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GUIDANCE FOR END POINT
ASSESSMENT (EPA) ACTIVITIES

In Summary

The End Point Assessment will consist of:

Assessment method 1 (60 minutes):
e Professional Discussion (PD), underpinned by a portfolio of evidence.

Assessment method 2 (60 minutes):
e On completion of a 4000-word Project Proposal, there will be a Presentation
(20 minutes) and questioning (40 minutes).

The Portfolio of Evidence:

Prior to the PD, the apprentice will have prepared a Portfolio consisting of a maximum
of 20 pieces of evidence to indicate that they have met the professional behaviours,
knowledge and skills being assessed in the Professional Discussion. The portfolio is

not assessed in the EPA and a piece of evidence can be used for several standards. The
evidence to submit could be:

e Presentations e \Written or recorded statements
e Meeting agendas and minutes e Project plans

e Personal Development plan e Observations

e CPD log e Reports

e Performance reviews e Feedback from colleagues &

stakeholders

IMPORTANT: Whatever type or amount of evidence is collected, always make sure
your evidence demonstrates what you (rather than the team) have done (rather
than would or will do).

You will be required to complete a TQUK ‘Portfolio of Evidence Mapping and Tracking
Form'’ prior to your Gateway meeting to demonstrate you have evidence of all relevant
standards.
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The Professional Discussion:

The Professional Discussion (PD) is based on the Portfolio. Prior to the assessment the
Assessor will undertake a desk-based evaluation of the Portfolio evidence and prepare
questions for the PD. The questions will address any practices where there appears to
be a gap in meeting the L5 Leadership and Management Standards.

The professional discussion will:
e last for 60 minutes, with a variance of 10% allowed.
e involve a series of questions, prepared by the independent assessor, to focus on
the professional skills, knowledge and behaviours being assessed.

Professional discussion, underpinned by a portfolio of evidence

To prepare for the Professional Discussion and collect the evidence needed, it is
suggested you collect 1-2 pieces of evidence for each of the 12 bullet-pointed
statements below (divided into the 4 key areas). These are the descriptors the
Assessor will be looking for when reading the Portfolio and in the Professional
Discussion. The related Knowledge, Skill or Behaviour is noted in brackets after the
description - this will help when completing the mapping and tracking document.
CONSIDER the evidence you can draw from your Project Proposal.




Assessment Preparation Award for
Operational & Departmental Manager

AREA 1: OPERATIONAL MANAGEMENT

Descriptors

Suggested Evidence

1. Describes how they used their
knowledge and understanding of data

to support their organisation in creating
and delivering operational plans, which
include setting targets and monitoring
performance against plans. (K1.3, K1.6,
S1.4).

security and business planning techniques,

e An operational plan.

e Meeting minutes when you led the
creation or review of an operational
plan.

e A written/audio account of when you
created and delivered a project (for
example, your Project Proposal).

2. Explains how they communicated their
team's role in their organisation's vision
and goals, and how they used their
knowledge of the impact that
organisational culture and diversity has on
leading and managing change to drive,
achieve and deliver operational plans.
(K4.3,54.1, B1.1)

e An operational plan.

e Meeting minutes or presentation slides
when you shared your vision or goal
(e.g., for your project proposal).

e A written/audio account of when you
led a change, including communicating
a vision or goal to others.

e Account from a line manager.

3. Describes when they have shown
resilience and accountability when seeking
new opportunities for their organisation.
(B1.2,B1.4)

e A written/audio account.
e Account from a line manager.

Notes
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AREA 2 MANAGING TEAMS

Descriptors Suggested Evidence

4. Evaluates different leadership styles, e Minutes of meetings you led (1:1 or
methods to lead multiple and remote team)

teams and manage team leaders and e \Written accounts.

explains how they have adapted their e Account from line manager.

preferred style to ensure they are open,
approachable, and able to build trust.

(K4.1, B2.1)

5. Discusses how they have recruited, e Minutes of meetings you led (1:1 or

developed or managed team members team)

and explains the performance e Written accounts.

management techniques and talent e Account from line manager.

management models that underpin this. e CPD sessions facilitated.

(K5.2, S5.1) e Example when using 9 BOX Talent
Matrix

6. Identifies strengths in their team and e Minutes of meetings (team or 1:1)

adopts coaching and mentoring e Written accounts

techniques to develop, build, enable and e Account by line manager

motivate the team and support high
performance working. Uses delegation to
enable delivery through others and
describes strategies to manage multiple
teams. (K4.2, K4.4, K5.1, S4.2, S5.2, S5.3)

Notes
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AREA 3 COMMUNICATION SKILLS

Descriptors Suggested Evidence

7. Describes how they used interpersonal | e Meeting agenda

skills including active listening, when e Minutes of meetings you led (1:1 or
challenging and giving constructive team)

feedback, and seeking the views of others | o Completed feedback form, e.g., after a
ensuring they valued diversity. Describes lesson observation.

when they effectively used different forms | e Learning Wall activity or presentation
of communication when chairing meetings from the programme.

or presenting. (K7.1,57.2, 57.3, B2.2). e \Written accounts.

e Account from line manager.

8. Describes when they have been able to | e Minutes of meetings you led (1:1 or

build trust and effective relationships when team)
identifying and sharing good practice while | e Written accounts.
working collaboratively, both within their e Account from line manager.

organisation and externally. Explains how e CPD sessions facilitated.
they used effective negotiation and
influencing skills and demonstrated
determination to manage conflict. (K6.1,
K6.2, K6.3,56.1, S6.2, B1.3).

9. Justifies how they remained positive and | e Written accounts
adaptable when responding to feedback in | e Account by line manager
the need for change. (B3.3)

Notes
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AREA 4 PERSONAL AND
PROFESSIONAL DEVELOPMENT

Descriptors

Suggested Evidence

10. Explains how they used their
knowledge of their own learning and
behavioural styles, to create their own
personal development plan. (K8.2, S9.1)

e Personal development plan -'do more
of/stop doing’ model - for example,
after the 360-degree audit.

e Personal account (written/audio)

e Account from line manager.

e Minutes of your appraisal meeting.

e Extracts from programme booklets.

11. Reflects on their own performance,
working style and emotional intelligence
and the impact they have had on others

e Personal development plan - ‘do more
of/stop doing’ model - for example,
after the 360-degree audit.

e Personal account (written/audio)

e Account from line manager.

e Minutes of your appraisal meeting.

e Extracts from programme booklets.

12. Describes how they operate within
their organisation's values and are a role
model who sets an example to others by
being open, honest, fair, consistent and
impartial. (B4.1, B4.2, B4.3)

e Personal account (written/audio)

e Account from line manager.

e Minutes of your appraisal meeting.
e Extracts from programme booklets

Notes
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PROJECT PROPOSAL: A SUMMARY

e A Project Proposal involves you completing a piece of work that has a real
organisational benefit. The Project Proposal should be designed to ensure
that your work meets the needs of the organisation; is relevant to your role;
and allows the Knowledge, Skills and Behaviours (KSBs) to be assessed at the
End-Point Assessment. You can start this any time after your apprenticeship
starts.

e The Project Proposal may be based on any of the following:

1. The need to review and implement a change plan to improve efficiency
or quality across a team, curriculum or organisation.

2. The review of an aspect of the school or trust, including a current
process, service or product, to ensure it is still fit for purpose.

e You will submit a Project Proposal title and scope brief (of no more than 500
words) at Gateway. You will then complete a Project Proposal, which will be
submitted post-Gateway, typically within 12 weeks. Following submission of
the Project Proposal, you will deliver a presentation, followed by a period of
questions and answers. This will all be explained in the Planning call with your
Assessor (normally 1-2 days after your Gateway meeting).

For more information, please look at the following EPA documents.

1. Project Proposal, Presentation and Questioning Apprentice Brief
2. Project Proposal Title and Scope Brief

3. Alongside your Project Proposal and Presentation, you must provide the
‘Project Proposal Mapping Annex and Disclaimer Template’ to
signpost the assessor to where you have addressed each standard.
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PROJECT PROPOSAL: SUGGESTED
SECTIONS

1. Executive summary:

This is a short summary of the whole proposal so must be completed last.
Consider the following:

e Situation: What is the context? What problem or issue are you trying to
solve?

e Target: What are your goals and how will you know you have achieved
them (i.e., the key performance indicators)?

e Actions: What are some of the key actions that will/have been taken to
implement this project?

e Results: What conclusions and recommendations are you making?

Notes
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Introduction:

2.

This section will explain the SITUATION or context. This will include:

e A brief overview of your school/trust/team, including its culture. You might
use models like PAST/PRESENT/FUTURE or OLEVI CULTURE

e Current performance, skills and processes already in place that are
relevant to your project context and if they are fit for purpose.

e Describe the problem, issue, challenge or opportunity that your project is
designed to address, and why this is important it is addressed. You might
use audit tools like SWOT or PMI.

e What do you consider to be some of the potential risks and barriers to
change?

e (K1.4, K1.5, B3.1, B3.2).

Notes
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3. Objectives and intended outcomes

This section will explain the SITUATION or context. This will include:

e This TARGET section refers to your key objectives for the project and how
they fit and link to the organisation’s wider objectives (if possible). Each
objective should have clear intended outcomes or key performance
indicators, to explain how you will measure the success of the project. You
might use models like DR ICE, SMART or OBJECTIVES +KPIs.

e (K1.1, §1.1, K1.2, §1.3)

Notes
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4.

This TARGET section refers to 3 questions:

Data

What valid research will you undertake to ensure your project is a feasible
one?

How will you collect, analyse and present your data?

What considerations will you make in your project for data security, privacy
and confidentiality?

(K1.6, $1.5)

Notes
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5. Project Plan and how outcomes will be achieved

This ACTION section requires you to:

e Share your project plan, plus an explanation of how you are going to cover
objectives, outcomes and KPIs (K1.1, K1.2, $§1.1). You might use models
Kotter's 8-Steps; OLEVI Strategic Planning; or OLEVI Project

the
like

Management.

e Consider how you will initiate and manage the change or improvement by
identifying any researched barriers and how to overcome them (K1.5, K2.2,
$1.2). You might use the RESULTS-RELATIONSHIP model.

e Mention how you are managing resources.

What tools and techniques will you use to track and report on the

progress of your project? (K1.2, K2.1 §2.1)

How to adjust or revise the process accordingly. E.g, Gantt Chart, RAC

Matrix (5§2.2, §2.3)

Notes
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In this ACTION section, explain:

6. Financial Budgeting and resources

your budget

how you will monitor estimated costings against actual costs. You might use
OLEVI's Financial Planning Model or the SIMPLE BUDGET template.

how you will monitor and address under- and overspending throughout.
any contingency plans to adjust/mitigate actions accordingly

(K2.2, K3.1, §2.2, §3.1)

Notes
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7. Timeline:

This ACTION section requires you to:

e the timescales are you planning, including any key milestones.

e the time management tools you will be using and problem-solving/decision-
making techniques you will use, for example, Models like PROBLEM-
SOLVING; Eisenhower’s Matrix; RAPID; Timely; and Pomodoro’s Technique.

e (K9.1, §9.2)

Notes
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8.

In this ACTION section consider the following questions:

Communication.

e \What tasks will you undertake?

e Who else will you work with when undertaking the Project and why (for
example, to provide specialist advice)?

e How will you work with and lead colleagues? You might use the
IMPLICIT/EXPLICIT model.

e How will you communicate with others (for example, verbal or digitally)? You
might use models like LENCIONI's Team Effectiveness or DISC.

e Will you use coaching and mentoring skills to support others’ growth?

(54.3, 6.3, §7.1)

Notes
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9. Advise
In this RESULTS section, consider:

What alternative approaches you could have proposed or used?
What contingency plans you have put in place?

What would you do to improve cost and time efficiency?

(B3.1, B3.2, B3.4)

Notes
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10. Recommendations/conclusions

You will draw conclusions throughout on the project proposal’s success by
monitoring its progress. In this intended RESULTS section, consider:

e What has been achieved so far in terms of your project?

e What are your initial recommendations in terms of how this project could
be amended and utilised by the organisation?

* (K10.1 & K10.2 & 5§10.1. & 5§10.2).

Notes

Evaluative Models to use with Sections 9 and 10 could be ICT; LQF;, WIN; MORE
OF/STOP DOING; and WWW/EBI.
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Presentation and Questioning

The presentation will last 20 minutes so it must be a summary. It is
recommended you structure it around the 10 sections of the Project Proposal.

The assessor will be listening for the relevant knowledge, skills and behaviours
you used when planning (and beginning to implement) your project proposal.

1.Operational management such as business tools, management systems,
identifying and overcoming barriers, identifying opportunities and
interpreting data

2.Project management such as using tools and techniques to plan and deliver
outcomes, approaches to identifying and managing risks

3.Finance such as monitoring budgets and financial implications

4.l eading people and supporting the management of change

5.Building relationships

6.Communication skills

7.Managing self, such as prioritising activities and time management

8.Decision-making and using evaluation techniques to support the process

9.Progress of the implementation of the Project Proposal to date

2 weeks before the assessment day: Alongside your Project Proposal and
Presentation materials (e.g., a PowerPoint Presentation or handout), you must
provide the ‘Project Proposal Mapping Annex and Disclaimer Template’ to signpost
the assessor to where you have addressed each standard.

Project title and scope

The Project Proposal may be based on any of the following:

1.The need to review and implement a change plan to improve efficiency or
quality across a team, curriculum or organisation.

EXAMPLES:
e The introduction of a new programme into the maths department to improve the
outcomes of students with English as an Additional Language.
e Ensuring online parents' evenings are quality and have an impact.
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2. The review of an aspect of the school or trust, including a current process,
service or product, to ensure it is still fit for purpose.

EXAMPLES:
e Areport on our strategy to support Pupil Premium Students across the Trust.
e Areview of the enrichment programme for students.

The Scope should be:
e A summary of the project proposal. This could be structured using the STAR
model:

1.SITUATION (the context and rationale for a change)

2. TARGET (my objectives)

3.ACTIONS (the key steps and people involved)

4.Intended RESULTS (my intended outcomes and how | will monitor this).

e No more than 500 words.

Please write this on the TQUK documentation:
Project Proposal Title and Scope Brief and share at the Gateway meeting.
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SPARE TEXT SPACE
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Line Management Endorsement

It is very important to have regular conversations with your line manager, so they
are aware of what you are doing through this programme. They are to endorse
your evidence by signing below and add a brief comment on your progress (also

below).
Endorsement
Date:
Comment:
Name: Signature/Initials:
Job Role:
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GATEWAY MEETING

What is this meeting?

The gateway is a meeting lasting up to 60 minutes between you, your employer
(where possible) and a City Skills Development Coach. The purpose of this
meeting is to assess if you are ready to move to assessment.

It will be an opportunity to check your Assessment Preparation Document and
additional pieces of evidence have been completed to ensure all Standards have
been evidenced and confirm you are ready to proceed to End Point Assessment
(EPA).

If there is time, you will have a mock Professional Discussion, whereby you will be
asked 1-2 questions that will require you to articulate your understanding and
effectiveness as an educational professional.

During Gateway your coach will complete some assessment documents with you,
which will be passed on to TQUK (EPAQ).

Assuming everyone feels ready and all evidence is in place we will pass you on to
your assessment organisation to begin your assessment.

In preparation for your gateway, you will need-

1.The Completed TQUK Project Proposal Title and Scope document

2.Completed Portfolio of Evidence (as detailed within this workbook) and
TQUK Portfolio of Evidence Mapping and Tracking Form

3.Maths / English certificates, GCSE/ALevel/OLevel etc. If you haven't
already could you please provide us with copies of a maths/English

certificate at level 2 (GCSE A*-C or equivalent). Unfortunately, we are not
permitted to use QTS as evidence, if you cannot physically locate this
evidence please let us know and we will explore what other options might
be available to evidence it. If you have completed a Functional Skill with us
we will already hold evidence of this.



http://city-skills.com/wp-content/uploads/2021/11/Project-Proposal-Title-and-Scope-TQUK.pdf
http://city-skills.com/wp-content/uploads/2021/11/Project-Proposal-Title-and-Scope-TQUK.pdf
http://city-skills.com/wp-content/uploads/2021/11/Portfolio-of-Evidence-Mapping-and-Tracking-Form-TQUK.pdf
http://city-skills.com/wp-content/uploads/2021/11/Portfolio-of-Evidence-Mapping-and-Tracking-Form-TQUK.pdf
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What's next?
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What:

When:

You will be Emailed/Called by City Skills to book in
your gateway meeting

8 weeks prior to your
planned end date

Ensure all assessment documents are completed
and available to City Skills (usually via my portfolio
or emailed to assessment@city-skills.com)

1 week prior to Gateway

Gateway Meeting

On or close to planned
end date

Assessment Organisation Planning meeting

Contacted 2-5 working
days after gateway.
Conducted ASAP
afterwards by TQUK.

Assessment Completed

12 weeks after gateway

Assessment Outcome will be shared with you by
TQUK

Within 2 weeks of
assessment

You will have an opportunity to appeal the
assessment decision

Within 2 weeks of
assessment decision
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