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1. Apprenticeships  

 

This pack will help providers and employers 

prepare apprentices for the End-point Assessment 

(EPA) of their City & Guilds Level 3 End-point 

Assessment for Data Technician (9675-12). It 

explains how apprentices will demonstrate the 

knowledge, skills and behaviours (KSBs) which they developed during their apprenticeship. 

 

This pack must be used alongside the: 

• recording forms for providers and employers 

• resource pack for providers and employers  

• sample assessment pack – scenario demonstration with questioning  

• EPA Documents Library, which includes the Manual for the EPA Service, information 

about the EPA service, policies about malpractice and appeals, FAQs and a video 

about EPA which can be shared with apprentices. 

 

The City & Guilds Manual for the EPA Service includes information on: 

• application, registration and booking 

• assessment 

• results and post results (including re-sits) 

• fees 

• quality assurance.  

 

Full-time apprentices will typically spend 24 months on-programme working towards meeting 

the Standard, with a minimum of 20% off-the-job training as specified by the apprenticeship 

funding rules.  The employer should ensure that the apprentice has access to development 

opportunities to gain the KSBs, as outlined in the Standard, and must hold regular progress 

reviews with the provider and the apprentice.  

 

Once the apprentice has completed their training, they should be ready to go through 

Gateway to EPA. See the ‘Gateway’ and ‘Assessment instructions’ sections within this pack 

to understand what happens. 

 

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library


 

  

July 2026 City & Guilds Level 3 End-point Assessment for Data Technician (9675-12), Version: 1.0 | 6 

The EPA for this apprenticeship includes the following assessments, which can be taken in 

any order, as requested by the apprentice: 

• Scenario demonstration with questioning  

• Professional discussion underpinned by a portfolio of evidence  

 

The assessments can be taken in any order. 

 

Preparing for EPA 

In preparation for EPA, providers and employers should: 

• read the assessment instructions sections before reaching Gateway – the EPA 

partnership managers can help with any queries 

• review which completed recording forms and evidence must be submitted, and when 

• use the recording forms provided in the format laid out, unless indicated otherwise 

• plan the venue and resources required for EPA, making sure the assessment 

environment is secure and comfortable, without interruptions 

• use the Proficient portal to help manage the apprentice’s progress through EPA 

• for on-site assessment, arrange for a designated contact to be available on the day to 

ensure the correct resources are available. 

 

To help apprentices prepare for EPA, providers and employers should:  

• explain the assessments and recording forms to the apprentice – refer to details in 

the ‘Assessment instructions’ section of this pack 

• agree a realistic timeframe for submission of evidence that meets the EPA deadlines 

– any delays in submission of evidence will delay the assessments 

• make sure the apprentice has the resources and time to prepare for, and undertake, 

EPA 

• take the apprentice through some mock assessments 

• share the EPA Preparation Guide with the apprentice, which includes information 

about system requirements for virtual meetings 

• let City & Guilds know if access arrangements are required to support an apprentice 

through EPA. Information about City & Guilds access arrangements, including 

reasonable adjustments, is on the City & Guilds website, under EPA Documents 

Library. 

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
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Authenticating the apprentice’s work 

The Independent End-point Assessor (IEPA) must ensure all decisions satisfy validity, 

authenticity, currency and sufficiency (VACS). For evidence produced outside controlled 

conditions, the apprentice will be required to: 

• sign a declaration that the work is their own 

• reference all sources. 

The employer/provider should also aid authentication by: 

• supplementary (oral) questioning to gauge the apprentice’s familiarity with the topic 

• looking out for any changes to the apprentice’s usual writing style, the inclusion of 

unusual sources/examples or the use of US spellings or phrases, which might 

indicate cutting and pasting from the internet 

• requiring access to evidence of steps in the process, for example drafts, notes, 

planning etc. 

 

City & Guilds have produced forms for use when reviewing evidence produced outside of 

controlled conditions. These forms include a Declaration of Authenticity, which must be 

completed when submitting evidence. The forms are incorporated in the Recording Forms 

document.  

 

City & Guilds position statement on artificial intelligence  

The following guidance on artificial intelligence (AI) is designed to help candidates, teachers 

and assessors to complete Non-Exam Assessments (NEAs), coursework and other internal 

assessments successfully. Please ensure familiarity with it.  

Position Statement on AI | City & Guilds 

 

Health and safety and codes of practice 

The importance of safe working practices, the demands of the Health and Safety at Work Act 

and any codes of practice associated with the industry must always be adhered to. 

Following safe working practices is an integral part of all City & Guilds assessments, and it is 

the responsibility of the provider and employer to ensure that all the health and safety 

requirements are in place when apprentices are working on any projects or before 

apprentices begin any EPA. 

Should an apprentice fail to follow correct health and safety practices and procedures during 

an EPA, the IEPA may advise the apprentice to stop and explain why. 

https://www.cityandguilds.com/delivering-our-qualifications/position-statement-on-ai
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Results submission and feedback 

The IEPA will not provide feedback to the apprentice during or immediately following the 

assessment process. The provider will be informed by the City & Guilds EPA Team of the 

assessment results.  

The IEPA will communicate the grade allocated for each assessment to the Lead 

Independent End-point Assessor (LIEPA) for quality assurance and sampling. The LIEPA will 

submit the results to the City & Guilds EPA Team.  

Summary feedback will be provided to all apprentices after any grade determination has 

been carried out. The feedback will cover the areas against which insufficient evidence has 

been provided, leading to a fail. Our EPA feedback will also cover the areas against which 

the apprentice’s evidence has resulted in the award of a Fail, Pass or Distinction. 

If the apprentice has passed the EPA, the City & Guilds EPA Team will issue the EPA 

Statement of Achievement to the provider, confirming the grade achieved, and will notify 

Skills England, which will issue the apprenticeship certificate. 

 

Statement of Achievement 

A printed EPA Statement of Achievement will be issued to each successful apprentice. 

Providers and employers with access can view and download PDF copies of the Statement 

24 hours after the results are published. A PDF supports more efficient processing of funding 

claims by providing evidence of apprentice certification before the apprentice’s paper 

certificate arrives. 

 

The overall apprenticeship certificate will be issued by Skills England. 

 

Digital credentials 

A digital credential is a verified, visual representation of knowledge and skills earned in 

various learning environments. Please see an example below: 
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Digital credentials are issued and verified online, making it easy for individuals to 

demonstrate their competencies to employers, clients and peers online. Each digital 

credential has a unique URL that can be shared electronically via social media, in an email 

signature and on a CV. This is a complimentary service in addition to the paper certificate. 

 

For further information, please visit the City & Guilds EPA Digital Credentials webpage and 

the general terms in respect of our privacy policy, or contact 

digitalsupport@cityandguilds.com. 

 

 

mailto:digitalsupport@cityandguilds.com
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2. The apprenticeship Standard 

Occupation summary 

This occupation is found in all sectors where data 

is generated or processed, including but not limited 

to finance, retail, education, health, media, 

manufacturing and hospitality. The broad purpose 

of the occupation is to source, format and present 

data securely in a relevant way for analysis using basic methods; to communicate outcomes 

appropriate to the audience; to analyse structured and unstructured data to support business 

outcomes; to blend data from multiple sources as directed; and to apply legal and ethical 

principles when manipulating data. In their daily work, an employee in this occupation 

interacts with a wide range of stakeholders, including colleagues, managers, customers and 

internal and external suppliers. They would typically work as a member of a team; this may 

be office based or virtual. An employee in this occupation will be responsible for collecting 

and processing data under the guidance of a senior colleague or multiple colleagues across 

the business. This may vary by sector and size of the organisation. An employee would 

mainly be responsible for their own work but may have the opportunity to mentor others. 

Occupational duties 

This apprenticeship Standard has a number of duties which someone working in the role 

would typically be able to undertake. These duties are underpinned by a range of KSBs 

which a successful apprentice will be able to demonstrate: 

Duty KSBs 

Duty 1 Select data from a collection of already identified 

trusted sources in a secure manner 

K1 K2 K3 K5 K18 K19 K23 

S1 B1 B2 

Duty 2 Collate and format data to facilitate processing 

and presentation for review and further advanced 

analysis by others 

K3 K4 K6 K7 K8 K15 K17 

K18 S2 S3 S7 S12 S13 B1 

B2 

Duty 3 Present data for review and analysis by others, 

using required medium, for example tables, charts and 

graphs 

K4 K9 K10 K11 K12 K26 S3 

S9 S10 B3 

Duty 4 Combine data from various sources and formats 

to explore its relevance for the business needs 

K 13 S4 S5 S12 B1 B2 

https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
https://skillsengland.education.gov.uk/apprenticeships/st0795-v1-1?view=standard
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Duty KSBs 

Duty 5 Analyse simple and complex structured and 

unstructured data to support business outcomes using 

basic statistical methods to analyse the data 

K14 K15 K16 S5 S6 S7 S13 

S16 B1 B2 B3 

Duty 6 Validate results of analysis using various 

techniques, for example cross checking, to identify faults 

in data results and to ensure data quality 

K17 K18 K23 K26 S6 S7 

S12 S16 B1 B2 

Duty 7 Communicate results verbally, through reports 

and documentation, and tailoring the message for the 

audience 

K10 K11 K12 S8 S9 S10 

S11 S13 B3 

Duty 8 Store, manage and share data securely in a 

compliant manner 

K7 K8 K19 K22 K24 S10 

S11 B4 

Duty 9 Collaborate with people both internally and 

externally at all levels, with a view to creating value from 

data 

K20 K21 K22 K23 S8 S12 

S13 S14 S15 B1 B2 B3 B4 

Duty 10 Self-learning to keep up to date with 

technological developments to enhance relevant skills 

and take responsibility for own professional development 

K19 K20 K21 K23 K25 S9 

S12 S13 S14 S15 B2 

Duty 11 Follow organisational policies and procedures K24 K25 S15 B3 B4 
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Knowledge, skills and behaviours 

Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K1 Types of data, for example structured, unstructured, qualitative, 

quantitative, numeric, strings, compound data types. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K2 Common sources of data, for example internal, external, open 

data sets, public and private. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K3 Data storage formats and their importance for analysis, for 

example relational database tables, spreadsheets, bespoke 

digital applications, comma-separated value lists, text 

documents, voice and video. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K4 Data element formats and how their selection can impact 

precision, analysis and communication, for example integers, 

floating point numbers and their precision, scientific notation, 

date formatting as strings. 

Scenario 

demonstration 

with 

questioning 

K5 How to access and extract data from already identified sources. Scenario 

demonstration 

with 

questioning 

K6 How to collate and format data in line with organisational 

standards. 

Scenario 

demonstration 

with 

questioning 

K7 Why it may be important to anonymise data, for example for 

privacy, security and regulatory compliance, or to eliminate 

potential for bias. 

Professional 

discussion 

underpinned 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

by a portfolio 

of evidence 

K8 How to anonymise data, for example one-for-one replacement of 

names, addresses or telephone numbers with distinct new 

values, without changing data structure or relationships. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K9 Management and presentation tools to visualise and review the 

characteristics of data. Examples include spreadsheets with 

tables and charts, dashboarding tools, custom tools for particular 

data types, systems or contexts. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K10 Communication tools and technologies for collaborative working, 

including the ability to share data and findings of data reviews. 

Examples include dashboards, shared whiteboards or 

presentation tools for video conferencing for face-to-face 

contexts or digital presentation displays. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K11 Communication methods, formats and techniques to help 

audiences understand data findings and their implications, for 

example written, verbal, non-verbal, presentation, email, 

conversation, storytelling and active listening. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K12 Roles within an organisation needing access to data or to 

understand data findings, and how these roles impact the 

amount of detail needed in data communications, for example 

customer, manager, peer; technical and non-technical. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K13 How to combine data from multiple sources, for example using 

look-ups, copy and paste and visualisation tools or data blending 

tools on bespoke systems. 

Scenario 

demonstration 

with 

questioning 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K14 Understand the capabilities within data analysis, visualisation 

and querying tools, for example spreadsheets or database 

viewers or digital display screens on bespoke systems for use in 

answering questions and solving problems, and the potential to 

use automation for repeated data manipulation. 

Scenario 

demonstration 

with 

questioning 

K15 How to filter details, focusing on information relevant to the data 

tasks and purpose. 

Scenario 

demonstration 

with 

questioning 

K16 Basic statistical methods to extract relevant information from 

structured and unstructured data, for example counting rows, 

calculating the mean and standard deviation of numeric fields, 

counting words in a document, listing the most common values, 

calculating percentage contributions or percentage differences 

between data items. 

Scenario 

demonstration 

with 

questioning 

K17 Common data quality issues that can arise, for example 

misclassification, duplicate entries, spelling errors, obsolete data, 

compliance issues and misinterpretation or translation of 

meaning. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K18 Methods of validating data and the importance of taking 

corrective action, for example checking the source of information, 

identifying and standardising outliers, and adjusting item counts 

or totals of values. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K19 Legal and regulatory requirements surrounding the use of data, 

for example the General Data Protection Regulation (GDPR), 

Data Protection Act, data security, intellectual property rights, 

data sharing, marketing consent, personal data definition and 

sector-specific standards. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K20 The ethical use of data, including in relation to its use with 

artificial intelligence (AI) and other automated systems, and the 

potential impacts of unethical use of data on the organisation. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K21 The value of data to an organisation, for example to understand 

behaviours, to assess stakeholder sentiment, to interpret inputs 

received, to identify trends, to improve decision making and 

efficiency, or to build strategic or tactical plans to address a 

current situation. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K22 The significance of understanding cultural awareness, diversity 

and accessibility with respect to data sets. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K23 The relationships between data, machine learning, Internet of 

Things (IoT), AI and generative AI, for example the impact of 

data and any biases within it on training AI models, and the 

impact of AI on data volume, quality, security, privacy and ethical 

considerations. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K24 Sustainable data practices, for example organisational policies 

and procedures relating to environmental impact and 

sustainability, green data centres and responsible data storage. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

K25 Principles and policies of equity, diversity and inclusion in the 

workplace and their impact on the organisation. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

K26 Understand when and how to apply the principles of prompt 

engineering to identify and research effective data transformation 

techniques to ensure data quality and integrity. 

Scenario 

demonstration 

with 

questioning 

Ref Skills Assessment 

method 

S1 Select and migrate data from already identified sources. Scenario 

demonstration 

with 

questioning 

S2 Format and save data sets. Scenario 

demonstration 

with 

questioning 

S3 Summarise, analyse and explain gathered data. Scenario 

demonstration 

with 

questioning 

S4 Combine data sets from multiple sources and present in format 

appropriate to the task. 

Scenario 

demonstration 

with 

questioning 

S5 Use tools and/or apply basic statistical methods to identify trends 

and patterns in data. 

Scenario 

demonstration 

with 

questioning 

S6 Identify faults and cleanse data to improve data quality, for 

example identifying gaps, duplicate entries, outliers and unusual 

variances, including cross-checking across data elements or 

between data sources. 

Scenario 

demonstration 

with 

questioning 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

S7 Audit data results for maintenance of data quality, reviewing a 

data set once all sources are combined, to ensure accuracy, 

completeness, consistency and traceability from original data. 

Scenario 

demonstration 

with 

questioning 

S8 Demonstrate the different ways of communicating meaning from 

data in line with audience requirements. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S9 Produce clear and consistent documentation of the data provided 

to others and of actions completed. Where appropriate or 

mandated by the working context, this documentation should use 

standard organisational templates. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S10 Store, manage and distribute data in compliance with 

organisational, national and sector-specific standards and/or 

legislation. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S11 Consider sustainability and ways to reduce impact, for example 

using cloud storage, sharing links to files, avoiding storing 

multiple versions of files and reducing the use of physical 

handouts of documentation. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S12 Parse data against standard formats, and test and assess 

confidence in the data and its integrity. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S13 Operate collaboratively in a working context that accounts for, 

and takes advantage of, the roles, skills and activities of others, 

Professional 

discussion 

underpinned 



 

  

July 2026 City & Guilds Level 3 End-point Assessment for Data Technician (9675-12), Version: 1.0 | 18 

Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

especially those interacting with the same data sets or working 

towards a common goal. 

by a portfolio 

of evidence 

S14 Prioritise own activities within the context of the duties to be 

performed, taking account of any known or expected impact on 

others. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S15 Follow equity, diversity and inclusion policies in the organisation 

for a common goal. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

S16 Demonstrate the ability to use different tools and methods to 

formulate and utilise effective prompts to research, apply and 

evaluate data transformation techniques. 

Scenario 

demonstration 

with 

questioning 

Ref: Behaviour Assessment 

method 

B1 Manage own time to meet deadlines and manage stakeholder 

expectations, whether working independently or in a 

multidisciplinary team. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

B2 Work independently and methodically. Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

B3 Support social inclusion in the workplace, for example 

considering the needs of the audience. 

Professional 

discussion 

underpinned 
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Ref. Knowledge and understanding 

Core: All apprentices must complete 

Assessment 

method 

by a portfolio 

of evidence 

B4 Take responsibility for acting sustainably in their role, for 

example switching off lights and systems when not in use, 

reducing file size and attachments on emails, and recycling. 

Professional 

discussion 

underpinned 

by a portfolio 

of evidence 

 

Overall grade 

This EPA is graded Fail, Pass, Merit or Distinction. The EPA will be assessed and graded by 

the IEPA. 

Information about how each assessment is graded can be found in the Assessment 

Instructions sections of this pack. The apprentice will fail an assessment method if they do 

not meet the assessment criteria. 

Grades from individual assessment methods should be combined in the following way to 

determine the grade of the EPA as a whole:  

Assessment 1: 

Scenario demonstration 

with questioning 

Assessment 2: 

Professional discussion 

underpinned by a 

portfolio of evidence 

Overall grading 

Fail Any grade Fail 

Any grade Fail Fail 

Pass Pass Pass 

Distinction Pass Merit 

Pass Distinction Merit 

Distinction Distinction Distinction 

If the apprentice needs to re-sit or re-take any assessment component, the maximum grade 

they can achieve for that component is a merit. 
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3. Gateway 

The EPA period will only start when the employer 

is satisfied that the apprentice is consistently 

working at, or above, the level of the Standard. The 

apprentice must be able to evidence that they fully 

demonstrate the Occupational Standard and 

required level of professional competence in an 

authentic workplace context. In making this 

decision, the employer could take advice from the provider, but the ultimate decision is made 

solely by the employer. 

 

If there is a provider working alongside the employer, they should support the apprentice’s 

preparation for Gateway. 

 

The apprentice must provide the following at Gateway: 

 

• Evidence that they have English and mathematics qualifications in line with the 

apprenticeship funding rules  

• For the professional discussion, the apprentice is required to submit a portfolio of 

evidence, which must include a signed and dated evidence reference matrix form and 

a Declaration of Authenticity form for the portfolio 

For the professional discussion, the apprentice will be required to submit a portfolio. The 

requirements for the portfolio of evidence are as follows:  

• Apprentices must compile a portfolio of evidence during the on-programme period of 

the apprenticeship. 

• It must contain evidence related to the KSBs that will be assessed by the professional 

discussion. 

• The portfolio of evidence will typically contain five discrete pieces of evidence.  

• Evidence must be mapped against the KSBs.  

• Evidence may be used to demonstrate more than one KSB; a qualitative as opposed 

to quantitative approach is suggested.  

• Evidence sources may include: 

o workplace policies and procedures, witness statements, annotated 
photographs, dashboards 

o video clips, with a maximum total duration 10 minutes; the apprentice must be 
in view and identifiable. 

• This is not a definitive list; other evidence sources are allowed.  
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• The portfolio should not include any methods of self-assessment or self-reflection.  

• Any employer contributions should focus on direct observation of performance (for 

example witness statements) rather than opinions.  

• The evidence provided must be valid and attributable to the apprentice; the portfolio 

of evidence must contain a statement from the employer and apprentice confirming 

this.  

• The portfolio of evidence must be submitted to the End-Point Assessment 

Organisation (EPAO) at Gateway.  

• The portfolio is not directly assessed. It underpins the professional discussion and 

therefore should not be marked by the EPAO. EPAOs should review the portfolio in 

preparation for the professional discussion but are not required to provide feedback 

on the portfolio itself.  

 

 

The following should be completed on the Proficient platform: 

• Gateway Declaration Form signed by the apprentice  

• Gateway Declaration by the provider, on behalf of the employer and tutor, confirming 

that the apprentice has completed the minimum time required on-programme, in line 

with the apprenticeship funding rules 

 

City & Guilds will confirm when all the Gateway requirements have been met. 

The ‘Assessment instructions’ section provides details about the evidence which must be 

submitted at Gateway. 
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4. Timetable for End-point 

Assessment 

 

 

The EPA period is typically completed within three 

months of the EPA Gateway, starting when City & 

Guilds has confirmed that all Gateway 

requirements have been met.  

 

Further information about the booking process and timelines can be found in the City & 

Guilds Manual for the End-point Assessment Service. 

 

Planning meetings are usually only provided for Standards where they are required by the 

Assessment Plan. The EPA partnership managers can provide additional guidance. 

 

Ongoing during on-programme  Evidence and forms  

Provider and employer  
• Review progress as part of their regular performance 

management process and ensure apprentice’s 

performance is on track  

• Identify any gaps and create a plan with the apprentice 

• Enrol apprentice on Proficient and provide ‘expected 

date ready for EPA’ 

• Review apprentice’s portfolio of evidence and give 

guidance and advice to the apprentice on content and 

suitability for submission 
 

  
N/A 

Apprentice  
• Completes the English and maths components of the 

apprenticeship in line with apprenticeship funding rules 

 

 

 

 
 

  
Start to collate:  
• Portfolio of evidence 

  
 
 
 
 
 
 
 
  

Gateway process  Evidence and forms  

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/apprenticeships/manual-for-the-end-point-assessment-service-pdf.ashx?la=en&hash=765D6B768FAF5BEDEBAFE94B7AFD1A986EFE2A8E
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/apprenticeships/manual-for-the-end-point-assessment-service-pdf.ashx?la=en&hash=765D6B768FAF5BEDEBAFE94B7AFD1A986EFE2A8E
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Employer 

• Reviews progress and ensures the apprentice is 

ready for EPA  

• Reviews evidence to confirm that it is 

appropriate and sufficient to meet the Standard  
 

Signs: 

• Declaration of Authenticity 

for portfolio 

 

 

  

Apprentice  
• Must have been on programme for a minimum 

of 12 months  

• Completes and submits evidence and forms 

• Completes Provider Gateway Declaration on 

behalf of the employer and tutor 

• Uploads evidence and forms onto Proficient 

  
Signs: 

• Declaration of Authenticity 

for portfolio  

 

Submits to provider: 

• Apprentice Gateway 

Declaration 

• Portfolio of evidence  

• Evidence reference matrix 

form 

• Declaration of Authenticity 

for the portfolio of evidence 
 

Provider – on Proficient 

• Books EPA on the Proficient portal, in line with 

City & Guilds booking timelines in the EPA 

Manual  

• Makes City & Guilds aware of any additional 

needs of the apprentice so that they can review 

reasonable adjustments – see the current policy 

on the City & Guilds website, under EPA 

Documents Library  

• Completes Provider Gateway Declaration on 

behalf of the employer and tutor  

• Uploads evidence and forms onto Proficient  

  
Complete on Proficient:  
• Provider Gateway Declaration  

 
Signs:  
• Declaration of Authenticity 

  
Uploads onto Proficient:  
• Apprentice Gateway Declaration  

• List evidence and forms  

City & Guilds EPA Gateway Team  
• Formally confirms when all the Gateway 

requirements have been met 
 

N/A 

City & Guilds EPA Team  
• Agrees on a mutually convenient date for the 

EPA events with the provider and IEPA 

N/A 

EPA Evidence and forms  

Apprentice  
• Completes EPA  in any order 

 

N/A  

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service/document-library
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Employer  
• Ensures the apprentice has access to the resources 

required for the assessments (see the ‘Resources’ section)  

Submits to provider:  
• Declaration of 

Authenticity 

Provider  
• Submits evidence and forms  

Uploads onto Proficient:  
• List evidence and forms  

• Declaration of 

Authenticity 

IEPA  
• Reviews portfolio of evidence prior to EPA events  

• Carries out EPAs  

• Marks each assessment, communicates the results to the 

LIEPA  

• Provides feedback for assessments in Proficient  

Completes: 

• Scenario demonstration 

with questioning 

recording form 

• Professional discussion 

recording form 

• Feedback form  
 

LIEPA  
• Samples and quality assures assessments  

• Confirms overall grade to EPA Team  

Reviews:  

• Scenario demonstration 

with questioning 

recording form 

• Professional discussion 

recording form 

• Feedback form  
 

City & Guilds EPA Team  
• Communicates the results to the provider via Proficient  

• Processes the overall result if the apprentice has passed all 

the assessments and advises Skills England, which issues 

the certificate. The data will be provided to Skills England 

once a month, on the fourth working day of the month.  

N/A  

 

 

 

bookmark://Resources/
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Summary timescales  

Readers should check the previous timetable and the ‘Assessment instructions’ section of 

this document for the detailed requirements for each stage. 

Further information on EPA service timelines can be found on www.cityandguilds.com. 

 

          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

On programme 

Gateway process  

Gateway 

Scenario 

Demonstration 

with Questioning 

 

Professional 

Discussion 

underpinned by 

a Portfolio 

 

Enrol apprentice on Proficient, including ‘expected date ready for EPA’ 

Collate portfolio of evidence 

Complete mandatory qualifications and maths and English required by the 

funding rules 

Provider submits evidence and forms on Proficient  

 

Assessment components can only be booked after Gateway has been approved  

Up to one week in advance of the scenario demonstration we will provide the 

apprentice and employer with a guidance document, including information on 

the format of the test, the data set to be used and timescales. 

 

We must give an apprentice 2 weeks' notice of the professional discussion. The 

independent assessor must have at least 2 weeks to review the supporting 

documentation. 

 

 

End-point assessment completed  

https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service
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5. End-point Assessment resources 

Assessment 

method 

Resources required 

Scenario 

demonstration with 

questioning 

For the scenario demonstration tasks: 

• An appropriate, quiet room that is suitable for assessment 

under controlled conditions, free from distractions and external 

influence 

• A suitable IT system that has an office productivity package 

installed and internet connectivity that will allow access to 

complete the online assessment scenarios 

 

For the questioning component: 

• A suitable, quiet room for the questioning to take place (under 

exam conditions). The room should have lighting, space and 

privacy and be free from interruptions. It must be away from 

the pressures of work activities, in a controlled environment. 

This may be on or off the employer’s premises. 

o The scenario demonstrations must be invigilated by the 

IEPA. The questions will be asked as part of each 

scenario demonstration. 

• If the meeting is to be carried out remotely, internet access and 

suitable equipment for remote assessment are required, such 

as a computer with audio and video capacity, as outlined in the 

City & Guilds Manual for the End-point Assessment Service. 

• If a video link is used, appropriate measures must be in place 

to ensure that City & Guilds can be satisfied that the responses 

given are those of the candidate, eg use of a 360-degree 

camera to allow the IEPA to look around the room during the 

session. 

 

Professional 

discussion 

underpinned by 

portfolio 

 

• A suitable, quiet room for the professional discussion to take 

place in a controlled environment, free from distractions and 

the pressures of work activities. The room should be large 

enough to accommodate all of those involved (including the 

employer representative).  

• Access to water and cups. 

• If the meeting is to be carried out remotely, internet access and 

suitable equipment for remote assessment are required, such 
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Assessment 

method 

Resources required 

as a computer with audio and video capacity, as outlined in the 

City & Guilds Manual for the End-point Assessment Service.  

• If a video link is used, appropriate measures must be in place 

to ensure that City & Guilds can be satisfied that the responses 

given are those of the candidate, eg use of a 360-degree 

camera to allow the IEPA to look around the room during the 

interview. 

• The apprentice and the IEPA must each have a copy of the 

apprentice’s portfolio of evidence to refer to. 
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6. Assessment information: 702 Scenario demonstration with 

questioning  

Overview 

For this scenario demonstration with questioning assessment, apprentices are required to 

demonstrate data gathering, data analysis and data validation.  

Grading 
Fail/pass/distinction 

To achieve an overall pass, the apprentice must 

achieve at least a pass in all the assessment 

methods.  

Type of assessment 
Scenario demonstration with questioning  

 

Duration 90 minutes (+10% / 9 minutes) 

Location 
This assessment can be conducted face to face or 

remotely. Remote assessment will be discussed and 

agreed by the EPA Bookings Team.  

Resources 

 

The venue must have available computer systems 

with access to:  

• data sources 

• working internet 

• a display screen enabling the independent 

assessor to clearly observe the apprentice’s 

actions 

• software for manipulating data appropriate to the 

scenarios selected by the IEPA 

 

Rationale 

This assessment method is being used because: 

• The scenario demonstration allows a demonstration of competence and direct testing 

under controlled conditions. 

• It will ensure valid, reliable, authentic and consistent assessment. 

• In this occupation, an observation of practice in a live setting is not possible, as the 

apprentice is not likely to cover the breadth and depth of practice required. The scenario 

demonstration avoids situations where occupational activities are not available or do not 
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occur on the day and avoids issues around confidentiality or exposing an organisation’s 

confidential information. 

• The apprentice will be presented with scenarios where they will be able to demonstrate 

how they can apply their knowledge and skills. 

• The scenario demonstration and questioning allows: 

o KSBs to be demonstrated through completing tasks 

o consistency of opportunity for apprentices to demonstrate their competence 

against the mapped KSBs 

o a holistic and objective assessment of the KSBs 

• It enables the apprentice to provide further explanation by answering the assessor’s 

questions. It also enables the assessor to seek further clarification and reasoning through 

the use of questions. 

• It reduces the assessment burden on the apprentice. 

 

Assessment specification 

Description Coverage KSBs Grade 

Scenario 

demonstration 

with questioning  

Data gathering  K4  K5  K6  K13  S1  S2  S3  S4 X/P/D 

Data analysis 

and validation 

K14  K15  K16  K26  S5  S6  S7  S16 

 

Assessment instructions 

Duration 

The following conditions apply to timings for the scenario demonstrations: 

• The total time permitted for the scenario demonstration is 90 minutes. 

• The apprentice may choose to end the assessment early. The apprentice must be 

confident they have demonstrated competence against the assessment requirements for 

the assessment method. The IEPA must ensure the apprentice is fully aware of all 

assessment requirements. The IEPA cannot suggest or choose to end the assessment 

early, unless in an emergency. The IEPA is responsible for ensuring the apprentice 

understands the implications of ending an assessment early if they choose to do so. The 

IEPA may suggest the assessment continues. The IEPA must document the apprentice’s 

request to end the assessment early. 
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Delivery 

On the day of the scenario demonstration, the IEPA must explain to the apprentice the 

format and timescales of the scenario demonstration and questions before it starts. The IEPA 

will also provide the apprentice with an additional data set related to the data set they were 

given to ensure fair and consistent assessment. Apprentices must be provided with both 

written and verbal instructions on the tasks they must complete. This does not count towards 

the assessment time. 

The scenario may use data sets that are in a different business domain to the one in which 

the apprentice normally works. 

There will be a minimum of one scenario which must enable the apprentice to demonstrate: 

• data gathering 

• data analysis 

• data validation. 

 

The scenario demonstration with questioning cannot be split, other than for comfort breaks or 

to allow apprentices to move from one location to another. Where breaks occur, they will not 

count towards the total EPA time. 

During the scenario demonstration the apprentice can use the internet as a tool to follow 

instructions to complete tasks. The apprentice cannot use the internet or artificial intelligence 

tools to complete tasks only to source information and guidance. 

The questioning can occur both during and after the practical assessment. The time for 

questioning is included in the overall assessment time. The IEPA must ask the apprentice at 

least five questions and ask follow-up questions to clarify answers given by the apprentice. 

 

Assessment location 

The scenario demonstration with questioning must take place in either the employer’s 

premises or in a suitable venue selected by the EPAO, for example a training provider's 

premises or another employer’s premises. Assessment can be conducted via live streaming. 

The venue must have available computer systems with access to data sources, working 

internet, a display screen enabling the IEPA to clearly observe the apprentice’s actions. It 

must also have access to software for manipulating data, appropriate to the scenarios 

selected by the IEPA. 

Equipment and resources needed for the scenario demonstration with questioning must be 

confirmed to be available by the EPAO, which can liaise with the employer to provide these. 

They must be in good and safe working condition. 
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Evidence requirements (including authentication of) 

Answers to the questions captured on the recording forms 

KSBs/grading descriptors observed and answers to questions must be documented by the 

independent assessor. 

KSBs and grading descriptors  

A mapping table detailing the KSBs assessed using this method and grading descriptors can 

be found in Appendices 2 and 3. 

 

Grading 

The scenario demonstration with questioning will be graded ‘fail’, ‘pass’ or ‘distinction’. The 

IEPA is fully responsible for making the grading decision. The results will not be shared with 

the apprentice on the day of the assessment. 
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7. Assessment information: 703 Professional discussion 

underpinned by a portfolio of evidence  

Overview 

The apprentice will submit a portfolio of evidence which demonstrates the KSBs assessed by 

the professional discussion. The evidence in the portfolio will not be judged or marked by the 

IEPAs. The IEPAs will use the portfolio to familiarise themselves with the apprentice’s work 

and to base the questions on in preparation for the professional discussion.  

Grading 
Fail/pass/distinction 

To achieve an overall pass, the apprentice must achieve 

at least a pass in all the assessment methods.  

Type of assessment 
Professional discussion underpinned by a portfolio of 

evidence  

 

Duration 60 minutes (+10% / 6 minutes) 

Location 
A suitable room is needed for the professional 

discussion to take place, large enough to accommodate 

the apprentice and the IEPA (if assessment is not being 

carried out remotely). 

This assessment will usually be carried out remotely via 

video link. Internet access and suitable equipment for 

remote assessment are required, as outlined in the 

Manual for EPA Services. 

Resources 

 

The venue must have:  

• a seating area or room for any other apprentices to 
wait 

• access to water and cups 

• where applicable, internet access and suitable 
equipment for remote assessment, as outlined in the 
Manual for EPA Services 

 

 

Rational  

This assessment method is being used because: 

• the professional discussion assesses KSBs holistically and objectively 

• it allows for the assessment of KSBs that do not occur on a predictable or regular basis 

• it allows for assessment of responses where there are a range of potential answers 
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• it can be conducted remotely, potentially reducing cost 

• the apprentice can draw upon other supporting evidence in the portfolio to underpin their 

discussion 

• it reduces the assessment burden on the apprentice 

 

Assessment specification  

Description Coverage KSBs Grade 

Professional 

discussion 

underpinned 

by a 

portfolio of 

evidence   

Data analysis 

and 

validation 

K17  K18  S12 X/P/D 

Distribution 

and 

dissemination 

K9  K10  K11  K12  K19  K21  K22  S8  S9  

S10 

Approaches 

to work 

K24  K25  S11  S13  S14  S15  B1  B2  B3  B4 

Data 

Gathering 

K1  K2  K3  K7  K8  K20  K23 

 

Assessment instructions 

Duration 

The following conditions apply to timings for the professional discussion: 

• The total time permitted for the scenario demonstration is 60 minutes. 

• The apprentice may choose to end the assessment early. The apprentice must be 

confident they have demonstrated competence against the assessment requirements for 

the assessment method. The IEPA must ensure the apprentice is fully aware of all 

assessment requirements. The IEPA cannot suggest or choose to end the assessment 

early, unless in an emergency. The IEPA is responsible for ensuring the apprentice 

understands the implications of ending an assessment early if they choose to do so. The 

IEPA may suggest the assessment continues. The IEPA must document the apprentice’s 

request to end the assessment early. 
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Delivery  

The professional discussion must be structured to give the apprentice the opportunity to 

demonstrate the KSBs mapped to this assessment method to the highest available grade. 

An independent assessor must conduct and assess the professional discussion. 

The purpose of the independent assessor’s questions will be to assess the apprentice’s 

competence against the following themes: 

• Data gathering 

• Data analysis 

• Data validation 

• Distribution and dissemination 

• Approaches to work 

 

The apprentice must have access to their portfolio of evidence during the professional 

discussion. The apprentice can refer to and illustrate their answers with evidence from their 

portfolio of evidence however, the portfolio of evidence is not directly assessed. 

 

Assessment location 

The professional discussion must take place in a suitable venue selected by the EPAO  for 

example, the EPAO’s  or employer’s premises. 

The professional discussion can be conducted by video conferencing. The EPAO must have 

processes in place to verify the identity of the apprentice and ensure the apprentice is not 

being aided. 

The professional discussion should take place in a quiet room, free from distractions and 

influence. 

 

Evidence requirements (including authentication of) 

Answers to the questions captured on the recording forms 

KSBs/grading descriptors observed and answers to questions must be documented by the 

independent assessor. 

 

KSBs and grading descriptors  

A mapping table detailing the KSBs assessed using this method and grading descriptors can 

be found in Appendices 2 and 3. 
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Grading  

The professional discussion will be graded fail, pass or distinction. The City & Guilds IEPA 

will allocate the grade using the grading criteria table provided. To pass the assessment 

method, the evidence presented must meet all the pass criteria for the professional 

discussion. To achieve a distinction, the evidence presented must meet all the pass criteria 

and all the distinction criteria for the professional discussion. 
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8. Re-sits and re-takes 

 

Apprentices who fail one or more assessments will 

be offered the opportunity to take a re-sit or re-

take: 

• A re-sit is where the apprentice takes the 

assessment again without the need for new 

learning. 

• A re-take is where the employer determines that new learning is needed first. 

 

The employer must agree that either a re-sit or a re-take is an appropriate course of action 

for the apprentice. 

The provider and employer must ensure that a suitable action plan is put in place to support 

the apprentice in preparing for a re-sit or re-take. 

An apprentice who fails one or more assessment methods, and therefore the EPA, in the first 

instance will be required to re-sit or re-take the failed assessment method(s) only. 

Re-sits and re-takes are not offered to an apprentice wishing to move from pass to a higher 

grade. 

The apprentice will get a maximum EPA grade of merit if they need to re-sit or re-take one or 

more assessment methods, unless the EPAO determines there are exceptional 

circumstances. 

Any assessment method re-sat or re-taken must be taken within 24 weeks of the fail 

notification; otherwise the entire EPA must be taken again unless, in the opinion of City & 

Guilds, exceptional circumstances apply outside the control of the apprentice or their 

employer. 
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702 Scenario demonstration with questioning 

The apprentice must undertake different tasks and be asked different questions within the 

practical assessment when taking a re-sit or re-take. 

 

 703 Professional discussion underpinned by a portfolio of 

evidence 

If the re-sit or re-take relates to the professional discussion, the IEPA will question the 

apprentice on the same subject area, but using a different set of questions. 

The professional discussion will be carried out in the same way as the original assessment. 

The IEPA may review the portfolio of evidence to ensure all the KSBs are evidenced. They 

will choose different questions for the professional discussion. 

 

What the submission must include 

A new set of recording forms for the re-sit or re-take should be submitted. These must refer 

to the version of recording forms originally submitted. 
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9. Security, confidentiality and copyright of End-point 

Assessment materials 

The following Terms of Use apply to the use of any City & Guilds EPA Assessment Materials 

(‘EPA Assessment Materials’), included with the EPA Pack or otherwise provided by City & 

Guilds to the Customer from time to time under City & Guilds’ EPA Service, by Customers. 

They form part of the Agreement between City & Guilds and the Customer for provision of 

City & Guilds’ EPA Service in accordance with the Manual for the End-point Assessment 

Service (hereafter the Manual). 

 

EPA Assessment Materials include, but are not restricted to, venue and resources list, the 

handbook, EPA Pack, EPA Recording Forms, sample papers, assessment tasks, questions 

or marked scripts.  

 

Customers are obliged to comply with these Terms of Use when using any EPA Assessment 

Materials from time to time, in addition to: 

• the terms of the licence for use of City & Guilds Materials set out under the Manual 

• the City & Guilds invigilation instructions (where any EPA Assessment Materials are 

dated examinations) 

• any conditions contained in a document itself. 

 

Defined terms in these Terms of Use shall have the meaning given to them in the Manual.  

 

Terms of Use 

The Customer shall, and procure that the Customer’s staff shall: 

• only use any EPA Assessment Materials for the purpose of formal, summative EPA 

assessment in connection with the Agreement and not for any other purpose 

(including, but not restricted to, teaching, revision, as practice assessments or for 

commercial purposes) 

• not make copies of any EPA Assessment Materials, whether in whole or in part, at 

any time 

• handle and store any EPA Assessment Materials securely at all times 

• ensure that:  

• any EPA Assessment Materials are made accessible to Apprentices only during 

formal EPA assessment as governed by the assessment conditions specified for 

the individual Apprenticeship Standard 
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• whilst the portfolio of an Apprentice may contain EPA assessment results 

referenced to the EPA assessment taken from time to time, they do not at any 

time contain the EPA Assessment Materials, unless otherwise stated in the 

individual Apprenticeship Standard 

• the content of any EPA Assessment Materials is not made public in any format, 

whether in part or in full, at any time 

• under no circumstances share any EPA Assessment Materials with any third-party 

organisation or individual 

• seek written permission from City & Guilds if they wish to convert any EPA 

Assessment Materials for storage, retrieval and delivery in electronic form (ie, using 

some form of e-assessment or e-learning system) from time to time 

• provide access, on request, to City & Guilds to any system(s) on which any EPA 

Assessment Materials appear, are stored or delivered from time to time. 
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10. Appendix 1: Portfolio of evidence checklist 

 

Apprentice portfolio of evidence checklist Tick when 

confirmed 

1. Is all evidence signed by the apprentice and dated? * 

E-signatures are also acceptable. 

 

2. Is all evidence valid, authentic, current and sufficient (VACS)?  

3. Does evidence clearly show it is the apprentice’s individual work? (And, if 

the apprentice was involved in teamwork, is it clear what specific 

contribution the apprentice made?) 

 

4. Does the evidence clearly demonstrate the apprentice’s relevant 

knowledge? 

 

5. Has the apprentice used the evidence reference matrix form? Has all 

evidence been referenced? 

 

6. Does the portfolio showcase the apprentice’s best pieces of work?  

7. Have duplicate and irrelevant pieces of evidence been removed?  

8. Is the majority of the evidence holistic in nature?  

9. Is there sufficient evidence to cover all the KSBs and grading descriptors 

that are referenced? 

 

10. Are witness testimonies or employer references, if any, tailored to the 

apprentice? 

 

11. Has client/customer reference information, if any, been anonymised?  
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11. Appendix 2: KSBs and grading descriptors for 702 

scenario demonstration with questioning  

Theme KSBs Pass Distinction 

Data 

gathering  

K4 K5 K6 

K13 S1 S2 S3 

S4 

Explains different data 

element formats and how 

their selection can impact 

precision, analysis and 

communication. K4 

Demonstrates a comprehensive 

understanding of collating, formatting 

and saving data in strict adherence to 

industry standards, while efficiently 

analysing, summarising and explaining 

the gathered data in a highly 

organised, systematic and precise 

manner. K6, S2, S3 

Demonstrates how to 

access and extract data 

as well as select and 

migrate data from 

identified sources. K5, S1 

Demonstrates how to 

collate and format data in 

line with organisational 

standards and is able to 

collect, format and save 

data sets whilst being 

able to summarise and 

explain their gathered 

data. K6, S2, S3 

Demonstrates how to 

combine data from 

multiple sources using 

tools to identify trends and 

is able to present these in 

an appropriate format and 

enable manipulation of 

data sets as required. 

K13, S4 
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Theme KSBs Pass Distinction 

Data analysis 

and 

validation 

K14 K15 K16 

K26 S5 S6 S7 

S16 

Demonstrates how to 

audit data results to 

ensure accuracy, 

completeness, 

consistency and 

traceability from original 

data. Understands how 

data analysis and 

querying tools can answer 

questions, solve problems 

and have the potential to 

use automation for 

repeated data 

manipulation. K14, S7 

 

Demonstrates how to filter 

details by focusing on 

information relevant to the 

data tasks and purpose, 

while identifying faults and 

cleansing the data. K15, 

S6 

 

Uses basic statistical 

methods to extract 

relevant information from 

both structured and 

unstructured data. K16, 

S5 

 

Demonstrates the use of 

tools or methods that can 

or have been applied as 

prompts to research and 

evaluate data 

transformation 

techniques. K26, S16 

Identifies how automation could be 

used for repeatable data manipulation 

to improve efficiency and accuracy. 

K14, S7 
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12. Appendix 3: KSBs and grading descriptors for 703 

professional discussion underpinned by a portfolio of 

evidence  

Theme KSBs Pass Distinction 

Data analysis 

and 

validation 

K17 K18 S12 

Demonstrates testing and 

assessing the integrity of 

data against standard 

formats while explaining 

common data quality 

issues that can arise, 

methods for validating 

data to mitigate these 

issues and corrective 

actions that can be taken. 

K17, K18, S12 

N/A 

 

Theme KSBs Pass Distinction 

Distribution 

and 

dissemination 

K9 K10 K11 

K12 K19 K21 

K22 S8 S9 S10 

Demonstrates 

management and 

presentation tools to 

visualise data, 

collaborates using 

communication 

technologies to share 

findings and applies 

appropriate methods to 

help audiences 

understand data insights 

and their implications, 

tailoring communication 

to meet audience needs. 

K9, K10, K11, S8 

 

Identifies roles within an 

organisation that require 

access to data or an 

Shows a deep understanding of the 

various roles within an organisation 

that require access to data or an 

understanding of data findings, and 

expertly determines how these roles 

impact the level of detail required in 

data communications, while 

consistently producing clear, 

comprehensive and well-documented 

reports on the data shared and actions 

taken, adhering to standard 

organisational templates where 

applicable or required. K12, S9 

 

Evaluates advanced strategies for 

storing, managing and distributing 

data, in strict adherence to evolving 

data security standards, sustainable 

best practices and comprehensive 
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Theme KSBs Pass Distinction 

understanding of data 

findings and determines 

how these roles 

influence the level of 

detail needed in data 

communications. Is able 

to produce clear and 

consistent 

documentation of the 

data shared and actions 

taken, using standard 

organisational templates 

where applicable or 

required. K12, S9 

 

Outlines the value of 

data to an organisation. 

K21 

 

Explains how they store, 

manage and distribute 

data in compliance with 

legal and regulatory 

requirements, ensuring 

adherence to 

organisational, national 

and sector standards 

and applicable 

legislation. K19, S10 

 

Understands the 

significance of cultural 

awareness, diversity and 

accessibility with respect 

to data sets and any 

bias that may be present 

in them. K22 

legislation, while proactively 

addressing emerging compliance 

challenges. K19, S10 
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Theme KSBs Pass Distinction 

Approaches 

to work  

K24 K25 S11 

S13 S14 S15 

B1 B2 B3 B4 

Demonstrates how they 

prioritise activities based 

on the duties to be 

performed, considering 

any known or expected 

impact on others. Works 

independently to meet 

deadlines and manage 

stakeholder expectations. 

Explains how they 

prioritise activities, taking 

account of others when 

working towards a 

common goal or on the 

same data sets. S13, 

S14, B1, B2 

 

Explains how they follow 

policies and procedures 

related to environmental 

impact and sustainability; 

adhere to equity, diversity 

and inclusion policies for 

a common goal; consider 

ways to reduce impact; 

support social inclusion in 

the workplace; and take 

responsibility for acting 

sustainably in their role. 

K24, K25, S11, S15, B3, 

B4 

N/A 
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Theme KSBs Pass Distinction 

Data 

gathering  

K1 K2 K3 K7 

K8 K20 K23 

Identifies types of data 

and common sources of 

data. K1, K2 

 

Identifies types of data 

storage formats and their 

importance for analysis. 

K3 

 

Explains the importance 

of anonymising data and 

how to do so. K7, K8 

 

Explains the relationships 

between data, machine 

learning, AI and 

generative AI, and how 

ethical data use in AI and 

automated systems 

impacts organisations, 

including the potential 

consequences of 

unethical data use. K20, 

K23 

N/A 
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Contact us 

EPA Gateway Team: Initial Reservation and 

Gateway 

epa.gateway@cityandguilds.com 

EPA Events Team: Bookings and Cancellations 

(Post Gateway)   

EPA@cityandguilds.com 

Technical Advisors: Sector-Specific Guidance Technical Advisors contact details 

City & Guilds Sales Team directsales@cityandguilds.com 

ILM Sales Team 01543 266 867 

customer@i-l-m.com 

City & Guilds Customer Services Team 01924 930800 (option 5 EPA) 

centresupport@cityandguilds.com 

ILM Customer Services Team 01543 266 867 

customer@i-l-m.com 

Digital Sales: On-programme Delivery Resources Digitalsales@cityandguilds.com 

Digital Credentials digitalsupport@cityandguilds.com 

Digital Credentials: Bulk Email Uploads DCServiceTeam@cityandguilds.com 
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mailto:centresupport@cityandguilds.com
mailto:customer@i-l-m.com
mailto:Digitalsales@cityandguilds.com
mailto:digitalsupport@cityandguilds.com
mailto:DCServiceTeam@cityandguilds.com


 

  

July 2026 City & Guilds Level 3 End-point Assessment for Data Technician (9675-12), Version: 1.0 | 48 

Who we are 

City & Guilds Limited (Registered Company 16513878) is the Awarding Organisation for City 

& Guilds qualifications. 

 

 

 

 

 

 

About City & Guilds  

City & Guilds is the global skills partner, empowering people, organisations and economies to 

develop the skills they need for growth. With almost 150 years of trusted expertise, we 

support people into work, help them develop on the job and move into the next job. 

 

We work with Governments, employers, training providers, colleges and industry stakeholders 

to design and deliver high-quality training, qualifications, assessments and credentials that 

lead to meaningful career progression. We understand the life changing link between skills 

development, social mobility and success. Our solutions span critical sectors including 

construction, engineering, transport, energy and electrical, serving over 1 million learners 

annually. 

 

Through our comprehensive portfolio of brands and trusted global network, we set industry-

wide standards for technical, behavioural and commercial skills to improve performance and 

productivity. We believe you can achieve your potential - and we're here to help make it 

happen. 

City and Guilds Limited 

Giltspur House 

5–6 Giltspur Street 

London EC1A 9DE 

www.cityandguilds.com 

 

Every effort has been made to ensure that the information contained in this publication is true and correct at time 

of publication. 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.   

©2025 City & Guilds Limited (Reg No 16513878). All rights reserved. City & Guilds is a trademark of City & Guilds 

Limited. 
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