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Presentation and Q&A on the Work-Based Project Guidance 
 

The end-point assessment plan states that the apprentice should undertake a work-based project 
during the last 6 months of their apprenticeship which will form the basis of their presentation and 
a subsequent Q&A session.  

Training providers should work with the employer and apprentice to agree the project title and the 
specification of what must be delivered on completion of the project at an early stage. The project 
should normally be based on an agreed business problem which forms part of the apprentice’s 
usual role and which enables them to demonstrate their understanding of commercial pressures 
and the application of their thinking and problem-solving skills.  

The project should be conducted as part of the apprentice’s normal work and will typically be 
undertaken at the employer’s premises. The employer should make allowance, in terms of time 
and resource (for example, tools and systems) for the project to be planned, undertaken and 
written up. Any elements which need to be undertaken outside of normal work should be agreed 
between the employer, apprentice and training provider so that apprentices are not disadvantaged 
in any way from performing their job and undertaking the project.  

The work-based project must be submitted to Highfield at gateway to allow the end-point assessor 
to prepare for the presentation and following Q&A. This may be as a report or a small portfolio of 
evidence and should provide the end-point assessor with the context of the business problem 
forming the basis of the project. The work-based project is not in itself assessed.  

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 presentation and Q&A 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 assessment plan indicates that this assessment component will be assessed by a panel 
consisting of the end-point assessor, the training provider and employer. In the interests of 
standardisation, employers and training providers will be allowed to be present during the 
assessment however 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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Presentation Brief  

The 15-minute presentation should focus on the objectives and outputs of the project. The brief 
for the presentation is to cover the following:  

- what the apprentice set out to achieve 
- what they have produced in the project 
- how they approached the work and dealt with any issues 
- how they have demonstrated the required behaviours  
- any assumptions they have made and the consequences of these assumptions 

 
Q&A 

The 15-minute Q&A that follows will allow the assessor to explore the apprentice’s experiences, 
findings and recommendations from their work-based project so that the apprentice has every 
opportunity to cover all required standards. The questions may require the apprentice to draw on 
their experiences throughout their apprenticeship but will focus on the findings/recommendations 
made within their Work Based Project.  
 
Before the assessment:  

Employers/training providers should:  

• work with the apprentice to agree the project title, specification of what must be achieved 
and terms of reference at the start of the project (usually within the last 6 months of the 
on-programme delivery) 

• ensure the apprentice is given opportunity to complete the project during their normal 
working day 

• ensure the apprentice collates a summary of the project to submit at Gateway to provide 
the end-point assessor with context of the business project  

• ensure the apprentice knows the date, time and location of the presentation and Q&A 
• ensure the apprentice knows which Operations/Departmental Manager 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 relevant work from within 
their portfolio of evidence 

• 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 presentation and Q&A session 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.  

Apprentices will be assessed against the criteria included in the tables on the following pages.  
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Presentation and Q&A on Work-Based Project 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 presentation and 
Q&A in preparation for the real thing. 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 presentation and Q&A should take place in a suitable location.  
• a 30-minute time slot should be available (15 minutes for presentation and 15 minutes for 

Q&A), if it is intended to be a complete mock assessment covering all relevant standards.  
However, this time may be split up to allow for progressive learning.  

• consider a video or audio recording of the mock presentation and Q&A 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. 

• within the Q&A session, 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 Finance 
 How have you considered the financial implications of your proposed 

solution? 
 Did you need to adjust your approach at any stage because of financial 

implications? What happened?  
o Agile 

 How do you think your solution is creative and innovative? 
 In what ways does your solution show you to be enterprising?  
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Presentation and Q&A on Work-Based Project Criteria 
 

Throughout the 15-minute presentation and 15-minute Q&A, the assessor will review the 
apprentice’s competence in the criteria outlined below and allocate a mark out of 20.  

Apprentices should prepare for the presentation and Q&A by considering how the criteria have 
been met during their work-based project.  
 

The apprentice will Indicative assessment criteria Marks 

Project Management 
Plan, organise and manage 
resources to deliver required 
outcomes. Monitor progress and 
identify risk and their mitigation. 
Able to use relevant project 
management tools. 

S2.1 Plan, organise and manage resources 
to deliver required outcomes 

S2.2 Monitor the progress of a project 
S2.3      Identify risk and put in place steps to 

mitigate them 
S2.4 Demonstrate use of relevant project 

management tools 

4 

 

The apprentice will Indicative assessment criteria Marks 

Finance  
Able to monitor budgets and 
provide reports and consider 
financial implications of decisions 
and adjust 
approach/recommendations 
accordingly. 

S3.1 Monitor and manage departmental 
budgets 

S3.2 Produce accurate financial reports 
S3.3 Consider financial implications of 

decisions  
S3.4 Adjust approach and 

recommendations, where 
appropriate, according to financial 
implications identified   

4 

 

The apprentice will Indicative assessment criteria Marks 

Management of Self 
Understand time management 
techniques and tools, and how to 
prioritise activities and the use of 
different approaches to planning, 
including managing multiple tasks 

K9.1 Compare time management 
techniques and tools  

K9.2     Explain how to prioritise activities  
K9.3     Compare the use of different 

approaches to planning, including 
managing multiple tasks 

3 
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The apprentice will Indicative assessment criteria Marks 

Management of Self 
Use of time management and 
prioritisation techniques. 

S9.1 Use time management techniques 
S9.2      Use effective prioritisation 

techniques 

2 

 

The apprentice will Indicative assessment criteria Marks 

Decision Making 
Understand problem solving and 
decision-making techniques, 
including data analysis. 
Understand organisational values 
and ethics and their impact on 
decision making. 

K10.1 Analyse problem solving and 
decision-making techniques, 
including data analysis 

K10.2 Define organisational values and 
ethics 

K10.3   Analyse the impact organisational 
values and ethics has on decision 
making 

3 

 

The apprentice will Indicative assessment criteria Marks 

Decision Making 
Able to undertake critical analysis 
and evaluation to support decision 
making. Use of effective problem-
solving techniques 

S10.1 Undertake critical analysis and 
evaluation to support decision making  

S10.2   Use effective problem-solving 
techniques 

2 

 

The apprentice will Indicative assessment criteria Marks 

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

B13.1 Is creative, innovative and 
enterprising when seeking solutions 
to business needs  

B13.2   Demonstrate openness to new ways 
of working 

2 
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