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This document must be used alongside the Assessment Pack for End-point Assessors.
[bookmark: _Toc26948211][bookmark: _Toc28074515]Guidance on how to use the recording forms
End-point Assessors must use the forms provided by City & Guilds in the format laid out in this document.
Overall grading form
This form must be used to calculate and record the overall apprenticeship grade.  The IEPA must complete all information and sign and date this form before returning it to the City & Guilds EPA team.
Apprentice feedback form
The feedback form only needs to be completed when feedback is to be sent back to the apprentice.  All apprentices that failed any end-point assessment will be provided feedback, however there may be other occasions when City & Guilds will ask you to complete a feedback form for apprentices that have not failed.  
This form, unlike other recording forms should be written to the apprentice, it should highlight clearly areas where they have achieved and areas where they have not met the required standard.  It should be written so that it is clear what areas they need to focus on prior to any resit.  Further information around feedback to apprentices can be found in the IEPA Manual. 
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	Centre name
	
	Centre no.
	

	Apprentice name
	
	Enrolment no.
	



	Apprentices achieving a pass overall must have: 
	Tick if achieved

	· evidence of work completed during the apprenticeship programme which demonstrates the learner’s competence against the standard
	[image: tickbox]

	· achieved 100% of the assessment criteria for the knowledge, skills and behaviours competencies across both methods of assessment
	[image: tickbox]

	· evidenced a minimum of 70%  (35 out of 50) of the assessment criteria through the portfolio, including a minimum of 1 assessment criteria per competency 
	[image: tickbox]

	· used a minimum of three different types of evidence
	[image: tickbox]

	· demonstrated competence holistically across the knowledge, skills and behaviours (synoptic assessment)
	[image: tickbox]

	· demonstrated ‘consistent‘ performance for skills and behaviours
	[image: tickbox]

	· provided evidence which is valid, authentic, reliable, current and sufficient.
	[image: tickbox]

	Apprentices achieving a distinction overall must have:

	· achieved everything at pass grade and have a minimum of 20 distinction marks from the skills and behaviours competencies with at least one distinction mark from each of the 10 competencies.
	[image: tickbox]

	
Overall grade 
	[image: tickbox] Fail 
[image: tickbox] Pass 
[image: tickbox] Distinction




I confirm by awarding a pass or distinction that the apprentice has achieved all the requirements of this end-point assessment as specified by the grading criteria.  For an apprentice who has received a fail the minimum requirements have not been met.

	IEPA
	
	Date
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	Apprentice
	 
	Enrolment number
	

	Assessment
	

	IEPA
	
	Date of end-point assessment
	


	
	


	Task / AO
	Feedback

	
	



Useful contacts

	Centres
Exam entries, Certificates, Registrations/enrolment, Invoices, Missing or late exam materials, Nominal roll reports, Results
	E: centresupport@cityandguilds.com

	Learners
General qualification information
	E: learnersupport@cityandguilds.com

	End point assessment enquiries
	E: EPA@cityandguilds.com

	Other contacts
For other contacts visit the Contact Us page of our website
	W: www.cityandguilds.com/help/contact-us




About City & Guilds
As the UK’s leading vocational education organisation, City & Guilds is leading the talent revolution by inspiring people to unlock their potential and develop their skills. We offer over 500 qualifications across 28 industries through 8500 centres worldwide and award around two million certificates every year. City & Guilds is recognised and respected by employers across the world as a sign of quality and exceptional training.  

City & Guilds Group
The City & Guilds Group operates from three major hubs: London (servicing Europe, the Caribbean and Americas), Johannesburg (servicing Africa), and Singapore (servicing Asia, Australia and New Zealand). The Group also includes the Institute of Leadership & Management (management and leadership qualifications), City & Guilds Licence to Practice (land-based qualifications), the Centre for Skills Development (CSD works to improve the policy and practice of vocational education and training worldwide) and Learning Assistant (an online e-portfolio).

Copyright  
The content of this document is, unless otherwise indicated, © The City and Guilds of London Institute and may not be copied, reproduced or distributed without prior written consent. However, approved City & Guilds centres and apprentices studying for City & Guilds qualifications may photocopy this document free of charge and/or include a PDF version of it on centre intranets on the following conditions:
centre staff may copy the material only for the purpose of teaching apprentices working towards a City & Guilds qualification, or for internal administration purposes
apprentices may copy the material only for their own use when working towards a City & Guilds qualification
The Standard Copying Conditions (see the City & Guilds website) also apply.

Please note: National Occupational Standards are not © The City and Guilds of London Institute. Please check the conditions upon which they may be copied with the relevant Sector Skills Council.
Published by City & Guilds, a registered charity established to promote education and training

City & Guilds
Giltspur House
5-6 Giltspur Street
London EC1A 9DE
www.cityandguilds.com
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