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[bookmark: _Toc103759396][bookmark: _Toc163648160]Introduction
[bookmark: _Toc103759397]
What is in this document
Recording forms to be used by Providers and Employers:
Professional discussion – Witness statement form
Professional discussion – Portfolio declaration of authenticity and mapping

No forms are required for the Knowledge test or the Practical assessment.

This document must be used alongside the EPA Pack for Providers & Employers.

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

[bookmark: _Hlk119591858]Professional discussion – 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.

Professional discussion – 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.
· [bookmark: _Hlk119593676]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 EPA Pro as Word documents.

[image: A picture containing text, clipart
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[bookmark: _Toc163648161]9037-701 Professional discussion – 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 K9’.



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

	K8.	Barbering professionalism, values, industry codes of conduct, best practice and ethics.
	

	K9.	Barbershop culture, history and types of barbershops.
	

	K11.	The role and function of the front of house or reception area in the barbershop business (services, bookings, payments, retail and sales).
	

	K12.	The benefits and drawbacks of using social media and how social media can be used to promote the business.
	

	K14.	How to actively promote and respect equality, diversity and inclusivity (confidentiality, discretion, welfare, limitations).
	

	K15.	Awareness of the mental health and wellbeing of self and clients.
	

	K16.	Principles of teamwork.
	

	K32.	Complementary male grooming services, their benefits and drawbacks.
	

	S2.	Identify and report problems which cannot be dealt with to the relevant person(s).
	

	S4.	Carry out front of house duties to support the barbershop business.
	

	S5.	Promote yourself, your organisation, products and services via a variety of social channels.
	

	S9.	Work as part of a team to support the barbershop.
	

	B2.	Demonstrates professionalism and a passion for the industry: a commitment to quality and continuous improvement, a positive attitude and team working, working under pressure, observing time management and self-management.
	




	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
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[bookmark: _Toc163648162]9037-701 Professional discussion – 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 of the 10 discrete pieces of 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
	Statement from the barbershop manager which includes details of shifts where the apprentice carried out front of house duties, worked as part of a team with the rest of the barbershop employees (including examples) and escalated payment issues to the manager.
	S2, S4, S9

	1 
	
	
	

	2 
	
	
	

	3 
	
	
	

	4 
	
	
	

	5 
	
	
	

	6 
	
	
	

	7 
	
	
	

	8 
	
	
	

	9 
	
	
	

	10 
	
	
	





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

	Knowledge, Skills and Behaviours (KSBs)
	Covered in Portfolio

	K8.	Barbering professionalism, values, industry codes of conduct, best practice and ethics.
	¨
	K9.	Barbershop culture, history and types of barbershops.
	¨
	K11.	The role and function of the front of house or reception area in the barbershop business (services, bookings, payments, retail and sales).
	¨
	K12.	The benefits and drawbacks of using social media and how social media can be used to promote the business.
	¨
	K14.	How to actively promote and respect equality, diversity and inclusivity (confidentiality, discretion, welfare, limitations).
	¨
	K15.	Awareness of the mental health and wellbeing of self and clients.
	¨
	K16.	Principles of teamwork.
	¨
	K32.	Complementary male grooming services, their benefits and drawbacks.
	¨
	S2.	Identify and report problems which cannot be dealt with to the relevant person(s).
	¨
	S4.	Carry out front of house duties to support the barbershop business.
	¨
	S5.	Promote yourself, your organisation, products and services via a variety of social channels.
	¨
	S9.	Work as part of a team to support the barbershop.
	¨
	B2.	Demonstrates professionalism and a passion for the industry: a commitment to quality and continuous improvement, a positive attitude and team working, working under pressure, observing time management and self-management.
	¨

[bookmark: _Hlk119593762][bookmark: _Toc74739055]

[bookmark: _Toc163648163]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.
©2024 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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