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

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/vourlocal site Top tip!
Save the web address
to your favourites to

make it easy to find.

KSSPRS

numwmmm
—\/N\ STEP 2 Accept the Terms & Conditions.
. 27 The Terms of Use, our Privacy Policy and the relationship between you and Leaming Assistant shall |
NHS Kent & Medway ePortfolio

Leaming Assistant agree 1o submil 1o the sxclusive jurisdiction of the Courts af England

28, The failure of Leaming A

stant 1o exercise or enforce any right or provision of the Terms of Use sha
provision of the Terms of Lise is found by ac mmfm"vmmtu lidd, the parties never

claim or
the parties’ inlentions as refllected in the provision, and the otb ol Service rema

29. You agree that regardless of any statute or law to the op or De '“ ever h' T ion ar SiNg o
be filed within one year after such elaim or cause of actior

Resei Password  Contact Adminisirator L earning Assistant Support

IAc&?pt .

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

Password

¥
Change your Passward. 'th,)jllds I:::::\!:r?t

Change Password

Current Password

— KSSPRS

r K. Sy el S P Hoakth
Suggestions

5 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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2. Finding your practitioner

STEP 1a Find your practitioner
To locate the practitioner’s portfolio, click on the Settings icon (located by your profile
picture).

City: Learning STEP 1b Click on Learners in the Actions panel
Guilds Assistant

Actions

&8 12! -

Learners Awvatar Password

=

Preferences Logout

Close

This will open up the Quicksearch functionality

Practitioner Quicksearch
Learners | Aszess, Verify or WOR Assess « Verify WOR

Select a Practitioner

+ Smith, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (UKPHR)

Smythe, Angela - - Kent, Surrey and Sussex Public Health Practitioner Regi Zation Support Scheme (UKPHR)

STEP 1c Click on the practitioner’s
whose portfolio you wish to see.

This will open their portfolio at the course folder.

Course Folder KSSPRS
@ | Learners | Angela Smythe | UKPHR — N\
@ Course Snapshot i= Unit Selection WP Award VQ =] Assessment Log L2 Verifier Comments B4 Email Login Details
Angela Smythe &4 Assessors Verifiers

Kent County Council (rractitioner) Jane Smith = Lewis Riggs

B angela.smythe@kec.gov.uk

UKPHR - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme

Started 43% Completed 25% Expected 100%

— A

Officlal Start Date: 31 Jul 2015 Anticipated End Date: 30 Apr 2016 Last Login: 05 Mar 2018 15:10

Course Evidence Registration Contact Reviews Metrics PDR Journey

Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) = Course Folder Ll Gap Analysis () evidence Sampled & Print
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3. Changing your password

As well as being prompted to change your password when you first log in, you have the ability to
update it at any time whilst logged in to the e-portfolio system.
STEP 1a To change your password,click the Settings icon

Ci _ STEP 1b Click on Password in the Actions panel to
gzilds hii::t';‘r?t open the password change tool

1 Actions

a8 o)

Learners Avatar

) /3

Notifications Preferences '\'?Logout

Close

Password

STEP 1c¢ Update your password
by entering your existing password,
followed by your new password and
then confirming it.

Password

Change your Password.

Change Password

Current Password

New Password
Password Suggestions

Confirm New Password

Change Password
DS

STEP 1d To complete the process {,7
click the Change Password button.
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4. Changing your profile picture

Learning Assistant also allows the you to add your photo to the e-portfolio.

STEP 2a From the same Actions
panel, click on Avatar

Actions

oo Q -

Learners Awatar Password

I 21

Notifications &ﬁ]ces Logout

Close

This will open a tool to change your avatar.

Avatar
Change ynur Avatar.

STEP 2b To upload a
Upload Avatar photograph click the

Choose File button and
i

—

& Choose File

Upload Profile Picture

STEP 2c Then click
Upload Profile Picture.

Once the picture has uploaded, you’ll see a success message and your new
picture will show in the box.

Success!
Your profile picture has been updated.

Upload Avatar

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

Fratinn Sunr

ity_ Learning
Guilds | Assistant

Once you close the tool you will see your
new profile picture has been added across
your account.

To change your profile picture, choose a file below and upload. Se|eCt the photograph you
wish to use from your PC.
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5. Downloading the assessment log

One of the real benefits of the e-portfolio is that the Assessment Log is compiled automatically.
All that remains is for you to download and review it.

Step 1a
From the list choose the Practitioner whose Assessment Log you wish to see.

Practitioner Quicksearch

Learners | Assess, Verify or WBR Assess v Verify WEBR

Select a Practitioner

= Smith, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme {UKPHR})

Smythe, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (UKPHR)

Step 1b
Click on Assessment Log in the top section.

-_!- [ Course Snapshot = Unit Selection 5P Award VQ [ Assessment Log & Verifier Comments E3 Email Login Details

e

Angela Smythe &4 sors Verifiers
Lawis Riggs ~ Kent County Council i Jane Smith £ Lewis Riggs
¥ £3 angela.smythedkee. gov.uk
’ USPHR - Kenl, Surrey and Sussex Pubiic Health Pracitioner Registration Suppart Scheme ““

]:"I] Homepage

Started 43 Completed 25% Expreten 100
— —_—

{E Fractitioners
Official Start Date: 31 Jul 2015 Anticipated End Date: 30 Aor 2016 Last Login: 05 Mar 2018 15:40

Mews & Events

Course Evidence Registration Caontact Reviews Metrics PDR Journey

—| Appolntments
E Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) 2 Course Folder Lbl Gagy Arvabymis [ eviclence Sampled & Brine

L4y Forums

01

A pop up window will appear asking for permission to download the Assessment Log.

Step 1c Step 1d

Click Yes to download the Once downloaded you will see this pop up window
Assessment Log PDF to your confirming the download. Click Close to complete
computer for review. the process.

[ N Confim Assessment Log I [ XN Confirm Assassmant Log

£ hitps:system.leamingassistant. comv/coursa/confirm_a.... | & hitps.i/system.leamingassistant.com/course/cenfim_a... |

Thank you for downloading the Assesament Log.

Are you sure you wish to download this Assessment Log?
Clizk elaze buttan te elase window.

[ ves N No |

™ | AssessmentLog.pat = & Showan |
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6. Communicating with the assessor via the message centre

In the event that you want to discuss an aspect of a practitioner’s e-portfolio with
an assessor, the Learning Assistant Message Centre allows you to ask questions, follow up
on work done, and just about anything else!

STEP 1 Reading a Message
The Menu on the left of the screen will show you if there are any new or unread messages in

your inbox.

Top tip!
The red notification
tells you about any new

= Sampling Summary

messages that are in your
inbox.

STEP 1a Click on Inbox to see any unread messages

Create Message
FOLDERS
= Inbox ﬂ€ >

* Unread

vy Starred

—_—

STEP 1b You will be able to see any unread messages, since these are highlighted

in bold text.
Inbox Q) Filter
Actions - Displaying 1 to 2 of 2 Messages 25 per page s 10of1 -
m SENDER & SUBJECT s DATE
Jane Smith Brief meetin, 06 Mar 2018 11:12
Learning Assistant Webinar: Talen! ing you fill your apprenticeship 29 Jan 2018 17:16
Team vacancies

STEP 1c¢ To open a message click on the message you wish to read.
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STEP 1d To respond to the message click on Reply.

RE: Brief meeting

From: Jane Smith

Hi,

06 Mar 2018 11:12

I'd like to schedule a 20 minute meeting in the next week or so. Just to cover off some generic questions | have about the course.

Many thanks,

lane.

STEP 1e Add your response in the space provided.

Reply to Message

Recipients (1 Jane Smith
Selected):
Subject: Brief meeting
Attachment:
Message: B I U &8 £ £ = o @ =& - v -~

Let's arrange one for Tuesday next week. I'm available at 2pm via Skype if that suits?
Kind regards,

Lewis.

T

& Choose File

‘\/‘ STEP 1f When you’re ready click on Send Reply.
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STEP 2a Click Create Message to write a new message.

FOLDERS %
S

= Inbox ﬂ

¥ Unread
i You will now see a blank message box ready to
compose your message.

2y

Send Message

Recipients (0 &% Choose Recipients
Selected):
Subject:
Attachment: @ Choose File
Message: B I U 8|5 = = | @ = - ~ ~

Save as Draft Send Message

STEP 2b You can select single or multiple recipients from the list of Practitioners.

Send Message

Recipients (0 &% Choose Recipients
R - s v STEP 2c Or by
Fublect: e— clicking on Choose
Attachment: R > W Choose File Recipients you can
Message: | Alfreda Riges (Trainer) use the Recipient

Wizard to send a
message to all your
applicants at once
or perhaps to send
a message to the
practitioners in a
particular Cohort.

Recipient Wizard

Select Users by User Group, Course or Company

Select Users from a list
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STEP 2e Give your message a subject

&8 Choose Recipients

Recipients (1 Jane Smith (Trainer)
Selected):
a
Subject: Meeting notes \\&\
'\\}
Attachment: & Choose File
Message: B I U = = E| = o & - = |

I'd like to share the latest round of notes with you from our call last week.

i',/. STEP 2f Use the space provided to write the message.

STEP 2g Once you have completed your message click the Send
button to send the message to them.

Message: B I U = === e = m - e

I'd like to share the latest round of notes with you from our call last week.

Save as Draft Send Message

&

The Applicant will see the notification that they have new messages when they next log in and

they will probably receive an email alert too.

STEP 3 You can sign up for email alerts to be notified when you receive a reply or any other

message from an assessor. Click on Notifications from the Actions panel.

Actions

Learners Mvatar Password
Notifications Preferences Logout

Close
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STEP 3b Fill in the email address you want the notifications to be sent to.

Email Settings
Email Address | Cportfolio@ kent.gov,uld

ssage Digest

U wish to receive an e-mail each day with all your new messages from that day, or an email 2ach time someone sends you a
sage alerting you to that message.

v Mo Per Message Daily

Evidence Upload Digest

Would you like to receive a daily e-mail digest of evidence uploaded by your learners?

STEP 3c Scroll down and select how often you’d like to receive alerts under
the Message Digest section.

Message Digest

.
Do you wish to recelve an e-mail each day with all your new messages from that day, or an email each time someone sends you a TOP tlp!

We recommend that you

message alerting you to that message.

No Per Message |+ Daily

choose to receive daily
'9// notifications.
4

A
7

STEP 3e Click on Save Email Settings to confirm your choices.

Candidate Submission Digest

Do you wish to receive an ¢ mail cach day with all your new candidate submissions from that day, or an email cach time a candidate
submits something for you.

No v Dally Per Entry

Close Save Emall Settings
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7. Checking the course folder & application for verification form

The first task for the verifier is a quick visual check that all indicators have been completed in the
practitioner’s Course Folder.

STEP 1a Using the steps shown here navigate to the folder of the practitioner whose
indicators you wish to check.

Course Folder KSSPRS
3 | Learners | Angela Smythe = UKPHR NS\
01 - Area 1 Professional and ethical practice COMPLETED
3 01.7a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed and Accepted
in own area of practice 23 Feb 2018 (Jane Smith)
lotal Docs: 3
»01.1b - 1b Recognise and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way Reviewed and Accepted
Total Docs: 1 06 Mar 2018 (ane Smith)
*01.2 - 2 Recognise and act within the limits of own competence secking advice when needed Reviewed and Accepted
Total Docs: 1 06 Mar 2018 (lane Smith)
E »01.3a - 3a Act in ways that acknowledge and recognise people’s expressed beliefs and preferences Reviewed and Accepted
Total Docs: 1 06 Mar 2018 {Jane Smith)
301.3b - 3b Act in ways that promaote the ability of others to make informed decisions Reviewed and Accepted
Total Docs: 1 06 Mar 2018 (Jane Smith)
201 .3c - 3c Act in ways that promote equality and value diversity Reviewed and Accepted
bud Total Docs: 1 06 Mar 2018 (Jane Smith)
2 01.3d - 3d Act in ways that value peaple as individuals Reviewed and Accepted
Total Docs: 1 06 Mar 2018 (Jane Smith)
> 01.3e - 3e Act In ways thar acknowledge the impartance of data confidentlality and disclosure, and the use of data sharing protocals Reviewed and Accepred

STEP 1b Check that all indicators read “Reviewed and Accepted”. You can tell at
a glance if an indicator has been completed as the top bar will be green rather than
blue).

Total Docs: 1 26 Feazcj%‘.ﬂ‘.

If any of the Indicators are not marked “Reviewed and Accepted” the verification
process should stop immediately.

When this happens you should contact the assessor directly via the message centre using
the steps shown here, as well as alert the scheme co-ordinator.

If, however, all indicators read “Reviewed & Accepted” then the next step is to
check that the application for verification form has been completed in full.
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STEP 2a Scroll down the Course Folder until you see the Forms 1 link.

> Forms.1 - Application Forms

Total Docs: 1

Started 100% Completed 0%

STEP 2b Click on the link and go to the Application forms indicator page.

STEP 2c Click on the Application form you wish to look at.

Resources Actions
RESQURCE TYPE Status:
Application for Verification Form Learner Guidance Deadlin

Artrinne

STEP 2d Once the form
has downloaded you can
open it on your PC.

'J._ ApplicationferVerificati....pdf U K P][_‘l R

Public Health Register

Application for Verification of Assessment to
meet the Public Health Practitioner Standards

Once your assessor is satisfied that you have met all the standards you must
submit your portfolio with your application for verification to the scheme
co-ordinator.

This form must be completed and signed by you the practitioner (Parts
A and B) and your assessor (Part C). You must send It in hard copy form
with original signatures.

Please submit the verification application form, one complete copy of all your
evidence, together with the assessment log, completed by your assessor and

the following documentation:

& A current CV

e A current job description

& Coples of original certificates that are certified as being genuine by a
senior colleague (for qualifications and courses)

» A testimonial

» A reference

More information on testimonials and references is provided in the previous
section. Those giving testimonials and references may be contacted as part of
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If the application form has been completed you can verify the indicator and leave a comment.

KSSPRS
Angela Smythe © UKPHR ' Forms @ Forms.1 Y A
ence Registration Contact Reviews Metrics FPDR Journey
ication Farms
ents No “er Ele N
Actions
ACE TYPE Status: Indicator Started
lion for Verification Form Learner Guidance Deadline:
Actions: o
\
2e Scroll up to the Actions panel and
click on the Verify button.
Create Diary Entry
Private
+  (Practitioner or Company will not see)
Entry Label
Verification Feedback
Description
B I U s = | = = e & a - [ ol |
Unit 01 Verifled
Y 2f This will open a pop-up where you can
— leave any messages with regards to the
B I U A& = = =+ o QW @a = o« = )
verification. For example, “Completed in full.”
Completed in full
O
V— 2g Click Save to complete the process.

N
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STEP 3a If it’s not completed fully (e.g it’s missing a signature) you will need to refer it back

to the assessor.

Course Evidence Reglstration Contact

Forms .1 - Application Forms

Resources

RESOURCE

Application for Verification Form

wr Summary

Private v | (Practitioner or Company will not see)
try Label Verification Feedback
scription B I U - ===

Indicator Forms Referred

readhack B I U & | = =

There is a signature missing

sintment
Date

I Training Hours 0

S Tealnina [ P -~

Reviews

D (] =

Minutes

Metrics

PDR Journey

No Further Elements

Actions
Status: Indicator Reviewed and Accepted
) (06-03-18 Jane Smith)
Actions:

2

3b To do this click on the Refer
button.

4F

3¢ This will open a pop-up where
you can leave any messages with
regards to why you are referring it
back.

+

+

X Close NEEE

\ 3d Click Save once you are happy
with your feedback.
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8. Verifying supporting documents

STEP 1a Once you are satisfied that a practitioner’s Course Folder is complete...

Course Folder KSSPRS
1  Learners ' Angela Smythe = UKPHR N\

01 - Area 1 Professional and ethical practice COMPLETED
*01.1a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed and Accepted
in own area of practice 23 Feb 2018 (Jane Smith)
Total Docs: 3

»01.1b - 1b Recugnise and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way Reviewed and Accepted
Total Docs: 1 06 Mar 2078 (jane Smith)

*01.2 - 2 Recognise and act within the limits of own competence seeking advice when needed Reviewed and Accepted
Total Docs: 1 06 Mar 2018 (Jane Smith|

i » 01.3a - 3a Act in ways that acknowledge and recognise people's expressed beliefs and preferences Reviewed and Accepted
Total Does: 1 06 Mar 2018 (Jane Smith)

i » 01.3b - 3b Act in ways that promote the ability of others to make informed decisions Reviewed and Accepted

| ol pocs: 1 06 Mar 2018 (jane Smith]
» 01.3c - 3c Act Im ways that promote equality and value diversity Reviewed and Accepted
Tatal Dors: 1 06 Mar 2018 (Jana Smith]
»01.3d - 3d Act in ways that value people as individuals Reviewed and Accepted
Total Docs: 1 06 Mar 2018 (Jane Smith]

i » 01.3e - 3¢ Act in ways that acknowledge the importance of data confidentiality and disclosure, and the use of data sharing protocols Reviewed and Accepted

~| ol poes: 1 26 Feb 2018 (Jane Smith]

i » 01.30- 31 Act in ways that are consistent with legislation, pulicies, governance rameworks and systermns. Reviewed and Accepted

ad Total Docs: 1 06 Mar 2018 (Jane Smith

|_E] * (11.4a - 4a Continually develop and improve own and others’ practice in public health by reflecting on nwn behaviour and practice and Reviewed and Accepted
V' bttt sainron Tomatins s s’ slains 1o bus il AL hiar A1 fama Coniskl

STEP 1b ... and that the Application for Verification is complete and has been verified...

Resources Actions
RESOURCE TYPE Status: Indicator Started
@ Application for Verification Form Learner Guidance Deadline:
Actions:

STEP 2a ...the next step is to make sure that all supporting documents are present, dated and
completed in full. Scroll down to Other in their course folder and click on the red link.

Other

Other - Supporting Documents

» Other.1 - Supporting Documents
>+< Total
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The supporting documents must include the following:

A completed verification application form
A current CV

A current job description

Certified copies of original certificates
A testimonial

And a reference

A

C

Supporting Documents

Evidence Type(s) v i il i v v
[ My CV_UPDATED o ® ¢

[ certificates O @ o

[ Testimonials O ¢ o
@Job Description M i <

[#) Reference 0O o 7 2

Completed (Assessor Only)

STEP 3a If everything is OK click on the Verify button.

]

riginall &

tefierent

fratords

s ey T o e

A LU EIIL UL URSLHIpUUn
Certifled coples of original certificates for qualifications and courses
A testimonial

A reference

No P Jus Eleme
Resources
RESOURCE TYPE
m Guidance for References & Testimonlals Guldance
Private

«  [Practitioner or Company will not see)

Entry Label

Verification feedback

Description
B I U & = &£ | = s [ M = -
Indicater Other.1 Verified
Feedback
B I u = E B = 00 | (L] W = - -
Good werk, thanks,
Meeting / Appointment Date
X Close

]

m

Actions

Indicator Reviewed and Accepted
(06-03-18 Jane Smith)

&

Status:

STEP 3b Complete the pop-up
form to confirm your decision.
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STEP 3c If you are not satisfied with the documents click Refer...

Qutcome
{l Learners Angela smythe UKPHR Other Other.1

A LUITENL JUL esLnipuan

Certified copies of original certificates far qualifications and rourses
A testimonial

Areference

Mo Previous Elements

Resources
RESQURCE TYPL
@ Guidance for References & Testimonials Guidance
.
R Private
riginal
bl | «  [Practitioner or Company will not see)
Entry Label
Verification feedback
Description
B | I | U &5 |= E|=- s E . - e
Indicator Other.1 Referred
teferent
Feedback

B I U & & & =~ o (U @ = v =

The testimonial is missing a s-gnaturel

-

Actions

Status:

Actions:

STEP 3d

KSSPRS

Indicator Reviewed and Accepted
(06-03-18 Jane Smith)

v/ Verify

...and give your

reasons to the assessor for this
in the pop-up that appears.

v
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9. Sampling evidence

The verifier should download the assessment log as per these steps here. They may also print
the document out to make notes.

ment log

Public Health Practitioner Assessment Log ach indicatar of avery sta

o . " " ::‘f"& found within the portiolio.
format’ & L1,
%?omgm?&m?&ud\ the ingim;dol in
d pumber refers 10 the piece of

pient putcome” and "AssESSONS
Name of practitioner. Cole: Babette n
portiol & this with an A and da‘t—a the colum
3with a C and the d ——
Sumimary of lo by apphicant [optional - e.g. list of main pieces of work] e el mnhmmmn

ached your
n piea.'.‘ve m:-dr‘\et oAk mfc?lof en,ud refer to the

e T et e "
jetance hecalse -, and n evidenced
slication of Knowledge have be

following a request
few assessment d“é‘;‘gm\ decision (rather

B! "S‘E",c. Saia1, A 281001
e BssSESSOT

sssed you need o
[gubrmssion Tor yenhcation.

|_j Hl | 2  for the example assessment 1og foe fusther
s
U K d complete the vierilier profoma

Public Health Register :

nt o)

——

STEP 1a Once the assessment log has been

downloaded, you should perform an initial verification

check. The initial check is usually performed by first

reading the assessor overview...

Assessor overview of portfolio - To be completed by the assessor once the portfolio has .

been assessed. STEP 1b ... and then scanning each
e indicator and noting anything of

i coke Bavetie particular interest that the verifier may

Alfreda Riggs

wish to sample further.

| have thoroughly enjoyed reviewing Cole’s portfolio for submission to the UKPHR. The four
commentaries submitted as part of the portfolio provide a snapshot into the public health work that

. g e x Cole develops, delivers and reviews on a daily basie, she clearly has an excellent breadth and depth o T TR v
Oueruiew ot Poro (ncludind 1o ner public neaiih Work gemonsUated by Broviding NUMeROUS xamples of evidence and etalled i | 4 | outoome | | check |
that required clarification or commentarics with regards to her work. Overall Cole is working at a higher level than practitioner
Feabnislo |J- level 5 entry and therefore other than that the c y Is comect, that

suitable and relevant evidence is submitted and 'places’ Cole in each example, the dlarifications & - e | Dl Posted By Verified
resqquired for this portfolin have heen minor (3 9ai; 3 9aii; 3 Saiv; 3 Sav) | hope Cole has found this an A % _ g e Mow 25 MHE  Amcls Riggs
informative and enjoyable refiective piece of work in acknowledgement of her achievements in Exiinca! -Presinaltialireon Accepted 33PN fccezer {mr{tl 15
public health to date. Well done. | Alreda :
Signature and date mns mﬂm . o | ey g
v Alireda Rigas - U//1212015 Aection Sussex

Ginexd werk en hedh the Venncaton
| commeantary and e Panel)

1b Recognise and ethical CHE 1-Commentary - Private  Reviewed Date  Pusied By Verihed
and issues — ing the proacti and C il 'not 1o be reprinted and P T (MH2HS
addressing of issues in an appropriate way _ Alfreda Description Kent,
CHE Assessment 1 - E1-5 - Private and i L"“D‘W“W°Sumand
Gonlicleriial 3115
Conrmree it y 1-Professional Ethical Fracice . Sl?wcl or 30112013 as Sussex
Evidence 1-ProfessionalEthicalPractice Verification

Panel)

(WRTL TLR-Poy e
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The purpose of the initial check is to confirm that for each indicator:
¢ Evidence is cited.

Practiioner standards Applicant evidence Assessment Assessor's comments Verifier
outcome check
Area 1 Professional and ethical practice
1a Recognise and address ethical dilemmas  Commentary1-ProfessionalEthicalPractice Reviewed ﬁfzs e EJ“ME_!' . Verified
and issues — demonstrating knowledge of Evidence1-ProfessionalEthical Practice - 4 1 3:38PM AssessorW (0112115
existing and emerging legal and ethical issues Alfreda Description Kent,
in own area of practice \(\. Riggs Indica:nr D1.1a Accepted a5 Surmey and
51115  Complete
Action Sussex
Good work on both the Verification
commentary and the Panel)
evidence is clear and concise
1b Recognise and address ethical dilemmas  CHE Assessment 1 - Commentary - Private ~ Reviewed ﬁvesu = F"’E"-‘dgi' _ Verified
and issues — demonstrating the proactive :{:1 Caonfidenial "not to be reprinted or and . mhs“smrgg (01112115
addressing of issues in an appropriate way . Alfreda Description Kent,
CHE Assessment 1 - E1-3 - Private and Riggs Unit 01 Accepted as Complete Surey and
S ) ) . 30/11/15  Action Sussex
Commentany1-Professional Ethical Practice Signed off 3011172015 as 7 2
Evidence1-ProfessionalEthical Praciice complete Verification
N

¢ Method of assessment is clear (for example, an observation or written evidence).

3a Act in ways that acknowledge and CHE Assessment 1 - Commentary - Private Reviewed meso e :J°5M§,¥ Verified
recognise people’s expressed beliefs and :;‘:ﬁcﬂ"““‘?"“a] *not to be reprinted or and TAIPN - e B (0112115
preferences - A P e Alfreda Deseription Kent,
il S Riggs Unit 01 Accepted as Complete Surrey and
Confidential £
. W15 Action Sussex
CHE Assessment 1 - E1-14 - Private and Signed off 30/11/2015 as : 3
Confidential complete Verification
Panel)

O

e Whether clarifications or resubmissions of evidence were required, for what reason, and when.

Area 3 Application of technical competencies to public health work

Bai Work collaboratively to plan and or deliver CHE Assessment 1 - E1-12 - Private and
programmes to improve health and wellbeing — Confidential

outcomes for populations communities groups Supporting Evidence

families individuals — demonsfrating a. how

the programme has been influenced by i. the

health and wellbeing of a population

Rigg
071215

Page 8 of 15 it sy Y\}

¢ Whether partial acceptances have been used, for what reason, and when.

Area 4 Underpinning skills and knowledge

10a Support the implementation of policies CHE Assessment 1 - E1-13 - Private and Partially
and strategies to improve health and wellbeing Cenfidential m"d
outcomes — demonstrating a. knowledge of ~ Supporting Evidence Riggs
the main public health policies and strategies 07H2H5

relevant to own area of work and the
organisations that are responsible for them

X

* The date the indicator was met.

3c Act in ways that promote equality and CHE Assassment 1 - E1-2 - Private and Reviewed Date Posted By
value diversity Confidential and Mov 30,2015 Alfreda Riggs

Accepted 1943 FM Assessor
Alfreda Description

Verified
(011215
Kent,

pt
Unit 01 Accepted as Complete Surrey and

Riggs 3

311115 Action
Signed off 30/11/2015 as
complete

3d Act in wavs that value people as individuals CHE Assessment 1 - E1-3 - Private and Reviewed Date Fosted By

Sussex

Verification

Panel)

Verified

N
\"“\/
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Once the initial verifier check has been carried out, you will sample the indicators.

STEP 2a Firstly check what clarifications, resubmissions or partial .

acceptances have been cited in the assessor overview. Top tip!

The assessor overview
usually provides the
best starting point.

Assessor overview of portfolio - To be completed by the assessor once the portfolio has
been assessed.

To be completed by the assessor

Applicant Cole Babette

Assessor Alfreda Riggs

I have thoroughly enjoyed reviewing Cole's portfolio for submission to the UKPHR. The four
commentaries submitted as part of the portfolio provide a snapshot into the public health work that
Cole develops, delivers and reviews on a daily basis, she clearly has an excellent breadth and depth
to her public health work demonstrated by providing numerous examples of evidence and detailed
commentaries with regards to her work. Overall Cole is working at a higher level than practitioner
level 5 entry and therefore other than ensuring that the competency understanding is correct, that
suitable and relevant evidence is submitted and ‘places’ Cole in each example, the carifications
required for this portfolio have been minor (3.9ai; 3.9aii; 3.9aiv; 3.9av). | hope Cole has found this an
informative and enjoyable reflective piece of work in acknowledgement of her achievements in
public healih to date. Well done.

Overview of Portfolio (including
list of indicators in the standards
that required clarification or
resubmission)

Sl AN ek Alfreda Riggs - 07/12/2015

STEP 2b If an observation has been carried out, these are also recommended to be

sampled.
o

Remember: Verification is not a reassessment of the portfolio of evidence. You do not
need to look at all the evidence provided. You should instead focus on ensuring that the
process of assessment has been carried out correctly by examining the assessment log.

STEP 3a The recommended way of sampling evidence in the e-portfolio is to navigate to
the practitioner’s Course Folder using the Practitioner Quicksearch as shown here.

Practitioner Quicksearch

Learners | Assess, Verify or WOR Assess  « Verify WBR

¥ Smith, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (UKPHR)

Smythe, Angela - - Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (UKPHR)
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STEP 3b Once in their Course Folder click on the relevant indicator.

»01.1a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues

in owrlNE actice
Total Do
2

»011b- se and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way

Total Docs: 1

Q » (1.2 - 2 Recognise and act within the limits of own competence seeking advice when needed

Total Docs: 1

Qutcome
G / Learners /| Angela Smythe
Resources
RESOURCE
01

Competence Claim

Evidence

|£) Commentary 1 - Impleme...

[W) evidence

W tary 2-APHR

01.1a

TYPE

Guidance

Type(s)

O

Actions

Status:

Actions:

1a
1a.
M
®
0]
® | v

STEP 3c From here you can view the evidence that has been
submitted by clicking on the relevant file.

Reviewed and Accepted

23 Feb 2018 (Jane Smith)

Reviewed and Accepted

06 Mar 2018 (Jane Smith)

Reviewed and Accepted

06 Mar 2018 {lane Smith)

KSSPRS
=R

Indicator Reviewed
(23-02-

" Verify

S Pri
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10. Making a verification decision

Once you have sampled evidence from a particular indicator you have the option of verifying
or referring the decision.

STEP 1a Navigate to the practitioner’s Course Folder as shown here, then from the Course
Folder click on the indicator that has been ‘dipped into’.

* 01.1a - 1a Recognise and address ethical dilemmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed and ,
in own area of practice 23 Feb 2018 (
Total Docs: 3

» 01.1b - 1b Recognise and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way Reviewed and ,
Total Docs: 1 06 Mar 2018 (|
» 01.2 - 2 Recognise and act within the limits of own competence seeking advice when needed Reviewed and ,
Total Docs: 1 W\ 06 Mar 2018 (|

h, S\

»01.3a - 3a Act in ways that acknowledge and recognise people’s expressed beliefs and preferenceﬁ‘s‘\/ Reviewed and ,

STEP 1b Scroll up to the action panel and if you’re satisfied with the application click the

Verify button.
Resources Actions
RESOURCE TYPE i Indicator Reviewed and Accepted
Status: (06-03-18 Jane Smilh)
01 Guidance
Actions:
Contact Diary L
Create Diary Entry L
e b
= |
Private . STEP 1c¢ Add any comments into the
Practitioner or Company will not see! .
i B " action box.

Entry Label

b

Verification Feedback

Description
B I U ~» = | E|Er e |& | - e
Indicator 01.2 Verified o
Please Note: you are required to
add a comment.
Feedback
B(J] U | a|lm| B = co & m = e w

F{l*:pﬂnse to clarification has been addressed.

page 25



STEP 1d If you have any questions or require further information, then click the Refer button.

Resources Actions
RESOURCE TYPE Indicator Reviewed and Accapted
Status: :
(06-03-18 Jane Smilh)
01 Guidance
Actions:
L,,/.
Contact Diary

Create Diary Fntry

Verification Feedback

Description

B I U & i =2 =- o @D . - -~ o~
Indicator 01.2 Referred
STEP 1e Provide details in the
actions box as to why you have
referred the application.
Fecdback
B | I U #||E=EE = |0 kb =|—|w -

Mestly the document covers off the required Information but no dates have been placed within |
\J

STEP 2 Return to the Course Folder and repeat this process for each indicator dipped into.

ﬁ »01.1a - 1a Recognise and address ethical dilermmas and issues - demonstrating knowledge of existing and emerging legal and ethical issues Reviewed and Accepted
- |_r1 O“T_ .are.:a of practice 23 Feb 2018 (lane §

@ >0 .'|-b - 'I.b Recognise and address ethical dilemmas and issues - demonstrating the proactive addressing of issues in an appropriate way Reviewed .;.r.ld Accepted
[j/j iG‘-E .‘?\F.tecog nise and act within the limits of own competence seeking advice when needed R .\\I-.’e.r;n’ﬂ:.el.d.
@ s ?_I_'Jf -\3‘.; Act in ways that acknowledge and recognise people’s expressed beliefs and preferences Rewi ewed alilt;! Accepted
[:ﬁ }_G‘. 3b - 3.b Act in ways that promote the ability of others to make informed decisions Re\..fie\:vle_dfrllfi Arfcefjlelc.?

If you are happy with all the indicators sampled in the core area and do not need to dip into any
further indicators then you can verify that core area.

STEP 3a From the Course Folder page click on Verify Unit.

ntinually develop and improve own and others’ practice in public health by objectively and constructively contributing to Verified
effectiveness of own area of work. 06 Mar 2018 (Lewis Riggs)

Completed 100% VI..InIt
—

)
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3b Fill out the detail in the actions box to explain why you are happy to verify the unit.

Private v (Practitioner or Company will not see)
Entry Label Verification Feedback ¥
Description B I U = == = o = m - e~ 0

Unit 01 Verified .
If you are not able to sign

off an entire core area, you
should do nothing and leave
it for the verification panel
to discuss.

Feedback B I U - == | = e | [ - - -

| have checked the evidence is cited, method of assessment clear. | have sampled
one standard in depth in this Unit (11d) and am satisfied with the assessor's

assessment.|
E ’

.

3¢ Click Save once
P (3 Save you are happy with
X your Comments.

N

YO 2 save 3d Click Close to complete
the process.

3e You should repeat this for each core area.
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11. Verifier’'s comments form

Before completing the verifier’'s comments form you need to make sure all of the following
questions can be answered:

o Is the assessment log fully completed for each indicator of every standard?
o Have you ticked and dated the verifier check column?

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

o Does clarification and resubmission evidence appear to be sufficient?

o Have any observations been carried out?

° Are you satisfied with the evidence summarised on the proforma provided by the
UKPHR for this purpose?

e  Which pieces of evidence have you dipped into?

STEP 1a Once you are happy that all the above questions have been answered click Verifier
Comments in the practitioner’s portfolio. These steps here will show you how to get to their

portfolio.
Course Folder KSSPRS
fat | Learners = Angela Smythe = UKPHR = WA Y
[ Course Snapshot = Unit Selection € Award VQ [El Assessment Log % Verifier Comments &3 Email Login D¢
Aﬂge|a Smythe %} Assessors Verifiers
Kent County Council (rractiiones) Jane Smith .:““)\ Lewis Riggs
E4 angela.smythe@kcc.gov.uk
UKPHR - Kenl, Surrey and Sussex Public Health Practitioner Registration Support Scheme
started 56% Completed 44% Expected 100%
— —
Official Start Date; 37 Jul 2015 Anticipated End Date: 30 Apr 2016 Last Login: 05 Mar 2018 1232

Course Evidence Registration Contact Reviews Metrics PDR Journey

Kent, Surrey and Sussex Public Health Practitioner Registration Support Scheme (Incomplete) [&= Course Folder L1l Gap Analysis |9 Evidence Sampled ey,

Once clicked a pop-up window containing questions will appear and you will need to answer
each fully.
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STEP 2a Ensure that you add your name and answer the questions in full:

Verifier commants on portfolio - To be completed by the verifier once the portfolio has baen verified.

Name of Verifier Lewis Rodriguez
Is the log fully leted for cach of every standard?
Have you ticked and dated the verifier check column? . f:: =

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

Does clarification and resubmission evidence appear to be sufficient? Yes B

Have any cbservations been carried out (standards 11 and 12)7 / Ho

Are you satisfied with the evidence summarised? Yos

Which pieces of evidence have you dipped into?

Overall view of portfolio & additional comments

Signature and Date

Submit the ferm | Reset the form

The answers to these questions are added to the practitioner’s e-portfolio Assessment Log.

5
Verifier s on pertfolio - To be ] by the verifier ence the portfolio has been verified.

Name of Verifier Lewis Rodriguez

I5 the log fully | for each of every dard? Yes B

Have you ticked and dated the verifier check eolumn? Yes B

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

Does clarification and resubmission evidence appear to be sufficient? Yes E

Have any observations been carried out (standards 11 and 12)? o

Are you satisfied with the evidence summarised? Yos

Which pieces of evidence have you dipped into? 01.1a, 01.1b, 01 3a, 01 3¢, 0134, 01 3e, 013, 0142, M dc,
01ds, 0253,
02 5o, 02.6b, 02.7b, 03 Saiii, 03 Saiv, 039av, 0394, 0394,
03 8h, 04.10a,
04.10d, D4 Vi, 0417

Overall view of portiolio & additional comments This portfalio seems to have been put tagether well. This
applicant is warking at higher lovel than that required for
peactitioner registration. Sha has
rotlocted woll an her activities in her commaentarias. The only
small point | would make is that for some standards she had

Signature and Date | Lewis Rodriguez - 0’5.’12.‘2‘0&!1

submit the form | Resot the form

STEP 2b If necessary you can return to these comments and amend as necessary...

nef Which picces of evidence have you dipped into? 011a, 01,1h, 013a, (1 3¢, (41.3d, 0130, 0131, 01.da, 01.dc,
01.dwr, 02 5a,
02 S, 02 Bb, 02.7h, 03 Saiii, 03 Saiv, 03 G, 03 9, O3 Ge,
110 03 9, 0 10a,

04.10d, 04 11, 0412,

et )

Overall view of pertfolie & additional comments practitioner of whom | have no problem in recommending far
reglstration.

Was a pleasure ta verify|

E 2

O Signature and Date Lowis Rodrigues - 09/12/2015

T / submit the form | Reset the form |
~

STEP 2c ... remembering to save any changes to the document.
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2d Once all questions have been completed you can submit the form.

Verifier s on portfolio - To be pl
Name of Verifier
Is the log fully leted for each indi of every dard?

Have you ticked and dated the verifier check column?

Does the portfolio appear 1o be the applicant’s own work?

Does clarification and resubmissien evidence appear to be sufficient?
Have any cbservations been carried out (standards 11 and 12)?

Are you satisfied with the evidence summarised?

Which pieces of evidence have you dipped into?

Overall view of portiolic & additional comments

Signature and Date

2e Finally log-out of the e-portfolio.

Actions

e &

Learners Avatar

&

Notifications Preferences

by the verifier once the porifolie has been verified.

-

Password

[

Logout ‘:

Lewis Rodriguez

ves B
ves B
ves B
ves B

No

011a, 01.1b, 01 3a, 01.3c, 013d, 01 3e, 013, 01da, 0dec, |
01.de, 0254,

02 5o, 07.6b, 02.7h, 03 Saiii, 03 Saiv, 03 Sav, 03.94, 0390,
03.9h, 0410,

04.10d, 04 11ci, 412

This portfolio seems to have beon put tagether well. This
applicant is warking at higher lovel than that required for
practifioner registration, Sho has

rotlocted wall an hor activities in her commantaries. The anly |
small point | would make is that for some standards she had |

Lewis Rodriguez - 09/12/2015 |

2f All that remains to do is to inform the Scheme Co-ordinator and ensure that the e-portfolio is
sent to the Verification Panel for their recommendation.
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