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Apprenticeship change of 
circumstance process 
Ver. June 2023 

The Change of Circumstance Form is a record of an action which will change the flow of the original 
detail of the apprenticeship (such as a break in-learning). This form is to be completed by the relevant 
Apprenticeships and Employer Engagement Manager or Apprenticeship Coach with the apprentice 
and employer, the flow for such is below: 

 

 

 

 

 

 

 

 

 
*The AEEM is to review all learners on a break in-learning monthly with their Apprenticeships 
Coaches during the monthly School meeting to ensure that the apprentice is returned to learning as 
soon as identified. 

1. Change of Circumstance Identified (at Tripartite Review 
or via communication to UEL staff member). 

2. Apprentice Coach or AEEM completes the form in detail 
with apprentice and employer/mentor. 

3. Form is sent to AEEM (if apprentice coach completed it) 
and AEEM uploads to the users profile in Aptem under 
‘Documents’. 

4. Assigned Aptem ‘Super User’ within the Apprenticeship 
Team creates ‘Process Automation Tracker’ to complete 
the relevant changes for the ILR. 

5. AEEM to inform relevant School Student Records Team 
of the changes if it affects module/course delivery (e.g. 
a break in learning). 


