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How to….Prepare for an observation

It’s all in the preparation!

As part of your apprenticeship, your assessor will need to observe you undertaking a task (or 
series of tasks) in the setting that you work in, as part of your normal ‘on-the-job’ duties.  The 
build up to this can be a bit worrying with so many questions running through your mind, like: 
“Do I actually know my stuff?”, “What does my assessor want me to do?” “Will I fail my first 
observation?”

In reality, it doesn’t need to be quite so scary – it can go really smoothly if you take a little time to prepare 
and plan.

We have put together our top tips to give you advice and guidance on how to prepare for your 
observation:

Your assessor will send a plan through to you 
before the visit, so you’ll know exactly what they 
want to observe you doing. By having the plan 
in advance, you can prepare thoroughly. You 
can print it out and have it with you throughout 
the observation so no need to memorise it! It’s 
a really good idea to write yourself notes to jog 
your memory during the assessment. If you have 
questions that need answering relating to the 
plan, you could write these out before the visit for 
discussion. By having the plan in advance, you 
can also query anything that you are unsure of 
with your assessor before the visit. 

Look at the tasks carefully

This might seem obvious, but we know in a panic 
the tasks can be easily overlooked. Your assessor 
will have set you a list of tasks. Write them down 
(make them into questions if easier) and read 
through them carefully. You can begin to jot down 
notes on how you might tackle them too!

Using what you have learned from looking at your Gap Analysis, you can then develop more structured 
answers to ensure you’re directly addressing the question. Make sure you use the advice given to you 
by your assessor or manager to tackle any of the points you were unsure of.

Tip: Have a highlighter ready and go through 
and highlight anything you’re unsure of. You 
can email your assessor about these later, or 
ask your manager.

Plan your answers



Using OneFile, look at the ‘Gap Analysis’ section within 'Progress' and all your assessment criteria is 
listed in there. Anything that has a red box has not been completed, so these are the areas that need to 
be worked on during the course. If you highlight the things that are in red, this will give you an idea of 
what you need to work on for the unit/s planned.  

Study your ‘Gap Analysis’

Remember, your assessor is there to support you throughout your apprenticeship and they will 
be available to contact by phone and email during your training. If you are unsure about any 
aspect of your course, make sure you discuss it with them – they are there to help you every 
step of the way!

Practice

Go through the questions and your answers 
with someone to make sure you know exactly 
what it is you want to say. There will be no trick 
questions; the assessor will ask you the same 
questions you have prepared for and all you’ll 
need to do is expand on your answer whilst they 
record you.

You’ll need to have some evidence to back up your answers – this might be a copy of some emails 
you’ve sent out or a letter you’ve created or an activity that you’ve done with the children in your 
setting. If you need to write a letter or email, jot down the main points of what you need to write, how 
you would like it laid out and whether you need a response to it. You can them formulate it around what 
you need to say. Whatever it is, make sure you have it ready, either electronically or on paper. 

Tip: You’ll have time before your assessor 
begins your observation to sit down and 
talk through what you’ve prepared; they 
will be able to answer any questions you 
have to ensure you’re 100% ready before 
you begin.

Prepare evidence




