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Showcase portfolio 

Apprentice notes and guidance  

Introduction 

The showcase portfolio/summative logbook is a key part of the end-point assessment (EPA), this 

document provides key points to enable you to show your best work and covers the following: 
 what a showcase is and why it is needed 
 how to decide what is the best evidence to include in a showcase portfolio 
 what the showcase shows about you 
 examples of evidence required for specific apprenticeships. 

 

As part of your apprenticeship you will be supported by your training provider and employer, who 

will help you understand how to present your best example evidence for the showcase. The EPA 

is about you and these activities allow you to show the best things you have done, the knowledge 

you have learnt and how well you work within the organisation – with your colleagues and 

customers. It shows people who do not know you just how good you are. 

 

What is a showcase? 

You will be collecting evidence throughout your apprenticeship to show how you are progressing 

against the apprenticeship standard you are on. A portfolio will help you see your progression 

over time as you develop competence in the job role.  

The EPA requires you to show only the best aspects of what you have achieved. 

 

The showcase 

With support from your assessor and employer, you will present the best examples of the 

evidence you have collected to go into your showcase portfolio/summative logbook.  

Your evidence must show the knowledge you have gained, how you have used this through your 

practical capabilities against the Technical Knowledge and Technical Skills requirements. It 

should also contain evidence of how you have worked within the employer organisation to meet 

the behaviour/attitude outcomes. 

 

Why do you need the showcase? 

The evidence for the showcase will come from real work projects which have been completed 

during the apprenticeship, which when taken together, cover the totality of the standard. This 

shows your ability to do the job competently in ways that a test or project could not. It allows the 

independent end-point assessor (IEPA) to understand how you apply the knowledge you have 

learnt, the way you use skills you have developed, how you work with colleagues and customers, 

and how you make decisions. 
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What can the showcase contain? 

It is expected that you will provide a diversity of evidence types to support your demonstration of 

competence. Suitable evidence can be divided into two main categories – direct and indirect. 

Direct evidence can include the following: 

 your performance when being observed by your assessor or employer 
 projects or work-based vehicle jobs  
 personal reports 
 minutes of meetings, action plans, progress reports 
 internal and external correspondence 
 extra qualifications/certification achieved that relate directly to outcomes of the 

apprenticeship standard 
 product evidence e.g. examples, samples, photographs 
 your responses to oral or written questions. 

This list is not exhaustive and you may find other appropriate forms of evidence depending on 

which apprenticeship standard you are undertaking. 

Indirect evidence can include: 

 witness testimonies from people within or outside the organisation 
 achievement in related areas 
 attendance on courses/training activities relevant to the outcomes of the standard. 

 
Such indirect evidence will be used mainly to complement, support or confirm direct evidence, 
and may be referred to as ‘off-the-job’ training. 

 

Each apprenticeship standard has its own end-point assessment and comes with its own specific 

evidence requirements that will help you plan what to include in your summative portfolio. Your 

assessor and employer will also help you to decide the most suitable evidence to include. 

 

Some apprenticeship standards may require specific evidence and you should work with your 

assessor to review the Occupational Brief and the original Assessment Plan to check you have 

everything needed. 

https://www.instituteforapprenticeships.org/apprenticeship-standards/motor-vehicle-service-and-

maintenance-technician-light-vehicle/ 

 

The apprentice must produce an apprenticeship training manual (ATM) during the last 18 months 

of their training that show cases work they have carried out and behaviours achieved. 

 

The ATM shall be submitted to the end-point assessment organisation (EPAO) at the EPA 

Gateway. The ATM should contain evidence of: 

 a service or inspection where faults have been found 
 four repairs, from different systems, that involve complex (procedure involves a range of 

skills that need to be carried out in a specific methodical order) diagnosis and repair 
 how the apprentice has achieved each of the criteria listed in the behaviours. 

The evidence can be in any form the apprentice chooses, including: 

 job cards 
 technicians reports 
 written accounts 

https://www.instituteforapprenticeships.org/apprenticeship-standards/motor-vehicle-service-and-maintenance-technician-light-vehicle/
https://www.instituteforapprenticeships.org/apprenticeship-standards/motor-vehicle-service-and-maintenance-technician-light-vehicle/
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 witness testimonies 
 images 
 short clips of voice recordings or videos (the apprentice will be responsible for supplying 

this in a suitable format previously agreed with the assessment organisation) 
 repair manuals/specifications. 

 

The evidence will be used as a basis of the professional discussion and must be sufficient to 

show how each of the criteria have been met. 

 

Behaviours: 

1. Take responsibility when required and be honest and accountable when things don’t go as 
planned. 

2. Operate as an effective team member. 
3. Behave in accordance with the values of the company and treat colleagues and 

customers with respect and courtesy. 
4. Build effective relationships with colleagues and customers. 
5. Gain trust and pay attention to colleagues and customers’ concerns and needs. 
6. Communicate effectively on a range of topics and with all sorts of different people. 
7. Deliver excellent results and achieve challenging goals. 
8. Contribute to problem-solving discussions and enjoy finding solutions to own and other 

people’s problem. 
9. Suggest ways to make the business more efficient and contribute to its commercial 

growth. 
10. Constantly learn in order to improve own performance and that of the business. 
11. Share knowledge and skills. 

12. Demonstrate a passion for engineering. 

 

Where to start? 

You and your assessor will need to be satisfied that your evidence is suitable by being: 
1. sufficient 
2. authentic 
3. relevant 
4. current. 

 

What is ‘sufficient’? 

Sufficient does not mean a mass of evidence. It simply means collecting enough evidence to 

demonstrate competence, remembering this is a summative portfolio. 

 

Your evidence must cover all aspects of the apprenticeship standard outcomes, as most require 

you to demonstrate you have the understanding, skills and behaviours appropriate to the job role 

of the apprenticeship. If you consider a light vehicle, this would include evidence to show 

you are competent with inspections, engine tasks, chassis, transmission and auxiliary 

electrical systems.   

 

What is ‘authentic’? 

You must be able to explain and substantiate the evidence you put forward. It is important, 

therefore, to ensure you only submit evidence relating to your own performance. There is also 

a declaration that is completed at the end of your apprenticeship to confirm your evidence is 

authentic. 
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It shows that it is your own work or has been developed from your own contribution to a project. 

 

What is ‘relevant’? 

Any evidence must relate clearly to the apprenticeship standard you are seeking to achieve. The 

IEPAs are only interested in evidence directly related to the outcomes of the apprenticeship 

standard.  

 

That is, evidence which clearly links your performance with specific areas of the knowledge, skills 

and behaviours required within the job role defined by the apprenticeship standard. You should 

avoid the inclusion of reference documents, training materials and other evidence that is 

not your own work and that does not demonstrate competence. 

 

What is ‘current’? 

This means evidence relating to skills, attitudes and knowledge you can currently demonstrate. 

The IEPA will be assessing your current level of competence so you must ensure that your 

evidence clearly relates to activities and areas of work you could still perform if required to 

do so. 

 

Selecting your final evidence 

Do not struggle on your own when putting your showcase portfolio together. Your assessor and 

employer can help you to determine what is sufficient, authentic, relevant and current. 

 

Whilst your portfolio will take effort and time to complete, it is a means of focusing and 

demonstrating your unique strengths and achievements to the IEPA. Most apprenticeships are 

graded and so being able to show how you excel at something allows the IEPA to decide whether 

you are just meeting the outcomes of the apprenticeship standard or you have reached a higher 

grade. 

 

Your portfolio should develop along with your achievements and take on a dynamic role to 

become: 

 a summative record of achievements on completing the learning part of the apprenticeship 
 proof of your skills, knowledge and behaviours relevant to the job role 
 a reference tool for staff appraisal and assessor/trainer progress sessions 
 a basis for career development, helping you decide which aspects of your job you wish to 

develop further. 

 

In relation to the apprenticeship standard, your summative portfolio provides: 

 proof of your skills, knowledge and behaviours against the outcomes of the apprenticeship 
standard 

 a means to bring together evidence for more than one outcome through cross-referencing 
within the apprenticeship standard 

 a focus on your best work, to show you at your best. 

 

Remember… Your summative portfolio not only helps you achieve your current apprenticeship, 

but also provides you with a useful reference tool for your future career. 
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Developing a showcase portfolio – top tips 

What to include in the showcase: 

Only the best examples of knowledge, skills and behaviours that meet the outcomes of the 
standard should be included. 

 Make use of direct evidence backed by indirect evidence. 

 Work you submit must be your own (authentic). 

 Evidence that meets outcomes (relevant). 

 Choose pieces of you most recent work if appropriate (current). 

 Make sure you use more than one example of your work (sufficient). 

 Highlight your individual input when using evidence from team activities. 

 

Timescales: 

 The best evidence may come toward the end of the learning (final 6-3 months), but you 
should start collecting pieces from an early stage so no outcomes are missed. 

 Subject to requirements, submit your evidence to the EPAO before the final part of the 
EPA to allow the IEPA time to review and develop questions for the interview/professional 
discussion. 

 

Final showcase summary 

1. This is who I am. 
2. This is what I do. 
3. Here are examples of what I do. 
4. This is how I plan and review what I do. 
5. This how I know what to do and why I have chosen to do it this way. 

o This is what I would do next time/differently because… 
o This is what I would do the same because… 
o This is what I would do the company way is because… 
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