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Mentoring An Apprentice Handbook

The 30HQWRULQJ $Q $SSUHQWLFH" &F

Delegates will be individuals who have a genuine interest in becoming a mentor to an
apprentice in their organisation.

Retention of apprentices is a key focus for most employers so that they develop their
future workforces, reinforcing existing skills and building new skills. Delegates will
have a keen desire to support apprentices in the workplace and will learn about their
own knowledge, skills, and behaviours as well as practical coaching tools to support
young people.

This handbook is a support resource for the One Day Mentoring An Apprentice course
with its presentation contents and activities. This may also act as a guide for
individuals once they begin to practise their role as mentor in the workplace.
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It is intended that the course can be run face-to-face or virtually.

A.

Developing Yourself As A Mentor

What is a Mentor?

You may be in role where you are mentoring, coaching, and supervising an
apprentice. However, this course is focused on you being a mentor.

What is a Mentor?

What is a Coach/Trainer/Assessor?

What is an Apprentice Supervisor?

What is a Mentor to an Apprentice?

The mentor role to an apprentice has a myriad of aspects:

X

X

X

x

Being a crucial local point of contact for apprentices from their induction

Support the apprentice to learn about the company structure,
site/department/team, including rules, guidelines, points of contact,
communications

Guide and mentor apprentices through their training programme
Ensure apprentices progress and achieve

Support apprentices to plan and achieve their goals

Share knowledge and experience (including life experience)

Signpost apprentices to further support to achieve the correct course of
action/way forward
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Code of Conduct

Mentoring an Apprentice
Safeguarding Conduct

X Be aware of the Designated Safeguarding specialist at your organisation or
at the training organisation for the apprentice

X Avoid situations where you are totally alone with an apprentice

x Think about your language, what you say, jokes etc

x If you must be alone with an apprentice, find a room with a window or tell
someone else who you are with and where you are going

x Avoid physical contact with an apprentice (i.e., consoling/restraining)

x Do not give apprentices your personal telephone number or email address

x Do not communicate with apprentices on social network sites or invite them
WR EH pIULHQGVY

x If providing a lift or carrying out a home visit, take another responsible adult
with you or let someone know what you are doing and how to contact you

X Never accept or give gifts to individual apprentices unless this is witnessed
or for a group

X Think about contact with apprentices outside of work as well as in

x If a disclosure is made, ensure you advise the apprentice that you must tell

an authorised person *do not investigate yourself

'R Q firomise confidentiality

x
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Explain the difference between H & S and Safeguarding

Data Protection Laws
Governments and organisations are required to demonstrate legal compliance on
how they store records.

Be aware of the GDPR policy and arrangements in your organisation and be clear
how you will record your sessions with your apprentice, where you will store these,
and ensure you comply with legal requirements.
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C.Understanding Apprenticeships

%DFNJURXQ® RR®SH ,QIRUPDWLRQ

(PSOR\HUV DUH HQFRXUDJHG WR GHYHORS $SSUHQWLFHVKL
VHFWRU DQG VNLOOV QHHGV $SSUHGWRQAMKXLGY BRG DRI
JR XS WR +LJKHU $SSUHQW LK KQSW LR \OH YIRO $SSUHQW
7HFKQLFDO (GMHFDKMR®®Y DOO WKH $SSUHQWLFHVKLS 6WDQC
PDSV/KRIILFH RI 4XDOLILFDWLRQV DQG ([DIAXQEMHURHH ¥H J X
WKH FULWHULD IRU DFFUHGLWDWDLDRQ$RD $GEQHQWILIBAVKDS.
$2 GHYHORS WKH VWDQGDUGVY DQG WKHQ DSSO\ DSSUI
RUJDQLVDWLRQV HWFRQ GVRRUR Y WKWHIWWY P HQW 332 VYIB@LVDWLF
ILQBPDPLQDWLRQ WKDW WKH DSSUHQWLFH KDV PHW WKH V

2IVWH@IILFH IRU B6WDQGDUGV LQ (GXFDWLRQ LQVSHFW
DSSUHQWLFHVKLS VWD QG DIX®\G N GLRYOJRY E XPPWDRQ 6NLO
)XQGLQJ $JHQF\ JLYHV IXQGLQJ DQG FRQWUDFWV WR FROO
VWULFW VHW BURKIBVWHDE ® R IROORZ /JHIDO DQG UHJXOD\
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VNLOOV LQ DQRWKHU SDUW RI WKH
KDYLQJ PHYEWWRWIRRDY WKHVH FRXOG
WKMHRE OHDUQLQJ LI WKHUH DUH QH
UHODWHG WR WKH DSSUHQ@HE H\RKOLLS
KHDOWK DQG VDIHW\ ERRIW GR VY BID\N

WKHY/®G RWKHU UHODWHG VKRUW FR:
Obviously,
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<RX NQRZ ZKDW SURJUHVV LV EHLQJ PDGH

<RX FDQ VXSSRUW DQG PRWLYDWH

<RX FDQ FKHFN ZLWK WKHP WKDW WKH WUDLQL
<RX FDQ ORRN EDFN DW SUHYLRXV WDUJHWYV D¢
P HNV

+H H +H +H
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Employer Comments/Concerns/Potential change of circumstances which may impact on learning pl

Target-setting for all parties to ensure apprentice is progressing as planned:

Is the learner progressing as
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The GROW model, proposed by Sir John Whitmore, is used in a workplace context to
give structure to their sessions. As you can see, it is based on a person-centred
approach, which means that the focus is on the apprentice having responsibility for
their own learning, with the mentor/coach as facilitator. The GROW model is designed
to help question the learner about where they are now, where they want to get to, and
how they are going to get there. Used well, it can help apprentices to be clearer about
the
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Goalls

Reality

Options
will

Follow up Review results? Were the goals achieved?
Session Date:

Keep a record of each session, send to your apprentice, and set a follow up date.

Example STTARR template:

STTARR Session
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Jargon Buster

Jargon

What does it mean?

IFATE

Institute for Apprenticeships and Technical Education

Self-Directed Learning

Topic

What Resources?

Learning Mentor

Pearson. 12-month programme.

Apprenticeship (Level 3) TQ UK Learning Mentor Standard

22
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IFATE
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