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Professional Discussion Guidance 
 

The professional discussion will focus on additional learning or CPD the apprentice has 
undertaken during the apprenticeship. It will be led by the end-point assessor and should be 
appropriately structured to draw out the best of the apprentice’s energy, enthusiasm, 
competence and excellence.  

The apprentice should identify the objective of the CPD activity(s) they have undertaken, 
reflect on the outcome and explain how the knowledge or skills they gained were applied in 
their work. The activity(s) may be: 

• An activity undertaken during their Level 3 Diploma, including assignments or projects 
• Details of any formal or informal learning undertaken 
• Details of any professional discussions undertaken with a mentor 

Highfield has provided a CPD log template which may be referred to during the professional 
discussion. Alternative CPD logs may also be used.  

The professional discussion will need to take place in a suitable environment and should last 
for approximately 40 minutes.  

The professional discussion is weighted at 20% of the end-point assessment. Total marks 
available are 20. 

• To achieve a pass, apprentices will score at least 10 out of 20 
• Unsuccessful apprentices will have scored 9 or below 

The CPD activity does not explicitly relate to a specific component part of the standard 
however it is a requirement as part of the assessment plan. Apprentices can use appropriate 
example(s) covering any aspect of their role and will be assessed against the criteria included 
in the tables on the following pages.  
 
Employers and training providers will be allowed to be present during the assessment 
however, in the interests of standardisation, they will not be permitted to ask questions or 
contribute to the assessment process. They may assist by allowing support in contextualising 
or using terminology that the apprentice better understands. 
 
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.  
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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 recommends that the apprentice experiences a mock professional 
discussion in preparation for the real thing. The most appropriate form of mock professional 
discussion will depend on the apprentice’s setting and the resources available at the time.  

Apprentices should be assessed against the criteria included in the tables on the following 
pages. 

In designing a mock assessment, the employer/training provider should include the following 
elements in its planning: 

• the mock professional discussion should take place in a suitable location.  
• a 40-minute time slot should be available to complete the professional discussion, if it 

is intended to be a complete professional discussion covering all relevant standards.  
However, this time may be split up to allow for progressive learning.  

• consider a video or audio recording of the mock professional discussion and allow it 
to be available to 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 sheets later in this guide may be used for 
this purpose. 

• ensure the apprentice uses at least 1 CPD activity they have undertaken.   
• use structured ‘open’ questions that do not lead the apprentice but allows them to 

express their knowledge and experience in a calm and comfortable manner. For 
example: 

o What did you want to improve? 
o In what ways did you think improving this would help your performance in your 

role?  
o What did you do to improve your knowledge/skill in this area?  
o How were you successful in improving performance in your role afterwards?  
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Professional Discussion Criteria 
 

Throughout the 40-minute professional discussion, the assessor will review the apprentice’s 
competence in the criteria outlined below and allocate a mark out of 20. Each assessment 
criteria is worth up to 5 marks.  

Apprentices should prepare for the professional discussion by reflecting on any CPD they have 
undertaken during the apprenticeship and considering the best examples to meet the criteria.  
 

CPD Activity 

CPD15.1 Keep and maintain a CPD log 
CPD15.2 Outline the objectives of the CPD activity(s) they have undertaken 
CPD15.3 Explain what they undertook as part of this CPD activity 
CPD15.4 Reflect on how CPD improves their ability, performance or confidence in their 

job role 

 

 

 

 



 
 
TLS 2.11 6 
 

CPD Log 

Development need 
identified  
What knowledge, skill 
or behaviour relevant to 
your job role would you 
like to improve and 
why? 

CPD activity 
What is the title of 
the CPD activity? 
Provide a brief 
overview of the 
activity. 

Date 
When did 
it take 
place? 

Hours 
How long 
did the 
activity 
take? 

Reflective evaluation of CPD activity  
What have you learnt/achieved by 
undertaking this CPD activity? 

Impact on working 
practices 
Has the CPD 
activity improved 
your ability, 
performance 
and/or confidence 
within your job 
role? If so, how? 
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Future development needs 
What areas of knowledge, skills and behaviours relevant to your job role would you like to develop further? How do you intend to do this? 
Future development need Action plan 
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