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PURPOSE OF THE TOOLKIT
The Survival Skills for Trainers of Apprentices in Initial VET (SUSTAIN VET) Project is
a two-year initiative implemented in the period between October 2020 to
September 2022. The project is financed under the KA2 Strategic Partnerships in
the field of VET of the Erasmus+ Programme.
The partnership consists of 5 organisations from four different European countries.
It comprises of experienced organisations with complementary expertise in VET,
work-based learning (WBL), apprenticeships, and training delivery. Partner
organisations involved in the elaboration of the present Toolkit and project
implementation, in general, are the following:

MODERN EDUCATION FOUNDATION, BULGARIA
BRANCH CHAMBER OF WOODWORKING AND FURNITURE INDUSTRY, BULGARIA
MACEDONIAN CIVIC EDUCATION CENTRE, NORTH MACEDONIA
M&M PROFUTURE TRAINING, S.L., SPAIN
PUBLIC INSTITUTION PANEVĖŽYS VOCATIONAL EDUCATION AND TRAINING CENTRE,
LITHUANIA
The understanding of all above-listed project organisations, as well as our common
project-based experience, gained through elaborating the primary intellectual
output of the SUSTAIN VET, has confirmed that company mentors are in fact the
direct actors having an effect on the provision of WBL and thus VET in general.
Company mentors contribute to developing better skills and competencies of the
apprentices which is important for creating a quality workforce and contributing to
a more equitable, cohesive, sustainable, and competitive Europe. Considering
improving competence and professional development of company mentors has
been a standing priority on the EU policy agenda and in order to create
PROJECT № 2020-1-BG01-KA202-079084

opportunities for high-quality WBL within the existing VET systems of the partner
countries, the project developed the present Toolkit for Mentors in Dual Education.
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The company mentor in WBL, is the key figure in the apprentice’s life, under whose
guidance in-company practical training is conducted in a real working
environment. The company mentor is a key factor not only in supporting students’
first steps into the profession but also in building work habits and employability,
acquiring and building up knowledge, skills, and competencies. The company
mentor shares the experience and the lessons learned in practice, encourages,
supports, exemplifies, tracks development and progress, and evaluates. (Training
Methodology for Trainers of Mentors in Dual Education).
The goal of the current toolkit is to provide company mentors with practical
resources to ensure WBL is a well-structured and attractive learning option with
high relevance to the labour market needs.
The Toolkit will support company mentors from any vocational field in the
planning, delivering, and assessing apprenticeships in terms of:
identifying needs of apprentices;
identifying mentor’s competence gaps;
inducting apprentices;
assigning tasks to apprentices;
supervising apprentices;
providing constructive feedback to apprentices;
ensuring effective communication with the educational institution;
assessing acquired skills and competencies of apprentices.
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GUIDELINES FOR USING THE TOOLKIT
The Toolkit is a collection of resources that mentors can use in their daily practice
with apprentices. The authors tried to provide a comprehensive framework of tools
that address a wide range of situations.
Mentors are invited to adapt presented resources to their specific context and
work practice. Each instrument can be used as a separate activity.
It is key to remember that each apprentice comes with its own set of individualised
needs and might not be able to engage automatically with the rhythm and
sequence of activities as presented and outlined in the Toolkit.
Using opening activities like Tool 2, linked to identifying the needs of the
apprentice, and Tool 3 and Tool 4, related to induction meetings will enable the
mentor to draw a clearer picture of the apprentice’s concrete profile, individual
style, and preferences. Understanding the personality of the apprentice provides
the concrete data to fine-tune the selection of follow-up organisation of the
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mentoring techniques and tools.
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TOOL 1

Self-evaluation of mentoring competences

The company mentor is the person under whose guidance the practical training in
a real working environment is conducted. Typically, it is the employer who is
responsible for the appointment of the company mentor. Usually, company
mentors are in fact employees of the enterprise.
As outlined in the Training Methodology for Trainers of Mentors in Dual Education,
intellectual output 1 of the SUSTAIN VET, and according to the partnership’s indepth analysis of the VET systems of all participating countries, the requirements
for company mentors vary from one country to another. For the purpose of the
project, the partnership has formulated the general role and responsibilities which
are to a large extent applicable to all WBL systems[1].

-6-
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[1] For further reference with regard to the requirements for the company mentors in all
countries involved in the project, please refer to the Training Methodology for Trainers of
Mentors in Dual Education, where similarities and differences between the different WBL
systems have been drawn in detail. https://sustainvet.com/

Having in mind the identified WBL principles, the role of the company mentor is to:
participate in the development and updating of the in-company training
programme for practical training in a real working environment;
implement the in-company training programme during the training;
introduce to each student the company’s internal rules for practical training, as
well as the occupational health and safety regulations;
assist apprentices’ adjustment at the workplace and organise the supply of
necessary materials, documentation, and tools;
demonstrate individual steps of the work process and assign practical
assignments to apprentices;
control the performance of tasks, give practical advice during the work process
and develop the visual, didactic, and other aids required for the training;
monitor on an ongoing basis the accomplishment of assignments and progress
made;
record in the practical training logbook of each apprentice the current
assessments of the accomplished tasks;
evaluate the quality of performance;
along with the vocational teachers (where applicable) estimate each student's
annual evaluation score for in-company practical training in a real working
environment.
In addition to the above-listed general responsibilities, the SUSTAIN VET
partnership puts special emphasis on the following core mentoring competencies
a good company mentor is expected to possess to create supportive learning
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environment for the apprentices.

-7-

You can use the below list as a self-evaluation tool of your own
competencies and opportunity to map potential areas for
improvement, which wi ll raise the quality of your mentoring.

COMPETENCES SELF-EVALUATION LIST
А. Social Competences:
Communicating effectively and approaching apprentices
appropriately, encouraging learning and working.

Listening well and treating the conversation with the apprentice
confidentially.

Exploring apprentices’ ambitions, propensities, and skills.

Recognizing apprentices’ age-specific and individual characteristics.

Motivating apprentices to be active in the learning process.

Setting achievable targets.

Preventing and resolving conflicts by mutual agreement, and if this is
not possible, follow the predetermined conflict settlement procedures
as outlined in the in-company staff regulations.

-8-
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Encouraging teamwork.

B. Organizational Competences:
Taking on additional responsibilities related to the organization and
conducting training.
Planning, conducting, and evaluating in-company practical training at
specific workplaces in the company.
Training logistics – provision of required equipment, tools, materials,
etc.
Compliance with occupational, health, safety, and fire protection
regulations.

C. Pedagogical Competences:

Transferring of knowledge and skills to apprentices.

Selecting and preparing appropriate practical assignments and
teaching aids.

Giving clear formulation of assignments, as well as straightforward
and precise instructions for their execution - algorithm of required
actions; demonstration of activities/operations/processes.

Evaluating apprentices’ performance and learning outcome.

D. Managerial Competences:

PROJECT № 2020-1-BG01-KA202-079084

Observing time schedules and plans.

Involving apprentices in company policy, strategy, and culture.
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Leading the learning process.
Demonstrating authority and acting as a role model.
E. Competences/attitudes/personal qualities for:
Applying a flexible approach to working with apprentices.
Providing special care for apprentices with learning difficulties,
disabilities, and other limitations.
Applying an individual approach in the course of training.
Taking responsibility for apprentices’ performance and for the
company reputation.

Taking on additional responsibilities for handling more activities.
Apprentices’ protection and care.
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TOOL 2
Identifying the educational needs
of the apprentice

A productive mentoring relationship depends on a good match between the
company and the mentee. Moreover, matching is often one of the most
challenging aspects of a program, because participants will bring various
competencies, backgrounds, learning styles, and needs, and as a mentor, you need
to match this personal and professional profile with your company's needs.
Planning and preparation allow to make real and effective implementation and this
requires the successful recruitment and selection of students.
An important task for your preparatory work is to establish a clear picture of the
learner’s profile, learning preferences, and needs. Among the most important
sources of information is the CV of the apprentice and the description of planned
PROJECT № 2020-1-BG01-KA202-079084

learning outcomes as part of the learner´s VET profile.
One way to collect relevant information is through the opening interview with the
apprentice.
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List of open questions/ semi-directed interviews:
Introduce yourself briefly. Tell me a little about yourself. How would you define
yourself?
Why did you choose your professional course?
What are your strengths and areas of development? Write down three main
strengths and three areas for improvement.
What are your expectations from this apprenticeship?
Why did you apply for this apprenticeship?
How would you organise yourself to balance your study and on-the-job
training?
Can you give us an example of when you have had to work independently and
use your initiative either through study or work?
During

the

opening

interview,

you

can

present

the

description

of

the

apprenticeship position and use it as a point of discussion and collect additional
information about the apprentice.
The description can cover the following elements:
The activity of the company (in which sector the company operates).
The size of the company (if the size is big, e.g., more than 50 employees, we
need to match, for example, an apprentice who will be able to follow the
internal processes of the business and the deadlines).
The daily tasks (with expanded description) that the apprentice is required to
perform.
The description of the most appropriate apprentice for the position with clear

- 12 -
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reference to his/her skills.

Following the opening interview, you can provide the apprentice with an electronic
or paper version of the below self-assessment tool, which will be collecting further
information on the apprentice’s entry competencies and future areas for
development. You can provide the full array of topics for self-assessment or select
one’s that you consider most appropriate.

INSTRUCTION FOR THE APPRENTICE:
Please rate your skills/knowledge and attitude by filling in the box with the scale
that corresponds with your self–assessment.
Rating Scale:
(1) Poor (2) Fair (3) Adequate (4) More than Adequate (5) Excellent (6) N/A

Communication Skills

Rating

I share my feelings and needs appropriately.
I have difficulty communicating my thoughts to others in writing.
I find it difficult to assert my needs appropriately.
I give my full attention to others when they talk to me.
I ask for clarification of whatever I don't fully understand.

I think before I speak because I am aware of how words may not
mean the same thing to other people that they do to me.

I make my messages as precise and to the point as possible.

PROJECT № 2020-1-BG01-KA202-079084

I have trouble dealing with conflicts and differences.

I try to have the last word on a subject.
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I find it difficult to stay on schedule.
Personal Relationships

Rating

I avoid difficult conversations and confrontations.
I get irritated by other people's habits but avoid telling them about
them.

I can interpret the mood of others when I communicate with them.

I am confident about my existing skills and abilities and willing to
learn new ones.
If I'm feeling stressed, I know exactly why this is.
I'm frequently self-critical of my mistakes.

I am content with who I am.
I show a willingness to work and interact with other people
in order to achieve a result.

I interact with ease. I show interest in the contributions of others.

I accept constructive comments.

I always seek to influence others and stand out above them.

Organizational skills

- 14 -
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I set goals for myself at work/school.

Rating

I get hung up on minor details.
I underestimate the time it will take me to finish a project or
assignment.
When I'm having personal problems, I find it difficult to concentrate
at work.
I have a clear picture of what I want to accomplish in my tasks.

The quality of my work suffers when I leave tasks to the last minute.

When I have to do something that I don't particularly enjoy, I
manage to find at least some aspect of the task that I find
appealing.
When faced with a challenging long-term project, I find it difficult
to keep myself on track.

PROJECT № 2020-1-BG01-KA202-079084

I work on tasks in order of importance.

- 15 -

TOOL 3
Induction Meeting Checklist

An apprenticeship induction is much more than a conventional induction into a
new role. For many apprentices, it is the start of their career, and it can be very
daunting. Therefore, it is very important to be well prepared to welcome your new
colleagues.
The quality of induction depends on the mentor’s ability to balance between formal
compulsory elements to be presented (e.g., company description, code of conduct,
safety instructions, labour policy arrangements, workplace specifics, training plan,
etc.)

and

the

informal

getting-to-know

each

other

aspects.

Informal

communication is usually underestimated in the formal setting of the induction
process. Still, it holds the key to building a trustful relationship between the mentor
and the apprentice, which is a key driver of the apprentice’s motivation for learning
and development and compliance with rules and procedures during the
apprenticeship period.

apprentice should follow. It would add greater value to approach this situation

- 16 -
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Usually, mentors start right away by presenting their company and the rules the

with a focus on non-formal communication with the aim for both sides to
understand more about each other in personal terms. This will minimize initial
stress and make the apprentice feel better understood and recognized from the
very start of the relationship.

INDUCTION CHECKLIST
An induction should include:
1.

An overview of the business.

2.

A tour of the workplace and introductions to other employees.

3.

An explanation of your apprentice's role and responsibilities.

4.

Expectations of all parties – employer, company mentors,
apprentice.
An explanation of working conditions including financial

5.

expectations, working hours, start and finish times, dress code,
breaks, leave, and other entitlements.

6.

7.

PROJECT № 2020-1-BG01-KA202-079084

8.

Workplace health and safety protocols, including fire and
evacuation procedures.
The responsibilities and obligations under the apprenticeship
contract administrative procedures.
Who to go to if there is a problem.

- 17 -

TOOL 4
Induction Scenario

We can separate the induction scenario into 3 topics with relevant steps that you
can use as a checklist:
1. Induction into the company

1.

2.

3.

the apprentice to the company.
They present the company’s structure, objectives, and mission
related to the apprenticeship activities.
The mentor takes the apprentice on a tour around the facilities of
the company.

The mentor presents the colleagues to the apprentice.

- 18 -
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4.

The mentor and the staff involved in the apprenticeship welcome

5.

6.

7.

8.

The mentor informs the apprentice about the workplace health
and safety protocols, including fire and evacuation procedures.
The mentor presents the work etiquette of the company (if
applicable).
The company provides the apprentice with appropriate work
clothes.

The company provides the apprentice with Personal Protective
Equipment (PPE).

The mentor informs the apprentice about the possible
9.

occupational risks and preventive measures that entail the job
position where the training will be carried out.

2. Review process

1.

2.

The mentor and the apprentice review the objectives of the
company.
They both agree on the way they should perform the agreed
activities.
They review the daily work objectives they must achieve during the
apprenticeship, like:
to be on time;

3.

effective communication;

PROJECT № 2020-1-BG01-KA202-079084

to keep the workplace organized;
teamwork;
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compliance with the work etiquette;
the quality of work;
relationship in the workplace;
responsibility;
initiative;
flexibility;
interpretation of documentation;
performance of instructions and etc.

3. Work process – in this process the colleagues of the mentor could be also
included

1.

2.

3.

The mentor presents the workplace and all working facilities to the
apprentice.
The mentor shows the apprentice the working equipment and
tools that will be used.
The mentor shows the safety work measures that will be taken if
needed.

PROJECT № 2020-1-BG01-KA202-079084
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TOOL 5
Assigning tasks to the apprentice

In the induction phase, the company mentor discusses the overall frame of the
apprenticeship with the respective apprentice. In brief, at this starting point they
agree on the rules of their relationship and what learning situations can the given
professional provide to the learners.
Task assignment is an important daily process, which ensures that the plan for the
apprenticeship is complied with. We invite you to follow certain rules that can help
you set a good tone for task assigning:
Be aware of the apprentice’s personal situation.
Be objective in your guidance.

PROJECT № 2020-1-BG01-KA202-079084

Assign more difficult tasks according to apprentice skills.
Foster autonomy and responsibilities in the performance of the assigned tasks
to the apprentice.
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Both sides (mentor and apprentice) must be active and have a positive attitude in
this process. You can use the following checklist to prepare yourself for this aspect
of the apprenticeship related to assigning tasks.

STEP

The company mentor and apprentice discuss the tasks for the day or
the week (depending on their preliminary agreement).

The mentor checks with the trainee if everything is clear, he provides
detailed instructions and demonstrates how the task should be carried
out.

In the beginning of the apprenticeship the mentor stays beside the
trainee and gives example how the activities should be done.

The mentor encourages the apprentice to interact with his colleagues
in order to gain experience in the working process and teamwork.

The mentor is patient and supportive. He/she navigates and motivates
the apprentice.

The mentor engages the apprentice in a quick reflection-feedback
process during which the apprentice comments on how the process of
implementation was, rates satisfaction with one’s performance and
maps areas of improvement. Following this self-reflection, the mentor
provides feedback. It is important to highlight that the feedback
should be constructive and emphasize the strengths demonstrated by
the apprentice with a combination of concrete improvements to be
taken into consideration for the next implementation rounds.
PROJECT № 2020-1-BG01-KA202-079084
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TOOL 6
Supervising the apprentice (1)

The current tool is to be used by the mentor to effectively monitor the apprentice
and his/her progress in performing activities within a given work situation.
Apprentices need different levels of supervision while they gain skills and
confidence. The form is filled in by the mentor in different periods of the
implementation of the practical training of the student in the company.
In accordance with the form, the apprentice is monitored on two levels:
1. First level: direct supervision;
2. Second level: general supervision.
The direct supervision of the apprentice is carried out gradually for each work
PROJECT № 2020-1-BG01-KA202-079084

activity, until the appropriate skill is achieved for successful realization of the work
activities that are part of a work situation, thus acquiring a certain competence.
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The overall supervision is carried out after the apprentice successfully completes all
work activities that are set as gradual steps to ensure the successful realization of a
working situation so that the student achieves competence to perform a
professional situation with a certain final product or service.

Period of monitoring
the work situation

Name of the

Year of
implementation

apprentice

Profession/
Qualification

Name of the School

Name of the Company

Name of the Mentor

DIRECT SUPERVISION
Knowledge, skills and
competences for
certain task

Monitoring period
(date from-to)

Completion
date

Signature of
the mentor

Title of work activity 1

- 24 -
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Title of work activity 2

Title of work activity 3

.......................
OVERALL SUPERVISION

Competence for

Monitoring period

performing the task

(date from-to)

Completion
date

Signature of
the mentor

Title of the work
situation that provides
final product/service

DOMAINS AND LEVELS OF MONITORING

1.

Direct supervision

Functional knowledge
and competences

Work

Work

Work

Work

situation

situation

situation

situation

1

2

3

4

In the blanks for each work assignment, note the readiness of the student to
continue with the next work assignments ("C-poor", "B-solid" or "A-excellent")

The apprentice
PROJECT № 2020-1-BG01-KA202-079084

connects knowledge
with work and everyday
life
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Possesses readiness to
learn new knowledge
and skills

Respects the working
time and
communicates
appropriately with the
co-workers and the
mentor

Understands the safety
and security measures

The apprentice clearly
expresses and can
follow written and
verbal instructions

Repeats the provided
instructions clearly

Shows interest in
learning new
knowledge

Shows proactivity while
tasks

- 26 -
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performing the work

Fills out a log book

Competences for
performing the
assignments/activities

Work

Work

Work

Work

Situation

Situation

Situation

Situation

1

2

3

4

In the blanks for each work activity, note the readiness of the student to
continue with the next work activities ("C-assisted", "B-supervised" or "Aindependent")

Plans his/her work
responsibilities /
activities

Follows the mentor’s
instructions

Follows all security and
safety measures

Applies to the
company's dress code

Repeats the activity
PROJECT № 2020-1-BG01-KA202-079084

until getting a solid
result
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Performs all steps of the
activity in consistent
order

Performs work
responsibilities on time

The apprentice is
precise in performing
the tasks

Responsibly uses the
tools, instruments and/
or equipment and
resources of the
company

Records the
functionality of tools, the
equipment and/or
instruments

Maintains focus and

- 28 -
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shows perseverance

Uses time efficiently

2.

General supervision

Competences for performing the work situation by domains:

In the blanks for each competence, note the level of readiness of the student for
performing the work situation ("C-not satisfactory", "B- partially satisfactory" or
"A-satisfactory")

General skills/knowledge
Understands the "big picture" of the work process
and the work situation
Demonstrates general thinking skills

Demonstrates interpersonal skills

Manages unpredictable situations (solves
problems)

Has knowledge of the process and workflow

Follows all safety precautions and instructions

PROJECT № 2020-1-BG01-KA202-079084

Attitude
Performs tasks on time

- 29 -

Shows initiative in executing the work situation
Shows resourcefulness in work situations
Shows consistency in all situations with what
he/she says and does
Demonstrates work ethic (teamwork, dealing with
the work environment and the employer
Ability

Demonstrates technical skills (use of tools /
programming / design / support)

Learns independently

Contribution to the company

Manages various tasks

Completes assigned tasks

Performs the work responsibly and with quality

Uses equipment and resources rationally

Provides contribution/work performance

after completing work activities within a work situation.

- 30 -
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The completed form can be used as a segment in evaluating the apprentice’s work

TOOL 7
Supervising the apprentice (2)

The role of the company mentor is an integral part of the apprentice’s success.
As a mentor, you will show your apprentice how to do the job properly, safely, and
successfully.
Company mentors play a key role in tracking and monitoring your apprentice's
progress.
Therefore, please follow the tips below to monitor the apprentice's work to achieve
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the best results.

1.

Explain the "big picture" to the apprentices. They learn best when they
know why something is important and relevant.

2.

Explain the task, its purpose, and why it should be done in a certain way.
Try to use real-life examples.
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Provide step-by-step instructions. Divide the task into sections, i.e. steps
so that the apprentice will remember exactly what to do.

4.

Use clear and simple language and assume that the apprentice has no
prior knowledge. Ask your apprentice to repeat the instructions to
confirm that he/she has understood the task.

5.

Demonstrate the task. Carefully show your apprentice how to properly
execute the task.

6.

Review the work of the apprentice on a regular basis, providing
corrections to the work, if necessary.

7.

Keep track of the progress in the performance of the apprentice; monitor
the apprentice in reaching competence and take note of his/her
behaviour at the level of work activities and at the level of work
situations.

8.

Practice makes perfect, so leave sufficient time for your apprentice to
practice the new skills. Practicing and repeating the acquired skills will
build competence, i.e. confidence.

9.

Allow the apprentice to complete the task in its own way, provided that
the work is performed in accordance with the standard.

10.

Follow the plan, practice with the apprentice and be patient.

11.

Find a way to understand the problems the apprentice is facing,
specifically, problems related to his/her performance and/or behaviour.

12.

Identify the apprentice’s learning styles and find the best way for
collaboration.

- 32 -
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3.

PROJECT № 2020-1-BG01-KA202-079084

13.

Provide appropriate feedback. When giving feedback, try to highlight the
positive things (to praise) and explain the areas in which improvement is
needed.

14.

Provide advice on how the work should be improved as well as advice on
the conduct of the apprentice.
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TOOL 8
Feedback

Providing feedback means giving the apprentices an explanation of what they are
doing properly and what needs to be corrected. The focus of the feedback should
be based essentially on what the apprentices are doing properly and correctly. It is
most productive for their learning when they are given an explanation and an
example of what is right and what is wrong in their work.

1. Use the "feedback sandwich" model.
This model is based on the following: the feedback to the apprentice begins
with a compliment on what has been done and completed successfully, and
then what needs to be corrected or improved, and finally ends with a
compliment or a detail of something well done for the purpose of motivating
the apprentice.
PROJECT № 2020-1-BG01-KA202-079084
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2. Be sensitive to and aware of the apprentice’s individual needs.
It is vital that you take into account each individual when giving feedback.
Apprentices are different in character. Some need to be encouraged to reach a
higher level, while others need to be treated very gently so as not to discourage
learning and undermine self-esteem. It is essential to find a balance between
not wanting to hurt the apprentice's feelings and providing adequate
encouragement.

3. Provide feedback on time.
When the apprentice receives feedback immediately after showing the action,
he/she reacts positively and remembers the experience of what is being
learned in a confident way. If we wait too long to give feedback, the
momentum is lost and the apprentice may not associate the feedback with the
action he/she performed.

4. Concentrate on one ability and/or knowledge, i.e. behaviour.
It has a much greater impact on the apprentice when only one "thing" is
criticized, as opposed to trying to focus on everything that is wrong.

5. Giving feedback should generally be in an optimistic tone, as it will encourage
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the apprentice to rejoice.
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TOOL 9
Feedback form to the apprentice

You can use the following template when formulating your written feedback to the
apprentice. This Form is intended to provide feedback to the apprentice by the
mentor, after a certain period of monitoring. The monitoring period can be carried
out on a weekly or monthly basis or after the completion of all activities from a
certain work situation.

FEEDBACK FORM TEMPLATE (APPRENTICE)
Name of the apprentice
Profession/Qualification
Name of the Company
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Name of the School

Period of monitoring
Name and Surname of the Mentor
Specify the work situation and the work activity for which the feedback is
provided
Work activity:
Work situation:

Work activity:
Work activity:

Feedback is provided for the
following domains:

Level of accomplishment
Excellent

Very
good

Good

Insufficient

General knowledge and skills

Competences

Contribution in the company
Overall feedback comments:

Signature of
the Mentor
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Date
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TOOL 10
Feedback form to the mentor

You can use the following template to invite the apprentice to provide you with
written feedback on your performance as a mentor. This form is filled out by the
apprentices and issued by the employer, to measure the apprentice’s satisfaction
with the mentor’s work.

FEEDBACK FORM TEMPLATE (MENTOR)
Name and Surname of the apprentice:___________________________________________
The questionnaire refers to the mentor:__________________________________________
(Name and Surname of the mentor)

How did the mentor carry out their tasks and obligations related to the
support that has been provided during the implementation of the practical
work?
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Please, circle one of the specified answers: YES, Partially, NO

He/She explained to me the entire procedure and

YES

Partially

NO

He/She introduced me to the work environment
and to the co-workers in the work areas

YES

Partially

NO

He/She introduced me to the schedule of the work
and the activities

YES

Partially

NO

He/She explained to me all the expectations they
have from me

YES

Partially

NO

By practical examples, He/She has introduced the
procedures for the protection of health and
environmental protection

YES

Partially

NO

He/She delegated me with activities and tasks,
adequate in complexity

YES

Partially

NO

I received clear and understandable information
and instructions on how and what I should work

YES

Partially

NO

He/She allowed me to implement my ideas from
time to time

YES

Partially

NO

He/She entrusted me gradually with more
complex and more responsible work and tasks

YES

Partially

NO

He/She constantly monitored my work and also
monitored my behavior and conduct

YES

Partially

NO

He/She treated me in a positive manner

YES

Partially

NO

He/She advised and encouraged me

YES

Partially

NO
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has briefly introduced me to the work situations
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I completed the practical work according to the
schedule and under the agreed time

I also worked more hours than planned in the
program

YES

Partially

NO

YES

Partially

NO

Overall feedback comments:

Thank you for your honest answers!
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TOOL 11
School communication

Successful communication between the school, company/company mentor, and
the apprentice are essential for successful completion of the apprenticeship and
his/her smooth integration into the labour market as an employee.
Below we present the key aspects for successful communication between the
school, company/ company mentor, and the apprentice.
To present to a company/company mentor curricula and its content according
to which the apprentice is studying and what skills and competencies he/she
has already acquired.
To assign the responsible person from the school who is responsible for the
apprentice and apprenticeship, present his/her contact information (phone
PROJECT № 2020-1-BG01-KA202-079084

number, email address and etc.) to the company/company mentor and
apprentice. This person should be available to help the apprentice and the
company/company mentor in case of some problems or difficulties arising
during the apprenticeship period.
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The school representative should visit the apprentice and get feedback from the
company/company mentor about the apprentice frequently (every week or
according to the necessity).
After completing the apprenticeship all three parties (school/ school
representative, company/company mentor, and the apprentice) should discuss
his/her apprentice and achieved results. The learning outcomes and progress of
the apprenticeship are assessed according to the learning outcomes and
assessment criteria described in the curricula, which should be discussed before
the start of the apprenticeship. Apprentices are also introduced to the
assessment criteria.
The school should constantly cooperate with the representatives of labour
market, associated structures, and other stakeholders informing them about
the possibilities and opportunities of apprenticeship and encouraging them to
accept the apprentice in their companies.
The school should analyze the feedback from the company/company mentor
about the apprenticeship, follow recommendations from the labour market
representatives in case some improvements should be made in the teaching
process and additional skills and knowledge should be provided to the students.
The school should organize and invite the representatives of companies to the
meetings with students and present them with the companies and their
activity area in order to help students find the appropriate apprenticeship place.
The school should also present the information to the companies who accept
apprentices about the legal basis of the apprenticeship and help the companies
to understand the curricula and its goals.
Only constant cooperation between school, company, and an apprentice could
lead to preparing the student to become a prospective employee and ensure
his/her smooth integration into the labour market and successful future career.
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TOOL 12
Apprenticeship assessment

The mentor can use a simplified assessment template, when assessing the
achievements of the apprentice, containing the following main elements, as
follows:
The name and surname of the apprentice.
The name of the school of the apprentice.
The duration period of the apprenticeship in the company (from-to).
The name of the curricula of the apprentice (official code of the curricula if it is
such).
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The name and surname of the company mentor of the apprentice.
The name of the company where the apprenticeship was made.
Main activities/tasks developed
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Short description of the apprentice and his/her achievements with a focus on
strengths and areas of improvement;
The name and surname of the mentor, signature of the mentor, and date.
When completing information under each of the above points, the mentor can use
a list of tip questions to support the assessment process, listed in the table below:

No.

1.

Question

YES

Partially

NO

Was the apprentice able to organize his/her
work properly?
Has the apprentice integrated and adapted
to the new environment smoothly?

3.

Was the apprentice interested in the
assigned new tasks? Was he/she willingly
completing the assigned new tasks?

4.

Has the apprentice followed work safety
rules, timing, and the sequence of work? Did
the apprentice comply with deadlines?

5.

Has the apprentice applied the required
technology, tools, and equipment to
complete the assigned tasks?

6.

Has the apprentice felt responsible and
worked diligently?

7.

Has the apprentice qualitatively performed
the assigned tasks?
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2.
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8.

Was the apprentice able to work in a team
(brigade, workgroup)?

9.

Was the apprentice tactful, polite, and
sociable?

10.

Was the apprentice willing to help others at
busy times?

11.

Were there any breaches in the apprentice’s
work discipline?

12.

Was the apprentice able to accept feedback,
analyze his/her mistakes and draw positive
conclusions?

13.

Was the apprentice able to openly ask for
help when she/he needs it?

14.

Did the apprentice show initiative at work?

15.

Was the apprentice motivated and tried to
gain new skills?

16.

Was the apprentice self-confident?

17.

Was the apprentice capable of working
autonomously?

18.

Did the apprentice show interest at work?

19

Did the apprentice capable of showing
empathy towards others?
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Was the apprentice attentive when receiving

20.

oral instructions?

Taking into account the assessment of
practical skills, whether the apprentice could
continue to pursue professional integration
in your company?

21.
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