
 

My Dental Practice Manager 

Learner Journey 
L4 Dental Practice Manager ST0109  
 

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 
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How will I be heard? 

 
Discussion and feedback 
with Vocational Coach.  

Formal Review Discussion and feedback with Vocational Coach 
during 1 to 1 session. 

On programme 
survey. Formal 
Review. 

Discussion and feedback with Vocational 
Coach during 1 to 1 session. 

On programme Survey. 
Formal Review. 
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What am I going to learn? 

Learn about your 
apprenticeship, what you 
need to do and how you 
will be supported. 

Learn about health and 
safety aspects, including 
legislation and risk 
analysis. 

Learn about effective 
recruitment and selection 
in a dental practice.  

Learn about best practice 
and legal requirements 
for the induction of team 
members.  

Learn about developing 
people in the 
workplace. 

Learn about quality 
assurance practices 
in a dental practice. 

Learn about 
workplace 
Information, recording 
systems to meet legal 
and ethical 
requirements. 

Learn about 
organisational culture 
and how you 
implement this within 
your team. 

Learn about dental 
service delivery and 
industry requirements. 

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

Study skills, leadership 
styles quiz and induction 
workbook. 

Work on assignment. Work on assignment and 
gather work product 
evidence. 

Work on assignment. Learning styles activity. Case study: 
complaints and 
guidance. Gather 
work product 
evidence. 

 Preparation for 
professional 
discussion on dental 
practice software. 

Gather work product 
evidence of staff 
training plan. 

Develop a glossary of 
dental terminology 
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What assessment will I 
undertake, and what 
evidence will I need to 
produce? 

PDP and SWOT analysis Assignment: 
Understanding health and 
safety.  
Risk assessment and 
learning logs. 

Assignment: Recruitment 
and selection. Learning 
logs. 

Assignment: Inducting 
staff into dental practice. 
Reflective account on 
recruitment and 
selection. Learning log. 

 Assignment: 
Developing people and 
self. Reflective account 
on staff development. 

Assignment: KSTD 2 
and 6. Learning logs. 

Assignment: 
Workplace 
information and 
systems. Reflective 
account on business 
continuity planning. 
Learning logs. 

Assignment: 
Developing 
organisational culture. 
Learning logs. 

Assignment: Diseases 
in dental. Learning 
logs. 

How will I prepare for my 
end point assessment? 

Risk Assessment Task in 
Introductory workbook 
practical competency for 
discussion in Interview at 
EPA 

Professional Discussion 
Mock on Health and Safety 
Management  

Reflection on recruitment 
and selection to complete 
mock questions and 
answers  

Collect performance 
evidence on recruitment 
and selection and reflect 
on this in preparation for 
the portfolio of evidence 
to be submitted. 

Professional Discussion 
Mock of professional 
relationships and 
developing personal 
skills in the working 
practice 

Mock professional 
discussion on quality 
assurance systems in 
dental practices. 

Mock Question and 
Answers on recording 
systems and Data 
Protection In the 
workplace 

Mock Professional 
discussion and 
presentation on the 
organisation culture 
and context. 

Mock Question and 
Answers on dental 
terminology and 
diseases 
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How many hours will I be 
expected to work on my 
apprenticeship? 

 32 hours  32 hours  32 hours  32 hours  32 hours  32 hours  32 hours  32 hours  32 hours 
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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? 

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? 

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. 
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What additional activities 
could I undertake to excel? 

Complete a 360 review of 
your leadership style and 
development. 

Plan your developmental 
opportunities and review 
how you can develop your 
skills. 

Master Class: Understanding different working 
environments and peer review. Analysis techniques 
and reflection. 

Take a look at your 
organisation's past 
CQC inspection reports 
to understand these 
better.  

Master Class: Understanding CQC and the 
impact on your role and practice. 

Master Class: EPA – 
Professional 
discussion and 
presentation to a 
team 

Master Class: 

Understanding 

marketing and 

presenting a case to 

SMT 
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What enrichment activities 
can I undertake? 

Make your own 
work/life/study planner to 
ensure you get time for 
everything do and enjoy.  

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

Look after your mental 
health - review 
information on the 
Aspiration Wellbeing 
Hub. 

 Develop your 
understanding of 
environmental issues by 
completing the module 
on Smart Assessor 

Find a hobby you enjoy 
doing outside of work 
and join a group to 
meet others in your 
local community.  

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

Go for a walk in the countryside to recharge 
your batteries or take part in an exercise class 
to get healthy and fit. This will help your mind 
and body! 

Get engaged with a 
local community group 
or join an online forum 
about a subject you are 
interested in. 
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What can my employer do 
to support my off-the-job 
training? 

Provide you with 
constructive feedback on 
your practice and 
developmental needs.  

Give you access to all 
policies and procedures 
and discuss with you any 
changes needed. 

Provide an expert 
witness testimony of your 
working practice and 
activities in the dental 
setting. 

 Help you to understand 
the legal requirements of 
managing a dental 
practice. 

 Review your PDP plan 
and provide feedback 
on your practice and 
development. 

Provide an expert 
witness testimony of 
your working practice 
and activities in the 
dental setting. 

 Support you in 
developing your skills 
and knowledge of the 
recording systems 
used.  

 Help you to review 
and develop your 
shared vision for 
workplace culture. 

Provide an expert 
witness testimony of 
your working practice 
and activities in the 
dental setting.  

 
 

https://www.aspirationtraining.com/learner-support-hub/improving-your-digital-skills/
https://barclayslifeskills.com/i-want-to-get-to-grips-with-money-and-fraud/school/how-to-stay-safe-online/
https://barclayslifeskills.com/i-want-to-get-to-grips-with-money-and-fraud/school/how-to-stay-safe-online/
https://www.futurelearn.com/courses/create-a-professional-online-presence?utm_source=nationalcareers.service.gov.uk&utm_medium=referral&utm_campaign=skillstoolkit
https://www.futurelearn.com/courses/create-a-professional-online-presence?utm_source=nationalcareers.service.gov.uk&utm_medium=referral&utm_campaign=skillstoolkit
https://www.futurelearn.com/courses/create-a-professional-online-presence?utm_source=nationalcareers.service.gov.uk&utm_medium=referral&utm_campaign=skillstoolkit
https://barclayslifeskills.com/i-want-to-use-my-online-presence-to-get-ahead/school/is-your-social-media-profile-employer-ready/
https://barclayslifeskills.com/i-want-to-use-my-online-presence-to-get-ahead/school/is-your-social-media-profile-employer-ready/
https://barclayslifeskills.com/i-want-to-use-my-online-presence-to-get-ahead/school/is-your-social-media-profile-employer-ready/


 

My Dental Practice Manager 

Learner Journey 
L4 Dental Practice Manager ST0109  
 

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. 
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How will I be heard? 

Discussion and feedback 
with Vocational Coach. Discussion and feedback 

with Vocational Coach 
during 1 to 1 session 

Formal Review 

Discussion and feedback with Vocational Coach during 1 to 
1 session 
 
 

Exit review  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

End Point Assessment 
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What am I going to learn? 

Learn about developing 
working relationships in the 
dental practice. 

Learn about how to manage 
finances in a dental 
practice. 

Learn about how to support 
innovation and 
improvement. 

Learn how to identify and 
implement changes in the 
dental practice.  

Learn to market your dental 
practice. 

Learn about the assessment 
methods EPA process. 

 

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

 Gather work product 
evidence of patient 
satisfaction surveys. 

Gather work product 
evidence relating to financial 
audits. 

Business proposal research. 
SWOT analysis of other 
local dental practices. 

Business proposal research. Preparation of presentation 
on a marketing campaign 

Read through guidance on 
the EPA process. 
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What assessment will I 
undertake, and what 
evidence will I need to 
produce? 

Assignment: Developing 
relationships in the 
workplace. Reflective log on 
handling complaints 

Assignment: Financial 
management. Learning 
logs. 

Assignment: Culture and 
innovation. Learning logs. 

Assignment: Managing and 
implementing change. 
Learning logs. 

Assignment: Marketing 
Presentation: Marketing. 
Reflective account and 
learning logs. 

EPA preparation –
presentation, 
. 

 

How will I prepare for my 
end point assessment? 

Collect product evidence on 
stakeholder voice and 
reflect on impact and 
management of this through 
Professional Discussion. 

Mock Presentation and 
Professional Discussion on 
finances, business plans 
and the management of this 
in large and small 
corporations 

Mock Presentation on 
marketing and competitor 
analysis of dental practice. 

Complete presentation on 
business needs and 
complete Mock Professional 
discussion on changes 
proposed within the setting  

Select EPA evidence and 
complete mock PD on areas 
of the EPA standard and 
evidence  

Mock Reflection activity 
recorded based on finances 
and management of quality 
systems 
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How many hours will I be 
expected to work on my 
apprenticeship? 

 32 hours  32 hours 32 hours 32 hours 

 
 
32 hours 

 
 
32 hours 
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How will I improve my 
maths skills? 

Have you considered 
budgeting and the cost of 
living? Take time to 
evaluate yours and using 
maths? 

 
 

 
 

 
 

   

How will I improve my 
English skills? 

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? 

Do you manage any 
information storage 
systems? Could you make 
improvements? 
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What additional activities 
could I undertake to 
excel? 

Master Class: 
Understanding marketing 
and presenting a case to 
SMT 

Research Mental health and the impact of COVID 19 in the dental industry. 

Give yourself time to prepare, re-read your information, and 
make notes ahead of the EPA process 
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What enrichment 
activities can I undertake? 

Take some time out of your 
studies and work to read a 
book you have always 
wanted.  

Plan a team working activity 
or team building event. 

Do something to help you 
relax – try meditation. 

Use skills you have developed to support a team member. 

Set yourself work goals and 
plan how to achieve them 
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What can my employer do 
to help? 

 Enable you to lead in 
developing relationships 
with internal and external 
stakeholders. 

Work on financial 
documentation and support 
you in reviewing budgets.   

Provide an expert witness 
testimony of your practice 
and activities within the 
dental setting. 

Help you to identify, review 
and lead any changes to the 
dental practice. 

Help you to take the lead in 
marketing your dental 
practice. 

Support you in preparing for 
the EPA process. 

 

 


