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Apprenticeship Training Manual (ATM)  

Apprentice notes and guidance  

These guidance notes will help you complete your ATM, in readiness for your end-point 

assessment (EPA). 

 

The showcase portfolio 

As the apprentice, you must showcase your work and behaviours achieved. The evidence can be 

in paper or electronic format. City & Guilds have developed the apprenticeship training manual 

(ATM), which meets the required standards, and is available in print format and electronically on 

SmartScreen.  

 

A selection of tasks from the ATM can be used in the professional discussion as the ‘showcase 

portfolio’, to form part of the end-point assessment (EPA). (You can use any form of showcase as 

EPA evidence, provided it meets the requirements of the standards.) 

 

It is important that this ATM is kept safe at all times and is ready to be provided to the 

independent end-point assessor (IEPA) when called upon, if used as evidence. The showcase 

portfolio will be submitted to the IEPA at the EPA gateway, (this is when your employer judges 

you are ready to be assessed). This allows the IEPA to choose from the tasks submitted and to 

plan their discussion, this will be used to see how each of the criteria has been met (see 

professional discussion overview). 

 

Completing the ATM 

The manual is divided into sections and is designed to support you through your journey by the 

completion of individual tasks/jobs. 

Each task has a set of skills for you to demonstrate to your workshop mentor or tutor. They will 

contain health and safety information, as well as tools and equipment required to complete the 

task. There is a mandatory section that you must achieve to be signed off as competent on the 

task/job. 

 

Completing the apprentice report 
 With each task/job it is important to complete the report fully. 

 Include as much detail as possible in the reports you write for each task, it will help to 

develop your skills in readiness for the EPA discussion. 

 Make sure that your reports are clearly written for all to be able to understand and 

interpret your level of skill demonstrated. 

 On some tasks, guidance is given on what you need to consider when writing the report. 

 There is a completed example at the back of the manual. 

 The task is then signed off by both you and your employer (and/or training provider). 

 

Soft skills and behaviours 
Within each task there is a section on soft skills and behaviours. It is important that you are fully 

aware of this part of the task, as it will form part of your professional discussion during the EPA. 
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The reflective feedback given by your tutor/training provider should inform you on how you met 

the criteria and how to develop further. Informative feedback is a vital part on the development 

pathway and should support how you can improve, develop new skills, and where there are 

concerns or good practices. 

 

Ready for EPA? 
 The ATM is your responsibility and it is up to you to make sure it is completed and looked 

after, in readiness for the EPA. 

 It is designed to be used in the workplace or at a training centre/college. 

 It can be signed by a tutor or an assessor, providing the apprentice meets the criteria laid 

out for each task. 

 The task may be a live workshop job or set up in a training environment. 

 When you are ready for your EPA, you will then select a range of evidence from the ATM, 

to put forward as a ‘showcase’ (with help from the employer and training provider if 

needed). This is then uploaded to the EPA organisation (City & Guilds). 

 

Professional discussion 
When the showcase evidence is selected and submitted, it must show: 

1. a service or an inspection where faults have been found 

2. four tasks/jobs from different systems that have involved complex diagnosis and 

repair, eg engine management, ABS brakes, CAN data fault, gearbox selector fault. 

The IEPA will then discuss with you the service and inspection task, before choosing one of the 

four diagnosis tasks at random. This will then form the basis of the professional discussion. 

You will not know which task is going to be chosen by the IEPA, so keeping an electronic or 

paper copy to refresh their memory would help on the day. 

 

Remember  

The ATM is an important part of your apprenticeship. Look after it and revise the diagnostic tasks 
you submitted, as anyone could be a discussion point in your EPA professional discussion.  

It may be a good idea to have a copy of it with you on the day to refresh your memory! 

 


