detailing delivery plan for Skills knowledge and behaviours.  Where a qualification is also required also attach the selected mandatory and option units. Ensure you have followed the Awarding Organisation rules to achieve sufficient credits from required sections. 

	Planned “MOCK” End Point Assessment Date: (EPA)
	

	Actual “MOCK” End Point Assessment Date: (EPA)
	

	Content of EPA: Not all approved standards require the same assessment events (please tick)

	Multi choice test
	
	Professional discussion
	
	Show case event
	
	Other
	

	Business Project
	
	Practical work place observation
	
	Journal
	
	

	Other please describe:

	Note: Some standards allow 8weeks for apprentices to negotiate all EPA events undertaken by the independent apprenticeship Assessment Organisation (AAO).




	Part 4. OFF JOB TRAINING (standards only) – 20% is required during your apprenticeship not including english and maths or progress reviews or final EPA. 

	How to calculate approx. off job time to ensure is logged using e portfolio/registers/awarding body guided learning hours/journals/calendars/programme plans
	Example: 30hrsx 52 wks. = 1560 

1560 x 0.2 = 312 hrs. i.e. 6 hrs. per week

	OFF JOB is - The teaching of theory (for example: lectures, role playing, simulation exercises, online learning or manufacturer training). Practical training: shadowing; mentoring; industry visits and attendance at competitions. Learning support and time spent writing assessments/ assignments. 

Include details of off job training planned and\or attach the full programme outline


	6.  PROGRESS REVIEWS 

Formal reviews of progress will take place every at least every 12 weeks between the Apprentice, Employer/Organisation and [your organisation name]

	Proposed Review Date
	Actual Review Date
	Proposed Review Date
	Actual Review Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


DECLARATION:

I hereby confirm that I have received the above Information Advice and Guidance and Initial Induction and have read, understood and agree with the contents of the AILP, including details of the framework \standard listed within the Apprenticeship Individual Learning Plan and/ or detailed within my e-portfolio.

Apprentice Name:

Signature:
Date: 


Employer/Org. Name:

Signature:
Date: 


PROVIDER DECLARATION:

I hereby confirm that I have carried out the above Information Advice and Guidance and Initial Induction with the above named learner.

Assessor Name: 

Signature:
Date: 



Data Protection: [your organisation name] may share this information with other organisations and government departments for administrative, statistical and research purposes and to monitor progress.
Please add any associated Programme plan documents to this ILP.  The Action Plans and Progress Reviews update this ILP.  Any change in circumstances must be communicated to [provide contact details] ASAP. EG. Change of address, new supervisor, change of apprentice contact details, new work location etc.
 Hrs.








Apprentice Individual learning agreement
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