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[bookmark: _Toc226537459]Introduction
DSW have been appointed to conduct end-point assessment (EPA) for this apprenticeship. This Toolkit has been created to help the apprentice, training provider and the employer to understand what is needed to successfully complete EPA for this standard. 
 
All approved end-point assessment organisations must carry out EPA in line with the assessment plan published by Skills England. The assessment plan details the assessment methods used, the criteria to be assessed and the environment in which the assessments must take place. 
 
The requirements and content of this Toolkit come directly from the HR Support assessment plan, with additional clarification provided by the external quality assurer (EQA) for this apprenticeship standard. Published assessment plans are available on the Skills England website: https://skillsengland.education.gov.uk/apprenticeships/ 

[bookmark: _Toc226537460]Gateway
[bookmark: _Hlk103090905]Apprentices must be on programme for a duration in line with Department for Education requirements before they come through gateway and enter the EPA phase of the apprenticeship. The apprentice, employer, and training provider must agree that the apprentice is demonstrating competence against the knowledge, skills, and behaviours of the standard.

Once an apprentice is ‘gateway-ready’, the training provider must submit the following to DSW’s Proficient (previously epaPRO) portal for approval:

Gateway Declaration 
proof of Level 2 English and maths*
Project Plan

*DfE exemption rules apply

More information on acceptable gateway evidence and the forms to be submitted can be found on Proficient under Support Materials > View, then search for Gateway Documents.

If any of these requirements are not met, gateway will not be approved.


















[bookmark: _Toc226537461]End-Point Assessment Overview
The HR Support EPA consists of two assessment methods: 

Consultative Project 
Professional Discussion

The apprentice must complete a Project Plan template which is submitted at gateway and must be reviewed by the Independent End-point Assessor (IEPA) prior to work commencing on the Consultative Project. The Project Plan does not contribute towards the grading.

The standard is made up of 33 learning outcomes. The Mapping and Amplification document, which can be found in Appendix I, details the specific criteria which must be met for apprentices to meet and exceed each learning outcome.
[bookmark: _Toc226537462][image: ]Timeline


[bookmark: _Toc226537463]Planning Meeting
Following gateway approval, DSW’s IEPA will contact the training provider to introduce themselves and arrange a planning meeting. Apprentices and employers are permitted to join the planning meeting if they request to do so. 

During the planning meeting, the following key dates will be agreed:
Consultative Project
Date for the Consultative Project to be submitted and assessed.
[bookmark: _Toc138254035]Professional Discussion
Date for the Professional Discussion to take place.
The Consultative Project must be passed before the Professional Discussion can go ahead.
Strongly recommended to be arranged at least 10-working days after the Consultative Project assessment date.
This allows ample time for the apprentice to prepare following the Consultative Project feedback.

The assessments will be conducted virtually via the online video conferencing platform Microsoft Teams. Others, such as Webex or Zoom can be used if preferred. Face-to-face assessments can be accommodated should the apprentice prefer. This should be discussed with the training provider and agreed with DSW. Additional costs will apply.
 
The IEPA will record the agreed assessment dates in Proficient once the planning meeting is complete.
[bookmark: _Toc226537464]Conditions for Live Assessments
All assessments must be taken under examination conditions. It is essential that apprentices familiarise themselves with the Conditions for Live Assessments. The document sets out the mandatory requirements to ensure a secure and appropriate assessment environment, including apprentice ID requirements, panning of rooms and appropriate use of technology. 
 
Failure to comply with the conditions for live assessment may result in delayed, cancelled or failed assessments.
[bookmark: _Toc226537465]Mapping and Amplification
The Mapping and Amplification document outlines what the apprentice will be assessed against in each assessment method.

The apprentice’s competence will be assessed against the learning outcomes during end-point assessment.

Amplifications are written to expand on the learning outcomes. There is also additional guidance showing how apprentices may demonstrate the learning outcomes in their Consultative Project.

[bookmark: _Toc226537466]
Project Plan
Prior to gateway, the apprentice must complete the Project Plan template which outlines the scope of their project, including the key goals and objectives. The purpose of this is to lay the groundwork for the project so the apprentice, with support from the training provider and employer, can ensure it has the scope to cover all the learning outcomes and be completed within 12 weeks of gateway approval. The recommended maximum wordcount for the Project Plan is 1,000 words.

The mind map, which can be found in the Project Support document in Appendix I, has been designed to support the apprentice, the training provider and the employer to ensure the project topic has the scope to demonstrate all the required learning outcomes.

The apprentice should detail how they intend to meet the learning outcomes through the Consultative Project.

The Project Plan must be submitted at gateway. The IEPA will review the Project Plan and provide feedback within two working days. Please note, the Project Plan will not be accepted or rejected due to the scope of the project.

Once the Project Plan has been reviewed and returned to DSW, the apprentice’s gateway will be approved. DSW will email the reviewed Project Plan with the IEPA’s feedback to the training provider at gateway approval. The reviewed Project Plan will also include the Consultative Project start date and the maximum submission date.

[bookmark: _Hlk109303448]Please note, if the Project Plan is incomplete, the IEPA will return it to DSW prior to the review taking place and gateway will be rejected to allow the necessary amendments to be made.Tip – Make use of the Mapping and Amplification document and Referencing Table to ensure the Consultative Project has the scope to meet all the required learning outcomes. 
There is also a Project Guidance document in Appendix I to support apprentices with planning, carrying out and writing up their Consultative Project.

[bookmark: _Toc226537467]Consultative Project
The Consultative Project will allow the apprentice to reflect on a real example of work done in their role. The apprentice may start work on their project once gateway has been approved by DSW. Starting work on the project prior ahead of gateway approval may invalidate the assessment. The Consultative Project must be submitted a maximum of 12 weeks after gateway. The assessment date will be agreed at the planning meeting. 

The project should showcase how the apprentice used their acquired knowledge and HR-related skills to deliver the service required by their role.

Examples of typical projects might include: 

Providing advice/guidance to a manager/team on a range of HR matters from recruitment through to retirement.
Taking a defined role in a larger project run by more senior members of the HR team. 
Carrying out analysis of HR information and producing recommendations for action.

[bookmark: _Hlk106800353]The main output for the project is a project report with a maximum word count of 3,300 words. Should an apprentice submit a report above the word count, the assessment will still be carried out with anything over 3,300 words being disregarded.

[bookmark: _Hlk15642113][bookmark: _Hlk15641829][bookmark: _Hlk109303706]The project report must be supplemented by product and performance evidence which authenticates the apprentice’s account. This may include emails, reports, minutes from meetings or project documentation. The apprentice must comply with data protection legislation as well as redacting any commercially sensitive information where appropriate. 

The purpose of appendices and evidence is to provide further context and to evidence what is written within the project report. Therefore, appendices cannot be used to solely demonstrate a learning outcome. 

Further guidance on the Consultative Project can be found in the Project Guidance document, which can be found in Appendix I, and in DSW Evidence Requirements.  

The apprentice may choose to submit their project using the Project Report Template, which can be found in Appendix I. This includes an example of the report structure which could be used.Tip – Make use of the Mapping and Amplification document in Appendix I to ensure all learning outcomes have been demonstrated in full.
Ensure to include product and performance evidence and refer to this throughout the report. This will give the IEPA further context to the apprentices’ report and will bring the work they have done to life. 

[bookmark: _Hlk109303742]Referencing the Consultative Project 
Before submitting their final Consultative Project for assessment, the apprentice must complete the Referencing Table in Appendix I. This table, which includes instructions on how to complete it, is used to indicate which sections of the report and supporting evidence demonstrate each of the learning outcomes. All learning outcomes must be mapped to the project report.

The project report should also be referenced to make it clear which sections meet which learning outcomes; this can be done by listing the learning outcome reference numbers at the end of each paragraph.

Once complete, the project and Referencing Table must be uploaded to Proficient for assessment. Feedback will be provided via an Assessment Record and may detail up to three learning outcomes which have not been fully met by the project report. These outcomes will be carried over to the Professional Discussion. 

In the event four or more learning outcomes are not fully met in the Consultative Project, the assessment method will be graded as a fail. No learning outcomes will be identified at this stage to be carried over to the Professional Discussion.

The Consultative Project must be passed before the apprentice can attempt the Professional Discussion. 
[bookmark: _Toc226537468]Professional Discussion 
The Professional Discussion is a structured dialogue between the apprentice and the IEPA, designed to establish the apprentice’s understanding and application of the knowledge, skills, and behaviours.

The purpose of the discussion is to: 

explore the 13 learning outcomes which are assigned to the Professional Discussion. 
explore up to three learning outcomes which were not met in the Consultative Project. These will be detailed in the Assessment Record following the assessment of the Consultative Project.
build a cumulative picture of performance against the standard. 
explore evidence of exceeding the learning outcomes. 

[bookmark: _Hlk109304022]The discussion will take place in a suitable environment and will normally last between 60 and 75 minutes. The IEPA will ask the apprentice 13-16 core questions about their work and the way they have applied themselves to certain tasks. The IEPA may also use follow up questions to prompt for further detail.

The Professional Discussion is not solely based on the Consultative Project, so apprentices may use any work-based examples from the apprenticeship period in their responses. Tip – Apprentices may find it helpful to use STAR to frame their responses:
Situation: Describe the situation and when it took place
Task: Explain the task and the goal 
Action: The action(s) they took to achieve the goal
Result: Explain the result of their actions


The discussion will be held via an online video conferencing platform as decided during the planning meeting. It is strongly recommended that the platform is tested prior to the date of assessment. Please refer to DSW Conditions for Live Assessments.
[bookmark: _Toc226537469][bookmark: _Toc141956676]Assessment method grading 
Learning outcome grading
There are 20 learning outcomes assigned to the Consultative Project. Up to three learning outcomes which are not fully met through the Consultative Project may be covered in the Professional Discussion.

There are 13 learning outcomes assigned to the Professional Discussion. This does not include any learning outcomes which may be carried over from the Consultative Project. 
The table below shows the grading for each learning outcome.  To enable grade aggregation, each learning outcome can only be scored as 0, 1, 3, or 5. The Mapping and Amplification document, which can be found in Appendix I, details the evidence required to meet and exceed each learning outcome.
	Grade
	Marks
	Description 

	Not met
	0
	The apprentice has not provided any evidence to sufficiently demonstrate the learning outcome.

	Partially met
	1
	The apprentice has provided evidence which demonstrates some of the learning outcome.

	Met
	3
	The apprentice has provided evidence which demonstrates full competence against the learning outcome.

	Exceeded
	5
	The apprentice has provided evidence which significantly exceeds the learning outcome. 


Consultative Project grading
A minimum of 17 and a maximum of 20 learning outcomes will be assessed through the Consultative Project. 

A fail will be awarded if four or more learning outcomes are scored below 3.
To achieve a pass, the apprentice must achieve a score of 3 or more in at least 17 learning outcomes.
To achieve a distinction, the apprentice must meet the pass criteria and achieve an overall score of at least 85% of the available marks.

For clarity, the table below shows how many marks you must achieve for pass and distinction based on the number of learning outcomes which are being assessed:
	Learning outcomes assessed
	17
	18
	19
	20

	Maximum points available
	85
	90
	95
	100

	60% threshold (pass)
	51
	54
	57
	60

	85% threshold (distinction)
	73
	77
	81
	85

	Number of learning outcomes required at 5 to achieve distinction
	11
	12
	12
	13


Professional Discussion grading
A minimum of 13 and a maximum of 16 learning outcomes will be assessed through the Professional Discussion, depending on the number of learning outcomes carried over from the Consultative Project.  

A fail will be awarded if any learning outcome is scored below 3.
To achieve a pass, the apprentice must achieve a score of at least 3 in each learning outcome.
To achieve a distinction, the apprentice must meet the pass criteria and achieve an overall score of at least 85% of the available marks.

	Learning outcomes assessed
	16
	15
	14
	13

	Maximum points available
	80
	75
	70
	65

	60% threshold
	48
	45
	42
	39

	85% threshold
	68
	64
	60
	56

	Number of learning outcomes required at 5 to achieve distinction
	10
	10
	9
	9



[bookmark: _Toc226537470]Overall grading 
To achieve an overall grade of pass, the apprentice must achieve a minimum of a pass in both assessment methods. 

To achieve an overall grade of distinction, the apprentice must achieve a distinction in both assessment methods. 

If the apprentice fails one or more assessment methods, the maximum overall grade will be capped at a pass. 



[bookmark: _Toc226537471]Resits and retakes
Apprentices who fail one or more assessment methods will be offered the opportunity to take a resit or a retake. A resit does not require further learning, whereas a retake does. The training provider, employer and apprentice will determine whether a retake is required. The timescales and content of the further learning will be defined to support the apprentice ahead of the retake taking place.

Apprentices should have a supportive action plan to prepare for the resit or a retake. The apprentice’s employer will need to agree that either a resit or retake is an appropriate course of action.

Resits and retakes are not offered to apprentices wishing to move from pass to distinction. 

If an assessment method is failed, the maximum overall grade that can be awarded is a pass.

Consultative Project
If the apprentice fails the Consultative Project due to not meeting enough learning outcomes, they can amend the report in line with the IEPA’s feedback. There is no maximum time period in which this must be submitted, but apprentices are encouraged to resit as soon as it is reasonably possible. This ensures the project is still fresh in their mind and they are able to access any additional supporting evidence they may wish to submit.

Alternatively, the apprentice can choose to complete a new project plan. This must be reviewed by the IEPA in advance of the project commencing. Once the new project plan has been reviewed and feedback has been received, the apprentice can carry out their project. The apprentice has 12 weeks to submit their Consultative Project from the project start date stipulated on the reviewed Project Plan, this will be the date the IEPA returns the Project Plan with their feedback. 

In either scenario, if the Professional Discussion has been booked, it must be cancelled and rearranged for a minimum of 10-working days after the resubmission of the project resit.
Missed submission deadline
If the apprentice fails to submit the Consultative Project, the assessment method will be graded as a fail with the grade cap applied. There is no maximum time period in which the project report must be submitted, but apprentices are encouraged to rearrange a submission date for as soon as reasonably possible.

If the Professional Discussion has been booked, this must be cancelled and rearranged for a minimum of 10-working days after the new submission date of the project.

Professional Discussion
In the event that the Professional Discussion is graded as a fail, the discussion will need to be resat or retaken. The resit/retake will assess all learning outcomes assigned to the Professional Discussion, and up to three learning outcomes which were carried over from the Consultative Project.

[bookmark: _Appendix_I_–]

[bookmark: _Appendix_I_–_1][bookmark: _Toc226537472]Appendix I – Supporting Documents
[bookmark: _Hlk109304269]The documents in this table have been developed specifically for the Level 3 HR Support standard.

	Document
	Description

	

	Shows which pass and distinction descriptors need to be met through which assessment method, along with additional guidance of the evidence required.

	

	This document will guide the apprentice through their Consultative Project, from identifying a suitable project, to carrying out the project activities and writing up the project report. 

	

	This document provides support to apprentices in selecting an appropriate project, and in planning their project report.  

	

	To be completed by the apprentice to show the scope of their Consultative Project and how they intend to meet the learning outcomes. Must be submitted at gateway and reviewed by the IEPA prior to work starting on the Consultative Project.

	

	The apprentice may choose to use this document to present their project report. This document is not mandatory; the apprentice may choose to submit their report on their own Word or PDF document.

	

	This document must be used to map the Consultative Project, and additional evidence to each of the learning outcomes and is submitted at the same time as the Consultative Project.



Further guidance documents which you may find helpful but are not specific to the HR Support standard are available to download via the links below:  
  
· Policies and Procedures 
· Conditions for Live Assessment 
· Templates: 
· Witness Testimony 
· Observation Record 
· Technical requirements for assessment and Zoom/Webex/Teams user guides 
· DSW Evidence Requirements  
· AI Usage Policy 
· GDPR Guidance
· DSW Assessment Milestones Guidance












[bookmark: _Toc226537473]Appendix II – Toolkit Updates
Version 3 – August 2020
Additional clarification added to project wordcount guidance

This change is applicable to all apprentices. 
Version 4 – November 2020 
· Covid flexibility document added 

This change is applicable for apprentices who meet the requirements of the rules set out within the embedded dispensation document.

The below documents have been updated to reflect the changes above. The version numbers are the current ones for the documents embedded within version 4 of the toolkit.
· Covid Flexibilities for HR Support and HR Consultant Partner V1 document retired
Version 5 – November 2021 
· Further guidance added regarding the project plan
· Further guidance added to the project plan template 
· Resit guidance added
· Maximum wordcount for the project plan added
· Feedback to be received via an assessment record
· Amplification added to the learning outcomes document 
· End date to covid flexibility amended in line with current guidance

This change will be applicable for apprentices who come through gateway on or after 1st January 2022. Apprentices who come through gateway before this date may also be assessed under this version if they will not be disadvantaged. This should be discussed with the end point assessor during the planning meeting. 

The below documents have been updated to reflect the changes above. The version numbers are the current ones for the documents embedded within version 5 of the toolkit. 
· Learning Outcomes and Amplification V2
· Project Proposal template V2
· Covid Flexibilities for HR Support and HR Consultant/Partner V2
Version 6 – October 2023
Further guidance on appendices
Further guidance on what is and what is not included in the wordcount for the Consultative Project.
Infographic showing the end point assessment timeline added.
Embedded documents amended in line with changes made to grading and amplification. 
Project Plan template layout improved with areas added to further support apprentices to plan their Projects.
Clarification that the Consultative Project can be written in either first or third person. 
Grading approach changed in line with current guidance from Ofqual regarding L5 HR Consultant Partner, including distinction criteria written. 

This change will be applicable for apprentices who come through gateway on or after 01/03/2024. Apprentices who come through gateway before this date may also be assessed under this version if they will not be disadvantaged. This should be discussed with the end point assessor during the planning meeting. 

The below documents have been updated to reflect the changes above. The version numbers are the current ones for the documents embedded within version 6 of the toolkit.
Mapping and Amplification V3
Project Guidance V2
Project Plan Template V3
Referencing Table V3
V6.1 – November 2023
[bookmark: _Hlk151109774]Removed that the apprentice is limited to bringing 2 pages of notes into the Professional Discussion. Please refer to the Conditions for Live Assessments. 

As this change has been designed to offer further support to apprentices and will have minimal impact, the change will take immediate effect. 
V6.2 – February 2024
The Consultative Project must be marked before the apprentice can attempt the Professional Discussion. The requirement to achieve a pass or a distinction in the Consultative Project before attempting the Professional Discussion has been removed. 

This change will take immediate effect. 
V7 – February 2025
Further guidance around the timescales for retakes has been added to the resit and retake section. 
Should an apprentice submit a report outside of the given word count range, the assessment will still be carried out with anything over 3,300 words being disregarded 
Project Support document created to support apprentices to identify a suitable project and plan their project activity. 
Consultative Project Template created.
Project Guidance document updated to provide further support to apprentices, training providers and employers.
Signposting to DSW Project Requirements and Conditions for Live Assessments.  
Formula error fixed in the Referencing Table.

The rule regarding the word count of the project will take effect for all Consultative Projects assessed from 24/02/2025. Referencing Table V4 must be used from 01/07/2025. As the other above changes have been designed to offer further support to apprentices and will have minimal impact, they will take immediate effect.

The below documents have been updated to reflect the changes above. The version numbers are the current ones for the documents embedded within version 7 of the Toolkit. 
Project Support V1
Project Report Template V1
Project Guidance V3
Referencing Table V4


V8 – October 2025
Policy updates
Reference to Institute for Apprenticeships and Technical Education replaced with Skills England.
Department for Education exemptions added to gateway requirements.
Reference to DSW Project Requirements replaced with DSW Evidence Requirements.

These changes have been updated to be in line with current policies and will take immediate effect from 10/10/2025.

Process updates
Apprentices must pass the Consultative Project before progressing to the Professional Discussion, this is to be line with the below update.
The process of the learning outcomes carried from the Consultative Project to the Professional Discussion has been updated:
the apprentice will no longer select up to three learning outcomes to be carried over at the project plan stage. The reference to this has been removed throughout the Toolkit.
up to three learning outcomes which have not been fully met during the Consultative Project will be carried over to the Professional Discussion.
any learning outcomes to be carried over will be noted on the Assessment Record.
if four or more learning outcomes are not fully met in the Consultative Project, the assessment method will be graded as a fail.
Document updates
The below documents have been updated to reflect the changes above. The version numbers are the current ones for the documents embedded within version 8 of the Toolkit. 

Mapping and Amplification V4
further guidance added to support the apprentice’s application of the learning outcomes to their project.
suggested evidence the apprentice can use has been detailed against the learning outcomes.
Project Support V2
suggested sections ‘my organisation’ and ‘my role’ have been added the report structure.
Project Guidance V4
removed the reference to apprentices carrying three learning outcomes at the Project Plan stage.
suggested sections ‘my organisation’ and ‘my role’ have been added the report structure, with the learning outcomes which could be demonstrated in these sections.
Project Plan V4 
removed the reference to apprentices carrying three learning outcomes at the Project Plan stage.
further guidance added to support the apprentice in completing the plan.
Referencing Table V5 
reflects the update to the Mapping and Amplification document.
apprentices are to only complete Column F on the Consultative Project tab.
Updated documentation effective from
As the changes to the Mapping and Amplification, Project Support and Project Guidance documents have been designed to offer further support to apprentices it is strongly advised for the apprentice to use these documents with immediate effect from 13/10/2025.

The Project Plan V4 and Referencing Table V5 must be used from 03/11/2025. However, as the changes to these documents have been designed to offer further support to apprentices it is recommended for apprentices to use these with immediate effect from 13/10/2025.
Further support
This image details apprentices at different stages of end-point assessment, the documents they must submit, and how their assessments will be carried out.

V8.1 - January 2026
Additional clarification added to the ‘Resits and retakes’ section regarding missed Consultative Project submissions. If the apprentice fails to submit the Consultative Project, the assessment method will be graded as a fail with the grade cap applied.

This change has been made to provide further clarity. This change will be applicable for apprentices who come through gateway on or after 20/04/2026.

V8.2 – April 2026
References to epaPRO updated to Proficient.
The review process for the Project Plan has been updated.
Project Plans must now be submitted at gateway. 
The IEPA must review the Project Plan before work on the project can commence, the project start will be stated within the IEPA’s feedback. Gateway will be approved following the review of the Project Plan.
The Project Plan has been updated to incorporate the IEPA feedback.
The Project Guidance has been updated to incorporate the new review process for the Project Plan.
Link to DSW Assessment Milestones Guidance added to Supporting Documents.

This change brings the standard in line with others where the project plan or scope must be reviewed before work can begin and where the project timeframe officially starts once gateway has been approved. This change will be applicable for apprentices who come through gateway on or after 20/04/2026.

The following embedded document has been amended:

Project Plan V4.1
Project Guidance V4.1
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HR Support L3 Mapping and Amplification

		Knowledge

		Learning outcome

		Evidence required to meet the learning outcome

		Evidence required to exceed the learning outcome



		Business Understanding



(Consultative Project)

		1. Understands the external market and sector within which their organisation operates, the products and services it delivers.

		The apprentice must demonstrate their understanding of the products and/or services their organisation provides to its customers. The apprentice also show their understanding of the external market and sector the organisation operates in. 



In the project:

apprentices could detail this within a ‘my organisation’ section at the start of their project report.



		The apprentice must demonstrate an understanding of their organisation’s strengths, weaknesses, opportunities, and threats.



In the project:

the apprentice could create a SWOT analysis and include this in their appendices.

the apprentice must then demonstrate their understanding of their SWOT analysis within their project report. 

this could be included in a ‘my organisation’ section at the start of the report.





		

		2. Understands the structure of the organisation, where their role fits in the organisation; the ‘Values’ by which it operates and how these apply to their role.

		The apprentice must demonstrate their knowledge of how their organisation is structured and how their role fits. The apprentice must also demonstrate an understanding of their organisation’s values and how these apply to their role. The apprentice may find it useful to demonstrate this through work-based examples. 



In the project:

the apprentice could include a diagram of the structure of their organisation and discuss this, including how their role fits, within their project report.

the apprentice could include a screenshot from their organisations website or staff handbook which shows the organisations values. The original source must be included, such as a link to the webpage. The apprentice must refer to this within their report and explain how the values apply to their role. 

to offer stronger evidence, the apprentice may wish to include work-based examples of how they have acted in line with the organisation’s values whilst carrying out their project activities. This could be further supported by a witness testimony.

this could be included in a ‘my organisation’ or ‘my role’ section at the start of the report. 



		The apprentice must demonstrate their knowledge of how demonstrating the organisation’s values through their behaviours can have a positive impact.  



In the project:

the apprentice must describe how applying the organisation’s values through their behaviours can have a positive impact.

if the apprentice has chosen to use work-based examples to ‘meet’ the outcome, they can explain how their behaviours had a positive impact. This could be further supported by a witness testimony. 

this could be included in a ‘my role’ section at the start of the report.



		HR Legislation and Policy



(Consultative Project)

		3. Basic understanding of HR in their sector and any unique features.

		The apprentice must demonstrate a basic understanding of the sector their organisation operates in and how its unique features impact the work that HR does. 

For example:

seasonal workers in hospitality.

agency workers in warehousing.

turnover in the care sector. 



In the project:

this could be included in a ‘my organisation’ section at the start of the report.



		The apprentice must demonstrate a good understanding of the sector their organisation operates in and how its unique features impact the wider business.



In the project:

this could be included in a ‘my organisation’ section at the start of the report. 





		

		4. Good understanding of HR legislation and the HR Policy framework of the organisation.

		The apprentice must demonstrate a good understanding of their organisation’s HR policies, and of the HR legislation that underpins these policies. 



In the project:

the apprentice could select the HR policies that directly link to their project, and the HR legislation that underpins these policies.

		The apprentice must demonstrate a good understanding of HR legislation and how an organisation can ensure they are compliant with the legislation through the practical application of the organisation’s policies and procedures.



In the project:

the apprentice could select the HR policies that directly link to their project, and the HR legislation that underpins these policies.

demonstrating compliance through practical application could be evidenced through the apprentice’s project activity and considered when making their recommendations.





		

		5. Sound understanding of the HR Policies that are relevant to their role. Knows where to find expert advice.

		The apprentice must demonstrate a sound understanding of a minimum of two HR policies that are relevant to their role. The apprentice must also demonstrate that they know where they can get expert advice (internally and/or externally). 



In the project:

the apprentice could select the HR policies that directly link to their project.

the apprentice could demonstrate application of knowledge by seeking advice from an expert on the topic of their project. This could be further supported by including an email chain or recording the conversation and including this in the appendices.



		The apprentice must demonstrate a sound understanding of the importance of working compliantly with their organisation’s HR policies. 



In the project:

the apprentice could select the HR policies that directly link to their project.

the apprentice will then need to explain why it is important to be compliant with these policies. 





		HR Function



(Consultative Project)

		6. Understands the role and focus of HR within the organisation.

		The apprentice must demonstrate their understanding of the role of HR within their organisation, including the focus and priorities of the function.



In the project:

this could be included in a ‘my organisation’ section at the start of the report.



		The apprentice must demonstrate an understanding of how the HR function can add value to their organisation. 



In the project:

this could be included in a ‘my organisation’ or ‘my role’ section at the start of the report.



		

		7. Understands the HR business plan / priorities and how these apply to their role.

		The apprentice must demonstrate an awareness of the objectives and priorities their organisation’s HR function have and how they support the HR business plan. The apprentice must also explain how their role supports and contributes towards the objectives.



In the project:

the apprentice could show what the objectives and priorities of the HR function in their organisation are. If the apprentice has this in written form, such as a document or email communication, this could be included as an appendix. 

the apprentice could link their project to the objectives and priorities to show how this is applied to their role and how they are contributing towards it.

this could be included in a ‘my role’ section at the start of the report.



		The apprentice must demonstrate how they prioritise tasks to support the achievement of team HR objectives. 



In the project:

if the apprentice has linked their project to the HR function’s objectives and priorities, they could include a plan of how they will tackle their project in their appendix. 

the apprentice can discuss how their prioritisation supports the achievement of objectives within their report. 

this could be included in a ‘my role’ section at the start of the report.








		HR Systems and Processes



(Consultative Project)

		8. Understands the systems, tools and processes used in the role, including the organisation’s core HR systems.

		The apprentice must demonstrate their understanding of:

the organisation’s core HR systems

systems 

tools

processes.



The apprentice must explain one example of each and how they use it within their role to support them with tasks. 



In the project:

the apprentice could demonstrate how they have used HR systems, tools and processes to access data.

the apprentice can then use this data to support their project.

this could be included in a ‘my role’ section at the start of the report.



		The apprentice must evidence a recommendation they have made to improve a system, tool or process to improve efficiency and/or accuracy within their role. 



In the project:

a recommendation made could be to improve a system, tool or process.

the apprentice will need to demonstrate how their project activity led to them making this recommendation, and how it will improve efficiency and/or accuracy within their role. 



		

		9. Understands the standards that have to be met in the role.

		The apprentice must demonstrate an understanding of the standards that they need to meet within their role. This could be service level agreements, KPIs, deadlines etc. 



In the project:

the apprentice could demonstrate how they have met standards whilst carrying out their project activity. 

this could be further supported by evidence of what the standard is, and product evidence showing the apprentice has met this. 

this could be included in a ‘my role’ section at the start of the report.

		The apprentice must demonstrate an understanding of why these standards are in place and the importance of meeting them. 



In the project:

if the apprentice has demonstrated meeting the standards, they could expand on this within their report to explain why the standards are in place and why it is important to meet them.

this could be included in a ‘my role’ section at the start of the report.



		Skills

		Learning outcome

		Evidence required to meet the learning outcome

		Evidence required to exceed the learning outcome



		Service Delivery



(Consultative Project)

		10. Delivers excellent customer service on a range of HR queries and requirements, providing solutions, advice and support primarily to managers.

		The apprentice must demonstrate, using work-based examples, when they have delivered excellent customer service to managers. 



The apprentice's examples must include responding to a range of HR queries and advising on requirements. Requirements could include an SLA, specific parts of a policy/procedure or accurately handling data such as timesheets. 



The apprentice must provide examples of them providing solutions, advice, and support. 



In the project:

this could be included in a ‘my role’ section at the start of the report.

the work-based examples must be supported by product and performance evidence. This may include, but is not limited to, witness testimonies, email chains or screenshots of MS Teams messages.



		The apprentice must demonstrate how they are proactive in providing solutions to complex or more difficult HR queries. 



A complex query may involve the consideration of more than one policy or may be part of an ongoing issue.



A difficult query may involve an employee who is dissatisfied or requires sensitivity and empathy in dealing with the query. 



In the project:

this could be included in a ‘my role’ section at the start of the report, outlining how they deliver excellent customer service to managers in a range of situations.

the work-based examples must be supported by product and performance evidence. This may include, but is not limited to, witness testimonies, email chains or screenshots of MS Teams messages.



		

		11. Builds manager’s expertise in HR matters, improving their ability to handle repeated situations themselves where appropriate.

		The apprentice must demonstrate, with work-based examples, when they have supported managers in dealing with HR matters, that commonly occur, themselves.

This could include:

training managers to effectively carry out an appraisal/one-to-one. 

dealing with employees who have returned from sickness absence. 

overseeing a system that tracks their team's clocking-in and clocking-out times and updating the system with annual leave.



In the project:

this could be included in a ‘my role’ section at the start of the report.

the work-based examples must be supported by product and performance evidence. This may include, but is not limited to, witness testimonies, email chains or screenshots of MS Teams messages.



		The apprentice must demonstrate how they have used tools and materials to support and empower managers to deal with commonly occurring HR matters independently.

This could include:

creating a flow chart to provide a visual representation of a process.

writing opening questions for a manager to use when conducting a return-to-work interview with an employee following short-term sickness.

annotating a form to show the information and level of detail required in each section. 



In the project:

this could be included in a ‘my role’ section at the start of the report.

the work-based examples must be supported by product and performance evidence, which should include the tools/materials used to support and empower managers.

 



		

		12. Uses agreed systems and processes to deliver service to customers.

		The apprentice must demonstrate, with examples, how they used systems and processes to provide a service to customers. 

This could include:

using a HR system to advise how much annual leave an employee has remaining/already taken.

advising on the process to submit a grievance. 

following a process to complete pre-employment checks for a new starter.



In the project:

this could be included in a ‘my role’ section at the start of the report.

the work-based examples must be supported by product and performance evidence, screenshots of systems or written processes.



		The apprentice must demonstrate how they have made suggestions to improve a system or process. 



In the project:

this could be included in a ‘my role’ section at the start of the report.

the apprentice must provide product and performance evidence to show what their suggestion was, and who they made the suggestion to. 

this may be covered by the apprentice’s conclusions and recommendations at the end of the report. 





		

		13. Takes the initiative to meet agreed individual and team KPIs in line with company policy, values, standards.

		The apprentice must demonstrate, with examples, when they have identified opportunities to contribute towards individual and team KPIs. The apprentice must demonstrate how they have done this in line with their organisation’s policy, values, and standards. 



In the project:

this could be included in a ‘my role’ section at the start of the report.

the work-based examples must be supported by product and performance evidence. This should include what the individual and team KPIs are and how the apprentice has met them in line with company policy, values and standards. The apprentice could evidence taking initiative through a witness testimony.



		The apprentice must demonstrate, with examples, how they have exceeded in meeting agreed individual KPIs in line with company policy, values, and standards. 



In the project:

this could be included in a ‘my role’ section at the start of the report.

the work-based examples must be supported by product and performance evidence showing how KPIs were exceeded. 



		

		14. Plans and organises their work, often without direct supervision, to meet commitments and KPIs.

		The apprentice must demonstrate, with examples, how they plan and organise their work to ensure they meet commitments and KPIs. The apprentice must provide specific examples of when they have done this and the methods they used. One example must be when the apprentice has done this without direct supervision. 



In the project:

the apprentice could include a project plan showing a breakdown of their project activities and when these will be completed. This will be further demonstrated by the dates of the product and performance evidence matching the dates of the plan. 

to demonstrate KPIs, the apprentice could include a plan they used in carrying out the activities which demonstrate LO13.



		The apprentice must demonstrate, with examples, how they manage their own workload during challenging times when they have conflicting deadlines. 



In the project:

the apprentice could demonstrate the challenge of completing their project whilst balancing other priorities within their role. 

the apprentice must provide product and performance evidence to demonstrate how they managed their workload and their conflicting deadlines. This could be further supported by a witness testimony. 



		Problem Solving



(Consultative Project)

		15. Uses sound questioning and active listening skills to understand requirements and establish root causes before developing HR solutions.

		The apprentice must demonstrate, with examples, when they have used sound questioning and active listening skills, such as:

open-ended questions 

probing questions

body language

The apprentice must explain how this supported them to understand the requirements and establish the cause of the issue. The apprentice must also evidence the solutions they developed to address the problem. 



In the project:

the apprentice could provide a video recording of them speaking to stakeholders to further understand the root cause of their project statement and requirements of their project activities. The video could be included within their appendices, with the apprentice commenting on the questioning and listening skills they used.

this could be further supported with the witness testimony.



		The apprentice must demonstrate how the HR solutions they put forward go beyond addressing the immediate concern and consider the longer-term impacts. 



In the project:

the apprentice will likely demonstrate this through the conclusions and recommendations they make, along with additional commentary on how this goes beyond addressing the immediate concern and considers longer-term impacts. 



		

		16. Takes ownership through to resolution, escalating complex situations as appropriate.

		The apprentice must demonstrate with examples how they have taken ownership of issues. They must also evidence when they have escalated complex situations, including who it was escalated to and why. 



In the project:

the apprentice could link this to LO10 and include evidence for this outcome in the ‘my role’ section.

along with product and performance evidence, this could be further evidenced with a witness testimony from the person they escalated the situation to.



		The apprentice must demonstrate how they have made suggestions for possible resolutions, with their rationale, when escalating complex situations. 



the apprentice could link this to LO10 and include evidence for this outcome in the ‘my role’ section.

along with product and performance evidence, this could be further evidenced with a witness testimony from the person they made suggestions to for possible resolutions.



		Communication & interpersonal



(Professional Discussion)

		17. Deals effectively with customers/colleagues, using sound interpersonal skills and communicating well through a range of media eg phone, face to face, email, internet. Adapts their style to their audience.

		The apprentice must demonstrate, with examples, how they have used sound interpersonal skills to deal effectively with customers and/or colleagues. The apprentice must evidence this through a range of different media.



		The apprentice must demonstrate how they communicate with clarity and persuasiveness around a range of media, communicating complex information in a way which can be understood by the audience. 



		

		18. Builds trust and sound relationships with customers.

		The apprentice must demonstrate, using work-based examples, the skills they use to build trust and sound relationships with customers. Customers can be internal or external to the organisation.



		The apprentice must demonstrate, using work-based examples, the skills they use to maintain trust and sound relationships with customers. Customers can be internal or external to the organisation. 



		

		19. Handles conflict and sensitive HR situations professionally and confidentially.

		The apprentice must demonstrate how they have dealt with conflict and sensitive HR situations in a professional and confidential manner. The apprentice must evidence using specific examples.



		The apprentice must demonstrate how they have skilfully dealt with conflict and sensitive HR issues, turning them into an opportunity to strengthen trust and relationships. 



		Teamwork



(Professional Discussion)

		20. Consistently supports colleagues /collaborates within the team and HR to achieve results.

		Using specific examples, the apprentice must demonstrate how they support colleagues and collaborate within a team and HR to achieve desired results.



		The apprentice must demonstrate how they collaborate with teams outside of the HR function to support solutions to challenges.



		

		21. Builds/maintains strong working relationships with others in the team and across HR where necessary.

		Using specific examples, the apprentice must demonstrate how they build and maintain strong working relationships with others.



		The apprentice must demonstrate how they build and maintain strong working relationships with teams outside of the HR function.



		Process improvement



(Consultative Project)

		22. Identifies opportunities to improve HR performance and service, acting on them within the authority of their role.

		The apprentice must demonstrate how they have identified opportunities to improve HR performance and service. The apprentice must also demonstrate how they acted within the limits of their own authority. 



In the project:

this could be demonstrated through the apprentice’s recommendations and conclusions if they include improvements to HR performance and service. 

a witness testimony could be used to confirm that the apprentice acted within the authority of their role. 

		The apprentice must identify how they have identified opportunities to improve HR performance and service, using data and metrics to support their rationale.



In the project:

this could be demonstrated through the apprentice’s recommendations and conclusions if they include improvements to HR performance and service. 

the apprentice could include the data and metrics within their appendices, commenting within their report to demonstrate how it supports their rationale.





		

		23. Supports implementation of HR changes/projects with the business.

		The apprentice must demonstrate the role they have played, including specific examples, of supporting a HR change being implemented or being part of a project within the business. 



In the project:

the apprentice could demonstrate all or parts of their project being implemented. 

the apprentice should use product and performance evidence to show the part they played in the implementation. 

		The apprentice must demonstrate how they have taken a lead role in the implementation of HR changes/projects within the business. 



In the project:

the apprentice could demonstrate all or parts of their project being implemented. 

the apprentice should use product and performance evidence to show how they took a leading role. This could be further supported by a witness testimony.





		Managing HR Information



(Consultative Project)

		24. Maintains required HR records as part of services delivered.

		The apprentice must demonstrate how they maintain HR records required within their role to deliver service. 



In the project:

this could be included in a ‘my role’ section at the start of the report.

the apprentice must include HR records they have updated. Any sensitive information must be redacted.

		The apprentice must demonstrate how they maintain HR records and are fully compliant with all relevant data protection laws and regulations.



In the project:

this could be included in a ‘my role’ section at the start of the report.

the apprentice must include HR records they have updated. Any sensitive information must be redacted.

the apprentice could cite data protection laws and regulations with commentary and product evidence showing their compliance.





		

		25. Prepares reports and management information from HR data, with interpretation as required.

		The apprentice must demonstrate how they use HR data to prepare reports and management information. The apprentice must also show if they were required to interpret the data and information and how they went about this. 



In the project:

the apprentice could use HR data relevant to their project to produce reports and management information, including this within their appendix. 

the apprentice could interpret this information within their project report.



		The apprentice must demonstrate how they use HR data to tailor reports to cater to the specific needs of the audience, providing them with actionable insights. 



In the project:

the apprentice could build on the evidence they have provided to ‘meet’ the learning outcome and comment on how they have tailored the report to meet the specific needs of the audience. 





		Personal Development



(Professional Discussion)

		26. Keeps up to date with business changes and HR legal/policy/process changes relevant to their role.

		The apprentice must demonstrate how they keep up to date with:

business changes

HR legislation

HR policy

HR processes

Which are relevant to their role. 



The apprentice must detail the sources they use to find this information.



		The apprentice must demonstrate how they are proactive in keeping up to date with the latest HR trends and anticipate changes in thinking towards best practices and future changes to legislation.



		

		27. Seeks feedback and acts on it to improve their performance and overall capability.

		The apprentice must demonstrate, using specific examples, how they seek feedback and the actions they took to improve their performance and overall capability.



		The apprentice must demonstrate how they engage in self-reflection and take initiative to seek opportunities for professional development.



		Behaviours

		Learning outcome

		Evidence required to meet the learning outcome

		Evidence required to exceed the learning outcome



		Honesty & Integrity



(Professional Discussion)

		28. Truthful, sincere and trustworthy in their actions. Shows integrity by doing the right thing.

		Using specific examples, the apprentice must demonstrate how they are truthful, sincere and trustworthy in their actions. The apprentice must also demonstrate how they have shown integrity by doing the right thing when this may not be the quickest or easiest option.



		The apprentice must demonstrate how they have put forward a recommendation and rationale for an ethical dilemma. 



		

		29. Maintains appropriate confidentiality at all times.

		The apprentice must demonstrate, with specific examples, how they maintain confidentiality at all times within their role. 

		The apprentice must demonstrate, using a specific example, how they identified an actual or potential breach of confidentiality and the action they took in response to this.





		

		30. Has the courage to challenge when appropriate.

		The apprentice must demonstrate, using a specific example, when they had the courage to challenge and how they did this appropriately. The apprentice could evidence challenging a colleague, a process, or a decision.



		The apprentice must demonstrate, using a specific example, when they have used data and evidence to appropriately challenge. 



		Flexibility



(Professional Discussion)

		31. Adapts positively to changing work priorities and patterns when new tasks need to be done or requirements change.

		The apprentice must use a specific example to demonstrate when their work priorities and work patterns have changed due to new tasks needing to be completed or requirements changed. The apprentice must demonstrate how they adapted positively to this change.



		The apprentice must demonstrate how they have taken ownership of their changing work priorities and patterns, ensuring all tasks are completed on time. 



		Resilience



(Professional Discussion)

		32. Displays energy and enthusiasm in the way they go about their role.

		Using specific examples, the apprentice must demonstrate how they display energy and enthusiasm when carrying out their role.



		The apprentice must demonstrate how they act as a role model to others by demonstrating energy and enthusiasm in their role.



		

		33. Deals positively with setbacks when they occur. Stays positive under pressure.

		The apprentice must demonstrate, using a specific example, when they have dealt positively with a setback. The apprentice must also demonstrate how they stayed positive under pressure.



		The apprentice must demonstrate how they take ownership when setbacks occur to ensure it is overcome in a timely manner. 
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HR Support Consultative Project Guidance

Introduction

The Consultative Project is an important element of the HR Support apprenticeship. It provides an opportunity for apprentices to apply the knowledge and skills acquired during the apprenticeship to a project focused on a real-life situation in the workplace. 



Employers and training providers must support the apprentice to identify a topic for their project that will enable them to provide a meaningful and valuable contribution to their organisation, whilst having the scope to enable the apprentice to demonstrate the relevant learning outcomes.

What is a Consultative Project?

The Consultative Project involves the apprentice investigating an issue which is impacting the organisation. Through their project activities, the apprentice will identify the root cause(s) of the issue and explore possible solutions to put forward as recommendations. The apprentice is not required to implement the recommendations as part of the end-point assessment. 



It is not sufficient for the apprentice to focus their project on implementing a predetermined solution as this will not allow the apprentice to demonstrate the learning outcomes.



The Consultative Project must have the scope for the apprentice to demonstrate all the learning outcomes which are assigned to this assessment method.

Requirements 

When completing their project, the apprentice must: 



select a project topic that is related to a real-life situation in their role. The project should provide evidence for the knowledge and skill learning outcomes assigned to this assessment method. 

investigate a HR issue or opportunity to improve HR policies/processes/practices and make suitable conclusions and recommendations. 

develop and provide a report of the project activity which will form the basis of the final assessment.

demonstrate that they have met the required learning outcomes (the apprentice will be required to document which learning outcomes are evidenced and where using the Referencing Table provided in the Toolkit).

include supporting evidence to corroborate and provide further context to the project activities the apprentice has undertaken. 

When should the Consultative Project be completed?

The employer and training provider must support the apprentice to identify a suitable project.



The IEPA will review the Project Plan when the apprentice has been submitted for gateway. The apprentice can start work on the project once their gateway has been approved.



The project report and supporting evidence must be submitted prior to the date agreed with the IEPA at the planning meeting. The apprentice will have a maximum of 12 weeks following gateway approval to complete and submit their Consultative Project. Starting the work ahead of this will invalidate the assessment.

How could an apprentice approach their Consultative Project?

Define, Plan, Do, Review 

When thinking about how to approach their project; following the ‘Define, Plan, Do, Review’ may be helpful:
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Define:  The apprentice defines a clear purpose or goal that is based on a real-life problem or scenario in their workplace. Clear aims, objectives and deliverables are set out (see section on project aims for more information). 



Plan: The apprentice plans how they will approach the project to achieve their aims and objectives. This might include a timeline, stakeholder engagement and where they will gather data from. 



Do: The apprentice completes all the project activities, gathering product and performance evidence during these activities.



Review: The apprentice reviews their delivery of the project. Discussing the conclusions drawn, project successes and any challenges faced.  

Choosing a Project Topic

When selecting an appropriate topic for a project, apprentices must consider emerging issues and problems in their team or organisation. Projects are an opportunity for apprentices to explore these issues in more detail. However, the apprentice must be realistic with the scope and expectations of the project when selecting a suitable topic. The apprentice must discuss the title and scope of the project with the training provider and employer. These discussions will help the apprentice choose a project that is meaningful to the organisation, realistic and achievable. The project must have the appropriate breadth and depth to cover the learning outcomes. 



The following are example project titles that could be used for the Consultative Project, however, alternatives are permitted.



Providing advice/guidance to a manager/team on a range of HR matters from recruitment through to retirement.

Taking a defined role in a larger project run by more senior members of the HR team.

Carrying out analysis of HR information and producing recommendations for action.



A Project Support document is available in the Toolkit to support the apprentice, the training provider and the employer during the planning stage of the Consultative Project. 

Problem statement

The problem statement must concisely summarise the issue and the potential and/or actual impacts. For example: 



Within the last 12 months, the KPI for long-term absence is above the target set for the business. This has financial implications for the organisation through company sick pay, overtime payments and time spent altering shift allocation. 

Setting out the Project Aims and Objectives

SMART Objectives

Each objective must be S.M.A.R.T:

 

Specific

Measurable

Achievable

Relevant

Timely.

Achievable

Ensure that your goals are realistic and attainable



Relevant

Set yourself a goal that is relevant to you and your project



Measurable

Make sure you can measure your success, allowing you to see your progress



Timely

Assign a start and end date to your goal to ensure you reach it within the deadline



Specific

Be clear and specific about what you want to achieve
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Project Aims and Objectives

Clearly defining the project's aims and objectives from the start helps the apprentice select and plan activities that align with the learning outcomes and the necessary evidence that follows. 



Think of the aims and objectives in the context of a journey – the aim is your destination, and your objectives are how you intend to get there.



		

		Description

		Example



		Project aims

		

The broad, high-level goals that a project intends to achieve. A concise statement must be used to state the aim of their project.



		The aim of this project is to analyse current absence data to support line managers to implement the absence management policy.



		Project objectives

		The actions taken to achieve the aims. The objectives must be specific statements that define measurable outcomes.

		

Collect data to establish the reasons for absence.

Identify employees who have reached the absence trigger point. 

Consult with line managers to find out how absence is currently being managed and advise on further measures that could be explored, such as reasonable adjustments in the workplace or disciplinary action.

Conduct research into how other similar organisations have managed absence.

Make recommendations for the future to reduce the absence KPI.











Completing the Project Plan

Apprentices must complete the Project Plan template and submit this to DSW at gateway for review by the IEPA. The plan allows the apprentice to document how they intend to carry out their project and demonstrate all the required learning outcomes assigned to this assessment method.



The employer and training provider will also need to sign off the Project Plan and include their comments prior to it being submitted. A Project Plan will not be reviewed if it is not signed off by the employer and/or training provider.



The apprentice will receive feedback from the IEPA which may include points to consider when carrying out their project activity. The Project Plan is not formally assessed and will not affect the Consultative Project grade or overall grading.

Carrying out the project activity

The apprentice should use their Project Plan and the feedback they have received from the IEPA to guide them through carrying out their project activity. This will support the apprentice to stay on track. 



The apprentice should also be aware that as they analyse and discover new information, their project activity may go off on a tangent or need to change direction. This is absolutely fine, as long as the work being done addresses the problem statement and demonstrates the learning outcomes. 



It may be helpful to keep a diary or detailed notes on the work done to help the apprentice when they write up their project report. Some apprentices may prefer to write their project report as they go along, such as by completing the project activity for week one, and then writing this section of their report at the end of week one and reviewing the full piece prior to submission. 

Formatting Requirements

		Section

		Guidelines



		Word count

		

The report must be a maximum of 3,300 words excluding references, appendices and diagrams. Reports with a word count above this will still be assessed, with anything over 3,300 words being disregarded. 





		References

		

The apprentice may use a referencing system of their choosing but must clearly credit the original author. Any supporting documentation should be submitted as appendices or embedded within the report. Supporting information must have a clear purpose and demonstrate a relevance to the project. Appendices cannot be used solely to demonstrate a grading descriptor. 





		Referencing table

		

The apprentice must also complete a Referencing Table. The Referencing Table can be found within the Toolkit and includes instructions on how it should be completed. 





		Report format

		

The apprentice is required to produce a written report of their project. Typically, most apprentices choose to submit as a Word or PDF document, however the format of the report is at the apprentice’s discretion. This can be written in first or third person. 









Further guidance can also be found in the DSW Evidence Requirements document. The boxes below detail the elements that are included and excluded within the wordcount. 

Included:

Body of the report, including 

introduction and conclusion

Subtitles

Tables containing text





Excluded:

Front page

Contents

Diagrams/graphs

Headers and footers

Labelling (figure 1)

Index

Tables showing only statistical or numerical data

References/bibliography

Appendices

















Structure of the Report

Below is a suggestion of how the apprentice might map to the learning outcomes. 



		

		Suggested content

		Learning outcome(s)



		My organisation

		

The apprentice can use this section to discuss the organisation in which they work in relation to the learning outcomes.



		1, 2, 3, 6



		My role

		

The apprentice can use this section to detail their role in relation to learning outcomes. 



		9, 10, 11, 12, 16, 24



		Introduction and background to the project

		

The apprentice can use this section to introduce the topic and problem statement, set out in the project aims and objectives and the scope of the work. Detail why this topic was chosen and why it is an important issue to investigate.



		7, 14



		Research

		

The apprentice can use this section to detail the primary and secondary research conducted.



		4, 5, 8



		Data analysis

		

The apprentice can use this section to present the methodology of research conducted, information gathered, analysis, discussions and considerations. The research and data analysis sections tells the story of the project activity that has been carried out and what the apprentice discovered. 



		15, 25



		Conclusion and recommendations

		

The apprentice can use this section to identify the next steps and any actions that the apprentice is recommending or has implemented, based on the project findings.



		13, 22, 23







A Project Report Template is included in the Toolkit and follows the structure detailed above. The apprentice may choose to submit their project report using this template, but it is not mandatory.

The Mapping and Amplification document, which is included in the Toolkit, offers suggestions to how the learning outcomes could be met in the Consultative Project. It also details suggested evidence the apprentice can include. This is not mandatory guidance but strongly recommended for the apprentice to review. The apprentice should also use the Mapping and Amplification document to ensure that they have met every part of each learning outcome. 



Submission Requirements

		Section

		Guidelines



		Project report

		This can be submitted using the Project Report Template, as a Word or PDF document. Alternatively, the apprentice may choose to present their report on a document they have created.



		Referencing Table

		The Referencing Table within the Toolkit must be completed and submitted.



		Additional supporting evidence

		This may be submitted as a separate appendix or embedded with the report. All additional supporting evidence must be referred to within the report and mapped to the learning outcome(s) using the Referencing Table.
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Consultative Project - Project Support 									

This document includes support materials that the apprentice can use at their discretion to plan their Consultative Project, however this does not need to be submitted. 



		Support Material 

		How to use



		Mind Map

		This image shows key areas and key questions to support the apprentice in deciding if a potential project has the scope to enable them to demonstrate the learning outcomes assigned to this assessment method. The apprentice may wish to use this when discussing potential projects with their training provider and employer. 



		Mind Map Notes

		When the apprentice is discussing potential projects with their employer and training provider, they may wish to make notes in the table of how they intend to demonstrate each area. This table can also be used to help the apprentice plan out their project activity. 



		Project Planning Table

		The apprentice may wish to use this table to plan out their project report. The sections listed are suggestions, and different sections can be used in their report. Further guidance on this can be found within the Project Guidance document which is embedded within the Toolkit.







Mind Map	


Problem Statement

Why is this an issue?

What is the impact?

Who does it impact?





Legislation

What legislation is relevant to my problem statement?





Data

What data can I collect?

How will I collect it?

What do I hope to find?





Policies and Procedures

What policies and procedures are relevant to my problem statement?





Stakeholders

What stakeholders are impacted by my problem statement?

What stakeholders will I need to engage with during my project?





Sources

What sources could I use for data and information?





Risk

What could go wrong?

How will I mitigate this?





Success

What questions will my project answer?







Mind Map Notes

		Area

		Notes



		Problem Statement

		Why is this an issue?



What is the impact?



Who does it impact?





		Stakeholders

		What stakeholders are impacted by my problem statement?



What stakeholders will I need to engage with during my project?





		Sources

		What sources could I use for data and information?





		Data

		What data will I collect?



How will I collect it?



What do I hope to find?





		Legislation

		What legislation is relevant to my problem statement?





		Policies and procedures

		What policies and procedures are relevant to my problem statement?





		Risk

		What could go wrong?



How will I mitigate this?





		Success

		What questions will my project answer?

















Project Planning Table 

		Section

		Learning Outcome(s)

		Evidence



		My organisation

		

		



		My role

		

		



		Introduction and background

		





		



		Research

		





		



		Data analysis

		





		



		Conclusions and recommendations
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Project Plan V4.1


Project Plan V4.1
[image: ]

HR Support – Project Plan

To be completed by the apprentice

		Apprentice name:

		



		Date:

		



		Training provider:

		



		

This template must be used to detail the project. It must be submitted to DSW at gateway to be reviewed by the independent end-point assessor (IEPA). You must not start the Consultative Project until gateway has been approved.



The Project Guidance document and Mapping and Amplification document should be used to support you in selecting a project, completing the Project Plan template and writing up your Consultative Project.









		

Summary: Provide a brief overview of the business you work in and your role within it.





		













		

Problem Statement: What is the problem/challenge your project will aim to address? What are the impacts of the problem/challenge? 





		













		

Project Aims: In broad terms, what do you hope to achieve by the end of your Consultative Project? What benefit will your Consultative Project bring to your organisation?





		













		

Project Objectives: What approach will you take to achieve your overall aims?  Your objectives should be specific statements that define measurable outcomes. See guidance notes in the Project Guidance document for further support.





		













		

Data and Research: What research will you carry out to plan for your project and uncover root causes? What data could be used to support this? 





		













		

Stakeholders: Who are the key stakeholders within your project and how will you keep them informed of progress?  





		













		

Risk: How will you identify and manage risk?





		













		

Success: How will you measure the success of your project? 





		











		

Project timeline: Does your plan allow you to start and complete your project within 12-weeks? You may wish to document your project timeline here to show the IEPA that your project is achievable within 12 weeks. 





		




















		

Does your project have the scope to enable you to demonstrate the below 20 learning outcomes? You can use this section to provide a brief sentence on how you intend to meet or notate the intended location of each learning outcome within your project, or as a checklist.





		1

		

		11

		



		2

		

		12

		



		3

		

		13

		



		4

		

		14

		



		5

		

		15

		



		6

		

		16

		



		7

		

		22

		



		8

		

		23

		



		9

		

		24

		



		10

		

		25

		







Employer sign off

		

Employer comments



		



		Name

		



		Date

		







Training provider sign off

		

Training provider comments



		



		Name

		



		Date

		







To be completed by the IEPA 

		

IEPA comments



		









You have a maximum of 12 weeks from gateway to submit your Consultative Project. It must be submitted by DD/MM/YYYY. 

Please note, your assessment date will be agreed during the planning meeting.



		Name

		



		Consultative Project start date
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Project Report  Template V2


Project Report Template V2
[image: ]

Consultative Project Report Template

		Project title

		



		Apprentice name

		



		ULN

		



		Training provider

		



		Employer

		



		Word count

		







		[Title of section, e.g. my organisation]



		











		Learning outcomes demonstrated in this section



		





		Supporting documents



		









		[Title of section, e.g. my role]



		











		Learning outcomes demonstrated in this section



		





		Supporting documents



		









		[Title of section, e.g. introduction and background]



		











		Learning outcomes demonstrated in this section



		





		Supporting documents



		












		[Title of section, e.g. research]



		





























		Learning outcomes demonstrated in this section



		





		Supporting documents



		









		[Title of section, e.g. data analysis]



		





























		Learning outcomes demonstrated in this section



		





		Supporting documents



		









		[Title of section, e.g. conclusion and recommendations]



		











		Learning outcomes demonstrated in this section



		





		Supporting documents
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 Referencing Table  V5


 Referencing Table V5
Data Validation

		Cannot be Evidenced				Consultative Project				Blank		NotBlank

		Failed				Achieved				Failed		Achieved

						Failed						Failed







Instructions



		Apprentice instructions for completion 



		You will need to complete the Consultative Project tab to show where the learning outcome has been demonstrated in the project and where the evidence to meet each outcome can be found. 



		Column F - Location in project 

		You will use this column to indicate the location of the evidence within your project report to meet the particular learning outcome.  

		You will also use this column to map your supporting evidence to the relevant learning outcomes.

		Example:

								Apprentice to complete

		Learning Outcomes		Evidence required to MEET the learning outcome		Evidence required to EXCEED the learning outcome		Location in Project

		1. Understands the external market and sector within which their organisation operates, the products and services it delivers		The apprentice must demonstrate their understanding of the products and/or services their organisation provides to its customers. The apprentice also show their understanding of the external market and sector the organisation operates in. 

In the project:
- apprentices could detail this within a ‘my organisation’ section at the start of their project report.		The apprentice must demonstrate an understanding of their organisation’s strengths, weaknesses, opportunities, and threats.

In the project:
- the apprentice could create a SWOT analysis and include this in their appendices.
- the apprentice must then demonstrate their understanding of their SWOT analysis within their project report. 
- this could be included in a ‘my organisation’ section at the start of the report.		Project report, Page 1, Section 1, Paragraph 2





Consultative Project



		HR Support Referencing Table for Consultative Project V5



		Apprentice Name

		IEPA Name

		Date

												Apprentice to complete

		Knowledge		Learning Outcomes		Evidence required to MEET the learning outcome		Evidence required to EXCEED the learning outcome		Assessment Method		Location in Project		IEPA notes and rationale for grading decision		Grade		Score				Pass Needed, Not Met

		Business Understanding		1. Understands the external market and sector within which their organisation operates, the products and services it delivers.		The apprentice must demonstrate their understanding of the products and/or services their organisation provides to its customers. The apprentice also show their understanding of the external market and sector the organisation operates in. 

In the project:
- apprentices could detail this within a ‘my organisation’ section at the start of their project report.		The apprentice must demonstrate an understanding of their organisation’s strengths, weaknesses, opportunities, and threats.

In the project:
- the apprentice could create a SWOT analysis and include this in their appendices.
- the apprentice must then demonstrate their understanding of their SWOT analysis within their project report. 
- this could be included in a ‘my organisation’ section at the start of the report.										0				0

				2. Understands the structure of the organisation, where their role fits in the organisation; the ‘Values’ by which it operates and how these apply to their role.		The apprentice must demonstrate their knowledge of how their organisation is structured and how their role fits. The apprentice must also demonstrate an understanding of their organisation’s values and how these apply to their role. The apprentice may find it useful to demonstrate this through work-based examples. 

In the project:	
- the apprentice could include a diagram of the structure of their organisation and discuss this, including how their role fits, within their project report.
- the apprentice could include a screenshot from their organisations website or staff handbook which shows the organisations values. The original source must be included, such as a link to the webpage. The apprentice must refer to this within their report and explain how the values apply to their role. 
- to offer stronger evidence, the apprentice may wish to include work-based examples of how they have acted in line with the organisation’s values whilst carrying out their project activities. This could be further supported by a witness testimony.
- this could be included in a ‘my organisation’ or ‘my role’ section at the start of the report. 
		The apprentice must demonstrate their knowledge of how demonstrating the organisation’s values through their behaviours can have a positive impact.  

In the project:
- the apprentice must describe how applying the organisation’s values through their behaviours can have a positive impact.
- if the apprentice has chosen to use work-based examples to ‘meet’ the outcome, they can explain how their behaviours had a positive impact. This could be further supported by a witness testimony. 
- this could be included in a ‘my role’ section at the start of the report.										0				0														f

		HR Legislation and Policy		3. Basic understanding of HR in their sector and any unique features.		The apprentice must demonstrate a basic understanding of the sector their organisation operates in and how its unique features impact the work that HR does. 
For example:
- seasonal workers in hospitality.
- agency workers in warehousing.
- turnover in the care sector. 

In the project:
- this could be included in a ‘my organisation’ section at the start of the report.		The apprentice must demonstrate a good understanding of the sector their organisation operates in and how its unique features impact the wider business.

In the project:
- this could be included in a ‘my organisation’ section at the start of the report. 										0				0

				4. Good understanding of HR legislation and the HR Policy framework of the organisation.		The apprentice must demonstrate a good understanding of their organisation’s HR policies, and of the HR legislation that underpins these policies. 

In the project:
- the apprentice could select the HR policies that directly link to their project, and the HR legislation that underpins these policies.		The apprentice must demonstrate a good understanding of HR legislation and how an organisation can ensure they are compliant with the legislation through the practical application of the organisation’s policies and procedures.

In the project:
- the apprentice could select the HR policies that directly link to their project, and the HR legislation that underpins these policies.
- demonstrating compliance through practical application could be evidenced through the apprentice’s project activity and considered when making their recommendations.										0				0

				5. Sound understanding of the HR Policies that are relevant to their role. Knows where to find expert advice.		The apprentice must demonstrate a sound understanding of a minimum of two HR policies that are relevant to their role. The apprentice must also demonstrate that they know where they can get expert advice (internally and/or externally). 

In the project:
- the apprentice could select the HR policies that directly link to their project.
- the apprentice could demonstrate application of knowledge by seeking advice from an expert on the topic of their project. This could be further supported by including an email chain or recording the conversation and including this in the appendices.		The apprentice must demonstrate a sound understanding of the importance of working compliantly with their organisation’s HR policies. 

In the project:
- the apprentice could select the HR policies that directly link to their project.
- the apprentice will then need to explain why it is important to be compliant with these policies. 										0				0

		HR Function		6. Understands the role and focus of HR within the organisation.		The apprentice must demonstrate their understanding of the role of HR within their organisation, including the focus and priorities of the function.

In the project:
- this could be included in a ‘my organisation’ section at the start of the report.		The apprentice must demonstrate an understanding of how the HR function can add value to their organisation. 

In the project:
- this could be included in a ‘my organisation’ or ‘my role’ section at the start of the report.										0				0

				7. Understands the HR business plan / priorities and how these apply to their role.		The apprentice must demonstrate an awareness of the objectives and priorities their organisation’s HR function have and how they support the HR business plan. The apprentice must also explain how their role supports and contributes towards the objectives.

In the project:
- the apprentice could show what the objectives and priorities of the HR function in their organisation are. If the apprentice has this in written form, such as a document or email communication, this could be included as an appendix. 
- the apprentice could link their project to the objectives and priorities to show how this is applied to their role and how they are contributing towards it.
- this could be included in a ‘my role’ section at the start of the report.		The apprentice must demonstrate how they prioritise tasks to support the achievement of team HR objectives. 

In the project:
- if the apprentice has linked their project to the HR function’s objectives and priorities, they could include a plan of how they will tackle their project in their appendix. 
- the apprentice can discuss how their prioritisation supports the achievement of objectives within their report. 
- this could be included in a ‘my role’ section at the start of the report.										0				0

		HR Systems and Processes		8. Understands the systems, tools and processes used in the role, including the organisation’s core HR systems.		The apprentice must demonstrate their understanding of:
- the organisation’s core HR systems
- systems 
- tools
- processes.

The apprentice must explain one example of each and how they use it within their role to support them with tasks. 

In the project:
- the apprentice could demonstrate how they have used HR systems, tools and processes to access data.
- the apprentice can then use this data to support their project.
- this could be included in a ‘my role’ section at the start of the report.		The apprentice must evidence a recommendation they have made to improve a system, tool or process to improve efficiency and/or accuracy within their role. 

In the project:
- a recommendation made could be to improve a system, tool or process.
- the apprentice will need to demonstrate how their project activity led to them making this recommendation, and how it will improve efficiency and/or accuracy within their role. 										0				0

				9. Understands the standards that have to be met in the role.		The apprentice must demonstrate an understanding of the standards that they need to meet within their role. This could be service level agreements, KPIs, deadlines etc. 

In the project:
- the apprentice could demonstrate how they have met standards whilst carrying out their project activity. 
- this could be further supported by evidence of what the standard is, and product evidence showing the apprentice has met this. 
- this could be included in a ‘my role’ section at the start of the report.		The apprentice must demonstrate an understanding of why these standards are in place and the importance of meeting them. 

In the project:
- if the apprentice has demonstrated meeting the standards, they could expand on this within their report to explain why the standards are in place and why it is important to meet them.
- this could be included in a ‘my role’ section at the start of the report.										0				0

		Skills		Learning Outcomes		Evidence required to MEET the learning outcome		Evidence required to EXCEED the learning outcome		Assessment Method		Location in Project		IEPA notes and rationale for grading decision		Grade		Score

		Service Delivery		10. Delivers excellent customer service on a range of HR queries and requirements, providing solutions, advice and support primarily to managers.		The apprentice must demonstrate, using work-based examples, when they have delivered excellent customer service to managers. 

The apprentice's examples must include responding to a range of HR queries and advising on requirements. Requirements could include an SLA, specific parts of a policy/procedure or accurately handling data such as timesheets. 

The apprentice must provide examples of them providing solutions, advice, and support. 

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the work-based examples must be supported by product and performance evidence. This may include, but is not limited to, witness testimonies, email chains or screenshots of MS Teams messages.		The apprentice must demonstrate how they are proactive in providing solutions to complex or more difficult HR queries. 

A complex query may involve the consideration of more than one policy or may be part of an ongoing issue.

A difficult query may involve an employee who is dissatisfied or requires sensitivity and empathy in dealing with the query. 

In the project:
- this could be included in a ‘my role’ section at the start of the report, outlining how they deliver excellent customer service to managers in a range of situations.
- the work-based examples must be supported by product and performance evidence. This may include, but is not limited to, witness testimonies, email chains or screenshots of MS Teams messages.										0				0

				11. Builds manager’s expertise in HR matters, improving their ability to handle repeated situations themselves where appropriate.		The apprentice must demonstrate, with work-based examples, when they have supported managers in dealing with HR matters, that commonly occur, themselves.
This could include:
- training managers to effectively carry out an appraisal/one-to-one. 
- dealing with employees who have returned from sickness absence. 
- overseeing a system that tracks their team's clocking-in and clocking-out times and updating the system with annual leave.

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the work-based examples must be supported by product and performance evidence. This may include, but is not limited to, witness testimonies, email chains or screenshots of MS Teams messages.
		The apprentice must demonstrate how they have used tools and materials to support and empower managers to deal with commonly occurring HR matters independently.
This could include:
- creating a flow chart to provide a visual representation of a process.
- writing opening questions for a manager to use when conducting a return-to-work interview with an employee following short-term sickness.
- annotating a form to show the information and level of detail required in each section. 

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the work-based examples must be supported by product and performance evidence, which should include the tools/materials used to support and empower managers.										0				0

				12. Uses agreed systems and processes to deliver service to customers.		The apprentice must demonstrate, with examples, how they used systems and processes to provide a service to customers. 
This could include:
- using a HR system to advise how much annual leave an employee has remaining/already taken.
- advising on the process to submit a grievance. 
- following a process to complete pre-employment checks for a new starter.

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the work-based examples must be supported by product and performance evidence, screenshots of systems or written processes.		The apprentice must demonstrate how they have made suggestions to improve a system or process. 

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the apprentice must provide product and performance evidence to show what their suggestion was, and who they made the suggestion to. 
- this may be covered by the apprentice’s conclusions and recommendations at the end of the report. 										0				0

				13. Takes the initiative to meet agreed individual and team KPIs in line with company policy, values, standards.		The apprentice must demonstrate, with examples, when they have identified opportunities to contribute towards individual and team KPIs. The apprentice must demonstrate how they have done this in line with their organisation’s policy, values, and standards. 

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the work-based examples must be supported by product and performance evidence. This should include what the individual and team KPIs are and how the apprentice has met them in line with company policy, values and standards. The apprentice could evidence taking initiative through a witness testimony.		The apprentice must demonstrate, with examples, how they have exceeded in meeting agreed individual KPIs in line with company policy, values, and standards. 

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the work-based examples must be supported by product and performance evidence showing how KPIs were exceeded. 										0				0

				14. Plans and organises their work, often without direct supervision, to meet commitments and KPIs.		The apprentice must demonstrate, with examples, how they plan and organise their work to ensure they meet commitments and KPIs. The apprentice must provide specific examples of when they have done this and the methods they used. One example must be when the apprentice has done this without direct supervision. 

In the project:
- the apprentice could include a project plan showing a breakdown of their project activities and when these will be completed. This will be further demonstrated by the dates of the product and performance evidence matching the dates of the plan. 
- to demonstrate KPIs, the apprentice could include a plan they used in carrying out the activities which demonstrate LO13.		The apprentice must demonstrate, with examples, how they manage their own workload during challenging times when they have conflicting deadlines. 

In the project:
- the apprentice could demonstrate the challenge of completing their project whilst balancing other priorities within their role. 
- the apprentice must provide product and performance evidence to demonstrate how they managed their workload and their conflicting deadlines. This could be further supported by a witness testimony. 										0				0

		Problem Solving		15. Uses sound questioning and active listening skills to understand requirements and establish root causes before developing HR solutions.		The apprentice must demonstrate, with examples, when they have used sound questioning and active listening skills, such as:
- open-ended questions 
- probing questions
- body language
The apprentice must explain how this supported them to understand the requirements and establish the cause of the issue. The apprentice must also evidence the solutions they developed to address the problem. 

In the project:
- the apprentice could provide a video recording of them speaking to stakeholders to further understand the root cause of their project statement and requirements of their project activities. The video could be included within their appendices, with the apprentice commenting on the questioning and listening skills they used.
- this could be further supported with the witness testimony.		The apprentice must demonstrate how the HR solutions they put forward go beyond addressing the immediate concern and consider the longer-term impacts. 

In the project:
- the apprentice will likely demonstrate this through the conclusions and recommendations they make, along with additional commentary on how this goes beyond addressing the immediate concern and considers longer-term impacts. 										0				0

				16. Takes ownership through to resolution, escalating complex situations as appropriate.		The apprentice must demonstrate with examples how they have taken ownership of issues. They must also evidence when they have escalated complex situations, including who it was escalated to and why. 

In the project:
- the apprentice could link this to LO10 and include evidence for this outcome in the ‘my role’ section.
- along with product and performance evidence, this could be further evidenced with a witness testimony from the person they escalated the situation to.		The apprentice must demonstrate how they have made suggestions for possible resolutions, with their rationale, when escalating complex situations. 

- the apprentice could link this to LO10 and include evidence for this outcome in the ‘my role’ section.
- along with product and performance evidence, this could be further evidenced with a witness testimony from the person they made suggestions to for possible resolutions.										0				0

		Process Improvement		22. Identifies opportunities to improve HR performance and service, acting on them within the authority of their role.		The apprentice must demonstrate how they have identified opportunities to improve HR performance and service. The apprentice must also demonstrate how they acted within the limits of their own authority. 

In the project:
- this could be demonstrated through the apprentice’s recommendations and conclusions if they include improvements to HR performance and service. 
- a witness testimony could be used to confirm that the apprentice acted within the authority of their role. 		The apprentice must identify how they have identified opportunities to improve HR performance and service, using data and metrics to support their rationale.

In the project:
- this could be demonstrated through the apprentice’s recommendations and conclusions if they include improvements to HR performance and service. 
- the apprentice could include the data and metrics within their appendices, commenting within their report to demonstrate how it supports their rationale.										0				0

				23. Supports implementation of HR changes/projects with the business.		The apprentice must demonstrate the role they have played, including specific examples, of supporting a HR change being implemented or being part of a project within the business. 

In the project:
- the apprentice could demonstrate all or parts of their project being implemented. 
- the apprentice should use product and performance evidence to show the part they played in the implementation. 		The apprentice must demonstrate how they have taken a lead role in the implementation of HR changes/projects within the business. 

In the project:
- the apprentice could demonstrate all or parts of their project being implemented. 
- the apprentice should use product and performance evidence to show how they took a leading role. This could be further supported by a witness testimony.										0				0

		Managing HR Information		24. Maintains required HR records as part of services delivered.		The apprentice must demonstrate how they maintain HR records required within their role to deliver service. 

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the apprentice must include HR records they have updated. Any sensitive information must be redacted.		The apprentice must demonstrate how they maintain HR records and are fully compliant with all relevant data protection laws and regulations.

In the project:
- this could be included in a ‘my role’ section at the start of the report.
- the apprentice must include HR records they have updated. Any sensitive information must be redacted.
- the apprentice could cite data protection laws and regulations with commentary and product evidence showing their compliance.										0				0

				25. Prepares reports and management information from HR data, with interpretation as required.		The apprentice must demonstrate how they use HR data to prepare reports and management information. The apprentice must also show if they were required to interpret the data and information and how they went about this. 

In the project:
- the apprentice could use HR data relevant to their project to produce reports and management information, including this within their appendix. 
- the apprentice could interpret this information within their project report.
		The apprentice must demonstrate how they use HR data to tailor reports to cater to the specific needs of the audience, providing them with actionable insights. 

In the project:
- the apprentice could build on the evidence they have provided to ‘meet’ the learning outcome and comment on how they have tailored the report to meet the specific needs of the audience. 										0				0





														Consultative Project Score		ERROR:#DIV/0!

														Consultative Project Grade		ERROR:#DIV/0!





														Learning outcomes assessed		0

														Maximum points		0

														Points achieved 		0

														Consultative Project Score (decimal)		ERROR:#DIV/0!

														Consultative Project Score (percentage)		ERROR:#DIV/0!

														Outcomes flagged as Cannot be evidenced		0





















































































































































































































































































































































































































































































































































































































































































































































































































































































Professional Discussion



		HR Support Referencing Table for Professional Discussion V5

		Apprentice Name

		IEPA Name

		Date

																																		12

				Learning Outcomes		Evidence required to MEET the learning outcome		Evidence required to EXCEED the learning outcome		Question/Discussion prompt		IEPA notes and rationale for grading decision		Grade		Score				NOT MET		Carried Match		Location		Carried						Learning Outcome

		Carried LO														N/A				0		0		9		0						0

		Carried LO														N/A				0		0		9		0						0

		Carried LO														N/A				0		0		9		0						0



		Skills		Learning Outcomes		Evidence required to MEET the learning outcome		Evidence required to EXCEED the learning outcome		Question/Discussion prompt		IEPA notes and rationale for grading decision		Met		Score

		Communication and interpersonal		17. Deals effectively with customers/colleagues, using sound interpersonal skills and communicating well through a range of media eg phone, face to face, email, internet. Adapts their style to their audience.		The apprentice must demonstrate, with examples, how they have used sound interpersonal skills to deal effectively with customers and/or colleagues. The apprentice must evidence this through a range of different media. 		The apprentice must demonstrate how they communicate with clarity and persuasiveness around a range of media, communicating complex information in a way which can be understood by the audience. 								0				1												1

				18. Builds trust and sound relationships with customers.		The apprentice must demonstrate, using work-based examples, the skills they use to build trust and sound relationships with customers. Customers can be internal or external to the organisation. 		The apprentice must demonstrate, using work-based examples, the skills they use to maintain trust and sound relationships with customers. Customers can be internal or external to the organisation. 								0				1												1

				19. Handles conflict and sensitive HR situations professionally and confidentially.		The apprentice must demonstrate how they have dealt with conflict and sensitive HR situations in a professional and confidential manner. The apprentice must evidence using specific examples. 		The apprentice must demonstrate how they have skilfully dealt with conflict and sensitive HR issues, turning them into an opportunity to strengthen trust and relationships. 								0				1												1

		Teamwork		20. Consistently supports colleagues /collaborates within the team and HR to achieve results.		Using specific examples, the apprentice must demonstrate how they support colleagues and collaborate within a team and HR to achieve desired results. 		The apprentice must demonstrate how they collaborate with teams outside of the HR function to support solutions to challenges.								0				1												1

				21. Builds/maintains strong working relationships with others in the team and across HR where necessary.		Using specific examples, the apprentice must demonstrate how they build and maintain strong working relationships with others. 		The apprentice must demonstrate how they build and maintain strong working relationships with teams outside of the HR function.								0				1												1

		Personal development		26. Keeps up to date with business changes and HR legal/policy/process changes relevant to their role.		The apprentice must demonstrate how they keep up to date with:
- Business changes
- HR legislation
- HR policy
- HR processes
which are relevant to their role.
The apprentice must detail the sources they use to find this information.		The apprentice must demonstrate how they are proactive in keeping up to date with the latest HR trends and anticipate changes in thinking towards best practices and future changes to legislation.								0				1												1

				27. Seeks feedback and acts on it to improve their performance and overall capability.		The apprentice must demonstrate, using specific examples, how they seek feedback and the actions they took to improve their performance and overall capability. 		The apprentice must demonstrate how they engage in self-reflection and take initiative to seek opportunities for professional development.								0				1												1

		Behaviours		Learning Outcomes		Evidence required to MEET the learning outcome		Evidence required to EXCEED the learning outcome		Question/Discussion prompt		IEPA notes and rationale for grading decision		Grade		Score

		Honesty and Integrity		28. Truthful, sincere and trustworthy in their actions. Shows integrity by doing the right thing.		Using specific examples, the apprentice must demonstrate how they are truthful, sincere and trustworthy in their actions. The apprentice must also demonstrate how they have shown integrity by doing the right thing when this may not be the quickest or easiest option.		The apprentice must demonstrate how they have put forward a recommendation and rationale for an ethical dilemma. 								0				1												1

				29. Maintains appropriate confidentiality at all times.		The apprentice must demonstrate, with specific examples, how they maintain confidentiality at all times within their role. 		The apprentice must demonstrate, using a specific example, how they identified an actual or potential breach of confidentiality and the action they took in response to this. 								0				1												1

				30. Has the courage to challenge when appropriate.		The apprentice must demonstrate, using a specific example, when they had the courage to challenge and how they did this appropriately. The apprentice could evidence challenging a colleague, a process, or a decision.		The apprentice must demonstrate, using a specific example, when they have used data and evidence to appropriately challenge. 								0				1												1

		Flexibility		31. Adapts positively to changing work priorities and patterns when new tasks need to be done or requirements change.		The apprentice must use a specific example to demonstrate when their work priorities and work patterns have changed due to new tasks needing to be completed or requirements changed. The apprentice must demonstrate how they adapted positively to this change.		The apprentice must demonstrate how they have taken ownership of their changing work priorities and patterns, ensuring all tasks are completed on time. 								0				1												1

		Resilience 		32. Displays energy and enthusiasm in the way they go about their role.		Using specific examples, the apprentice must demonstrate how they display energy and enthusiasm when carrying out their role. 		The apprentice must demonstrate how they act as a role model to others by demonstrating energy and enthusiasm in their role.								0				1												1

				33. Deals positively with setbacks when they occur. Stays positive under pressure.		The apprentice must demonstrate, using a specific example, when they have dealt positively with a setback. The apprentice must also demonstrate how they stayed positive under pressure. 		The apprentice must demonstrate how they take ownership when setbacks occur to ensure it is overcome in a timely manner. 								0				1												1



												Professional Discussion Score		0%

												Professional Discussion Grade		Fail



												Learning outcomes carried		0

												Learning outcomes assessed		13

												Maximum points		65

												Points achieved 		0

												Professional Discussion Score (decimal)		0.00

												Professional Discussion Score (percentage)		0%
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