








Evidence-

Once you feel confident you have embedded
new knowledge, skills and behaviours, we will
ask you to gather evidence, sometimes
formally through a portfolio or informally
through a reflective learning journal. You will
have the option to store your evidence using
‘My Portfolio’. This evidence is important to
support your Gateway meeting and
preparation for end-point assessments.

Gateway-

Once you have completed all learning activities
and feel confident in your new knowledge,
skills and behaviours, we will ask you to attend
a gateway meeting. The meeting will be
attended by your manager, development coach
and yourself. It is used to reflect on your
direction of travel over the apprenticeship and
confirm you are competent in all the KSB
areas. The gateway conversations may
establish there are one or two areas you would
like further support. If this is the case, we will
deliver further training in specific areas, to
ensure you are confident and assessment
ready.

Assessment-

The last step in the process is your end-point
assessment (EPA). This is an independent
process run by your EPA Organisation (EPAO).
We will be on hand to support but it is your
EPAO who will make the final decision on
whether you have met the necessary standard.
This independence adds credibility to your
training.
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IMPORTANT INFORMATION

Your Training Provider
Email

Phone

UKPRN

Platform

Your Development Coach
Development Coach Email
Development Coach Phone

Your EPA Organisation
EPA Contact

EPA Number
EPA Platform

Your Apprenticeship Standard

Apprenticeship Standard and
Assessment Plan

Typical Duration
Typical Assessment Duration
Typical Off-The-Job Training

City Skills Limited
training@city-skills.com

020 7157 9835

10065422

My Portfolio https://city-skills.com/

CIPD

https://www.cipd.co.uk/learn/apprenti
ceship-standards

EPAO123
Smart EPA - http://smartepa.com/

Level 3 Learning & Development
Practitioner
https://www.instituteforapprenticeships
.org/apprenticeship-standards/learning-
and-development-practitioner-v1-0

15 months

4 -5 months

323 hours



mailto:training@city-skills.com
https://city-skills.com/
https://www.cipd.co.uk/learn/apprenticeship-standards
http://smartepa.com/
https://www.instituteforapprenticeships.org/apprenticeship-standards/learning-and-development-practitioner-v1-0
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e Scalability and Consistency: The curriculum equips learners to consider the
scalability of learning solutions, enabling organisations to meet the learning
needs of a growing workforce. Additionally, it supports consistency in training
delivery and content across different departments and teams.

e Agility and Adaptability: The curriculum recognizes the importance of agility
and adaptability in today's dynamic business environment. It equips learners
with skills that enable them to quickly respond to changes, making the
organization more resilient and adaptable to evolving market conditions.

¢ Talent Development and Succession Planning: Learning and Development
play a crucial role in talent development and succession planning. Apprentices
will learn how to use data to understand capability gaps and create learning
plans to ensure organisations have the capability they require now and in the
future.

Our Learning and Development Level 3 curriculum takes into account current sector
trends and recent developments in the field of learning and development.
Apprentices will consider how to leverage technology to enhance learning
experiences and deliver remote and blended learning opportunities, the use of
microlearning and bite-sized content, breaking down content into smaller, digestible
units to facilitate better knowledge retention and engagement, incorporating
gamified elements to foster increased engagement and motivation among learners
and the use of social and collaborative learning.

The target learners for this programme are individuals who are interested in
becoming learning experts. These learners may come from diverse backgrounds and
may already possess some foundational knowledge or experience in learning and
development. The programme is designed to build upon their existing skills and
provide them with the necessary expertise to effectively support others in their
professional growth.

In summary, our Learning and Development Level 3 curriculum is designed to
develop apprentices into competent and empowered individuals who support and
uplift others. By incorporating expert development coaches, aligning with our
mission statement, and considering business benefits, sector trends, and recent
developments, we are committed to equipping our learners with the necessary tools
and knowledge to thrive in their roles and contribute to the long-term success of
their organisations.
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MY PORTFOLYO & SUPPORT
My Portfolio behaviours whilst giving you an

opportunity to gather real-life
examples of how you have embedded
your new skills to improve your

My Portfolio was custom built by our
very own digital apprentice during the

first COVID-19 lockdown in 2020. The working practice.

system hosts your portfolio of

evidence (aka Showcase), progress Support

reviews and off-the-Job record. if at any time you need some support
with the system we have a number of

Your Facilitator/Development Coach short video guides to support you

will support you to understand what navigate the system, as well as the

you need to do on My Portfolio ability to raise a support request for

between your delivery sessions. more specific enquiries.

Activities have been sequenced to
build your knowledge, skills and
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OVERVUEW

Level 3 Learning &
Development Practitioner
Overview

The Level 3 Learning & Development
Practitioner 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 (UFaTE). You
can view the required KSBs in full by
clicking on the following link.

https://www.instituteforapprenticeships.org/
apprenticeship-standards/learning-and-

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.
(f you do not hold these, we will set
out a plan to ensure you achieve
them before your gateway meeting.

We have taken these KSBIs and
interpreted them into a number of
grouped modules and sequenced

development-practitioner-v1-0

lessons. These are-

Organisational Design & Ongoing Working with | Personal &
& Commercial Delivery Development | Stakeholders | Professional
Awareness Growth

Organisational & Training Design Measuring the Stakeholder Personal &

Commercial
Awareness (1)

Organisational &
Commercial

Awareness (2)

Living the Values

Training Delivery
Presentation Skills
Facilitation Skills

Learning Needs
Analysis

Setting up and

Setting Down Events

Learning Technology

Effectiveness of
Learning

Coaching Skills
Ongoing
Monitoring of

Learners

Feedback

Consultation

Collaboration and
Positive Change

Dealing With
Conflict

Flexibility &
Managing
Priorities

Professional
Development

Effective
Communication

Project Design &
Delivery

Equality, Diversity
& Inclusion



https://www.instituteforapprenticeships.org/apprenticeship-standards/learning-and-development-practitioner-v1-0
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GATEWAY
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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-

Requirement

Example/Expectation/Form

Copies of your maths & English certificates
(either completed with City Skills or exemptions if you have
done them previously)

Good quality image or scan

Present your learning journal in an interesting way.

Examples include websites,
video’s, flipping books etc. the
options are endless

Complete your learning journal declaration using CIPD form

hittps.//city-skills.com/wp-
content/uploads/2021/04/LD3-8.The-
Learning-journal-and-Employer-
Declaration-Form.docx

Two proposed dates for-

* the professional discussion in EPA 1
* the presentation and Q&A session in EPA 2

(both should be within 5 months of the gateway meeting, see

below for more details)

Add this as an attachment to the
gateway form at the time of the
gateway meeting. (Link below)

Create a project plan using CIPD form

https://city-skills.com/wp-
content/uploads/2021/04/LD3-Work-
based-plan.docx

Complete the CIPD Certificate Claim Authorisation

https://city-skills.com/wp-
content/uploads/2021/04/APPRENTICE

SHIP-COMPLETION-CERTIFICATE.pdf

Have your gateway meeting with yourself, City Skills
Development Coach & your employer and record on the

gateway form.

https://www.cognitoforms.com/
CitySkills1/GatewayTripartiteAgr
eement



https://www.cognitoforms.com/CitySkills1/GatewayTripartiteAgreement
https://city-skills.com/wp-content/uploads/2021/04/APPRENTICESHIP-COMPLETION-CERTIFICATE.pdf
https://city-skills.com/wp-content/uploads/2021/04/LD3-Work-based-plan.docx
https://city-skills.com/wp-content/uploads/2021/04/LD3-8.The-Learning-journal-and-Employer-Declaration-Form.docx



https://city-skills.com/wp-content/uploads/2021/04/L3-LD-EPA-doc.docx
https://city-skills.com/wp-content/uploads/2021/04/6.-L3-LD-Presentation-and-QA-Guide-v02.pdf
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END-POINT ASSESSMENT GUIDE






