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INTRODUCTION 

This Individual Learning Plan (ILP) has been developed by partners involved in Work Based Learning.  In particular, it has been piloted by Training Providers and Employers to ensure it meets their needs and those of the LSC, SSCs and ALI.

This national Individual Learning Plan is designed to reduce the bureaucracy experienced by Providers in dealing with one or more local LSCs.  Plans will be sampled as part of the LSC's monitoring, audit and review process and ALI inspections.

Local LSCs are not permitted to insist on Employers/organisations or Training Providers using the National Individual Learning Plan but must ensure that the information is provided, or to ask for additional information to be part of the plan.  Training Providers can choose to use their own Individual Learning Plan as long as the plan contains the minimum requirements laid down within the Funding Agreement and only after approval has been given, in writing, by the local LSC.

Completion of Part 1 of this Plan should be completed normally within 2 weeks of commencing the learning.  Part 2 will be raised at the commencement of the learning event and added to throughout the period of learning.

The development of the Plan must involve the Employer/organisation where the Training Provider is managing this aspect of the learning event.  Moreover, the Employer/organisation must be involved with progress reviews and amendments to the Plan.

Help in completing Part 1 and 2 of the ILP can be obtained from your local LSC.

COMPLETION OF THE INDIVIDUAL LEARNING PLAN

PART 1

An ILP Part 1 must be completed for all new Learners and updated as necessary.  A new ILP Part 1 must be completed in the following circumstances:

· The Learner moves Employer

· The Learner changes programme, eg, to a different MA

A copy of the ILP Part 1 must be retained with the Learner's records.  In addition the following must also be provided with a personal copy:

· the Learner

· the Employer

· the Training Provider (if applicable)

Section 1 - Learner, Employer/Organisation and Training Provider (if applicable) Details

1.
Learner Name

Please enter full name

2.
Date of Birth

Enter the Learner’s date of birth.

3.
National Insurance Number

Enter the Learner's National Insurance Number

4.
Employer/Organisation Name

Enter the name of the Employer/Organisation

5.
Address

Enter the address where the Learner will normally be located 

7.
Telephone Number

Enter the telephone number where the Learner can be contacted 

8.
Contact Name

Enter the name of the individual who will be the main contact during the period of learning

9.
Mentor (if applicable)

Enter the name of the individual who is the nominated mentor for the Learner 

10.
Training Provider Name

Enter the name of the Training Provider

11.
Address

Enter the Provider’s address

12.
Telephone Number

Enter the Provider’s main telephone number

13.
Contact Name

Enter the name of the individual who will be the main contact during the learning

Section 2 - Programme being followed

14.
Modern Apprenticeship/NVQ Learning

Tick the appropriate box to which programme applies

15.
Start Date

Enter the date recorded as the 'Learning Start Date' on the Learner's Individualised Learner Record (ILR Form)

16.
Expected Completion Date

Enter the date when the Learner is expected to complete all the mandatory outcomes of the programme. This date can be beyond the Funding Entitlement Expiry Date (FEED Date) recorded on the Learner’s Individualised Learner Record.  The duration of the learning must allow the Learner a reasonable prospect of successful completion.

Section 3 - Initial Assessment

17.
Type of Assessment and Date Completed

Enter the type of assessment, eg, numerical test, interview, psychometric test, and the date completed 

18.
Additional Learning/Social Need

Tick the appropriate box to indicate whether the Learner has been assessed as requiring support for additional learning and/or social needs

Section 4 – Mandatory/Additional Outcomes

19.
Mandatory/Additional Outcomes

This information must include all the planned outcomes of learning.  The mandatory outcomes must relate to the mandatory outcomes detailed in the apprenticeship framework (as appropriate). 

Additional outcomes will be qualifications/courses required by the Learner and/or the Employer over and above the learning events mandatory outcomes.  These additional qualifications may be determined during the course of the learning and can be entered at such times as appropriate. 

Qualification Reference Number: Enter the qualification reference numbers appropriate to the qualifications the Learner is to study.  The NVQ reference number should comply with that on the Learner’s Individualised Learner Record.

To be achieved: Tick the field against the qualification that the Learner has yet to achieve.

Already achieved: Tick the field against the qualification(s) that the Learner has already achieved, eg, at school, college, etc.

20.
Title of Framework

Enter the title of the Foundation or Advanced Modern Apprenticeship Framework (as appropriate)

21.
Framework Approval Date

Enter the framework approval data as recorded on the framework document (as appropriate)

Section 5 - Signatures

22.
Employer/Organisation and Provider signatures

The individuals signing this document on behalf of the Employer/organisation and the Training Provider must be authorised to do so 

PART 2 

An ILP Part 2 must be raised at the commencement of the learning event for all new Learners and updated as the Learner progresses. Employers/organisations and/or Training Providers have the flexibility to devise their own records and forms.  These records and forms, however, must cover the elements listed on Part 2 of the National Individual Learning Plan and as laid down in these guidance notes and as detailed in the Funding Agreement.

A copy of Part 2 of the ILP must be retained with the Learner's records.  Personal copies must also be made available to the Learner, the Employer/organisation and/or the Provider if they cannot access the master copy.

An example form to meet the needs of some of the Part 2 requirements is provided.  This form can be used in its entirety or it can be adapted to suit Employers/organisations and/or Training Provider's own systems and processes.  This example, alone, will not meet all of the Part 2 requirements, such as recording the discussions and outcomes of reviews.

Section 1 - Initial Assessment

This section is used to record and/or provide evidence of:

· previous achievements/ outcomes 

· learning needs relevant to the Learner

· record and/or provide evidence of ALN/ASN if applicable

· record the Learner's initial/updated employment and career objectives

The evidence of initial assessment to be provided is not prescriptive and must be individual to the Learner.  This section is particularly important for making judgements on the aptitude and potential of the Learner to meet the requirements of the learning event.

1a: Qualifications, Experience & Skills

This must include identification of educational qualifications (GCSEs, A levels, etc) and any vocational qualifications (GNVQs, NVQs, etc) achieved, as well as details of any other relevant prior learning/experience/skills.  The information collected could include hobbies and interests

1b: Outcomes from initial assessment

Records must be retained of the assessment(s) carried out and their results including where the assessment identifies additional learning needs (ALN) and/or additional social needs (ASN) 

Applications for endorsement ALN/ASN shall be made via The Assessment Form.    

1c: Personal, Career & Progression Objectives

The Learner's initial employment/career and progression objectives must be recorded. As these may change during the course of the apprenticeship it is important that this section is reviewed and updated as appropriate.

Section 2 - Training and Delivery

This section is used to record details regarding:

· Induction

· NVQ

· Basic Skills

· Key Skills

· Technical Certificates

· Other qualification(s)/course(s) - either mandatory or optional

· Planned attendance

· On & Off the Job Training

2a: Induction

Record the details of the induction training, including any specific outcomes.  This must include induction training required by individual modern apprenticeship framework, if applicable.

Record the start date of the induction, indicate the likely duration and completion date

2b:  NVQ Training

Record the following information:

· NVQ Title

· NVQ Level

· NVQ Reference Number

· NCVQ Last Entry Date

· NVQ Registration Date

This will normally be one qualification (as a minimum level 2 for FMA and level 3, or higher for AMA. Some apprenticeship framework may also request a level 2 for AMA).

Please note – Learners must be registered with the awarding body prior to the 

NCVQ Last Entry Date.

Record details of the anticipated completion date for the NVQ.

Record details of all the Mandatory and Optional NVQ units for the NVQ(s)

Record details of any additional NVQ units required to satisfy the MA framework 

Enter any additional NVQ units that meet the needs of the Learner and/or Employer 

2c:  Basic Skills Training

Record specific details of basic skills training to be undertaken, identified from the initial assessment.  Details of the start date, likely duration and completion date needs to be stated

2d:  Key Skills

Record the following information:

· Key Skill Title

· Reference Number

· Awarding Body

· Level

· Anticipated Completion Date

The Key Skills need to reflect the requirements of the apprenticeship framework and any additional personal or Employer needs.

Record any concessions/proxy qualifications detailing the qualification title, the date awarded and the Key Skill affected

2e:  Technical Certificates

Record the following information:

· Qualification Title

· Reference Number

· Awarding Body

· Level

· Anticipated Completion Date

The Technical Certificate(s) needs to reflect the requirements of the apprenticeship framework.

2f:  Additional Qualifications/Training

· Qualification Title

· Reference Number

· Awarding Body

· Level

· Anticipated Completion Date

Record details of any additional qualifications, awards and/or training required in order to satisfy the framework minimum outcomes and/or additional requirements of the Learner and/or Employer including any specific training which takes place at the Employers premises.

2g:  Planned attendance

Record the Learner’s typical agreed hours of attendance.  NB Planned attendance should be at least 16 hours a week for Learners. For non-employed Learners (please see the apprenticeship framework for employment criteria) the planned attendance should fall between a minimum of 16 hours per week and a maximum of 40 hours per week

2h:  On & Off the Job Training

Record the names and locations of the organisations/departments that will carry out the 

Various phases of the apprenticeship specifying whether on or off the job, the component of the framework being delivered, e.g. off the job training for the technical certificate at a named Training Provider/college of FE, and the persons who will deliver the training.  The plan should include details where the Learner moves locations within the Employer/organisation to gain necessary knowledge, skills and experience

Section 3 - Assessment

This Section is used to record details of the assessment arrangements for each component of the learning event. Learners need to know:

· how they will be assessed

· who will assess

· where they will be assessed

· who will internally verify the assessments

Records of formative and summative assessments conducted during the learning must be retained.

Section 4 - Support and Progress Review 

This section will provide evidence that the progress reviews have been carried out at least every 12 weeks, or more frequently if required by the Learner/Employer, and in addition:

·  any Mentoring arrangements

· planned support arrangements for the Learner

· review process including frequency of reviews

·  proposed review dates

·  parties involved in the reviews

4a:  Mentoring Arrangements

Where applicable record details on any mentoring arrangements, including the name(s) of the mentor(s), contact details telephone, email, etc.

4b:  Support Arrangements

Record the details of any support arrangements in respect of items such as tools and equipment, protective clothing, childcare, travel and lodging.

4c:  Progress Reviews

Provide a brief description of the process for carrying out progress reviews.  Record proposed review dates and, when known, the actual review dates.

Progress reviews should be recorded in writing.  As a minimum there must be a record of the progress the Learner has made and the actions agreed for the period to the next review meeting.

Reviews should involve feedback from the Learner, Employer and Provider, normally via a tripartite discussion. 

The Learner and reviewer(s), including the Employer/organisation representative should sign/initial and date the completed review record.

The Learner and the Employer/organisation should be provided with a copy of the review record.

Also record here details of the actual leaving date.

PART 3

Agreed Changes 

This section allows agreed changes to be recorded relating to aspects contained within Part 2, sections 2 – 4.

1.  
Learner Name

Please enter full name

2.  
Page

Record the current page number to ensure all agreed amendments are retained

3.  
Details of Agreed Change/s

Enter details of the changes that relate to the Learners individual learning event.  These changes must be signed and agreed by all parties.
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