Company Apprenticeship Plan
under § 14 paragraph 1 number 1 BBiG, annex to the apprenticeship contract
How to use this template: fill in the grey fields, replace the sample rows in square brackets and delete rows you do not need. To add rows in Word, right-click a row > Insert > Rows below.
	Training company
	[Name, address]

	Apprenticeship profession
	[As defined in the training ordinance]

	Apprentice
	[Name, date of birth]

	Duration
	[X years, start/end]

	Training employer
	[Name, function]

	Responsible trainer
	[Name, AEVO qualification]

	Created / version
	[Date] / [X]


1. Training Framework Plan
Taken from the training ordinance for [profession], Federal Law Gazette Part I, dated [date]. Technical framework: [link or reference].
2. Factual Structure
	No.
	Competency area
	Learning content
	Timeframe (weeks)

	1.1
	[e.g. Company and work organization]
	[Introduction, data protection, workplace safety]
	4

	1.2
	[Technical competency A]
	[Sub-skill 1, sub-skill 2, …]
	12

	2.1
	[Technical competency B]
	[…]
	10

	
	
	
	

	
	
	
	

	
	
	
	


3. Temporal Structure
	Year
	Half-year
	Content (competency area)
	Location/department
	Responsible

	1
	1
	1.1, 1.2
	[Department]
	[Name]

	1
	2
	2.1
	[Department]
	[Name]

	2
	1
	[…]
	[…]
	[…]

	2
	2
	[…]
	[…]
	[…]

	3
	1
	[…]
	[…]
	[…]

	3
	2
	Exam preparation
	Central training
	[Name]


4. Inter-Company Training (ÜLU) and Vocational School
	Block
	Content
	Timeframe
	Location

	ÜLU block 1
	[Topic]
	[Date]
	[Chamber location]

	Vocational school
	[Block or part-time]
	[Period]
	[School]

	
	
	
	

	
	
	
	


5. Learning and Performance Reviews
	Review
	Date
	Responsible

	Probation assessment under § 20 BBiG
	
	

	Assessment meeting after 6 months
	
	

	IHK interim exam or final exam part 1
	
	

	Annual performance review
	
	

	IHK final exam or part 2
	
	

	
	
	


6. Responsibilities
	Role
	Name
	Task

	Training employer (company)
	
	Overall responsibility under § 14 BBiG

	Trainer
	
	Technical and personal supervision

	Department-level instructor
	
	On-the-job guidance in the department

	HR
	
	Contract and organizational support

	
	
	


7. Annexes
1. Apprenticeship contract
1. Training ordinance for the profession
1. Training logbook template (digital or analog)
1. Data protection notice for apprentices
8. Change Log
	Version
	Date
	Change
	Edited by

	1
	[Date]
	First version
	[Name]

	
	
	
	

	
	
	
	

	
	
	
	


Acknowledgement
The apprenticeship plan was discussed with the apprentice and handed over.

	Place, date, training employer
	
	Place, date, trainer
	
	Place, date, apprentice



	For apprentices under 18, also: legal guardian
	
	
	
	



Checklist: Is the Plan Ready to Use?
If you cannot tick two or more items, you have a plan on paper, but not one that actually steers the training.
1. The framework plan matches the currently valid version of the training ordinance
1. Factual and temporal structure have no gaps; no competency area is left unassigned
1. Every period is assigned to a department and a responsible person
1. Inter-company training is scheduled with concrete dates
1. IHK interim and final exams are marked as milestones
1. The plan is personalized for the apprentice (prior knowledge, rotations, individual needs)
1. Data protection and training logbook duties are mentioned
1. The apprentice has a copy, not just the HR file
1. The document is versioned: every change has a date and an editor
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