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LEVEL 3 TEAM LEADER/SUPERVISOR 
An Introduction to the Programme:
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. Working in the private, public 
or third sector and in all sizes of organisation, specific responsibilities will vary, but the knowledge, 
skills and behaviours needed 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. 

Completion of this apprenticeship is expected to improve current role performance with 
progression opportunities within the organisation and/or onto the next apprenticeship level. 

Progression

• Professional development log

The end-point assessment is a culmination of a learning and development journey resulting in 
external confirmation of an apprentice meeting the industry defined standard. The assessments 
are conducted by an independent end assessor approved and appointed by an assessment 
organisation, which is quality assured to ensure consistent, reliable and valid judgements. There 
are four assessment methods: 
 • Test (using scenarios)
• Competency based interview 

Assessment 

• Portfolio of evidence 

On completion, apprentices may choose to register as Associate members with the Chartered 
Management Institute and/or the Institute of Leadership and Management, to support their 
professional career development and progression. 

Benefits 

The course will develop and ultimately demonstrate the apprentices’ 
ability to use English and maths skills. These skills are seen as 
essential by employers and by holding this qualification, you are 
showing you have the ability to apply them in work situations. 
If an apprentice has not already achieved level 2 English and 
maths they are expected to study for and take the tests for 
level 2 English and maths. 

Functional Skills 
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• Drive to achieve 
• Open, approachable, authentic and able to build trust with others 
• Flexible to meet the needs of the organisation 
• Sets an example and is fair, consistent and impartial

Behaviours

• Understand different leadership styles 
• Understand people and team management 

models 
• Understand approaches to customer and 

stakeholder relationship management 
• Understand different forms of 

communication 
• Understand how organisational strategy is 

developed 

• Understand project lifecycle and roles 
• Understand organisational governance and 

compliance and how to deliver value for 
money 

• Know how to be self-aware
• Understand management techniques and 

tools 
• Understand problem solving 

Knowledge

Skills
• Able to communicate strategy and team purpose 
• Able to build high performing teams 
• Good communication 
• Able to organise and manage resources and risk 
• Apply organisational governance and compliance requirements 
• Self-awareness 
• Use effective problem-solving techniques 

Length of Programme
Minimum 12 months. 

In order to pass all apprentices will demonstrate a representative sample of the following: 

KNOWLEDGE, SKILLS & BEHAVIOURS
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LEVEL 2 TRADE SUPPLIER BUILDING BLOCKS 
An Introduction to the Programme:
Trade Suppliers play a vital role in ensuring an efficient flow of goods and services between 
manufacturers and their skilled trade customer base. They operate in a variety of sectors including 
electrical, plumbing, joinery and general building supplies. Trade Suppliers will typically operate a 
small warehouse and trade counter, which is visited regularly by professional trade customers who 
have technical knowledge about what they are buying.

Key responsibilities may include: 
• Understanding incoming deliveries, stock control and despatch processes
• Having a technical knowledge of the products and services offered 
• Dealing with customer sales at the trade counter and over the telephone 
• Processing customer orders and taking delivery of goods and the basic administration related to 

these functions 
• Providing a high-quality service to customers that encourages repeat business 

Structure:
The Trade Supplier Level 2 apprenticeship is delivered over 12 months and apprentices will be 
expected to complete self-study tasks facilitated in a monthly magazine. Development Coaches will 
deliver 121 and group sessions on a monthly basis with ongoing guided support from the employer 
throughout the programme. 

Length of Programme
Minimum 12 months. 

Themes covered during the 12-month programme include: 

• Understanding your organisation 
• The trade counter 
• Specialist customer needs 
• The building trade supply chain 
• Legislation 

• Effective communication 
• Personal development

Maths and English Requirement 
The course will develop and ultimately demonstrate the apprentices’ 
ability to use English and maths skills. These skills are seen as 
essential by employers and by holding this qualification, you are 
showing you have the ability to apply them in work situations. 
If an apprentice has not already achieved level 2 English and 
maths they are expected to study for and take the tests for 
level 2 English and maths.
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The End Point Assessment is a culmination of the learning and development journey resulting 
in external confirmation of an apprentice meeting the industry defined standard. The End Point 
Assessment is conducted by an Independent Assessor who is approved and appointed by an End 
Point Assessment Organisation, which is quality assured to ensure consistent, reliable and valid 
judgements. 

There are three assessment methods for the Trade Supplier Level 2 End Point Assessment:

• 60 minute knowledge test 
• Consists of multiple choice questions and structured short answer questions 
• Graded Fail, Pass, Merit or Distinction 

Assessment 1: Knowledge test 

• Independent End Point Assessor observing the apprentice carrying out their job role 
• 180 minute observation 
• Result carried forward and combined with grade from

Assessment 2: Practical observation 

• Portfolio of evidence of apprentice’s work is submitted to the End Point Assessment 
Organisation at gateway 

• 60 minute discussion between the Independent End Point Assessor and apprentice 
• The apprentice will be able to refer to the portfolio during the professional discussion 
• Result combined with outcome of Assessment 2: Practical Observation and graded Fail, Pass, 

Merit or Distinction 

Assessment 3: Professional Discussion underpinned by portfolio of evidence 

Progression
This apprenticeship provides an ideal route into specialised, supervisory and management roles 
within a trade business.

ASSESMENT METHODS
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LEVEL 2 LGV DRIVING APPRENTICESHIP 
An Introduction to the Programme:
The LGV Apprenticeship programme is designed to help drivers get their lorry licence and gain skills 
to become valued members of an employer’s workforce and assist employers who wish to upgrade 
existing employees’ skills and or who want to recruit new staff to fill their vacancies.

Qualifications
The aim of the apprentice programme is for drivers to gain their Large Goods Vehicle Driving 
Licence and if not already obtained, their English and Maths Level 2 qualifications. 

For ‘B’ or ‘C1’ licence holders the category of LGV will be ‘C’.  For existing ‘C’ holders it will be ‘C+E’. 

Length of Programme
Minimum 12 months. 

LGV Driver Apprenticeship Standard:
• Application of LGV provisional licence (including medical, if required).
• Functional Skills Maths & English support, if required.
• Theory Test training, preparing for the DVSA Multiple Choice & Hazard Perception (Module 1) 

and Driver CPC Case Study (Module 2).
• Practical in-cab Driver Training 10 days Course – Cat C & C+E leading into DVSA driving test 

(Module 3).
• Driver Training for Driver CPC (either preparation for Module 4 Test or for 35 hours Periodic 

Training as applicable)
• On-site training: 20% Off-The-Job (in work hours) training
• Company specific pre-driver training and post- driver training support, mentoring and 

monitoring.
• End Point Assessment (Independent Assessor) towards the conclusion of the programme.

Pre-Programme:
• Interview (and employer’s usual recruitment process)
• Introduction to the Apprenticeship Programme
• Initial Assessment of English & Maths
• Driving Assessment
• Completion of Drivers Apprenticeship Agreement
• Medical and Provisional Licence Application (if applicable)
• Assignment of Mentor (by employer)
• Confirmation of Job Offer and Contract of Employment
• towards the conclusion of the programme.
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• Introduction to Mentor, Housekeeping, Code of Conduct, Tour of Facilities, Job Shadowing, Job 
Role & Objectives.

• Introduction to Training Advisor/Assessor.
• Commencement of DVSA theory training.
• Complete the DVSA theory training and sitting test at DVSA theory centre.
• Functional Skills delivery.
• Commencement of work specific training/Observation by Mentor & Training Advisor.
• Progress Review

Month 1-3:

Entry Requirements
Apprentices must hold a valid UK driving licence (at least Category B, i.e. car licence) and be at 
least 18 years old.  There is no upper age limit or restriction.

Our functional skills support assist apprentices without existing English and Maths qualifications 
achieve Level 2 qualifications prior to their end point assessment.

PROGRAMME TIMELINE

• Continuation of work specific training/Observation by Mentor & Training Advisor.
• 5 day Cat C driver training course and test.
• Driver CPC (either preparation for Module 4 Test or for 35hrs Periodic Training, as applicable).
• Further Functional Skills delivery and progression to obtain qualifications (where applicable).
• Progress Review.

Month 4-9:

• Final Progress Review / Knowledge Test.
• End Point Assessment.
• Successful Completion.

Month 10-12:
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LEVEL 2 WOOD MACHINIST 
An Introduction to the Programme:
A Wood Machinist produces components for industry using a wide range of wood working 
machinery. This includes setting up, operating and maintaining wood working machines such as 
saws, planers, moulders, routers and CNC/NC machines. Wood Machinists will take raw materials 
and produce components to a given specification to be used in the manufacture of products. They 
will often be working individually so being able to motivate themselves and work on their own 
initiative is essential. Having a keen eye for detail, apprentices will work in environments from 
small workshops to large scale factories. Following this route will allow an apprentice to develop a 
wide range of skills across different types of wood working machines.

You will know how to and be able to:
Measure and Mark Out: Measure and mark out materials to specification within the acceptable 
tolerances following standard operating procedures. 

Tooling: Select, prepare and maintain wood machining tooling. 

Cutting: Prepare, set up and operate cutting wood machinery.

Planing: Prepare, set up and operate planes. This includes surface planer and thicknesser (can be a 
combined machine) and four sided planer and moulder (for planed all round).

Calibrating: Calibrate measuring equipment, keep tools and equipment clear of debris and dirt and 
ensure tools are kept sharp.

Jigs and Templates: Use and maintain jigs and templates for furniture production. Jigs are used 
to ensure repeatability and accuracy in the production of furniture. These can be hand held or 
mounted on workbenches. 

Profiling: Prepare, set up and operate profiling wood machinery. This includes vertical spindle 
moulder (straight work), four sided planer and moulder, high-speed router, double-end tenoner, 
wood turning lathe, copying lathe, linear shaper, rotary shaper machines

Boring: Prepare, set up and operate boring wood machinery. This 
includes single-head machine and multi-head machine. 

Sanding: Sanding Sand materials for preparation prior to 
assembly, post-assembly and de-nibbing. Understand grit 
sizes and the process of sanding. This includes the use 
of wide belt sander, overhead narrow belt sander, disc 
sander, bobbin sander, linisher and profile sander. 

Continued on next page...

Machining:
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Length of Programme
Minimum 12 months

Operate Machinery and Equipment: Operate woodworking machinery and equipment to meet 
company requirements. Prepare tools and equipment including tooling technology and calibration 
of measuring equipment. 

Joints: Prepare, set up and operate wood machinery to produce jointed wood and wood-based 
products. This includes chisel morticer, chain morticer, slot morticer, dovetailer, vertical spindle 
moulder, stair router, single-end tenoner, double-end tenoner, round-end tenoner, dowler and 
router. 

Finishing: 

Assembly: Assemble components of furniture following standard operating procedures. 
Understand the sequence of assembly and why this is important

Our functional skills support assist apprentices without existing English and Maths qualifications 
achieve Level 2 qualifications prior to their end point assessment.

The final assessment is conducted by an Independent Assessor who is approved and appointed by 
an certified training organisation, which is quality assured to ensure consistent, reliable and valid 
judgements. 

Assessment
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