
Line Manager’s Toolkit to
Mentor an Apprentice



The importance of seamless communication when training 
apprentices cannot be overstated. More importantly, strong support 
and advocacy from line managers contributes to the success of 
apprenticeships. Without this support, apprentices may not fully 
benefit from their training and in worst cases fail to complete their 
programme.

At HIT Training, we have over 15 years of experience delivering 
high-quality apprenticeship training across the hospitality and 
catering sectors. Although the work that apprentices complete with 
our Training Consultants is important, we know that a bulk of the 
knowledge they gain is through job-related experience. Consequently, 
we understand the impact of motivated line managers and their 
importance throughout the learning journey.

The purpose of this e-guide is to bridge the communication gap 
between apprentices, the training provider and you, the line manager. 
In this guide, we’ll walk you through the roles and responsibilities of 
those involved in the learner journey, including dispelling myths and 
sharing how managers 
can best support their 
apprentices in simple terms. 

Our experts at HIT Training 
are always on hand to help 
you bring the best out of your 
apprentices, encouraging 
your business to flourish.

Jill Whittaker FCA 
Managing Director -  
HIT Training
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The Importance of 
Collaboration
As a line manager, you play a key role in the success of your 
apprentice. They’ll look to you for advice, guidance and, most 
importantly, you’ll be their mentor - helping them learn the ropes. Whilst 
it may be daunting to take on this added responsibility, there will be 
plenty of support available to you and mentoring an apprentice can be 
extremely rewarding both personally and professionally.

Introducing an apprentice, or offering a current team member the 
opportunity to take on an apprenticeship, will bring new skills, 
knowledge and behaviours into your team. They’ll have fresh ideas and 
be inspired to progress within their role, helping to improve the overall 
productivity, service and success of your department.

Collaboration with others in your business will be key to the success of 
your apprentice’s learning. You’ll work closely with human resources 
(HR), learning and development (L&D) or, in smaller establishments, the 
business manager/proprietor to ensure you and your apprentice are 
well supported throughout. Your company’s chosen apprenticeship 
training provider will also work closely with you to ensure you have the 
tools and guidance you need to keep your apprentice motivated and 
engaged with their training.

Maintaining good levels of communication with your HR, L&D or 
establishment manager/s will help you put systems in place to monitor 
the success and workload of your apprentice. They’ll help you to keep 
your apprentice on track with their learning and ensure you provide your 
apprentice with regular, constructive feedback on their performance. 



Apprenticeships

What is an apprenticeship?

An apprenticeship is a real job where your apprentice will learn, gain 
experience and get paid. An apprentice receives an employment 
contract and annual leave, just like every other employee. It’s 
structured to give them the skills and knowledge needed for a 
successful future in their chosen career by the end of their learning 
journey. Just like formal education, there are different grades and 
levels to achieve in apprenticeships.

What are the different levels of apprenticeship  
equivalent to in traditional education?

What does a training provider do?

The training provider, such as HIT Training, acts as a personal coach, 
supporting and guiding the apprentice through the learning journey alongside 
their manager. The training provider regularly communicates with the 
apprentice to provide learning support, carry out assessments, complete 
observations and review the work completed by the apprentice with the help of 
their manager.

Training providers work with the line manager to ensure that the apprentice 
remains on track with their learning plan and completes it in the agreed upon 
timescale.

What does a line manager do?

The line manager acts as a professional mentor, supporting and guiding 
the apprentice through the learning journey whilst supervising them in the 
workplace. They set goals for the apprentice in the workplace, ensuring that 
they’re linked to the successful completion of the apprenticeship. The line 
manager discusses and implements an action plan with the apprentice and 
training provider to track progress, development and exposure to new skills.

How are apprenticeships delivered?

An apprenticeship is delivered through:

◗ Workplace training.

◗ Online or in-person workshops.

◗ Various learning resources for periods of self-study.

An apprenticeship delivery model will ensure the apprentice is fully supported, 
equipped to progress and that all off the job training is complete.

Traditional  
education equivalent

Level 7 Foundation degree or above 
Bachelor’s or Master’s degree

Level 6 Foundation degree or above 
Bachelor’s or Master’s degree

Level 5 Foundation degree or above

Level 4 Foundation degree or above

Level 3 A level

Level 2 GCSE

At HIT Training, our apprenticeship delivery model is tailored to meet the 
requirements of each individual apprenticeship standard.

During your apprentice’s induction meeting, we’ll discuss with you and 
your apprentice their personalised learning plan.

Apprenticeship delivery



Aren’t apprenticeships just for tradespeople?

NO – There’s an apprenticeship for almost every job role! Apprenticeships 
provide on the job training for roles covering everything from business 
administration, adult care to hospitality team leading through to high level 
chartered management. There are even apprenticeships at degree level and 
above (Level 6+).

Aren’t apprenticeships only for new employees?

NO – Apprenticeships are for anyone willing to learn new skills. Whether 
someone has been working in the industry for one or 10 years, there’s an 
apprenticeship out there to help someone take the next step forward in  
their career.

Do apprentices have to go to college?

NO – Despite some apprentices choosing to complete their learning journey 
at college, apprenticeships are qualifications aimed at learning on the job. 
Apprentices will need to complete 20% of their learning off the job - away from 
daily work duties.

Does ‘20% off the job’ mean that our employee 
doesn’t do any work 20% of the time?

NO – An apprentice is required to spend 20% of their paid working hours 
completing training activities outside of their regular duties. This can be: 
shadowing other employees, e-learning, completing workbooks or attending 
seminars. It’s more accurate to consider this as ‘20% learning something 
new’, rather than ‘20% off of the job’.

Isn’t there an age limit on doing an apprenticeship?

NO – An apprentice must be a minimum of 16 years old, there’s  
no upper age limit.

I thought that apprenticeship training providers 
were responsible for all of the training?

NO – The responsibility for the learning journey is a collaboration between the 
apprentice, their line manager and the training provider. Apprentices have the 
best outcomes and experiences when this three way approach is consistent 
throughout the length of their learning journey.

Mythbusting
Apprenticeships have soared in popularity in recent years, but a few 
misconceptions about what’s involved with an apprenticeship still 
exist. Here are some of the most common questions and answers 
surrounding apprenticeships:



Training provider

Apprentice

Line manager

HR
/L

&D
HR/L&D

◗ Supports the apprentice and line manager with work-related issues.

◗ Verifies that line managers are aware of their role within the 
apprenticeship structure.

◗ Collaborates with line managers to accurately identify skills gaps and 
areas to improve the business.

◗ Ensures line managers are aware of the benefits of apprenticeships.

◗ Encourages consistent communication between line managers and the 
apprenticeship training provider.

◗ Obtains accurate information on performance from the apprenticeship 
training provider.

Training provider

◗ Establishes goals and timely targets with the apprentice and line manager.

◗ Identifies an apprentice’s training and development needs through 
individual learning plans.

◗ Conducts regular progress reviews involving the line manager.

◗ Consistently communicates with the apprentice and line manager.

◗ Delivers and oversees the training of apprentices.

Apprentice

◗ Follows the apprenticeship structure set by the apprenticeship training 
provider and line manager.

◗ Completes off the job training and home studying.

◗ Puts their learning into practice and works towards their objectives.

Line manager

◗ Support the apprentice to follow the apprenticeship structure and achieve 
the goals set out by their individual learning plan.

◗ Frequently and consistently communicates with the apprentice and 
apprenticeship training provider.

◗ Sets clear expectations for the apprentice.

◗ Regularly monitors progress and feeds back to the apprentice.

◗ Encourages autonomy and self-expression of the apprentice.

◗ Provides transitional support and mentoring to the apprentice.

Responsibilities in  
an Apprenticeship

Understanding the roles and responsibilities of 
everyone involved with an apprenticeship is 

critical for the success of the programme 
overall. Knowing who can answer any 

questions you might have as the 
line manager of an apprentice 

will help the apprenticeship 
journey run smoothly.



What is Mentoring?

In the workplace, mentoring is about using your own experience and 
skill set to help a more junior colleague to maximise their own potential. 

Each mentoring relationship is unique, however you’ll typically work 
towards a set of core objectives. You’ll help your mentee to grow in 
confidence, learn new skills and provide key support enabling them to 
take control of their own personal development. 

As a mentor, you may need to take on a variety of different roles, from 
coach, to facilitator, to counsellor. You’ll act as a sounding board, 
asking challenging questions to help your mentee to identify the best 
course of action for the task at hand. You’ll be a source of inspiration 
and help your mentee to carve a pathway to achieve their own 
professional aspirations.

Overall, you’ll be a main source of guidance – helping your mentee 
to find their way in the world of work. But at the end of the day, the 
responsibility for making ‘things happen’ will lie with the mentee – 
you’re only there to guide.

How does mentoring support an apprentice?

Mentoring relationships are important to many apprentices as they’re often 
starting out in a new career or industry and will benefit from the passing on of 
skills and receiving practical advice from a more experience colleague. 

Mentoring is a supportive process without a strict set of rules to follow. Your 
apprentice should feel comfortable discussing anything with you – including 
personal issues that may impact their wellbeing or ability to perform well at work. 

By providing this level of all-encompassing support, it will reduce the likelihood 
of your apprentice feeling overwhelmed or dropping out of their programme and 
enable you to put measures in place to give them the best chance of success. 

It’s also a two way street! Not only does your apprentice learn from your 
knowledge and experience, but they could offer up fresh insight to your ways of 
working, helping make improvements to your own practices. 

As their line manager, you’ll likely be best placed to provide mentoring support 
as you’ll supervise their day-to-day activities, provide on the job training 
and coach them in their role. This gives you a fantastic opportunity to build 
mentoring into your daily management responsibilities and even set aside time 
each week to focus purely on your mentoring relationship.

Our sister company, the Executive Development 
Network, offers a Level 3 
Learning Mentor apprenticeship to further 
support line managers looking after apprentices 
within your business.

Additional training

https://edn.training/apprenticeships/learning-mentor-apprenticeship/
https://edn.training/apprenticeships/learning-mentor-apprenticeship/


How Can Line Managers 
Support an Apprentice?
Your involvement as a line manager can turn an apprenticeship into 
a success story for your business. Just like other employees within 
your team, you’ll be their main source of guidance in the workplace 
and provide one-on-one support during their working hours. As their 
mentor, you’ll share your personal experiences and skill-set to help 
your apprentice develop professionally.

Five key areas to consider which will help you effectively  
mentor an apprentice include:

Engagement

Apprenticeships are not just additional responsibility, they’re a fantastic 
opportunity to upskill your team members and progress your business.  
The benefits of implementing apprenticeships can provide a source  
of motivation.

This could include:

◗ Having the opportunity to train or retrain an employee in the skills required 
for their role and the work culture.

◗ Free up the time of senior staff members by expanding the team’s skill-
set and abilities.

◗ Your apprentice could bring a fresh perspective to your working practices 
by introducing what they learn into the workplace.

Line managers who engage with an apprenticeship in its entirety will 
increase the likelihood of success for the apprentice, and ultimately their 
business. Through mentoring and training, the apprentice will follow the 
timeline of their learning plan, get the most out of their apprenticeship and 
ultimately produce positive results for their business.



Guide

Effective guidance provides the apprentice with a consistent source of 
inspiration and support. This plays an essential role in the experience of an 
apprentice and is often a catalyst for meeting goals. 

To provide effective guidance to your apprentice, you’ll need to:

◗ Provide practical support to ensure the apprentice fully benefits from their 
learning programme.

◗ Work closely with other departments to support the goals or targets in the 
apprentice’s learning plan.

◗ Collaborate with the apprenticeship training provider to frequently assess 
the skills and knowledge of the apprentice.

◗ Effectively listen and communicate with the apprentice. 

◗ Discuss progress, wellbeing, workplace issues and provide  
constructive feedback.

Preparation

A prepared line manager greatly contributes towards the success of the 
apprentice, helping to develop the skills, behaviours and competencies 
needed to take their team and business forward.

You’ll need to be prepared to:

◗ Create and follow a structured learning plan with the apprenticeship  
training provider.

◗ Organise an induction for the apprentice.

◗ Provide consistent support and guidance.

◗ Search for and provide materials and resources that will benefit the 
apprentice.

◗ Regularly communicate with the apprentice and apprenticeship  
training provider.

◗ Be prepared to answer any work-related questions the apprentice  
may have.

◗ Ensure the health and safety of the apprentice.

◗ Identify appropriate resources for off the job training and ensure the 
apprentice completes it regularly.

◗ Complete regular progress reviews with the apprentice and apprenticeship 
training provider.

◗ Organise the apprentice’s participation in meaningful duties and activities.



Communication

Line managers should communicate with all key apprenticeship stakeholders. 
This will aid progress and allow for issues to be quickly ironed out. Effective 
communication will keep all parties well informed in the pursuit of success and 
transparency. 

As an apprentice’s line manager, you should regularly communicate with the 
following stakeholders about:

HR/L&D

◗ How to efficiently run the apprenticeship programme.

◗ Rules and regulations for apprenticeships.

◗ Work-related issues, such as schedules and management.

Apprenticeship training provider

◗ Establish and update the learning plan.

◗ Set long and short term goals.

◗ Complete regular progress reviews.

◗ Arrange training sessions and assessments.

Apprentice

◗ Complete progress reviews.

◗ Encourage positive wellbeing and progress.

◗ Evaluate their performance.

◗ Mentor them and help improve their skill level.

◗ Day-to-day duties within the workplace.

Celebrate success

The appreciation of an apprentice’s work will give them a sense of pride 
in their work and business. The celebration of success will increase an 
apprentice’s confidence and could inspire other employees to improve their 
own skill-set.

Showcasing the success of apprentices can be achieved through:

◗ Sharing their success story – this could include a case study on your 
internal or external communication channels.

◗ Providing awards or recognition – such as a certificate of achievement or 
giving an award at a company update.

◗ Encouraging public commendations - this could include entering  
the apprentice for national awards such as National Apprenticeship 
Service Awards.

https://appawards.co.uk
https://appawards.co.uk


Additional Resources 
for Line Managers

Resources

HIT Training offers a full range of resources on our website to keep you 
informed and help your business to thrive.

HIT Training blog

HIT Training’s blog will regularly educate you on interesting industry topics, 
thought leadership, events and articles helping you and your business keep 
one step ahead and well informed. 

Off the Job Guide

HIT Training’s off the job training guide provides steps to help you determine 
whether an activity counts as off the job training. Additionally, we provide key 
facts and some additional myths to what we’ve provided in this e-guide.

Careers in Hospitality

There are many areas where line managers can target upskilling. This guide 
from HIT Training outlines all the apprenticeships available in the hospitality 
industry and the career promotion paths that employees can take to advance 
personal development.

https://hittraining.co.uk/resources
https://hittraining.co.uk/news-events
https://hittraining.co.uk/sites/default/files/000952_HIT_Off_The_Job_Guide_-_Web.pdf
https://hittraining.co.uk/sites/default/files/course-packs/HIT%20Careers%20In%20Hospitality%20Guide%20A5%20-%20Feb%202021.pdf


Contact Us

HIT Training Ltd
24a Cecil Pashley Way 
Shoreham by Sea
West Sussex BN43 5FF

0800 093 5892
hittraining.co.uk

Registered company number: 05765857

© HIT Training Ltd 20201

For fifteen years, HIT Training’s team of expert trainers has been 
helping hospitality businesses across the country to upskill their 
employees. We have a vast number of experienced training 
professionals countrywide, and we are ready and able to provide you 
with the support you need to build skills within your business.

HIT Training

https://www.facebook.com/HITTraining
https://twitter.com/hittraining
https://www.youtube.com/user/HITtrainingTV
https://www.linkedin.com/company/hit-training-ltd/
https://hittraining.co.uk
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