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CITY SKILLS APPRENTICESHIPS

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 (KSBs). 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 (OT))-
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 in your
working hours will contribute to this

Reviews-

We Dbelieve it is important to regularly
check how you are progressing
through your apprenticeship. This
helps you stay on track and enables us
to support you early in the process. We
conduct progress reviews
approximately every 2 - 3 months.
Your review will usually be with your
development coach.



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 5 Learning & Development
Consultant
https://www.instituteforapprenticeships.or
g/apprenticeship-standards/learning-and-
development-consultant-business-partner-
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-consultant-business-partner-v1-0
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MY PORTFOLIO & SUPPORT

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 off-the-job record.

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

Home Our Apprenticeships v Our Policies

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.

My Portfolio v Support Wellbeing Contact

Support

My Portfolio How To Guides

The following videos are here to help you navigate ‘My Portfolio’. Please watch

the ones relevant to you and if afterwards, you still have questions, please use

the support form below.

Support Request

Register to my Portfolio

Enrol to City Skills

Upload a Progress Review
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WELL-BEING

City Skills take the safety and well-
being of their apprentices, employees
and partners seriously. This is why we
are pleased to partner with Health
Assured to provide you with our well-
being resources. This page provides
our apprentices and employees with
key support functions for their safety
and well-being.
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Services Provided Include:

4 Week Programmes

CBT Online Counselling

Mini health checks

Access to medical information
Webinars

Managing staff Well-being Resources
The App and Portal Resources

An app Mood Tracker






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

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-

https://city-skills.com/wp-
content/uploads/2021/04/The-
Learning-Journal-and-Employer-
Declaration-Form.docx

https://city-skills.com/wp-
content/uploads/2021/04/The-Work-
based-project-cIPD.docx

https://city-skills.com/wp-
content/uploads/2021/04/APPRENTI
ESHIP-COMPLETION-CERTIFICA

https:.//www.cognj



https://www.cognitoforms.com/CitySkills1/GatewayTripartiteAgreement
https://city-skills.com/wp-content/uploads/2021/04/The-Work-based-project-cIPD.docx
https://city-skills.com/wp-content/uploads/2021/04/The-Learning-Journal-and-Employer-Declaration-Form.docx
https://city-skills.com/wp-content/uploads/2021/04/APPRENTICESHIP-COMPLETION-CERTIFICATE.pdf
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END-POINT ASSESSMENT GUIDE

The EPA: is the final assessment for an apprentice to ensure they can do the
job of an L&D Consultant. There are two assessment methods that must be
completed, in the following order:
e A Consultative Project contains a range of evidence demonstrating that
the apprentice has met the requirements of specific Knowledge, Skills and
the chosen Option as set out in the standard.
e A Professional Discussion that will explore the specific Skills and
Behaviours set out in the standard.

EPA1 — work-based project with professional discussion

Requirement

Example/Expectation/Form

When

EPA1 - Component 1
work-based project

https://city-skills.com/wp-
content/uploads/2021/04/LD5-The-
Formal-Business-Report.docx

In line with project plan,
submitted to CIPD one
month prior to Professional
Discussion (approx. 4
months after gateway)

EPA1 - Component 2
professional
discussion

A 75min two-way formal conversation between the
apprentice and an independent assessor, conducted via
remote video conferencing

On the date given at
gateway (unless this has
been amended under mutual
consent with CIPD

EPA2 — presentation and Q&A based on a learning journal

Requirement

Example/Expectation/Form

When

EPA2 — Component 1
presentation

A 25 min presentation via video conference around real
lessons learnt during the apprenticeship, covering:

1. New and emerging trends and developments in the L&D
sector

2. L&D specialisms and their business impact

3. Leadership

On the date given at
gateway (unless this has
been amended under mutual
consent with CIPD

EPA2 — Component 2
learning journal Q&A

A 35minute Q&A sessions covering 5-7 open questions.
Questions will seek to assess the KSBs mapped to this
assessment component and not evidenced sufficiently
through the presentation

Immediately after the above
presentation



https://city-skills.com/wp-content/uploads/2021/04/LD5-The-Formal-Business-Report.docx
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END-POINT ASSESSMENT GUIDE

L&D L5 End-Point Assessment Guide

EPA1 -
Work-based
praject with
professional

discussion

-

L&D LS
Gateway
meeting

=

EPA 2 -
Presentation
and Q&A based
on a learning
journal

Companent One - The
work-based project

Y

Component Two - Professional

Discussion

=

Component Ope - The
Prasentation

v

Completion of EPA
The Independent
Assessar will not infarm
the apprentice of the EPA
auteome.

The EPA overall grade
and feedback is sent from
CIPD the to the
apprentice within
approximately two weeks
fram the assessment
dale,
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Q&4 based on learning Journal

|
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Overall Grades
There are four
possible overall

grades:
fail, pass, merit and
distinction.
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