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Delivery Section

The Responsible Person Guidance

This synoptic assessment is designed to require the apprentice to make use their knowledge,
understanding and skills they have built up over the course of their learning for this qualification to
tackle problems/tasks/challenges.

This approach to assessment emphasises to apprentices the importance and applicability of the full
range of their learning to practice in their industry area, and supports them in learning to take
responsibility for transferring their knowledge, understanding and skills to the practical situation,
fostering independence, autonomy and confidence.

Apprentices are provided with a set of tasks. They then have to draw on the knowledge and skills
they have to independently select the correct processes, skills, materials, and approaches to take,
from across the qualification, to make good decisions that will achieve an end result that is fit for the
specified purpose.

During the learning programme, it is expected that tutors will have taken the opportunity to set
shorter, formative tasks that allow apprentices to be supported to independently use the learning
they have so far covered, drawing this together in a similar way, so they are familiar with the format,
conditions and expectations of the synoptic assessment.

You should explain to apprentices what the standards are and how they are implemented in
assessing the synoptic project, so they will understand the level of performance that will achieve
them a higher level of achievement in line with the grading criteria.

The synoptic project brief indicates the content assessed for this synoptic assessment.

The apprentice should not be entered for the assessment until the end of the course of learning for
the apprenticeship so they are in a position to complete the assignment successfully.
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Guidance on tasks

Time
The time allocated for the completion of the tasks and production of evidence for this assessment is

three days. Apprentices are required to plan their work in relation to the time allocated for each
task.

Resources

Apprentices must have access to a suitable range of resources to carry out the tasks and have the
opportunity to choose materials demonstrating the ability to select from a range of appropriate
materials.

Centres must provide the following equipment for each apprentice (where available
virtual environments may be used):

e A Server with a pre-installed Windows server based Operating System (OS).
e Three PCs with the latest Windows based OS installed.

¢ A mobile device

e Wireless router/access point

e A Switch

e A networked storage device

e A separate device with an older version of a Windows OS installed. This must
contain user data (minimum of T00MB) to enable migration. The data should be
stored in two folders called Test 1 and Test 2. This is integral to the project to
enable the apprentice to troubleshoot an issue with accessing the data

e A separate device to allow the apprentices to record the project
e Access to a network that provides internet access for research
e Access to the utilities to allow the migration of data.

Health and safety

Apprentices should not be entered for assessment without being clear of the importance of
working safely, and practice of doing so. The tutor must immediately stop an assessment if an
apprentice works unsafely. At the discretion of the tutor, depending on the severity of the incident,
the apprentice may be given a warning. If they continue to work unsafely however, their assessment
must be ended and they must retake the assessment at a later date.

City & Guilds Level 3 Infrastructure Technician Apprenticeship (Sample Synoptic Project)4



Observation

Where the responsible person is required to carry out observation of performance, detailed notes
must be taken of the quality of performance along with any other aspects of performance that will
support a judgement (eg order and factual speed (in minutes/hours) with which something is done).
Responsible persons should direct the apprentices to ensure that any supporting evidence included
e.g. screenshots or photos can be easily matched to the correct apprentice, are clear, sufficiently
well-lit and showing the areas of particular interest for assessment (i.e. taken at appropriate points
in production etc.).

If apprentices are required to work as a team, each apprentice’s contribution must be noted
separately. The responsible person may intervene if any individual apprentice’s contribution is
unclear or to ensure fair access (see below).

Preparation

Apprentices should be aware of which aspects of their performance will be seen favourably in
assessment according to the grading information. This is best carried out through routinely pointing
out good or poor performance during the learning period, and through formative assessment.
Apprentices should be encouraged to do the best they can and be made aware of the difference
between these summative assessments and any formative assessments they have been subject to.

Minimum evidence requirements
The section:
e What you must produce for marking,

in the assignment lists the minimum requirements of evidence to be submitted for assessment.

Evidence above and beyond this may be submitted, but should provide useful information for
assessment.

Where the minimum requirements have not been met, the assessment will be based on the
evidence that has been submitted. Where this is insufficient evidence to provide an assessment,
no other evidence outside of the end-point assessment requirements will be used.

City & Guilds Level 3 Infrastructure Technician Apprenticeship (Sample Synoptic Project)5



Guidance on assessment conditions

The assessment conditions that are in place for this synoptic project are to:
e ensure the rigour of the assessment process
e provide fairness for apprentices
e give confidence in the outcome.

They can be thought of as the rules that ensure that all apprentices who take an assessment are
being treated fairly, equally and in a manner that ensures their result reflects their true ability.

The conditions outlined below relate to this synoptic project. These do not affect any formative
assessment work that takes place. Formative assessment will necessarily take a significant role
throughout the learning programme where support, guidance and feedback (with the opportunity
to show how feedback has been used to improve outcomes and learning) are critical. This
approach is not, however, valid for summative assessment. The purpose of summative assessment
is to confirm the standard the apprentice has achieved as a result of participating in the learning
process. Please refer to the End-point Assessment Pack for further information.

Authentication of apprentice work

Apprentices are required to sign declarations of authenticity, as is the responsible person. The
relevant form is included in this pack.

The completion of the final evidence for the tasks that make up this synoptic project must be
completed in the specified conditions. This is to ensure authenticity and prevent malpractice as
well as to assess and record apprentice performance for assessment in the practical tasks. Any
aspect that may be undertaken in unsupervised conditions is specified and clearly marked.

Apprentices can rework any evidence that has been produced for this synoptic project during the
time allowed. However, this must be as a result of their own review and identification of the
requirement to do so and not as a result of feedback from either the responsible person, tutor or
line manager. Once the evidence has been submitted for assessment, no further amendments to
evidence can be made.

Apprentice evidence must be kept secure to prevent unsupervised access by the apprentice or
others. Where evidence is produced over a number of sessions, the responsible person must
ensure apprentices and others cannot access the evidence without supervision. This might include
storing written work or artefacts in locked cupboards and collecting memory sticks of evidence
produced electronically at the end of each session.

Where the apprentice or responsible person is unable to, or does not confirm authenticity
through signing the declaration form, the work will not be accepted at assessment. If any
question of authenticity arises e.g. at assessment, the centre may be contacted for
justification of authentication
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Accessibility and fairness

Where the apprentice has special requirements, the centre/employer/responsible person should
refer to the separate guidance document Access arrangements and reasonable adjustments section
of the City& Guilds website

The responsible person cannot provide clarification to any apprentice on the requirements of any
aspect of this synoptic project. Guidance must only support access to the synoptic project and must
not provide feedback for improvement. Any clarification and guidance should be recorded fully and
will be taken into account along with the apprentice’s final evidence during assessment and must
be made available for assessment. No one from the centre or employer should provide feedback on
the quality of the performance or how the quality of evidence can be improved. This would be
classed as malpractice.

It is up to the Independent end-point Assessor during assessment to decide in what area, if any, the
guidance provided by the responsible person suggests the apprentice is lacking, the severity of the
issue, and how to proceed on the basis of this full range of evidence. The Independent end-point
Assessor must record where and how guidance has had an impact on the assessment, so this is
available should queries arise at moderation or appeal.

The responsible person should do their best to refrain from providing guidance if the apprentice is
thought to be able to correct the issue without it. No prompts are permitted.

The responsible person may not provide guidance that the apprentice’s work is not at the required
standard or how to improve their work.

All apprentices must be provided with an environment and resources that allows them access to the
full potential of completing the tasks to the best of their ability.

Guidance on Assessment

Please see the End-point Assessment Pack for information on assessment and grading for this
apprenticeship.
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Declaration of authenticity

Apprentice name Candidate number

Centre name Centre number

Apprentice declaration:

| confirm that all work submitted is my own, and that | have acknowledged all sources | have
used.

Candidate signature Date

The Responsible Person declaration:

| confirm that all work was conducted under conditions designed to assure the authenticity of
the apprentice’s work, and am satisfied that, to the best of my knowledge, the work produced
is solely that of the apprentice.

Responsible Person Name & signature Date

Note:

Where the apprentice and/or responsible person is unable to, or does not confirm
authenticity through signing this declaration form, the work will not be accepted at
assessment. If any question of authenticity arises, the responsible person may be contacted
for justification of authentication.
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City&s
Guilds

Practical Observation Form (PO)

Candidate Name: Assessment ID:

Candidate Number: Centre Number:

Notes

Task 1

Task 2

Task 3

Task 4

Responsible Person signature: Date :

Responsible Person name:
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The Synoptic Project

This section is to be given to the apprentice at the start of the timed assessment.

Apprenticeship section

Time allowed 3 days.

Please read through the following pages carefully before beginning.

Apprentice Guidance

General guidance

This is a formal summative assessment. You will be assessed on the quality and accuracy of your
practical performance and any written work you produce. It is therefore important that you carry
your work out to the highest standard you can. You should show how well you know and understand
the subject and how you are able to use your knowledge and skills together to complete the tasks.

Plagiarism
Plagiarism is the failure to acknowledge sources properly and/or the submission of another person’s
work as if it were the apprentice’s own. Plagiarism is not allowed in this assignment.

This is an assessment of your abilities, so the work must be all your own work and carried out under
the conditions stated. You will be asked to sign a declaration that you have not had any outside
help with the assessment.

The responsible person is allowed to give you some guidance if necessary, but they will record any
other guidance you need and this will be taken into account during assessment.

Where research is allowed, we must be able to identify which work you have done yourself, and
what you have found from other sources. It is therefore important to make sure you acknowledge all
sources and clearly reference any information taken from them.

Timings and planning
You should take care when planning to make sure you have divided the time available between
tasks appropriately.

If you have a good reason for needing more time, you will need to explain the reasons to the
responsible person who will contact the City & Guilds End-point assessment team.

Health and Safety
You must always work safely, in particular while you are carrying out practical tasks.
You must always follow any relevant Health and Safety regulations and codes of practice.

If the responsible person sees you working in a way that is unsafe for yourself or others, they will ask
you to stop immediately, and tell you why. You will not be able to be reassessed until your centre/
the responsible person are sure you are ready for assessment and can work safely.
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Presentation of work

Presentation of work must be neat and appropriate to the task.

You should make sure that each piece of work is clearly labelled with your name, details of the task
and the reference along with your centre number and name.

All electronic files must be given a clear file name that allows the Independent end-point assessor
to identify it as your work.

Written work e.g. reports may be word processed but this is not a requirement.

All sketches and drawings should be neat and tidy and annotated.

Calculations should be set out clearly, with all working shown, together with any assumptions made.
You should use appropriate units at all times and answers must be expressed to a degree of
accuracy, consistent with the requirements of the task.

The use of non-programmable scientific calculators is acceptable.
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Synoptic Project Scenario

You work for a small printing company as the Infrastructure Technician and you are
responsible for supporting a small network. Your company produces flyers and stationary for
small businesses.

The existing network consists of eight PCs and two laptops which are connected via patch
cables when the consultants are in the office. These systems have Windows 7, Office 365
and Adobe CC installed on them.

As the company is expanding they are updating the existing network to include centralised
administration, networked storage and the ability for mobile devices to connect to the
network wirelessly. To ensure compatibility it has been decided to implement a Microsoft
based solution.

It is envisaged that the network will support up to 25 directly connected PCs and up to 15
wirelessly connected devices.

Your manager has asked you to configure the provided server based Operating System to
allow centralised administration including enabling DHCP and DNS services. The following
information must be used when configuring the server:
e Server Name: CGInfTechXX (the 'XX" in the server name should be replaced with
your initials)
e Domain Name: CGInfTechtest.com

As part of this process the following groups are to be created: ‘Design’, ‘Publishing’ and
‘Sales’. Each of these groups should be allocated their own disk space for storing data on
the networked storage. The ‘Design’ and ‘Publishing” groups should be able to access each
other’s files but should not be able to access the files stored in the ‘Sales’ area. The ‘Sales’
group should only be able to access the files stored in the ‘Sales’ area. Users should be
created and added to each group to allow the testing of the access to files.

To enable the testing of the server configuration a network capable of supporting both
wired and wireless connectivity will need to be created. Each of the PCs to be used as part
of this network must have the latest Microsoft Windows Operating System (OS) installed.

The network should consist of:
e three PCs
e one Server
e one Switch
e astorage device
e amobile device.

Once the PCs have been configured an image should be created and stored on the server
to allow automated installation of the OS’s. A test plan should then be prepared to allow
the images to be tested once they have been deployed.

As part of the role out of the new network the data contained on the existing devices will
have to be backed up and migrated to the new systems. To ensure that the migration of
data can be undertaken without issues, your manager has asked for the back-up of the data
from one of the existing PCs - then to migrate it to one of the PCs on the test network.
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Conditions for Assessment

You must carry the tasks out on your own, under supervised conditions.

You will have access to the equipment necessary to complete the following tasks.
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Tasks

Task 1

Install and configure a Server to provide centralised administration of the network.

To be presented for marking:

e A word processed document and annotated screenshots
e Evidence above and beyond this may be submitted, but should provide useful
information for assessment.

Guidance to the Independent End-point Assessor regarding assessment (not to be shown to
the apprentice):

It is expected that the apprentice will include the following:
e Annotated screen prints of:
o installing the appropriate version of the Operating Systems
o setting administrative password(s)
o configuring network settings.

It is anticipated that the apprentice achieving an exceeding will have provided the
following information:
e Annotated screen prints of:
o configuring DHCP
o configuring DNS look up zones
o configuring Active Directory
o configuring domain settings e.g domain name.
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Task 2

Install and configure the elements required to implement the test network.

To be presented for marking:

e A word processed document and annotated screenshots
e Evidence above and beyond this may be submitted, but should provide useful
information for assessment.

Guidance to the Independent End-point Assessor regarding assessment (not to be shown to
the apprentice):

It is expected that the apprentice will include the following:

e Annotated screen prints of:

o Configuring wireless access point / router

Configuring network settings on devices
Configuring connectivity and sharing on network storage
Mapping of drives
Testing connectivity
Hardening the system

O O O O O

It is anticipated that the apprentice achieving an exceeding will have provided the
following information:
e Annotated screen prints of:
o Disabling SSID broadcasting
Configuring domain settings
Allocating disk quotes on network storage
Configuring folder redirection

o O O

City & Guilds Level 3 Infrastructure Technician Apprenticeship (Sample Synoptic Project)18



Task 3

Create an image will be used to automate the installation process.

To be presented for marking:

e Word processed documentation with annotated screenshots

Guidance to the Independent End-point Assessor regarding assessment (not to be shown to
the apprentice):

It is expected that the apprentice will include the following:

e Image is created that meets the required elements using cloning utility such as
Norton Ghost Or Windows Deployment Services

e Tested in a standalone environment

e Annotated test plan that clearly identifies the outcomes achieved

It is anticipated that the apprentice achieving an exceeding will have provided the
following information:

e Configuring Windows Deployment Services to allow automated deployment of
image

e Image is created and deployed for testing using techniques such as MSI and
slipstreaming

e Tested in a multi system environment

e Annotated test plan that contains detailed descriptions of outcomes achieved
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Task 4

Backup and migrate the user’s data from the old device to a new device, recording all
steps.

To be presented for marking:

e Word processed documentation with annotated screenshots

Guidance to the Independent End-point Assessor regarding assessment (not to be shown to
the apprentice):

It is expected that the apprentice will include the following:
e User's data is backed up and migrated

It is anticipated that the apprentice achieving an exceeding will have provided the
following information:
e User's data is accessed once migration completed, including any access
permissions
e Checking that files can only be accessed by authorised users and groups
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