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Portfolio evidence example 
Guidance for apprentices 

City & Guilds offer all the six engineering operative specialisms:  
 

1. Maintenance Engineering Operative (9325-12) 
2. Mechanical Manufacturing Engineering Operative (9325-13) 
3. Electrical and Electronic Engineering Operative (9325-14) 
4. Fabrication Engineering Operative (9325-15) 
5. Materials, Processing and Finishing Engineering Operative (9325-16) 
6. Technical Support Engineering Operative (9325-17).  

 
Apprentices need to produce a portfolio of evidence that showcases a range of level 2 
engineering operative tasks which are sufficiently diverse and complex in nature. The following 
example provides a guide to apprentices, their tutors, employers and training providers to 
consider. 
 
It is imperative that the engineering operative evidence has a clear structure, just like a real 
engineering operation task would have, relevant to the task. Therefore please note that the 
following evidence report structure is not prescriptive but is used only as a guide. 
 
It should also be noted that the portfolio evidence is not assessed by the IEPA but is only used to 
formulate a range of questions against the standard’s criteria. Also note that appropriate 
annotated photographs should accompany all evidence. Company policies and procedures 
should be referenced but not included. Single sheet examples of risk assessments, permits to 
work or similar documentation may be included. 
 
It should be noted that portfolios with insufficient or excessive evidence may be returned for 
rework. 
 
Maintenance Engineering Operative (9325-12)  
 
Title: Planned maintenance of power saw Knowledge, skills and 

behaviours (KSBs)  
 

Introduction  

The task is to carry out the planned maintenance of a 
power saw which is located in the engineering machine 
shop. The planned maintenance is a six-monthly routine 
process that takes approximately two hours to complete. 
The power saw is three years old and there has been one 
breakdown recorded to date, which was when the vice 
sensor needed replacing after 18 months. Not having 
carried out this maintenance task before, I was working 
with my mentor – a qualified maintenance engineer who 
was to guide me through the maintenance task.  
 
I was issued the maintenance task by my line manager via 
our maintenance system ‘X’ on our company tablets. This 
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provided me with the job sheet, risk assessment, COSHH 
data sheets and the power saw machine manual.  
 
 
Planning 

The maintenance task was scheduled for Friday afternoon 
as the machine shop finishes at lunchtime. I then checked 
that I had the job sheet, risk assessment, power saw 
machine manual and the service kit. I then selected and 
checked that the tools and equipment (hand tools, multi-
meter etc.) were fit for purpose with the tools checksheet. 
The tools and equipment are booked out and back in on 
the ‘X’ software system on our tablets. As there were no 
machinists in the machine shop except for maintenance 
staff, I didn’t need to use barriers to cordon off the area 
around the power saw. I then signed out two locks and 
tags to isolate the two electrical supply points. 
 

S1–S6, S8, S10, S12,  
K1–K8,  
B1–B5 

 

Health and safety 

I ensured that I complied with national and company 
regulations (HASAW, COSHH, PUWER, Manual Handling, 
PPE, Electricity at Work, ISO9001, Waste Management 
etc.). Our risk assessments are generic for all 
maintenance tasks, but we have additional reporting risk 
assessments on our tablets to record any near misses and 
other issues during the maintenance task: 
 

All tools and equipment to be checked prior to and on 
completion of the maintenance task to ensure that 
they are fit for purpose. The electrical test equipment 
used is in compliance with HSE guidance GS38 
(electrical test equipment for use by electricians). 

 
I ensured that I’ve checked and wear PPE as appropriate, 
and also checked that all oils/greases/lubricant spray 
correspond with the COSHH data sheet/s, and the service 
kit is fit for purpose and meets the job specification. 
 

 
S1–S3, S5–S8, S10–S11, 
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The task 

Prior to isolating the electrical power at the main control 
panel and the power saw’s power switch I ran through the 
process control screen and observed the ‘dry-run’ cycle to 
see if there were any fault codes – which there weren’t. I 
also carried out a thorough visual inspection of all moving 
parts. I noted that there was excessive movement in the 
rise and fall of the arm and checked it out with my mentor. 
 
Next, I then began to systematically work through the 
planned maintenance as per the job sheet. 
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I used our LOTO isolation procedure and checked that the 
electrical and all energy had been dissipated by checking 
the power supply socket by using the GS38 test meter 
once I’d checked it with the proving unit. 
 
I visually checked the following by ticking off the check 
sheet: 
 
 Power cables. 
 Lubricant levels – I had to top up the oil reservoir 

using the recommended oil. 
 Vice–manual release mechanism – I applied a 

small amount of grease to the threaded drive 
mechanism. 

 Continuous saw blade – I changed the blade taking 
extra care due to the awkward handling of the long 
blade, by feeding it through the drive mechanism 
and re-tensioning according to the power saw’s 
machine manual. 

 The arm which I noticed earlier had excessive play 
needed the fixing bolts to be re-torqued. My mentor 
suggested that I replace the fixings – I needed to 
go to the stores and book out another set. When I 
torqued up the fixings I was careful to check that 
the torque wrench was calibrated and set to zero 
before and after use. My mentor also suggested 
that when the electrical supply was back on then to 
check the top and bottom sensors to ensure that 
the rise and fall travel was within tolerance. 

 I drained the lubricant tank and refilled it with fresh 
lubricant. I disposed of the old lubricant in the 
hazardous waste bin for final disposal by our waste 
disposal contractors. 

 
Having completed the off-power planned maintenance 
checks, which were to the satisfaction of my mentor, I then 
removed the isolation locks and tags and turned on the 
power saw machine. I checked the control scree: all 
systems were green and working correctly.  
 
I then had to test the rise and fall sensors, so I placed a 
piece of square tube in the vice and adjusted the settings. 
The rise and fall sensors did not operate according to the 
machine’s specification and on closer inspection both 
sensors appeared to have some surface damage. I 
suggested to my mentor that they should be changed and 
he agreed. 
 
I re-isolated the electrical power supply, again checking 
that all power had dissipated by using the GS38 test 
meter. I went to the stores and got the two sensors and 
fitted them by simply undoing the fixings and replacing the 
new sensors. I then re-isolated the power saw and re-
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tested the arm’s rise and fall tolerance, which had been 
corrected. 
 
I was reasonably confident that I had completed the 
planned maintenance according to the job sheet, which 
was checked by my mentor who agreed. 

 
 

 
S1–11, K1–8, B1–5 

 

Completion and handover 

I then completed the sign-off documents on the tablet to 
inform the maintenance manager. I also recorded the 
issue of the problem with the arm’s rise and fall excessive 
play and two sensors on the job sheet. 
 
I checked that I had all my tools and equipment, and 
returned them to my toolbox. I made sure the area was 
clean and tidy, and waste was disposed correctly. 
 
Apprentice: A Prentice 
Date: 31:05:21 
 

S1–12, K1–8, B1–5 
 

Work-based tutor feedback 

A sound report that’s described the power saw 
maintenance task which included a number of fault-finding 
tasks and was supervised by your mentor. In future please 
add annotated photographs; state the appropriate piece of 
legislation or regulation such as COSHH and ISO14001 
when handling and disposing of the oil, restoring the 
power saw to PUWER conditions etc; complying with your 
company’s quality standards e.g. ISO9001. Overall a good 
job report that you could consider using in your EPA 
reflective portfolio. 
 
Sign: W B Tutor 
Date: 03:06:21 
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