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Welcome to EPA Pro

EPA Pro is our new EPA service delivery platform
bringing the end-to-end EPA journey, from 'S
registration to results, all in one place.
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Please familiarise yourself with our 8 Stage Journey for EPA o
®

Stage 2 We will focus on
Stage 1 Gettinggset up Stage 3

i':‘:‘éﬁ;% with an EPA EPA registration Stage 3 Ir_] this
y agreement presentation

Stage 6 Stage 5 Stage 4

Upload assessment EPA planning Gateway
evidence meeting

Stage 7

EPA event

Stage 8

EPA results and
certification

o Access our detailed 8 Stage Journey here....
Cit 8&'
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https://www.cityandquilds.com/apprenticeships/endpoint-assessment-service/epa-pro-



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

epa.cityandguilds.com

« Once approved with us (or migrated as an existing customer) your agreed Primary Coﬁtact
will receive an invitation to create a password for EPA Pro

_ @
Citygg l .
cuias | 1tIM
A City & Guilds Group Collaboration PS
eparroO, .
8ign in to your account N
® *
O oo Toa i Gonons. *
[
@
¢
.
City < l Username is your email address
i | ilm y

You can reset your password easily if you forget it!
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The Dashboard

o " Search for user... Q ‘ f‘;-j Jackie Smith «
When you log onto EPAPro i | ilm
you will see this screen first, - oo

which gives you snapshot

H Apprentices Latest News
of your Apprentices journey: |
[ ] NeW Appre ntices Gateway Review - # 3 0 0
E n ro I I e d Bl . New Apprentices This Completed (?ateway New Results This New Cert'rﬁcaliuns‘;“"l' hii
i G ateway C O m p I eted %) Assessment - View Details [>] View Details >} View Details ©
° N eW R eS u ItS Support Materials - 4 Catondar

o NeW CertIfICatES < > o January 2021 mweekﬂ

Sun Mon Tue Wed Thu Fri Sat

Your Calend-a.r VieW Wi” be https://epafdemo.cit\/andquilds.com/usersﬁraimnqProvider/dashboardi 11 12 13 14 15 16
populated with all the EPA
activity for your Centre

iz | llm
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The Menu
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« On the left-hand side of the screen, you will see the main
menu, this will allow you access to all the necessary actions on
EPA Pro.

Apprentices

. Wc_edwill go into more detail on some of these functions in this
guide.

Employers

Issue Management -
« We highly recommend you familiarise yourself with the menu
and what is in each drop-down box as this will help you Gateway Review B
to navigate around the system.
Planning -
Assessment -
Support Materials -
Reporting -

Citye¥ | jlm
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Notifications

Next to your Username in the top corner, you will see
the Notifications bell:

This will inform you of all notifications regarding your
apprentices, stages such as:

« Gateway due or completed

» Results available

« Assessments planned

Clicking onto a notification will take you to the record
for that apprentice

Notifications can be removed from this list as you wish
either by marking as read or deleting them

Citye¥ | jlm
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& [E] Jackie Smith ~

Notifications

Mark all as read Delete all read

Certification completed for Karen Libby
1 hour ago
Mark as read  Delete

9494-703 Professional Discussion result
available for Karen Libby

1 hour ago

Mark as read  Delete

9494-702 Presentation & Interview result
available for Karen Libby

1 hour ago

Mark asread Delete

9494-701 Practical Observation result available
for Karen Libby

1 hour ago

Mark as read  Delete

David Smith's gateway has been approved.
4 hours ago
Mark as read Delete

Karen Libby's gateway has been approved.
4 hours ago
Mark as read Delete




Editing profiles ¢

. #
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Editing / Adding Profiles

* Once approved for delivery for the first time or for existing customers once you are
migrated to EPA Pro you will be set up with a Provider Primary usetr.

* In the top right-hand corner of the home screen, you will see your Username

Search for user... Q, “ [‘;EI Jackie sSmith =

« From here you can do the following:

Jackie Smith -

Edit your profile

Edit your company profile

Edit / view sub users
City2¥

Guilds I lm Logout
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Editing Your Profile

« 'Edit Profile’ provides a chance
for you to check your details
are correct

« The Security tab is for you
change / update your
password to the system

* We would also recommend
you add your electronic
signature here, as this will

@ Edit My Profile
®

User Details Security

User Details

Username *

Adele.Smith@cityandguilds.mailinator.com

Email *

Adele.Smith@cityandguilds.mailinator.com

Signature Name

Signature Name

Signature

v

save time for you with the
Gateway forms a little later!

i | ilm
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Given Name *

Adele

Family Name *

Smith

Telephone *

08445430000

®@ o 0O

Update My Profile

NS



Stage 3.
Registering your apprentices .

Add your apprentices to start
their EPA journey .

Guilds
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Registering your Apprentices

Apprentices can be added by selecting Apprentices from the main menu:

Séé | 1lm + One-by-one [N )

A City & Guilds Group Collaboration
+ Orin bulk

Apprentices

At Manage Appl'enti ces 2*Add Apprentice 2¥Import Apprentices 2*Export Apprentices
Employers

Search. .. Filter by Standard v Filter by Specialism Filter by Employer ~ On Programme v Clear Filiers
Issue Management -
ULN Given Name Family Name  Email Standard Specialism  End Point Assessor Provider = Date Added  Status Edit Profile

Gateway Review - 1111111114 David Smith [~ 9494-12 Level 3 Customer Service Specialist Noel Smith Provider 1 04/09/2020 /’ S
Planning -

£ Bulk Upload
Assessment -

Apprentice Employer

Support Materials - Helpers ~

Action Type:

Create Apprentice 1 Download Example Csv
Reporting - Creale Apprentice Update Apprentice Assessment Centre |D Finder
Please Upload a csv file: Change Of Circumstance Employer 1D Finder

. Choose | Choose afile_.. Start New Programme Ethnicity Codes
. o) i
Clty* I lm Create Employer External Standard ID Finder
.
Gu'lds Industry Sector ID Finder

Specialism |D Finder ‘ :
A City & Guilds Group Collaboration \
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Adding your Apprentices one by one ® o o

To add an individual apprentice, select Apprentices from the main 0

menu on the Dashboard, then Add Apprentice.
2 Add Apprentice

Apprenticeship Details User Apprentice Details Workplace Details
Apprenticeship Details Apprenticeship Dates

Provider * Expected Start Date *
Provider 1 DD/MM/YYYY

Employer Expected Date Ready for EPA*
Select employer v DD/MM/YYYY

Standard * Expected Completion Date
Select standard ~ DD/MM/YYYY

Specialism On Programme Assessor
Select standard first ~

Assessor Name

Assessor Name

Assessor Phone Number

Assessor Phone Number

The Workplace Details is the address where
the ESFA Certificates will be sent to

%z | ilm
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Work through the four tabs, ensuring all mandatory ®
fields marked with an (*) are completed

To allow the apprentice access toggle Allowed
login methods to green

Allowed login methods

() Login using username/password

Apprenticeship Details User Apprentice Details Workplace Details
Workplace Details Workplace Mentor
Company Name * Mentor Name
Company Name Mentor Name
Site Name Job Title
Site Name Job Title
Address Line 1 * Telephone
Address Line 1 Telephone
Address Line 2 Email
Address Line 2 Email
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Bulk uploading your Apprentices ° . : :

To bulk upload your apprentices, Select Apprentices in the main menu I

and then select Import Apprentices

®
Apprentice.  Employer This will open the Bulk
. Upload section. From here
Action Type: select the required Action
Create Apprentioe v Type, Choose your file and
Please Upload a .csv file: u pload

Choose Choose afile... ‘ ‘

Upload
Helpers «

4 Download Example Csv

¢ Documentation

Remember Assessment Centre ID Finder For all bulk upload functions in EPA Pro, if you access
the Hel ers! Employer ID Finder the ‘He/peI‘S’ dI’Op dOW” yOU’Il be able to download an
PErs: Ethnicity Codes example .csv file giving you the format required and

External Standard ID Finder

example content.
Citygg Industry Sector ID Finder

GUIIdS Ilm Specialism ID Finder
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. . . . ®
Hints and tips for adding Apprentices . e
I
Apprenticeship Details User Apprentice Details Workplace Details Workplace DetaiIS iS the addreSS Used tO Send
Workplace Details ESFA Certificates
. . User Details
In the user details tab please use an email S
address for username
essenebieAdsmens This is where you will let us know of any reasonable adjustments the

apprentice requires such as additional time etc

A

Apprenticeship Dates

Expected Start Date *

There must be at least 366 days between the ‘Expected start
date’ and the ‘Expected date ready for EPA’

Expected Completion Date

City¢
Gﬂi‘%

A City & Guilds Group Collaboration M

I lm Allowed login methods

Login using username/password

Toggle green to give apprentices access to EPA Pro



Apprentice View — The Dashboard

Notifications/Actions

i | ilm Personal
:
A City & Guilds Group Collaboration
profile

P re I O ad e d m SIS - e ) Test Apprentice ~ .

No News Available

S U p po rt Edit your profile

. £ Calendar
I I I ate rl aI S < | > | | today September 2020 month | week  day View your progress
Sun Mon Tue Wed Thu Fri Sat
! 2 ? 4 & Logout

e B Calendar of EPA events

13 14 15 16 17 18 19
128 eera Backy
20 21 2 23 24 25 26
= " . . & Test Apprentice - | on Programme - 9494-12 Level 3 Customer Service Specialist

View Programme ~

epa P R O~ Overview Profile

Registration Gateway Planning Assessment Certification
Registered on 27/11/2020 Submitted on 27/11/2020 Completed Next Assessment:
15/02/2021
. 9494-701 Practical 15/02/2021 9494-701 Practical Pending
P r O g re S S VI eW Observation 09:00 Observation
9494-702 Presentation & 16/02/2021 9494-702 Presentation & Pending
Interview 09:00 Interview
9494-703 Professional 17/02/2021 9494-703 Professional Pending
Discussion 09:00 Discussion 4 0
Complete

%z | ilm
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Apprentice View

Under Support Materials and then Welcome pack we have a short presentation ‘Introduction of the
Apprentice Journey in EPA Pro’.

Type | Title Description Updated  View
. Auseful document to share with colleagues and partners to introduce our end-point assessment service and the processes and platforms you will need to use. You will 18/12/2020
Welcome pack , onr . : i ) Open

have received this Welcome pack when you were first approved for end-point assessment delivery. 14:35

0 Introduction to the Apprentice | A short presentation showing the journey for an apprentice in EPA Pro; from accessing the platform and support resources, following their progress through EPA, to final 27/08/2020 Open
Journey in EPA Pro EPA events, results and final cartification. 11:16 P

This Presentation will give the Training Provider an . o
understanding of the journey for an apprentice in EPA Pro; e ce e
from accessing the platform and support resources, Your City & Guilds o~
following their progress through EPA, to final EPA events,  |apprenticeship journey o S
results and final certification. supported by .
eparroO.

citye¥ |l ’

cuias | IUM | .
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Adding your employers ¢

It is not a mandatory requirement for Employers to have
access to EPA Pro. It is at the discretion of the Training
Provider.

ESFA Certificates will be sent to the address provided in
Workplace Details under Apprentice.

. #
cve¥ | jilm
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Adding Employers

In the same way as adding your apprentices you can add employers individually or as a bulk upload — Follow the stepslor.
each process;

one-by-one Using
Or in bulk using

You can edit employers once they are set up by clicking on the pencil icon under Edit
City'ﬁg'

Retumn to your account. Search for user... Q ﬁ Adele Smith ~
Guilds Ilm

iy ot G ot 1 Manage Employers

Search...
15 Apprentices Q

Name “ Provider Contact Name “ Contact Email Contact Number Date Added « Status Users Edit
m | Employers

Employer 1 Provider 1 Amanda Smith Amanda.Smith@cityandguilds mailinator.com 08445430000 14/07/2020 = /‘
|} Issue Management < —

i | ilm
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Adding an Employer one by one ® o o

o o ®
Select Employers from the main menu, then select Add Employer s

completing the mandatory fields | | ®
Details Standards Assessment Centres Primary User Details Users
(assessment centres can be left blank)

©=1Add Employer
On the standards tab, you’ll see any Standards
Standards you,re approved to deliver, 9308-22 Level 3 Team Leader/ Supervisor 9494-12 Level 3 Customer Service Specialist
select which ones relate to that employer
POy
=1Add Employer
. . User Details
In the Primary User tab, toggle Allowed login
methods to green if you want to give the Employer o S

access to EPA Pro.

Allowed login methods

Cit &g fl Q) oo
GZiIds ] m
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Bulk Import of Employers o o o
® o ®

. I
Select Employers from the main menu, then select Import Employer
.

Apprentice Employer

This will open the Bulk

Helpers = .
I | Upload section. From here
ction Type Create Apprentice 4 Download Example Csv
Create Employer Update Apprentice Assessment Centre ID Finder Se I eCt th e re q u I red ACtI O n
Please Upload a .csv file: Change Of Circumstance Employer ID Finder .
Choose | Choose afile Start New Programme Ethnicity Codes Type y C h Oose yo u r fl Ie an d
Create Employer External Standard ID Finder u pload

Industry Sector 1D Finder

Specialism |D Finder

For all bulk upload functions in EPA Pro, if you access the ‘Helpers’ drop down you’ll be able to download
an example .csv file giving you the format required and example content.

Once populated with your data simply upload the .csv file

%z | ilm
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Support resources ¢

Guilds
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Support Resources

» Simply click here to open

T i
Cive¥ | 1lm
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5 Apprentices
= Employers
« Access Support Materials on the main menu © B
. . . . E] Gateway Review -
» Selection will provide a drop down of all available resources '
. . . Plannin =
« A wealth of support materials all accessed in one place i
&) | Assessment -
M | Support Materials =

M View Support Materials

@i | ilm
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*

Employers and Apprentices given access will only be able
to view and access support resources applicable to them o

ﬂ Support Materials

View

\ 4

Welcome Pack

Checklists

EPA Preparation Resources
EPA Pack

Recording Forms

Sample Tests

LIEPA Reports

Exemplar Matenals

EPA Handbook

Useful Links

EPA Pro Help and Suppaort

4 o

hd




What support materials are available?

End-point Assessment Preparation Guidance

End-point assessment preparation and guidance

Suggested resources

End-paint assessment ghoes vou @ few ways to shaw what you've leamt and that you've picked up all
the skills, kawledge and behaviaurs your job needs. It's the kst part of your apprenticeship and we
want yeu bo pass.

The anline content below can help you get ready so that yau can feel mare confident and have the
Best chance to demonstrate what yau've learnt. These free resaurces include shart videos, articles,
blags and mare, gathered from a variety of onfine sources.

Same af th ills ey not far your s mike sure you
know which assessment metheds are required Foe your standard. We recommend using these
resaurces b supplement the infarmaticn and supgort peavided by yaur training praviderfemployer.
Perferming under pressure

3 tips b bonst your canfidence (Video, TED-ad)

13 secrets for ing better under pressure (Article, Business Insider)

5 ways to beat pre-performance nerves [Article, Teens Health)

7 weays by cambiat ansiety (Video, MindTogs)

On the day
Exercise ing to manage stress - Mayo Clinic
The benefits of 4 good night's deep (Article, TED-Ed)
for the day of an exam |Article, The Guardian]
Communication
Impartant acti tening skilks i (Article, The Balance)

10 steps to effective listening (Articks, Farbes)
Active listening (Viden, TERauth)

r EPA exemplar materials

Profissionalism
The i aof being in the warkplace (Article, WiseStepd
Professinnal etiguette (Article, & First Jok)

Level 2 Customer Service

Practitio

EPA exemplar
Professional

How to make a great first impression {Videa, MindTaols)

difference in the way intermal
and external customer

OYes ONo

Cit |
Gzilds digitalme Ilm
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End-point assessment

=

A checklist for apprenti

We want you to be suceessful in your spprenticeship 50 we've put tegether 8 handy chackist 1o help s
on top of the steps in getting to, and passing, your end-peint sssessment (EPA)

oA e NS o P e AT 1 i g
rows for you to add in your own ideas. This is an aid and doesn’t replace the advice and instruction frol

your emplayers and your tuters and providers

Find out more sbout EPA on our YouTube channe! youtube com/cityandguidsvidag - especially What is
Get 1o know our EPA preparation tood,

snd-paint ssssesmant (EPA)? and aton

Before EPA

During your on-programme training, you may have to complets tasks,
projects and coursawark - maka sure you mest the deadinals) and deliver
3t the nghe quality

Portfolio

What to expect from the portfolio showcase

i et g ol e AP ol s o by o e ey ermploye
has to authrise your

Make sure you're registered for cur crline EPA preparation toal If you're
taking your EPA with City & Guilds. It helps build your confidence for
it Y G S e i, VoY Sl iy
YOu 10 5ign up ~ this wil came about tvee befom your P4

ok 10 your utor i you meed pece arangements for youw

Dopending on the grades you've sready got in English and maths. you

kgt e ek i F ey il iy B S i
. No one can move cato EPA without having met the

g of thair standard

y of the E5 rght
Srcugh to getang you spprenioasip carihcsss ot the et Adk tham for
this if you don't have &

¥ you have any assessments or projects that you need to take into an EPA,
Mnmpwluamw”'udm“(wmmp:ﬂq
finished and

an rack to gat thase

A\pp notes and g

The portfolio showcase

A portiolio showcase is a collection of evidence that shows you have met the requirements for
As the graded, it that, as well as showing that you have

met the requirements, you present your best work.

This guidance covers the process of selecting evidence for the portiolio and submitting the
portiolio for end-point assessment (EPA).

A portfolio showcase has as its content, your best work. It will contain & variety of evidence 1o
show you have met the pass criteria, and possibly the distincton.

The evidence in a showcase portiolio can vary and be for example:

+ Reflective account ~ reflection is very important in a showcase portiolio as it allows you o
consider carefully what you have camed out in the workplace and how well you have done
it. A reflective account allows you 1o refiect on the tasks you have carried out, how, why
and when you did 50 and to explain the evidence you are presenting in your portfolio
showcase, and the reasons for doing so.

* Product evidence — Mmummnmmmn
depend on the ‘areas it will be for example letters
ummmmmmmnmm

« Observation - an cbservation is where you will be observed in the workplace carrying out
a naturally occurming activity. This observation will be a statement of what has been seen
and must not have been assessed against the standards This observason can be writen

or recorded. ‘and data protection must be adhered 1.
« Witness testimony — munmmlwunmulm again
confidentiality and data protection requirements must be adhered 1o. It is where a withess

will provide an account of what you have done in your job role. It is likely to confirm the
authenticity of the evidence or reflective account presented by you in the portiolio
showcase. A witness can range from a manager to a customer and will vary according to
the occupational area.

* Recorded discussion - this can be an audio or videced discussion with you reflecting on
your own work or discussing certain tasks/topics with another, eg your manager. This
evidence must be authenticated as your own work.

Selecting evidence
Before selecting the evidence to form the portfollo you should review the assessment
requirements given in the Level 2 Customer Service Practitioner (9794-12) EPA pack for the
apprentceship This will state the requirements 1o be covered by the portfolio and may also
include guidance on:
« the type of evidence that can be presented (see above)
* when the showcase evidence should be gathered from — the period of time from which
the evidence should have onginated (usually this will be towards the end of the
apprenticeship).




Feedback on our EPA Service

Support and Feedback Delivery

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

Service Delivery, how can we make your

08844 543 0000 (option 5) life easier?

www.cityandquilds.com/help/contact-us

Webchat on our contact us page ®» Letusknow >
@

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

fLS

digitalme

Wik Ilm
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