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1 [bookmark: _Toc513120929]Introduction
[bookmark: _Toc513120930]What is in this document
Recording forms to be used by Independent End-point Assessors 
Grading Criteria
Overall Grading form
IEPA Preparation form
Professional Discussion Recording form
IEPA Review form
EPA Recording form
Apprentice Feedback form

This document must be used alongside the Assessment Pack for Independent End-point Assessors.
[bookmark: _Toc513120931]Guidance on how to use the recording forms
You must use the forms provided by City & Guilds in the format laid out in this document.
Professional Discussion recording form
In advance of the professional discussion you should prepare this form with the planned areas you are going to discuss with each apprentice.  You should save a version of the prepared form on the EPA Portal.  You should then use the same form during the professional discussion to record the responses given by the apprentice and any further topics covered or questions asked.
You can either complete this form electronically during the professional discussion or print off a hard copy to write on.  If printing a hard copy you might want to increase the size of the boxes to write in prior to printing the form.
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.
[bookmark: _Toc515441724]IEPA Review Form – Professional Discussion
This form can be used by the IEPA to note areas of the portfolio of evidence, which will require further investigation during the professional discussion. Comments made by the apprentice in response to the investigation can also be noted on this form during the discussion
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Level 3 Investment Operations Technician
Assessment 703/753: Holistic Assessment Grading Criteria

	
Grading Criteria

	
	Pass

	Distinction

	Evidence type
Centre /Training Provider only
	Evidence reference
Centre /Training Provider only
	Evidence provided in
IEA only
	Grade
IEA only

	Standard reference
	
	
	
	

	Knowledge
1.1 Industry and company understanding
Broad understanding of the role and structure of the Financial Services industry, the role and purpose of markets and the principles of investing.; the role of the function in which they work and how this role relates to other support functions within the organisation and corresponding banks and firms.

	1.1.1
	Broad understanding of the role and structure of the Financial Services industry, the role and purpose of markets and the principles of investing.
	Aware of developments and changes that impact in the financial services industry  
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	1.1.2
	Understands the role of the function in which they work, how their team fits within the business, and how this role relates to other support functions within the organisation, corresponding banks and firms.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.2 Regulatory and Compliance 
Understands the Financial Services regulatory framework and how the relevant rules and principles apply to their own role and within their team. Has a good understanding of market and operational risks that may impact their role, departmental activities, the organisation, clients and industry counterparties. Understands what constitutes appropriate market, business and personal conduct.

	1.2.1
	Understands the Financial Services regulatory framework and how the relevant rules and principles apply to their own role and within their team.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.2.2
	Has a good understanding of market and operational risks that may impact their role, departmental activities, the organisation, clients and industry counterparties.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.2.3
	Understands what constitutes appropriate market, business and personal conduct.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.3 Products 
Good understanding of the purpose & technical content of the financial instruments and/or products supported by the role, including the client need that is met by the product.

	1.3.1
	Good understanding of the purpose and technical content of the financial instruments and/or products supported by the role.
	An understanding a range of financial products outside of own role.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	1.3.2
	Understands the client need that is met by each product supported by the role.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.4 Systems and processes 
Proficient in the IT skills, systems and processes required to deliver the role outcomes. Aware of how these support and fit within the corresponding markets and counterparty organisations. Able to conduct an entire process independently with reliable results.

	1.4.1
	Understands the systems and processes, including IT, required to deliver the role outcomes, knowing how they link together to deliver a complete process.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.4.2
	Knows how these (1.4.1) support and fit within the corresponding markets and counterparty organisations.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.5 Client Services and Relationships
Knows the principles/tools of excellent client service and company standards required in their role. Understands the service requirements between markets, counterparties and different types of clients. 

	1.5.1
	Knows the principles/tools of excellent client service and company standards required in their role. 
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	1.5.2
	Understands the service requirements between markets, counterparties and different types of clients. 
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	Skills
2.1 Service Delivery 
Capable of performing non- complex tasks to consistently high standards of client service, timeliness, accuracy and attention to detail. For example, ensures the timely preparation and accuracy of computerised cash position, valuation, and client reports; monitors and processes the timely allocation of investment income to client account; Ensures that client instructions relating to increasing or liquidating their investments are communicated and processed promptly. Manages own workload and adheres to agreed systems and processes. Meets required risk, regulatory and governance requirements.

	2.1.1
	Perform tasks to the organisation’s standards, including client service, timeliness, accuracy and attention to detail.
	Recognises and rectifies mistakes.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	2.1.2
	Manage their own workload, adhering to agreed systems and processes.
	Is called upon to help new staff learn system and process.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	2.1.3
	Meet required risk, regulatory and governance requirements.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 

	 Fail 
 Pass 


	2.2 Communication
Demonstrates high quality written and verbal communication skills with both clients and colleagues. Builds and maintains good relationships with clients and counterparties. Handles everyday situations and issues that arise within the context of their job role. Ensures transactions arising from corporate actions are correctly communicated and allocated to client accounts.

	2.2.1
	Demonstrates high quality jargon free written and verbal communication skills with both clients and colleagues.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.2.2
	Builds and maintains good relationships with clients and counterparties.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.2.3
	Handles everyday situations and issues that arise within the context of their job role, demonstrating good listening skills and the ability to adapt their communication style.
	Shows initiative when faced with challenging situations.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	2.3 Team working and collaboration
Consistently supports colleagues and contributes towards making improvements and efficiencies. Aware of their role within the team, how their team fits within the business, and the impact of team decisions impacts on internal and external clients. 

	2.3.1
	Consistently supports colleagues and collaborates to achieve results 
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.3.2
	Able to identify and implement agreed improvements within their area.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.4 Ownership and Initiative
Takes ownership for delivery in their area of responsibility. Finds ways to progress and resolve non-complex issues, adopting alternative approaches where appropriate. Escalates decisions and issues swiftly when necessary. 

	2.4.1
	Takes ownership and commits to delivery in their area of responsibility
	Is a go to person for customer queries and can deal with challenging/ complex situations within own area of responsibility
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	2.4.2
	Able to find ways to progress and resolve non-complex issues, adopting alternative approaches, within company policy, when necessary. 
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.4.3
	Demonstrates the ability to identify and escalate decisions / issues swiftly when necessary
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.5 Personal Development
Participates proactively in planning and recording their development activities; responds positively to feedback from colleagues. Keeps up to date with changes in all areas of the role; shows commitment to the job and the industry. 

	2.5.1
	Takes ownership for and seeks ways in which to develop their capability in the role, keeping up to date with changes and recording their development activity as required.

	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	2.5.2
	Owns and progressively develops their own career plan.
	Shows a willingness to develop skills and knowledge beyond their normal job role eg attending CPD events, online courses, internal training
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	Behaviours
3.1 Honesty and Integrity 
Truthful, sincere in their actions and does the right thing (even when not the easiest). Handles client information confidentially. 

	3.1.1
	Demonstrates integrity and ethical behaviour in the way they do their job 

	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	3.1.2
	Handles sensitive information according to internal standards of confidentiality and data protection 
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	3.2 Adaptability
Willing to accept changing priorities and work patterns when new jobs need to be done or requirements change. 

	3.2.1
	Able to adapt to changing business needs effectively, re-prioritising work as required.

	Embraces changing business needs and looks for better ways of working to improve the quality and delivery.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
 Distinction

	3.2.2
	Supports others in adapting to changing business needs.
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	3.3 Enthusiasm
Shows drive and energy in their work, when things are going well and when challenges arise.

	3.3.1
	Displays drive and energy in their work, staying positive when under pressure
	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 


	3.3.2
	Able to deal objectively with challenges when they occur 

	No distinction differentiator.
	
	
	 Portfolio 
 Professional discussion 
	 Fail 
 Pass 
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[bookmark: _Toc488405386][bookmark: _Toc513120935]Level 3 Investment Operations Technician
Overall Grading form

	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]

	· evidenced a minimum of 80%  (24 out of 30 of the assessment criteria through the portfolio, including a minimum of 1 assessment criteria per competency 
	[image: tickbox]

	· achieved at least a pass criteria for 26 of the criteria from the knowledge, skills and behaviours using both methods of assessment
	[image: tickbox]

	· sourced most of the evidence from the final three months of the programme (i.e., after the Gateway) 
	[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 achieved a minimum of 6 distinction assessment criteria from across the knowledge, skills and behaviours competencies.
	[image: tickbox]

	
Overall grade 
	[image: tickbox] Fail 
[image: tickbox] Pass 
[image: tickbox] Distinction
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IEPA Preparation form

This form can be used to record any areas for further exploration; questions to be asked; themes to be explored in further depth identified when reviewing other evidence/assessments in advance of the professional discussion

	Apprentice
	
	Enrolment number
	

	IEPA
	
	Assessment Date
	



Please note that the boxes below are just an indication of the areas to be covered during the professional discussion, they do not represent the number of questions that should be asked. During the Professional Discussion multiple areas may be covered by the apprentice as this is a discussion, not an interview with set questions and answers

	Standard reference
	Themes to explore
	Questions to ask
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	Apprenticeship Standard
	 

	Assessment date
	 

	Apprentice
name
	 

	Enrolment                        number 
	 

	IEPA name
	 
	Date
	 




	Standard
reference
	Question
	Response

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Overall comments and justification for grade allocated/ conclusions drawn



I confirm that the evidence presented here is an accurate account of the assessment that took place.
	IEPA
	 
	Date
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Assessment 703/753: IEPA Review form
 

	Apprenticeship Standard
	I tment Operations Technici
	Assessment date
	

	Apprentice name
	 

	Enrolment number
	

	IEPA name 
	 
	Date
	




	Standard
reference
	Question
	Response

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	



I confirm that the evidence presented here is an accurate account of the assessment that took place.
	IEPA
	
	Date
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End-point Assessment Recording form 

For each of the End-point Assessment tasks, please record any comments that summarise your assessment decision in the table below. The Apprentice Feedback form will be used to provide any feedback to be given to Apprentices who have failed to complete any assessment task. 

	Centre name
	
	Centre number
	

	 Apprentice
 name
	
	Enrolment 
number
	



	Task
	Comments

	Portfolio of evidence

	







	Professional discussion
	







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



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.


	End Assessor
	
	Date
	




[bookmark: _Toc513120939][image: ]Apprentice Feedback form

	Apprentice
	
	Enrolment number
	

	Assessment
	

	IEPA
	 
	Date of End-point Assessment
	


	
	


	Task / AO
	Feedback

	








	




















































Every effort has been made to ensure that the information contained in this publication is true and correct at time of going to press. However, City & Guilds’ products and services are subject to continuous development and improvement and the right is reserved to change products and services from time to time. City & Guilds cannot accept responsibility for any loss or damage arising from the use of information in this publication.
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