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1. Apprenticeships  

 

This pack will help providers and employers 

prepare apprentices for the End-point Assessment 

(EPA) of their City & Guilds Level 3 End-point 

Assessment for Engineering and Manufacturing 

Support Technician (9355-12). It explains how 

apprentices will demonstrate the knowledge, skills and behaviours (KSBs) which they 

developed during their apprenticeship. 

 

This pack must be used alongside the: 

• Recording Forms for Providers and Employers 

• EPA Documents Library, which includes the Manual for the End-point Assessment 

Service, information about the EPA Service, policies about malpractice and appeals, 

FAQs and a video about EPA which can be shared with apprentices. 

 

The City & Guilds Manual for the End-point Assessment Service includes information on: 

• application, registration and booking 

• assessment 

• results and post results (including resits) 

• fees 

• quality assurance.  

 

Full-time apprentices will typically spend 42 months on-programme working towards meeting 

the Standard, with the required off-the-job training as specified by the apprenticeship funding 

rules. The employer should ensure that the apprentice has access to development 

opportunities to gain the KSBs, as outlined in the Standard, and must hold regular progress 

reviews with the provider and apprentice.  

 

Once the apprentice has completed their training, they should be ready to go through 

‘Gateway’ to EPA. See the Gateway and Assessment instructions sections within this pack to 

understand what happens. 

 

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
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The EPA for this apprenticeship includes the following assessments which can be taken in 

any order, as requested by the apprentice: 

• 9355-701 Work-based Report with Presentation and Questioning 

• 9355-702 Interview Underpinned by Portfolio of Evidence 

 

Preparing for EPA 

In preparation for EPA, providers and employers should: 

• read the Assessment instructions sections before reaching Gateway – the EPA 

Partnership Managers can help with any queries 

• review which completed Recording Forms and evidence must be submitted, and 

when 

• use the Recording Forms provided in the format laid out, unless indicated otherwise 

• plan the venue and resources required for EPA – make sure the assessment 

environment is secure and comfortable, without interruptions 

• use the Proficient portal to help manage the apprentice’s progress through EPA 

• for on-site assessment, arrange for a designated contact to be available on the day to 

ensure the correct resources are available. 

 

To help apprentices prepare for EPA, providers and employers should:  

• explain the assessments and Recording Forms to the apprentice – refer to details in 

the Assessment instructions sections of this pack 

• agree a realistic timeframe for submission of evidence that meets the EPA deadlines 

– any delays in submission of evidence will delay the assessments 

• make sure the apprentice has the resources and time to prepare for, and undertake, 

EPA 

• take the apprentice through some mock assessments 

• share the EPA Preparation Guide with the apprentice, which includes information 

about system requirements for virtual meetings 

• let City & Guilds know if access arrangements are required to support an apprentice 

through EPA. Information about City & Guilds access arrangements, including 

reasonable adjustments is on the City & Guilds website, under EPA Documents 

Library. 

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
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Authenticating the apprentice’s work 

The Independent End-point Assessor (IEPA) must ensure all decisions satisfy Validity, 

Authenticity, Currency and Sufficiency (VACS). For evidence produced outside controlled 

conditions, the apprentice will be required to: 

• sign a declaration that the work is their own 

• reference all sources. 

The employer/provider should also aid authentication by: 

• supplementary (oral) questioning to gauge familiarity with the topic 

• looking out for any changes to the apprentice’s usual writing style, unusual 

sources/examples or the use of US spellings or phrases that might indicate cutting 

and pasting from the internet 

• requiring access to evidence of steps in the process, for example drafts, notes, 

planning etc. 

 

City & Guilds have produced forms for use when reviewing evidence produced outside of 

controlled conditions. These forms include a Declaration of Authenticity Form which must be 

completed when submitting evidence. The forms are incorporated in the End-point 

Assessment Recording Forms for customers.  

 

City & Guilds Position Statement on artificial intelligence  

The following guidance on artificial intelligence (AI) is designed to help candidates, teachers 

and assessors to complete Non-Exam Assessments (NEAs), coursework and other internal 

assessments successfully. Please ensure familiarity with it.  

Position Statement on AI | City & Guilds 

 

Health & Safety and Codes of Practice 

The importance of safe working practices, the demands of the Health and Safety at Work Act 

and any Codes of Practice associated with the industry must always be adhered to. 

 

Following safe working practices is an integral part of all City & Guilds assessments, and it is 

the responsibility of the provider and employer to ensure that all the health and safety 

requirements are in place when apprentices are working on any projects or before 

apprentices begin any EPA. 

https://www.cityandguilds.com/delivering-our-qualifications/position-statement-on-ai
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Should an apprentice fail to follow correct health and safety practices and procedures during 

an EPA, the IEPA may advise the apprentice to stop and explain why. 

Results submission and feedback 

The IEPA will not provide feedback to the apprentice during or immediately following the 

assessment process. The provider will be informed by the City & Guilds EPA Team of the 

assessment results.  

The IEPA will communicate the grade allocated for each assessment to the Lead 

Independent End-point Assessor (LIEPA) for quality assurance and sampling. The LIEPA will 

submit the results to the City & Guilds EPA Team.  

Summary feedback will be provided to all apprentices after any grade determination has 

been carried out. The feedback will cover the areas against which insufficient evidence has 

been provided, leading to a ‘Fail’. Our ‘End-point Assessment Feedback’ will also cover the 

areas against which the apprentice’s evidence has resulted in the award of a Pass, Merit or 

Distinction. 

If the apprentice has passed EPA, the City & Guilds EPA Team will issue the EPA Statement 

of Achievement to the provider confirming the grade achieved and will notify Skills England 

who will issue the apprenticeship certificate. 

 

Statement of Achievement 

A printed EPA Statement of Achievement will be issued to each successful apprentice. 

Providers and employers with access can view and download PDF copies of the Statement 

24 hours after the results are published. A PDF supports more efficient processing of funding 

claims by providing evidence of apprentice certification before the apprentice’s paper 

certificate arrives. 

The overall apprenticeship certificate will be issued by the Skills England. 

 

Digital credentials 

A digital credential is a verified, visual representation of knowledge and skills earned in 

various learning environments. Please see an example below: 
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Digital credentials are issued and verified online, making it easy for individuals to 

demonstrate their competencies to employers, clients and peers online. Each digital 

credential has a unique URL that can be shared electronically via social media, in an email 

signature and on a CV. This is a complimentary service in addition to the paper certificate. 

 

For further information, please visit the City & Guilds EPA Digital Credentials webpage and 

the general terms in respect of our privacy policy or contact 

digitalsupport@cityandguilds.com. 

 

 

mailto:digitalsupport@cityandguilds.com
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2. The apprenticeship Standard 

Occupation summary 

Engineering and manufacturing support technicians 

are found in the engineering and manufacturing 

sector. This includes the advanced manufacturing 

fields of aerospace, automotive, maritime, defence 

and nuclear. Engineering and manufacturing 

support technicians support the work of engineers by the provision of technical support and 

expertise for areas of the engineering and manufacturing function. This typically could 

include engineering drawing, computer aided design (CAD), quality control, computerised 

numerical control programming (CNC), robotics, additive manufacturing, engineering or 

manufacturing software development and process engineering. The support provided is often 

complex in nature. They will be proactive in finding solutions to problems and identifying 

areas for improving the business. They organise and coordinate services for internal and 

external stakeholders. They contribute to the planning of work and resources to enable work 

to be carried out. Stakeholders are informed of progress of development work. They have 

good communication skills. They may contribute to problem solving. They support continuous 

improvements. Others may be involved in the implementation of such solutions. They will use 

technical software packages, typically computer aided design (CAD), or other specialist 

software, to produce design solutions for equipment or services. They inspect and test 

equipment or services and produce data from test results. They write technical reports and 

carry out audits for equipment or services. 

The broad purpose of the engineering and manufacturing support technician is to provide the 

required level of technical assistance on areas of engineering or manufacturing. They report 

on processes and procedures using communications software, test analysis tools, 

measurement systems, offline programming and quality control. They support production 

planning, scheduling, product technical applications and capability supporting continuous 

improvements. They support technical marketing sales and purchasing, product development 

and innovation. They investigate and review services, producing technical reports and 

documentation. They carry out inspections or tests to analyse products or services. 

Engineering and manufacturing support technicians typically work in engineering or 

manufacturing environments. They may also be required to work outdoors inspecting and 

testing products and processes. 

In their daily work, an engineering and manufacturing support technician interacts with other 

engineers and technicians. They also interact with various stakeholders. They typically report 

to an engineering or manufacturing team leader. They may also interact with customers, 

suppliers, colleagues, quality auditors and regulators. They will be able to work with minimum 

supervision. 
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Engineering and manufacturing support technicians will be responsible for the quality, 

accuracy and timely completion of the work they undertake. They also must work efficiently. 

They must work both individually and as part of a larger team. They must work within the 

relevant health, safety and environmental regulations and guidance. This includes the 

appropriate use of protective clothing and equipment. All work must be completed in a safe 

and efficient manner as directed by supervisory staff. 

Typical job titles include: 

• Aerospace inspection technician 

• Nuclear inspection technician 

• Quality compliance officer 

• Quality control technician  

• Technical support technician 

 

This apprenticeship aligns with:  

• Institution of Engineering and Technology (IET) for Engineering Technician 

(EngTech) for EngTech 

• Institute of Mechanical Engineers (IMechE) for Engineering Technician (EngTech) for 

EngTech 

• Royal Aeronautical Society (RAeS) for Engineering Technician (EngTech) for 

EngTech 

 

Occupational duties 

This apprenticeship Standard has a number of duties which someone working in the role 

would typically be able to undertake. These duties are underpinned by a range of KSBs 

which a successful apprentice will be able to demonstrate: 

Duty KSBs 

Duty 1 Comply with statutory, quality, organisational, 

environmental and health and safety regulations 

K1 K2 K3 K5 K6 K7 K8 K9 

K10 K11 K13 K14 K16 K17 

K18 K19 K20 K23 

S1 S2 S3 S5 S6 S7 S8 S9 

S11 S12 S13 S14 S15 S16 

S18 S19 S20  

B1 B2 B3 B6 
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Duty KSBs 

Duty 2 Receive, read and interpret engineering data and 

documentation 

K2 K4 K5 K6 K7 K11 K13 

K15 K19 K20 K1 K23 

S3 S4 S5 S6 S9 S11 S15 

S17 S20 S21 

B6 

Duty 3 Identify problems within the engineering or 

manufacturing activity and contribute to the resolution 

and suitable solutions 

K1 K2 K3 K5 K6 K7 K8 K9 

K10 K12 K13 K17 K18 K19 

K20 K23 

S1 S2 S3 S5 S6 S8 S11 

S14 S15 S18 S20 S21 

B1 B2 B4 B5 B6 

Duty 4 Organise engineering or manufacturing workflow, 

communicating with internal and external stakeholders 

K1 K3 K4 K7 K9 K10 K12 

K13 K14 K16 K17 K18 K19 

K20 K22 K23 

S1 S2 S5 S6 S7 S8 S9 S11 

S14 S15 S16 S17 S18 S19 

S20 S21 

B1 B2 B3 B4 B5 B6 

Duty 5 Plan work and resources to enable 

implementation of engineering or manufacturing tasks 

and projects 

K1 K2 K3 K5 K6 K7 K8 K9 

K10 K12 K13 K14 K15 K16 

K18 K19 K20 K22 K23 

S1 S2 S3 S5 S6 S7 S8 S11 

S14 S15 S16 S18 S19 S20 

S21 

B1 B2 B5 B6 

Duty 6 Use appropriate technical software supporting the 

operation of processes or equipment 

K1 K4 K5 K6 K7 K8 K11 

K13 K18 K19 K23 

S3 S4 S5 S6 S7 S9 S10 

S11 S13 S15 S17 S19 S20 

B6 
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Duty KSBs 

Duty 7 Provide technical support operations in line with 

specific safe working practices and specification 

requirements 

K1 K2 K3 K5 K6 K7 K8 K10 

K11 K12 K13 K14 K15 K16 

K17 K18 K19 K20 K21 K22 

K23 

S1 S2 S3 S4 S5 S6 S7 S10  

S11 S12 S13 S14 S15 S16 

S17 S18 S19 S20 S21 

B1 B2 B3 B4 B5 B6 

Duty 8 Complete technical support activities for 

equipment, components, systems or processes and 

contribute to their product output 

K1 K2 K3 K5 K6 K7 K8 K9 

K10 K11 K12 K13 K14 K15 

K16 K17 K18 K20 K21 K22 

K23 

S1 S2 S3 S4 S5 S6 S7 S8 

S10 S11 S12 S13 S14 S15 

S16 S17 S18 S19 S20 S21 

B1 B2 B4 B5 B6 

Duty 9 Produce technical documentation, data and 

information to support engineering or manufacturing 

activities 

K1 K2 K4 K5 K6 K7 K8 K9 

K11 K12 K13 K17 K18 K19 

K21 K23 

S3 S4 S5 S6 S8 S9 S10 

S11 S15 S17 S18 S19 S20 

B5 B6 

Duty 10 Carry out quality checks during and after the 

technical support operation 

K1 K6 K7 K8 K9 K10 K12 

K13 K15 K16 K17 K18 K19 

K20 K21 K23 

S1 S2 S5 S6 S7 S8 S9 S10 

S11 S13 S14 S15 S16 S18 

S19 S20 

B1 B2 B5 B6 

Duty 11 Handover and provide technical advice to 

stakeholders for engineering equipment and services 

K1 K2 K3 K4 K5 K7 K9 K10 

K12 K13 K14 K17 K18 K19 

K20 K21 K22 K23 
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Duty KSBs 

S2 S3 S4 S5 S6 S7 S8 S10 

S11 S13 S14 S15 S16 S17 

S18 S19 S20 S21 

B2 B3 B4 B5 B6 

Duty 12 Support continuous improvement activities to 

address business needs 

K6 K7 K8 K9 K10 K12 K13 

K16 K17 K18 K19 K20 K21 

K22 K23 

S1 S2 S4 S5 S6 S7 S8 S9 

S10 S11 S12 S13 S14 S15 

S16 S17 S18 S19 S20 S21 

B1 B2 B5 B6 
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Knowledge, skills and behaviours 

 

Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K1 The engineering or manufacturing function and role. Limits of 

autonomy and reporting channels. Different teams and 

functions involved within the operation and interdependencies. 

Interview 

underpinned 

by a portfolio 

of evidence 

K2 Awareness of health and safety regulations, standards and 

guidance and impact on role. Awareness of working in confined 

spaces. Control of Substances Hazardous to Health (COSHH). 

Display Screen Equipment (DSE). Electrical safety and 

compliance. Fire safety. Health and Safety at Work Act. Lone 

working. Manual handling. Noise regulation. Personal Protective 

Equipment (PPE). Provision and Use of Work Equipment 

Regulations (PUWER). Reporting of Injuries, Disease and 

Dangerous Occurrences Regulations (RIDDOR). Risk 

assessments. Slips, trips and falls. Working at height. 

Work-based 

Report with 

Presentation 

and 

Questioning 

K3 Environmental and sustainability regulations and guidance. 

Environmental hazards that can arise from engineering or 

manufacturing operations. Environmental Protection Act. 

Environmental signage and notices. Types of pollution and 

control measures: noise, smells, spills and waste. Environmental 

permits. Waste Electrical and Electronic Equipment Directive 

(WEEE). Energy consumption. The Climate Change 

Agreements. Carbon Reduction Commitment (CRC). 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K4 British standards for engineering representations, drawings and 

graphical information. 

Work-based 

Report with 

Presentation 

and 

Questioning 

K5 Engineering standards and regulations, relevant to the 

occupation and technician's responsibilities. British Standards 

(BS). International Organisation for Standardisation standards 

(ISO). European Norm (EN). 

Work-based 

Report with 

Presentation 

and 

Questioning 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K6 Engineering mathematical techniques and scientific principles: 

calculations, conversions, graphical representation, rate of 

change, calculus, trigonometry, areas and volumes, mechanical 

and electrical principles, properties of materials. 

Work-based 

Report with 

Presentation 

and 

Questioning 

K7 Digitisation and emerging technologies within the engineering 

and manufacturing sector: connectivity, advanced analytics, 

automation, advanced manufacturing technology, additive 

manufacturing, improvements in robotics and human-machine 

interaction and Industry 4.0. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K8 Problem solving techniques: diagnostics, root cause analysis. Interview 

Underpinned 

by a Portfolio 

of Evidence 

K9 Resource management requirements including equipment 

availability, costs, security and safety. 

Work-based 

Report with 

Presentation 

and 

Questioning 

K10 Planning, prioritising, work scheduling, workflow and time 

management techniques. Work management systems. Work 

categorisation systems. 

Work-based 

Report with 

Presentation 

and 

Questioning 

K11 Engineering and manufacturing technical outputs: methods of 

representing technical information supporting organisational 

requirements – electronic and paper. 

Work-based 

Report with 

presentation 

and 

Questioning 

K12 Requirements of supporting stakeholders for progress and 

handover of products or processes including status reports. 

Work-based 

Report with 

Presentation 

and 

Questioning 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K13 Documentation and recording information requirements. Work-based 

Report with 

Presentation 

and 

Questioning 

K14 Standard operating procedures (SOP). What they are and why 

they are important. What they need to cover and why. Visuals 

and symbols used in SOP. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K15 Manufacturers’ instructions: what they are, why use them and 

how to use them. Warranties: what they are and their impact on 

engineering or manufacturing work. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K16 Quality management standards. Quality assurance, quality 

control principles and practices. Record keeping. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K17 Continuous improvement techniques: lean, 6-sigma, KAIZEN, 5S 

plus safety (sort, set, shine, standardise and sustain). 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K18 Principles of team working. Interview 

Underpinned 

by a Portfolio 

of Evidence 

K19 Written communication techniques. Engineering terminology. 

Report writing. 

Work-based 

Report with 

Presentation 

and 

Questioning 

K20 Verbal communication techniques. Giving and receiving 

information. Matching style to audience. 

Interview 

Underpinned 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

by a Portfolio 

of Evidence 

K21 Information technology and digital: digital interfaces, email, 

Management Information Systems (MIS), spreadsheets, 

presentation, word processing, virtual communication, learning 

platforms, work collaboration platforms. General Data Protection 

Regulation (GDPR), cyber security. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K22 The Equality Act: requirements and impact on organisation. 

Principles of equity, diversity and inclusion in the workplace, and 

their impact on organisations and customers. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

K23 Workplace training and development activities: continual 

professional development (CPD). 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

S1 Follow health and safety regulations, standards and guidance. Work-based 

Report with 

Presentation 

and 

Questioning 

S2 Follow procedures in line with environmental and sustainability 

regulations, standards and guidance. For example, segregation 

of resources for reuse, recycling and disposal. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

S3 Comply with engineering standards and regulations. For 

example, British Standards (BS), International Organisation for 

Standardisation standards (ISO). European Norm (EN). 

Work-based 

Report with 

Presentation 

and 

Questioning 

S4 Analyse engineering and manufacturing data and information to 

support technical outputs. For example, read and interpret text, 

Work-based 

Report with 

Presentation 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

data, engineering drawings, work instructions, method 

statements, operation manuals. 

and 

Questioning 

S5 Apply scientific, technical or engineering principles. Work-based 

Report with 

Presentation 

and 

Questioning 

S6 Apply problem solving techniques to solutions for identified 

technical problems. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

S7 Organise, plan and prioritise workflow and scheduling of work 

with stakeholders. 

Work-based 

Report with 

Presentation 

and 

Questioning 

S8 Identify, organise and use resources to complete tasks, 

considering cost, quality, safety, security and environmental 

impact. 

Work-based 

Report with 

Presentation 

and 

Questioning 

S9 Produce job-specific technical outputs. For example, engineering 

drawings, quality control management, computer control 

programming, business improvement, adverse incident reports, 

technical investigations, equipment appraisals and 

specifications. 

Work-based 

Report with 

Presentation 

and 

Questioning 

S10 Provide support and guidance for handover of work to 

stakeholders. For example, checklists, product or process status, 

access to supporting documents. 

Work-based 

Report with 

Presentation 

and 

Questioning 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

S11 Record information – paper based or electronic. For example, 

energy usage, equipment service records, test results, handover 

documents, checklists. 

Work-based 

Report with 

Presentation 

and 

Questioning 

S12 Follow standard operating procedures. Interview 

Underpinned 

by a Portfolio 

of Evidence 

S13 Follow manufacturer's instructions. For example, safe 

instructions for use of products, processes and machinery. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

S14 Apply quality assurance and control principles and practices. For 

example, conduct physical checks, take samples, inspections or 

tests. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

S15 Apply continuous improvement techniques. Interview 

Underpinned 

by a Portfolio 

of Evidence 

S16 Apply team working principles. Interview 

Underpinned 

by a Portfolio 

of Evidence 

S17 Communicate in writing with others for example, stakeholders, 

colleagues and managers. 

Work-based 

Report with 

Presentation 

and 

Questioning 

S18 Communicate with others verbally for example, colleagues and 

stakeholders. 

Interview 

Underpinned 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

by a Portfolio 

of Evidence 

S19 Use information and digital technology. Comply with GDPR and 

cyber security regulations and policies. 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

S20 Carry out and record learning and development activities. Interview 

Underpinned 

by a Portfolio 

of Evidence 

S21 Apply equity, diversity and inclusion procedures. Interview 

Underpinned 

by a Portfolio 

of Evidence 

B1 Take personal responsibility for and promote health and safety. Work-based 

Report with 

Presentation 

and 

Questioning 

B2  Considers the environment and sustainability. Interview 

Underpinned 

by a Portfolio 

of Evidence 

B3 Support diversity and social inclusion in the workplace. Interview 

Underpinned 

by a Portfolio 

of Evidence 

B4 Respond and adapt to work demands and situations. Work-based 

report with 

Presentation 

and 

Questioning 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

B5 Collaborate within teams, across disciplines and stakeholders. Interview 

Underpinned 

by a Portfolio 

of Evidence 

B6  Seek learning and development opportunities, continual 

professional development (CPD). 

Interview 

Underpinned 

by a Portfolio 

of Evidence 

 

Overall grade 

This End-point Assessment is graded Fail, Pass, Merit or Distinction. The EPA will be 

assessed and graded by the IEPA. 

 

Information about how each assessment is graded can be found in the Assessment 

instructions sections of this pack. The apprentice will fail an assessment method if they do 

not meet the grading descriptors 

 

Apprentices who fail one or more assessment method will be awarded an overall EPA ‘Fail’. 

 

Grades from individual assessment methods should be combined in the following way to 

determine the grade of the EPA as a whole. 

 

Assessment 701: 

Work-based Report with 

Presentation and Questioning  

Assessment 702: 

Interview Underpinned by 

Portfolio of Evidence  

Overall grading 

Fail  Any grade  Fail  

Any grade  Fail  Fail 

Pass  Pass  Pass 
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Assessment 701: 

Work-based Report with 

Presentation and Questioning  

Assessment 702: 

Interview Underpinned by 

Portfolio of Evidence  

Overall grading 

Distinction  Pass  Merit 

Pass  Distinction  Merit 

Distinction  Distinction  Distinction 

 

 

The overall EPA grade must be capped at a Pass if the apprentice has had to resit or retake 

any assessment method, however the grade the apprentice has achieved for each 

component is not capped and will be identified on the statement of achievement. 

 

Gateway 

The EPA period will only start when the employer is satisfied that the apprentice is 

consistently working at, or above, the level of the Standard. The apprentice must be able to 

evidence that they fully demonstrate the Occupational Standard and required level of 

professional competence in an authentic workplace context. In making this decision, the 

employer could take advice from the provider, but the ultimate decision is made solely by the 

employer. 

 

If there is a provider working alongside the employer, they should support the apprentice’s 

preparation for Gateway. 

 

The apprentice must provide the following at Gateway: 
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• Apprentices will have fulfilled the English and mathematics requirements in line with 

the apprenticeship funding rules 

• Apprentices will have passed EAL Level 3 Diploma in Engineering and manufacturing 

support technologies (QAN 610/4353/9) OR Pearson BTEC Level 3 Diploma in 

Engineering and Manufacturing Support Technologies (QAN 610/5367/3)  

• Submit a report, subject, title and scope for the Work-based Report with Presentation 

and Questioning  

• Submit a portfolio of evidence (with a signed and dated evidenced matrix) for the 

interview Underpinned by the Portfolio of Evidence  

 

The following should be completed on the Proficient platform: 

• Gateway Declaration Form signed by the apprentice  

• Gateway Declaration by the provider, on behalf of the employer and tutor, confirming 

that the apprentice has completed minimum time required on-programme, in line with 

apprenticeship funding rules  

 

City & Guilds will confirm when all the Gateway requirements have been met: 

For the Work-based Report with Presentation and Questioning, the apprentice must submit 

a report subject, title and scope. To ensure the report allows the apprentice to meet the 

KSBs mapped to this assessment method to the highest available grade, the EPAO will sign 

off the report’s title and scope at the Gateway to confirm it is suitable. 

 

The Assessment instructions sections provide details about the evidence which must be 

submitted at Gateway. 
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3. Timetable for End-point 

Assessment 

 

 

The EPA period is typically completed within 6 

months of the EPA Gateway, starting when City & 

Guilds has confirmed that all Gateway 

requirements have been met.  

 

Further information about the booking process and timelines can be found in the City & 

Guilds Manual for the End-point Assessment Service. 

 

Ongoing during on-programme  Evidence and forms  

Provider and employer  
• Reviews progress as part of their regular performance 

management process and ensures apprentice’s 

performance is on track   

• Identifies any gaps and creates a plan with the apprentice  

• Enrols apprentice on Proficient and provides ‘Expected 

Date Ready for EPA’ and (optional) ‘planning meeting’  

  
N/A 

Apprentice  
• Apprentices will have fulfilled the English and mathematics 

requirements in line with the apprenticeship funding rules 

• Complete training to develop the KSBs outlined in this 

apprentice Standard 

• Compile a portfolio of evidence 

• Complete training for mandatory qualifications: Level 3 

Diploma Engineering & Manufacturing Support 

Technologies (EAL/Pearson) to be completed in advance of 

Gateway  
 

  
Start to collate:  
• Completed portfolio of 

evidence with completed 

portfolio of evidence 

form 

• English and 

mathematics 

certifications 

• Mandatory on-

programme certifications 

  

Gateway process  Evidence and forms  

Employer 

• Reviews progress and ensures the apprentice is ready for 

EPA  

• Reviews evidence to confirm that it is appropriate and 

sufficient to meet the Standard  

 

• Declaration of 

Authenticity for submitted 

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/apprenticeships/manual-for-the-end-point-assessment-service-pdf.ashx?la=en&hash=765D6B768FAF5BEDEBAFE94B7AFD1A986EFE2A8E
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/apprenticeships/manual-for-the-end-point-assessment-service-pdf.ashx?la=en&hash=765D6B768FAF5BEDEBAFE94B7AFD1A986EFE2A8E
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• Attends the optional EPA planning meeting  Portfolio of Evidence and 

Work-based Report  

  

Apprentice  
• Must have been on programme for minimum time 

required, in line with apprenticeship funding rules 

• Completes and submits portfolio of evidence   

• Submits proposed work-based report subject, title and 

scope for IEPA report  

  
Submits to provider:  

• Apprentice Gateway 

Declaration  

• Portfolio of evidence with 

portfolio of evidence form 

• Proposal form work-based 

report  

• English and mathematics 

certifications  

• Mandatory on-programme 

qualifications certifications 
 

Provider – on Proficient 

• Books EPA on the Proficient portal, in line with City & 

Guild’s booking timelines in the EPA Manual  

• Makes City & Guilds aware of any additional needs of the 

apprentice so that they can review reasonable 

adjustments – see the current policy on the City & Guilds 

website, under EPA Documents Library  

• Completes Provider Gateway Declaration on behalf of 

the employer and tutor  

• Attends the optional EPA planning meeting 

• Uploads evidence and forms onto Proficient  

  
Complete on Proficient:  
• Provider Gateway 

Declaration  

• Preferred planning 

meeting date form (on 

behalf of the employer)  

Signs:  
• Declaration of 

Authenticity   

  
Uploads onto Proficient  
• Apprentice Gateway 

Declaration  

• Portfolio of evidence 

including portfolio of 

evidence form 

• Proposal form work-based 

report 

IEPA  
• Attends the optional EPA planning meeting  

• Reviews Work-based Report proposal and confirms or 

requests further information 

  
Completes:  

• IEPA section of proposal 

form for Work-based 

Report  

City & Guilds EPA Gateway Team  N/A 

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
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• Formally confirms when all the Gateway requirements 

have been met 

• Amend/rearrange as required and agreed with EPA 

Gateway Team and EPA Team  
 

City & Guilds EPA Team  
• Agrees on a mutually convenient date for the optional EPA 

planning meeting with the provider and IEPA 

• Agrees on a mutually convenient date for the EPA events 

with the provider and IEPA. The apprentice must be given 

at least 2 weeks’ notice 

N/A 

End-point Assessment  Evidence and forms  

Apprentice  
• Submits evidence post Gateway  

• Completes End-point Assessments  
 

Submits to provider:  
• Completed Work-based 

Report including work-

based report evidence 

form 

• Completed presentation 

materials  

Employer  
• Ensures the apprentice has access to the resources 

required for the assessments (see the Resources section)  

Submits to provider:  
• Declaration of 

Authenticity   

Provider  
• Submits evidence for the Work-based Report and 

Presentation and work-based evidence form by the end of 

week 20 of the EOA period  

Uploads onto Proficient:  
• Completed Work-based 

Report including work-

based report evidence 

form 

• Completed presentation 

materials   

• Declaration of 

Authenticity   

IEPA  
• Reviews portfolio of evidence at least 2 weeks prior to 

interview assessment  

• Reviews completed work-based report and presentation 

materials at least 2 weeks prior to the presentation and 

questions assessment.  

• Carries out End-point Assessments  

• Marks each assessment, communicates the results to the 

LIEPA  

• Provides feedback for assessments in Proficient 

Completes:  
• Interview recording form 

to select questions 

• Work-based report and 

presentation with 

questioning recording 

form 

• End-point Assessment 

feedback form  

• Overall grade recording 

form 

bookmark://Resources/
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LIEPA  
• Samples and quality assures assessments  

• Confirms overall grade to EPA Team  

Reviews:  
• Interview recording form 

• Work-based report and 

presentation with 

questioning recording 

form 

• End-point Assessment 

feedback form  

• Publishes the grade in 

Proficient  
 

City & Guilds EPA Team  
• Communicates the results to the provider via Proficient 

• Processes the overall result if the apprentice has passed all 

the assessments and advises Skills England, who issue the 

certificate. The data will be provided to Skills England 

N/A  
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Summary timescales  

Readers should check the previous Timetable and the Assessment instruction sections of 

this document for the detailed requirements for each stage. 

Further information on EPA Service Timelines can be found on www.cityandguilds.com. 

 

E                                             

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On programme 

Gateway process  

Gateway 

Enrol apprentice on Proficient, including ‘expected date ready for EPA. The 

apprentice must complete 

• training to develop the KSBs outlined in the apprenticeship standard 

• training towards English and mathematics in line with apprenticeship 

funding rules  

• training towards the qualification listed in the Engineering and 

Manufacturing Support Technician standard 

• a portfolio of evidence 

 

compile a portfolio of evidence 

 

Provider submits evidence and forms on Proficient and provides (optional) 

planning meeting dates. The apprentice must have   

• achieved English and mathematics qualification in line with 

apprenticeship funding rules,  

• passed Level 3 Diploma in Engineering and manufacturing Support 

Technologies   

• submitted a portfolio of evidence  

• have submitted a work-based report subject, tile and scope which IEPA 

will need to confirm as suitable 

Assessment components can only be booked after Gateway has been approved  

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service
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End-point assessment completed  

Planning meeting 

Work-based 

Report with 

Presentation 

and 

Questioning 

Interview 

Underpinned by 

Portfolio of 

Evidence  

Planning meeting (optional) a minimum of ten working days after Gateway  

 

Gateway -work-based report subject, title and scope approved by IEPA  

• Post Gateway - apprentice starts work-based report  

• EPA period week 20 - completed project and presentation materials 

submitted to IEPA for review  

• IEPA requires at least 2 weeks prior to the assessment to review work-

based report and presentation materials 

• Apprentice requires at least 2 weeks’ notice of date for presentation and 

questions component 

• Failed assessment must be re-sat/taken within a 6 month period from the 

EPA outcome notification 

 

 
Portfolio of evidence submitted at Gateway 

• IEPA requires at least 2 weeks prior to the assessment to review portfolio 

of evidence  

• Failed assessment must be re-sat/taken within a 6 month period from the 

EPA outcome notification  

•  

• Apprentice requires at least 2 weeks’ notice of date for interview 
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4. End-point Assessment resources 

 

Assessment 

method 

Resources required 

Worked-based report 

and Presentation 

with questioning 

• Access to a computer with video-conferencing software which 
is tested prior to the assessment starting. The video-
conferencing software will be advised at the point of booking. 
 

• Quiet room, free from distractions and interruptions 
 

Interview 

Underpinned by 

Portfolio of Evidence 

• Access to a computer with video-conferencing software which 
is tested prior to the assessment starting. The video-
conferencing software will be advised at the point of booking 

 

• Quiet room, free from distractions and interruptions 
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5. Assessment information: 701 Work-based Report with 

Presentation and Questioning  

Overview 

The Work-based Report with Presentation and Questioning assessment method involves the 

apprentice completing a significant and defined piece of work that has a real business 

application and benefit. The process may include for example, research, analysis, and the 

completion of tasks or activities to achieve the outcome. The work completed must meet the 

needs of the employer’s business and be relevant to the apprentice’s occupation and 

apprenticeship. 

This assessment method includes 2 components.  

• Component 1: Work-based Report  

• Component 2: Presentation with questions and answers 

  

Rationale 

This assessment method is being used because: 

• it allows for the assessment of KSBs that take place over a long period of time 

• it can produce something that is of genuine business benefit to the apprentice’s 

employer 

• it allows for the presentation of evidence and testing of responses where there are a 

range of potential answers 

• it can be conducted remotely, potentially reducing cost. 

 

Number of questions The IEPA must ask at least six questions. 

Follow-up questions are allowed where clarification is 
required  

Grading Fail/Pass/Distinction 

Type of assessment Worked-based report  

Presentation with questions  
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Duration Component 1: Work-based Report 

• Word count 3000 words (plus/minus 10% tolerance)  

• To be completed post Gateway. Weeks 1 to 20 of 
the EPA period 

The presentation with questions must last 50 minutes. 
This will typically include:   

• 20-minute presentation  

• 30 minutes of questioning by IEPA. 

The IEPA can increase the total time of the presentation 
and questioning by up to 10% (equates to additional 5 
minutes). 

Permitted materials N/A 

Location The work-based Report will be completed in the 
workplace. 

The presentation with questions will be conducted by 
video conferencing.  

Resources Work-based Report  

The employer should ensure the apprentice has the time 
and resources, within the report period, to plan and 
complete their report.  

Presentation with questions 

During the presentation, the apprentice must have access 
to:  

• audio-visual presentation equipment 

• flip chart and writing and drawing materials 

• computer  

• the completed report.  

 

Assessment specification 

Description Coverage/themes KSBs Grade 

Work-based 

Report and 

Presentation 

with Questioning 

Health and safety K2 S1 B1 X/P/D 

Engineering standards and 

regulations (BS, ISO, EN) 

K5 S3 

British standards technical 

drawings and representations 

K4 S4 
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Description Coverage/themes KSBs Grade 

Mathematical techniques and 

engineering 

K6 S5 

Technical support K12 S10 

Planning and scheduling 

work 

K10 S7 B4 

Resource management  K9 S8 

Technical documentation and 

outputs 

K11 S9 

Recording information and 

written communications 

K13 K19 S11 S17 

 

Assessment instructions 

Output  

The output must be in the form a report and presentation. 

The delivery section below outlines the requirements for the two components of the 

assessment method.  

Component 1 – Requirements of Work-based Report  

Component 2 – Requirements of Presentation and Questioning 

Duration  

The work-based Report is completed from EPA period week 1 and submitted no later than 

week 20 of the EPA period.  

The presentation with questions must last 50 minutes. The IEPA can increase the total time 

of the presentation and questions by up to 10% ie up to 55 minutes.  

The apprentice may choose to end the presentation with questions early. The apprentice 

must be confident they have demonstrated competence against the assessment 

requirements for the assessment methods. The IEPA will ensure the apprentice is fully aware 

of all assessment requirements. The IEPA cannot suggest or choose to end the assessment 

methods early, unless in an emergency. The IEPA is responsible for ensuring the apprentice 

understands the implications of ending an assessment early if they choose to do so. They 

may suggest the assessment continues. The IEPA will document the apprentice’s request to 

end the assessment early. 
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Delivery 

Component 1 – Requirements of Work-based Report 

Gateway  

At Gateway the apprentice supported by the employer/training provider submits the proposed 

Work-based Report, subject, title, scope to City & Guilds. This will be done via the Work-

based Report Proposal Form available within the End-point Assessment Customer 

Forms pack. An IEPA will review and either:  

i. confirm that it is suitable and that the proposed report allows the apprentice to meet 

the KSBs mapped to the assessment method to the highest available grade 

or 

ii. provide feedback on why the proposed report may not meet the requirements and 

request further clarification.  

 

The Work-based Report must be based on one of the following:  

• provision of technical support and expertise to a product or process for developments 

or improvements including technical reports and documentation to inform 

stakeholders 

• provision of solutions to problems and identifying areas for improving the business, 

product or process including technical reports and documentation to inform 

stakeholders 

• inspection, testing and analysis of product or processes including technical reports 

and documentation to inform stakeholders. 

EPA Period  

The apprentice can only start the Work-based Report post Gateway after the IEPA has 

signed off the proposed Work-based title, subject and scope via the Work-based Report 

Proposal Form.   

The apprentice may work as part of a team to complete the Work-based Report, which could 

include internal colleagues or technical experts. The apprentice must however, complete 

their report and presentation unaided and the report must be reflective of their own role and 

contribution. The apprentice and their employer must verify this is the case when the report 

and any presentation materials are submitted. 

 

Tables 1 and 2 list the requirements of the content of the report.  

Table 1 

The Work-based Report structure must include at least: 

• an introduction 
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• the scope of the Work-based Report 

• Work-based Report outcomes  

• discussion of findings 

• recommendations and conclusions 

• appendix containing mapping of KSBs to the report 

Table 2  

It must also include:  

• technical documentation and outputs used in the support for the engineering and 
manufacturing function 

• compliance with health and safety regulations including considerations to the 
environmental regulations and impact of work carried out  

• how information is received, developed and recorded to produce technical outputs 

• mathematical calculations and demonstration of the use of engineering principles to 
aid in solving or development of products or processes 

• application of quality control and measures taken to ensure compliance  

• handover documentation to inform stakeholders 

• planning and scheduling work 

 

The report must have a word count of 3000 words. A tolerance of 10% above (3300 

words) or below (2700) is allowed. Appendices, references and diagrams are not included in 

this total.  

The apprentice must produce and include a mapping document in an appendix, showing 

how the written report evidences the KSBs mapped to this assessment method. For this 

reason, the Work-based Report and Presentation Evidence Form has been provided 

within the Customer Recording Forms. 

 

Component 2 – Presentation and questioning requirements  

The apprentice must prepare and deliver a presentation to an IEPA. After the presentation 

the IEPA must ask the apprentice questions about their report and presentation. Table 3 lists 

the requirements of the presentation. 

Table 3  

The presentation must cover:  

• an overview of work-based activity  

• the Work-based report scope  

• a summary of actions undertaken by the apprentice 

• outcomes and how these were achieved  

 

The IEPA will ask at least 6 questions. The purpose of the questions are to: 
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• verify that the activity was completed by the apprentice  

• seek clarification where required  

• assess those KSBs that the apprentice did not have the opportunity to demonstrate 
with the report, although these should be kept to a minimum 

• assess level of competence against grading descriptors.   

 

Follow-up questions are allowed where clarification is required. 

During the presentation the apprentice must have access to any of the relevant equipment 

below: 

• audio-visual presentation-equipment 

• flip chart and writing and drawing materials 

• computer.   

 

The apprentice can ask: 

• the IEPA to repeat a question, or parts of a question  

• for clarification in order to check their understanding of what is being asked.  
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Assessment location 

The presentation and questioning will be conducted by video conferencing. City & Guilds 

have processes in place to verify the identity of the apprentice and ensure the apprentice is 

not being aided. Face-to-face assessments can be arranged via the EPA Partnership 

Manager.   

The presentation with questions must take place in a quiet room, free from distractions and 

influence. 

 

Administration and key timelines 

Apprentice must submit the work-based report and presentation materials to City & Guilds at 

the same time by the end of week 20 of the EPA period. The report and presentation 

materials can be submitted earlier as long as they have been completed in the EPA period. 

At the point of submission, the apprentice must notify City & Guilds of any technical 

requirements for the presentation.  

The IEPA has a minimum of 2 weeks to review the report and materials.  

The apprentice must be given at least 2 weeks’ notice of the presentation with questions.  

 

Evidence requirements (including authentication of)  

The submission of the following is mandatory and must include:  

i. completed Work-based Report (including content listed in Tables 1 and 2 above) 

ii. presentation materials (including content listed in Table 3)  

iii. mapping in the appendix of the report, showing how the report evidences the KBs of 

the assessment method (apprentices should use the Work-based Report and 

Presentation Evidence Form). 

 

Failure to submit any of the above will result in the IEPA returning materials. The IEPA will 

not review and will return materials, request a resubmission. 

 

In the case where the evidence has been referenced in the Work-based Report and 

Presentation Evidence Form but it is not present within the documentation provided, the 

IEPA will request the missing evidence from the provider. 

Any report submitted with a word count 

• outside of the requirements of maximum 3300 words and minimum of 2700 word 
or  

• submitted without showing an accurately calculated total word count  
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will be dealt with as follows:  

• a report submitted with fewer than 2700 accurately calculated words will be assessed 
as submitted; there is no specific penalty for failing to meet the minimum word count 
requirement. However, apprentices are to be reminded that this shortfall is likely to 
reduce their opportunity to achieve a pass/distinction based on the more limited 
evidence provided  

• a report submitted with more than 3300 accurately calculated words will be assessed 
as submitted. However, the IEPA will only consider the first 3300 words and will not 
assess any content beyond this limit against the grading criteria. However, the 
sentence containing the point at which the limit is reached may be considered in full. 
There is no specific penalty for exceeding the maximum word count requirement. 
Apprentices are to be reminded that this is likely to reduce their opportunity to 
achieve a pass/distinction, especially where recommendations and conclusions are 
included towards the end of the submitted report. 

 

The Apprentice Declaration Form, available within the End-point Assessment Customer 

Recording Forms, must be submitted alongside the completed work-based report and 

presentation materials.  

 

KSBs and grading descriptors  

Appendix 1 lists the grading descriptors and KSBs mapped to this assessment method.   

 

Grading 

The two assessments components, Work-based Report and Presentation with Questions, 

will be graded holistically. The grading decision will be made after the apprentice has 

completed the presentation.  

The assessment will be graded against the grading descriptors and KSBs in Appendix 1.  

• Fail 

• Pass  

• Distinction  

. 

Fail means the apprentice does not meet the pass criteria.  

To achieve a Pass, the apprentice must demonstrate all of the pass descriptors.  

To achieve a Distinction, the apprentice must demonstrate all of the pass descriptors and all 

of the distinction descriptors. 

The IEPA is fully responsible for making the grading decision. The results will not be shared 

on the day of the assessment. 
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6. Assessment information: 702 Interview Underpinned by 

Portfolio of Evidence   

Overview 

In the interview, an IEPA asks the apprentice questions. It gives the apprentice the 

opportunity to demonstrate the KSBs mapped to this assessment method. 

The interview is underpinned by a portfolio of evidence which the apprentice can use to refer 

to and illustrate their answers.  

Rationale 

This assessment method is being used because it: 

• assesses KSBs holistically and objectively 

• allows for the assessment of KSBs that do not occur on a predictable or regular basis 

• allows for assessment of responses where there is a range of potential answers 

• can be conducted remotely, potentially reducing cost. 

 

Number of questions At least 6 questions 

Follow-up questions are allowed where clarification is 
required  

Grading Fail/Pass/Distinction 

Type of assessment Interview Underpinned by Portfolio of Evidence  

Duration Portfolio of evidence compiled during the on-programme 
period of the apprenticeship. 

The interview will be 70 minutes.  

The IEPA can increase the time of the interview by up to 
10%. 

Permitted materials The apprentice must have access to their portfolio of 
evidence during the interview.  

Location The interview will be conducted by video conferencing. 

Resources The apprentice must have access to: 

• their portfolio of evidence  

• computer. 
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Assessment specification 

Description Coverage/themes KSBs Grade 

Interview 

Underpinned by 

Portfolio of 

Evidence 

The engineering and 

manufacturing industry, role 

and continual professional 

development 

K1 K23 S20 B6 X/P/D 

Digitisation and emerging 

technologies within the 

engineering and 

manufacturing sector 

K7 

Continuous improvement 

techniques and problem 

solving 

K8 K17 S6 S15 

Environmental and 

sustainability 

K3 S2 B2  

Information technology and 

digital systems 

K21 S19 

Standard operating 

procedures and 

manufacturer’s instructions 

and warranties  

K14 K15 S12 S13 

Quality assurance and 

processes 

K16 S14 

Team working equity, 

diversity and inclusion 

K18 K22 S16 S21 B3 

B5 

Verbal communications  K20 S18  

 

Assessment instructions 

Duration 

The interview will last for 70 minutes. The IEPA can increase the time by up to 10% ie up to 

77 minutes. This time is to allow the apprentice to respond to a question if necessary. 
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The apprentice may choose to end the interview early. The apprentice must be confident 

they have demonstrated competence against the assessment requirements for the 

assessment method. The IEPA must ensure the apprentice is fully aware of all assessment 

requirements. The IEPA cannot suggest or choose to end the assessment methods early, 

unless in an emergency. The IEPA is responsible for ensuring the apprentice understand the 

implications of ending an assessment early if they choose to do so. The independent 

assessor may suggest the assessment continues. The IEPA will document the apprentice’s 

request to end the assessment early,   

 

Delivery 

Portfolio of evidence  

The apprentice must compile a portfolio of evidence during the on-programme period of the 

apprenticeship. It should only contain evidence related to the KSBs that will be assessed by 

the interview. It will typically contain 11 discrete prices of evidence. Evidence must be 

mapped against the KSBs using the Portfolio of Evidence Form within the End-point 

Assessment Customer Recording Forms. Evidence may be used to demonstrate more 

than one KSB; a qualitative as opposed to quantitative approach is suggested.  

Evidence sources may include workplace documentation and records, for example: 

• workplace policies and procedures 

• annotated photographs 

• witness statements 

• video clips (maximum total duration 10 minutes); the apprentice must be in view and 
identifiable. 

This is not a definitive list; other evidence sources can be included.  

The portfolio of evidence should not include reflective accounts or any methods of self-

assessment.  

Any employer contributions should focus on direct observation of performance (for example, 

witness statements) rather than opinions. The evidence provided should be valid and 

attributable to the apprentice; the portfolio of evidence should contain a statement from the 

employer and apprentice confirming this. The required statement is included in the Portfolio 

Declaration of Authenticity Form, within the End-point Assessment Customer 

Recording Forms document. 

The IEPA will not assess the portfolio of evidence directly as its purpose is to help underpin 

the interview. The IEPA will review the portfolio of evidence to prepare questions for the 

interview. The IEPA will not provide feedback after the review.  

 

Interview  
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The interview will be structured to give the apprentice the opportunity to demonstrate the 

KSBs mapped to this assessment method to the highest available grade. 

The IEPA will conduct and assess the interview.  

The purpose of the interview is to assess the apprentice’s competence against the themes 

listed in the Assessment specification table at the start of this section of the pack. In 

summary these are:  

• the engineering and manufacturing industry, role and continual professional 
development  

• digitisation and emerging technologies within the engineering and manufacturing 
sector 

• continuous improvement techniques and problem solving  

• environmental and sustainability 

• information technology and digital systems 

• standard operating procedures and manufacturer’s instructions and warranties  

• quality assurance and processes 

• team working equity; diversity and inclusion  

• verbal communications. 

The apprentice must have access to their portfolio of evidence during the interview. They can 

refer to and illustrate their answers with evidence from their portfolio; however, the portfolio 

of evidence is not directly assessed.   

The IEPA will ask at least 6 questions from a question bank. Follow up questions are 

allowed where clarification is required. 

The apprentice can ask:  

• the IEPA to repeat question or part of a question  

• for clarification in order to check their understanding of what is being asked.  

Assessment location 

The portfolio of evidence is compiled in the apprentice’s workplace. 

The interview will be conducted by video conferencing. City & Guilds have processes in 

place to verify the identity of the apprentice and ensure the apprentice is not being aided. 

Face-to-face assessments can be arranged via the EPA Partnership Manager.   

The interview must take place in a quiet room, free from distractions and influence. 

 

Administration 

The apprentices will be given 2 weeks’ notice of the interview. 

The IEPA must have at least 2 weeks to review the portfolio of evidence.  
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Evidence requirements (including authentication of) 

The completed portfolio, including the Declaration of Authenticity and Portfolio of 

Evidence Form available within the End-point Assessment Customer Recording Forms 

must be submitted at Gateway. 

The submission of the fully completed Portfolio of Evidence Form is mandatory. Failure to 

do so means that the IEPA will return the portfolio without being reviewed.   

In the case where evidence has been referenced in the Portfolio of Evidence Form but is 

not within the documentation provided, the IEPA will request any missing evidence from the 

provider. 

A portfolio will typically comprise 11 pieces of evidence. A piece of evidence may: 

• be an individual document, such as a Word file, or  

• be organised into a folder where documents are combined to support specific piece of 
evidence (eg spreadsheet with a Word document providing context). 

It is advised that each folder contains no more than two documents.  

 

KSBs and grading descriptors  

Appendix 2 lists the grading descriptors and KSBs mapped to this assessment method. 

 

Grading 

The assessment will be graded: 

• Fail 

• Pass  

• Distinction  

Fail means the apprentice does not meet the pass criteria.  

To achieve a Pass, the apprentice must demonstrate all of the pass descriptors.  

To achieve a Distinction, the apprentice must demonstrate all of the pass descriptors and all 

of the distinction descriptors. 

The IEPA is fully responsible for making the grading decision on completion of the interview. 

The results will not be shared on the day of the assessment. 
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7. Resits and retakes 

 

Apprentices who fail one or more assessments will 

be offered the opportunity to take a resit or retake. 

• A resit is where the apprentice takes the 

assessment again without the need for new 

learning. 

• A retake is where the employer determines new learning is needed first. 

The employer and City & Guilds should agree the timescale for a resit or retake. A resit is 

typically taken within 3 months of the EPA outcome notification. The time scale for a retake is 

dependent on how much training is required and is typically taken within 6 months of the 

EPA outcome notification. 

Failed assessment methods must be resat or retaken within a 6-month period from the EPA 

notification, otherwise the entire EPA will need to be resat or retaken in full.  

Resits and retakes are not offered to an apprentice wishing to move from pass to a higher 

grade. 

The apprentice will get a maximum EPA grade or pass for a resit or retake unless the 

EPAO determines there are exceptional circumstances. The overall EPA grade must 

be capped at a pass if the apprentice has had to resit or retake any assessment 

method, however the grade the apprentice has achieved for each component is not 

capped and will be identified on the statement of achievement. 

 

9355-701 Work-based Report with Presentation and Questioning 

If the apprentice fails the Work-based Report with Presentation and Questioning assessment 

method they must amend the output, (ie the work-based report and presentation materials) in 

line with the IEPA’s feedback. The apprentice will be given 4 weeks to rework and resubmit 

the amended report and presentation materials. They will be required to repeat the 

presentation and questioning event. 

The presentation and questioning will be carried out in the same way as the original 

assessment. The IEPA will use a different set of questions. 

 

Please refer to the Assessment instructions: Work-based Report with Presentation and 

Questioning, in this pack. 
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9355-702 Interview Underpinned by Portfolio of Evidence   

If the resit or retake relates to the Interview, the IEPA will question the apprentice on the 

same subject area but using a different set of questions. 

The interview will be carried out in the same way as the original assessment. The IEPA may 

review the portfolio of evidence to ensure all the KSBs are evidenced. They will choose 

different questions. 

Please refer to the Assessment instructions: Interview Underpinned by Portfolio of Evidence, 

in this pack. 
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8. Security, confidentiality and copyright of End-point 

Assessment materials 

The following Terms of Use apply to the use of any City & Guilds EPA assessment materials 

(‘EPA Assessment Materials’), included with the EPA Pack or otherwise provided by City & 

Guilds to the provider and/or employer from time to time under City & Guilds’ EPA Service by 

Customers. They form part of the agreement between City & Guilds and the Customer for 

provision of City & Guilds’ EPA Service in accordance with the Manual for the End-point 

Assessment Service (hereafter the manual). 

 

EPA assessment materials include, but are not restricted to, venue and resources list, the 

handbook, EPA Pack, EPA recording forms, sample papers, assessment tasks, questions or 

marked scripts.  

 

Customers are obliged to comply with these Terms of Use when using any EPA assessment 

materials from time to time, in addition to: 

• the terms of the licence for use of City & Guilds materials set out under the manual  

• (where any EPA assessment materials are dated examinations), the City & Guilds 

invigilation instructions 

• any conditions contained in a document itself. 

 

Defined terms in these Terms of Use shall have the meaning given to them in the manual.  

 

Terms of Use 

The customer shall, and procure that the customer’s staff shall: 

• only use any EPA assessment materials for the purpose of formal, summative EPA 

assessment in connection with the agreement and not for any other purpose 

(including, but not restricted to, teaching, revision, as practice assessments or for 

commercial purposes) 

• not make copies of any EPA assessment materials, whether in whole or in part, at 

any time  

• handle and store any EPA assessment materials securely at all times  

• ensure that:  

• any EPA assessment materials are made accessible to apprentices only during 

formal EPA assessment as governed by the assessment conditions specified for 

the individual Apprenticeship Standard 
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• whilst the portfolio of an apprentice may contain EPA assessment results 

referenced to the EPA assessment taken from time to time, they do not at any 

time contain the EPA assessment materials, unless otherwise stated in the 

individual Apprenticeship Standard; and the content of any EPA assessment 

materials is not made public in any format, whether in part or in full, at any time 

• under no circumstances share any EPA Assessment Materials with any third-party 

organisation or individual 

• seek written permission from City & Guilds if they wish to convert any EPA 

assessment materials for storage, retrieval and delivery in electronic form (ie, using 

some form of e-assessment or e-learning system) from time to time  

• provide access, on request, to City & Guilds to any system(s) on which any EPA 

assessment materials appear, are stored or delivered from time to time. 
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Contact us 

EPA Gateway Team: Initial Reservation and 

Gateway 

epa.gateway@cityandguilds.com 

EPA Events Team: Bookings and Cancellations 

(Post Gateway)   

EPA@cityandguilds.com 

Technical Advisors: Sector Specific Guidance Technical Advisors contact details 

City & Guilds Sales Team directsales@cityandguilds.com 

ILM Sales Team 01543 266 867 

customer@i-l-m.com 

City & Guilds Customer Services Team 01924 930800 (option 5 EPA) 

centresupport@cityandguilds.com 

ILM Customer Services Team 01543 266 867 

customer@i-l-m.com 

Digital Sales: on-programme delivery resources Digitalsales@cityandguilds.com 

Digital Credentials digitalsupport@cityandguilds.com 

Digital Credentials: bulk email uploads DCServiceTeam@cityandguilds.com 
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Appendix 1 – KSBs and grading descriptors for 701 Work-

based Report with Presentation and Questioning 

Theme KSBs Pass Distinction 

Theme 1: 

Health and 

safety  

K2 S1 B1 

1WP1 Applies safe 

systems of work, following 

procedures in compliance 

with health and safety 

regulations, standards 

and guidance taking 

responsibility to promote 

health and safety. (K2, 

S1, B1) 

 

WD1 Justifies the importance of 

compliance with safe systems of work, 

following procedures, and taking 

responsibility for themselves, as well 

as promoting safety to others in the 

wider team. (S1, B1) 

Theme 2: 

Engineering 

standards 

and 

regulations 

(BS, ISO, EN) 

K5 S3 

WP2 Complies with 

engineering standards 

and regulations relevant 

to the occupation and 

technician's 

responsibilities, when 

completing tasks. (K5, S3) 

WD2 Justifies the importance of 

compliance with engineering national 

and international standards, for work 

carried out on products or processes. 

(K5, S3) 

Theme 3: 

British 

standards 

technical 

drawings and 

representat-

ions 

K4 S4 

WP3 Analyse engineering 

and manufacturing data 

and information to make 

informed decisions and 

support technical outputs 

in line with task 

requirements. (K4, S4)  

WD3 Justifies why they need to cross 

reference national and international 

standards to product or processes data 

and information, in order to support 

technical outputs. (K4, S4) 

Theme 4: 

Mathematical 

techniques 

and 

engineering 

principles 

WP4 Applies engineering 

mathematical techniques, 

using engineering 

principles or science to 

aid the solution or the 

development of the 

N/A 

 
1 WPX /WDX  referencing system as per the  feedback forms. W= work-based report; P= 
Pass/D=Distinction 
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Theme KSBs Pass Distinction 

K6 S5 product or process. (K6, 

S5) 

Theme 5: 

Technical 

support  

K12 S10 

WP5 Produces 

documentation to show 

how they keep 

stakeholders informed of 

the progress status, and 

at handover, of the 

product or process. (K12, 

S10) 

 

N/A 

Theme 6: 

Planning and 

scheduling 

work 

K10 S7 B4 

WP6 Plans, organises 

and prioritises their own 

work and adapts to 

changing work requests, 

time management 

techniques, including 

scheduling of work with 

stakeholders. (K10, S7, 

B4) 

 

N/A 

Theme 7: 

Resource 

management 

K9 S8 

WP7 Identifies, organises 

and uses resources to 

complete tasks with 

consideration for 

equipment availability, 

cost, quality, safety, 

security and 

environmental impact. 

(K9, S8) 

 

WD4 Justifies the balance of cost, 

quality, safety, security and 

environmental factors. (K9, S8) 

Theme 8: 

Technical 

documentati

on and 

outputs 

WP8 Produces job-

specific, technical support 

documentation with key 

outputs identified, which 

N/A 
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Theme KSBs Pass Distinction 

K11 S9 support organisational 

requirements. (K11, S9) 

Theme 9: 

Recording 

information 

and written 

communicati

on  

K13 K19 S11 

S17 

WP9 Produces 

documentation suitable 

for the context, conveying 

information, adapting 

style, and use of 

engineering terminology, 

in line with colleagues and 

stakeholder's 

requirements. (K13, K19, 

S11, S17) 

 

N/A  
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Appendix 2 – KSBs and grading descriptors for 702 

Interview Underpinned by Portfolio of Evidence  

Theme KSBs Pass Distinction 

Theme 1: The 

engineering 

and 

manufacturin

g industry, 

role and 

continual 

professional 

development  

K1 K23 S20 

B6 

2IP1 Explains the role of 

the support technician's 

function in their company 

and within the wider 

sector, identifying limits of 

autonomy and reporting 

channels, different teams 

and functions involved in 

operation and 

interdependencies. (K1) 

N/A 

IP2 Describes how they 

have sought, carried out 

and recorded learning and 

development activities to 

show continual personal 

and professional  

development in their role. 

(K23, S20, B6) 

Theme 2: 

Digitisation 

and 

emerging 

technologies 

within the 

engineering 

and 

manufacturin

g sector 

K7 

 

IP3 Describes how 

digitisation and emerging 

technologies are 

considered for the 

development of products 

and processes in line with 

organisational 

requirements. (K7) 

 

N/A 

 
2 2 IPX /IDX referencing system as per the feedback forms. I= Interview; P= Pass/D=Distinction 



 

  

April 2026 City & Guilds Level 3 End-point Assessment for Engineering and Manufacturing Support 

Technician (9355-12), Version: 1.0 | 54 

Theme KSBs Pass Distinction 

Theme 3: 

Continuous 

improvement 

techniques 

and problem 

solving  

K8 K17 S6 

S15 

IP4 Describes how they 

have applied problem 

solving techniques to 

provide solutions for 

identified technical 

problems. (K8, S6) 

ID1 Justifies the continuous 

improvement technique used to 

achieve the outcome. (K17, S15) 

IP5 Explains how they 

have applied a continuous 

improvement technique to 

achieve the task outcome. 

(K17, S15) 

Theme 4: 

Environmenta

l and 

sustainability 

K3 S2 B2 

IP6 Describes how they 

consider and apply the 

principles of 

environmental 

sustainability in their work 

in line with organisational 

procedures, regulations, 

standards and guidance. 

(K3, S2, B2) 

 

ID2 Explains how they support the 

development of environmental and 

sustainability practice in the workplace 

for example, through promoting good 

practice to others, identifying 

improvement to practice. (K3, S2) 

Theme 5: 

Information 

technology 

and digital 

systems  

K21 S19 

IP7 Describes how they 

use information 

technology and digital 

systems and comply with 

GDPR and cyber security 

regulations and policies. 

(K21, S19) 

ID3 Outlines the benefits to the 

business of ensuring GDPR and cyber 

security regulations and policies are 

followed. (K21, S19) 

Theme 6: 

Standard 

operating 

procedures 

and 

manufacturer

's 

instructions 

and 

IP8 Describes how they 

use and follow standard 

operating procedures and 

manufacturer's 

instructions for processes 

and consider product 

warranties. (K14, K15, 

S12, S13 

ID4 Explains the importance of 

following standard operating 

procedures and working to 

manufacturer's instructions and the 

potential impact of breaches to 

warranties and possible 

consequences. (K14, K15, S12, S13) 
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Theme KSBs Pass Distinction 

warranties 

K14 K15 S12 

S13 

Theme 7: 

Quality 

assurance 

and 

processes 

K16 S14 

IP9 Describes how they 

apply quality control 

principles and practices to 

ensure products or 

processes meet 

specification and the 

importance of record 

keeping. (K16, S14) 

N/A 

Theme 8: 

Team 

working, 

equity, 

diversity and 

inclusion  

K18 K22 S16 

S21 B3 B5 

IP10 Describes how they 

collaborate and apply 

team working principles 

within teams and 

stakeholders. (K18, S16, 

B5) 

IP11 Describes how they 

apply equity, diversity and 

inclusion in their 

workplace in line with 

legislation, following 

company guidance. (K22, 

S21, B3) 

ID5 Explains how their team working 

supports wider team and business 

goals. (K18, S16) 

Theme 9: 

Verbal 

communicati

ons  

K20 S18 

IP12 Describes how they 

use verbal communication 

techniques suitable for the 

context, adapting style to 

suit the audience. (K20, 

S18) 

 

N/A 
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Who we are 

As part of the City & Guilds Group, we believe in a world where people and 

organisations have the confidence and capabilities to prosper, today and in the 

future. 

As workplaces evolve, so do we. That’s why we set the standard for skills that 

transform lives, industries, and economies. 

About City & Guilds  

Founded in 1878 to develop the knowledge, skills, and behaviours needed to help 

businesses thrive, we offer a broad and imaginative range of products and 

services that help people achieve their potential through work based learning.  

We believe in a world where people and organisations have the confidence and 

capabilities to prosper, today and in the future. So we work with like-minded 

partners to develop the skills that industries demand across the world.  

City & Guilds Group 

Giltspur House 

5–6 Giltspur Street 

London EC1A 9DE 

www.cityandguilds.com 

Every effort has been made to ensure that the information contained in this publication is true and 

correct at time of going to press. However, City & Guilds’ products and services are subject to 

continuous development and improvement and the right is reserved to change products and 

services from time to time. 

City & Guilds cannot accept responsibility for any loss or damage arising from the use of information 

in this publication. 

©2022 The City & Guilds of London Institute. All rights reserved. City & Guilds is a trademark of the 

City & Guilds of London Institute, a charity established to promote education and training registered 

in England & Wales (312832) and Scotland (SC039576). 

Who we are 

City & Guilds Limited (Registered Company 16513878) is the Awarding 

Organisation for City & Guilds qualifications. 

 

About City & Guilds  

City & Guilds is the global skills partner, empowering people, organisations and 

economies to develop the skills they need for growth. With almost 150 years of 

trusted expertise, we support people into work, help them develop on the job and 

move into the next job. 

 

We work with Governments, employers, training providers, colleges and industry 

stakeholders to design and deliver high-quality training, qualifications, 

assessments and credentials that lead to meaningful career progression. We 

understand the life changing link between skills development, social mobility and 

success. Our solutions span critical sectors including construction, engineering, 

transport, energy and electrical, serving over 1 million learners annually. 

 

Through our comprehensive portfolio of brands and trusted global network, we set 

industry-wide standards for technical, behavioural and commercial skills to 

improve performance and productivity. We believe you can achieve your potential 

- and we're here to help make it happen. 

City and Guilds Limited 

Giltspur House 

5–6 Giltspur Street 

London EC1A 9DE 

www.cityandguilds.com 

Every effort has been made to ensure that the information contained in this publication is true and 

correct at time of publication. However, City & Guilds products and services are subject to 

continuous development and improvement, and the right is reserved to change products and 

services from time to time. City & Guilds cannot accept responsibility for any loss or damage arising 

from the use of information in this publication.   

©2025 City & Guilds Limited (Reg No 16513878). All rights reserved. City & Guilds is a trademark of 

City & Guilds Limited. 
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