
 My Level 3 Team Leader/Supervisor 
Learner Journey 
ST0384 

 

Grading… 
Please follow grading terminology: 
Pass 
Demonstrate the 
expected 
knowledge, skills 
and behaviours 
against the 
Apprenticeship 
Standard. 

Distinction 
Demonstrate 
excellent 
knowledge, skills 
and behaviours 
against the 
Apprenticeship 
Standard. 

 

 
Month Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 Month 7 Month 8 Month 9 Month 10 

Learner 
Voice 

How will I be heard? Right Choice Survey  Formal Review   Formal Review   
On programme 
Survey, Formal 

Review 
  

Learning 

What am I going to learn? 
You will complete 
your induction and 
look at what makes a 
good CV. 

How to manage 
yourself and identify 
personal 
development needs. 

Awareness of your 
own learning style 
and emotional 
intelligence. 

Communicating 
effectively with others. 

Different leadership 
styles and coaching 
to improve 
performance. 

People and team 
management, HR 
systems and legal 
requirements.  

Supervising staff, 
including how to 
conduct appraisals. 

Managing team 
conflict, challenging 
conversations. 

Data management, 
analysis and 
reporting systems. 

Project management 
cycle and managing 
risk. 

What off-the-job learning 
activities should I be 
completing to complement 
learning with my coach? 

You will complete a 
360° feedback activity 
and will also develop 
a PDP and update 
your CV. 

Learn about 
different ways to 
study and research. 
Academic writing 
and referencing. 

Time management 
training. Reflection 
on learning style. 
Types of feedback 
and their benefits. 

Plan and lead a team 
meeting and staff 
training. Gain 
feedback from 
attendees. 

Find and attend a 
coaching course. 
Study leadership 
styles and reflect on 
your own style. 

Spend time with your 
HR team, learning 
about systems and 
employment law. 

Strategies for 
performance 
management 
including under 
performance.  

Research best 
practice for 
managing conflict 

Spend time with data 
management team 
and research 
GDPR.  

Research business 
risk. Create an 
improvement plan for 
own role.  

A
ssessm

ent 

What assessment will I 
undertake, and what 
evidence will I need to 
produce? 

ICT initial skills check, 
study skills e-learning 
module and reflective 
account. 

Review of your PDP 
and assignment for 
Managing Self. 

Discussion about 
work products. 
Assignment for 
Awareness of Self. 

Observation by 
Vocational Coach. 
Communication 
assignment. 

 Discussion about 
equality and 
inclusion. Leading 
People assignment. 

Discussion about 
managing resources 
and Managing a 
Team assignment. 

Building 
Relationships 
assignment.  

Observation and 
Managing People 
assignment. 

Discussion about 
data and Operations 
Management 
assignment. 

Discussion about 
stakeholders. Project 
Management 
assignment.  

How will I prepare for my 
end-point assessment? Introduction to EPA. 

Add preparation for 
EPA into PDP. 
Practice presentation. 

Mock professional 
discussion. 

Practice question, 
answer and reflection. 

Mock professional 
discussion. 

Review progress 
with showcase. 

Mock professional 
discussion. Mock Q&A.  Review progress 

with showcase. 
Practice 
presentation. 

C
om

m
itm

ent 

How many hours will I be 
expected to work on my 
apprenticeship? 

 10  12  15  18  20  20  10  10  12  18 

Functional Skills 

How will I improve my 
maths skills? 

You will complete a 
diagnostic 
assessment, access 
the learning hub for 
independent study 
resources & be 
invited to learning 
sessions for English 
and maths as 
required. 

Attend any support 
sessions identified 
this month and 
utilise The Learning 
Hub resources for 
topics. 

Continue to use the 
Learning Hub 
resources and attend 
the exam preparation 
session. 

This month you 
should sit and pass 
your Maths Functional 
Skill test. 

You may have 
passed your test but 
continue to develop 
your skills further in 
the workplace. 

Take time to 
consider areas you 
could still develop 
and practice these 
where you can. 

Considering maths in 
the wider world, have 
you considered a 
pension and worked 
out yours? 

Keep your maths 
skills alive. Have you 
got any plans coming 
up where you need 
to consider the cost? 

Is there an area that 
you still want to 
develop? Why not 
take some time to 
practice your skills? 

Have you considered 
budgeting and the 
cost of living? Why 
not take time to 
evaluate yours and 
use some maths? 

How will I improve my 
English skills? 

You will attend a 
speaking, listening 
and communication 
preparation session 
before your planned 
Observation. 

Attend an exam prep 
session and 
complete mock tests. 
Your test can then 
be sat for Reading & 
Writing. 

You may have passed 
your test but continue 
to develop your skills 
further in the 
workplace. 

You will submit work 
for your 
qualification, so try 
to proofread your 
work and identify 
errors. 

Consider how you 
read depending on 
what you read. Do 
you skim or scan 
read? 

You completed your 
Speaking, listening 
and communication 
assessment. 

Reflect on any recent 
work submissions. 
What English skills 
do you still need to 
focus on? 

Reflect on any 
reading you have 
completed this 
month. What type of 
text was it? 

Could you create a 
glossary for your 
role? What words or 
acronyms would it be 
helpful to include? 

How will I improve my 
digital skills? 

ICT Initial Skills 
Check completed to 
identify areas for 
development. 

You will be using 
different learning 
platforms and 
developing skills in 
using ICT systems. 

Look on the learning 
hub for additional 
support on digital 
skills. 

Emails - consider 
features you don’t use 
often and learn more 
about them. 

Check out this free 
resource from 
Barclays Life Skills 
on staying safe 
online.  

Do you know what a 
digital footprint is? 
Research to find out 
more. 

Take a look at 
Creating a 
professional online 
presence via our 
website. 

Is your social media 
profile employment-
ready? Click the link 
to find out more. 

Consider how you 
use passwords and if 
yours are strong. 
There are online 
tools to help you. 

Do you manage any 
information storage 
systems? Could you 
make 
improvements? Stretch and 

C
hallenge 

What additional activities 
could I undertake to excel? 

Look at your job 
description and 
identify skills you 
need to develop. Add 
these to your PDP 
plan. 

Review your current 
responsibilities and 
look at the skills you 
can develop to help 
expand your role. 

Research different 
team management 
theories to learn 
about different 
approaches that can 
be taken. 

Review different 
communication tools. 
Research how to give 
feedback in a 
constructive way. 

Identify your 
stakeholders. 
Develop a plan to 
improve stakeholder 
relationships. 

Review your 
workplace policies 
and procedures on 
people management. 

Research methods 
to support own 
development and 
others, including 
opportunities 
available. 

Work alongside your 
manager to review 
how conflict is 
managed, 

Research different 
data management 
tools and identify 
improvements in 
your organisation. 

Research project 
management tools 
and the benefits and 
limitations of each. 

Enrichm
ent 

What enrichment activities 
can I undertake? 

Create your own 
study planner to 
make sure you have 
a good work/life/study 
balance. 

Become a member 
of the Association of 
Apprentices and join 
their online 
community. 

Look after your 
mental health. Visit 
the Aspire Wellbeing 
Hub or complete 
your own research. 

Learn more about 
environmental issues 
by completing the 
module on Smart 
Assessor. 

Find a hobby that 
you enjoy doing 
outside of work and 
join a group to meet 
likeminded people. 

Enjoy nature and 
learn how to grow a 
plant or fruit and 
vegetables. 

Go for a walk in the 
countryside or take 
part in an exercise 
class to keep fit and 
healthy.  

Engage with a local 
community group or 
online forum about a 
subject you are 
interested in. 

Complete the online 
learning through 
Barclays – Life Skills: 
feeling confident in 
employment. 

Take some time 
away from your 
studies and read a 
book you have 
always wanted to. 

Em
ployer 

Support 

What can my employer do 
to support my off-the-job 
training? 

Help you plan your 
study and work time, 
learning both on and 
off the job. 

Project management 
support including 
time management 
and organisation 
skills. 

Provide policies and 
procedures about 
training and 
development and 
time to review. 

Shadow chairing 
meetings and staff 
handovers. Prepare 
agendas and minutes 
of meetings. 

Shadow, complete 
and reflect on 
supervisions and 
appraisals. 

Provide policies and 
procedures about 
HR, health and 
safety and digital 
skills. 

Provide policy on 
absence 
management and 
discuss how it is 
used. 

Discuss 
organisation’s 
disciplinary and 
grievance 
procedures. 

Shadow, execute 
and reflect on data 
management 
processes. 

Complete one to one 
session, reflecting on 
project management 
and presentation 
skills. 
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Grading… 
Please follow grading terminology: 
Pass 
Demonstrate the 
expected 
knowledge, skills 
and behaviours 
against the 
Apprenticeship 
Standard. 

Distinction 
Demonstrate 
excellent 
knowledge, skills 
and behaviours 
against the 
Apprenticeship 
Standard. 

 

 
 

Month Month 11 Month 12 Month 13 Month 14     

Learner 
Voice 

How will I be heard?  Formal Review  

 
  

  

 

 

Learning 

What am I going to 
learn? 

Financial 
management in 
business including 
budgeting, 
forecasting and 
efficiencies. 

Effective decision 
making, how to 
implement change. 

Organisational 
strategy and 
effective resource 
management. 

Preparation for 
End Point 
Assessment 
(EPA). 

  

 

 

What off-the-job 
learning activities 
should I be completing 
to complement 
learning with my 
coach? 

Planning, 
implementing and 
evaluating 
improvement 
project. 

Research change 
management 
theories. Planning, 
implementing and 
evaluating project. 

Research 
organisational 
strategy. Finalising 
project. 

EPA preparation. 

  

 

 

A
ssessm

ent 

What assessment will I 
undertake, and what 
evidence will I need to 
produce? 

Finance 
assignment and 
discussion about 
project.  

Decision Making 
assignment. 

Observation and 
Operational 
Management 
assignment. 

Discussion about 
data management. 
Data Management 
assignment. 

  

 

 

How will I prepare for 
my end point 
assessment? 

Mock professional 
discussion. 

Review of 
showcase. Mock Q&A. Preparation wrap 

up. 

  

 

 

C
om

m
itm

ent 

How many hours will I 
be expected to work on 
my apprenticeship? 

 20 42 30 27 

  

 

 

Functional Skills 

How will I improve my 
maths skills? 

  

How will I improve my 
English skills? 

  

How will I improve my 
digital skills?   

 

Stretch and 
C

hallenge 

What additional 
activities could I 
undertake to excel? 

Develop your 
financial 
awareness of how 
money is managed 
in your 
organisation. 

Shadow a more 
senior member of 
staff to see what 
skills you need to 
develop to 
progress into this 
role. 

Review your 
apprenticeship 
journey to date and 
reflect on how you 
have developed 
your skills and 
practice. 

Read the 
Apprenticeship 
standards and 
assessment 
plan to prepare for 
Gateway. 

  

 

 

Enrichm
ent 

What enrichment 
activities can I 
undertake? 

Plan a team 
building event with 
your manager and 
team members.  

Review the BBC 
Bite Size Careers 
pages and look at 
all options 
available to you. 

Use the skills you 
have developed to 
support a new 
employee in your 
Workplace. 

Review 
progression 
opportunities in 
your workplace. 
 

  

 

 

Em
ployer 

Support 

What can my employer 
do to help? 

Shadow how 
financial tasks are 
managed e.g. 
budgeting, 
resources etc. 

Support on how 
key decisions are 
made and how to 
identify and 
manage change. 

Discuss current 
organisational 
strategy and how 
this is shared with 
teams. 

Support you to 
complete a mock 
presentation to 
team and provide 
feedback. 

  

 

 

 


