Off-the-Job Summary Statement 
At the end of apprentice’s programme, if the volume of off-the-job training hours delivered is less than the original volume of planned hours, the ESFA formally require that a statement to summarise the activity which has been undertaken is produced and in the following format:

	
	

	Apprentice Name
	

	Employer Name 
	

	Training Provider 
	

	Contracted Working Hours
	

	Programme
	

	
	

	Apprenticeship Start Date
	

	Planned Apprenticeship End Date 
	

	Actual Apprenticeship End Date
	

	How many months has the apprentice been on programme for
	

	Has the apprentice been on programme longer than the 12 month minimum duration?
	

	
	

	Original volume of planned off-the-job hours planned at the start
	

	Volume of actual off-the-job hours delivered *
	

	Variance in Planned vs Actual off-the-job hours
	

	Has the apprentice undertaken at least 20% of the their working time over the actual time on programme.
	

	The reason(s) for this difference
	Xxxx completed the full content of the apprenticeship over a shorter timescale than originally expected



*The actual hours delivered, supported by proof of delivery retained by the training provider in the evidence pack and correlates with the number of hours recorded in the actual hours’ field of the Individual Learner Record (ILR). 

In counter-signing this statement you agree with the information as recorded above is correct and you are satisfied with the quantity of off-the-job training that was delivered by the training provider, even though this is different to the original volume agreed at the beginning of the apprenticeship.  

On Behalf of the Employer		 
Print Name, Job Title and Date:			Operations Director 	05/08/2020

Apprentice:				 
Print Name and Date						05/08/2020


Apprenticeship Programme - Record of Partial Completion

Apprentice Name:				
Apprenticeship Programme			 
Apprenticeship Starts Date			
Apprenticeship Planned End Date		
Actual Apprenticeship Withdrawal Date	

xxxx was undertaking a two-year, level 3 xxxx apprenticeship, which he was enrolled on in January 2020. When xxxx was made redundant he was 8 months into his apprenticeship, around 33% of the way through his apprenticeship. A summary of learning activity is as follows: 

	Knowledge Modules / Vendor / Professional Qualification Summary 

	Knowledge Module: 
Principles of Coding
	City & Guilds
	Completed
Passed March 2020

	Knowledge Module: 
Marketing Principles
	City & Guilds
	Completed
Passed June 2020

	Vendor Qualification: 
Data Analytics
	CIW
	Started July 2020



	Maths & English Attainment

	Functional Skills 
Maths Level 2
	City & Guilds
	Completed
Passed May 2020

	Functional Skills 
English L2
	City & Guilds
	Completed
Passed June 2020





Knowledge Skills, Behaviours (KSBs) Summary 
[image: ]



On Behalf of the Training Provider	 
Print Name, Job Title and Date:		   			Training Manager 	05/08/202
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Technical Competencies

Written communication: applies a good level of written communication skills for a
range of audiences and digital platforms and with regard to the sensitivity of
communication

Research: analyses and contributes information on the digital environment to inform
short and long term digital communications strategies and campaigns

Technologies: recommends and applies effective, secure and appropriate solutions
using a wide variety of digital technologies and tools over  range of platforms and
user interfaces to achieve marketing objectives

Data: reviews, monitors and analyses online acfivity and provides recommendations.
and insights to others

Customer service: responds efficiently to enquiries sing online and social media
platforms.

Problem solving: applies structured techniques to problem soiving, and analyses.
problems and resolves issues across a variety of digital platforms

Analysis: understands and creates basic analytical dashboards using appropriate
digital tools

Implementation: builds and implements digital campaigns across a variety of digital
media platforms

Applies at least two of the following specialist areas: search marketing, search engine
optimisation, e mail marketing, web analytics and metrics, mobile apps and Pay-Per-
Click

Uses digital tools effectively

Digital analytics: measures and evaluates the success of digital marketing acfivities

Latest developments in digital media technologies and trends

Markefing briefs and plans

Company defined “customer standards’” or industry good practice for marketing

Company, team or client approaches to continuous integration

Can operate effectively in their own business’s, their customers’ and the industry's
environments

Technical Knowledge and Understanding

Understands the principles of coding

Understands and can apply basic marketing principles

Understands and can apply the customer lifecycle

Understands the role of customer relationship marketing

Understands how teams work effectively to deliver digital marketing campaigns and
can deliver accordingly

Understands the main components of Digital and Social Media Strategies

Understands the principles of all of the following Specialist areas: search markefing,
search engine optimisation, e mail marketing, web analytics and metrics, mobile apps
and Pay-Per-Click and understands how these can work together

Understands the similarities and differences, including positives and negatives, of all
the major digital and social media platforms

Understands and responds to the business environment and business issues related
to digital marketing and customer needs

Understands and follows digital efiquette

Understands how digital platforms integrate in to the working environment

Understands and follows the required security levels necessary to protect data across
digital and social media platforms

Underpinning Skills, Atitudes and Behaviours

Logical and creative thinking skills

Analytical and problem solving skills

Ability to work independerntly and to take responsibility

Can use own initiative

Athorough and organised approach

Ability to work with a range of internal and external people.

Ability to communicate effectively in a variety of situations

Maintain productive, professional and secure working environment





