Introduction to Aptem for

Apprentices

UWE Ufnixersity
of the




Contents

INtroduction tO APtEM fOr APPIrENTICES. ...uuvvviiiiiiiieiciteeeee e e e e e e eesbbreeeeeeeesesennnrrens 1
L6o T 01 (=T 0 1 £ PP UPPPPPPPTR 2
INTRODUCTION TO APTEM ...ttt ettt e n e sne e s e s e e neenmne e 3
LOZEINE IN FOr the firST tiME ..uvvvreeeiii i e e e e sebbr e e e e e e e e seaaaeres 3
BASIC OPERATIONS ...ttt ettt ettt ettt et e bt e st e e bt e st e e sbeesab e e bt e sabeebeesabeebeeennas 4
SIGNING COMPLIANCE DOCUMENTS ...ttt ettt sttt st sit e st sae e sate b e s e e b e saeeeaee s 5
e Tol=To LU = OO PP PPTT 5
In-built Aptem Help and SUPPOIt ...t e e s rre e e s 7
APTEM APPRENTICESHIP DASHBOARD GUIDE .......cooiiiiiiiiiiiiieeee ettt s 7

e oY= =T YU 7
Learning Plan COMPONENTS. ... .uvueeeiieiiiiieiireeeeieeeeeeeitreeeeeeeeseesesrereeeeeeeeesassssseeeeeeesssessssreseseeeessnnns 8
THMIEIINE ettt ettt e st e e e b bt e et e s be e e e bt e e e bt e e e bt e e nbeeeanreas 8
Off-ThE-JOD HOUTS. ...ttt e r e s e e n e s nneenee s 9
=To U TN =T AN 1 =] o} f Lo o PPN 9

) L =T - T A U=T o Yo T A USRS 10
RECORDING OFF-THE-JOB-HOURS & UPLOADING TIMESHEETS .......ccoiiiiiiiiiniieeniieeeieeeee e 10
L@ 1YY V= PP 10
Off-ThE-JOD NOUIS ...t st st e s sare e 11
Protected Learning in BaS@ Al .....cuuiiiiiiiiieeiiiiiee e eiteee s sttt e st e e sttt e e s s b e e e s sbaaeessnabaeeesssnaeeas 11
UPLOADING MONTHLY TIMESHEETS ..ottt 11
RECORDING OFF-THE-JOB HOURS ...ttt sttt 13
UNIVERSITY & ELECTIVE HOURS ...ttt ettt ettt ettt et sttt st e sate b e saeeenee s 13
EXTERNAL PROTECTED LEARNING TIME (external placements) ......ccccccceevvevcvrveeeeieeeiiiccnrreeeeeen. 15
PROTECTED LEARNING IN BASE AREA (PLB) ...ceutiiiieieeeteesiee et 17
FAILS ..ttt ettt ettt ettt ettt et h ettt h e e be e eh e e e a b e e a e e e te e eht e eabeeehee et e e ehte e bt e ehteebeeeateebeeenneebeens 18
TIMESHEET GUIDANCE........eiitteite ettt ettt ettt ettt sttt esat e st e e sat e e beesabeeabeesabeenbeesanesseens 21
TRIPARTITE REVIEWS ...ttt sttt sttt st ene e smn e e neenmne e 23

e o Tol=To [V o I PO PO PP R RPPPTRPPRRTON 24
COMPLETING OTHER REVIEWS. ... oottt sttt st sttt et st eene e 27
[CTUTTo =T o ol TP UP R TPRRTRN 27
PrOCEAUNE .ttt 28



INTRODUCTION TO APTEM

Aptem is an interactive and intuitive digital platform to help take you through your apprenticeship
journey. This guide briefly describes the Aptem interface and basic procedures. It also signposts
you to the Aptem Help Centre which sets out all you need to know about how to use Aptem.

To be able to use this guide the following must have been completed:

e The user must have an Aptem account— If you do not, please contact your Apprentice Coordinator.

Logging in for the first time

You will have received an email which includes a link. Clicking on it will take you into Aptem.

Hi Draco,

Welcome to Aptem! &

You have been invited by Elena Bennett. We're excited you're here and can't wait to help
get you started.

Before you can login, you must activate your account.

Activate Account

You will first be asked to create a password.

aptem.

Activate your account.

Please choose a login and password.
Usemame or email

malfoy.apteme&gmail.com

Password

.............

Strong

Confirm Password



You will then be asked for contact details.

Address Lookup About You

Enter your UK postcode and we'll find your We will keep your personal information sofe ot all times

address
Title
Country

United Kingdom v

Date of Birth
Postcode
day/month/year =
BS7 BLG Find Address

Mobile Number
Alternatively, fill in your address below

You are then asked to either choose or draw a signature. If you do not like the way it comes out
when you draw it, just select a pre-designed one. (This can also be changed later if required).

Electronic signature declaration agreement
s wiagm ol 1R plotfanm it sunedt 10 Syt te aret fitisng ahd Bty policy |1 Moy alie be tubedt be cond fions
rganination that has provided you with oocess to this platform Ve enabie you to confirrm agresment theougt

wse of on slactronic signature

This completes the login procedure.

BASIC OPERATIONS

A number of operations are always available, regardless of where you are in the Aptem system.
These can always be accessed via icons at the top right-hand corner and the left-hand side of the
screen.

There are 2 circular icons in the upper right-hand corner of the screen:
e Initials: Clicking here allows you to change your user details (including password) and log out.
e Bell: When a small red lozenge appears on top of this icon it means that you have unfinished

tasks that need attending to. Clicking on the bell icon will display a list of notifications including

all these unfinished tasks.

There are also a set of icons running down the left-hand side of the screen:

For details each of these icons and how to use them, please go to the Help & Support Centre (Page
6). They are also referenced in the relevant sections throughout this document.



SIGNING COMPLIANCE DOCUMENTS

This procedure details how to sign compliance documents in Aptem as part of the onboard
apprentice process. This is a one-off requirement when you first sign into Aptem. Some cohorts
may find that these documents have been pre-loaded so these steps can be ignored. The system
will direct you automatically to this process if it is required.

Procedure

1. Asanapprentice loginto Aptem.
2. Anonboarding screen will generate advising you that you have compliance documents to
generate and sign.

1. Compliance Document Generation

Firkah =

3. Click on finish to generate the documents.

4. The first document to generate is the commitment statement. This is a summary of the
schedule, roles, responsibilities, and funding that support your apprenticeship. It is signed by
your employer, UWE and yourself.

Ernployer (Line Mansges Mentor
Signatory)

Mame Cedric Diggory

Role Title

coiggoryigmail.com

set out in section 2 and section 3 and by shgning this document, |
his apprenticethip, working in partnerthip with the other named signatories as part of this

that the about the hip and app included in this Comenitment Statement i corm et at the time of
amy charges must be notified and may require an updated Commitment Statement
[ rand that this appeenticechip may be funded through Furopean Soclal Fund and that records may be used as part of 2 match
programene or made available for audit or other monitoring purposes

Date

5. Clickinthe ‘click here to sign’ box. Your recorded signature will pull through and the date
will automatically populate.

Signature

Date 20/08/2022

6. Clickon min the bottom right of the screen.

Next your apprenticeship agreement will be generated. This is to identify the apprenticeship
standard linked to your apprenticeship, the dates of your programme and the amount of the off-
the-job training you will receive.



APPRENTICESHIP AGREEMENT
An st b

Signatories

Click on the click here to sign and your recorded signature will be added, and the date will be auto
populated.

Shgravories

7. Clickon in the bottom right of the screen.

Next your individual learner record will generate. This is also known as the ILR. This will pull
through the details you provided as part of your onboarding.

ﬁ Union L 'M"E el
Eucation & Scils E urcpman Sructrm Bristol I35
Funding Agency P ———

Individual Learner Record
Leamer details

MWS0Z0BINGS0

8. Scroll to the bottom of the document and click on the click here to sign box. Your recorded
signature will be added, and the date will auto populate.

Learning declaration

y Personal Learning Record (PLR) information with UiwEtest and other relevant bodies.

& my programme b supp

gency (ESFA) on
pean Socisl Fund (ESF). }

alf of the Secretary of State for the Department of Education (IME) and may be part financed by the European Union
wi s rOgramme,

1 confirm all the information completed & contained In this Application for leaming document fs accurate & true

First Mames s Surname ks

Signature Date (TS
Lhigagiiig

9. Clickon in the bottom right of the screen.

You will now be taken to your programme dashboard where you can track your progress.

If you would like to view the compliance documents once signed, you can do this through the

area on the left-hand menu.



In-built Aptem Help and Support

If you click on the box in the lower left-hand corner of the console, under the icons, a support
box will appear.

Help and Support %
Search the Help Centre
N Need help using Aptem? View how-to articles and guides.

(?) Help Centre

Click on the help center icon to go through to the help center where you can type in your query.

Please remember that this is a generic help center and will use terminologies that may be different
to your apprenticeship and may reference things that are not applicable to you or your
apprenticeship.

APTEM APPRENTICESHIP DASHBOARD GUIDE

This guide explains the dashboard areas that the apprentice sees when they log into Aptem.

Progress

Progress

Advanced Clinical Practitioner (Degree) Apprenticeship Behind
Standard (Level 7)

[ 0%

This section explains how far through the programme you are, based on the date, the Off the Job
hours you’ve submitted and the number of components you have completed.

The black horizontal line is the target for where you should be, the light blue horizontal line shows
the point of submission, and the dark blue line shows the point of completion.



The percentage on the right-hand side explains what has been completed. If you hover the mouse
over the progress line you can bring up a summary box

Learning Plan Components

Learning Plan Compeonents

e Ty 1
@ Completed Against Targe ”
0 ® Completed Ahead of Target o
| Submitted for Marking ;
Total Remaining ;

a 2 ¥ O

This section details the stage your learning plan components are at.
e Target—This is the due date for various components.
e Completed Against Target — This is how many components you completed after their due date.
e Completed Ahead of Target — This is how many components you completed before their due date.

e Submitted for Marking — This is how many components you have sent to your training coordinator and

are ready to be marked.

e Total Remaining — This is how many components that you have yet to submit.

Timeline
Timeline
Start: 26 Sep 2022 Plonned End: 25 Feb 2024
_:i_-, n
& (
On Program Gatewa E

This section summarises what stage of the programme you are, whether you are on the
Programme, Gateway (readying for End Point Assessment) or conducting the End Point Assessment.
It also describes the various planned dates for these points.



Off-The-Job Hours

Off-The-Job Hours

— Target Submitted @ Completed

—_— +62% (-13h 46m)
Minimurn Planned Submittec Completec Forecast

745h Oh 8h 13h 538h

This section details the expected and recorded Off-The-Job hours you have completed.

In the bar chart, for each month, the horizontal bar is the target for how many hours should been
completed, the light blue bar totals the hours that have been submitted but not completed, whilst
the dark blue bar totals the hours that have been submitted & completed.

The same colour scheme applies to the Overall Progress bar but is not broken down by month. The
additional percentage on the right-hand side is the percentage you have submitted against what
has been completed.

Requires Attention

Requires Attention

®©

This section summarises if you have any outstanding Aptem actions.

Components Overdue — This is how many learning plan components have missed their deadline.
These will need actioning when possible.
Requires Marking — These are the number of submissions against the learning plan components

that need to be marked now that you have submitted them.



e Signatures Required — This is how many documents need signing and will include your
compliance documents and reviews.
e Tasks Overdue — This is how many tasks have missed their deadline. These will need actioning

when possible.
Skills Radar Report

Skills Radar Report

T

Sept Oct

@ TEST Police Constable CVF Values

This section summarises your progress against the programmes IfATE standard based on your skills
radar self-assessments.

RECORDING OFF-THE-JOB-HOURS & UPLOADING TIMESHEETS

Overview

Timesheets should be completed as per the guidance on blackboard (in the recording hours section
— (See example timesheet at the end of this document).

Upload Signed/completed timesheets to the “Documents” section of APTEM monthly and clearly
labelled with the month and year they refer to.

Below is a breakdown of hours relating to the TNA programme:

Hours Code Included in Off-The- Job?Requirement
University/Elective Hours/  |U/UE/Tri Off-The-Job Hours Apprenticeship and NMC
Tripartite Reviews requirement
(460 hours)

External Protected Learning [EP Off-The-Job Hours Apprenticeship and NMC
Time (time away from base) requirement (460 hours)
Protected Learningin Base |PLB INot Off-The-Job Hours  [NMC requirement only
Area (1380 hours)

10


https://blackboard.uwe.ac.uk/uwenav/ultra/courses/_351446_1/cl/outline
https://blackboard.uwe.ac.uk/uwenav/ultra/courses/_351446_1/cl/outline

Off-The-Job hours

It is an apprenticeship requirement that all Off-The-Job hours are recorded weekly on APTEM. This
weekly record keeping is a requirement of your apprenticeship. Weekly hours are calculated
Monday to Sunday.

These hours will be recorded in the “Learning Plan” section of APTEM:

e University and Elective Hours are recorded under the appropriate module.
e External Protected Learning Time is recorded under the “Nursing Midwifery Council External

Placement” component.

Protected Learning in Base Area

Your Protected Learning in Base hours are a requirement of the NMC so also need to be recorded
on your timesheets.

However, you do not need to record these hours on APTEM.

Your apprenticeship coordinator will maintain a document entitled “Protected Learning Time”
which will give a rolling total of all OTJ & PLB hours and will be updated and filed monthly under
“My Documents.” This will be an ongoing record of all completed and verified hours that have been
uploaded.

UPLOADING MONTHLY TIMESHEETS

Once your timesheet is completed and signed it can be uploaded under the “Documents” tab.

Guidance on how to correctly record hours on your timesheet, and requirements of completion can be
found on page 19 of this user manual.

Log onto APTEM - you will be in your dashboard area which will look like this:

[ Sehadulsd Mulntemmus  System matananca i plareed 1 We:

Nursing Asseciote Deme

Click on “Documents” in the left-hand bar:
11




Under “My Documents,” select “+ Add Document.”

Documents

e
[ | My Documents

My Documents
Description

=y
| Skills Radar Reports
P
|  Programme Documents

| Reviews

Upload your timesheet.

March 23 timesheet (18.24 KB)

Protected |sqming Time record (13.22 KB)

Uploaded

07/03/2023 11:38

09,/03/2023 1119 & w

Remember to label your timesheet appropriately with the month and year e.g., April 23 Timesheet.

Document Upload

Description *

April 23 Timeshast

Apgril 23 Timeshest.docx
Fils successhully uploadad,

Allowed document types:

pdf doc dock s xlax ppt  pps
ip iP=g bmp  gif

pda méa wav wma aiff  3gp

webm wmy  odt ode odp art wrf

%
PRix  ppax et sy
png mp3 .mpsg .oac
opd ad Ay mdv

This will now appear in “My Documents.” You can edit or delete the file where necessary.

Documents

| My Documents

‘ My Documents

o
| Skills Radar Reports

‘ Programme Documents

(=S )
Reviews

-]

JJd

ST
[ + Add Document )
. 2

3
Deseription Uplooded Edit Delete
March 23 timesheet (18.24 KB) Y d i
o
Protected Leaming Time record (13.22 KB) V W
5 [ April 23 Timesheet (883,01 KB) 14/03/202313:25 v @ ]
o

12



RECORDING OFF-THE-JOB HOURS

It is an apprenticeship requirement that all Off-The-Job hours are recorded weekly on APTEM. This
weekly record keeping is a requirement of your apprenticeship. Weekly hours are calculated
Monday to Sunday.

Off-The-Job hours are made up of:

e University and Elective Hours — see page 5.

e External Protected Learning Time (time away from base) - see page 8.

These hours will be recorded separately in the “Learning Plan”: Click on “Learning Plan” in the left-
hand bar of your dashboard:

Components

— Target

Click on the “expand all” button to show all modules and months of your programme.

Learning Plan Programme: Nursing Associate Demo

Target progress: 0of1
E e ¥ e s —

~ DECEMBER 2022

UNIVERSITY & ELECTIVE HOURS

University/Elective Hours/ U/UE/Tri Off-The-Job Hours Apprenticeshipand
Tripartite Reviews NMC requirement (460
hours)

To complete University hours, record how many hours you attended UWE under the related
module:

e Year 1 modules will be found under October 2023

13



e Year 2 modules will be found under October 2024

For example, if you attend UWE on Thursday for your regular UWE day for the Applied Anatomy and
Physiology for Clinical Practice, enter the information as follows:

Scroll down your “Learning Plan” to find the appropriate module.

~ s vz

Tripartite Review Review 14.Jun

~  SEPTEMBER 2023

Tripartite Review Review

~ OCTOBER 2023

Applied Anatomy and Physiology for Clinical Practice - UZWKSE-30-1 Assignment (task) 150t
When you click on this module, a bar will - B assiomENT (s D &
Applied Anatomy And Physi...
. . . 10of1
open on the right-hand side. Click on “+ Add Note.” — INSTRUOTIONS

Practical Skills Assessment and Examination. For full
details please see the Module Specification

COMPLETE WHEN COMPLETE BY
Tuter decides 26/10/2023
STATUS

Not Started

BER OF EVIDENCE

0/2
-
itarted
Evidence Criteria

Document and Notes:

itarted

This will open the following box where you can add information about your Off-The- Job hours.

Add Note 2
Details Select criteria
\ Note Type:
Other v
Completion Date:

——
09/04/2023 |

Does this count towards Off-the-job hours? / @
/ﬁ—Thz-Joﬁ Hours Spent: Off-The-Job Hours Type:

22330 This Work Was Completed During Paid Working Hours v

April 23 Timesheet / @

L) ) (=]

14



a. Under “Note Type,” select “Other” from the drop-down box.

b. The completion date should be the last day of the week (Sunday) that you
are entering hours for. Weekly hours are calculated Monday-Sunday.

c. Ensure the box “Does this count towards Off-the-job hours?” is ticked (as
these hours do count towards your off the job total.)

d. Input the number of Off-The-Job Hours spent at UWE/on elective in hh:mm
format.Under “Off-The-Job Hours Type,” select “This work was completed
during paid working hours” from the drop-down box.

e. You will need to add a note into the text box. This needs to be the name of
the timesheet which these hours are recorded on.

f. Click “Save.”

The evidence has now been submitted to your training coordinator in Aptem. The learning plan
component will now show as “Evidence submitted.”

ASSIGNMENT (TASK x

Leqﬂ-"ng Plan Programme: Nursing Associate Demo Applied Anatomy And Physi...

Target progress: 0of1 COMPLETE WHEN COMPLETE BY

@ 'overue ¥ QuickFiters T Filtas Collapse all
All evidence isaccepted  05,/10,/2023
+  DECEMBER 2022
v MARCH 2023
NUMBER OF EVIDENCE
v JUNE 2023 9722
7 NG
~  SEPTEMBER 2023 { + UplocdFile ) ( + AddNete )
&
A~ OCTOBER 2023 Evidence

Applied Anatomy and Physiology for Clinical
Practice - UZWKSE-30-1 50et
Assignment (task

Once your Apprentice Coordinator has verified and approved your hours against your signed
timesheet, the status will change to ‘Completed.” On occasion, if there are any discrepancies, your
submitted evidence or hours will be referred back to you —and the approval status will change to
“Referred.” Your Apprentice Coordinator will be in touch to indicate the inaccuracies for
amendment or verification.

EXTERNAL PROTECTED LEARNING TIME (external placements)

External Protected Learning Time [EP Off-The-Job Hours Apprenticeship and
(time away from base) NMC requirement (460
hours)

15



This is recorded in the same way as above, but under the “Nursing Midwifery Council External
Placement” component of the “Learning Plan.”

Scroll down the list in your “Learning Plan” to find the “Nursing Midwifery Council External
Placement” under October 2024. When you click on this component, a bar will open on the right-
hand side. Click on “+ Add Note.”

Ed = L2 a 5

v FEBRUARY 2024 ASSIGNMENT (TASK) 2 &
Nursing Midwifery Council ...

v MAY2024 COMPLETE WHEN COMPLETE BY

Allevidence is accepted ~ 05/10/2024

~v  AUGUST 2024
STATUS

~ OCTOBER 2024 Not Started

NUMBER OF EVIDENCE

Nursing Midwifery Council External o/
Placement £ 5 Oct Not Started A

Assignment (task

(+ wooarie ) (+ Acanete )
+ Upload File + Add Note
\ LS %

Tripartite Review Review £ 30 Oct Not Started
Evidence
v NOVEMBER 2024 Docy Statu: Edit
No records available.
v JANUARY 2025

14

This will open the following box where you can add information about your Off-The- Job
hours.

Add Note 2
@ Details Select criteria
\ Note Type:
Other v
b Completion Date:

09/04/2023 |

B Doss this count towards Off-the-job hours? / @
/ﬁ—'ﬂm -Job Hours Spent: Off-The-Job Hours Type:
22330 This Work Was Completed During Paid Working Hours

v
April 23 Timesheet / @

/@

a) Under “Note Type,” select “Other” from the drop-down box.

b) The completion date should be the last day of the week (Sunday) that you
are entering hours for. Weekly hours are calculated Monday-Sunday.

16



c) Ensurethe box “Does this count towards Off-the-job hours?” is ticked (as
these hours do count towards your off the job total.)

d) Input the number of Off-The-Job Hours spent at UWE/on elective in
hh:mm format.

e) Under “Off-The-Job Hours Type,” select “This work was completed during
paid working hours” from the drop-down box.

f)  You will need to add a note into the text box. This needs to be the name of
the timesheet which these hours are recorded on.

g) Click “Save.”

The evidence has now been submitted to your training coordinator in Aptem. The learning plan
component will now show as “Evidence submitted.”

ASSIGNMENT (TASK
H rogr ! Associate Der - %
Leqrr"ng Plan Programme: Nursing Associate Demo Applied Anatomy And Physi...

" Target progress: Oof1 COMPLETE WHEN COMPLETE BY
10verdue ¥ QuickFilters = Filte Collapse all
05/10/2023

All evidence is accepted

~ DECEMBER 2022 SR

Evide

v MARCH 2023
NUMBER OF EVIDENCE

v  JUNE2023 or2

v  SEPTEMBER 2023 [ + UploadFile | ( + AddNote )

~ OCTOBER 2023

Applied Anatomy and Physiology for Clinical
Practice - UZWK9E-30-1 )5 Oct

vent (task

]

Once your Apprentice Coordinator has verified and approved your hours against your signed
timesheet, the status will change to ‘Completed.” On occasion, if there are any discrepancies, your
submitted evidence or hours will be referred back to you — and the approval status will change to
“Referred.” Your Apprentice Coordinator will be in touch to indicate the inaccuracies for
amendment or verification.

PROTECTED LEARNING IN BASE AREA (PLB)

Protected Learning in Base Area |PLB INot Off-The-Job Hours NMC requirement only
(1380 hours)

Your Protected Learning in Base hours (PLB) are a requirement of the NMC which is why they are
recorded on your timesheets for audit purposes. However, you do not need to record these hours
on APTEM.

17



On a monthly basis your Apprentice Coordinator will upload a document entitled “Protected
Learning Time” under “My Documents.” This will be an ongoing record of all the verified hours you
have completed and uploaded, separating your UWE hours, External Placement hours, and your
Base Area hours.

This document will give a rolling total of these hours for you to check where you are at any time
but remember, these will only reflect verified hours that your Apprentice Coordinator has checked
against your signed timesheet.

== - .®

Documents

il | UWWE Hours

FAQs

How will my hours be checked?

Once your monthly timesheets have been completed, signed, and uploaded to APTEM, your
Apprentice Coordinator will check and verify your OTJ uploads against your timesheet and update
your Protected Learning Time document. Any discrepancies will be highlighted for you to amend.
Once your hours have been approved by your Apprentice Coordinator, they will then be included in
your OTJ hours total on your dashboard.

What if the week | wish to upload runs into the next month?

When you select “+ Add Note,” record the total hours for that week and note down both months
the hours are included under. This will help your Apprentice Coordinator when checking your
timesheets.

E.g., You are uploading External Placement hours for the week 30/01/2023 Mon —05/02/2023 — Sun.

You worked 7.5-hour shifts from Monday-Friday - The last day of the week (Sunday) is in February
however 15 hours (Monday and Tuesday) are counted in your January timesheet. Record the total
hours you completed (37 hours, 30 mins) and in the text box, include both January 2023 and February
2023 timesheets.

You worked 9-hour shifts from Wednesday-Friday - No hours for this week are counted for January.
Therefore, you will record 27 hours and you will only need to refer to February timesheets in the
textbox.

18



Add Note x

O The-dot Hours Spant - Tha-wdob Flossrs Type

What if | need to amend the number of OTJ hours?

If you make an error in your Off-The-Job upload, this can be edited by selecting the three dots and
selecting “Edit.”

s n St
- - e

What if | need to re-upload my timesheet?

If you need to amend your timesheet and upload it again, you can delete the original timesheet and
upload the correct version ensuring that you label the new timesheet “Month Year — amended” so
your Apprentice Coordinator is aware that changes have been made.

Remember: all amendments or errors must be re-signed by your Practice Assessor to ensure
transparency and consistency of your documentation.

How do | record Annual Leave?

Annual Leave will be recorded on your timesheet, but it does not need to be recorded on APTEM. If
you attend timetabled UWE hours during your Annual Leave, you should record this as U on your
timesheet and include the hours in your weekly upload.

How do | record non-timetabled UWE hours/self-directed study?

Regarding self-directed study when there are no timetabled University days, this cannot be
recorded as Uni or External placement (unless you attended an external placement). This must be
recorded as Protected learning in Base area. Only university timetabled days can be recorded as
university hours.

19



How do | record Tripartite reviews?

Tripartite Reviews are counted towards Off-The-Job hours and fall under university hours. These will
be included in your weekly upload.

e e.g. youare currently studying the Communications and Relationships Management Skills
module and you attend UWE for your timetabled 7.5 hours on Thursday. You also had a
Tripartite Review which took 2 hours on Friday. In your weekly APTEM upload, you will
record 9.5 hours under the Communications and Relationships Management Skills module.

What if I’'m on a resit or retake?

Continue to upload University hours under the relevant module.

20



TIMESHEET GUIDANCE

ITIVIESHEEI
Month: Jan 2023 Cohort: Mar 2022
R e L S A e S RS AN S oot Please ensure that each shift has the number of
= a hours recorded.
y

17 18 15 20 21 22 23 24 25 26 27 28 25
PLE V] EP AL AL Do UE Do Do U PLE PLE TRI
10 75 75 75 75 10 10 75
Codes Meanings Hours

EP External Protected learning time {time away from Base area) 75 B Please ensure the

PLB Protected Learning in Base area 40 “ totals box is Complete‘

v ety £ and reflects the hours

UE Uni Elective 75

™ Tripartite 75 recorded above

Tatal Protected Learning Hours 85

AL Annual Leave

5 Fick

Do Day off.
Practice Assessor Name Signature Date
A Nurse e sy#mn| You do not need to |enter the total hours for AL/DO/S
Student Name Signature Date
N Associate NMW 31/1/2022

Please ensure both you and your Practice Assessor complete all boxes. This should be a physical "wet” signature.

18




External Placement - These are arranged learning opportunities away from your base area. These may
be single days or blocks of external placement.

e This does not include re-allocation to another area on an ad-hoc basis. This cannot include bank
shifts. This does not include UWE Elective days.

Protected learning in Base area - This is your regular base of work.

This cannot include bank shifts.

University - These are the timetabled days, as per your vertical planner and includes elective days,
timetabled study, and assessments.

This does not include the period between year 1 and 2 or breaks when there are no timetabled sessions.
If your employer grants additional study time, this is base unit hours.

Over the two years of the programme, you must achieve a minimum of:

e 460 hours of external placements
e 460 hours of university

e 1,380 hours of base unit

Recording of your hours accurately and consistency of documentation between your timesheets and
your Protected Learning Time sheet will be reviewed at the end of your programme in order that we
can confirm completion and process your registration with the NMC.

Signatures - are expected to be “wet” signatures on all timesheets by both the Practice assessor and
TNA. This should be completed monthly and uploaded to Aptem. Please ensure that there is consistency
between the timesheet and your Protected Learning time, this has been highlighted in previous
cohorts.

Amendments - As for any documentation, all amendments or errors must be signed by your Practice
Assessor to ensure transparency and consistency of your documentation.
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TRIPARTITE REVIEWS

This procedure details how to prepare for tripartite reviews including how to add comments in Aptem
as part of the managing apprenticeships process.

There are numerous steps that should be completed as part of the Tripartite Reviews, which must take
place every 12 weeks as per ESFA regulations.

Comments can be added into the review by the apprentice, employer, and UWE training coordinator
up to 42 days before the date listed on the review. This date is not when the review has been arranged
for but is the compliance deadline for when it must be completed by to meet ESFA compliance. The
“Scheduled Review” date is when the review is due to be carried out.

The below sections require input, the other sections are for information only.

e Apprentice Comments — This section can be populated by the apprentice before the meeting
and adjusted during the review accordingly. It should cover areas such as how the apprentice is
working towards the KSBs and any notes, they’d like to add that have arisen since the last
review meeting. This must be completed for every review.

e Employer Comments — This section can be populated by the employer representative(s) before
the meeting and adjusted during the review accordingly. It should cover areas such as how the
apprenticeship seems to be progressing, how the apprentice is fitting in with the team etc. This
must be completed for every review.

¢ University Comments — This section can be populated by UWE training coordinator
before the meeting and adjusted during the review accordingly. It should cover areas such
as how the apprenticeship seems to be progressing. This must be completed for every
review.

e Safeguarding — This should be completed by the apprentice before the review, which
gives a chance for further discussion during the meeting. This must be completed for
every review.

e Prevent —This should be completed by the apprentice before the review, which gives a
chance for further discussion during the meeting. This must be completed for every
review.

¢ Health & Safety — This should be completed by the apprentice before the review, which
gives a chance for further discussion during the meeting. This must be completed for
every review.

e British Values — This should be completed by the apprentice before the
review, which gives chance for further discussion during the meeting. This
must be completed for every review.

e Personal Development — This should be completed by the apprentice before the review,
which gives the chance for further discussion during the meeting. This must be
completed for every review.
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Skills Radar — This section should be completed by the apprentice to confirm where they
believe they are against each of the KSBs. For the first Skills Radar, this will need to be
completed in full, but in subsequential reviews, the previous version will be pulled
through and can be adjusted as necessary. This does not have to be completed for every
review but must be completed at least annually. Goals can be set by your apprentice
coordinator as part of the review. Goals do not need to be set at every review, nor do
they have to be against every KSB.

RAG Status — This section should be completed by the UWE training coordinator,
apprentice & employer to confirm what state they feel the apprenticeship is at. This
must be completed for every review.

Once all sections have been marked as completed, the review should be saved, and all three parties
should sign the review in Aptem.

Procedure
1. Loginto Aptem.
2. From menu option at the side of the dashboard click on reviews
@ Skills Radar Report
I_?} Reviews
EE’ Rescurce Centre

3. From the generated list find the review that you need to provide information for and click
on the review action button to the right of the screen

4, Thereview document will open and all the tabs for that review will show. Some of the
tabs are for information only and do not require anything to be completed. If the tab
requires you to complete some information, it will show as being incomplete.

5. To complete the tab, click on the tab header and the section will open. Complete the
information requested and click on save when finished. The status of a tab will change to
complete if everything has been done.

Link to UWE Bristol Serious Concemns

[
/ Completed v\)

24



For the Skills Radar section you may be asked to reassess yourself against the apprenticeship standard
to see if you feel you have made progress. This does not have to be completed for every review but
must be completed at least annually. Click on the element of the standard to bring up the panel on the
right, then select the score of where you feel you are currently against that knowledge, skill or
behaviour. Scroll down on the panel to add a note to say why you feel you have/have not made
progress, then click save. Move on to the next element of the standard until you have reviewed them
all, then continue through the review tabs.

« Tripartite Review Test - 11/11/2022 Reviewed by: Elena Bennet Question10f 3

~  Skills Radar

6. Please note that when you have completed your comments these will become available to
your training coordinator and employer to view these prior to the review. You can Save
and Close this tab to review other parts of Aptem without losing any progress.

7. If tasks are identified as part of your review, you will need to record them so that actions can
be monitored, and they can be marked as complete. From the menu bar at the left side of

the screen click on
4+ Create Task
8. To create a task, click on at the top of the calendar view.

9. Select the action plan from the task list and type in a description of the task. Select the date
the task is due by and if there is a certain time for it to be done or if it is all day. Set any

notifications required to remind you to do it and click on

Create Task 2
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10. This will now show in your action plan.

(D) Action plon

|| ]

11. Any overdue tasks from previous reviews will show in an overdue tasks list to
the right of the screen.

12_ Minerva MeGenagall, Review meeting

‘!f‘_ Action plan

To complete a task, select the task and click on the pencil to edit. In the bottom right of
the screen click on ' +/ Mark Complete j then

The review will now show on your calendar with a tick and not show on the overdue list.
+ Action plan

12. Once the review has taken place and the pdf file containing the information
generated you will need to sign off the document.

13. Your dashboard will now show that a signature is required in the requires attention
section.

14. Click on signatures required and the review will show with a view and sign button next
toit.

Signatures Requined

:-.-ﬁ ..:r.'-ﬂ-".-"- m

15. Open the review document, scroll to the end and click to add your electronic
signature.

16. Click mﬂ



17. The document will be available in the reviews tile in the documents
section, once your employer & Training Coordinator have added their
signatures.

Documents

COMPLETING OTHER REVIEWS

This procedure details how to prepare for reviews that are not the regular 12-week
tripartite review. It includes how to add comments in Aptem as part of the managing
apprenticeships process.

Guidance

There are numerous sections that should be completed as part of the reviews and include
but are not limited to the below. Note some sections are for information only. Comments
can be added into the review by the apprentice, employer and UWE training coordinator.

e Apprentice Comments — This section can be populated by the apprentice
before the meeting and adjusted during the review accordingly. It should
cover areas such as how the apprentice is working towards the KSBs and
any notes, they’d like to add that have arisen since the last review meeting.
This must be completed for every review.

e Employer Comments — This section can be populated by the employer
representative(s) before the meeting and adjusted during the review
accordingly. It should cover areas such as how the apprenticeship seems to be
progressing, how the apprentice is fitting in with the team etc. This must be
completed for every review.

e University Comments — This section can be populated by UWE training
coordinator before the meeting and adjusted during the review accordingly. It
should cover areas such as how the apprenticeship seems to be progressing.
This must be completed for every review.

e Safeguarding — This should be completed by the apprentice before the
review, which gives a chance for further discussion during the meeting.

This must be completed for every review.

e Prevent — This should be completed by the apprentice before the review,
which gives a chance for further discussion during the meeting. This must
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be completed for every review.

e Health & Safety — This should be completed by the apprentice before the
review, which gives a chance for further discussion during the meeting. This
must be completed for every review.

e British Values — This should be completed by the apprentice before the
review, which gives chance for further discussion during the meeting. This
must be completed for every review.

e Personal Development — This should be completed by the apprentice before
the review, which gives the chance for further discussion during the meeting.
This must be completed for every review.

e Initial Apprenticeship Check — A Yes/No field to confirm that the student
is happy to continue on the programme. This only exists for the Initial
Review.

e Attachments — This is not a substitute for not using the Aptem templates, but
an option for any additional relevant documentation to be included with the
review.

For Initial Reviews that take place within 42 days of the programme starting, the review date
is not when the review has been arranged for but is the compliance deadline for when it
must be completed by.

Once all sections have been marked as completed, the review should be saved, and all three
parties should sign the review in Aptem.

Procedure

1. Loginto Aptem.

2. From menu option at the side of the dashboard click on reviews

(_l':. Skills Radar Report

I_E, Reviews

El -
|: ® Resocurce Centre

3. From the generated list find the review that you need to provide
information for and click on the review action button to the right of the
screen
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4, The review document will open and all the tabs for that review will show.
Some of the tabs are for information only and do not require anything to be
completed. If the tab requires you to complete some information, it will show
as being INCOMPLETE.

5. To complete the tab, click on the tab header and the section will open.
Complete the information requested and click on save when finished. The
status of the tab will change to complete if everything has been done.

A Safeguarding

No

Link to UWE Bristol Serious Concerns

I'/ Completed « \\
h. A

6. Please note that when you have completed your comments these will
become available to your training coordinator and employer to view these
prior to the review.

You can Save and Close this tab to review other parts of Aptem without
losing any progress.

7. If tasks are identified as part of your review, you will need to record them so
that actions can be monitored, and they can be marked as complete. From
the menu bar on the left side of the screen click on TASKS.

8. To create atask, click on CREATE TASK at the top of the calendar view.

9. Select the action plan from the task list and type in a description of the task.
Select the date the task is due by and if there is a certain time for it to be
done or if it is all day. Set any notifications required to remind you to do it
and click on CREATE TASK.
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Create Task X

Tonit Tz Do Dt
B
Dwtatiget b | -
Mt incatisn [,
L} r w L -
i Aot
Comtost Datalls
Wims Limk Blome
Wi Lk

10. This will now show in your action plan.

+ Action plan

(©) Action plan

11. Any overdue tasks from previous reviews will show in an overdue tasks list to
the right of the screen.

]2 Minerva McGonagall. Review meeting

14 Actlon plan

To complete a task, select the task and click on the PENCIL to edit. In the bottom
right of the screen click on MARK COMPLETE then SAVE CHANGES. The review will
now show on your calendar with a tick and not show on the overdue list.

12. Once the review has taken place and the pdf file containing the information
generated you will need to sign off the document.
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Requires Attention

Tasks Overdue 2
| 5] Unread Messages 12

2 Signatures Required 1

13. Your dashboard will now show that a signature is required in the requires attention
section.

14. Click on signatures required and the review will show with a view and sign button next
toit.

15. Open the review document, scroll to the end, and click to add your electronic
signature.

16. Click on SAVE.

17. The document will be available in the reviews tile in the documents
section once your employer & Training Coordinator have added their
signatures.

Decsments
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