KSSPRS

K, Sy o St P Hoslth
e Regeatran on Suppon

A
Public Health Practitioner Registration Support Scheme

E-Portfolio User Guide for Practitioners

1. Logging in for the first time 2
2. Setting up alerts and editing your profile 4
3. Uploading commentaries 6
4. Editing or removing commentaries or evidence 11

prior to submission

5. Submitting indicators for assessment 15
6. Communicating with your assessor 17
7. Using the Learning Assistant forums 19
8. Addressing clarifications 21
9. Addressing resubmissions 24
10. Addressing partial acceptances 26
11. Self-electing a resubmission 28
12. Completing practitioner overview 29
13. Applying for verification/Getting references and testimonials 31
14. Applying for verification/uploading a CV and Job Description 33
15. Downloading the assessment log 37

page 1



Public Health Practitioner Registration Support Scheme
E-Portfolio User Guide for Practitioners

1. Logging in For The first time

STEP 1 Type the address for your local site into your website browser

and login using the username and password you have been given. If you are unsure of the
link you require please contact your scheme coordinator.

https://system.learningassistant.com/yourlocal site Top tip!
Save the web address
to your favourites to

make it easy to find.

KSSPRS

mwum mm
—\/N\ STEP 2 Accept the Terms & Conditions.
R 27 The Termns of Use, our Privacy Policy and the relationship between you and Leaming Assistant shall
NHS Kent & Medwﬂ)l' ePortfolio Leaming Assistant agree 1o submil to the sxclusive jurisdiction of the Courts af England
28. The failure of Leaming Assistant 1o exercise or enforce any right or provision of the Terms of Use sha
provision of the Terms

Ize is found by a coun of competent jugis

vy claim or'{d the
eflected in the provision, and the oth ol £

the parties' inlentions a

29 You agree that regardiess of any statute or law to the oo @1 be forever bar

Tion ar 51N 0%
be filed within one year after such elaim or cause of actior

| Acglgpt .

Reset Password  Contact Adminisirator | earning Assistant Support

STEP 3 Change your password to something secure and memorable.
Please note the password is case sensitive.

Password

Change your Passwaord.

C' ‘Q rnin
GUIES | fosmied

Change Password

Current Password

A— KSSPRS

3 et s...qms.u—. m Mt
Suggestions

— w
Confirm New Password

NHS Kent & Medway ePortfolio

Change Password

Top tip!
Use this link to help you

if you have forgotten
your password.
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STEP 4 Homepage

Once logged in you will see this homepage.

Clty Learnin
g 9
Guilds Assistant

Homepage

Course Folder

contact Dlary

Evidence Folder

Evaluation

Registration Form

Forums

Homepage

nl

Homepage

Hi Angela, Welcome to Learning Assistant. ~

‘Welceme to Learning Assistant, a secure clectrenic tool to enable you to safely and efficlently compile your UKPHR public health
practitioner portfolio online.
Liserguides and videos an how to use the system can be found here

We value your feedback and suggestions for improvernent. Please email the eportlolio team: eportiol

uk with any
concerns, recormmendations or comments you wish Lo make.

Status: Mot Started @ Started @ Completed @ Verlfied

- KENT, SURREY AND SUSSEX PUBLIC HEALTH PRACTITIONER REGISTRATION SUPPORT SCHEME (UKPHR)

Completed 24% bxpected 100
—

Tasks Mussagus Appointments Resources LA Arywhere

Tasks related to Course: UKPHR - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme

Order By:  Latest First

Recently Reviewed Elements

I FraToe navr

B O

Pan-London Comments

workshop
Cammentary Writing and Mapping works

Wiew all rews ierms
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2. Setting up notifications and editing your profile

City. Learning STEP 1a Sign up for notifications by tapping on the settings icon
Guilds | Assistant . . .
and selecting Notifications from the panel.

¥.

Actions
Angela smythe
Portfolio Avatar Password
Motifications Preferences Logout
§

1b From the pop-up you can enter your email address and select how often you’d like to receive
notifications for Messages as shown here...

angela.smythe@kcc.gov.uk %Q\
Top tip!
iy \} p tip

We recommend that you

Email Address

Message Digest

Do you wich to receive an e-mail each day with all your new messages from that day, or an email each time someone sends you a message ChOOSC to receive dallY
alerting you to that message. notifications.
No Per Message v Daily

Contact Diary Digest

Do you wish to receive an e-mail each day with all your new contact diary entries from that day, or an email each time someone adds a
diary entry for you.

No |« Daily Per Entry @

1c... and for Contact Diary entries (assessment feedback) as shown here.

o Please note that if ‘NO’ is selected this will result in no alerts being delivered to your email address.

STEP 2a Upload your picture by tapping on the settings icon and selecting Avatar from the
panel.

fctons Upload Avatar
= — To change your profile picture, choose a file below and upload.
Portfolio Avatar
N '*
= Choose File
Natifications Preferences

Upload Profile Picture

2b Follow the instructions in the pop-up to upload a new image.
Be sure to click Upload Profile Picture before closing the

pop-up.



STEP 3a Change your password by tapping on the settings icon and selecting Password from

the panel.
Actions
Portfolio Awvatar Password
& 3 &
Notifications Preferences Logout

3b Follow the instructions in the pop-up to create a new password.

Change Password
Current Password
Current Password

New Password

New Password Suggestions

Confirm New Password

Confirm New Passward

Change Password

3¢ Finally tap on Change Password to end the process.

An automated email will then be sent to you confirming
the changes.
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3. Uploading commentaries

STEP 1 Open the
xﬁ evidence folder by

Angela smythe clicking on Evidence
B Folder in the left hand
T_In} Homepage menu

[~ course Foider

STEP 2 Click the Open Evidence Wizard button.

Contact Diary

“\ KSSPRS
"2} Evaluation \) A
) Declaration [E AssessmentLog
UKPHR - Kent, Surrey and Sussex Public Health Practitioner Assessors Verifiers
Registration Support Scheme Jane Smith Levis Riggs
Started 7% Complered 24% Fxpected 100%
Official Start Date: 37 Jul 2015 Anticipated End Date: 30 Apr 2076 Q
»
Evidence Folder &3 Evidence Wizard | (U Filter

STEP 3 To add a Commentary, Evidence or Supporting documents click Upload Evidence.

eCe Learning Assistant - Evidence Wizard

@ Secure | https://system.learningassistant.com/views/course/evidence-wizard/index.cfm?uuidCourse=F... |=
vidence X

Evidence Wizard
Create Evidence E Aniniti.. |
Upload Evidence
[ﬁ, Upload an existing r computer or mobile device into the evidence folder. The wizard
helps you add details, eference the item of evidence.
Create Evidence
f Create a new item of evidence from scratch by entering text directly. This is really useful for 'ey da nd
creating evidence on the tly without having to upload a document or file. )rt Sch [
Corr
—
Ant
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STEP 4a From the Evidence Wizard click on the Browse Files button and locate the file
you wish to use.

Secure | hittps:/system,learningassistant.com view

Evidence Wizard 4b Once you have found the 4c Followed by the Save
__ . file you wish to upload click ~ button.
the Open button.
=  SHOWC
menting Stoptober Campaign in Kent County
Council.docx [ B ﬁ
Drag and Drop Bvidence or Browse Files Mond 7 gimith
Monday, 18 August 2014 at 07229 ﬁ
Browse Files 1 .Ennday, 18 August 2014 at O7:29 B
Cancel -;‘_§( c\ \
“
N
STEP 5a Complete the rest of the information for the file using the tabs provided in the
Evidence Wizard.
Evidence Wizard B
Create Evidence i Ani
4% upload [2] Details = Type %s Cross Reference
File Name
Commentary_1_ Implementing Stoptober_Campaign_in_Kent_County Council.docx
Cila Ciwan
5b Under ‘Type’ find the 5¢ Under ‘Details’ you can change the Title and give it
correct type of evidence a description.
from the list - to keep things Create Evidence
simple, we recommend you
select Commentary if you are = 3 _ _ L
uploading a commentary and 4L Upload Details = Type #p Cross Reference
N/A for anything else. Title g:}
& Upload  [3) Details = Type Commentary 1_Implementing Stoptober Campaign in Kent County Council

Evidence Type(s) Description TOp tlp !

Remember to label
APL - Accredited Prior Learning B I U =

pr—

f—

i

your commentary and
evidence appropriately.

+| C- Commentary

Qe

DK - Don't Know <

WS

EoE - Examination of Evidence

ER - Exam Result

MA - Mot Applicable
0 - Observation
P - Product

PD - Professional Discussion
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STEP 6 Under ‘Cross Reference’ select the correct Standard(s) and Indicator(s) from the
dropdowns that will open-up once you click on a specific area.

8 Secure | https://system.learningassistant.com/views/course/evidence-wizard/index.cfm?uuidCourse=F,

Evidence Wizard

Create Evidence

@, Upload B Details = Type >4 Cross Reference

Select units for cross-referencing of evidence
Toggle All
01 Area 1 Professional and ethical practice m

> 01. 1b 1b Recognise and address ethical dilemmas and issues - demonstrating the proactive
addressing of issues in an appropriate way

b 01. 2 2 Recognise and act within the limits of own competence seeking advice when needed
I 01. 3a 3a Act in ways that acknowledge and recognise people's expressed beliefs and preferences

I 01. 3b 3b Act in ways that promote the ability of others to make informed decisions

Evidence Wizard

Create Evidence

l—ﬁ,, Upload @ Details = Type >4 Cross Reference
Select units for cross-referencing of evidence (‘\
Toggle All
01 Area 1 Professional and ethical practice m

> 01. 1b 1b Recognise and address ethical dilemmas and issues - demonstrating the proactive
addressing of issues in an appropriate way

SELECT ALL
1B SELECT ALL
les - demonstrating:b. the
1b Recognise and address ethical dilemmas and issues - demonstrating:b. the t (eg challenging others' o
v proactive addressing of issues in an appropriate way (eg challenging others' 0
thical practice).
p D1.Sj“ ise and act within the limits of own competence seeking advice when needed

I 01. 3a 3a Act in ways that acknowledge and recognise people's expressed beliefs and preferences

STEP 7 Once you’re happy with your selection be
sure to click the Save button.

juals

slation, policies, governance frameworks and

Jai
=
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STEP 9 To see the commentary and evidence that has been cross-referenced against
the various indicators go to the Course Folder and click on the indicator that the evidence
relates to.

UKPHR - Kent, Surrey and Sussex Public Health Practitioner Ranumcit i
Registration Support Scheme P Jane Smith WY Lewis Rigg|
Started 39% Completed 24% Expected 100%
S
Official Start Date: 31 Jul 2015 Anticipated End Date: 30 Apr 2016
Evidence Folder 42 Evidence Wizard
Displaying 1 to 17 of 17 Evidence 25 per page v < | 10of1
TITLE S SHOWCASE UPLOADED S TYPE OPTIONS
b Commentary 1_ Implementing Stoptober Campaign in ;
Kent County Council 04 ¥B ﬁ Ul Mar 2010 12 z ¢ Description | &7 Edit | |
; by Angela Smythe
Used in: 01.70
i Commentary 2-APHR 27 Nov 2015 13:40 L o,
r D r Edit
Used in: 01.13, 03.9ai ﬁ by Alfreda Riggs & Eincopion |#rde |
T_avidanca PR N 18 Mar IN1E 1124 R o

STEP 10 To upload the evidence that supports a commentary, simply follow the same steps
as above but do remember to appropriately index the evidence file, for example: “Ev 1.1 MSc
Course Transcript (2009)”.

STEP 11 To see the commentary and evidence which has just been uploaded
go to the Course Folder and click on the indicator the evidence relates to.

Course Folder KSSPRS
G/ UKPHR N\
O
Official Start Date: 31 Jul 2015 Anticipated End Date: 30 Apr 2016
Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) [= Course Folder |11 Gap Analysis
01 - Area 1 Professional and ethical practice
i *01.1a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed a
v in ow practice 23 Feb 20
Total Dol
> 01.1 b(’gb ognise and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way

Total Docs: 1

» 01.2 - 2 Recognise and act within the limits of own competence seeking advice when needed
Total Docs: 0

0 [J [

» (11.3a - 3a Act in wavs that arknowledee and recosnise nennle’s exnressed heliefs and nreferences

page 9



Here you will see the commentary and evidence which has been uploaded and

cross-referenced against the indicator.

Resources Actions
RESOURCE TYPE
Status:
01 Guidance

Competence Claim

Evidence Type(s) v 1a.

Commentary 1 - Impleme... C | @ <
evidence Commentary 1 - Implementing the Stoptober D G‘}’ \

Campaign in Kent

s,
(W) Commentary 2-APHR C O o V

Completed (Assessor Only)

Indicator
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4. Editing or removing commentaries or evidence

prior to submission

STEP 1a To edit the evidence title or description of a commentary or piece of evidence go to
the evidence folder and click on the edit icon.

Evidence Folder i, Evidence Wizard | Cl Filter
b
Dizplaying 1 to 17 of 17 Evidence 25 per page s 1of1 = I
TITLE < SHOWCASE UPLOADED ¢ TYPE OPTIONS a
ny Commentary 1_ Implementing Stoptober Campaign In 3 =
W] Kent Counly Council 01 Mar 2018 12:06 [ (=) Description .~ &7 Edit ] Delete
¥ by Angela Smythe 3
Used in: 01.1b
Commentary 2-APHR 27 Mov 2015 13:40 i .
=) Description + Ed d
w1 Used in: 01.13, 03.9ai L7 ﬁ by Alfreda Riggs & S pwcipn | 4
idence >

Evidence Wizard

Eourse/ey
Update Evidence I

— - 1b
At Upload &) Details i= Type 4 Cross Reference . N . .
Click on the Details tab in the Evidence
Title
Commentary 1_ Implementing Stoptober Campaign in Kent County Council 4 leal’d aan
Title

...and make the necessary changes to

Commentary 1_ Implernenting Stoptober Carmpaign in Kent County Council AMENDED

bescription ~ either the title or description.
e
B I U & = = =- o k@ =& = « -~ i
This, i ey Fnal and amendisd application

1c Click Save once you are happy
/w with your amendments.

=

-

1d Then click on Close to S e

complete the process. 4\& —

You will then see your

Evidence Folder £ evid|
updated commentary
or eVIdence In the Displaying 1 to 17 of 17 Evidence 25 per page 4 { 10f1
evidence folder.
TITLE % SHOWCASE UPLOADED = TYPE OPTIONS
T Commentary 1_Implementing Stoptober Campaign in 01 Mar 2018 12:06
W] Kent County Council AMENDED i/_\j’ : A (=2 Destription
@ Used In; 01.10 by Angela Smythe
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STEP 2a To edit the evidence type of a commentary or piece of evidence go to the evidence
folder and click on the edit icon.

Evidence Folder A2, Evidence Wizard | O Filter
Displaying 1 to 17 of 17 Evidence 25 per page B 10f1 =
TITLE < SHOWCASE UPLOADED ¢ TYPE OPTIONS i
|_'] ESrr:,:?s:,:ﬁ?._(.(;J|I:r:Elgmer:ing Stoptober Campaign in {s‘? 01 Mar 201? 12:06 c (= Description eﬁ Edit D Delete
Used in.01.1b by WEH mﬂhe 3
By @ty [(Dwamme g Socsrpion | £ Yoo

Evidence Wizard
lipdate Fvidence

,i—. Upload E Details = Type ¢ Cross Reference

Evidence Type(s)

APL - Accredited Prior Learning

C - Commentary

DK - Don't Know 2b
ER - Exarn Resull q . .
e it s e B Click on the Type tab in the Evidence
< NA-Not Applicable Wizard and make the changes you require.

0 Observation

P - Product

PD - Professional Discus®
Q - Questioning

RA - Reflective Account

S - Simulation

WT - Witness Testimony

2¢ Click Save once you are happy

g( with your amendments.
g

2d Then click on Close Window to

Evidence successfully saved.

complete the process.

You will then see your updated commentary or evidence in the evidence folder.

—

Started 39% Completed 24% Expected 100%
S L
Official Start Date: 31 Jul 2015 Anticipated End Date: 30 Apr 2016
Evidence Folder a3 E
Displaying 1 to 17 of 17 Evidence 25 per page ; < 10of1
TITLE S SHOWCASE UPLOADED < TYPE OPTIONS
Commentary 1_ Implementing Stoptober Campaign in 01 Mar 2018 12:06
W} Kent County Council AMENDED ﬁ 7 NA (= Descripti
Used in: 01.1b by Ange;a Smﬂhe .........
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Editing the commentary or evidence file.

Please note: You cannot edit the commentary and evidence files within Learning Assistant. You will
need to edit them on a PC and re-load the file onto the e-Portfolio once it has been amended.

STEP 3a Download the file to your PC and edit in a programme like Microsoft word.

3b Once you’ve made all the changes you can upload it to Learning Assistant in

The need for local service evaluation means that in Public Health we may need to
look at qualitative evidence from self-created surveys to see if service provision
meets the needs of the population to which it is targeted. In this instance we

d

would seek the views of as many service users as possible. These results would
not necessarily be generalisable to the population, but give good evidence that
represents the target group in question.

As part of a performance analysis at the end of the MEND HEA, | was asked by
the Healthy Weight Team Manager 1o look at aernative programmes being
used elsewhere and the sorts of results they were getting with a view to
assessing how well the MEND programme was working comparatively, and abko
whether Medway should perhaps commission a different programme. A Public
Health Registrar started this process by making a list of interventions which |
then looked at in detall. For each one it was important to look at the numbers of
children and young people who had taken part in a programme, the evidence
behind the intervention (whether an RCT or locally designed for example) and
the accuracy with which results were published, including the presence of
confidence intervals, Ev 1.28b is an email and spreadsheet | produced detalling
each of these things and comparing published results with Medway's MEND
outcomes. | also then incorporated some of this information into the
presentation | gave to the Healthy Weight Team on this plece of work (see siide
13 of ev 1.07). | used Alive n Kickin® as an example of a programme introduced
o a local area that didn't have an evidence base that | could see, had small
numbers of children completing so far and had not reported confidence
intervals on results,

Once | knew how to find evidence and the types of papers available, | then
needed to learn how 16 addeds their reliability and sttended a local ertical

the usual way using the Evidence Wizard.

Evidence Wizard

Crears Evidence

&

7b

1.18b

1.07

Upload Evidence

Upsltsadd am existing file fram your comguter ar mokile deviee inte the svidence falder, Thie wizard
heelgrs you ackd details and cross

the itesm of evidence.

Create Evidence

Create a rew items of evidence from scratch by entering text directly. This is really useful for
creating evidence on-the-fly without having to upload a document or file.

[E Save

Lel» )| ak iﬂm

FAVORITES
(] Draphox
0 All My Files

B v
B W
o v

| [l D Rsktop

2 SHOWC

| Files
F

i

(L Evidence

T Commenta
= Commenta
=: Commenta
= Commenta...
i Commenta

T Commenta...

in Kent.pdf
uncil.docx
Kent.docx
uncil.docx
In Kent.pdf
in Kent.pdf

= Copies of...ficates.docx
= Job Description.docx

= My CV.doex

= Reference.docx
= Testimonial docx

—

UKPHR Ap.. fication.doc
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Removing a piece of evidence or a commentary from the course folder.

STEP 4a In the course folder click on the red indicator number to access the indicator

screen.
= Modify Selected Units ® Metrics [*] Declaration [E] Assessment Log 2 Practitioner Overview
UKPHR - Kent, Surrey and Sussex Public Health Practitioner e L
Registration Support Scheme Jane Srmith ' Lewis Riggs
Started 39% Completed 24% Expected 100%
B —
Official Start Date: 17 Jul 2075 Anticipated End Date: 30 Aps 2016
Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) = Caurse Falder L Gap Anadysic Sprimt
0
01 - Area 1 Professional and ethical practice STARTED
*01.7a - 1a Recognise and address ethical dilermmas and issues - demenstrating knowledge of existing and emerging legal and ethical issues. Reviewed and Accepled
in ewn area of practice 23 Feb 2018 (Jane Smith)

Tairal Daes 3

4b From the indicator page click Choose Evidence link to bring up the pop up containing
the list of evidence or commentaries.

Competence Claim [ thoase Bvidence | 4k Fvidence Wizard
b
Evidence Type(s) v b

g widence for: 01.1b - 1b Recognise and address ethical dilemmas and
[Bcemmentary 1_ Implamen N O @ « ing the p i ing of issues in an appropriate way
Completed (Assessor Only)
DOCUMENT
Save
Commentacy 1 Implementing Stoptobier Campaign in Keat Caunty -

Council AMENDED

Commentary -APHR W\
A

4c Remove the commentary from o
q o . UKPHR Application for Verification Amended
the indicator as shown here in the Commentany 3¢
pop-up' My €V Updated
Reference

[ 2 for dlarifications] - Imp ing the Stoptaber
Campaign in Kentpdf

[« tary 1 (v for clarifications) ing Stoptober
Campasgn in Kent.docx

Testimonial

It will not be removed from the Evidence folder but be marked as ‘not
in use’ for audit purposes.

Official Start Date: 37 Jul 2005 Anticipated End Date: 30 Apr 2016

Evidence Folder

Displaying 1 to 17 of 17 Evidence 25 per page

TITLE < SHOWCASE UPLOADED S TYPE

Commentary 1_ Implementing Stoptober Campalgn In

'1',’:? 01 Mar 2018 12:06
NA

WJ kent County Council AMENDED \ «\ A s NA
Evidence not in use 3 ¥ Ang 2

D Commentary 2-APHR 27 Nov 2015 13:40
Used in. 0114, 03.9ai {:? by Alfreda Riggs <
[Ty evidence e, 18 Mar 2015 11:26 2
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5. Submitting indicators for assessment

Once the commentary and associated evidence has been uploaded to all the relevant
indicators, the indicators are ready for submission for assessment.

STEP 1a To do this, go to the Course Folder.

City PRy Course Folder KSSPRS
Gui[ds Assistz @ | UKPHR =\
= Maodify Selected Units @ Metrics [ Declaration [El Assessment Log L Practitioner Overview
UKPHR - Kent, Surrey and Sussex Public Health Practitioner Assessors verifiers
Registration Support Scheme Jane Setith Lewis Riggs
Searted 39% Campleted 24% Expected 10058
—_— ——
Officlal Start Dave: 31 jul 2015 Anticipated End Date: 30 Apr 2016
‘e
ent, Surrey and Sussex Public Health Practitioner Registration Support Scheme [Incomplete) = Course Folder Gap Analysis S Print
Contact Dlary
| Evidence Folder 0‘1

=
1?) Evaluation

01 - Area 1 Professional and ethical practice STARTED

Yy 501,14 Ta Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed and Accepted
in oWn area ﬂ.‘]‘!!.}{'ﬂﬂ" 3 n 18 t

" Registration Form
¥,

News & Events ] *01.1b - 1b Recognise and address ethical dilemymas and issues - demonstrating the proactive addressing of issues in an appropriate way Searted

£ _' Forums D 012 and act within the limits of own competence seeking advice when needed Mot Started

1b Click on the red indicator number to access the indicator screen.

STEP 2 Click the Submit Your Competence Claim button.

Resources Actions
RESOURCE TYPE Status: Indicator Started
01 Guidance Deadline:
Actions: + Submit Your Competence Claim

d

STEP 3 Click on OK from the pop-up to confirm you wish to submit the
competence claim.

Top tip!

Once files are submitted

system.learningassistant.com Says

Are you sure you wish to submit your Competence Claim? to the assessor they are

locked and cannot be
edited.

Cancel 0K
Té
ort Scheme
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If you’re claiming an indicator across two or more
commentaries you must make it clear to your assessor at
the beginning. Upload the commentaries and evidence as
usual but DO NOT click submit in the indicators concerned
until all commentaries and the evidence concerned have
been uploaded.

STEP 4 The same steps can be followed when uploading and submitting supporting
documents and application forms.
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6. Communicating with your Assessor

STEP 1a To read new messages from your assessor
click on Messages tab in the left hand menu.

Inbox
4

Angela Smythe FOLOERS Actions~ | Displaying 1 to 7 of 7 Messages 25 per p.
= Inbox ﬂ
% Lneend m SENDER S  SUBJECT

Homepage
17 Starred Jane Smith Introduction

B Sent ¢
Course Folder <, Mike Jordan Intreduction to your Mentor

@ Drafts
. Mike Jordan | am your mentor on Learning Assistant

Contact Diary U Archived ¥ i
Alfreda Riggs Feedback

Evidence Folder Alfreda Riggs Welcome

oo A e Alfreda Riggs Assessment
Alfreda Riggs Welcome to your e-portfolio

Registration Form

News & Events . .

1b Select the message you’d like to read from those shown in
s IForums your inbox by clicking on it.
Terms & Conditions // Customer Support // Submitanidea // Logout

STEP 2 Once opened you can choose to respond to the
author of a message by clicking on reply.

From: Jane Smith
FOLDERS
& Inbox
HiAngela,
¥ Unread
1r Starred ; "
Just thought | would introduce mysell to you,
= Sent : oy :
' luok forward to working with youw during your course. You can contact me via this messaging service about any guestions you may
s Drafts have regarding the course work and my assessment.
0 Archived

Many thanks,

[
foﬁ
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STEP 3a To write a new message click on Create Message.

Create Message

FOLDERS
= Inbox
*} Unread
1y Starred
Sent
Drafts

J Archived

Send Message

™\

Recipients (0
Selected):

3b Choose who is to receive the message.

Send Message

Recipients (0
Selected):

Subject:
Attachment:

Message:

Subject:
Attachment:
Message: B I U & = | E| = o | m = -
:E:L.J‘!Chor::seRecipl‘ents'\é\.7
& Choose File
B | I | U & | E| E|= e & m | = e

3¢ Add the required subject, body and any attachments
to your message.

Save as Draft Send Message

3d And click on Send.

STEP 4 Sign up for message alerts by following the same steps as on Page 4 here.

&8 Choose Recij

W Choo:
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7. Using the Learning Assistant Forums

STEP 1a Access the Learning Assistant Forum by clicking on Forums in the left hand menu.

Homepage

Course Folder

Contact Diary

Evidence Folder

Evaluation

Registration Form

News & Events

Forums

1¢ By clicking on any of
the topics you can see
the relevant posts.

g Public health practitioners Ass Reg

O Threads: (3) £ Posts: (6) (O Last Post: 12 Nov 2015 18:38
&é

1b You can see all the available Forums and by clicking on one
you will see all the topics, or threads related to it.

Public health practitioners Ass Reg

Displaying 1 to 3 of 3 Threads 25 per

‘g Kent, Sussex, Surrey Fast Track

£ Replies: (1) & Author: Aocife Tobin (D Last Post: 12 Nov 2015 18:38

Q Assessor meetings

£ Replies: {1) &, Author: Alfreda Riges (D Last Post: 30 |ul 2015 12:10

Aoife Tobin Fast Track Cohort 2 - Candidate

Posted: 12 Nov 2015 18:38

Hello,

<7 Reply

&

Thought I'd make this here, so we've got a place to share ideas, tips, thoughts and questions over the next couple of months!

Hope everything is going well for submission tomorrow for everyone. I'm in the library now sorting my uploads.

STEP 2a Click on the Reply icon to respond to a post.
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2b Once clicked you will see this form. In here you can write your response...

Reply to Thread

Forum Public health practitioners Ass Reg TOP tip!
By keeping all your
communication within the

Thread Kent, Sussex, Surrey Fast Track

e-portfolio it helps you to
stay organised and acts as an
Subject Kent, Sussex, Surrey Fast Track excellent record of events.

Author Angela Smythe

Corresponding Post Aoife Tobin at 12 Nov 2015 15:38 said:

Hello,
Thought I'd make this here, so we've got a place to share ideas, tips, thoughts and guestions over the next couple of manths!

Hope everything is going well for submission tomorrow for everyone. I'm in the library now sorting my uploads.

Reply B I|u|aslls|sls o =z ==~

(==

(\\} 2c¢ ...then click on Submit to send your reply.

STEP 3a To write a new topic navigate back to the topics page and click on Create Thread

Public health practitioners Ass Reg [2F Create Thread Q, rilter

\
Displaying 1 to 3 of 3 Threads 25 per page S T1of1 X‘\/ v

Kent, Sussex, Surrey Fast Track

2 Replies: (1) & Author: Apife Tobin (D Last Post: 12 Nov 2015 18:38

r "\3} Assessor meetings

3¢ You can then add a Subject and message as required.

Create Thread TOP tlp!
We recommend checking
Forum Public health practitioners Ass Reg the forums I'eglﬂal‘ly to
keep up-to-date with all
Author  Angela Smythe the latest topics.
Subject
Fost B I | U | ®|=E|=|= | c -]~
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8. Addressing Clarifications

Requests for Clarification appear in either your Contact Diary, Course Folder or Assessment Log.

: ) Qutcome KS5PRS
City: Learning - e
Guilds Assistant T g b
& " Declaration & Assessment Log
UKPHR - Kent, Surrey and Sussex Public Health Practitioner Assessors Verifiars
Registration Support Scheme Jane Smith Lewis Riggs
Stanted 399 Completed 25% Expected 1005
Homepage

Official Start Dake: 37 Jul 2075 Anticipated End Date: 30 Apr 2076

1 .1b - 1b Recognise and address ethical dilemmas and issues - demanstrating the proactive addressing of issues in an appropriate way

Contact Dlary

Area 1: Professional and ethical practice

Evidence Folder

401.a e nar - 012>
(7) Evaluation
oy Resources Actions
) Registration Form
_ % RESOURCE TYPE Erakid Requires Clarification
News & Bvenits it {05-02-18 Jane Smith)
B o Guidance
i Deadline:
)y Forums (
Actions: ~ Submit Your Competence Claim v

FDR

STEP 1a Address a clarification by opening the Evidence Wizard from the evidence folder.

UKPHR - Kent, Surrey and Sussex Public Health Practitioner Adbtisia Vaeitérs
Registration Support Scheme Jane Smith Lewis Riggs

Started 39 Complel ted 25 Expected 100%

Official Start Date: 37 Jul 2015 Anticipated End Date: 30 Agr 2016

Evidence Folder & evidence wizard | L Filter
Displaying 1 to 18 of 18 Evidence 25 per page : 10f1 %((\

<"“\/
1b Upload the supplementary or new evidence by clicking on Upload a File in the Evidence

Wizard and cross referencing it as usual. (Follow_these steps on Page 8 if you’re not sure how to
cross-reference evidence).

Evidence Wizard [Gnnen
Create Evidence 7
kenaridet
A upload [ petalls = Type 4 Cross Reference
X Pub

Drag and Drop Evidence or Browse Files

Browse Files
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Address a clarification by expanding on the existing commentary.

Please note: You cannot edit a commentary within Learning Assistant. You will need to edit it
on a PC and re-load the file onto the e-Portfolio once it has been amended.

STEP 2a Download the file to your PC and edit in a programme like Microsoft word.

The need for local service evaluation means that in Public Health we may need to

ook at qualitative evidence from self-created surveys to see if service provision

meets the needs of the population to which it is targeted. In this instance we

4

Top tip!

not necessarily be generalisable to the population, but give good evidence that

represents the target group in question

Once | knew how to find evidence and the types of paper: available, | then
needed to learn how to assess their reliability and attended a local critical

Use a different colour to
make it obvious where the

changes have taken place
within your document.

2b Once you’ve made all the changes you can upload it to Learning Assistant in

the usual way using the Evidence Wizard.

Create Evidence

AP Upload 5 Detalls = Type i Cross Reference

Drag and Drop Evidence or Browse Files X

Browse Files

iE uplead ] Details = Type 4 Cross Reference

File Name
Commentary_1_v2_for_clarifications__Implementing_Stoptober_Campaign_in_Kent_County_Cour

File Size

258778

Top tip!

Use file names like

“Version 2” for new
commentaries to make it
jous they’re revised

versions.

sign in the

O Decla

Commentary 1 (v2 for
clarifications)_ Implem...
18£08/2014, 07

<
W

h

18/08/2014, O7-30

2c Make sure you re-name the new
commentary to make it obvious that it is a
revised version. Cross-reference the file as
usual following these steps on Page 8.
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STEP 3a From the course folder navigate to the indicator needing clarification by clicking
on the red indicator number and click the Choose Evidence link to bring up the pop up

containing the list of evidence.

Competence Claim
ik
Evidence Type(s) w 1]
B Commentary 1_imglemen... 4 o ® v
Completed (Assessor Only)

3b Remove the commentary from
the indicator requiring clarification
as shown here in the pop-up.

[Flchocss Evidence | LB, Evidence wizard

in an apprapriate way

" Earnpiign in Mant County -
Counell

Comimmrtary 1_ Implemninting Staptaber Carnpaign in Kent County

Couneil AMENDED

Commerary 2-APHR

evidunee

UKFHR Application for Verification Amended
Commenary 3¢

My OV Updated

Reference

Comimeriary 1iv far dlarifications] - Implementing the Steptatier
Carrpisign i Kart, pel

3¢ But keep it in the Evidence folder for audit purposes (it will be marked as ‘not in use’).

Evidence Folder

Displaying 1 to 18 of 18 Evidence 25 per page

TITLE & SHOWCASE UPLOADED

[ Commentary 1_Implementing Stoptober Campaign in
] Kent County Counci o ﬁ
Evigence noR in use

01 Mar 2018 17:59
by Angels Smythe

tary 1_ Implementing Stoptober Campaign ir

e " {ID 01 Mar 2018 12:06
nz Council AMENDED ﬁ by (2 Smythe
[Ty Commentary 2-APHR s |i2P 27 bl 2015 13:40

-

Once you’re happy that the clarification has been sufficiently addressed via amending
commentary and / or uploading new or supplementary evidence submit for assessment.

STEP 4a Click on the Submit your competence claim link...

Area 1: Professional and ethical practice

<012
Resources Actions
RESOURCE TYPE Seatus:
B o Guidance Deadline:
Actions:

m.a2x

4b Then click on OK to confirm

system. Jearningassistant.com Says

Indicator Started Are you sure you wish to submit your Comgetence Claim?

pn Cancel oK

»" Submit Your Competence Claim

74

/
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9. Addressing Resubmissions

Requests for Resubmission appear in either your Contact Diary, Course Folder or Assessment Log.

01.1b - 1b Recognise and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way

Area 1: Professional and ethical practice

<01 1a Jump to Unit/Element - o1.2>
Resources Actions
RESOURCE TYPE e Requires Resubmission
# (05.03-18 Jane Smith)
01 Guidance
Actions: + Submit Your Competence Claim \
A\
Competence Claim Choose Evidence 42 Evidence Wizard

/h,

STEP 1a Remove the existing commentary and evidence from the
indicator by clicking on Choose Evidence link.

1b Then select the commentary you want to remove
from the pop-up as shown here.

Choose Evidence for: 01,10 - 1b Recognise and address ethical dilemmas and
Issues the proactive of issues in an Wity

REF  DOCUMENT 0
Commentary 1_ Implementing Soptober Campalgn in Kent Courty

Councll

e IMPORTANT
Commantry 14PYE Make sure you DON’T
“ delete the previous
commentary from the

portfolio.

UKPHR Agplication for Verification Aménded
Commentary Je

My OV Updatid

Reference

Commentary 12 for carifications) - Implementing the Stopiober |
Campaign in Kent pdf

Commentary 1 {3 for darifications), Implemsenting Stopicker
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STEP 2 Upload the new Commentary.
Upload the new Commentary

Evidence Wizard

Create Evidence

&, upload [ petalls ‘= Type & CrossReference

And cross-reference it
to the indicator it in the
usual way shown here.

Drag and Drop Evidence or Browse Files

Browse Files

STEP 3 Once the work is completed submit the indicator for assessment by clicking on
the Submit Your Competence Claim link.

Completed 25% Expected 100%
_—

ns Anticipated End Date: 30 Apr 2016

and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way

ethical practice

01.2>
Actions
TYPE Status: Indicator Started
Deadline:
Actions: ~* Submit Your Competence Claim

&
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10. Addressing Partial Acceptances

Requests for Partial Acceptances appear in either your Contact Diary, Course Folder or Assessment Log.

Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) E= caurse Falrer Ll Gap Anatysis S prin
01 - Area 1 Professional and ethical practice STARTED
»01.1a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed and Accepted

v in own area of practice 23 Feb 2018 (Jane Smith)
Total Docs: 3

»01.1b - 1b Recognise and address ethical dilermmmas and issues - demonstrating the proactive addressing of issues in an appropriate way Partially Accepted
z Total Docs: 1

D »01.2 - 2 Recognise and act within the limits of own competence seeking advice when needed Not Staned\““/

Tatal Daes: 0

STEP 1 Upload the new commentary and evidence to the evidence folder.
Using these steps here upload the new commentary

Create Fuidence 7l

E
kmarklet @ L4 Ang
|

& Upload B Derails = Type ¥ Cross Reference
And cross-reference it to
the indicator it in the usual
e way shown here.
Drag and Drop Evidence or Browse Files X PUb“C He y
Browse Files

STEP 2 DO NOT remove the existing commentary and evidence from the indicator since
they have been partially accepted.

Competence Claim

1b

Evidence Type(s) v 1b
[A commentary 1(vz tor cl... O @
Completed (Assessor Only)
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Once the new commentary and associated evidence have been uploaded, submit the indicator

for assessment.

STEP 3a Click on the Submit Your Competence Claim link to submit your work for assessment.

wractice

Actions

Status:
Deadline:

Actions:

system.learningassistant.com Says
Ara you sure you wish to submit your Competence Claim?

i Cancel 0K

01.2%

Indicatar Partially Accepted
(05-03-18 Jane Smith)

~" Submit Your € omperence Claim

N
X‘“\/

3b Then click on OK to
%(\(“\\ confirm your decision.

s
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11. Self-electing a resubmission

If you have already been awarded a Clarification but feel you have better evidence
in a piece of work or Commentary you can request a re-submission.

Send Message
B STEP 1a Contact your assessor via

the Message Centre and request the
), |l e particular indicator as a re-submission.

Subject:

Attachment:

Message: B I u =

n
n
mn
4
-]
]
IF.

RE: Unit 3 section 9 ai

From: Angela Smythe

Hilane

STEP 1b Once your assessor has
amended the decision and awarded a
re-submission you can_follow the steps
for a re-submission.

You have requested a clarification for Unit 3 section 9ai however i feel | have better evidence

Kind regards,

Angela Smythe.
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12. Completing Practitioner Overview

It is highly recommended that you complete the front of the assessment log titled ‘summary of
portfolio by the applicant’ that features in the Assessment Log.

Public Health Practitioner Assessment Log

To be completed by the applicant, assessor and verifier

Name of practitioner: Angela Smith
P ? Top tip!

It’s a good idea to list your
main pieces of work in order
to assist the Assessor and
Verifier as they work through

Summary of portfolio by applicant [optional - e.g. list of main pieces of work]

your e-portfolio.

UKPHR

Public Health Register

STEP 1 To add a Practitioner Overview, go to the Course Folder and click the
Practitioner Overview link at the top of the page to open a new window.

Course Folder KSSPR>
@ / UKPHR Y A"
= Modify Selected Units () Metrics ) Declaration [E] Assessment Log £ Practitioner Overview %
UKPHR - Kent, Surrey and Sussex Public Health Practitioner Assassar Verifisrs y
Registration Support Scheme Jane smith Lewis Riggs
Started 39% CU"'|F leted 25% Expec:ec 100%
Official Start Date: 37 Ju| 2015 Anticipated End Date: 30 Apr 2076
Kent, Surrey and Sussex Public Health Practitioner Registration Suppart Scheme (Incomplete) = Course Folder L Gap Analysis S prine
01

page 29



STEP 2 Fill in the box labelled “Summary of portfolio by applicant”.
Leave the Applicant and Signature Boxes empty. They are not needed.

Top tip!
It is recommended
that the you complete
this box by listing your

Practitioner comments on portfolio - To be completed by the practitioner once the portfolio has been completed.

Applicant

commentaries.

Summary of portfolio by applicant Commentary 1: Implementing Stoptober in Kent

Commentary 2: Reducing fuel poverty through the East Sussex Warm
Homes Healthy People Programme

Commentary 3: Development of Hastings & Rother Health Trainer Service] %6:
e

Signature and date

| Submit the form || Reset the form |

-~

(.

Public Health Practitioner Assessment Log STEP 3 Once the entry is complete, click the ‘submit the
To be complated by the applican,assossor and varifr form’ button and once the entry has saved, close the window.

Name of pracitioner: Angela Smiythe

Applicant: ; {
Summary Of Portfolio By Applicant v

Comenentary 1: Implementing Stoptober in Kent Commentary 2: Reducing fuel
paverty through the East Sussex Warm Homes Healthy People Programme
Commentary 3: Development of Hastings & Rother Health Trainer Service

Signature And Date:

) The text added here will appear on the front page of the
A The Public Health Practitioner Assessment Log.

You can complete the overview section as you work
through your portfolio or at the end, before verification.
You can also edit the Summary of Portfolio as required

S by clicking on the same link, updating the text and
U K IP]E‘] R pressing submit again.
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13. Applying for Verification/Getting references and testimonials

NOTE: Before you start the application process to submit to the verification panel, ensure you
have all the correct documents required for your application:

Verification application form, Testimonial, Reference, Current CV, Current Job

Description, Certified copies of any certificates.

STEP 1a For guidance on this process scroll to the bottom section of the Course Folder page
and click on Other.

Other - Supporting Documents NOT

D » Other.1 - Supporting Documents Mo
Total Docs: 0

Started 0% Compl EIEXB

Forms
Outcome KSSPRS
@/ UKPHR ' Other ' Other.1 — S\
< Mo Previous Elements Jump to Unit/Element - No Further Elements »
Resources Actions
RESOURCE TYPE Status: Indicator Not Started
@ Guldance for References & Testimonlals Guidance Deadline:

i"/ STEP 1b This will then take you to the ‘Element Info’ page from where you can
download the Guidance for References & Testimonials document.
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STEP 2 Upload and cross reference the reference and testimonial.

Use the Evidence Wizard to upload your reference and testimonial to the e-Portfolio as shown in

these steps.

Evidence Wizard

Create Evidence

&, upload [E) petaits = Type > Cross Reference
Drag and Drop Evidence or Browse Fi -~ ) x —
af Upload =] Details = Type
Browse Files
File Name

Testimonials.docx %\'\
Choose the file you wish  ritesize ,Mj

to upload... 182450

Replace File

STITLL WL W LIWITTCITI CHLITIE Wi SYIMGHILG

01 Area 1 Professional and ethical practice

02 Area 2 Techniral competencies in public health practice

04 Area 4 Underpinning skills and knowledge

*& Cros

Other Supporting Documents %«

Forms Application Forms

Agreements Contracts and Agreements

Status: W NotStarted @ Started B Completed B Verifii

...and cross-reference
it under the ‘Other’
section.

Finally tell the system what the document type is that you are uploading.

& Other. 1 Supporting Documents

SUPPORTING DOCUMENTS
i Curriculum Vitae
it Current Job Description

iii Certified copies of certificates

v v Testimenial \
N
v Reference 'V

SELECT ALL

0]

© 0 06 O

jor Only)
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14. Applying for Verification/Uploading a CV and Job Description

As part of the application for assessment your CV and job description may already have been
submitted. If these have not changed then nothing more needs to be done. However if your role

has changed or you need to update your CV then you will need to replace the originals with the
latest versions.

STEP 1 From the course folder page click on Other in the Supporting Documents section.

Other

D » Other.1 - Supporting Documents
Total Docs: 0

Started 0% \: ‘\Dmpleted 0%

In this section
you will see the

Supperting Decuments

Evidence Type(s) w i il v v
CV and or JOb [#) lob Deseription 0 o +
descriptions By ov 0O o v

that have been / Completed (Assessor Only)
submitted. {,

STEP 2a If required you can remove the original CV and Job Description by
clicking on Choose Evidence which will open a new pop-up...

Choose Evidence for: Other.1 - Supporting Documents

REF DOCUMENT

My CV o \
b it 2 2b...and from here
R TR N T S you simply deselect

Campaign in Kent County Council

the old versions.

[ ry 1_ Imple 1g Stoprober Campaign in Kent County
Council

[ v1 I ing Stoptober Campaign in Kent County
‘Councll AMENDED

Commentary 2-APHR

evidence

commentary

UKPHR Application for Verification Amended
Commentary 3e

My OV Updated

C!use E
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STEP 3a Replace a CV and job description in supporting documents with the newer
versions by uploading them using the Evidence Wizard.

Create Evidence

4t Upload [2) petails ‘= Type 2 Cross Reference
File Name

My_CV_UPDATED.docx -+
File Size w

182459

g Upload E] Details = Type ¥ Cross R

3b Ensure you name new
documents in such as way
as to make it clear they are
updated versions.

3¢ Click NA for their type and tick the appropriate

box under the Cross-Reference tab.

Evidence Type(s)
APL - Accredited Prior Learning
C - Commentary

DK - Don't Know
Other Supporting Documents
ER - Exam Result e =

b Other. 15 rting D
EoE - Examination of Evidence ey e

e I :
et ATt SUPPORTING DOCLMENTS

O - Observation

P - Product J  iCurriculurn Vitae

PD - Professional Discussion L
ii Current Job Description
Q - Questioning

iii Certified copics of certificates

STEP 4a Remove the original CV and job description by clicking on Choose Evidence

which will open a new pop-up...

Status: Indicator Not Started

Deadline:

Chonse Fvidence & Fuidence Wirard

4b and from here you
simply deselect the
old versions.

04 Area 4 Underpinning skills and knowledge

SELECT ALL
o

N

(0]

Choose Evidence far: Other.1 - Suppaorting Documents

REF DOCUMENT

My OV_UPDATED

Commentary 1 [v2 for clarifications]_ Implementing Stoptober
Campalgn in Kent County Councll

Commentary 1_ Implementing Stoptober Campalgn in Kent County
Councll

Commentary 1_ Imglementing Steptober Campaign in Kent County
Council AMENDED
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Uploading Certified copies of Certificates

Only the people listed here can certify copies of certificates.

Assessor

Line manager

Referee

Person writing testimonial

The easiest way to do this is to list all of the
certificates and their evidence numbers in a
Word document and ask the person to sign
a declaration at the bottom confirming they
have seen the originals.

STEP 3a Once signed the document is uploaded to the system as usual and cross-referenced

into Supporting Documents.

Evidence Type(s)
My CV_UPDATED

[ Certificates

2% |0:'-:‘|~.\.cr.ials-
&// @”.e""m'm‘r-“.

0000

Supporting Documents

o @©

Completed [Assessor Only)

STEP 3b Submit the Supporting Documents

Deadline:

Actions:

Supperting Decuments

-

A Choose Evidence

Submit Your Competence Claim

@ Evidence Wizard

i v v

Once you are ready you need to
%«(f submit the Supporting Documents

to your Assessor for final checking.
Click on the Submit Your
Competence Claim link in the

= = e Ll b course folder and click OK in the
O @ «
= P pop-up box that appears.
O v
] OUtCO me system.learningassistant.com Says

t w / UKPHR / Forms / Forms.l

Completed (Assessor {

RESOURCE

Are you sure you wish to submit your Competence Claim?

Caneel OK

Downloading Application Form

Resources

RESQURCE

Application for Verification Form

™

TYPE

B9

STEP 4 You can download
the Application for Verification
from your Course Folder. You
can then open the form in
Microsoft word or similar.
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Filling in the Application Form.

STEP 5a Complete all
| the sections apart from

Application for Verification of Assessment to oy
meet the Public Health Practitioner Standards Mm—;;:‘;f:h - ooz the Assessor one. When
@S0 9 SN " = ¢ 5 geoo® gon i 0
e R B AT T Bt you have filled out the
21 o e g 0
5“\#‘ LS ) g v TR

o s ot O oty o R form email it off to your
wih erighnal Sgnaturis o T L
s " . ’ ™ " 0
oot i g b assessor who will then
i follow DCCUMBNLanen: "
e fodowng documentasen o . .

- Aomoy e complete this section.

L] curant Iscription o

& Coplaa ﬂ'ﬂﬁﬂﬂ!l:ﬂﬁmmr—al are carfiad & Bang ganuine by 8 w oW

S0 Coleague (10 Qualfcalions and Courses) o
= A testmonial A
. ™ ot Py ™
A refgrence O S
o ¥ q
Mgne information on tesumoniats and references is proviced in te previcus WM g-a*"*“ A 5b They WI” then
Scton. Thiss giving BaSmonials and rlarancas may be contactad a8 part of E““\ dwﬂft
the varfication procss. v e .
R SN S e e s e ' complete their part
complnted assessment log will b reumed B y0U. You will then be sigile o o
apply to the UKPHR for regiraton this must be done within 3 manths of
:::;Inmmmmﬂwlmrmmbdmmm Framiwonk and w\*““’ of the form and Send
s .
it back to you for
-
W e g .
g o submission to the
gt v:*"“o“e
Pt system.
e

STEP 6 Upload and cross-reference the Application Form

Follow the usual steps for uploading evidence to the folder. Make sure you cross-reference
this to the Application Forms section.

b Forms. 1 Application Forms

APPLICATION FORMS SELECT ALL

i Application for Assessment 0

il Application for Verification \w\
ili Application to UKPHR for Registration as a Public Health Practitioner "\4}

STEP 7 Submit the Application Form
Once you are ready you must

2l owils maciorsiened - gubmit the Application Form to your
bbb Ll Assessor for final checking. Click
Actions: " Submit Your Competence Claim on the 8ubmit Your Competence

Claim link in the course folder and
[ thoose Evidence ‘i_l,twaenccvmj CIICk OK in the pop-up bOX that

appears.
Application Farms
Type(s) v i [T
@ v
Completed (Assessor Only) — (Qutcame system.learningassistant.com Says

LUKPHR / F F A ) ) ]
a9 et S Are you sure you wish to submit your Competence Claim?

Cancel oK
RESOQURCE \
@ Application for Verification Form Learner Guidance Deadline: \:
Actions: Mj
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15. Downloading the Assessment Log

STEP 1 Download the Assessment Log (the log is automatically populated via the e-portfolio)

Go to the Course folder and click on Assessment Log on the right hand side at the top.

Course Folder KSSPRS
@ | UKPHR —N\
= Modify Selected Units @ Metrics ] Declaration [El Assessment Log (2 Practitioner Overview
UKPHR - Kent, Surrey and Sussex Public Health Practitioner e Yoy
Registration Support Scheme Jniie Sirith Lewls Riggs
Started 43% Completed 25% Cxpected 100%
Officlal Start Dave: 37 Jul 2015 Anticipated End Date: 30 Apr 2016
Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) [F= Course Fulder Ll Gap Analysis S Prine

Click on YES to confirm your decision.

[ w LONTIFM ASSSSSMEnT Log

@ Secure | https://system.learningassistant.com/course/

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

. Top tip!

You can download the

Assessment Log at
anytime.

AL o acd] - 3 Show Al | % E‘

5

Started 43%

L-J Homepage

Offical Start Date: 31 1u 20 The Log will then be downloaded to your
B> course roider PC as a PDF.

Kent, Surrey and Suss(

. L Surrey
Support

" Assessmentlog.pdf > # Show All
Started 43%
N

Official Start Date: 31 Jul 2015
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