Overview of delivery of the Apprentice Transition Plan (ATP) service
The 5 Stages of the ATP do not necessarily need to be carried out sequentially. It is not intended to be a linear process. As a result, not all
stages are relevant to all apprentices and consideration to more than one stage may occur at the same time.

Recording Achievements
and Gaps
WHAT IS INVOLVED
• With the apprentice, review the
portfolio and documented
evidence related to the Modern
Apprenticeship.
OUTPUT
• The assessor includes all the
achievements in the apprentice’s
ATP document and Record of
Achievement (RoA). Gaps are
identified for consideration at
Stage 2 of the ATP

1

Transition Assessment
WHAT IS INVOLVED
• Compliance with the relevant
awarding body assessment
strategy
• Discussion between apprentice
and assessor to agree and
undertake tasks to be
completed, method of
assessment and timescales.
OUTPUT
• Revised Assessment Plan
• Offer Stage 4 of the ATP
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Revised
Assessment Plan
Implemented
WHAT IS INVOLVED
• Deliver learning and assessment
activities agreed with the
apprentice in the Revised
Assessment Plan
OUTPUT
• Timebound Assessment Plan
completed
• Certification of completed units
and/or award
• Record certificated units in RoA
(if applicable)
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Next Steps
Discussion and
Plan

Recognition of Skills
that cannot be
Certificated
WHAT IS INVOLVED
• Technical skills: The assessor
reviews evidence with the
apprentice to identify technical
skills gained but not assessed.
• Transferable skills: The
apprentice completes the
‘Describing Your Skills’ task.
• Internal review/quality assurance
OUTPUT
• The ‘Technical Skills Statement’
and transferable skills
benchmarked- recorded in RoA

WHAT IS INVOLVED
Discussion between apprentice
and their assessor.
OUTPUT
• Sign the final ‘Record of
Achievement’
• Complete ATP document with
signposting to appropriate
employer, learning, or advice
options
• Formal certification (if
applicable)

4

Stage 5 should be a continuous process from the start to the end of delivery of the ATP

Stage 5: While the ‘Next Steps’ discussion is the final stage, consideration of the apprentice’s career journey and discussions with the apprentice should be a
continuous process from the start of delivery.
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