
What steps can 
you take if your 
Apprentice Falls 
Behind?

Identify the Issue: 1

Discuss the problem with your Apprentice and their Coach 
to understand the reasons behind their delay. This could be 
due to personal issues, workload, or lack of understanding. 
Identifying the root cause is crucial for developing an 
effective support plan.

Develop a Support Plan:2

Create a tailored plan to address your Apprentice’s needs, 
which might include additional training, mentoring, or 
adjusting their workload. Ensure they have access to 
necessary resources, such as training materials, tools, 
and support from colleagues or mentors. Review the time 
allocated for apprenticeship tasks to ensure it’s being 
utilised effectively. If your Apprentice is overwhelmed, 
consider redistributing tasks or adjusting deadlines to 
make their workload more manageable.

Set Clear Goals: 3

Incorporate the SMART goals set during Progress 
Reviews into your one-on-one sessions with your 
Apprentice. Break down tasks into manageable steps and 
set deadlines to monitor progress. Clearly define what 
success looks like for each task to help your Apprentice 
stay focused and motivated.

Regular Check-Ins: 4

Schedule frequent check-ins to review progress, provide 
feedback, and make adjustments to the support plan as 
needed. Encourage open communication to help your 
Apprentice feel comfortable discussing challenges. 
Regular communication helps keep your Apprentice on 
track and addresses any issues promptly.

Mentorship and Training: 5

If possible, pair your Apprentice with a mentor who can 
provide practical advice and support based on their own 
experiences. Arrange additional training sessions or 
workshops if your Apprentice is struggling with specific 
skills or knowledge areas, but also speak to the 
Apprentice’s Coach about opportunities they can 
provide. This targeted support can help them overcome 
specific challenges.

Recognise Efforts: 6

Acknowledge and celebrate your Apprentice’s 
efforts and progress, no matter how small. 
Positive reinforcement can boost their confidence  
and motivation, encouraging them to continue 
working hard.

By taking these steps, you can provide the necessary support to help your Apprentice overcome challenges and 
succeed in their apprenticeship. It's important to be patient, understanding, and proactive in addressing any issues 
that arise.


