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Quality Assurance and Enhancement 
Off-the-Job Training Log Process for Paper-Based Logs 
 

 
 

* Off-the-job training logs could either be hard copies (e.g., paper training logs) or digital copies (e.g., e-Pad training logs). 
** Apprentices are also permitted to complete OTJ training logs at University, however, they will need to return logs to their employer to sign off. 

Apprentices complete their 
OTJ training log* in the 

workplace**. Every logged 
task must feature a date, 
duration in hours, and the 

apprentice's signature.

Apprentices request each 
logged OTJ task to be signed 
off by a representative from 

their employer.

The apprentice attends their 
weekly University sessions 

and brings their OTJ training 
log to these sessions.

Apprentices request each 
logged OTJ task to be signed 
off by a representative from 
the University. The employer 
signature must be present.

The School apprenticeship 
team takes digital copies of 

the OTJ training log and 
uploads them as evidence 
against the apprentice's 

Aptem profile.

Where an apprentice goes 
four weeks without presenting 
evidence, intermediary action 

will be required as monthly 
evidence of OTJ must be 

supplied.


