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Welcome to your City Skills Apprenticeship. The following guide has been designed to
support you through your apprenticeship and help you to understand what to expect
including key milestones, resources and related organisations. 
We have developed a simple and effective journey to help you learn and ultimately
showcase your new knowledge skills and behaviours. 

Needs Analysis-
Before engaging in your training, we
collaborate with your employer to
identify what they would like the
apprenticeship to achieve, for you and
the wider business needs. 

Enrolment-
We will ask you for some background
information to analyse your
experience, prior learning, work setting
and capacity to ensure you are able to
develop your skills over the duration of
the apprenticeship. We also ask you to
give your own personal apprenticeship
goal. We will reflect on this throughout
your apprenticeship to ensure you
meet or exceed your expectations.
 

Learn & Embed New Skills-
You will attend mandatory facilitated
learning sessions throughout your
apprenticeship to learn new knowledge,
skills and behaviours (KSB). Following
each session, you will be set challenging
tasks to embed new learning in your
workplace. Often you 

will have to support learning activities
and learning checks on ‘My Portfolio’
(See page 5).

Off-The-Job Training (OTJ)-
Alongside your apprenticeship, you will
be developed through 'OTJ' training.
The definition of OTJ training is ‘new
learning and development linked to
your apprenticeship, during working
hours. You will be supported to achieve
the OTJ hours by structured learning
activities and employer support. Your
facilitated learning sessions and post-
session tasks make up the majority of
this but also any new learning during
your working hours will contribute to
this

Reviews-
It is important to regularly check how
you are progressing. This helps you
stay on track and enables us to
support you during your learning
journey. We conduct progress reviews
approximately every 8 weeks. These
will be carried out with your
development coach.  
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Your Training Provider
Email
Phone
UKPRN
Platform
Your Development Coach
Development Coach Email
Development Coach Phone

City Skills Limited
training@city-skills.com
020 7157 9835
10065422
My Portfolio https://city-skills.com/

Your EPA Organisation
EPA Contact 

DSW
https://www.dswconsulting.co.uk/dsw
-contact-us

Your Apprenticeship Standard
Typical Duration
Typical Assessment Duration
Typical Off-The-Job Training

Insurance Practitioner L3
12 months
Up to 6 months
323 hours
https://www.instituteforapprenticeships.org/
apprenticeship-standards/insurance-
practitioner-v1-2

Apprenticeship Standard
and Assessment Plan
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At City Skills, we are committed to delivering the Insurance Practitioner Level 3
programme to develop individuals who can support colleagues, intermediaries, and
customers within the insurance industry. Our intent is to provide a comprehensive
curriculum that aligns with our mission statement and incorporates expert
development coaches, business benefits, sector trends, and recent developments. This
programme aims to empower learners with the necessary knowledge and skills to excel
in their insurance careers while contributing to the overall growth and success of their
organisations.

The Insurance Practitioner Level 3 curriculum is designed to be facilitated by expert
development coaches. These coaches possess deep industry knowledge and practical
experience, ensuring that learners receive high-quality guidance and mentorship
throughout their journey. The coaches will play a crucial role in supporting learners,
providing personalised feedback, and facilitating discussions to enhance their
understanding and application of insurance principles and practices.

Our mission is to develop people who can effectively support others. By delivering the
Insurance Practitioner Level 3 programme, we aim to equip learners with the necessary
skills, competencies, and ethical values to thrive in their roles as insurance practitioners,
supporting their colleagues, their customers and their brokers and partners. Through
this programme, we strive to foster a culture of professional growth, collaboration, and
integrity within the insurance industry.

The Insurance Practitioner Level 3 program offers several tangible benefits for both
individuals and organisations. By participating in this programme, learners will build a
solid foundation of core insurance knowledge and skills, enabling them to make
informed decisions and deliver exceptional customer service. Additionally, learners will
develop the ability to tailor insurance products and services to meet specific customer
needs, leading to increased customer satisfaction and loyalty. These improved skills and
competencies will ultimately contribute to enhanced organisational performance, better
pricing and underwriting of cases, and a stronger competitive position within the
insurance market.

The Insurance Practitioner Level 3 curriculum takes into account the evolving landscape
of the insurance industry. Learners will be exposed to the impact of rising inflation and
interest rates, technological and economic disruption, climate change considerations,
environmental, social, and governance (ESG) responsibilities, as well as cyber risks. By 
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My Portfolio 

My Portfolio was custom built by our
very own digital apprentice during the
first COVID-19 lockdown in 2020. The
system hosts your portfolio of
evidence (aka Showcase), progress
reviews and OTJ records. 

Your Facilitator/Development Coach
will support you to understand what
you need to do on 'My Portfolio'
between your delivery sessions. 

Activities have been sequenced to
build your knowledge, skills and 

MY PORTFOLIO & SUPPORT 
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behaviours whilst giving you an
opportunity to gather real-life
examples of how you have embedded
your new skills to improve your
working practice. 

Support
If at any time you need some support
with the system we have a number of
short video guides to support you
navigate the system, as well as the
ability to raise a support request for
more specific enquiries. 
You can access this through our
website.
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Level 3 Insurance Practitioner Overview

The Level 3 Insurance Practitioner Apprenticeship Standard consists of several
knowledge, skills and behaviours (KSB). These have been designed by industry and
approved by the Institute for Apprenticeships and Technical Education (IFaTE). You
can view the required KSB’s in full by clicking on the following link. 

OVERVIEW
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English & Maths

English & maths are required at a minimum of Level 2 (GCSE A*-C or equivalent) for
this apprenticeship. Please present evidence of these at the beginning of your
apprenticeship. If you do not hold these, we will set out a plan to ensure you
achieve them before your gateway meeting. 
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https://city-skills.com/wp-content/uploads/2022/03/Insurance-Practitioner-Level-3-Toolkit.docx
https://city-skills.com/wp-content/uploads/2022/03/Insurance-Practitioner-Level-3-Toolkit.docx
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Once you have completed your training period you will move into the end-point
assessment. Before this takes place, you must pass a gateway meeting with
yourself, City Skills Development Coach/Facilitator & your employer. For this, we
will need-
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Portfolio Referancing Table

Mapping Document

Tripartite Agreement

Consent to Contact 

https://city-skills.com/wp-content/uploads/2022/04/Worksheet-in-Level-3-Insurance-Practitioner-Apprenticeship-overview-V268.xlsx
https://city-skills.com/wp-content/uploads/2022/03/Amplification-and-mapping-document-.pdf
https://www.cognitoforms.com/CitySkills1/GatewayTripartiteAgreement
https://city-skills.com/wp-content/uploads/2022/04/Consent-to-contact-professional-body.docx
https://city-skills.com/wp-content/uploads/2022/04/Consent-to-contact-professional-body.docx


END-POINT ASSESSMENT GUIDE

EPA1: Professional discussion underpinned by a portfolio of evidence. 
Case Study x2 (Completed during EPA phase)
CII Unit LM1 (Completed during EPA phase)

Once the Apprentice has met the Gateway criteria, DSW in conjunction with the City
Skills, Employer and Apprentice, will schedule dates for each assessment in the
standard. It should typically take no more than 4 months to complete this final
assessment.

Please click on the Toolkit to gain full guidance on your End-point assessments. These
are also listed below.

The Tool kit document provides a full description of the end-point assessments you will
carry out.

You can find the toolkit here.

View EPA Presentation here.
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https://city-skills.com/wp-content/uploads/2022/03/Insurance-Practitioner-Level-3-Toolkit.docx
https://city-skills.com/wp-content/uploads/2022/03/Insurance-Practitioner-Level-3-Toolkit.docx
https://city-skills.com/wp-content/uploads/2022/04/ST0240-Level-3-Insurance-Practitioner-Presentation.pptx


GLOSSARY
Development Coach/Facilitator-
This is the person who will support
your learning.

EPA- This is an end-point assessment
and it is the final stage of your
apprenticeship.

EPAO- End-point assessment
organisation. This is an independent
body that will assign your assessor
when you reach your EPA.

Gateway- This is a meeting
between the apprentice (you), the
employer and City Skills to confirm
that you have achieved all minimum
requirements and ready to 
be assessed.

My Portfolio- This is an online
platform to track your progression
and offers a reminder of what you
have achieved through evidence
collection and your learner journal; as
well as tasks to be completed.
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OTJ- The amount of off-the-job
training required over the duration of
your apprenticeship. This includes
your taught sessions, reading,
assignments etc but also the time you
spend at work practising the new
skills you have acquired eg an
apprentice on a management
apprenticeship might learn to
complete a performance review if
they then do this with their 5 reports
this would all be OTJ.

Progress Review- A review of how
you are progressing

Remote delivery- Training sessions
completely using a digital interface
such as Zoom or Teams. 

ULN- Unique Learner Number, a
unique number assigned to you for
this and future funded ]qualifications.
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