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How to Use This EPA Kit 
 

Welcome to the Highfield End-Point Assessment Kit for the Team Leader/Supervisor 
Apprenticeship Standard. 
 
Highfield is an independent end-point assessment organisation that has been approved to 
offer and carry out the independent end-point assessments for the Level 3 Team 
Leader/Supervisor Apprenticeship Standard.  Highfield internally quality assures all end-point 
assessments in accordance with its IQA process, and additionally all end-point assessments 
are externally quality assured by the relevant EQA organisation. 
 
This kit is designed to outline all you need to know about the end-point assessments for this 
standard and will also provide an overview of the on-programme delivery requirements.  In 
addition, advice and guidance for trainers on how to prepare apprentices for the end-point 
assessment is included.  The approaches suggested are not the only way in which an 
apprentice may be prepared for their assessments, but trainers may find them helpful as a 
starting point. 
 
Highfield also offers the Highfield Team Leader/Supervisor Apprenti-kit that is a 
comprehensive learning resource, which is designed to be used on-programme. 
 
For more information, please go to the Highfield Products website. Please note that the use 
of this kit is not a prerequisite for apprentices undertaking the TL/supervisor end-point 
assessment. 
 
 

 
Key facts 
 
Apprenticeship standard:  Team Leader/Supervisor 
Level:  3 
On Programme Duration: Minimum of 12 months 
Grading: Pass/merit/distinction  
End-Point Assessment methods:  Knowledge test, structured, competency-based 

interview, professional discussion of a CPD activity, 
and portfolio of evidence 
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In this kit, you will find: 

• a section focused on delivery, where the standard and assessment criteria are 
presented in a suggested format that is suitable for delivery 

• guidance on how to prepare the apprentice for gateway 

• detailed information on which part of the standard is assessed by which 
assessment method 

•    a section focused on the end-point assessment method where the assessment 
criteria are presented in a format suitable for carrying out ‘mock’ assessments 

• suggestions on how to prepare the apprentice for each part of the end-point 
assessment 

• two practice knowledge tests that you can use with apprentices 
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Introduction 
 

Standard overview  
 

A team leader/supervisor is a first line management role, with operational/project 
responsibilities or responsibility for managing a team to deliver a clearly defined outcome. 
They provide direction, instructions and guidance to ensure the achievement of set goals. In 
the private, public or third sector and in all sizes of organisation, specific responsibilities will 
vary, but the knowledge, skills and behaviours needed by employees will be the same 
whatever the role.  

Key responsibilities are likely to include supporting, managing and developing team members, 
managing projects, planning and monitoring workloads and resources, delivering operational 
plans, resolving problems and building relationships internally and externally.  

Roles/occupations may include supervisor, team leader, project officer, shift supervisor, 
foreperson and shift manager. 

On completion, apprentices may choose to register as Associate members with the Chartered 
Management Institute or the Institute of Leadership & Management.  

 

On-programme requirements  
 

Although learning, development and on-programme assessment is flexible, and the process 
is not prescribed, the following is the recommended baseline expectation for an apprentice 
to achieve full competence in line with the Team Leader/Supervisor Apprenticeship Standard. 

The on-programme assessment approach will be agreed between the training provider and 
employer. The assessment will give an ongoing indication of an apprentice’s performance 
against the final outcomes defined in the standard. The training provider will need to prepare 
the apprentice for the end-point assessment, including preparation for the interview and 
collation of the portfolio of evidence (e.g. provision of recordings of professional discussions 
or workplace evidence). 

The training programme leading to end-point assessment should cover the breadth and depth 
of the standard using suggested on-programme assessment methods that integrate the 
knowledge, skills and behaviour components, and which ensure that the apprentice is 
sufficiently prepared to undertake the end-point assessment.  

It is recommended, but not required, that the on-programme assessment includes: 

• the completion and achievement of a relevant level 3 qualification in management 
recognised by Ofqual, equating to at least 370-hours total qualification time (37 
credits). Where a qualification is not used, there should be provision of 
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underpinning knowledge and training with regular assessments to an equivalent 
standard, quality and scope, which can be evidenced  

• registration with a relevant professional body to provide access to management 
resources, wider networks, and CPD activities  

• regular performance reviews undertaken by the employer  

• development of a portfolio of evidence including reports, assignments, evidence 
of tasks undertaken, observations and ongoing presentations 

• development of a personal development plan (PDP) 

• observations (recorded by the training provider)* 

• ongoing professional discussions between apprentice and training provider 
relating to projects and assignments (recorded by the training provider)* 

• feedback from line manager, peers and direct reports (including 180/360-degree 
feedback or equivalent)  

*It is recommended that where possible the evidence collected makes use of video or audio 
technologies. 

Throughout the period of learning and development, and at least every 2 months, the 
apprentice should meet with the on-programme assessor to record their progress against the 
standard. At these reviews, evidence should be discussed and recorded by the apprentice. 
The maintenance of an on-programme record is important to support the apprentice, on-
programme assessor and employer in monitoring the progress of learning and development 
and to determine when the apprentice has achieved full competence in their job role and is 
therefore ready for end-point assessment.  

 

Additional, relevant on-programme qualification  
 

There are no mandatory qualifications for apprentices for this standard, but it is 
recommended. Employers may wish to choose the Highfield Level 3 Diploma in Management 
(RQF) or the Highfield Level 3 Diploma in Team Leading and Supervision (RQF) to help 
structure the on-programme delivery. Both qualifications are recognised by Ofqual and 
equate to 370-hours total qualification time (37 credits) or above.  

 

Readiness for end-point assessment  
 

In order for an apprentice to be ready for the end-point assessments:    

• the apprentice must have achieved level 2 English and maths and it is recommended 
that the apprentice is digitally literate where this is important to their role. 
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• It is recommended that the apprentice is supported to become digitally literate where 
this is important to their role. 

• the apprentice must have gathered a portfolio of evidence against the required 
standards to be put forward as a component of the end-point assessment. 

• the line manager (employer) must be confident that the apprentice has developed all 
the knowledge, skills and behaviours defined in the apprenticeship standard and that 
the apprentice is competent in performing their role. To ensure this, the apprentice 
must attend a formal meeting with their employer to complete the gateway readiness 
report. 

• the apprentice and the employer should then engage with Highfield to agree a plan 
and schedule for each assessment activity to ensure all components can be completed 
within a 3-month end-assessment window. Further information about the gateway 
process is covered later in this kit. 

 

Order of end-point assessments  
 

The recommended order of end-point assessment is; assessment of the portfolio of evidence; 
the knowledge test; structured, competency-based interview; professional discussion of the 
CPD activity.  

 

Retake and resit information 
 

Should an apprentice fail an assessment activity on the first attempt, a resit should be 
scheduled as soon as the apprentice is ready, when practicable for the business and in line 
with the policies, practices and procedures of Highfield.  

The resit is normally expected to take place after all the required assessments have been 
taken and the individual assessment results and overall apprenticeship result has been given 
to the apprentice.  

Should an apprentice fail 2 or more activities, a period of further training and development 
lasting between 1 and 3 months must take place before a retake is scheduled. The decision 
on how much time is required is based on a discussion between the apprentice, their 
employer and the end-point assessor.  
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End-Point Assessment Mapping at a Glance 
 

Standard Assessment 
Method 

Criteria 
Reference 

 Standard Assessment 
Method 

Criteria 
Reference 

 Standard Assessment 
Method 

Criteria 
Reference 

Leading People T 
CBI 

K1.1 - 4 
S1.1 - 4 

 Project 
Management  

T 
CBI 

K6.1 - 3 
S6.1 - 3 

 Inclusive POE B12.1 - 3 

Managing 
People 

T 
CBI 

K2.1 - 3 
S2.1 - 4 

 Finance T 
CBI 

K7.1 - 3 
S7.1 

 Agile POE B13.1 - 4 

Building 
Relationships 

T 
CBI 

K3.1 - 2 
S3.1 - 6 

 Awareness of 
Self 

POE K8.1 - 5 
S8.1 - 3 

 Professionalism  POE B14.1 - 4 

Communication T 
CBI 

K4.1 - 2 
S4.1 - 3 

 Management 
of Self 

POE K9.1 - 3 
S9.1 - 2 
 

    

Operational 
Management  

T 
CBI 

K5.1 - 5 
S5.1 - 6 

 Decision 
Making 

POE K10.1 - 2 
S10.1 - 2 

 CPD activity or 
log PD CPD15.1 - 4 

Takes 
Responsibility 

POE B11.1 - 2 
     

 
Key  T = Knowledge test;  CBI = Competency-based interview;  POE = Portfolio of evidence;  PD = Professional discussion 
 
*Please see individual assessment sections in the following pages for full details of Evidence Criteria
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End-Point Assessment Mapping at a Glance:  
By Assessment Method 

 
Assessment Method Standard 

 
Criteria Reference 

Knowledge test Leading People 
Managing People 

Building Relationships  
Communication 

Operational Management 
Project Management  

Finance  

K1.1 - 4 
 K2.1 - 3 
K3.1 - 2 
K4.1 - 2 
K5.1 - 5 
K6.1 - 3 
K7.1 - 3 

Competency-based 
interview 

Leading People 
Managing People 

Building Relationships  
Communication 

Operational Management 
Project Management  

Finance  

S1.1 - 4 
S2.1 - 4 
S3.1 - 6 
S4.1 - 3 
S5.1 - 6 
S6.1 - 3 

S7.1  
Portfolio of evidence  Awareness of Self 

Management of Self 
Decision Making 

Takes Responsibility 
Inclusive 

Agile 
Professionalism 

K8.1 - 5  
K9.1 - 3 

K10.1 - 2 
S8.1 - 3 
S9.1 - 2 

S10.1 - 2 
B11.1 - 2 
B12.1 - 3 
B13.1 - 4 
B14.1 - 4 

Professional 
discussion 

CPD activity or log CPD15.1 - 4 
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The Highfield Approach 

This section describes the approach Highfield has adopted in the development of this end-
point assessment in terms of its interpretation of the requirements of the end-point 
assessment plan and other relevant documents. 

Documents used in developing this end-point assessment 

Standard (2016) 

https://www.instituteforapprenticeships.org/apprenticeship-standards/team-leader-supervisor/ 

End-point assessment plan (2017 ST 0384/AP02) 

https://www.instituteforapprenticeships.org/media/1497/team-leader-assessment-plan-revised-24-
10-17.pdf 
 
Specific considerations 

All of the evidence criteria used within the end-point assessment have been written by 
Highfield and are based on the Team Leader/Supervisor Apprenticeship Standard and 
assessment plan. There is no carry-over of assessment criteria between assessment methods.  

The assessment plan does not specify the length of each assessment component and so 
Highfield has designated the following time periods, based on the criteria to be covered.  

Knowledge test:  
Highfield has set the knowledge test to contain 30 multiple-choice questions that must be 
completed within 1 hour. The following criteria will be applied: 

• to achieve a pass, apprentices will score 15 or above 
• unsuccessful apprentices will have scored 14 or below 

Competency-based interview:  
Highfield has designated 1 hour for the competency-based interview. Total marks available 
for this component is 30. The following criteria will be applied: 

• to achieve a pass, apprentices will achieve 15 marks or above 
• unsuccessful apprentices will have achieved 14 marks or below 

Professional discussion on CPD activity:  
The professional discussion will focus on a CPD activity. The assessment plan for this standard 
does not specify which standards should be assessed in the professional discussion. 
Therefore, Highfield has written 4 assessment criteria meeting the requirements laid out in 
the assessment plan, each worth 5 marks, 20 marks in total. It will last 40 minutes.  
The following criteria will be applied: 

• to achieve a pass, apprentices will achieve 10 marks or above 
• unsuccessful apprentices will have achieved 9 marks or below 

https://www.instituteforapprenticeships.org/apprenticeship-standards/team-leader-supervisor/
https://www.instituteforapprenticeships.org/media/1497/team-leader-assessment-plan-revised-24-10-17.pdf
https://www.instituteforapprenticeships.org/media/1497/team-leader-assessment-plan-revised-24-10-17.pdf
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Portfolio of evidence: 
To remove over-assessment of the topics listed within the apprenticeship standard, Highfield 
has ensured the portfolio of evidence will assess the remaining knowledge, skills and 
behaviours not already assessed by the knowledge test, competency-based interview or 
professional discussion. The evidence within their portfolio must be their own work and may 
have been collated during the on-programme part of their apprenticeship.  

Total marks available for this component is 20. The following criteria will be applied: 

• to achieve a pass, apprentices will achieve 10 marks or above 
• unsuccessful apprentices will have achieved 9 marks or below 
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Delivering the Standard 
 

• Leading people 
• Managing people 
• Building relationships 
• Communication 
• Operational management 
• Project management 
• Finance 
• Awareness of self 
• Management of self 
• Decision making 
• Takes responsibility  
• Inclusive  
• Agile  
• Professionalism 
• CPD activity / log  
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The Team Leader/Supervisor Apprenticeship Standard 
 

The following pages contain the team leader/supervisor apprenticeship standard and the 
assessment criteria in a suggested format that is suitable for delivery. 
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Leading People  
Knowledge Skills 

Understand different leadership styles and the benefits of 
coaching to support people and improve performance. 
Understand organisational cultures, equality, diversity and 
inclusion. 

Able to communicate organisation strategy and team purpose, and 
adapt style to suit the audience.  Support the development of the 
team and people through coaching, role modelling values and 
behaviours, and managing change effectively. 

Knowledge Test 

Criteria covered in knowledge test 

K1.1 Compare different leadership styles 
K1.2 Explain the benefits of coaching to support people and improve performance 
K1.3 Explain different organisation cultures 
K1.4 Explain the importance of equality and diversity and inclusion within an organisation 

Structured competency-based interview 

Criteria covered in structured, competency-based interview 

S1.1  Communicate organisation strategy and team purpose 
S1.2  Adapt communication styles to suit audience 
S1.3  Support the development of a team and individuals through coaching and role modelling values and behaviours 
S1.4 Manage change effectively 
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Amplification and Guidance 
• Leadership styles 

o Leadership styles are the ways in which a team leader or supervisor can provide guidance, direction and motivation to their 
staff and teams. Leadership styles could include democratic leadership, autocratic leadership, laissez-faire leadership 
(Lewin).  

o Other leadership styles that might be mentioned are emotional leadership styles. Visionary, coaching, affiliate, pace-setting 
and commanding.  

• Organisation Culture 

o Different ways to categorise types of culture e.g. Charles Handy: power culture, role culture, task culture, person culture; or 
Kim Cameron and Robert Quinn: clan culture, adhocracy culture, market culture, hierarchy culture 

o Influences on organisational culture and the relationship between culture and organisational values.   
 

• Organisation strategy 
o This sets out the actions a company plans to take to achieve their long-term goals. 

 
• Team purpose 

o Includes team planning, decision making, defining and distributing responsibilities and tasks. Establishing shared goals and a 
shared vision of how outcomes could be achieved and understanding why the outcomes are required/necessary.  

 
• Communication style 

o Can include different methods of written and verbal communication. Being assertive. Body language. 
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• Change 

o Consider organizational change - culture, needs and drivers.  
o Team changes - employees, job roles and structure.  
o Potential external influences for change – regulatory, political, legislative, social change, consumer behaviour and 

competitor analysis 
o Resistance to change 
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Managing People 
Knowledge Skills 

Understand people and team management models, including team 
dynamics and motivation techniques. Understand HR systems and 
legal requirements, and performance management techniques 
including setting goals and objectives, conducting appraisals, 
reviewing performance, absence management, providing 
constructive feedback, and recognising achievement and good 
behaviour 

Able to build a high-performing team by supporting and developing 
individuals, and motivating them to achieve. Able to set operational 
and personal goals and objectives and monitor progress, providing 
clear guidance and feedback 
 
 

Knowledge Test 

Criteria covered in knowledge test 
K2.1 Compare people management and team management models, including team dynamics and motivation techniques 
K2.2 Explain different HR systems and legal requirements 
K2.3  Evaluate performance management techniques  

Structured competency-based interview 

Criteria covered in structured, competency-based interview 
S2.1  Support and develop individuals, and motivate them to achieve. 
S2.2 Identify effective ways to set operational goals 
S2.3 Set short and long-term personal goals  
S2.4  Monitor individual’s progress, providing clear guidance and feedback 
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Amplification and Guidance 
• People management  

o Can include some HR functions such as organizing annual leave, managing sickness, pay reviews, appraisals, time 
management. Also, includes setting individual goals, CPD, career aspirations, succession planning and managing poor 
performance effectively.  

• Team management  
o Can include setting team objectives, goals and priorities. Reviewing team performance and managing decision making 

processes. Consider models of team management such as Frederick Taylor’s scientific management theory, Tuckman’s team 
development theory, as well as awareness of employee (team) satisfaction.  

• Motivation Techniques 
o Benefits of having a motivated workforce  
o This can include setting goals and SMART objectives, offering CPD opportunities, providing staff incentives, recognising 

individual and team achievements. 
o Models include: Maslow’s hierarchy of needs, Herzberg’s hygiene factors, McGregor’s theory X and theory Y, Vroom’s 

Expectancy Theory  

• HR systems 
o HR policies and procedures relating to pay, annual leave, sickness, job descriptions, working hours, time management, 

disciplinary processes, CPD, promotions, interviewing and hiring new staff, staff benefits.  

• Legal requirements 
o Can include reference to employment law, living wage, pensions, statutory sick pay, maternity leave, pay, equality and 

diversity.  

o Policies in place that reflect legislation  
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• Performance management techniques 
o Including setting goals and objectives, measuring performance (e.g. benchmarking against KPIs), reviewing performance, 

conducting appraisals, absence management, providing constructive feedback, and recognising achievement and good 
behaviour, as well as, handling below performance work. 

• Monitor individual’s progress 
o This can be don’t through appraisal, one to ones, monitoring key performance indicators, performance management. 
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Building Relationships 
Knowledge Skills 

Understand approaches to customer and stakeholder relationship 
management, including emotional intelligence and managing 
conflict. Know how to facilitate cross team working to support 
delivery of organisational objectives 

Building trust with and across the team, using effective negotiation 
and influencing skills, and managing any conflicts. Able to input to 
discussions and provide feedback (to team and more widely), and 
identify and share good practice across teams. Building relationships 
with customers and managing these effectively 

Knowledge Test 

Criteria covered in knowledge test 

K3.1 Explain and evaluate approaches to customer and stakeholder relationship management, including emotional intelligence and 
managing conflict 

K3.2 Explain how to facilitate working across different teams to support the delivery of organisational objectives 

Structured competency-based interview 

Criteria covered in structured, competency-based interview 

S3.1  Build trust with and across the team, using effective negotiation and influencing skills. 
S3.2 Manage conflicts within a team. 
S3.3 Engage in discussions and provide feedback. 
S3.4 Identify and share good practice across teams. 
S3.5 Build relationships with customers. 
S3.6 Manage relationships with customers effectively 
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Amplification and Guidance 
• Stakeholder 

o A stakeholder can be a person or a company/organisation who have an interest in your business or business activity. These 
may be internal or external to the business.  

o Stakeholder mapping and analysis of interest/power in a project  

• Emotional intelligence (sometimes known as E.Q.)  
o The capacity to be aware of, control, and express one's own emotions. 
o The ability to show empathy and build rapport with your team and in so doing be a more effective manager.   

• Conflicts 
o This could include conflicts and disagreements between individual team members, or between the team/team members 

and the wider business, leadership, customers, stakeholders, suppliers, regulators.   
• Feedback  

o This includes feedback to the team, wider business, customers, stakeholders and one’s line manager. Whether it is about a 
product, promotion, etc. or something that they have personally undertaken.  
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Communication 
Knowledge Skills 

Understand different forms of communication and their 
application. Know how to chair meetings, hold challenging 
conversations, provide constructive feedback and understand how 
to raise concerns 

Able to communicate effectively (verbal, written, digital), chair 
meetings and present to team and management. Use of active 
listening and provision of constructive feedback 

Knowledge Test 

Criteria covered in knowledge test 

K4.1 Explain different forms of communication and their application. 
K4.2 Explain how to;  

• chair meetings  
• hold challenging conversations  
• provide constructive feedback  
• understand how to raise concerns 

Structured competency-based interview 

Criteria covered in structured, competency-based interview 

S4.1  Demonstrate effective communication; 
S4.2 Demonstrate the use of active listening  
S4.3 Provide constructive feedback 
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Amplification and Guidance 
• Different forms of communication, for example  

o Oral or written presentation 
o Email 
o Noticeboard  
o Internal memos 
o Team meetings/briefs 
o One to one meetings 

 
• Challenging conversations 

o Unhappy customers 
o Disciplining staff 
o Addressing sensitive issues  

 
• Constructive feedback 

o This involves providing feedback to individuals, teams or wider business to let them know what is going well, and 
recognizing some areas for improvement. It may also involve providing options for how improvements could be made. 
 

• Communication 
o Verbal, written, digital 
o Have an understanding of nonverbal communications and its implications.  
o Chairing meetings 
o Presenting information to teams and management 
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• Active listening 

o Really listening to what a person is saying to allow you to build a whole picture of what it is that they are trying to 
communicate. Full attention should be given, therefore maintaining good eye contact and nodding your head to make the 
person feel at ease can be important.  

o Don’t interrupt or simply wait to speak next, your focus should be on truly understanding the point and the overall 
substance that the speaker is communicating.  
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Operational Management 
Knowledge Skills 

Understand how organisational strategy is developed. Know how to 
implement operational/team plans and manage resources and 
approaches to managing change within the team. Understand data 
management, and the use of different technologies in business 

Able to communicate organisational strategy and deliver against 
operational plans, translating goals into deliverable actions for the 
team, and monitoring outcomes. Able to adapt to change, 
identifying challenges and solutions. Ability to organise, prioritise 
and allocate work, and effectively use resources. Able to collate and 
analyse data, and create reports 

Knowledge Test 

Criteria covered in knowledge test 

K5.1 Explain the purpose of an organisational strategy 
K5.2 Explain how an organisational strategy is developed 
K5.3 Explain how to implement operational/team plans  
K5.4     Explain how to manage resources and how to manage change within the team 
K5.5 Explain your understanding of data management and the use of different technologies in business 

Structured competency-based interview 

Criteria covered in structured, competency-based interview 
S5.1  Communicate the organisational strategy to individuals and teams 
S5.2 Deliver organisational strategy against operational plans, translating goals into deliverable actions for the team, and monitoring 

outcomes. 
S5.3 Adapt to change, identifying challenges and solutions. 
S5.4 Organise, prioritise and allocate work by effectively using resources. 
S5.5 Collate and analyse data 
S5.6      Create reports  
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Amplification and Guidance 
• Change 

o Kotter’s 8-stage change model 
o Identifying and overcoming barriers to change  

• Organisation strategy 
o  This sets out the actions a company plans to take to achieve their long-term goals 

• Data management 
o Difference between data and information 
o Data Protection and GDPR requirements  
o View data from all relevant reports, including KPI ones and form an overall opinion/ action plan from diverse reports. 
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Project Management  
Knowledge Skills 

Understand the project lifecycle and roles. Know how to deliver a 
project including: managing resources, identifying risks and issues, 
using relevant project management tools 

Able to organise, manage resources and risk, and monitor progress 
to deliver against the project plan. Ability to use relevant project 
management tools, and take corrective action to ensure successful 
project delivery 

Knowledge Test 

Criteria covered in knowledge kest 

K6.1 Explain the project lifecycle  
K6.2 Identify typical project roles 
K6.3 Illustrate how to deliver a project including: 

• managing resources 
• identifying risks and issues 
• using relevant project management tools 

Structured competency-based interview 

Criteria covered in structured, competency-based interview 

S6.1  Organise and manage resources and risk  
S6.2 Monitor progress to deliver against the project plan 
S6.3 Use relevant project management tools, and take corrective action to ensure successful project delivery 

Amplification and Guidance 
• Project lifecycle  

o 5-phase project management, Weiss & Wysocky 
o 5-stage process, Association for Project Management  
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• Project roles 
o The roles of different individuals within the project team.  
o This could include specific roles within your business and reference theories such as Belbin.  

 
• Resources 

o People 
o Funding 
o Equipment 
o Facilities 
o Technology / technological support  

 
• Project management tools 

o This could include Gantt charts, PERT charts, process flow charts, work break down structure, product breakdown structure, 
critical path analysis.  
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Finance  
Knowledge Skills 

Understand organisational governance and compliance, and how to 
deliver Value for Money. Know how to monitor budgets to ensure 
efficiencies and that costs do not overrun 

Applying organisational governance and compliance requirements 
to ensure effective budget controls 

Knowledge Test 

Criteria covered in knowledge test 

K7.1 Explain organisational governance and compliance 
K7.2 Explain how to deliver Value for Money 
K7.3 Explain how to monitor budgets 

Structured competency-based interview 

Criteria covered in structured, competency-based interview 

S7.1  Apply organisational governance and compliance requirements to ensure effective control of budgets  

Amplification and Guidance 
 

• Organisational governance 
o Set of policies, regulations, functions, processes, procedures and responsibilities by which a company is directed and 

controlled. These include checks and balances which ensure that not too much power is concentrated in the hands of one 
person.  
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• Value for Money 
o Value for money is determined by the customer over the lifetime of the product/service and may not be the cheapest initial 

purchase cost.  
o Achieving the best mix of quality and effectiveness for the least outlay 

 
• Monitor budgets  

o Review actual costs to budgets and state reasons for any overage, with action plan to address. Likewise, for sales budgets 
address any shortfalls with pro-active plans. 

o Reviewing budgets on a regular basis  
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Awareness of Self 
Knowledge Skills 

Know how to be self-aware and understand unconscious bias and 
inclusivity. Understand learning styles, feedback mechanisms and 
how to use emotional intelligence. 

Able to reflect on own performance, seek feedback, understand 
why things happen, and make timely changes by applying learning 
from feedback received. 

Portfolio of Evidence  

Criteria covered in portfolio of evidence  

K8.1 Explain how to be self-aware  
K8.2     Explain the terms unconscious bias and inclusivity. 
K8.3 Describe and analyse different learning styles 
K8.4 Identify own learning style and how this affects personal development 
K8.5 Identify feedback mechanisms and how to use emotional intelligence 

S8.1  Reflect on own performance 
S8.2 Seek feedback on own performance 
S8.3 Understand cause and effect in relation to own action, and make timely changes by applying learning from feedback received 

Amplification and Guidance 
• Unconscious bias  

o  Bias that we are unaware of, and which can therefore happen unknowingly.  

• Learning styles 
o  These can include: Fleming and Mills - VARK – Visual, Aural, Read/Write and Kinaesthetic. Kolb – the converger, the 

diverger, the assimilator and the accommodator. 
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• Emotional intelligence  
o This is the ability of observing, understanding and controlling the emotions of yourself, whilst being able to empathise and 

build rapport with others. It is being aware of what you say, do and don’t do, as well as, recognizing how this could be 
perceived by others. It is also recognizing and reacting appropriately to the feelings and emotions of others.  
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Management of Self 
Knowledge Skills 

Understand time management techniques and tools, and how to 
prioritise activities and approaches to planning 

Able to create an effective personal development plan, and use 
time management techniques to manage workload and pressure 

Portfolio of Evidence 

Criteria covered in portfolio of evidence  

K9.1 Describe and evaluate time management techniques and tools 
K9.2 Explain how to prioritise activities  
K9.3     Describe effective approaches to planning 

S9.1 Create an effective personal development plan 
S9.2 Use time management techniques to manage workload and pressure 

Amplification and Guidance 
• Time management techniques  

o Include: planning your time each day through diary management or to do lists, avoiding distractions, setting achievable 
deadlines and prioritizing workload, and effectively delegating tasks when appropriate. 

o Compare and contrasting the pros and cons of paper based and electronic systems for diary and to do lists, re. cloud based 
(multi device), ease of use, repeating events and electronic reminders etc.  
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Decision Making 
Knowledge Skills 

Understand problem solving and decision-making techniques, and 
how to analyse data to support decision making 

Use of effective problem-solving techniques to make decisions 
relating to delivery using information from the team and others, and 
able to escalate issues when required 

Portfolio of Evidence 

Criteria covered in portfolio of evidence  

K10.1 Explain problem solving and decision-making techniques 
K10.2 Explain how to analyse data to support decision making 

S10.1  Use effective problem-solving techniques to make decisions using information from the team and others 
S10.2 Escalate issues when required 

Amplification and Guidance 
• Problem solving techniques 

o Can include brainstorming, fishbone diagram, SWOT analysis, PESTLE analysis. 
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Takes Responsibility  
Behaviour 

Drive to achieve in all aspects of work. Demonstrates resilience and accountability. Determination when managing difficult situations 

Portfolio of Evidence 

Criteria covered in portfolio of evidence  
B11.1 Takes responsibility in all aspects of work 
B11.2 Demonstrates resilience, determination and accountability 

 

Inclusive 
Behaviour 

Open, approachable, authentic, and able to build trust with others. Seeks views of others 

Portfolio of Evidence 

Criteria covered in portfolio of evidence  
B12.1 Be open, approachable and authentic 
B12.2 Build trust with others  
B12.3 Seek views of others 
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Agile 
Behaviour 

Flexible to the needs of the organisation. Is creative, innovative and enterprising when seeking solutions to business needs. Positive and 
adaptable, responds well to feedback and need for change 

Portfolio of Evidence 

Criteria covered in portfolio of evidence  
B13.1 Be flexible to the needs of the organisation. 
B13.2 Demonstrate creativity, innovation and enterprise when seeking solutions to business needs. 
B13.3 Demonstrate a positive and adaptable attitude  
B13.4 Respond well to feedback and need for change. 

 

Professionalism  
Behaviour 

Sets an example, and is fair, consistent and impartial. Open and honest. Operates within organisational values 

Portfolio of Evidence 

Criteria covered in portfolio of evidence  
B14.1 Lead by example 
B14.2 Be fair, consistent and impartial 
B14.3 Demonstrate openness and honesty 
B14.4 Operate within organisational values 
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CPD Activity 
Professional Discussion 

Criteria covered in professional discussion  

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 

Amplification and Guidance 
• CPD log 

o To include:  
o Formal learning/training  
o Informal learning/training 
o Professional discussions with mentors/supervisors concerning career development 
o Assignments or projects undertaken 
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Gateway 
 

How to prepare for gateway  
 
After apprentices have completed their on-programme learning, they should be ready to pass 
through ‘gateway’ to their end-point assessment.  

Gateway is a meeting that should be arranged between the apprentice, their employer and 
training provider to determine that the apprentice is ready to undertake their end-point 
assessment. The apprentice should prepare for this meeting by bringing along work-based 
evidence, including: 

• customer feedback  
• recordings 
• manager statements 
• witness statements  

As well as evidence from others, such as:  

• mid and end-of-year performance reviews 
• feedback to show how they have met the apprenticeship standards while on-

programme 

In advance of gateway, apprentices will need to have: 

• achieved level 2 English 
• achieved level 2 maths 

Therefore, apprentices should be advised by employers and providers to gather this evidence 
and undertake these qualifications during their on-programme training. It is recommended 
that employers and providers complete regular checks and reviews of this evidence to ensure 
the apprentice is progressing and achieving the standards before the formal gateway meeting 
is arranged. 

 

The gateway meeting 
 
The gateway meeting should last around an hour and must be completed on or after the 
apprenticeship on-programme end date. It should be attended by the apprentice and the 
relevant people who have worked with the apprentice on-programme, such as the line 
manager/employer or mentor, the on-programme trainer/training provider and/or a senior 
manager (as appropriate to the business).  
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During the meeting, the apprentice, employer and training provider will discuss the 
apprentice’s progress to date and confirm if the apprentice has met the full criteria of the 
apprenticeship standard during their on-programme training. The following gateway 
readiness report should be used to log the outcomes of the meeting and agreed by all 3 
parties. The report should then be submitted to Highfield to initiate the end-point assessment 
process.If you require any support completing the Gateway Readiness Report, please contact 
your Employer Engagement Manager at Highfield Assessment. 

Please note: a copy of the standard should be available to all attendees during the gateway 
meeting.  
 
Reasonable adjustments and special considerations 
Highfield Assessment has measures in place for apprentices who require additional support. 
Please refer to the Highfield Assessment Reasonable Adjustments Policy for further 
information/guidance.  
 
ID requirements 
Highfield Assessment will need to ensure that the person undertaking an assessment is 
indeed the person they are claiming to be. All employers are therefore required to ensure 
that each apprentice has their identification with them on the day of the assessment so the 
end-point assessor can check. 
 
Highfield Assessment will accept the following as proof of an apprentice’s identity:  
 

• a valid passport (any nationality) 
• a signed UK photocard driving licence 
• a valid warrant card issued by HM forces or the police 
• another photographic ID card, e.g. employee ID card, travel card, etc. 
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Highfield Level 3 End Point‐Assessment for  
Team Leader/Supervisor 

Gateway Readiness Report 
(Standard Version: 2016; Assessment Plan Version: 2017 ST 0384/AP02) 

Apprentice’s details 

Apprentice’s name:  Apprentice’s job title: 

Employer’s organisation:  Training provider’s organisation: 

Office use: 
HA check 

Apprenticeship start date:  Apprenticeship on programme end date:  Min.duration 

Gateway meeting date: 

Has the apprentice taken any part of the end‐point assessment 
for this apprenticeship standard with any other End Point 
Assessment Organisation? 

Pre‐assessment requirements  

The apprentice must confirm their achievement of the following: 

Pre‐assessment requirement  Achieved?  Evidence 

Achieved English level 2 

Achieved maths level 2 

Office use only: 

Highfield Assessment Sign off 
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Gateway Review 

The  gateway  review  should  be  completed  by  the  employer,  supported  by  the  training 
provider, to record how the apprentice has met each of the standard subject areas. This can 
be  discussed  through  a  Q&A,  and/or  the  apprentice  may  present  evidence  that  can  be 
reviewed during the meeting to show their achievement of the standard.  

The employer, supported by the training provider, must agree that the apprentice is, in their 
view, competent in the role and therefore ready to undertake the end‐point assessment. This 
should be recorded in the table below, along with any comments.  

Gateway Review 

Standard area 
Assessment 

ready? 
Comments 

Leading people 

Managing people 

Building relationships 

Communication 

Operational 
Management 

Project Management  

Finance 

Self‐Awareness 

Management of self 

Decision‐making  

Takes Responsibility 

Inclusive 

Agile 

Professionalism 
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Gateway Meeting Outcome 

Should  the  apprentice  not  be  assessment‐ready,  a  period  of  additional  training  and 

preparation must take place. Following the additional training and preparation, the Gateway 

Readiness Report must be completed again. 

If the apprentice is assessment‐ready, the following declaration must be signed by all parties 

and the Gateway Readiness Report submitted to Highfield Assessment.  

Declaration: 

By signing this form, the signatories below confirm that they understand and agree to the 
following: 

1. That the apprentice has completed the mandatory on programme elements of the
apprenticeship and is ready for end‐point assessment with Highfield

2. That  all  evidence  used  within  any  assessment  or  presented  to  Highfield  is  the
apprentice’s own work and does not infringe any third‐party rights

3. That  evidence may  be  recorded  and  stored  for  quality  assurance  purposes  using
either video or audio equipment

4. That the apprentice meets all Highfield’s and Education and Skills Funding Agency
(“ESFA”) requirements, including that relating to eligibility to be put forward for end‐
point assessment

5. That the apprentice has been on‐programme for the minimum duration required by
the ESFA and Assessment Plan

6. That  the  apprentice  has  achieved  the  minimum  pre‐requisite  maths  and  English
achievement as detailed in this document and on the Assessment Plan

7. That  the  apprentice,  if  successful,  gives  permission  for  Highfield  to  request  the
apprenticeship certificate from the ESFA who issue the certificate on behalf of the
Secretary of State.

The  undersigned  also  acknowledge  and  accept  that,  in  the  event  that  any  of  the  above 
requirements  are  not  met,  Highfield  will  be  unable  to  end‐point  assess  the  apprentice. 
Furthermore, in such circumstances Highfield may draw any defaults to the attention of the 
ESFA or any other relevant authority/organisation. 

Signed on behalf of the employer 
by: 

Signature:  Date: 

Signed on behalf of the training 
provider by: 

Signature:  Date: 

Apprentice’s name:  Signature:  Date: 
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Assessment Summary  
 

The end-point assessment for the Team Leader/Supervisor Apprenticeship Standard is made 
up of 4 components: 

1. Knowledge test consisting of 30 multiple-choice questions of 1-hour duration 

2. Structured, competency-based interview of approximately 1-hour duration 

3. Professional discussion of a CPD activity or log, of approximately 40-minutes 
duration 

4. Portfolio of evidence  

 
As an employer/training provider, you should agree a plan and schedule with the apprentice 
to ensure all assessment components can be completed effectively. 

Each component of the end-point assessment will be assessed against the appropriate criteria 
laid out in this kit and a mark allocated.  The grade will be determined using the combined 
mark.   
 

Knowledge test 
 
The knowledge test is weighted at 30% of the end-point assessment. Total marks available 
are 30. 

• To achieve a pass, apprentices will score at least 15 out of 30 
• Unsuccessful apprentices will have scored 14 or below 

 

Competency-based interview  
 
The competency-based interview is weighted at 30% of the end-point assessment. Total 
marks available are 30.  

• To achieve a pass, apprentices will score at least 15 out of 30 
• Unsuccessful apprentices will have scored 14 or below 

 

Professional discussion  
 
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 
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• Unsuccessful apprentices will have scored 9 or below 
 

Portfolio of Evidence 
 
The portfolio of evidence 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 

 

Grading 
 

The marks awarded for each assessment component is combined to calculate a final mark out 
of 100. This final mark will determine the overall grade, as per the table below:  

Total mark achieved Grade 

49 or less Fail 

50 - 59 Pass 

60 – 69 Merit 

70+ Distinction 
 

 

  



 
 
TLS 2.11 4 
 

Retake and Re-sit information 
 

Should an apprentice fail an assessment activity on the first attempt, a resit should be 
scheduled as soon as the apprentice is ready, when practicable for the business and in line 
with the policies, practices and procedures of Highfield.  

The resit is normally expected to take place after all the required assessments have been 
taken and the individual assessment results and overall apprenticeship result has been given 
to the apprentice.  

Should an apprentice fail 2 or more activities, a period of further training and development 
lasting between 1 and 3 months must take place before a retake is scheduled. The decision 
on how much time is required is based on a discussion between the apprentice, their 
employer and end-point assessor.
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Summary of end-point assessments 
 

Knowledge Test Structured, Competency-Based 
Interview 

Professional Discussion 
CPD activity/log Portfolio of Evidence 

The 1-hour test will consist of 30 
multiple-choice questions which 
will cover a series of scenarios 
and situations to test the 
apprentice’s knowledge of each 
topic, as identified in this 
document.  
 
The test may be delivered online 
or be paper-based and should be 
in a ‘controlled’ environment.   

The 1-hour competency-based 
interview will consist of a series of 
structured, competency-based 
questions to assess how the 
apprentice has demonstrated the 
required skills, as identified in this 
document.  
 
Apprentices should give examples 
and specific explanations of how 
they have used their skills in a 
relevant real-life situation and 
base their answers on prior 
experience rather than talking 
about the topic in a theoretical 
way.  

The 40-minute professional 
discussion will be led by the end-
point assessor.  
 
The purpose of the professional 
discussion is to allow the 
apprentice to provide evidence of 
additional learning/CPD they 
have undertaken during the 
apprenticeship.  
 
The apprentice should identify 
the objectives of the CPD activity, 
reflect on the outcome and 
explain how the knowledge or 
skills they gained were applied in 
their work.  
 

The portfolio of evidence must 
evidence the standards listed in 
this document and must be their 
own work. It should show 
application of knowledge and 
demonstration of skills and 
behaviours in their real work 
environment.  

All evidence must be mapped to 
the assessment criteria outlined 
within this document. A matrix 
sheet is provided at the end of 
this document. 

The portfolio must be submitted 
to the independent assessor at 
the agreed time and will be 
marked against a standard mark 
scheme. 

The competency-based interview and professional discussion may 
take place sequentially.  

The competency-based interview and professional discussion will be 
conducted in a ‘controlled environment’ i.e. a quiet room, away from 
the normal place of work. If for any reason it is not possible for all 
involved to meet in the same place, end-point assessors must ensure 
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adequate controls are in place to maintain fair and accurate 
assessment.  
 
The competency-based interview and professional discussion may be 
conducted using technology such as video link, as long as fair 
assessment conditions can be maintained. Acceptable means of 
remote assessment include video conferencing/video calling and 
must include a 2-way visual and audio link. 

The competency-based interview and professional discussion will be 
carefully planned to give every opportunity for the relevant criteria to 
be met. 
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The Knowledge Test - Guidance 
 

The following knowledge areas of the Team Leader/Supervisor Apprenticeship Standard will 
be assessed by a 1-hour knowledge test consisting of 30 multiple-choice questions with a pass 
mark of 50% (15 out of 30).   

 The topics covered within the test are listed below: 

• Leading people 
• Managing people 
• Building relationships 
• Communication 
• Operational management 
• Project management 
• Finance 

In each paper, questions will cover each of the areas above, however not every aspect of 
every area will be covered in every test.  

 
Before the assessment 
 
The employer/training provider should: 

• brief the apprentice on the areas that will be assessed by the knowledge test 
 

• in readiness for end-point assessment, set the apprentice a mock knowledge test. Two 
tests can be found at the end of this EPA-kit. The mock tests are available as paper-
based tests and also on the mock e-assessment system.  
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Knowledge Test Criteria   
  
The following pages include the criteria that are covered by the on-demand test. 

 

The apprentice will Criteria covered in the knowledge test 

Leading People 
Understand different 
leadership styles and the 
benefits of coaching to 
support people and improve 
performance. Understand 
organisational cultures, 
equality, diversity and 
inclusion 

K1.1  Compare different leadership styles 
K1.2 Explain the benefits of coaching to support people 
 and improve performance 
K1.3 Explain different organisation cultures 
K1.4 Explain the importance of equality and diversity 
 and inclusion within an organisation 

 

The apprentice will Criteria covered in the knowledge test 

Managing People 
Understand people and team 
management models, 
including team dynamics and 
motivation techniques. 
Understand HR systems and 
legal requirements, and 
performance management 
techniques including setting 
goals and objectives, 
conducting appraisals, 
reviewing performance, 
absence management, 
providing constructive 
feedback, and recognising 
achievement and good 
behaviour. 

K2.1 Compare people management and team 
management models, including team dynamics 
and motivation techniques 

K2.2 Explain different HR systems and legal 
requirements 

K2.3 Evaluate performance management techniques 
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The apprentice will Criteria covered in the knowledge test 

Building Relationships 
Understand approaches to 
customer and stakeholder 
relationship management, 
including emotional 
intelligence and managing 
conflict. Know how to facilitate 
cross team working to support 
delivery of organisational 
objectives 

K3.1 Explain and evaluate approaches to customer and 
stakeholder relationship management, including 
emotional intelligence and managing conflict 

K3.2 Explain how to facilitate working across different 
 teams to support the delivery of organisational 
 objectives 

 

The apprentice will Criteria covered in the knowledge test 

Communication 
Understand different forms of 
communication and their 
application. Know how to chair 
meetings, hold challenging 
conversations, provide 
constructive feedback and 
understand how to raise 
concerns 

K4.1 Explain different forms of communication and their 
application 

K4.2 Explain how to  
• chair meetings  
• hold challenging conversations  
• provide constructive feedback 
• raise concerns 

 

The apprentice will Criteria covered in the knowledge test 

Operational Management  
Understand how 
organisational strategy is 
developed. Know how to 
implement operational/team 
plans and manage resources 
and approaches to managing 
change within the team. 
Understand data 
management, and the use of 
different technologies in 
business 

K5.1 Explain the purpose of an organisational strategy 
K5.2 Explain how an organisational strategy is 

developed 
K5.3 Explain how to implement operational/team plans  
K5.4     Explain how to manage resources and how to 

manage change within the team 
K5.5 Explain your understanding of data management 
 and the use of different technologies in business 
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The apprentice will Criteria covered in the knowledge test 

Project Management 
Understand the project 
lifecycle and roles. Know how 
to deliver a project including: 
managing resources, 
identifying risks and issues, 
using relevant project 
management tools  

K6.1 Explain the project lifecycle  
K6.2 Identify typical project roles 
K6.3 Illustrate how to deliver a project including: 

• managing resources 
• identifying risks and issues 
• using relevant project management tools 

 

The apprentice will Criteria covered in the knowledge test 

Finance  
Understand organisational 
governance and compliance, 
and how to deliver Value for 
Money. Know how to monitor 
budgets to ensure efficiencies 
and that costs do not overrun. 

K7.1 Explain organisational governance and compliance 
K7.2 Explain how to deliver Value for Money 
K7.3 Explain how to monitor budgets 
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Competency-Based Interview Guidance 
 

The end-point assessment plan states that the competency-based interview will be structured. 
Therefore, the interview will be led by the end-point assessor who will use a series of 
competency-based questions to target the skills criteria outlined in the following pages. 
Apprentices should give examples and specific explanations of how they have used their skills 
in a relevant real-life situation and base their answers on prior experience rather than talking 
about the topic in a theoretical way. 

The interview will take place in a suitable environment and last for 1 hour. Learners will be 
awarded with a mark based on their coverage of the assessment criteria.  

The competency-based interview is weighted at 30% of the end-point assessment. Total marks 
available are 30.  

• To achieve a pass, apprentices will score at least 15 out of 30 
• Unsuccessful apprentices will have scored 14 or below 

Highfield would encourage the employer/training provider and the apprentice to plan for the 
interview by familiarising themselves with the skills criteria that will be assessed and reflect on 
their experience in a team leading/supervisory role.  

Apprentices may bring resources or on-programme evidence to the interview however the end-
point assessor will only assess the apprentice’s responses to the questions posed; any 
supplementary evidence will not be assessed against the criteria separately. Any supplementary 
evidence the apprentice wishes to bring with them should be kept to a minimum so that it does 
not act as a distraction and therefore allows the apprentice to make the best use of time. All 
supplementary evidence must be the apprentice’s own work, in accordance with the 
declaration signed at gateway.   

Apprentices should be encouraged to use the STAR method when answering competency-based 
questions. 

• Situation – what was the situation?  
• Task – what task needed to be completed?  
• Action – what did you do, how did you do it and why? 
• Result – what was the output or outcome, and what did you learn from the situation?  

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. 
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Before the assessment:  

Employers/training providers should:  

• ensure the apprentice knows the date, time and location of the assessment  
• ensure the apprentice knows which team leader/supervisor criteria will be assessed 

(outlined on the following pages)  
• encourage the apprentice to reflect on their experience and learning on-programme to 

understand what is required to meet the standard and identify real-life examples 
• 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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Competency-Based Interview 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 competency-
based interview in preparation for the real thing. Apprentices should be assessed against the 
criteria included in the tables on the following pages. 

Apprentices will be awarded a final mark for the interview based on coverage of the assessment 
criteria.  

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

• the mock interview should take place in a suitable location.  
• a 1-hour time slot should be available for the interview, if it is intended to be a complete 

mock interview 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 interview 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 interview 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. 

• use structured ‘open’ questions that do not lead the apprentice but allows them to give 
examples for how they have met each area in the standard. For example: 

o Leading people 
 Tell me about a time you have had to adapt your communication style to 

suit the audience. How did you know this had been achieved?  
o Managing people  

 What methods have you used to set operational goals for your team?  
 What processes have you used to monitor the progress of your team’s 

short- and long-term goals?  
o Building Relationships/communication  

 Tell me about a time you had to manage a conflict situation.  
 Tell me about a time you identified good practice in your team. How did 

you identify it and how did you share it amongst your team?  
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Competency-Based Interview Criteria 
 

Throughout the 1-hour competency-based interview, the assessor will review the apprentice’s 
competence in the criteria outlined below and allocate the relevant mark out of 30. Most 
assessment criteria are worth 1 mark however broader criteria are worth 2 marks. 

Apprentices should prepare for the interview by considering how the criteria can be met and 
reflecting on their past experiences.  
 

The apprentice will Indicative assessment criteria  Marks 

Leading People  
Able to communicate 
organisation strategy and team 
purpose, and adapt style to suit 
the audience.  Support the 
development of the team and 
people through coaching, role 
modelling values and behaviours, 
and managing change effectively. 

S1.1  Communicate organisation 
strategy and team purpose 

S1.2  Adapt communication styles to 
suit audience 

S1.3 Support the development of a 
team and individuals through 
coaching and role modelling values 
and behaviours 

S1.4 Manage change effectively 

4 

 

The apprentice will Indicative assessment criteria Marks 

Managing People  
Able to build a high-performing 
team by supporting and 
developing individuals, and 
motivating them to achieve. Able 
to set operational and personal 
goals and objectives and monitor 
progress, providing clear 
guidance and feedback. 

S2.1  Support and develop individuals, 
and motivate them to achieve 

S2.2 Identify effective ways to set 
operational goals 

S2.3 Set short and long-term personal 
goals  

S2.4 Monitor individual’s progress, 
providing clear guidance and 
feedback 

4 

 

The apprentice will Indicative assessment criteria Marks 

Building Relationships  
Building trust with and across the 
team, using effective negotiation 
and influencing skills, and 
managing any conflicts. Able to 
input to discussions and provide 
feedback (to team and more 
widely), and identify and share 
good practice across teams. 

S3.1  Build trust with and across the 
team, using effective negotiation 
and influencing skills 

S3.2 Manage conflicts within a team 
S3.3 Engage in discussions and provide 

feedback 
S3.4 Identify and share good practice 

across teams 

7 
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The apprentice will Indicative assessment criteria Marks 

Building Relationships  
Building relationships with 
customers and managing these 
effectively. 

S3.5 Build relationships with customers 
S3.6 Manage relationships with 

customers effectively 
 

The apprentice will Indicative assessment criteria Marks 

Communication  
Able to communicate effectively 
(verbal, written, digital), chair 
meetings and present to team 
and management. Use of active 
listening and provision of 
constructive feedback. 

S4.1  Demonstrate effective 
communication 

S4.2 Demonstrate the use of active 
listening  

S4.3 Provide constructive feedback 

3 

 

The apprentice will Indicative assessment criteria Marks 

Operational Management  
Able to communicate 
organisational strategy and 
deliver against operational plans, 
translating goals into deliverable 
actions for the team, and 
monitoring outcomes. Able to 
adapt to change, identifying 
challenges and solutions. Ability 
to organise, prioritise and 
allocate work, and effectively use 
resources. Able to collate and 
analyse data, and create reports. 

S5.1  Communicate the organisational 
strategy to individuals and teams 

S5.2 Deliver organisational strategy 
against operational plans, 
translating goals into deliverable 
actions for the team, and 
monitoring outcomes 

S5.3 Adapt to change, identifying 
challenges and solutions 

S5.4 Organise, prioritise and allocate 
work by effectively using resources 

S5.5 Collate and analyse data 
S5.6      Create reports 

7 

 

The apprentice will Indicative assessment criteria Marks 

Project Management  
Able to organise, manage 
resources and risk, and monitor 
progress to deliver against the 
project plan. Ability to use 
relevant project management 
tools, and take corrective action 
to ensure successful project 
delivery. 

S6.1  Organise and manage resources 
and risk  

S6.2 Monitor progress to deliver 
against the project plan 

S6.3 Use relevant project management 
tools, and take corrective action to 
ensure successful project delivery 

4 
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The apprentice will Indicative assessment criteria Marks 

Finance  
Applying organisational 
governance and compliance 
requirements to ensure effective 
budget controls. 

S7.1  Apply organisational governance 
and compliance requirements to 
ensure effective control of budgets  

1 
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Level 3 Team Leader/ 
Supervisor 

 

EPA-Kit 

 
 

Assessing the Professional 
Discussion 

 

 

 

• The Professional Discussion – Guidance 

• The Professional Discussion – Mock Assessment 
• The Professional Discussion – Criteria 
• CPD Log template   
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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 
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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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Level 3 Team Leader/ 
Supervisor 

 

EPA-Kit 

 
 

Assessing the Portfolio of 
Evidence 

 

 

 

• The Portfolio of Evidence – Guidance 

• The Portfolio of Evidence – Criteria   
• Portfolio of Evidence Matrix Sheet 
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Portfolio of Evidence Guidance 
 

The portfolio of evidence will assess the knowledge, skills and behaviours from the standard 
that are not already assessed within the knowledge test, competency-based interview or 
professional discussion. The portfolio of evidence will be produced by the apprentice during 
the on-programme learning, supported by their employer/training provider, and will 
demonstrate their best work. It must enable them to show how they have applied their 
knowledge and understanding and demonstrated the required behaviours in a real work 
environment to achieve real work objectives.  

The portfolio of evidence will typically comprise around 10-20 pieces of evidence, which will 
be generated over the period of the apprenticeship and will provide evidence of the 
apprentices’ ability to apply and demonstrate team leading and management concepts. 
Evidence in the portfolio must all be related back to the apprentice’s role and/or workplace.  
 
It is expected that portfolios will contain approximately 10-20 pieces of evidence and may 
include:  

• Performance reviews between employer and apprentice  
• Feedback from line manager, direct reports and peers  
• Personal development plan (PDPs) 
• Reflective accounts  
• Project plans and other work plans 
• Data analysis activities  
• Case studies  
• Team meeting minutes or recordings (recorded by the training provider) 
• Reports or written assignments  
• Observations (recorded by the training provider)  
• Professional discussions between apprentice and training provider relating to projects 

and assignments showing decision making skills (recorded by the training provider)  
 
Written submissions may be provided to Highfield in any format (such as Dropbox or e-
portfolio). Access must be given to Highfield to only the learners who have been put forward 
for end-point assessment.   
 
The portfolio of evidence 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 end-point assessor will use a marking scheme to determine the mark achieved out of 20. 
This is based on coverage of the assessment criteria and a raw score converted into a mark 
out of 20. 
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Before the assessment:  

Employers/training providers should:  

• ensure the apprentice knows which team leader/supervisor standards will be assessed  

• support the apprentice in gathering appropriate evidence e.g. by taking recordings, 
holding professional discussions and documenting performance reviews 

• ensure the portfolio of evidence is mapped to the assessment criteria on the following 
pages and that this mapping is provided to Highfield Assessment when the portfolio is 
submitted for assessment. A sample matrix sheet is provided at the end of this 
document.  

 
Apprentices will be assessed against the criteria included in the tables on the following pages.  
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Portfolio of Evidence Criteria 
 

The assessor will review the apprentice’s evidence against the criteria outlined below.  
 

The apprentice will Indicative assessment criteria  

Awareness of Self 
Know how to be self-aware 
and understand unconscious 
bias and inclusivity. 
Understand learning styles, 
feedback mechanisms and 
how to use emotional 
intelligence 

K8.1 Explain how to be self-aware  
K8.2     Explain the terms unconscious bias and inclusivity. 
K8.3 Describe and analyse different learning styles 
K8.4 Identify own learning style and how this affects 

personal development 
K8.5 Identify feedback mechanisms and how to use 
 emotional intelligence 

 
The apprentice will Indicative assessment criteria 

Awareness of Self 
Able to reflect on own 
performance, seek feedback, 
understand why things 
happen, and make timely 
changes by applying learning 
from feedback received 

S8.1  Reflect on own performance 
S8.2 Seek feedback on own performance 
S8.3 Understand cause and effect in relation to own 
 action, and make timely changes by applying 
 learning from feedback received 
 

 

The apprentice will Indicative assessment criteria 

Management of Self 
Understand time management 
techniques and tools, and how 
to prioritise activities and 
approaches to planning 

K9.1 Describe and evaluate time management 
techniques and tools 

K9.2 Explain how to prioritise activities  
K9.3      Describe effective approaches to planning 

 

The apprentice will Indicative assessment criteria 

Management of Self 
Able to create an effective 
personal development plan, 
and use time management 
techniques to manage 
workload and pressure 

S9.1 Create an effective personal development plan 
S9.2 Use time management techniques to manage 
 workload and pressure 

 



  
TLS 2.11 5 

The apprentice will Indicative assessment criteria 

Decision Making 
Understand problem solving 
and decision-making 
techniques, and how to 
analyse data to support 
decision making 

K10.1 Explain problem solving and decision-making 
techniques 

K10.2 Explain how to analyse data to support decision 
 making 

 

The apprentice will Indicative assessment criteria 

Decision Making 
Use of effective problem-
solving techniques to make 
decisions relating to delivery 
using information from the 
team and others, and able to 
escalate issues when required 

S10.1  Use effective problem-solving techniques to make 
decisions using information from the team and 
others 

S10.2 Escalate issues when required 

 

The apprentice will Indicative assessment criteria 

Takes Responsibility 
Drive to achieve in all aspects 
of work. Demonstrates 
resilience and accountability. 
Determination when managing 
difficult situations 

B11.1 Takes responsibility in all aspects of work 
B11.2 Demonstrates resilience, determination and 

accountability 
 

 

The apprentice will Indicative assessment criteria 

Inclusive 
Open, approachable, 
authentic, and able to build 
trust with others. Seeks views 
of others 

B12.1 Be open, approachable and authentic 
B12.2 Build trust with others  
B12.3 Seek views of others 

 

The apprentice will Indicative assessment criteria 

Agile 
Flexible to the needs of the 
organisation. Is creative, 
innovative and enterprising 
when seeking solutions to 
business needs. Positive and 
adaptable, responds well to 
feedback and need for change 

B13.1 Be flexible to the needs of the organisation 
B13.2 Demonstrate creativity, innovation and enterprise 

when seeking solutions to business needs 
B13.3 Demonstrate a positive and adaptable attitude  
B13.4 Respond well to feedback and need for change 
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The apprentice will Indicative assessment criteria 

Professionalism  
Sets an example, and is fair, 
consistent and impartial. Open 
and honest. Operates within 
organisational values 

B14.1 Lead by example 
B14.2 Be fair, consistent and impartial 
B14.3 Demonstrate openness and honesty 
B14.4 Operate within organisational values 
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Highfield Level 3 End‐Point Assessment for 

Team Leader/Supervisor 

Portfolio of Evidence Matrix Sheet  

This  document  should  be  used  to  map  the  apprentice’s  portfolio  of  evidence  to  the  Team 

Leader/Supervisor  standards and  should accompany  the portfolio when submitted  to Highfield 

Assessment. 

Apprentice Name:   

Employer:   

Training Provider:   

 

Evidence Index  
 

Evidence name 
Evidence 

Ref 
Evidence Type 
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Evidence name 
Evidence 

Ref 
Evidence Type 

     

     

     

     

     

     

     

     

     

     

 

Ref  Assessment Criteria 
Evidence 

Ref 

Location/
Page in 
evidence 

Awareness of Self 

K8.1  Explain how to be self‐aware     

K8.2  Explain the terms unconscious bias and inclusivity     

K8.3  Describe and analyse different learning styles     

K8.4  Identify own learning style and how this affects personal development     

K8.5  Identify feedback mechanisms and how to use emotional intelligence     

S8.1  Reflect on own performance     

S8.2  Seek feedback on own performance     

S8.3 
Understand cause and effect in relation to own action, and make timely 
changes by applying learning from feedback received 

   

  Management of Self 

K9.1  Describe and evaluate time management techniques and tools     

K9.2  Explain how to prioritise activities     

K9.3  Describe effective approaches to planning     

S9.1  Create an effective personal development plan     

S9.2  Use time management techniques to manage workload and pressure     

  Decision Making  

K10.1  Explain problem solving and decision‐making techniques     

K10.2  Explain how to analyse data to support decision making     

S10.1 
Use effective problem‐solving techniques to make decisions using 
information from the team and others 

   

S10.2  Escalate issues when required     
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  Takes Responsibility  

B11.1  Takes responsibility in all aspects of work     

B11.2  Demonstrates resilience, determination and accountability     

  Inclusive   

B12.1  Be open, approachable and authentic     

B12.2  Build trust with others     

B12.3  Seek views of others     

  Agile    

B13.1  Be flexible to the needs of the organisation     

B13.2 
Demonstrate creativity, innovation and enterprise when seeking 
solutions to business needs 

   

B13.3  Demonstrate a positive and adaptable attitude     

B13.4  Respond well to feedback and need for change     

  Professionalism     

B14.1  Lead by example     

B14.2  Be fair, consistent and impartial     

B14.3  Demonstrate openness and honesty     

B14.4  Operate within organisational values     
 

Apprentice Declaration 

I confirm that the evidence I have provided has been produced and authenticated in 

accordance with the assessment specification for this end‐point assessment and that 

the  assessment  was  carried  out  under  the  specific  conditions  for  the  end‐point 

assessment.  

Apprentice signature:    Date:    

 

Please ensure this Portfolio Matrix Sheet is submitted with your portfolio and that all 

evidence submitted is saved in one of the following file formats: 

.docx  .xlsx  .pptx 

.pdf  .jpg  .png 

.mp3  .mp4  .m4a 
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Level 3 Team Leader/ 
Supervisor 

 

EPA-Kit 

 
Mock Assessment Materials 

Competency-Based 
Interview 
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Mock Assessment Documentation  
 

The following pages contain documentation that may be used for employer/training providers 
to carry out ‘mock’ assessments for the competency-based interview. 
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Competency-Based Interview 

Leading People 

Ref Assessment Criteria Interview 
Mark 

S1.1 Communicate organisation strategy and team purpose  

S1.2 Adapt communication styles to suit audience  

S1.3 Support the development of a team and individuals through coaching and role modelling values and behaviours  

S1.4 Manage change effectively  
 

Managing People 

Ref Assessment Criteria Interview 
Mark 

S2.1 Support and develop individuals, and motivate them to achieve  

S2.2 Identify effective ways to set operational goals  

S2.3 Set short and long-term personal goals  

S2.4 Monitor individual’s progress, providing clear guidance and feedback  
 

Building Relationships  

Ref Assessment Criteria Interview 
Mark 

S3.1 Build trust with and across the team, using effective negotiation and influencing skills  

S3.2 Manage conflicts within a team  

S3.4 Engage in discussions and provide feedback  
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Building Relationships  

Ref Assessment Criteria Interview 
Mark 

S3.4 Identify and share good practice across teams  

S3.5 Build relationships with customers  

S3.6 Manage relationships with customers effectively  
 

Communication 

Ref Assessment Criteria Interview 
Mark 

S4.1 Demonstrate effective communication  

S4.2 Demonstrate the use of active listening  

S4.3 Provide constructive feedback  
 

Operational Management 

Ref Assessment Criteria Interview 
Mark 

S5.1 Communicate the organisational strategy to individuals and teams  

S5.2 Deliver organisational strategy against operational plans, translating goals into deliverable actions for the team, and monitoring 
outcomes 

 

S5.3 Adapt to change, identifying challenges and solutions  

S5.4 Organise, prioritise and allocate work by effectively using resources  

S5.5 Collate and analyse data  

S5.6 Create reports  
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Project Management 

Ref Assessment Criteria Interview 
Mark 

S6.1 Organise and manage resources and risk  

S6.2 Monitor progress to deliver against the project plan  

S6.3 Use relevant project management tools, and take corrective action to ensure successful project delivery  
 

Finance 

Ref Assessment Criteria Interview 
Mark 

S7.1 Apply organisational governance and compliance requirements to ensure effective control of budgets  
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Level 3 Team Leader/ 
Supervisor 

 

EPA-Kit 

 
Mock Assessment Materials 

Professional Discussion  
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Mock Assessment Documentation  
 

The following pages contain documentation that may be used for employer/training providers 
to carry out ‘mock’ assessments for the professional discussion. 
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Professional Discussion 

CPD Activity     

Ref Assessment Criteria Professional 
Discussion 

15.1 Keep and maintain a CPD log  

15.2 Outline the objectives of the CPD activity(s) they have undertaken  

15.3 Explain what they undertook as part of this CPD activity  

15.4 Reflect on how CPD improves their ability, performance or confidence in their job role  

 



04 October 2018 M-EPA-TLS3002 © 2018 Highfield Recruit and Assessment Limited t/a Highfield Assessment

Highfield Assessment

Paper Code: M-EPA-TLS3002 3LevelTeam Leader/Supervisor
EPA Mock Knowledge Test 

Highfield EXAMINATIONHighfield EXAMINATION

We listen and respondWe listen and respond

D

Food Safety in Manufacturing

The seal on this examination paper must only be broken by the candidate at the time of the examination.  

Under no circumstances should a candidate use an unsealed examination paper.

Paper Code: FSM3009

Information for registered centres

Information for candidates

Under no circumstances should you the candidate use an unsealed examination paper.

This examination consists of 45 multiple-choice questions.  The minimum pass mark is 27 correct answers.  

Candidates will achieve a DISTINCTION if they correctly answer 36 or more of the 45 questions.

The duration of this examination is 90 minutes.

You are NOT allowed any assistance to complete the answers.

You must use a pencil to complete the answer sheet - pens must NOT be used. 

When completed, please leave the Examination Answer Sheet (EAS) on the desk.

EXAMINATION ANSWER SHEET (EAS) INSTRUCTIONS:

For each question, fill in ONE answer ONLY.  

If you make a mistake ensure you erase it thoroughly.  

You must mark your choice of answer by shading in ONE answer circle only.  

Please mark each choice like this:           

All candidates MUST sign the Examination Answer Sheet (EAS) in the bottom
right-hand corner of the page before leaving the examination room.

ANSWER COMPLETED CORRECTLY

DO NOT partially shade the answer circle
ANSWER COMPLETED INCORRECTLY

Examples of how NOT to mark your Examination Answer Sheet (EAS).  These will not be recorded.

DO NOT use ticks or crosses
ANSWER COMPLETED INCORRECTLY

DO NOT use circles
ANSWER COMPLETED INCORRECTLY

DO NOT shade over more than one answer circle
ANSWER COMPLETED INCORRECTLY

01 A B C

01 A B C

D01 A B C

D01 A B C

D01 A B C

3 7

3Leve
l

3Leve
l

©Highfield 201730 June 2017 FSM3009©Highfield 201730 June 2017 FSM3009

Highfield Qualifications
Highfield House

Heavens Walk
Lakeside

Doncaster
South Yorkshire

DN4 5HZ
United Kingdom

Tel: +44 0845 2260350   Tel: +44 01302 363277 
Fax: +44 0845 2260360   Fax: +44 01302 739144
info@highfieldabc.com   www.highfieldabc.com

A/615/8169

Information for registered Centres

The seal on this examination paper must only be broken by the learner at the time of the examination.  
Under no circumstances should a learner use an unsealed examination paper.

Information for candidates

Under no circumstances should you the candidate use an unsealed examination paper.
This examination consists of 30 multiple-choice questions.  The minimum pass mark is 15 correct answers.
The duration of this examination is 60 minutes.
You are NOT allowed any assistance to complete the answers.
You must use a pencil to complete the answer sheet - pens must NOT be used.
When completed, please leave the Examination Answer Sheet (EAS) on the desk.

EXAMINATION ANSWER SHEET (EAS) INSTRUCTIONS:
For each question, fill in ONE answer ONLY.
If you make a mistake ensure you erase it thoroughly.
You must mark your choice of answer by shading in ONE answer circle only.
Please mark each choice like this:

All candidates MUST sign the Examination Answer Sheet (EAS) in the bottom
right-hand corner of the page before leaving the examination room.



04 October 2018 M-EPA-TLS3002 © 2018 Highfield Recruit and Assessment Limited t/a Highfield Assessment

Highfield Assessment

Page 2

A characteristic of autocratic leadership in project 
management is that:

A. the team leader makes all the decisions and  
has full control over the project 

B. team members make their own decisions and  
are fully responsible for their project tasks 

C. the team leader takes into account the opinions  
and ideas of team members and decisions are  
made collectively 

D. team members are asked to focus on the political 
arena in which the project team operates

You have reviewed a piece of work that a member of 
your team has completed and have found issues with 
their attention to detail.  The most appropriate way to 
manage this situation is to: 

A. tell them over email to review the piece of work 
again and invite them to ask you for a meeting 
to discuss if they need to  

B. arrange a one-to-one meeting with the team 
member to go through the issue with them  
face-to-face  

C. wait until the next appraisal comes around and 
bring up the issue as part of a formal performance 
management process  

D. correct the problems yourself and if it happens  
again arrange a one-to-one meeting to emphasise 
the importance of attention to detail

Who is responsible for ensuring that a worker is eligible 
to work within the UK when joining a company?

A. The local council  

B. The company employing the worker 

C. HMRC - Her Majesty’s Revenue and Customs 

D. The police

A key benefit to the coaching style of management  
is that it:  

A. creates a personal bond between the coach and 
coachee, focussing on building a sense of trust,  
and boosts morale 

B. allows the manager to focus on the coachee’s 
training needs, professional development and 
motivation  

C. is the most appropriate to solve problems with 
disruptive team members 

D. means employees maintain a fast pace to keep  
up with the needs of the business

Change management is a structured approach for 
ensuring that changes are thoroughly and smoothly 
implemented, and that the lasting benefits of change are 
achieved.  What two critical elements must be included 
in the initial planning? 

A. Communication and resources 

B. Reward and recognition 

C. Critical path analysis and GANTT chart 

D. Performance management and grievance procedure

After undertaking a performance management review 
for poor performance with a team member, how long 
should you wait before reviewing if the person has 
improved?

A. You should discuss the time period with your 
manager and agree a time that is convenient  
for the business 

B. One month after retraining and additional  
coaching has taken place 

C. A time period determined by the employee  
as to what they felt they could achieve  

D. A reasonable amount of time for the retraining and 
other support mechanisms to show improvement
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Which of these definitions accurately defines the term 
‘real-time’ when referring to data management? 

A. Real-time is where a specific amount of time 
is detailed by the system’s IT manufacturer 
for processing the data in order to generate 
management reports

B. Real-time is where the data is processed and 
available to managers immediately and therefore 
giving managers  timely information to act upon

C. Real-time refers to using GMT (Greenwich Mean 
Time) when refering to all times on data  reports 
so that all reports generated from any country are 
working to the same time zone

D. Real-time is a term used by IT providers that 
indicates the time that it will take to install a data 
management system into a business and the 
business’s customer being completely satisfied

The most appropriate description of an organisational 
culture is: 

A. the way employees feel about the organisation, 
which then influences their relationship with 
customers 

B. the diversity of the employees within the 
organisation 

C. that it is based on how team members get  
on with one another 

D. a system of shared values and beliefs, led by 
managers, which governs how employees behave 

When an engagement level is assessed as neutral,  
the stakeholder is: 

A. unaware of the project 

B. resistent to project changes and keen  
to support the status quo 

C. supportive of the changes being brought  
about by the project  

D. aware of the project but neither resistant  
nor supportive

Anything that could go wrong and threaten the project 
is a potential risk.  To determine the best approach, the 
most effective project managers will assess: 

A. influence v effect  

B. probability v impact  

C. cost v benefit  

D. profit v loss

You have been asked to project manage a relocation 
of your office to a new site and, as project leader, you 
have selected 4 people to assist you.  To maximise the 
chances of a successful project, they have been selected 
because: 

A. they all have full-time employment contracts, enjoy  
a challenge and have their own vehicle 

B. they are all excellent workers and always finish their 
work ahead of schedule 

C. they each have particular skills that are required  
to complete the task 

D. they all have expressed a desire for professional 
development opportunities

Your organisation is planning to double the output of  
a key product line to meet increased customer demand. 
The first stakeholder group to inform of this change is: 

A. workers, so they know to expect a greater workload

B. suppliers, so that they can plan and meet your 
demand accordingly

C. customers, so that they are aware and can plan their 
purchases accordingly

D. shareholders, to generate further investment
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You have been advised that your department must 
deliver ‘value for money’.  In order to do so, you should 
ensure the team is working:

A. fewer hours for less pay 

B. more hours with fewer people 

C. efficiently and effectively 

D. fewer hours with more people

Which of the following is the best example of a SMART 
target? 

A. Increasing the number of sales of a product  
range by 10% within the next year

B. increasing staff morale within the next  
6 month period

C. Reducing the number of issues caused  
by an operating system software by 50% 

D. Reducing the number of customer complaints 
 by 100% within the next 3-month period

Your team is working with another department towards 
a company goal.  What is the most important factor to 
ensure success?

A. Effective communication 

B. The procedures used 

C. Director-level buy-in 

D. Using the same computer systems

Critical path project management is based on which  
of these concepts? 

A. Some tasks are deemed more critical than others 
and therefore extra care and attention must be  
paid to them

B. There are some tasks that cannot be started until  
the prior one has been completed, but others can  
be undertaken simultaneously 

C. There is only one path that can be followed in 
completing the project and this must be followed 
absolutely 

D. That while there is one main path to achieve the 
project there can be several short cuts at extra cost

The main reason businesses value diversity and 
inclusion is because:

A. they will want to have the widest talent  
pool to include all possible personnel

B. they follow government legislation regarding 
diversity and inclusion 

C. they need to stay ahead of their competition 
regarding diversity and inclusion 

D. it is good for business reputation to show  
diversity and inclusion is important

Which of these items would not be used in developing 
an organisational strategy?  

A. The company’s marketing calendar 

B. The mission statement 

C. The company’s vision statement 

D. Business objectives
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Large companies have a CEO (or MD) as well as a 
chairperson because:

A. the CEO (or MD) runs the operations of the company 
while the chairperson is the head of the board of 
directors 

B. the CEO (or MD) is responsible for the sales and 
turnover whereas the chairperson is responsible  
for overall profitability 

C. the chairperson reports to the CEO (or MD) and 
undertakes special projects, like the large takeover  
of another company 

D. the role of the chairperson is to ensure the salary  
and benefits of employees are appropriate to the 
market rate and the performance of the company

An effective chairperson can make a huge difference to 
whether a meeting achieves its objectives.  A good ‘chair’ 
will:

A. allow all agenda items to be discussed in full until 
they reach a suitable conclusion 

B. ensure that controversial issues are raised outside  
of the meeting to avoid  a loss of focus  

C. always be thinking about the meeting overall,  
not just the topic under discussion 

D. prioritise agenda items according to the seniority  
of the contributor to ensure that they are discussed 
first

You have recently introduced a new way of working 
within your team.  They are fairly familiar with their roles 
and responsibilities within the team and their differences 
are being resolved easily between themselves meaning 
you are acting more as a facilitator than a director. 
According to Tuckman’s team development model, 
which stage of team development are you in?

A. Forming 

B. Storming 

C. Norming 

D. Performing 

In a project environment, team performance is likely  
to be most effectively managed by:

A. scheduling project team meetings on a weekly basis

B. providing project progress reports to sponsors

C. forecasting the use of resources and ensuring their 
availability 

D. discussing individual and team goals regularly

In normal circumstances can a budget be changed after 
it has been set? 

A. No, the budget will feed into the year’s profit plan

B. Yes, it is a flexible working tool

C. No, it is a legal document that may not be changed 

D. Yes, if all your managers up to the director agree

You have been told by a manager of another department 
that a member of your team has been spreading 
negativity in the office.  You have arranged to meet  
with your team member to discuss it.  In advance  
of the meeting you should:

A. ask other team members for witness accounts  
and examples that you can use 

B. arrange for at least one witness to be present  
in case the team member denies the issue 

C. ensure you have all the facts and evidence  
you need to support the conversation 

D. email them your concerns so that they can  
come to the meeting prepared
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When managing the performance of your team, the first 
thing you need to do is: 

A. establish and agree specific aims and objectives  
of what is to be achieved 

B. monitor each task as it is carried out, to ensure 
standards are achieved 

C. develop one individual who can instruct the rest  
of the team on your behalf 

D. identify the preferred working style of each team 
member

You have been asked to provide a project update with 
statistical analysis to the executive committee, which is 
made up of 12 directors based at sites throughout the 
UK.  The most appropriate form of communication for 
this task is: 

A. email each member of the committee, outlining key 
milestones of the project.  Attach a detailed report, 
inviting feedback 

B. hold a conference call for all committee members to 
outline statistics, milestones and  progress.  Include 
question and answer session 

C. invite all committee members to a presentation 
at head office, after which a  full status report is 
provided, for feedback 

D. send a summary status report to all committee 
members, followed by a conference call to highlight 
key milestones and answer any questionsAs a team leader you are often required to provide 

constructive feedback to team members.  Constructive 
feedback is:

A. a blend of praise for achievements and suggestions 
for improvement, using facts to substantiate your 
comments 

B. a structured discussion highlighting areas of poor 
performance and providing suggestions  
for improvement 

C. a conversation focused on positive areas, glossing 
over any negatives to encourage continued good 
performance 

D. a discussion aimed at improving performance  
using examples of semi-related or similar incidents

An electronic document in which data is arranged in the 
rows and columns of a grid and can be manipulated and 
used in calculations is known as a:

A. database 

B. GANTT Chart 

C. table 

D. spreadsheet

What are the 4 stages of the product life cycle? 

A. Introduction, Growth, Maturity, Decline  

B. Plan, Do, Check, Act 

C. Understanding the Product, Planning, 
Implementation, Review  

D. Preparation, Incubation, Illumination, Verification 

Under health and safety legisation, employers must 
ensure the health and safety of their employees as far 
as is reasonably practicable.  The most appropriate 
definition of reasonably practicable is:  

A. weighing up the level of risk against the money,  
time or trouble needed to counter it

B. agreeing a maximum spend with stakeholders  
on countering the risk and not overspending

C. making sure those most at risk from the hazard are 
informed and trained on implementing controls

D. that if the level of risk is high, then it would not be 
worth taking the money, time or trouble to counter it
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The most appropriate description of a paternalistic 
style of management is:

A. decisions are shared between the team  
 and the manager

B. the manager makes all the decisions and  
 there is minimal consultation

C. power and decision making are given  
 to staff with a high degree of autonomy 

D. most decisions are made by the manager  
 and there is a high concern for staff welfare 

The main reason businesses value diversity and 
inclusion is because:

A. they want to have the widest talent pool  
 to include all possible personnel

B. they follow government legislation regarding  
 diversity and inclusion

C. they need to stay ahead of their competition  
 regarding diversity and inclusion

D. it is good for business reputation to show   
 diversity and inclusion is important

A key benefit to the coaching style of management 
is that it: 

A. creates a personal bond between the  
 coach and coachee, focussing on building  
 a sense of trust, and boosts morale

B. allows the manager to focus on the coachee’s  
 training needs, professional development  
 and motivation

C. is the most appropriate way to solve problems  
 with disruptive team members

D. means employees maintain a fast pace  
 to keep up with the needs of the business

Which of these is not a recognised theory or model 
of motivation? 

A. Herzberg’s Hygiene Factors 

B. Maslow’s Hierarchy of Needs Theory 

C. Peter Drucker’s Management by Objectives 

D. McGregor’s Theory X and Theory Y 

Which of the following describes an organisation 
with a clan culture?

A. Employees are encouraged to take risks  
 with an emphasis on creativity and freedom

B. The organisation is goal-orientated with   
 leaders who are tough and demanding

C. The work environment is based on strict   
 institutional procedures, emphasising   
 efficiency

D. Employees share commonalities and see   
 themselves as one big family, with leaders   
 focusing on mentorship

You have recently introduced a new way of working 
with your team.  They are fairly familiar with their 
role and responsibilities within the team and 
differences are being resolved easily between 
themselves meaning you are acting more as a 
facilitator than a director.  According to Tuckman’s 
team development model, which stage of team 
development are you in?

A. Forming

B. Storming

C. Norming

D. Performing
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Which of these actions constitutes gross 
misconduct? 

A. Being late to work more than 5 times  
 in one month

B. Not completing a key project on time

C. Making fraudulent expenses or overtime   
 claims 

D. Arriving for work in an exceptionally  
 poor appearance

After undertaking a performance management 
review for poor performance with a team member,  
how long should you wait before reviewing if the 
person has improved?

A. You should discuss the time period with   
 your manager and agree a time that is   
 convenient for the business

B. 1 month after re-training and additional   
 coaching has taken place

C. A time period determined by the employee  
 as to what they felt they could achieve 

D. A reasonable amount of time for the  
 re-training and other support mechanisms  
 to show improvement

Who is responsible for ensuring that a worker  
is eligible to work within the UK when joining  
a company?

A. The Local Council 

B. The company employing the worker

C. HMRC - Her Majesties Revenue and Customs 

D. The Police

The best description of ‘emotional intelligence’ is: 

A. being aware of and able to express one’s   
 emotions to foster strong relationships 

B. the ability to make numerous friends across  
 all levels of the business 

C. being able to keep one’s emotions under   
 control if handling a stressful situation

D. putting others before yourself in order  
 to avoid friction or conflict situations

You have reviewed a piece of work that a member 
of your team has completed and have found issues 
with their attention to detail.  The most appropriate 
way to manage this situation is to:

A. tell them in an email to review the piece   
 of work again and invite them to ask you  
 for a meeting to discuss if they need to 

B. arrange a one-to-one meeting with the team  
 member to go through the issue with them  
 face to face

C. wait until the next appraisal comes around  
 and bring up the issue as part of a formal   
 performance management process

D. correct the problems yourself and if it  
 happens again arrange a one to one meeting  
 to emphasise the importance of attention  
 to detail

External stakeholders are best described as: 

A. all government departments that might   
 interact with the business for any reason,  
 in the course of the running of said business

B. citizen pressure groups that seek to influence  
 businesses to change products, or services,  
 to improve their offering to the public at large

C. any person, organisation, governmental   
 department, social group, or society at large  
 that has a vested interest in the business, or  
 its activities

D. suppliers and contractors outside the  
 business, that have a vested interest in the   
 success of the organisation that they serve
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Your team is working with another department 
towards a company goal.  The most important 
factor to ensure success is: 

A. effective communication

B. the procedures used

C. director-level buy-in

D. using the same computer systems

You have been told by a manager of another 
department that a member of your team has 
been spreading negativity in the office.  You have 
arranged to meet with your team member to 
discuss it.  The most appropriate action to take  
in advance of the meeting is: 

A. ask other team members for witness accounts  
 and examples that you can use

B. arrange for at least one witness to be present  
 in case the team member denies the issue

C. ensure you have all the facts and evidence   
 you need to support the conversation

D. email them your concerns so that they can  
 come to the meeting prepared

Your manager has asked you to introduce to your 
team a new HR policy that is likely to be unpopular. 
The best way to inform your team about this new 
policy is to:

A. send out a written memo, or e-mail, to all  
 team members and invite them to speak  
 to you privately later about any concerns

B. call a meeting to inform all of the team  
 that the new policy is being introduced.    
 Inform them it was the decision of senior   
 management and you had no say in it but  
 it must be followed

C. meet with each team member individually and  
 inform them of the new policy.  You can leave  
 out the most contentious parts, as they will  
 find out about these from the HR policy   
 notification

D. call a team meeting and clearly explain the  
 details of the policy and the rationale behind  
 what the business is trying to achieve.  Answer  
 their queries and agree to raise any serious  
 concerns with senior management

The most appropriate way of chairing a team 
meeting is to:

A. put forward the main points for each agenda  
 item and tell the team your final decision for  
 each

B. hold an open discussion forum led by an   
 agenda so that everyone has a chance to input

C. allow your team members to take the lead on  
 all topics to come to agreement between them

D. take the minutes of the meeting while the   
 discussion is going ahead

When providing constructive feedback to a team 
member you must:

A. focus on the issue, be developmental  
 and avoid personal criticism

B. provide a positive, followed by a negative,   
 followed by a positive 

C. formulate a strong case so that the team   
 member cannot argue with what you say

D. tell them how other team members perform  
 so they are aware of their position in the team

The purpose of organisational strategy is to:

A. align budgets and plans to the organisation’s 
 mission and vision statements

B. give the organisation numerical budgets  
 for the next 1 to 5 years

C. outline the direction of the organisation in  
 relation to its competitors and the market  
 as a whole

D. show what profits or service levels the   
 organisation should be attaining in the  
 next 5 years
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Your manager has asked you to implement a 
new operational team plan and stated that clear 
objectives are crucial.  She will therefore wish the 
objectives to be S.M.A.R.T.  This acronym stands for:

A. Scientific Measurable Achievable Relevant   
 Time-bound

B. Specific Manageable Achievable Rational   
 Timely

C. Specific Measurable Achievable Realistic   
 Time-bound

D. Specific Managed Actionable Responsive   
 Time-bound 

Which of these definitions accurately defines 
the term ‘real-time’ when referring to data 
management?

A. Real-time is where a specific amount of time  
 is detailed by the system’s IT manufacture for  
 processing the data in order to generate   
 management reports

B. Real-time is where the data is processed   
 and available to managers immediately  
 and therefore giving managers timely   
 information to act upon

C. Real-time refers to using GMT (Greenwich   
 Mean Time) when referring to all times  
 on data reports so that all reports generated  
 from any country are working to the same  
 time zone

D. Real-time is a term used by IT providers that  
 indicates the time that it will take to install  
 a data management system into a business  
 and the business customer being completely  
 satisfied

The biggest barrier with driving change in an 
organisation is:

A. technology

B. people’s understanding

C. people’s resistance

D. effective communication The 4 stages of the product life cycle are: 

A. introduction, growth, maturity, decline 

B. plan, do, check, act

C. understanding the product, planning,   
 implementation, review 

D. preparation, incubation, illumination,   
 verification 

You have been asked to project manage a 
relocation of your office to a new site and, as 
project leader, you have selected 4 people to assist 
you.  To maximise the chances of a successful 
project, they have been selected because:

 A.  they all have full-time employment contracts, 
enjoy a challenge and have their own vehicle

B. they are all excellent workers and always finish 
their work ahead of schedule

C. they each have particular skills that are required 
to complete the task

D. they all have expressed a desire for professional 
development opportunities

You have been asked to find, collate and present 
the following customer information to your 
manager: the date they first made a purchase, the 
date they last made a purchase, the amount they 
have spent with the company and their contact 
details.  The IT software that is the best to use is:

A. a slideshow

B. a spread sheet 

C. a word processor

D. an email 

2219

23

20

24

21



17 October 2018 M-EPA-TLS3003 ©Highfield Assessment 2018

Highfield Assessment

Page 6

In undertaking a project, you identify a problem 
which could impact on whether the project is 
delivered on time.  The first step you should take  
to manage this is to: 

A. undertake a root cause analysis 

B. allocate additional resource to the project 

C. assign the risk a rating and record this in  
 the project management tool

D. undertake a training needs analysis  
 of the project team members

Large companies have a CEO (or MD) as well  
as a chairperson because:

A. the CEO (or MD) runs the operations of the  
 company while the chairperson is the head  
 of the board of directors

B. the CEO (or MD) is responsible for the sales  
 and turnover whereas the chairperson is   
 responsible for overall profitability

C. the chairperson reports to the CEO (or MD)  
 and undertakes special projects, like the large  
 takeover of another company

D. the role of the chairperson is to ensure  
 the salary and benefits of employees   
 are appropriate to the market rate and the   
 performance of the company

In project management, which of these is the best 
definition of a ‘Gantt Chart’?

A. A Gantt chart shows a sequence of actions and  
 tasks that are involved in achieving a project. 

B. A Gantt chart shows what tasks within a   
 project need to be completed and at  
 what point in time

C. A Gantt chart is where project managers   
 itemise each task in one of three categories  
 ‘in queue’, ‘in progress’ and ‘recently completed’.

D. A Gantt chart is used to schedule, organize,  
 and coordinate tasks within a project in  
 strict order of what needs to actioned, in   
 chronological order

What is meant by saying that a product/service is 
‘price inelastic’?

A. If the price of a product or service goes up,  
 the demand goes down

B. If the price of a product or service goes down,  
 the demand goes down

C. If the price of a product or service goes up,  
 the demand remains constant

D. If the price of a product or service goes up,  
 the demand goes up

Critical path project management is based upon 
which of these concepts?

A. Some tasks are deemed more critical than   
 others and therefore extra care and attention  
 must be paid to them

B. There are some tasks that cannot be started  
 until the prior one has been completed, but  
 others can be undertaken simultaneously

C. There is only one path that can be followed  
 in completing the project and this must be  
 followed absolutely

D. That whilst there is one main path to achieve  
 the project there can be several short cuts at  
 extra cost

In normal circumstances can a budget be changed 
after it has been set?

A. No, the budget will feed into the year’s  
 profit plan

B. Yes, it is a flexible working tool

C. No, it is a legal document that may not be   
 changed

D. Yes, if all your managers up to Director agree

2825

29

26

30

27



17 October 2018 M-EPA-TLS3003 ©Highfield Assessment 2018

Highfield Assessment

Highfield Assessment
Highfield House 

Heavens Walk
Lakeside

Doncaster
South Yorkshire

DN4 5HZ
United Kingdom

Tel: +44 0845 2260350   Tel: +44 01302 363277  
Fax: +44 0845 2260360   Fax: +44 01302 739144  

info@highfieldassessment.com   www.highfieldassessment.com

3Level



TLS 2.11 

Mock Test Mark Scheme  
  
  
Mock Paper Code: M-EPA-TLS3003 
 
The answers for this mock test are below:  
  

Question  Correct 
Answer  

  

Question  Correct 
Answer  

1  D 16  C 
2  B 17  B 
3  D 18  A 
4  A 19  C 
5  C 20  C 
6  C 21  C 
7  C 22  B 
8  B 23  A 
9  B 24  B 

10  D 25  A 
11  A 26  B 
12  C 27  B 
13  A 28  A 
14  D 29  C 
15  A 30  A 
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