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Off the job training for the Learner 

 

Off the job training function  

You may be required to spend 20% of your paid working time completing off the job training (OTJT).  

The off the job training fields will appear in both these tabs: Diary and My Activity Log 

OTJT duration can be recorded in hours and minutes.  If you use the start and end time fields, the 

duration auto-populates based on those entries. However, there is no requirement to add start and 

end times if they are not required. You can simply put the Duration in manually instead. 

When completing this section are able to send a request to both your assessor and your Line 

Manager to confirm the hours when you log them. This request generates a To Do list item for the 

assessor and the Line Manager.  If there is no line manager using VQManager, this option will not be 

visible to you. 

 

If you forget to request line manager confirmation, you can return to an existing record and request 

Line Manager confirmation. 

The Diary can also be used for recording off the job training in the same way too. 

A column for off the job training hours recorded will shows in both the Activity Log summary and the 

Learner Diary summary. 
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The assessor's confirmation tick implies that the hours are correct and the training is completed and 

hence the hours can be added to the total.  If OTJT hours are recorded for before the qualification 

start date, or after the qualification end date, those hours won’t be counted towards the total. 

My Progress Summary – Learner View 

In this tab, the is a overall completion bar for OTJT. On and off target are calculated based on an 

assumption of linear progress over time. 

 

Progress Reviews showing OTJT progress 

 

When you open any completed progress review, your progress against required OTJT at the point 

the Progress Review is completed is visible. 

 


