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The Business Administrator apprenticeship standard

FiTy

I

>

Initial On-programme Gateway End-point Completion Occupational
assessment ~ Phase: on-the-job employer assessment and certification  competence
and off-the-job
training

Business Knowledge, skills and * Maths aqd English Level 2 * Online multiple choice
Administrator BRI - Show evidence of the relevant » test
Level 3 Business Administrator knowledge,
skills and behaviours as set out in » Portfolio interview (30-
the standard 45 minutes)

* Project presentation
(10-15 minutes and 10-
15 minutes for
guestions)



Entry requirements for EPA

A business administrator must have achieved Level 2 maths and English before taking EPA.

Gateway can be triggered after 12 months of starting the apprenticeship.

Complete gateway declaration form.

Book EPA 60-90 days in advance of EPA taking place.

Pre-gateway — learning progress to be supported by regular one-to-ones between the apprentice and the employer.
Typically meet every six weeks for 30 minutes to review progress. These sessions should:

* set learning goals

* track apprentice progress

 create a forum on coaching and guidance

« co-ordinate 20% of apprentice time spent in off-the-job training.
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Learning objectives for Business Administrator
apprenticeship standard

Knowledge “know it” Skills “show it” Behaviours “live it”
* The Organisation o T * Professionalism
* Value of their skills * Record and document production | 4 conal qualities
« Stakeholders » Decision making .
_ : * Managing performance

* Relevant regulation * Interpersonal skills -~

. L « Adaptability
* Policies « Communication e
- Business fundamentals *  Quality * Responsibility
« External environment factors * Planning and organisation

- Project management
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What's being looked for?

Item

Decision making

Requirement

Exercises proactivity and good judgement. Makes effective decisions based on sound reasoning
and is able to deal with challenges in a mature way. Seeks advice of more experienced team
members when appropriate.

SIS

Interpersonal skills

Builds and maintains positive relationships within their own team and across the organisation.
Demonstrates ability to influence and challenge appropriately. Becomes a role model to peers and
team members, developing coaching skills as they gain area knowledge.

The organisation

Knowledge

Understands organisational purpose, activities, aims, values, vision for the future, resources and
the way that the political/economic environment affects the organisation.

Relevant regulation

Understands laws and regulations that apply to their role including data protection, health and
safety, compliance etc. Supports the company in applying the regulations.

Personal qualities
Behaviours

Shows exemplary qualities that are valued including integrity, reliability, self-motivation, being pro-
active and a positive attitude. Motivates others where responsibility is shared.

Adaptability

Is able to accept and deal with changing priorities related to both their own work and to the
organisation.
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Key documents for this standard

The Business Administrator

apprenticeship standard

Short, easy to understand
document that describes the
competencies required to

undertake that occupation well.

Designed by the employer
group.

Approved by IfA

The assessment plan

Describes the apprentice
journey and EPA for that
particular apprenticeship
standard.

What will be assessed: how
it will be assessed; who it
will be assessed by.

The EPA customer pack

* Available to customers who have
registered for Business Administrator
EPA

» Describes the EPA process in detail.

« Contains the requirements to prepare

for EPA.


https://www.instituteforapprenticeships.org/apprenticeship-standards/business-administrator/
https://www.instituteforapprenticeships.org/media/1239/business_administrator.pdf
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Off-the-job training, the vital 20%

Off-the-job training must be directly relevant to the apprenticeship standard and must take place within the apprentice’s
normal working hours. It can include:

N~ _
.' Teaching of theory - lectures 6 Simulated exercises and @ Attendance at competitions
= role play

Manufacturer training Ky Learning support provided by
e.g. new equipment or «/

Some online learning

\ employer or the provider = : :
technologies e.g. webinars or blended learning
i,,i Shadowing or being mentored @{&}) Practical training Visiting the employer’s
other departments
@ Time spent by the apprentice writing o@e |ndustry visits or visiting other companies
assessments/assignments .'|T|'. or suppliers
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Our offer designed around centres, employers and apprentices

Learner Embedding Tracking e el

assessment
preparation

journey

: rogress
design assessment prog

Improving the delivery and success of
your apprenticeships,
particularly when focused on...

Portability and visibility
Learner experience
Learner motivation
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Essential content Learner

journey
design

Our blend of e-learning and core content covers:

Equality

British values
and

diversity
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Apprenticeship training manual Learner

journey
design

LAerlzll'e;ticeship Training Manual CiGtzi?d%s

Business o
Administrator

CUSTOMER SERVICE

ATM Level 2 Customer Service Practitioner: Apprenticeship Training Manual
ATM Level 2 Customer Service: Apprenticeship Training Manual

Maths and English skills grid

Introduction

Task 1: Induction part one ~ Understanding organisation types

Task 2: Induction part two — Understanding customer expectations

Task 3: Creating a Personal Development Plan

Task 4: Presenting a profe

Task 5: Using feedback from colleagues
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Apprenticeship training manual

Task 1:

Induction part one —
Understanding organisation types

English skills grid

youworkin. Your organisation wil frm artofone o tres scton: he G . ds

bk secon the prae secto o he hrdsecto There s e ifrerces ui

between , mainly in their purpose, ¥ ACity 8 Gubis Group Bsines
financed as well as what they do with any profits.
T n
your customer service role, it is important to recognise how the custol
service offered differs between the three sectors. Talk to your empl Task 1: Some of the language and ok T2 Tesk3 Tekd  Teks Toke k7 Tosk Tak9 Tek10  Tak0l Tek®  TekB Tk Taki
colleagues about your organisation — they will have an insight into the| 4 ‘communication skils that induction 1— _ induction—__ Greating. Presenting _ Using feedback Organising, _ Using. Meeting Temingdl inieacing | Posdng — Kowingyou  Usngdgita mpoing Dl uith
its aims relate to its sector. Induction part one — you might develop Understanding Understanding aPersonsl  aprofessionsl  from collesgues prionitsingand organisationsl leg=iaton  customerswith effectively with acustomer-  prodkcts and yowasemer  confict
. g cxganisstion  customer | Development  image onitoringyour ytemeand  andrequations eualiyand | astomers | foased | sanies Servecaolfer
When completing this task, you will Understanding organisation types types expectations _ Flan workoad resources asindividuals experience
= research the purpose of your orgarisation Where couldyou develop andior & |
il gl sl i HEC B E B E B E D E R B E T E i ElEE
® consider how your organisation's core values link to their service cul Speaking and listening
Listen for relevant information 7 7. LA A v Va7 E v Eva 7 i v v v
Key terms Task 1: oo i [ O /O [/ A N v W/ e v [ N e
s nvtespond to articamand
’ Induction part one — e fak A il - kS Y G Y Y ¢ B4 v. B8 v B Y Y 2 4
Brand promise - the statement that identifies what customers 3 i e e —_ — — — _—
from the organisation's people, products and services. For exal Understanding organisation types understancing—ask questions, use v v ¢ v v v v v v Kl v B v o v [ v v v
brand promise is: To give everyone the power to create and facial expressions and body anguage _
information instantly, without bar Follow discussions 7 v 7 7 4
~the of how goes Ve el conbions 7 7 7 v %
The practices the organisation follows every day in everything m“‘“mm e 7
e = . uest tain informa W v v v
example, BMW's core values are: ‘Integrity, Respect, Responsit Prepasatory activities Ew:ﬂ sty = —— = v
Private sector - the part of a country's economic system that | Present your ideas cescly and ogically 7 LA 7 v
individuals and companies, rather than the government. Most 1. Explain one key similarity and one key difference between public and private sector busin Reading = —
organisations are run with the intention of making profit for thel e dfrao e
and their shareholders. Similarity. ki s et ¢ B v B8 ¢ [0 v [l ¢ (R v [WR v Bl v [ v B v [l v G v el el v B v R
Public sector - for instance the police, military, public roads, p] ek e v Bl v Bl v VR v BVl v [N o B2 v BOE v B2l v B v BV o BR v [l v Bel v B2l v B
education and healthcare. These are usually financed by thing: T e _— — — B
tax, VAT or council tax. The public sector provides services suc| intiy accluncesstand the important (g IS 00 | IO v ¥ v v/ v ¢ [ ¢ Fa v el v W v I v [ 2 v v v v ¢
collection which benefit everyone rather than just the individu Use organisationalfeaures tohelp . e 7
that encourage equal opportunity. e ] Lol - WA WA AN A AN G 0 NN L AN WG i v
) v Use knoviedoe o grammar and
Servlceﬁ:ulﬁ;ref‘ & Cusinmes cantrc, approad‘ toactties Cy pm:xm\mdz’:he\gmuﬂdevsxx\d v v v v v v v v v v v 4 v v v v v v v v v v v v v v v v v v
are put first
i example, the service culture of Four Seasons Hotels Ltd. = tha e e =1
interactions with our guests, customers, business associates an ‘words and technical terms — v v 4 v 4 v 4 v v v v v v v v v o v v v v v v v v v v v v v
we seek to deal with others as we would have them deal with uf check the meaning
5 Writing
SWor ""'"’" SWOT B s scronymfor Srwngrhs w“"':: Explain one key similarity and one key difference between public and third sector business Plan and draf witng CA 7 WA AR A Al ey A A B A e Al ey Ay
T e L A A A A AR A A AR AR AN A A A A A AR A AR AR A A A A A A AR AR AR AR A 2
cewhv(h auhaves rmeasure of control. Opportunities a) e 3=
s mv:,""'j‘ y:u m’v:gs:;“';“y s Similarity: Wite in complete sentences VB v v, B/ 7 Bl v BUm v BV /o Béa 7/ S v BvE v Ve 7 el 4 Bval /o Va7 B v B
Use paragraphs v v v v v v v v v v v v v v v v v v v v v v v v v v v v v 3
Third sector - for instance, charities. These are a range of org; (T o e ey 2 B I s o ea e e el o Ea|
are neither public sector ner private sector, and are: and audience < =
= independent of government Tetengiboimead v B v B2 v B0 v B v 8 - 8 - Bl v v BD v B v 0 v 8 v A . B v G
 motivated by the desire to achieve social goals prersy ey Teonanl - AN O AN I IR ¢ IRA - DGR AN R A AN O IRl (BT < AN PG
® sometimes called ‘not-for-profit organisations’. Difference: mxﬁsz'ﬂwmﬂlw'« « B v I v B v B0 v I v 198 v B 2 By B v B vl v R v B B
Use correct grammar and punctuation v/ v v v v [ v v v v v v v v v v v v v v v v v v v v v v v v
Spulltanfie s wechrical v B v e B v e v R v e e e B R v B R v B B
Produce clear and legible text v v v v v v v v v v v v v/ i v v v v v v v (4 v v v v v v/ v v
T it i intask  E
30 CuatomerSrvice Pacusona Apprancaip Tanng Ml
32 CustomarSarvica Pactionar Apprentoship Triing Marsal
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Tutor support in SmartScreen

Search all co

City:
Guilds | SmartScreen

My Subjects » Customer Service » Level 2 Diploma for Customer Service Practitioners » Recognition of
regulations and legislation within own organivsatlon

QUALIFICATIONS

MY SUBJECTS

CENTRE ADMIN REPORTS LOGOUT

Customer Service

BUSINESS SKILLS

201

Developing self to achieve targets
and goals

@

Recognition of regulations and
legislation within own
organisation

2794 Level 2 Diploma for Customer Sel

202 Recog n of regulations and legislation

@

Principles of business Introduction }
Contribute to a customer-focused Scheme of work v

experience

!

20

- ]
Provide customer semvice EZ3  scheme ofwork (tutoronly) Wkl | Scheme of work (tutor only)

H

Manage customer expectations sample lesson plan }
207
Working in a sales environment PowerPoints v

20 :
Working in an administrative 3
environment &=l | PowerPoints

]

Working in a contact centre

environment Worksheets ’

210

Muctamar conira nrincinlac

Level 2 Diploma for Customer Service Practitioners

City< i‘
Guilds

Learner

journey
design

s

SmartScreen

Unit 202 Scheme of work

Session Objectives/learning outcomes Activities and resources Assessment
1 = Be aware of the content of Unit 202 | Activities: Worksheet 1
* Beable to locate the « Discussion on the range of legislation and regulations that | Worksheet 2
3 hours webpage have an impact on customer service provision
» Completion of Worksheet 1
5 5 « Completion of Worksheet 2, Task 1
Learmnq °“‘°°’_“° i ; « Presentation of PowerPoint 1 including equality legislation
1.1 Identify the different regulations and video https://www.youtube.com/watch?v=UcuS5glhNto
|Eng|a_hO'l'j\ that affect own « Discussion of all legislation
organisauon « Discussion of customer charter examples
« Leamners to review worksheets in pairs and make any
amendments on basis of the other's experience and
presentation
Resources:
+ Sample lesson plan 1
+ PowerPoint presentation 1
* Worksheet 1
* Worksheet 2
2 Recap previous session Activities: Worksheet 3
« Review worksheets completed by learners during Session 1
3 hours Learning outcome 1: » g!scuss_any |ssuets ralsedh i : i %
> 2 ; = Discussion on customer charters, service level agreements,
11 :de.“?ﬁt'i theﬂc]j'ftferf?nttregulauons and ethics and morals, and codes of practice
;ggrisggona all=cLown » Presentation of PowerPoint 2
9 » Introduction of role play — Worksheet 3 (customer and
employee briefs)

© 2018 City and Guilds of London Institute. All rights reserved

Page 3 of 9
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Enhanced SmartScreen Learner

journey

MY SUBJECTS ~ CENTREADMIN  REPORTS  LOGOUT
My Subjects » Customer Senvice » Level 2 Customer Service Practitioner

SUBJECTS

Customer service - Treating customers as individuals

Customer Service

» Playall

rrr— BUSINESS SKILL
e

Intermediate Apprenticeship in
Customer Semce

Advanced Apprenticeship in
Customer Senice

9794 Enhanced Level 2 Customer Service Practitioner

This package contains a complete set of learner-facing materials as well as tutor materials.

m 9794 Level 2 Customer Service Practitioner
Intermediate and Advanced These leamer-facing materials are based around the tasks in the Apprenticeship Training Manual (which are
Apprenticeship in Customer around the apprenticeship standard) but also contain video-based e-learning quizzes and knowledge content
Senice
learners to work through independently. They are made up of
« dedicated content covering underpinning knowledge requirements
9794 Enhanced vering P 9 ge req  Finding out what they want

« structured tasks for leamners to complete
Level 2 Customer Senvice .
Pracitisner « over 30 video-based e-leaming quizzes on key concepts and which give learner feedback

2794 Level 2 Diploma for Customer Service Practitioners
These tutor materials, which will be available in May 2018, have been designed to help tutors deliver either frof
non-mandatory qualification or directly from the apprenticeship standard. They offer.

« comprehensive schemes of work
« detailed PowerPoints

« worksheets

« practice questions

« a skills scan to checklensure that each apprentice’s job description matches the programme.

9794 Level 2 Customer Service Practitioner

2794 Level 2 Diploma for Customer Service Practitioners

m Developing self to achieve targets and goals
m Recognition of regulations and legislation within own organisation

m Principles of business € 1 have watched this video and want 1o take the quez
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Level 3 Diploma Embedding

assessment

Delivering the City &  cjty8¥
Guilds Level 3 Diploma  Guilds
in Business Administration
(5528-03) to the Business
Administrator (Level 3)
Apprenticeship

Qualifications to support on-programme learning

« City & Guilds Level 3 Diploma in Business
Administration (5528)

Ci
et
Level 3 Diploma for the

Business Administrator (3473-
03)
version 1.0 (April 2018)

* New — City & Guilds Level 3 Diploma for Business
Administrators (3473)

}—
<
L
=
=
O
o
O
O
Z
o
o
<
p=

Qualification Handbook
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New qualification — 3473 Level 3 Diploma for
Business Administrators (not fundable from levy) assessment

Embedding

* Mapped to the apprenticeship standards.
* Graded pass or fail.
* Can use evidence that may have been gathered for the project/portfolio — but can not be the same.

Seven mandatory units — 301 to 207

City & Guilds number Unit title GLH

301 Principles of business administration (online e-volve knowledge MCQ test) 90
302 Personal and professional development 15
303 Managing performance 15
304 Your organisation 10
305 Communication in a business environment 20
306 Project management 20

307 ICT for business 60
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New qualification — 3473 Level 3 Diploma for
Business Administrators (optional) assessment

Embedding

* Must complete one optional unit — 308 to 314.

City & Guilds number | Unit title GLH

308 Providing services in an administrative environment (online e-volve test) 30
309 Legal administration 30
310 Medical administration 30
311 Social media for business 30
312 Marketing and sales 40
313 Human resource environment 40

314 Providing administration in the educational environment 40
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Maths and English — what can we offer?

Qualifications
* Full suite of Functional Skills qualifications (3748).

» ‘Bite-sized’ maths qualifications (3847 and 3844)
« can be used to support progression towards Functional Skills or GCSE.

Learning resources

 e-Functional Skills.

* Maths and English e-Toolkit.

* Functional Skills SmartScreen resources.

Workforce support
 Qualifications for literacy and numeracy practitioners.
« Specialist support, especially with maths and English integration.

Embedding

assessment
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Embedding assessment and monitoring progress Tracking
with our e-portfolio progress

@ Quiality consultant (EQA)
Super user @ f
@ Internal verifier

‘ Learning
Assistant

Employer o
Apprentices @

@ Assessor
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Our e-portfolio

<

Tracking

progress

Henry Smith &
City & Guilds

5528-02 - Level 2 Diploma in Business Administration (601/3607/8)

Started 50% Completed 13%
[ =] —
leverColl

C eve CO ege Official Start Date: 10 Oct 2014 Anticipated End Date: 371 Oct 2015

Displaying 1 to 3 of 3 Learners 25 per page v < 10f1 v o
LA Demo 6 ePortfolio
LEARNER / COURSE UNITS RAG  STARTED COMPLETED ACTIONS
Username smith, Henry Courses: 3

600/4175/4 - Award - 60041754 Level 1 Extended
Award in Employability and Personal Development SH m 307 @ Swredsi% Completed 45% ©  EditComment

25.10.12 (7546-11)

601/3607/8 - Diploma - Level 2 Diploma in Business @  StertedS0% Completed 13% O OEditComment
— -

Login 3748 - QCF - FUNCTIONAL SKILLS JUNE 2012 (F5 ) @ swredioo Complered 100% 5 5 it Comment
—— —

Administration (5528-02)

Reset Password  Contact Administrator  Learning Assistant Support
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e-portfolio — embedded resources

Tracking

progress

Your Learning Assistant licence lets you have access to some of the most popular City & Guilds apprenticeship
training manuals for no additional charge.

‘Task - Induction part one - Understanding your organisation

- Induction part one - Understanding organisation types

Using this manual 4
How the Customer Service Practitioner programme works 6
Customer Service Practitioner standards 9
How the standards map to the tasks 16 _ s
Task progress checklist 18 - . —
. . : = [ 17 Gomnespersnstdencpmencpion Induction part one - Understanding organisation types
Reflective practice — making the most of your learning 19 e
I Task 1: Induction part one — Understanding organisation types ;z_] g e et (Y —— =)
Task 2: Induction part two — Understanding customer expectations 0 e 2 S s
Task 3: Creating a Personal Development Plan 51 [ 173 pematesmein e -
Task 4: Presenting a professional image 69 M .,
Task 5: Using feedback from colleagues 83 === === ro— :.
Task é: Organising, prioritising and monitoring your workload 93 o
Task 7: Using organisational systems and resources 107 emy st it || %
Task 8: Meeting legislation and regulations 17 82 Eiononchoy iy s by P ot o =
Task 9: Treating all customers with equality and as individuals 135 O ==
Task 10: Interacting effectively with customers 147 e, |
Task 11: Providing a customer-focused experience 169 ggmmwm:mm o :
Task 12: Knowing your products and services 183 s s o
Task 13: Using digital media 199 A T s
Task 14: Improving your customer service offer 207 o B ey S e S —— =]
Task 15: Dealing with conflict 221 W{fwmz*my i
Glossary of key terms 24 e ]




City & Guilds: Transitioning to the new Business Administrator apprenticeship standard 14 June 2018

e-portfolio — reporting and tracking

Tracking
progress

[T I Y| Evidence Folder || Registration || Contact Diary w Processes || Course Metrics
Home Candidates News & Events Appointments Forums PDR Sampling Summary Messages (§J) Processes

Progress view for 601/3607/8 - Level 2 Diploma in Business Administration (Incomplete) E‘
Review the progress of candidates on their courses, assess Cohort Manager

candidate Manager 0 coursework and create entries in their contact diary. Bcreale&manageyﬂulcuhnr\:‘.

101 Health and safety in a business environment

. 102 Use a telephone and voicemail 5
Your options cﬁn . -

Manager

103 Meet and welcome visitors in a business environment

Search
201 Manage diary systems

202 Produce business documents

EREEEE O

Assessor

202.1 - Understand how to prepare business documents
Find courses

Allcriteria have been m¢
Package

202.2 - Be able to prepare business documents

Candidate

2.1a- Identify the purpose of a document

2.1e- Identify the format of a document

Total Candidates Shown: 140 Detailed Results ¥ 2.1f- Identify the deadlines of a document

2.3d- Use correct sentence structure
Candidate Units B NotStarted [l Started [ Completed [ Verified [ Referred RAG Completed Comment

Last Login: 14 Nov201312:11 PM | d1 2.4- Produce documents that meet the requirements within the agreed timescale

202.3 - Be able to distribute business documents

BAL3 - QCF - Apprenticeship in
Business and Administration L3 (BA L3)

3.2- Specify restrictions and distribution lists in accordance with the requirements.

st Login: 28 Feb 2014 4:02PM | T4

601/0717/0 - Diploma - Level 2 Diploma
in Professional Cookery (7100-12)

Last Login: 20 Nov 2014 3:11 PM | CGKineo
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EPA preparation tool — helping your apprentice calmly
apprOaCh EPA preparation

EPA

3 im
T How to perfectly present your portfolio at interview <
oyt Haro are scma quoses fom studants abost thelr ot Iniervas thay ofer uic noughes 0 Palp you 9ot r03dy 1o show your parfold of
Personalised to e oS s e e
each apprentice e
with up to six e e g x| ]
hours of generic ?
content per et |
standard .
Useful and Clty.
: Guilds | SmartScreen .
relevant Iearnlng My Subjects » End-point assessment preparation » Customer Service Practitioner :;;:;O perfecﬂy present
resources your portfolio at
relevant to the B Interview
APPRENTICESHIPS

standard and
assessment
method

Organised by
assessment skills

most relevant to the
apprentice and to the
Apprentices can BT customer Senice Practiioner N F | D E N C
gain confidence in
areas like interviews, SUBJECTS - 1
presentation skills, End poin assessmont il Marketoer
writing and exam

revl S I O n Hairdressing Professional

G T——

CG0483 Customer Service Practitioner

Recommendations

Barbering Route
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Our EPA service

The Manual for City & Guilds and ILM EPA service is available on our website.

Catch up on our recent webinar about the EPA booking process and support on

assessment methods.

Calibre and

expertise of
assessors

Preparation to

pass first time

Smooth process
with clear
structure

e jlm

A City & Guilds Group Collaboration

Manual for the
End-Point Assessment Service



https://www.cityandguilds.com/~/media/cityandguilds-site/documents/apprenticeships/manual-for-the-end-point-assessment-service pdf.ashx
https://youtu.be/JMEz_cSf8aU
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EPA for Business Administrator

Online multiple Project presentation

choice test
(e-volve test) oo

Conducted remotely.
The events can be on the same
occasion or separate.
Our EPA team will work with you to agree.

...................................................................................
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EPA and overall grading

Each assessment method is graded as follows:

Distinction (80%

Knowledge test Fail (less than 60%) Pass (60-79%) 20%
and over)
L 0
Portfolio-based interview Fail (less than 60%) Pass (60-79%) DISHINELE (077 40%
and over)
L 0
Project/presentation Fail (less than 60%) Pass (60-79%) DUl (B 40%

and over)

« Each assessment has a pass mark of 60% and must be passed in order to achieve an overall pass for the apprenticeship.

* The achievement in each assessment is aggregated based on the weighting and grading boundaries, in order to give the
overall grade for the apprenticeship.



Our EPA service

« Simple pricing — two charging points:

» EPA registration fee — non-refundable £25 when the apprentice is registered for EPA on
City & Guilds system

* balance — after assessor enters results.

» The registration fee releases our EPA preparation tool and any related materials during the
on-programme learning phase.

* You'll have received nearly all of your funding from employers by this point so helps cash flow.
* No hidden charges — includes any third-party fees related to external quality assurance.

£

EPA registration fee EPA reservation request EPA event

£

Balance
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Preparation at the heart of our service

Key document for centres/customers/employers for the planning
and delivery of the apprenticeship.

EPA customer
packs for every

standard It will include:
e the standard
¢ guidance on how to book EPA

Culds i « guidance on how to prepare for the portfolio-based
Level 3_Bu5ina-55 Administrator LlE'u'EI_EI Business Administrator InteI‘VIGW and projectllmprovement presentatlon and hOW
End-point Assessment (9473-12) (9473-12)

S . they will be assessed — against relevant sections of the
assessment methods and grading criteria (annex)

« guidance on examples of possible evidence
« separate pack with recording forms.

End-Point Assessment Handbook

We can also support with subject specific on-programme learning.
Find out more at https://www.cityandquilds.com/apprenticeships/on-
programme-learning



https://www.cityandguilds.com/apprenticeships/on-programme-learning
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EPA exemplar material — Available August 2018

Aimed at the assessor/tutor.

Easy to access.

Standard specific.

Best practice guidance for relevant EPA components.

Online multiple

choice test Project presentation

Portfolio interview

Practice tests
Examples of a

Guidance on how to + Available now
present and what is
expected

e-volve test . :
( ) successful interview

Practice questions

\ J

|
Underpinned by overarching tutor notes to pull all the different elements together.
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Results and resits

« If the apprentice passes, then we will issue a ‘Statement
of Achievement’ to the customer.

« We then claim the apprentice certificate from the Institute
of Apprenticeships who in turn, post certificates to the
employer.

» If the apprentice fails, we will issue a formal notification

and feedback to the customer on which areas were failed.

» Booked through Walled Garden on a component by
component basis. City & Guilds reopens access for the
apprentice’s EPA portal record or gives them a resit
course.

"] Operational Delivery Officer
.~ Apprenticeship Level 3

End point assessmant
Statement of achievement

At grads ooo

3 FMerD20 10
Full name of leamer

Gy

The Cltyared Guien
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Our assessors

« We've recruited over 100 high-quality assessors across a range of standards.
« Our assessors are industry experts.

* We train them to help apprentices feel relaxed and show their best in assessment.

Join our assessor team:

* For a list of standards that we’re recruiting in, visit our IEPA assessor page.



https://www.cityandguilds.com/apprenticeships/emerging-standards/independent-end-assessor
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Further support and events from us

Mandy.Slaney@cityandqguilds.com
Dominic.Green@cityandquilds.com

Sign up for our new events and watch our
pre-recorded webinars on EPA, funding,
on-programme resources:
https://www.cityandquilds.com/apprenticeship
s/events-and-webinars

Network events

We are always looking for centres to help us
host a network event. Please contact us if
you're interested.

« Connect with
Mandy on LinkedIn
here.


mailto:Mandy.Slaney@cityandguilds.com
mailto:Dominic.Green@cityandguilds.com
https://www.cityandguilds.com/apprenticeships/events-and-webinars
https://www.linkedin.com/in/mandy-slaney-11131954/
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Thank you

Customer queries

Please contact your local business manager.

General apprenticeship enquiries

Please contact apprenticeships@cityandguilds.com.

Keep up to date — register for email updates:
http://www.cityandguilds.com/what-we-offer/centres/email-

updates.

For more information on the new standards, our learning
resources (including demos), and how we can support your
business: directsales@cityandguilds.com.



mailto:apprenticeships@cityandguilds.com
http://www.cityandguilds.com/what-we-offer/centres/email-updates
mailto:directsales@cityandguilds.com
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Any questions?




