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The Professional Discussion - Guidance 

 

The professional discussion will be a structured discussion between the apprentice and the 
end-point assessor. The employer may be present, to support, but not lead the apprentice 
and to confirm information, at the assessor’s request.  

The employer will not be allowed to add any further information or examples to what the 
apprentice has stated, or lead them in any way. Highfield would encourage the 
employer/training provider and the apprentice to plan for the professional discussion and 
consider what resources they may bring with them to support them during their 
professional discussion. This must be their own work and will only be used to support their 
discussion. The professional discussion should take place after the direct observation, to 
establish the apprentice’s understanding and application of the remaining knowledge, skills 
and behaviours.  

The professional discussion will need to take place in a suitable environment and should last 
between 75-90 minutes. The discussion will be set against the criteria that are outlined in 
the following pages, and it will be appropriately structured to draw out the best of the 
apprentice’s energy, enthusiasm, competence and excellence.  

The purpose of the professional discussion is to clarify any questions the end-point assessor 
has for specified standards: 

• confirm and validate judgements about the quality of work 
• explore aspects of the work, including how it was carried out, in more detail 
• discuss how the apprentice would behave in specific scenarios, should they not 

have occurred within the direct observation 
• ask questions in relation to personal development and reflection 
• provide a basis for the end-point assessor to make a decision about the grade to 

be awarded 
 

Before the assessment: 

Employers/training providers should: 

• plan the professional discussion to allow the apprentice the opportunity to 
demonstrate each of the required standards  

• ensure the apprentice knows the date, time and location of the assessment 
• ensure the apprentice knows which criteria will be assessed (outlined on the 

following pages) 
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• encourage the apprentice to reflect on their experience and learning on-programme 
to understand what is required to meet the standard 

• be prepared to provide clarification to the apprentice, and signpost them to relevant 
parts of their on-programme experience as preparation for this assessment 
 

It is suggested that a mock assessment is carried out by the apprentice in advance of the 
end-point assessment with the training provider/employer giving feedback on any areas for 
improvement. 
 
 
Mandatory professional discussion requirements are as follows:  

• health and safety practices relevant to the apprentice’s workplace 
• knowledge and characteristics of a range of frame and lens materials, their features, 

benefits and characteristics 
• knowledge of quality and governance to include NHS quality standards, industry 

governance, employer policies and procedures 
• customer communication to include barriers to communication, questioning 

techniques and referral to colleagues where appropriate measurements listed in the 
standard that have not been previously covered in the observation and/or case study 
to cover a minimum of pupil distances and vertical heights 

• product recommendations, features and benefits of lenses not already covered in 
the observation to include single vision, bifocal, varifocal, occupational, tinted 
lenses, polarised lenses, safety spectacles and their legal requirements 

• knowledge of the parts of the eye and vision correction 
• positive and negative body language and how own behaviour impacts on colleagues 

and customers 
• standards of appearance and pride and passion for company values 
• planning and managing time effectively 
• how self-development has been managed effectively to ensure skills, knowledge and 

behaviour requirements have been developed to meet the requirements of the 
standard 

• how feedback was used to identify skill gaps and the procedures put in place to 
overcome these 

• how relationships with your employer have been maintained to ensure successful 
completion 
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Professional Discussion - Mock Assessment 

 

It is the employer/training provider’s responsibility to prepare apprentices for their end-
point assessment, and Highfield recommend that they experience a mock professional 
discussion in preparation for the real thing. The most appropriate form of mock assessment 
will depend on the apprentice’s setting and the resources available at the time. In designing 
a mock assessment, the employer/training provider should consider the following elements 
in their planning: 

• the participation of other personnel to play the parts of customers and team 
members: 

o it is strongly recommended that the mock professional discussion has been 
practised beforehand and all personnel involved are properly briefed on their 
roles 

• a 75-90 minute time slot should be available for the complete professional 
discussion, if it is intended to be a complete mock assessment covering all relevant 
standards. However, this time may be split up to allow for progressive learning  

• consider an audio recording of the mock, and to allow it to be heard by other 
apprentices, especially if it is not practicable for the employer/training provider to 
carry out a separate mock assessment with each apprentice 

• ensure that the apprentice’s performance is assessed by a competent 
trainer/assessor, and that feedback is shared with the apprentice, to complete the 
learning experience. The mock assessment document sheets later in this guide may 
be used for this purpose 

• structured ‘open’ questions should be used as part of the professional discussion 
which do not lead the candidate, but allow them to express their knowledge in a 
calm and comfortable manner 
 

The end-point assessor will need to see evidence of understanding, not just knowledge 
recall. The discussion will be structured around the criteria listed below. If the conversation 
does not flow naturally, then the end-point assessor must have in place a set of pre-
prepared questions which adequately cover the criteria. 
  
The criteria below are taken from the apprenticeship standard, and they are critical to the 
role of an optical assistant. The wider criteria, as set out in the standard, are implicit within 
these criteria. The sample questions below are indicative, and provided to give an indication 
of the types of questions likely to be asked during the professional discussion. 
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Professional Discussion - Example Questions 

 

The following are example questions to demonstrate the sort of questions apprentices can 
expect to encounter during the professional discussion. 

 
Health & Safety:  
 

Sample Question: 
 
‘What controls exist for health and safety in your workplace?’ 

 

 
Materials of frames and lenses:  
 

Sample Question: 
 

‘Tell me about the spectacles that you offer in-store.’ 
 

 
Tools and equipment:  
 

Sample Question: 
 
‘Talk me through the process for spectacle adjustment.’ 

 

 
Quality and governance:  
 

Sample Questions: 
 

‘What in-store policies do you need to follow?’ 
 
‘Tell me about the NHS schemes that affect you.’ 
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Screening checks:  
 

Sample Question: 
 
‘Tell me what happens during screening.’ 

 

 
Customer interactions, dispensing, fitting and adjustment of spectacles:  
 

 Sample Questions: 
 

 ‘What do you need to think about when working close to customers?’ 
 
‘How should you communicate with different types of customers?’ 

 

 
Professionalism:  
 

Sample Question: 
 

‘Why is it important to remain professional in your role?’ 
 

 
Self-development:  
 

Sample Question: 
 

‘How do you plan to continue your development?’ 
 

 
Safety orientated:  

 
 

Sample Question: 
 

‘How do you ensure the safety of yourself and others?’ 
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Professional Discussion Criteria 
 

Throughout the professional discussion, the assessor will review the apprentice’s competence in all of the criteria outlined below. Therefore, 
apprentices should prepare for the professional discussion by considering how the criteria can be met.  

 

Health & Safety 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Company procedures for fire 
evacuation and/or reporting 
accidents cannot be explained 

• Safe use of equipment cannot be 
explained 

 

HS6 - Show an understanding of health and 
safety processes and procedures within the 
workplace environment 
HS7 - Explain procedures in place relating to 
health and safety to include the use of 
equipment and ensuring customer safety 
HS8 - Explain the company procedures and 
processes for reporting of accidents and 
emergencies and carrying out evacuations 
HS9 - Identify first-aiders, fire wardens, first-
aid boxes, etc. 
 

HS10 - Show detailed knowledge of what and 
how procedures are put in place to ensure a 
safe working environment and to comply 
with the Health and Safety at Work Act 
HS11 - Explain potential risks and hazards to 
self and customer, and the actions needed to 
rectify  
HS12 - Know how and where to report 
hazards according to company policies  
HS13 - Have a sound understanding of the 
evacuation process 
HS14 - Explain the use of Personal Protective 
Equipment (PPE) relevant to the company 
and your role 
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Materials of frames and lenses 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain the features of 3 
frame materials  

• Cannot explain the features of at 
least 3 lens materials 

• Cannot explain basic legal 
requirements of tints and safety 
glasses (if not covered in case study) 

• Cannot explain the relationship 
between frame fit and suitability to 
include frame sizing, pupil distances 
and lens thickness 

MF11 - Explain the features of 3 frame 
materials  
MF12 - Explain the features of 3 lens 
materials and/or coatings 
MF13 - Explain allergic reactions that may 
occur with frame materials 
MF14 - Have a basic understanding of the 
legal requirements of coatings, tints and 
safety glasses (if not covered in case study) 
MF15 - Explain the relationship between 
frame fit and suitability to include frame 
sizing, pupil distances and lens thickness 

MF16 - Explain the benefits of 3 frame 
materials  
MF17 - Explain the benefits of 3 lens 
materials and/or coatings 
MF18 - Explains the benefits of a range of 
additional specialist products within the 
employer’s range, e.g. safety spectacles, 
sports spectacles, occupational lenses or 
contact lenses 
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Tools and equipment 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain company processes 
and procedures if products are 
damaged and/or broken during 
adjustment or repair 

• Cannot explain a minimum of how 
and when 3 different tools would be 
used in the adjustment 

TE14 - Explain company processes and 
procedures if products are damaged and/or 
broken during adjustment or repair 
TE15 - Explains criteria to check fitting and 
adjustments  
TE16 - Explain how and when 3 different 
tools would be used in the adjustment 
TE17 - Explain the purpose and uses of 
screening equipment in the customer 
journey 

TE18 - Can explain the use of the correct 
tools and process and the benefits of these 
TE19 - Explain the use of BS tolerances to 
ensure spectacle prescription accuracy 
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Quality and governance 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain GOC supervision 
requirements  

• Cannot explain how data protection 
is maintained within the workplace 

• Cannot explain how NHS vouchers 
are issued and how they should be 
completed for submission  

QG6 - Explain what you are or not allowed to 
do according to GOC policy 
QG7 - Explain NHS regulations and voucher 
usage for GOS 1-3  
QG8 - Explain GOC policies and procedures, 
and the requirements of supervision and the 
potential impact of not following these 
policies on self  
QG9 - Explain your role in adhering to the 
Data Protection Act/GDPR 

QG10 - Explain the impact of not following 
NHS policies and procedures and the 
importance of the NHS as a customer 
QG11 - Can explain company procedures and 
policies to ensure adherence to the Data 
Protection Act/GDPR including sub-policies 
(social media policies etc.) 
QG12 - Able to identify who can conduct 
what tasks in accordance with GOC policies 
and procedures  
QG13 - Explain the legal requirements 
governing the sale of optical products as 
stipulated in the Opticians Act 
QG14 - Explain GOC policies and procedures, 
and the requirements of supervision and the 
impact of not following these policies on self, 
supervising colleague and the wider business 
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Screening checks 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain the purpose of pre-
screening checks 

• Cannot explain the requirements of 
supervision during pre-screening 

• Cannot explain information that 
cannot be given by an optical 
assistant during pre-screening 

SC5 - Explain why pre-screening checks are 
carried out  
SC6 - Explain the ocular conditions that are 
detected during pre-screening  
SC7 - Explain when to refer to a qualified 
professional during pre-screen activities 
SC8 - Explain the screening process in a 
customer-friendly manner (if not sufficiently 
covered during observation)  
SC9 - Explain how you could reassure 
customers during the screening process 

SC10 - Knowledge of eye and medical 
conditions screened for, e.g. glaucoma, 
macular degeneration, diabetes, and can 
explain symptoms and treatment for at least 
two of the conditions listed 
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Customer interactions, dispensing, fitting and adjustment of spectacles 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

Dispensing 
• Cannot explain a minimum of at least 

3 communication barriers that may 
be faced and the different 
communication methods that could 
be used to overcome these 

• Cannot describe myopia, 
hypermetropia, presbyopia and 
astigmatism in a customer-friendly 
way  

• Cannot explain when a BVD and 
pantoscopic angle are required and 
the effects of these measurements  

• Cannot explain the components of a 
written prescription to include 
sphere/cyl/axis/near add in a 
customer-friendly way 

 
Collection 

• Cannot explain how visual acuity is 
checked during spectacle collection 

Dispensing 
CI42 - Explain a minimum of 3 
communication barriers that may be faced 
and the different communication methods 
that could be used to overcome these 
CI43 - Describe myopia, hypermetropia, 
presbyopia and astigmatism in a customer-
friendly way  
CI44 - Explain the instruments that are used 
to take accurate measurements for all vision 
types not covered in the observation 
(assessor to ensure that single vision and 
multifocal lenses and prescriptions up to +/-
10 are included) 
CI45 - Explain the components of a written 
prescription to include sphere/cyl/axis/near 
add  
CI46 - Explain the safety precautions taken 
when taking measurements in close 
proximity to a customer 
 
Collection 
CI47 - Explain how near visual acuity is 
checked during spectacle collection 

Dispensing 
CI48 - Explain why it is important to identify 
and overcome barriers to communication 
CI49 - Explain how effective questioning 
supports product recommendations and 
product choices 
CI50 - Explain the different defects of vision 
customers may have, and how these affect 
product choice and recommendations 
CI51 - Explain why pantoscopic angle and 
back vertex distance are important during 
dispensing 
CI52 - Explain how frame sizing affects 
overall fit and suitability 
 
Collection 
CI53 - Explain why and how near visual 
acuity is checked at collection and its 
importance in managing customer 
expectations 
CI54 - Explain the meaning of near visual 
acuity and how this is used during the 
collection process. Explain the components of 
a written prescription to include 
sphere/cyl/axis/near add/visual acuity and 
back vertex distance 
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Professionalism 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain how own attitude can 
impact on customers and colleagues 
and the brand 

• Cannot explain how you maintain a 
professional standard in appearance 
and attitude in accordance with 
company standards 

PR5 - Explain how own attitude can impact 
on customers and colleagues and the brand 
PR6 - Explain how you maintain a 
professional standard in appearance and 
attitude in accordance with company 
standards 

PR7 - Explain how own attitude can impact 
on customers and colleagues, giving 
examples. Understanding how the Equality 
Act impacts on the employer’s environment 
and can give examples 
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Self-development 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain how self-
development has been managed 

• Cannot describe how colleagues and 
training providers have been used to 
support self-development 

• Cannot explain how feedback has 
been used to help plan and improve 
own ability 

• Cannot explain how relationships 
have been maintained with their 
employer to enable successful 
completion of the learning journey 

• Cannot explain one area of continued 
development 

• Is unaware of next steps in their 
career opportunities 

SD1 - Explain how self-development has 
been managed 
SD2 - Describe how colleagues and training 
providers have been used to support self-
development 
SD3 - Explain how feedback has been used to 
help plan and improve own ability 
SD4 - Explain how relationships have been 
maintained with their employer to enable 
successful completion of the learning 
journey 
SD5 - Can explain one area of continued 
development 
SD6 - Is aware of next steps in their career 
opportunities 

SD7 - Can identify multiple areas of self-
development 
SD8 - Has taken steps to plan/think about 
future career and next steps 
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Safety orientated 

Fail criteria: the apprentice will display any 
of the following  

Pass criteria: the apprentice must display all 
of the following  

Distinction criteria: the apprentice must 
display 70% of the following  

• Cannot explain basic safe working 
practices  

• Cannot explain how to report any 
identified risks 

SO5 - Explains safe working practices with all 
equipment used 
SO6 - Ensure customers, colleagues and self 
are safe  
SO7 - Explain how to report any identified 
risks 

SO8 - Explain how to positively encourage 
colleagues to follow safe working practices 

 

 


