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[bookmark: _Toc103759396][bookmark: _Toc153266266]Introduction
[bookmark: _Toc103759397]
What is in this document
Recording forms to be used by Providers and Employers:
[bookmark: _Hlk119588224]Interview – Witness statement form
Interview – Portfolio declaration of authenticity and mapping
This document must be used alongside the EPA Pack for Providers and Employers.

[bookmark: _Toc103759398]Guidance on how t	o use the recording forms
You must use the forms provided by City & Guilds in the format laid out in this document.

Practical demonstration with questions and Interview recording forms
There is a mandatory planning meeting for this End-point Assessment where the Independent End-point Assessor (IEPA) will need to discuss and confirm various details. For the Practical Demonstration with Questions, the IEPA will need to record the following details:
· Time and date of assessment
· Assessment location
· Machine to be used – a mill or a lathe
· Type of machine – manual or CNC

Interview – Witness statement form
This form should be used for any witness statements the apprentice wishes to include in their portfolio of evidence. The witness can be the apprentice’s employer representative, such as their line manager, or the apprentice’s tutor. A separate form must be used for each witness statement.

Interview – Portfolio declaration of authenticity and mapping
This form is to be completed by the apprentice and verified by the Employer and Provider as appropriate.
The first part (Declaration of authenticity) is to confirm that the work evidenced in the portfolio of evidence submitted is the apprentice’s own.
The second part (Evidence list) is a blank template for the apprentice to list their discrete pieces of evidence in the portfolio, provide detail and map these to the knowledge, skills and behaviours (KSBs) that correspond to the Professional discussion.
The third part (KSB coverage) is a checklist to confirm that all the relevant KSBs are included in the portfolio of evidence.

Note: These forms must be uploaded to the EPA Portal as Word documents.
[bookmark: _Hlk97108958]
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[bookmark: _Toc125379791][bookmark: _Toc153266267]9273-701 Interview – Witness statement form

	Apprentice name
	
	Enrolment number
	

	Witness name
	
	Date
	

	Organisation name
	

	Witness job title / position
	

	Relationship to apprentice
	Provide details of your relationship to the apprentice (e.g. how long you have worked with the apprentice and in what capacity).





This form should be used for any witness statements the apprentice wishes to include in their portfolio of evidence. The witness can be the apprentice’s employer representative, such as their line manager, or the apprentice’s tutor. A separate form must be used for each witness statement.

· By completing this document you are confirming that the apprentice is competent against the specified areas of the Standard.
· You must provide specific and detailed examples of how the apprentice has demonstrated the Knowledge, Skill or Behaviour (KSB) of the standard.
· You might find that one example could be used as evidence to cover other Knowledge, Skills and Behaviours. Where this is the case, please clearly indicate so, e.g. ‘See K1’.

	Knowledge, Skills and Behaviours (KSB)
	Example of how it was demonstrated

	K12: Quality assurance: principles, practices and record keeping.
	

	K13: Fault finding, diagnostic methods and techniques for identifying engineering and manufacturing problems. Escalation techniques.
	

	K15: Communication techniques: verbal. Machining industry terminology.
	

	K16: Documentation - electronic and paper.
	

	K18: How organisations vary regarding their work, culture, values and production processes in the Machining industry.
	

	K19: Inspection processes and procedures; documentation and escalation.
	

	K21: Continuous improvement principles and practices: Lean; Six Sigma; Kaizen.
	

	K22: Equality, diversity and inclusion requirements in the workplace.
	

	K23: Stock and services considerations. Availability, stock lead times. Correct handling. Stock value. Faulty stock and returns process.
	

	S6: Monitor, obtain and check stock and supplies, and complete stock returns.
	

	S7: Record information - paper based or electronic. For example, energy usage, job sheets, risk assessments, equipment service records, test results, handover documents and manufacturers' documentation, asset management records, work sheets, checklists, waste environmental records and any legal reporting requirements.
	

	S11: Follow and apply inspection, quality assurance procedures and processes.
	

	S21: Communicate with others verbally. For example, colleagues and stakeholders.
	

	S22: Follow machine shut down, safe isolation, handover, start up or warm up procedures. Escalate issues.
	

	S23: Apply continuous improvement techniques. Devise suggestions for improvement.
	

	S24: Apply ethical principles.
	

	S25: Apply team working principles.
	

	B2: Act ethically.
	

	B3: Take responsibility for work.
	

	B4: Team-focus to meet work goals, for example, work effectively with others, resolves issues in discussion with others.
	

	B5: Committed to continued professional development (CPD) to maintain and enhance competence in their own area of practice.
	

	B6: Leads by example to develop individual and team skills
	




	Witness declaration

	I confirm that the examples provided in this witness testimony are a true and accurate account of real work-based examples. The apprentice has been observed carrying out work-based activities where they have shown practical competency against the standard.

	Witness signature
	 
	Date
	




[image: A picture containing text, clipart

Description automatically generated]Level 3 End-point Assessment for ST1305/AP1.4 Machining Technician
[bookmark: _Toc125379792][bookmark: _Toc153266268]9273-701 Interview – Portfolio declaration of authenticity and mapping

	Apprentice name
	
	Enrolment number
	



Apprentice declaration:
I confirm that all work submitted is my own, and that I have acknowledged any sources I have used.
	Apprentice name
	 
	Date
	

	Place of work name and address
	




Employer representative declaration:
I 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.
I confirm that the evidence presented by the apprentice is ready for End-point Assessment. It is valid, authentic, reliable, and current and sufficient to meet the requirements of the relevant standard.
	Employer representative
	
	Date
	




Training Provider declaration (if appropriate):
I confirm that the evidence presented by the apprentice is ready for End-point Assessment. It is valid, authentic, reliable, and current and sufficient to meet the requirements of the relevant standard.
	Training Provider
	 
	Date
	




Evidence list
For each piece of discrete evidence included in the portfolio, include a reference number, the type of evidence and a short description. The first line is completed as an example.
	Reference
	Evidence type
	Evidence description
	KSBs covered

	00
	Witness Statement
	Witness statement from workshop supervisor detailing apprentice managing stock and dealing with supply issues for some materials.
	K23, S6

	1 
	
	
	

	2 
	
	
	

	3 
	
	
	

	4 
	
	
	

	5 
	
	
	

	6 
	
	
	

	7 
	
	
	

	8 
	
	
	




KSB coverage
Confirm that each of the Knowledge, Skills and Behaviours (KSBs) for the Professional Discussion is included in the evidence log.


	KSB
	Covered in evidence log
	
	KSB
	Covered in evidence log

	K12
		
	S11
	
	K13
		
	S21
	
	K15
		
	S22
	
	K16
		
	S23
	
	K18
		
	S24
	
	K19
		
	S25
	
	K21
		
	B2
	
	K22
		
	B3
	
	K23
		
	B4
	
	S6
		
	B5
	
	S7
		
	B6
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	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 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 it 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 its nature?
	

	9.
	Is there sufficient evidence to cover the whole of the KSBs and grading descriptors that are referenced?
	

	10.
	Are any witness testimonies or employer references tailored to the apprentice?
	

	11.
	Has any client/customer reference information been anonymised?
	

	12.
	Are all external sources of information appropriately documented and referenced to the original source, showing clear understanding of how they relate to the criteria? 
	

	13.
	Has the appropriate stakeholder(s) e.g. employer/provider checked whether the apprentice’s portfolio meets all the required criteria and grading descriptors?
	

	* where witness testimonies are included as a piece of evidence, these do not need to be signed by the apprentice but instead must be signed/authenticated as outlined in the rest of the EPA pack.




[bookmark: _Toc74739055][bookmark: _Toc153266270]Contact Us
	EPA Gateway Team: Initial Reservation & Gateway
	epa.gateway@cityandguilds.com

	EPA Events Team: Bookings & Cancellations (Post Gateway)
	EPA@cityandguilds.com

	EPA Customer Success Team: Including EPA Pro support
	onboardingEPA@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
	0844 543 0000 (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





[image: ]Who we are
As part of the City & Guilds Group, we believe in a world where people and organisations have the confidence and capabilities to prosper, today and in the future.
As workplaces evolve, so do we. That’s why we set the standard for skills that transform lives, industries, and economies.
About City & Guilds
Founded in 1878 to develop the knowledge, skills, and behaviours needed to help businesses thrive, we offer a broad and imaginative range of products and services that help people achieve their potential through workbased learning.
We believe in a world where people and organisations have the confidence and capabilities to prosper, today and in the future. So we work with like-minded partners to develop the skills that industries demand across the world.
City and Guilds Group
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 going to press. However, City & Guilds’ products and services are subject to continuous development and improvement and the right is reserved to change products and services from time to time.
City & Guilds cannot accept responsibility for any loss or damage arising from the use of information in this publication.
©2022 The City & Guilds of London Institute. All rights reserved. City & Guilds is a trademark of the City & Guilds of London Institute, a charity established to promote education and training registered in England & Wales (312832) and Scotland (SC039576).
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