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Why this guide?

Apprenticeship programmes offer 
incredible opportunities for people to build 
bright futures, while also offering a solution 
to growing national skills shortages in the 
engineering and manufacturing sectors.  

However, despite strong potential, 
apprenticeships across all sectors are 
suffering from high non-completion 
rates. In a 2022 report from education 
think tank EDSK investigating the quality 
of apprenticeships in England, over 70 
percent of apprentices who dropped out 
reported problems with the quality of their 
training programme. 

It’s a critical issue, and one the government 
has set out targets to address.  
As well as introducing a goal to increase 
apprenticeship achievement rates to 
67 percent by 2025, the Department 
for Education (DfE) introduced an 
Accountability Framework which aims 
to help providers review their own 
performance, identify potential quality 
issues and carry out improvements. 

According to government statistics, 
engineering and manufacturing 
achievements rates in England were 59 
percent in 2022/23, up from 52 percent in 
2021/22. However, to reach government 
targets, a collaborative effort from providers, 
employers and end-point assessment 
organisations (EPAOs) is required to support 
apprentices from start to finish.  
 
Here to support you  
and your apprentices 

Like you, we believe in the power of 
apprenticeships. We also understand that 
giving your apprentices the tools to succeed 
is your number one priority – and we’re here 
to help you do that. 

Securing apprenticeship success requires 
apprentice support at each stage of the 
journey. In fact, the St Martin’s Group 
Apprenticeships Outcomes and Destinations 
report identified more direct support as 
a key factor in reducing apprenticeship 
withdrawals. 

In this guide for apprenticeship training 
providers and colleges, you’ll find practical 
tips designed to help you plan ahead, 
overcome common challenges, and support 
your apprentices through their entire journey, 
from onboarding to end-point assessment 
(EPA). 

Together, we can help the next generation 
of engineering apprentices reach their full 
potential and strive for thousands more 
apprenticeship starts that finish. 

Increase your apprenticeship completion rates with practical 
advice for overcoming common challenges that you and your 
apprentices may face. 

A collaborative effort from 
providers, employers and  
end-point assessment organisations 
(EPAOs) will be required to support 
apprentices from start to finish. 
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Getting started 
Setting your apprentices up for success starts from day one

Research shows that apprentices achieve better grades and are less likely to withdraw 
when they have a clear understanding of their programme from the start. That is 
why it’s so important that engineering apprentices fully understand their standard's 
requirements, including both technical knowledge and practical competencies, from 
day one. Every apprentice should have a detailed onboarding with their provider and 
employer that can help you catch potential issues early before they become a problem 
later down the line. 

1. Carry out an initial skills 
assessment and standard 
overview

All apprentices need to have an 
initial assessment, and providers 
are responsible for managing 
this. 

	– Carry out a comprehensive 
skills scan against the specific 
engineering standard's 
required knowledge, skills 
and behaviours (KSBs) to help 
ensure your apprentices are 
on the right standard, and if 
relevant, the right pathway. 
The KSBs for each standard 
are outlined in the EPA 
handbooks.

	– For engineering standards 
where there are multiple 
pathways, including 
Engineering Operative, 
Maintenance and Operations 

Engineering Technician and 
Lean Manufacturing Operative, 
it’s critical to ensure your 
apprentice is on the right one 
for their role.

	– Confirm on-the-job 
opportunities for practical 
experience align with standard 
requirements (e.g. machining, 
fabrication or maintenance 
tasks) and check access to 
required workshop facilities 
and equipment. 

	– Check whether your 
apprentices need to attain 
mandatory qualifications, 
including Functional Skills 
maths and English, and discuss 
reasonable adjustments that 
might be required across all 
aspects of the apprenticeship.

2. Set out a clear timeline and 
an individual learning plan 

Make sure your apprentices are 
aware of the expected duration 
of their programme and set clear 
expectations for each stage. 

	– Map out key milestones 
including any on-programme 
assessments and EPA.

	– Outline portfolio requirements 
specific to the engineering 
discipline and other mandatory 
training requirements that will 
need to be evidenced at each 
stage.

	– Plan structured workplace 
rotations to cover all required 
competencies.

	– Schedule technical training 
modules and workshop 
assessments. 

3. Identify where your 
apprentices can go for 
guidance and support 

Whether your apprentice has 
a question about their KSBs, 
managing their workload, or 
EPA preparation, they should 
know who they can speak to for 
support or guidance throughout 
the programme.  

	– Outline what you as a provider 
can support with, versus when 
apprentices should speak to 
their line manager. 

	– Encourage employers to assign 
a technical mentor from the 
engineering team to support 
during the on-the-job training. 

	– Establish regular progress 
reviews with the apprentice 
and line manager. 

Apprentice onboarding checklist
Before the apprenticeship programme gets underway, set up 
meetings with both your apprentice and their employer to… 
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Resources to support 
apprenticeship delivery

Familiarise yourself with our online and downloadable resources to help plan ahead 
for success at each stage of the apprenticeship journey.  

EPA Pro  

Our online administration and learning 
support tool is designed to give you and 
your apprentices better clarity and control 
throughout the entire programme, as well 
as housing everything needed for the EPA 
journey under one roof.   

Build your own profile to get the most 
out of tailored learning support, including 
EPA journey mapping to trace key dates 
and progress, as well as role-specific 
support resources such as activity sheets, 
checklists, and exemplar materials.  

City & Guilds EPA handbooks  

Find all the information related to your 
apprentice’s specific standard, and the 
KSBs that will be assessed. Available for all 
City & Guilds’ standards.  

Apprenticeship training manuals  

We have a range of apprenticeship 
training manuals that include tasks to 
support your apprentices’ progression 
during the on-programme phase, plus 
signposted opportunities to demonstrate/
develop soft skills, behaviours and maths 
and English. They also include appraisal 
documentation to be used for the annual 
reviews.   

Training manuals are available to purchase 
for the majority of our apprenticeship 
standards and can be accessed in 
SmartScreen, our tutor and learner 
support platform.

Digital learning resources  

Access enhanced support resources for 
tutors and learners including schemes of 
work, lesson plans, handouts, worksheets, 
activity sheets, PowerPoint presentations, 
and sample questions.  

E-portfolio platform  

Our e-portfolio platform Learning 
Assistant is designed with learner progress 
in mind, allowing apprentices to collect 
and store evidence related to their 
programme and aid in preparation for 
EPA.  

Lead Independent End-Point 
Assessment (LIEPA) reports  

LIEPA reports contain insights from 
previous EPA experiences, including 
lessons learned, trends, tips on what good 
looks like, and common reasons for failure. 
Use them to refine your delivery and 
improve success rates.  

Functional Skills qualifications and 
training courses  

If you and your apprentices choose to 
continue maths and English qualifications 
for as part of on-programme learning, 
our Functional Skills qualifications are 
designed to help learners build the 
confidence and knowledge to succeed in 
their assessments and future careers.

IfATE EPA plans   

Access assessment plans for all 
apprenticeship standards on the Institute 
for Apprenticeships & Technical Education 
Assessment (IfATE) website. Search for 
your standard.  

Raising the Standards – IfATE’s  
Guide to Quality Apprenticeships  

A series of guides to help apprentices, 
employers and training providers improve 
the quality of apprenticeships. Topics 
include induction, training, preparation for 
EPA, welfare and wellbeing, and equity, 
diversity and inclusion. Access the guides.

Email our EPA support team at 
epapartnership@cityandguilds.com

Visit our  
online apprenticeship support hub 

To learn more about our support platforms 
and resources, and how to access them:
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Apprentice welfare  
and wellbeing checklist

Create an environment where apprentices feel comfortable  
and safe. 

Encourage honest conversations. 

Ensure that your team and employers have the relevant 
information or training to recognise wellbeing concerns. 

Check that your apprentices are equipped with the knowledge 
and tools to keep themselves safe, as well as able to identify 
potential warning signs and take appropriate actions.

Apprentices need ongoing support to ensure their wellbeing and 
welfare needs are being met. It’s important that providers, employers, 
and apprentices take a collective approach from the beginning so that 
relevant steps can be put in place. This is particularly important for 
apprentices who may need reasonable adjustments to support their 
learning. Work together to:  

Explore more resources to 
support learner welfare and 
wellbeing

Read IfATE’s welfare and 
wellbeing in the apprenticeship 
guidance
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On-programme learning
Overcome common challenges and support your 
apprentices throughout their journey 

The on-programme part of an apprenticeship will make up the majority of your 
apprentice’s journey. To help maximise success, it needs to take shape with the end goal 
of EPA in mind. It’s the phase when your apprentices need to develop the relevant KSBs 
for their standard – alongside any other mandatory training requirements and soft skills. 

Tips to overcome common 
apprenticeship challenges 

1. Maintain regular, structured 
progress reviews to stop 
apprentices losing motivation 
or drifting off track

Lasting anything from one to 
five years, an apprenticeship 
is a marathon not a sprint so 
maintaining learner motivation is 
key. Research from the St Martin’s 
Group identified that just over 
a quarter of respondents who 
withdrew from their programme 
reported a ‘loss of interest or 
motivation’.  

	– Schedule monthly review 
meetings with clear agendas 
– ideally face-to-face or keep 
cameras on when possible for 
remote sessions to maintain 
engagement. 

	– Work with the apprentice 
and their employer to get a 
complete picture of on- and 
off-the-job progress. 

2. Monitor KSB development against 
standard requirements to prevent 
delays to the programme timeline

There are multiple factors that can slow 
down an apprentice’s progress towards 
their end goal, but one of the main causes 
is when the day-to-day job role doesn’t 
meet the KSBs required for EPA. Other 
times, roles evolve or shift focus, taking 
learners off in another direction.  

	– Regularly check that apprentices' 
practical tasks align with their standard's 
requirements. 

	– Ensure workshop activities provide 
appropriate evidence for their portfolio. 

	– Watch for role changes that might affect 
access to required practical experience. 

	– Consider early standard adjustments 
if the role doesn't match KSB 
requirements. 

	– Build in the development of essential 
soft skills like presentation and time 
management. 

3. Plan ahead for gateway and EPA with 
mocks, reviews of what’s required and 
more

EPA might seem far away at the beginning 
of an apprentice’s journey but plans 
for any mandatory training, reasonable 
adjustments, and requirements for the 
day should be in place as soon as possible 
– these can take longer to organise and 
evidence than expected. Plus, the earlier 
your apprentices are prepared for what to 
expect, the better.  

	– Address mandatory skills requirements, 
on-programme qualifications, and 
reasonable adjustments for assessments 
early on. 

	– Keep certification evidence organised 
and accessible. 

	– Add mock assessments, including mini-
knowledge tests and presentations into 
your apprentices’ programmes, so that 
they get plenty of practice along the 
way.  

	– Review exemplar materials and Lead 
Independent End-Point Assessor (LIEPA) 
reports to learn what’s required to 
achieve a pass or distinction.  

	– Include gateway and EPA requirement 
checks in your regular review. 

	– Arrange an EPA planning meeting with 
as many key stakeholders as possible 
(the apprentice, assessor, and employer) 
to run through requirements and ask any 
questions. 

	– Set tangible next steps aligned 
with practical and technical 
requirements. 

	– Document discussions on 
e-learning platforms for 
reference. 

	– Start EPA preparation to 
give apprentices an aim to 
work towards through mock 
assessments and exemplar 
materials.
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End-point assessment
Maximise your apprentices’ success at EPA by ensuring 
they’re prepared for each assessment stage.

Gateway and EPA  
preparation checklist

It should be clear between your team, the employer, and the 
apprentice who will be responsible for managing what.

What evidence needs to be submitted to EPA Pro  

The dates they are looking to do their assessment  

Where the event will be held

What resources or equipment they need  

What’s required for each part of the assessment

How to present their portfolio of evidence, ensuring it meets 
the required standards

If an observation is part of the EPA, how it will be conducted 
and what to prepare for

Use the gateway meeting to plan efficiently and effectively so there 
aren’t any surprises on the day. By the time your apprentices are 
going through gateway, they should know…

EPA is perhaps the most critical part of the 
apprenticeship journey, determining the 
ultimate success of the programme. And 
yet, we see many apprentices not being 
adequately prepared by the time they 
reach this final milestone.

Engineering apprenticeship EPAs typically 
include a combination of: 

	– Interview underpinned by a portfolio 

	– Practical observation/demonstration 

	– Knowledge test

It’s important to make 
sure your apprentices 
know what to expect 
during their EPA and 
are aware that the KSBs 
will be assessed via each 
assessment method, so 
they are fully prepared on 
the day.
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3.	Get ready for the practical 
observation/demonstration  

There are lots of requirements and 
logistical details that go into getting ready 
for the practical part of the assessment, 
ensure everybody involved in the 
assessment knows in advance:

	– Where the practical observation is 
taking place – this should be a suitable 
location based on the requirements 
of the apprenticeship standard, which 
are available in the EPA Handbooks. 
Avoid simulations and use real working 
environments where possible, and 
ensure you’re on prepared for any entry 
requirements (access codes, etc). 

	– What resources or equipment are 
available? Will the apprentice need 
sign-off to use certain tools? Is there 
anything apprentices will need that 
hasn’t been factored in? Is there any 
equipment that needs to be built or 
bought?    

	– Are there any key stakeholders that 
need to be present? 

	– If it’s a remote EPA: Is the room 
quiet and distraction free? Does your 
apprentice have a computer with a 
working camera?   

Expert advice to best 
prepare learners for 
EPA

1.	 Build a portfolio that’s recent  
and relevant

When supporting your apprentices to 
compile their portfolios, encourage 
them to focus on quality over quantity, 
considering:  

	– Does this evidence holistically and 
efficiently cover all required criteria? 

	– Are all the materials included relevant to 
the assessed KSBs?  

	– Does this represent my best work, 
demonstrating achievement of higher-
grade requirements? 

	– Is the work recent (three to six months 
old)? This will help ensure that the work 
is more skilled, and apprentices are 
more likely to remember the details.  

	– Is the evidence written correctly? To 
make it easier to follow the evidence, 
we typically recommend using the 
standard-specific job write-up format 
(check individual standard handbooks 
for guidance).

2.	Practice for the interview

Interview nerves are natural, but the more 
your apprentices get used to discussing 
their work early on, the more confident 
they’ll be during their EPA interview. 
Prepare your learners to: 

	– Discuss what they did and why, as 
well as any potential consequences of 
incorrect actions. 

	– Demonstrate understanding of the 
theory behind their practical tasks.

Top tip: Use our 
checklists and evidence 
matrices to ensure you’ve 
got everything covered, 
available in EPA Pro.

To ensure your apprentices are prepared 
to answer questions while carrying out 
tasks, in the run-up to EPA day, give 
them plenty of opportunities to answer 
questions about their rationale for what 
they’re doing while under observation. 

4.	Study for the knowledge test  

For every engineering standard that has 
a knowledge test, we offer handbooks 
and full sample tests. Support apprentices 
to prepare for their knowledge test by 
encouraging them to practice with regular 
mocks. 

	– Test theoretical knowledge of practical 
tasks with sample papers to ensure your 
learners have a strong understanding.

	– When completing multiple choice 
answer papers, it’s important to 
remember that wrong answers are often 
designed to be plausible. 
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•	 or  
 
 

Quick admin tips  
for a smoother EPA 

1.	 Register with your EPAO early 
Ideally around six months before gateway. This gives everyone 
time to familiarise themselves with the platforms, access learning 
materials like LIEPA reports so you know what good looks like, and 
to meet the teams who will be supporting you throughout. 

2.	Encourage teams and apprentices to engage with your EPAO 
To maximise access to online and in-person support.  

3.	Clearly define EPA roles and responsibilities  
Make sure that everyone knows what they should be doing in the 
lead up - from uploading evidence to getting everything booked 
for the day. If possible, appoint an EPA co-ordinator.  

4.	Plan EQA activities as early as possible   
To ensure that you have the best chance of getting Direct Claim 
Status (DCS) granted, it is recommended that any EQA visits are 
planned at least three months in advance of apprentices reaching 
gateway.

Ease administration burden and maximise apprentice success 
with these best practice tips.

Speak to  
our team
At City & Guilds, we have a 
wide range of specialists on 
hand to help you plan and 
deliver apprenticeships and 
EPA.

We take pride in a personal approach, 
with dedicated EPA partnership managers 
and technical advisors, whose roles are 
exclusively to offer industry and education 
expertise within the sector. 

We also have teams of digital solutions 
managers to help you get the most 
out of our platforms from EPA Pro to 
SmartScreen, and customer support 
advisors are on-hand for any query you 
might have.

Interested in working 
with us or have a query?

Email us at 
epapartnership@cityandguilds.com

Speak with our EPA partnership team 
Request a callback
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