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8 Stage Journey for EPA
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your EPAO

Stage 7 Stage 6

Upload assessment
EPA event B
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EPA results and

certification Stages 6'8 in th|S
presentation
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Stage 2

Getting set up
with an EPA
agreement

Stage 5

EPA planning
meeting

Stage 3

EPA registration

Stage 4

Gateway

Access our detailed 8 Stage Guide here....

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/epa-pro
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https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/epa-pro
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Uploading Assessment Evidence

« At the planning meeting you'll agree any assessment evidence requirements and timing

» Access Assessment Progress on the main menu to get a view of all of your apprentices

« Use the filters to find an Apprentice that you need to upload assessment evidence for

X: Assessment Progress

Meera Blackmore (O Filter by Standard

In Progress

© Meera Blackmore

9494-12 Level 3 Customer Service Specialist
Test Trainin g

The 9494-702 Presentation & Interview requires an upload within the next day

Component Date

9494-701 Practical Observation 15-09-2020 09:00
9494-702 Presentation & Interview 30-09-2020 09:00
9494-703 Professional Discussion 24-09-2020 09:00

v Filter by Specialism Filter by Provider v Filter by Employer

v

Status

Booked

Booked

Booked

View Assessment Plan

Result Notes Action

Add Assessment Info Add Results

Add Assessment Info Add Results

Add Assessment Info Add Results

v
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§1a Apprentices

& | Employers

° Issue Management -
E] Gateway Review =
. Planning -
@ Assessment -

Assessment Progress

B8F  Support Materials =

AR Reporting -
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Assessment Info

Attachments
Upload File:

Choose File |No file chosen

[0] 2

Attachments Confirm Attendance

Name:

Upload Name

Upload
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There are generally 3 main types of EPA Events...

On-line test

« Multiple choice or short answer
guestions

» Accessed through our e-volve
platform and still booked on
Walled Garden
G | ilm
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Face-to-face

« Skills observation
* EPA Pro tells you where and
when this will take place

Interview/discussion/presentation

 Carried out remotely using
GoToMeeting

» We've created a user guide
S0 you get the most out of it



Ensure your apprentices have

everything ready for the day of their

EPA Event

Find this helpful guide in the support

resources section/checklists

City:
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Check out our Supplementary Checklist
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End-point Assessment Service (EPA)
Supplementary Apprentice check list

Recommended tasks Before your EPA Event
1.1 Identification — Passport/ Driving License/ Work or Education ID

This is required for your Assessor. They will record you presenting this for audit purposes

1.2 System Checks

* s your firewall blocking GoToMeeting?

® Can your systern accept GoToMeeting events?

* Have you tested your Microphone/ Webcam/ Speakers?
* GoToMeeting quick start (YouTube guide)
if you are unable to connect using the above test link, please refer to section 1.3

i you expenence any technical issues, please phone Fusion on 0808 196 3800
(Monday — Friday 08:30 - 17:30)

GoToMeeting recommend using Google Chrome for the best web experience, shernatvely please use the
GoToMeeting Application in section 1.3

Recommended tasks before your EPA Event
1.3 GoToMeeting Software

Following your system chedks in 1.2, you may want to download the GoToMeeting Application for:
Due to Covid-19 you can also use this on your maobile device:

We recommend thesa applications are usad on 3 unlimitad Brosdband plan, to ensure no charges are incurrad

You may be required to enable your Camera/ Microphone for GoToMeeting, please ensure these are
turned on:

* Navigate to Settings * Mavigate to Settings
* Apps & Notifications * Scoll to find GoToMesting
* App Permissions = Camera —toggle on and Microphone toggle on

Locate GoToMeeting and click on the app from the list

* Permissions — Camera toggle on and Microphone
toggle on

If you experience any technical issues, please phone Fusion on 0808 196 3800 (Monday — Friday 08:30 - 1

On the day of your event
21 Identification — Passport/ Driving License/ Work or Education ID

This is required for your Assessor. They will record you presenting this for sudit purposes.

2.2  Connecting to your event
We would recommend you join the event via Google Chrome as the preferred browser or using the
GoToMeeting Application for Windows / Mac or your mobile device.

You will be sent a link directly from your Training Provider, which you will need to paste into Google Chrome,
alternatively you can use the 9-digit code at the end of your invite in the GoToMeeting Application.

If you experience any technical issues, please phone Fusion on 0808 196 3800 (Monday — Friday 08:30 - 17:30)

2.3.  Training Provider - Contact on the day

We would recommend having their contact details available in case there are any problems on the day.

2.4.  Trouble joining your Event?
If you experience any technical issues, please phone Fusion on 0808 196 3800 (Monday — Friday 08:30 - 17:30)

If you are running late for your event, please contact your Training Provider as soon as possible.
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Viewing Apprentice Results

You will get a notification when an apprentice's results are ready.

Apprentices . .

Employers
Issue Management -

Gateway Review -

To view results:
» Click the Assessment Progress tab in the left-hand menu
» Filter or search for the apprentice you wish to view

Planning -

Assessment -

Assessment Progress

m Support Materials -
© Apprentice Five W Reporting .
| ~

9494-12 Level 3 Customer Service Specialist

The 9::-':: ::’rac.tical Observation reguires a resit booking H e re yo u Can See th e res u |tS fo r eaC h CO m po n e nt
View Assessment Plan Wh e n th ey are re ady.

Compenent Date Status Result Notes Action

SRR AR R LCgll202005.00 CmER el View Assessment Info | View QA | View Results | Book Resit If th e res u |t iS u nfo rtu n ate |y a fai I th e E PA Eve ntS
9494-702 Presentation & Interview 17-11-2020 09:00 Complete Pass. View Assessment Info View QA View Results T . - .

eam will be in touch to book your resit.
9494-703 Professiona | Discussion 18-11-2020 09:00 Complete Pass

View Assessment Info View QA View Results

Assessment Result - 9494-702 Presentation & Interview

@ : ; :

Result Feedback Next Action Declaration
Result
Date Delivered / Duration Days Hours/Minutes
17/11/2020 09:00:00 0 01:00
Category Outcome

Pass

Citygg l Additional Info
GUildS I m Additional Info

A City & Guilds Group Collaboration

Note: This component has been marked as successful



Assessment Results/Feedback/Next Steps

Assessment Result - 9494-702 Presentation & Interview

o z s 4

Result Feedback MNext Action Declaration
Result
Date Delivered / Duration Days Hours/Minutes
17/11/2020 09:00:00 0 01:00

Category Outcome
Pass

Additional Info

Additional Info Note: This component has been marked as successful

i | ilm
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Statement of achievement for each EPA component o

9794-12 Level 2 Customer Service :
L John Edwards - cCompleted - 9794-12 Level 2 Customer Service Practitioner . Practitioner Clt 8&

uilds

Overview Profile Notes

End-point assessment
S of achi

Reqistration Gateway Planning Assessment Certification At grade
Distinction
Registered on 14/04/2020 Submitted on 140472020 Completed 3 assessments completed
9794-701 - Showease Portfolio 16/04/2020 09:00 9794-701 - Showease Portiolio [ Destinesion JIEETT T Y Foe
John Edwards
9794-703 - Professional discussion 2000472020 0%:00
4794-T02 - Practical obsarvation | Distinesion ST 71} a [
§794-702 - Practical observation 2110472020 0500 Lo |
14/04/2020
9794-703 - Professional discussion [T ddmdaan 2 !

who has complated the End-point assessmant companant.
9094.702 - Practizal pbasnvalion

T ot act ok the s boen
assessad by City & Guilds. The Apprenticeship cortificste will bo sued by the
Insthute for Apprenticechips.

Kirstie Dennally MBE
Diructar-Gunersl and Chinf Executive Ofcer
The City and Guics of Landon Institute

%% o)
David Phillips a8
i

I %
” ke i O ki 0
5 bieba e The Ciryand Guikds
3 iy Gt s Gy Ok G Dot of Lanon Insticwe

C ' 4
e | ilm
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O
. . . . . .
Reaching the end of the apprenticeship journey = Q
/ Overall EPA grade
When results for each of the B | |

Individual components are
available, the IEPA certifies
the overall result, ending - |l

9794-702 - Practical

your EPA journey! e = &

9794-703 - Professional
| i I 0 0

discussion

Qverall Certification

Access overall statement of achievement certificate

Citye¥ | jlm
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Show every skill with digital credentials

As well as the online individual component and
overall EPA statement of achievement on-line
certificates, City & Guilds issue a digital credential
on completion of end-point assessment

* You can share this digital credential on LinkedIn and
Facebook or as part of an on-line CV

* Anyone viewing the digital credential sees what things you
did (and what skills you picked up) to earn this badge

e Find out more at T
https://www.cityandquilds.com/digital-credentials/end-point-assessment

Citye¥ | jlm
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https://www.cityandguilds.com/digital-credentials/end-point-assessment

Support throughout the 8 stages ¢
SLA’s, dashboard and reporting .
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City & Guilds SLA’s (where applicable) - =@
Crzidgeitnili al P

Schedule Planning

Meeting
After EPA Event
@ o \ receive component —

Accept or Reject

results
Gateway (Meeting to be held L
ASS|gn IEPA within ~10 days ideally) y, After last EPA ESFA Certificate
Event receive Requested
Assessment Plan overall EPA
Y 4 finalised and EPA Grade

Invitations sent

Gateway submission

Cit
Gﬁ.lds
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Ilm Planning Estimated 3-4 weeks EPA Events

Meeting

RN
* Days are working days
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Apprentice Assessment Progress — View and monitor K

Assessment Progress

Apprentice Four Q Filter by Standard ~ Filter by Specialism Filter by Provider ~ Filter by Employer W

In Progress ~

Apprentice Four
O ~

9494-12 Level 3 Customer Service Specialist

Employer 1
View Assessment Plan
Compenent Date Status Result MNotes Action
9494-701 Practical Observation 01-09-2020 10:00 Complete Pass e ses s mentinG View QA View Results
9494702 Presentation & Interview 02-09-2020 09:00 Pending QA et s mentinG Edit Results
2 Apprentice Four - | On Programme - 9494-12 Level 3 Customer Service Specialist
9494-703 Professional Discussion 03-09-2020 09:00 Pending Results Add Assessment Info Add Results
Overview  Profile  Notes
Registration Gateway Planning Assessment Certification
[ ] [ ] [ ]
Registered on 25/08/2020 Submitted on 25/08/2020 Completed
No upcoming events 9494-701 Practical = 2510812020 &

Observation

9494-702 Presentation & Pending

Interview

9494-703 Professional Pending

Discussion 4 0

Complete

Crye® | 1lm
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Reporting — Main Dashboard View "0

Retum fo your account. Search for user Q& Adele Smith~

ngi%ﬁ Ilm 2 Reporting Dashboa .

A City & Guilds Group Collaboration |4 Apprentices by Stage x lul Apprentices through Gateway %

Apprentices through Gateway

(L Apprentices Apprentices by Stage

Employers B

B
[ W Issue Management - . o .
=| | Gateway Review . 4
4

a
(N Assessment - !

. k]

2
] a [l [l I o 0 o [ o

0
- - - MarZ020  A@r3020  May2020  An2020 JZ0H  Aug020  SepINZ0  Oci2020  New2020  Dec2020  Jan 2031 Feb 2021

No. of Apprertices
Mo of Apprentices

LI mmnmo T mm Tomme Temimen o e © Frcicid @ Acta
Apprentice |l Apprentices by Standard x Ll Apprentices by Employer =
EPA
Apprentices by Standard = Apprentices by Employer =
Assessment
$308-22 Leval 5 To2m Laaer SUBIVISOr: 2 {15.4%) Toet Traming: 1 {7.7%)
Miscellaneous

5434-12 Level 3 Cusiomer Service Spaciallst: 11{34.6%) " Employer 1: 12 (32.5%)

eparrO
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ézﬁcﬁ digitalme Ilm

A City & Guilds Group Collaboration

/,l



Reporting — Suite of reports and scheduler

~* Reporting *
Apprentice EPA Planning Assessment Certification Miscellaneous
Name Action .

Ky el ezl EsTh Load Manage Saved Reporis =

Change of Circumstance ;
Load

Past Programmes Load

* Full suite of reports and this is growing all

the tlme Schedule Details

Name Schedule Name

Report Select a report for the schedule to run v
* You can use the schedule tool to send
. . Frequency Select how often the schedule should run v
specific reports by email at the frequency
Recipients | Email Address Name [+]
you need to whoever needs them.

Cit o
IGKI%(% digitalme Ilm
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Feedback on our EPA Service

Support and Feedback Delivery

J ) Contact us via: We'd love to hear your feedback and
centresupport@cityandguilds.com ideas :
M ideas on how we can improve our EPA

Service Delivery, how can we make your

0844 543 0000 (option 5) life easier?

www.cityandquilds.com/help/contact-us

Webchat on our contact us page ®» Letusknow D
@

We’d love your feedback on how we can improve through our feedback link found
either on

« https://www.cityandquilds.com/apprenticeships/endpoint-assessment-service

e orin the useful links section in EPA Pro

nle

digitalme

City ¥ ilm
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mailto:centresupport@cityandguilds.com
http://www.cityandguilds.com/help/contact-us
https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service
https://portal.prodpad.com/bcf49da8-a6f8-11e9-ad78-0abbec7104a5
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