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Summary document 

Notes and guidance  

These guidance materials have been written to support the employer/training provider and the 

apprentice in preparing for the EPA. 

 

The guidance materials include: 
 presentations for the tutor, employer and/or training provider 

 presentations to be delivered to the apprentices 

 handouts for the apprentices 

 a professional discussion transcript 

 an example of a completed report  

 an example of a completed job card  

 an example of an apprenticeship training manual (ATM). 

 

Prior to the EPA 

The apprentice must have completed Functional Skills for maths and English (or have the 

appropriate exemptions) and have achieved their F-Gas certification. 

 

The EPA 

The apprentice’s end-point assessment consists of three elements: 

1. Multiple-choice question tests. 

2. Practical skills test. 

3. Professional discussion with ATM. 

 

The Apprenticeship Training Manual (ATM) 

The ATM is the apprentice’s way of showcasing their competence ready for their EPA. It is a 

working document and needs to be checked during every workplace visit, to ensure the evidence 

is progressing and will be sufficient at the end of the apprenticeship.  

 

The completed ATM can then be reviewed, and a selection of evidence which meets the 

requirements (as shown in the assessment plan) can be presented as a ‘Showcase Portfolio’. 

This is then uploaded to City & Guilds no later than two weeks prior the EPA date.  

 

The skills test 

The skills test is the opportunity for the apprentice to show the independent end-point assessor 

(IEPA) their skills and knowledge. It is important the employer is informed of the EPA 

requirements when signing the apprentice up and during workshop visits. 

 

If the apprentice is attending a college or a training provider with workshop facilities, have them 

go through mock skills tests, to make them more confident on how they are conducted. 

 

If the apprentice is being taught in the workplace, arrange with the employer to set up mock skills 

tests in the workshop. 

 

The guidance notes will take you through the various stages of the skills test.  
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The professional discussion 

The guidance notes are there to assist you in preparing the apprentice for this part of the EPA, 

explaining the process and its different parts. 

 

A sample transcript has been created to show you how the discussion may be carried out. During 

the apprentice’s training, carry out some mock professional discussions for practice. Remember 

to conduct these in a controlled way, covering all the requirements and using the grading criteria 

to see where the apprentice is in terms of readiness. Make sure to give them feedback on how 

they can improve. 

 

Use different tutors/assessors that the apprentices do not know, to see how they react. 

 

 

 


