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Public Health Practitioner Registration Support Scheme

E-Portfolio User Guide for Verifiers

1. Logging in

You will have received an email from “Learning Assistant”, the name of the City and Guilds
system we use. This emai has the login details you should use when you first login.

STEP 1 Click the link in the email to set your password o _
If you have not received
STEP 2 Login using the username and password you have the email, check your junk
been given. mail before contacting the
Scheme Coordinator.

STEP 3 You’'ll be prompted to reset your password to something secure and memorable.
Please note the password is case sensitive.

Reset Your Password Password changed successtully

Ta change your current password, enter a new password and confirm Your password has been updated successfully
: I <7
Reset Password
Use this link to help you
D i1 ou have forgotten

Reset Password Contact Ac your password'

(Z

STEP 4 As this will be the first time you have logged in you will be asked to accept the
Terms & Conditions

Cookies we use.

Léaming Assistant
Usa: 12 31ore the Leaming Assistant Reference to idantity your Training Provider
Type: First party persistent cooke

Expires: The cockie lasis 10 days

Google Analylics

Ui 10 Fecond Dasic comg
Type: Third party ses:
Further information

informiation such as repeal visits, page usage; country of orgin
sistent cookae

COOKReS sed, can be found here developers google comianalyics/ies ources/concRptaiga et daesFrookmsEel

If you have any questions or concenns, please contact ws al digilalsuppori@ctyandg
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2. Setting up notifications, changing password and editing your profile

When you click on the Avatar a dropdown menu
appears that will allow you to configure your
account.

@ Preferences

E Notifications

E| Password

@ Avatar

STEP 1 From the menu click on Notifications to choose how often you’d like to receive an email
with notifications for Messages and for Candidate Submit Digest (you’ll notice there are other
‘digests’ in the list - as these are not required they can be left).

Email Notification Settings @
Email Address We recommend that you
choose to receive daily

Message Digest notifications.

Do you wish Lo receive an e-mail each day wilh all your new messages [rom that day, or an email each time someone sends you a
message alerting you to that message.

No Per Message 4 Daily

Evidence Upload Digest Mc\
Would you like Lo receive a daily e-mail K‘B‘\‘\)Jeme uplvaded by your learners?

+ No Yes

Please note that if ‘No’
is selected this will

Interim Verification Digest

would you like to receive a daily e-mail digest of interim verifications of your learners? result in no alerts being
e e delivered to your email
address.

VQ Award Digest
Would you like to receive a daily e-mail digest of VQs awarded to your learners?

v No Yes

Candidate Submission Digest

Da you wish to receive an a-mail sach day with all your new candidate submissions fram that day, or an email each time a candidate
submits something for you.

{3} preferences

Any new notifications that come in
&4 Notifications will be emailed to you. Click on the
& Password email icon to the right of your Avatar
to open them.
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STEP 2 Change your password by tapping on your Avatar and
selecting Password from the panel.

@3 Preferences
&3 Notifications Follow the instructions in the pop-up to create a new password.
E| Password

@ Avatar

dqce t
Password Cltygx Learning

Change your Password, Guilds Assistant

Change Password

Current Password
Mew Password

Suggestions

Confirm New Password

Change Password

STEP 3 Change your avatar by tapping Avatar from the dropdown menu.

Follow the instructions in the pop-up to upload a new image.
Be sure to click Upload Profile Picture before closing the
pop-up.

{3} preferences

£ wNotifications

EI Password

@ Avatar

Upload Avatar

i To change your profile picture, choose a file below and upload.

™ Choose File

Upload Profile Picture
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3. Finding and navigating your Practitioner’s portfolio

In the e-portfolio, each Practitioner has a Course Folder which displays all 34 standards
and their associated standards. Additional sections are also listed in the Course Folder for:
Supporting Documents (for example, a CV and Job Description); as well as the required
Application Forms.

STEP 1 To locate the practitioner’s portfolio, go to the Quicksearch functionality. To open the
Quicksearch click on the Practitioner icon and then click on the practitioner you wish to verify.

Practitioner Quicksearch

Cit Learning

GU|IdS Assistant Learners| ' Assess, Verify or WBR Assess Verify WER

168 o

Practitioner2020, Test - Public Health Practitioner Standards 2019 (UKPHR 2019)

The practitioner’s e-portfolio will open at the Course Folder page.

Course Folder INHS |

+ Leaimads Tect Pracifena 2020 UKPHA 2019
Health Education Wessex

Test Pragheioner2220 - UKPHR 2013 - Public Health Practitioner Standards 208 [UPHR 2018)  [3] Coums Snaphol | = Uit Sebecton 0P dward¥ | (5] Asssssmertlog | L0 Verfee Commers (1) AssessorGudasce | B Prackboner CFD

f Ereadl Logn Dataiks

H Test Practitioner2020 B4 Assusaors Varifis
i Tas! Assaseaal Test Varilar2020
h_ 4
——
Siadnd 1% Compleisd 1% Expeciss %

Lawt Logie: B8 Ot 2038 1051

086 Ot 2028 (Tost Arseesprd () COMPLETED

¥ 1.1 - 1.1 Comply wih =inulory ingisbibon and praciics requimesent i your ama ol work Pervimesed and Azcapted

Ly 0 12-1.2 Use on whical appraach in your srea b wark. ideniifying ettical dlsmmes or ssues arising and how you nddiss Bam Revimwed and Accapted

5 13- 1.3 At in ways that promets squakty snd diversity Rvieweed and Azcapted

L &
oy - (Wnepwpr an individuals Pevimwed and Accapted
L rognime panple's sepressed baiefs and prefarences Fivimwed and Accaped

1
. “
T 216~ 16 ActwitWhe imivs of you compaience, sesking advice whan nesded Rmvimsed and Azcapted
| #17- 1.7 Coninually Savaliag own (eactice by ralacing on your bahasioer and e, iSanitying whera you oo make imposments R and Accaphad
1.8 - 1.8 Caniribista o tha dewdnpmeri and mpeswaman of sthers’ pubife baalth praciics Farviwsd and Secapiod

Soariad 100% Completnd 120% m

You can click here to view the work uploaded by the practitioner for each standard
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You will then see a page containing the work uploaded by the practitioner.

For every standard submitted for assessment there’s usually a minimum of three
documents: Commentary; Evidence of knowledge; Evidence of application

Competence Claim

Evidence

Commentary

T — %ﬁ}

& Print PDF [+ Choose Evidence

2.3
Type(s) v 23
c O ® ¢
NA O @ |«

Completed (Assessor Only)

(@)

All original evidence files are protected.
This allows any changing or editing to
take place safe in the knowledge that
originals will remain unchanged.

'@, Evidence Wizard
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4. Verifying Practitioner Portfolio

To undertake verification first locate your Practitioner’s portfolio by following the steps in
Section 3 and then follow the simple steps below.

STEP 1
Download the assessment by clicking on Assessment Log in the top section.

)
What is an Assessment Log?
The assessment log is the record
N of the progress and outcome
H TestP 60 ner2020 &4 of the assessment. It is very
ild important in both the assessment
—m and verification process and
should be completed with care
and attention to detail.

Test Practitioner2020 - UKPHR 2019 - Public Health Practitioner Standards 2019 (UKPHR 2019)

? Award VQ Assessment Log {n verifier Comments @ Assessor Guidanc

A pop up window will appear asking for permission to download the Assessment Log.
Click on YES to confirm your decision.

@ @ Confirm Assessment Lo . : 7
9 # system.learningassistant.com/course/confirm_ass...

# system.learningassistant.com/course/confirm_ass...

Thank you for downloading the Assessment Log.
Click close button to close window.

Are you sure you wish to download this Assessment Log?

Yo B No _Close

B Assessmentlog.pdf ~ Show All x

%«\
The Log will then be downloaded as a PDF. <~\}

UKPHR

Public F Joalin Registe!

STEP 2

Once the assessment log has been downloaded, you should perform an initial verification check.
Verifiers undertaking an initial verification check should check that the assessment log has been
fully completed by the applicant and the assessor. This should include:

e (Cited evidence of knowledge source and evidence of application.

e (Clear assessment comments provided by the Assessor.

e  Whether clarifications or resubmissions of evidence were required, for what reason, and when
¢ The date the standard was agreed as met is given.
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STEP 3
Following the initial verification check of the assessment log, undertake a brief sampling of the
evidence. By clicking on the indicators.

(D)

Do not undertake a second
assessment; instead focus on
standards where clarification and
?1.3 1.3 Actin warys thet promote equalty nd iversity resubmission has been required
or where evidence is based on
observation or testimonials.

Remember you are
verifying to ensure and be
assured that the process
[/E: *1 8- 18 Contritne to the development and improvement of athers’ public health praciion of assessment has been
e — carried out correctly.

-1 Practising professionally, ethically and legally

» 1.1 - 1.1 Comply with statutory legislasion and practice requirements in your area of work.

1.2- 1.2 Use an ethical approach in your area of work, identifying ethical dilememas or issues arfsing and how you address them

By 514 1.4 Actin warys that value people as individuals
[ By 516156 Actin ways that recognise praple’s expressed belioks and prelirences
B 346+ 1.6 Act within the limits. of your competence, secking advice when nended

Eﬂ 3 1.7 - 1.7 Continually develop own prachice by reflecting en your behavieur and role, identitying wheve you could make improvemnts

Outcome (INHS |

Gt Leamers  Tesd Fractitioner2020 ~ UKFHR 2019 1 11 Haalth Education Wadsax
Test Practitioner020 - UKPHR 2018 - Public Health Practitioner Standards 2018 (UKFHR 2018) [E) CounseSmapshot  |= Uni Sesection | [E] Assessmenilog | () Verifler Comments | [() AssessorGuidance £S5 Pracationss CFD
E3 Email Login Dty
H Test Practitioner2020 &4 Assassors Varifiors
HEW Test Assesacr2020 = Teat Verifier2020
h_4
Started 100% Completed 100% Expecied i

Lant Login: 06 Oct 2020 1151

Course Evidence Rigistration Contact Rrviivws Matrics CPD Journiy

1.1+ 1.1 Comply with statutory legislation and practice requirements in your area of work.

Resources Actions

HESOURCE TYPE Element Reviewed and Accepled

(02-07-20 Tost Asséssord)

Sratus:

Competence Claim & Print @ roe

(@)

Key questions to ask as a verifier:

e |[s the assessment log fully completed for each standard?

¢ Does the portfolio appear to be the applicant’s own work?

¢ Does clarification and resubmission evidence appear to be sufficient
for the standards you have sampled?

e Have any observations been carried out by an appropriate
professional?

e Which standards have you sampled?

¢ Have you checked all the supporting information e.g. curriculum vitae,
reference and testimonial?
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STEP 4a
If you are satisfied with the standard you have sampled then you will need to click ‘Verify’. This
will open a new window where you can add your verification comment.

Course  Evidence  Registation  Contact  Heviews Metrics  CPD Journey

1.1 - 1.1 Gomply with statutery legislation and practice requirements in your area of work,

Resources Actions

Element Reviewed and Accepsed
(02-07-20 Test Assessor2020)

RESOURCE TYPE

Seatus:

Compaetence Claim S pint | [ POF
Qutcome % Learming Astistant - Contact Disey - Intemet Explores o = INHS |
G Learners | Test Practitioner2020 Ul 5% peps. /o stern beamingassistant.com arses cornact ent = BEE0TE DATERE teh & Health Education Weses
Test Practitioner2020 - UKPHR 2018 -P  Contact Diary Cityﬁg‘ Gearvbig fhes Comments | (D) Assesser Guidance | B Praciioner CPD
Craate Diary Entry Guilds | Assistant B2 Email Login Dhtais
H Test Practitio ~ Esry  Indicsor  RAGRating  Summary Verifiers
HEW . I=] Tast Vortfior2020
— Private ¥ (Practiticnes o Company will no i)
——
Entry Label Veriication Feedback w
Started 100%
Description B I | U gl =|o@=- —|=|

Indicator 1.1 Verifled
Course  Evidence  Registration

1.1-1.1 Comply with statutory legisiat

Feadback

Resounces B I U ~& = | B | = w @ e - =
s @ 1YPE Yyour feedback iz
comment in this box pmErm

Compriane & Maating I Appaintment (ate B & P | B ror
rr——— W tha Lk Trsinina (TP, A - blasdas A o B M

STEP 4b

If you are not satisfied that the i

standard you have sampled has

been assessed sufficiently then

you will need to click ‘Refer’. This Actians
will open up a new window where
you can add your verification

Actions: o Werty
comment for referral. Q’;E

Element Reviewed and Accepted

Status: (D2-07-20 Tast Assessor2020)
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2 Leaming Ssssteet - Contact Duary - Inberned Explarer - o )-(
Outcome g : " (INHS ~
¢} | Lesmers | TestPracttonsr2020 UK Mtps/system icamingassistant.comy'views/ courie/ contact disey entry TuuidC curre= BIEITEOC - 8630-00E6-91 DS IBADI0AF BT Templatehiodes EATBOSED- 93928842 @

ng&g‘ Learning

UIldS | Assistent wcCommens | [0) AssessorGuidance | £ Practtionsr CPOD

Health Education Wesses

Contact Diary

Test Practitioner2020 - UKPHR 2019 - Pu Create Diary Enary

E=1 Email Login Details
Enlry  Indicator  RAGRaling  Summary

Test Practitior Varifiars
HEW Private ~ (Praciiiloner or Company will not see) (1=] Test Verifier2020
- Fntry Label Verification Feedback R
Started 100% Description Elf|lyle|l=|3 = NS | -

Indicabor 1.1 Rederred

Course  Evidence  Registration

1.1-1.1 Comply with statutory legislatic

Mo Previcus Oulcomes —
Fendhmck B I U #|== =-|® @ = - -

RESOURCE _ Type your feed baCk Elomant Raviewad and Accapted

comment in this box @ s
[ ven |

Meeting | Appointment Date a]
Competence Claim & Fint || [3 POF
On the Job Training Hours 0 L Minutes 0 ut
N tha ok Trsininm [P . Bt 0
Evidence
X Close

[ MEarkar Briafing Metes

STEP 5

You will also need to check the Supporting
Documents which include:

e Completed Verification for Application Form
e Current CV

e Current Job Description

¢ Certified copies of original certificates

¢ A Testimonial

¢ A Reference

(D)

If these documents are missing then
you will need to ‘Refer’ (see Step 4b).

£ 8 Commanicating with othurs i Empseve hoalih outcomas and recucs hestih imequsiio 06 el 2020 [Tosd Avsacesc2020)  COMPLETED
D-] +8.1 - 8,1 Gommunicate publl; heakih information chearty o a varlety of audoncss, Reviswed and Accopied
#8782 Communicat the health concrres and intensts of local peopls ta influsnce e it premisian Rirvimwed sl Acteged
Total Bacs: 3 A Ot 130 (Taet Assasmer 30
87383 Dumanstatn awarsness of th alic e media can hine on public pancaption of husth and wellbsing e vl Acowplied

Saarnd 100% Compiied 1084 =

Other

Othar - Suppaning Documants 0F Cet 2020 (Tost Anseasoe2020) COMPLETED

+ Othar 1 - Supperting Doty w Pirviwoed sl Acoephed

i m

Forms

Feame  Applizntion § arma 06 Ct 2020 (Teet Aseeanardi20)  COMPLETED

+ Fama 1 - Applcation Forms Firvieed snd Accephed

Starnd 100% Compiied 1004 =3

rms & Condtions: | Changebg / CustomerSuppodt 1 Roporta Problem # Logout Ggy%| T
t ing
Guil Assistant
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STEP 6

Once you have completed your initial verifier check and sampling you will need to verify each unit

by clicking on ‘Verify Unit’ G)

If you have referred a standard then

nd legally

slation and practice requirements in your area of work.

referral has been addressed.

do not click ‘Verify Unit’ until your

n your area of work, identifying ethical dilemmas o issues arising and how you address them. . Fu.\litl.wl.ld and ﬁl.'l.'ll[.l:l.-'.d
rquality and diversity. Reviewed and Accepted
0F Ol 2020 (Tes! Assessor 2020
iple as individuals. . Re'w'efm.?d and m:cepﬂe.d
) pecple’s exp d bellefs and prefi 1 Ra.\derw?d arld Mw.msd
r competence, seeking advice when needed Reviewed and Accepled
wractice by reflecting on your behaviour and role, identifying where you could make improvements. 2 Re\dcfwed arld Mw.pmd
nent and improvement of athers” public health practice Reviewed and Accepled
Compleded 100%

/

STEP 7

Once the verification has been completed you will need to complete the Verifier Overview section

by clicking ‘Verifier Comments’ at the top section.

Course Folde- —— (VHS |

2 assessment Log - Intemet Explorer -
Q Learnars  Test
¥ hetps/syerm leamingassistant. com) mncles feem - budde A purse= BSEOTED: £6. 51 BOF 38 AFB& AP ETemplabes [ 38 SC38-0449. SETCWACSCE B

Health Education Wessex

Test Practitioner20 mmentLog | 127 Vedfer Comments | [[) Assessor Gudance | 53 Practioner CPD

Verifier comments on portfolic - To be completed by the verifier ance the portfalic has been verified.

£ Email Login Details

| reame of verifier [Test Veriar2020
r Assessors Veriliers
15 the sssessment log fully compieted for each indicator of every standard? Vs W
t : . Tast Assessort020 5 Test Vorifior2020
Have you ticked and dated the verifier check column? |Yes |
— Dobs the porfolic appear 16 be thi applicant’s own work? Yos |
Does clandication and resubmission evidence aopesr to ba sufficient? [Yes ~]
e Have: any abs 14 ke o dards 11 and 12]7 [

Are you sitisfied with the evidence summarised?
Course Evidanc

UKPHR 2013 - Pub L Gap Anatysts | [)Evidence Sampied | S Print

Which phaces of avidance have you dipped inte?

el vidw of potfolio & additional camments

m 06 Oct 2020 (Test Assessor?020) COMPLETED

@ 51114 Rendewed and Accepled
tal Does: | = 2 1 A
Signature and Date Test Verfier2020 - 061102020
m 2 2} Submit the form | Reset the form | F?Mewad ?ﬂd&cm
$13-1.34 Feviewed and Accepled
@ ; iirwed ond Accep

1&x# LearningAssistant

™ s14-142 Reviewed and Accented

Once this is complete the practitioner portfolio is ready to be submitted to the verification panel.

(i)

For any standards referred, these will usually
be discussed at the Verification Panel where a
decision will be made on the next steps. Once
the action required has taken place, you will
need to follow Steps 4, 6, and 7 to complete
verification of the referred standards.
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5. e-Portfolio URLs for local Schemes

Scheme URL

South West https://system.learningassistant.com/SWPHPRS/
Thames Valley https://system.learningassistant.com/HETV/
Wessex https://system.learningassistant.com/HEWESSEX/
Kent Surrey and Sussex (KSS) https://system.learningassistant.com/NHSKM/
London

https://system.learningassistant.com/NHSKM/

West Midlands https://system.learningassistant.com/HEEWM/
East Midlands https://system.learningassistant.com/PHEEM/
East of England https://system.learningassistant.com/UKPHR/
Yorkshire and Humber https://system.learningassistant.com/UKPHRYH/
North West https://system.learningassistant.com/NWPH/
North East https://system.learningassistant.com/PHENE/
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