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Public Health Practitioner Registration Support Scheme

E-Portfolio User Guide for Practitioners

1. Logging in for the first time

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

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

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

Reset Your Password Password changed successtully

Ta change your curment password, enter a new password and confirm Your password has been updated successfully

| 1 <?
Reset Password

)

Use this link to help you
if you have forgotten
Reset Password  Contact Ac your password.

(A

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

Cookies we use.

Learning Assistant
Use: 1o s1ore the Leaming Assistant Reference to identify your Training Provider

Type: First party persistent cookie

Expires: The cookle kasts 10 days

Google Analytics

Use: 1o record bassc computer information such as: repeal visils, page usage, country of orgin
Type: Third party sessi arsishent coakie
Further information: T C COOKIES S, can be found here: develope:

If you have any questions of concens, please contac us al digilalsuppori@otyandgy
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2. Setting up notifications, changing password and editing your profile

= & ‘EC} When you click on the Avatar a dropdown menu
appears that will allow you to configure your
account.

B9 Notifications

E] Password

@ Avatar

> Logout

STEP 1 From the menu click on Notifications to choose how often you’d like to receive an email
with notifications for Messages and for Contact Diary entries (assessment feedback).

(i)

We recommend that you

choose to receive daily
Email Address  johnsmith@Kkcc.gov.uk notifications.

Email Notification Settings

Message Digesr

Do you wish to receive an e-mail each day with all your new messages from that day, or an email each time semeone sends you a message
alerting you to that message.

No Per Message v Ddl|y¥<\
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 Please note that |f ¢ N O’
diary entry lor you.

No v Daily  PerEntry is selected this will
result in no alerts being

delivered to your email

address.

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

@ Preferences

) sicairsaisi Follow the instructions in the pop-up to create a new password.

s .
& Password < Password C.ty??,x Learning
Change your Password, G mlds Assistant
@ Avatar >

Change Password

Current Password

Mew Password

Suggestions

Confirm New Password

Change Password

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

Follow the instructions in the pop-up to upload a new image.

&3 preferences Be sure to click Upload Profile Picture before closing the
B4 notifications pop_up'
E| Password
Avatar City 8% Learning
Q) Avatar IMER N Guilds | Assistant

Upload Avatar

3

—

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

W Choose File

Upload Profile Picture
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3. Useful Information

The top panel on your homepage contains useful information that you can access and refer to
throughout the duration of the course.

UKPHR 2019 - Public Health Practitioner Standards 2019 (UKPHR 2019) := Unit Selection "] Declaration
5 III Assessment Log 6 Practitioner Overview -:L:‘ Metrics
Started 13% Completed 4% Expected 0% Assessors 1 Verifiers
e Test Test
3 4 Assessor2020 Verifier2020
1 Your assessor’s name 4 Work that has been signed-off as completed
2 Your verifier's name 5 Download the assessment log

3 Percentage of work that you have done 6 Complete the Practitioner Overview
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4. Uploading commentaries, evidence and supporting information

C&xilds d STEP 1 Click on My Programme in the left

hand menu to open your programme.
L =

STEP 2 Click the course title or any of the units to
go to the Course Folder.

'ii? My Programme

@ Evaluation

UKPHR 2019 - Public Health Practitioner Standards 2019

: HH 0000 ESER

STEP 3 Once in the Course Folder click on Evidence to open the evidence folder
Course Folder

1 UKPHR 2019

UKPHR 2019 - Public Health Practitioner Standards 2019 (UKPHR 2019) = Unit S

Staried 5% Completed 4% Expecied 0%

Course Evidence Registration Contact Metrics

UKPHR 2019 - Puhl%(“\framtinn!r standards 2019 (UKPHR 2019)
‘\\/

STEP 4 Once the Evidence folder is open click the Evidence Wizard button.

Evidence Folder A% Download 58 g Evidence Wizard
Displaying 1 to 1 of 1 Evidence 25 per page b 10f1

TITLE * TYPE UPLOADED H 4

Dy MBarker Briefing Noles ) :1:, 02 Jul 2020 12:18
e M\ I;_r’nlL]l-l‘Jl.llrlL'I'ZUZU &
Displaying 1 ta 1 of 1 Fvidence 25 per page v 1ef1
Evidence Wizard

STEP 5 To add a Commentary, CreateFtvidence

Evidence or Supporting

documents click Upload it Byl

. ﬂ' Upload an existirlY{i your computer or mobile device into the evidence folder. The wizard helps yi
EV|dence_ reference the iterw< ce.
<
.,

Create Evidence

y Create a new item of evidence from scratch by entering text directly. This is really useful for creating evid
uplnad a dorument or file
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STEP 6 From the Evidence Wizard click on the Browse Files button and locate the file
you wish to use.

y Upload : Details = Type : Cross Reference

Drag and Drop or Browse for FILFS

3 Rrowse for FILES

&«‘\

\

W

STEP 7 Under the Details tab you can add in information about the file. The title will have
been automatically pulled through but you should double check this is correct.

,ﬁ, Upload @ Details ‘— Type »& Cross Reference
Title EV1.2A MBarket Briefing Notes (Jan 2019)

Description BE I U = == =

. co | [u]  wm - Ll |

(i)

Use a consistent labelling of evidence, including the
date, which will help you and the Assessor navigate
your portfolio easier. For example a public health
report that you are using in commentary 1 could be
presented as: Ev1l.1 PH Report (April 2020) or an
Email you are using in commentary 2 could be: Ev2.1
Email (May 2020)

ails | = 1y - STEP 8 Under the Type tab find the
APL - Accredited correct type of evidence from the list - to
\arming keep things simple, we recommend you
\«\ select Commentary if you are uploading a
DK - Don't Knov\é‘\“\) commentary and N/A for anything else.

F Typets) C - Commentary

&ER - Exam Re

EoE - Examination of Evidence
MA - Not Applicable

O - Observation

P - Product

PD - Professional Discussion
Q - Questioning

RA - Reflective Account

S - Simulation
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STEP 9 The next step is to cross reference your commentary or evidence file to the
relevant standards. There are 2 different ways you can do this:

Option 1

Under ‘Cross Reference’ click on the correct standard(s) to open a dropdown
displaying the associated standard(s). You can then select which of these you need to
include. Once you’re happy with your selection be sure to click the Save button.

4 upload [3) petails = Type ¢ Cross Reference
Select units for cross-referenci ng of evidence @ Toggle All
11 Practising professionally, ethically and legally EX

1.2 1.2 Use an ethical approach in your area of work, identifying ethical dilemmas or issues arising and how you address them.

1.2 SELECT ALL

v 1.2 Use an ethical approach in your area of work, identifying ethical dilemmas or issues arising and how you address them. o
1.3 1.3 Act in ways that promote equality and diversity. ("

1. 4 1.4 Acl in ways Lhal value people as individuals.

1.5 1.5 Act in ways that recognise people’s expressed beliefs and preferences.

I*1. 6 1.6 Act within the limits of your competence, seeking advice when needed.

1.7 1.7 Continually develop own practice by reflecting on your behaviour and role, identifying where you could make improvements.

- 1. 8 1.8 Contribute to the development and improvement of others' public health practice.

2 2 Using public health information to influence population health and well-being | Started |
2.1 2.1 Identify data and information requirements to deliver the public health function demonstrating use of epidemiclogical terms and

concepls.

21 SELECT ALL

2.1 Identify data and information requirements to deliver the public health function demonstrating use of epidemiological o
terms and concepts.

I*2.2 2.2 Manage data and information in compliance with policy and protocel, demonstrating awareness of data confidentiality and
disclosure.

= 2.3 2.3 Obtain, verify and organise data and information, showing awareness of potential data anomalies.

Option 2 Follow the same steps for uploading the evidence but instead of carrying out the
cross referencing in the Evidence Wizard you can do so from the Course Folder.

Go to your Course Folder and click on the standard you want to claim.

Course Evidence Registration Contact Metrics

UKPHR 2019 - Public Health Practitioner Standards 2019 (UKPHR 2019) L Gap Analysis

1-1 Practlsing professlonally, ethically and legally

@ » 1.1+ 1.1 Comply with statutary legislation and practice requirements in your area of wark. Reviewed a

D »1.2-1.2 Use an ethical approach in your area of work, identifying ethical dilemmas or issues arising and how you address them.

D *1.3- 1.3 Act in ways that promate equality and diversity.
| T ,
ﬁ * 1.4 - 1.4 AL in ways thel value people a3 individuals. y}
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Click on Choose Evidence under the Actions panel on the right hand side.

Actions

Status: Outcome Not Started

| Choose Evidence  evidence Wizard

O

Choose Evidence for: 1.3 - 1.3 Act in ways that promote equality and diversity. This will open a pop-up

showing all the evidence
AR you have uploaded and
from here you can select

which one you wish to
Evidence 4 use.

Evidence 5

Evidence 3
Evidence 2
Evidence 1

MBarker Briefing Motes
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5. Submitting standards for assessment

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

STEP 1 To do this, go to the Course Folder and click on the standard you wish to submit

1 - 1 Practising professionally, ethically and legally

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

Total Docs: 1

» 1.2 - 1.2 Use an ethical approach in your area of work, identifying ethical dilemmas or issues arising and how you
by Tota

§ A\
[_H > 1 .'_-‘,(—’\“\/in ways that promote equality and diversity.

STEP 2 Click the Submit Your Competence Claim button.

o STEP 3 Only once you are sure all files are correct
Click on OK from the pop-up to confirm you wish

Sistrns 5 o] to submit the competence claim.

Deadline:

Actions: system.learningassistant.com says

" Submit Your Competence Claim
(&‘\)ﬁ‘ Are you sure you wish to submit your Competence Claim?

Cancel
(i)
Check all files are correct as once
submitted to the assessor they are
locked and cannot be edited.

Actions You will notice the status has now
changed confirming the evidence has
Status: Outcome Submitted & Awaiting Review been submitted.

Campetence Claim o

1.2

Please note as a minimum you will need
to submit a minimum of three documents
against each standard:

Commentary

Evidence of knowledge

Evidence of application

Evidanca Typea(s) w 1.2
Evidence 1 (= o @

Completed (Assessor Only)
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6. Addressing Clarifications and Resubmission

When you log-in to your e-portfolio you will be able to see on your Homepage the latest activity
on your portfolio including any requests for Clarifications or Resubmissions.

") Awaiting Review
PRACTITIONER OUTCOME(S) SUBMITTED

Thara are no Outcomes 1o dispiay.

% Lotest Contact Diary entrics

ENIRY POSIED

Indicator 7 35 Accepled as Complele 04 Aug 2020 7356

Indicator 1, 3 Returned for Clarfication 04 Aug 2020 23:55

Indicalor 2, A e g’: 04 Auy 2020 23.37
04 Aug 2020 11:38

Mbarket Linetng Now Ll 14 Jul 2020 14221

COverdue
CUTCOME(S) STATUS DFADLINF

There are no Oulcomes Lo display.

Accessing your Clarifications and Resubmissions

STEP 1 Go to your Course folder and find which standard have been marked as needing
clarification and resubmission.
(Please note those with green tick have been accepted and no further action is required).

2 - 2 Using public health information to influence population health and well-being

D » 2.1 - 2.1 |dentify data and information requirements to deliver the public health function Reviewed and Returned
demonstrating use of epidemiological terms and concepts. 02 Jul 2020 (Test Assessor2020)

otal Docs: 2

m » 2.2 - 2.2 Manage data and information in compliance with policy and protocol, demonstrating % Reviewed & Resubmitted
.1 awareness of data confidentiality and disclosure. K’//

STEP 2 Click on the standard to get more information on why clarification or
resubmission is required. This will take you to the specific standard where you can
scroll down to find the feedback.

Displaying 1 to 1 of 1 Diary Entries 25 per page hd < 10f1 v 2
@ ™ Test Assessor2020 (Primary Assessor) QOutcome(s): 20.1 m
b 02)u202012:33 =

Description Feedback Info

Indicator 2.1 Returned for Clarification > Assessment Feedback

You have demonstrated understanding for this
standard. In your commentary you have reflected on
your understanding of the use of epidemioclogical terms

Here iS Where yOU W|” see the and concepts from the masterclass you attended and
. L. how you applied this to your public health practice.
assessment decisions giving the However the masterclass you refer to as the knowledge

source and the |SNA section you wrote as evidence of

reason why the standard has =l _ S
application is not provided. Therefore clarification is

been returned fOI’ C|arificati0n or sought on providing the evidence of knowledge and

reSmeiSSion application to practice for this standard.
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Addressing Clarifications

STEP 1 If addressing your Fvidence Wizard

clarification requires additional =~ e dence

evidence you will need to add

this via the Evidence Wizard
and cross referencing it as
usual following the steps in
Section 4.

)

If you want to use additional evidence that
is already uploaded to the portfolio then
you can cross reference it by going to the
evidence folder by following option 2 of
Section 4

Y

zte Evidence

Upload tvidence

Upload an existing file from your computer or mobile device into the evidence folder. The wizard helps y

ence the [tem of evidence.

reate a new item of evidence from scratch by entering text directly. This is really useful for creating evid
upload a document or file.

would seek the views of as MAMTY Service uters as poﬁ‘i.lb. These results would
not necessarily be generalisable o the population, but give good evidence that
represents the target group in question.

Once | knew how to find evidence and the types of papers avallable, | then L
needed to learn how to assess their reliability and attended a local eritical

STEP 2 If addressing your clarification
requires additions or edits to a Commentary
you will need to create a new version. Your
old version cannot be removed but you can
download it and edit in

a programme like Microsoft word.

()

Use a different colour to make it
obvious where the changes have
taken place within your document.

STEP 3 Once you’ve made all the changes you can upload using the Evidence
Wizard. Make sure you re-name the new commentary to make it obvious that it

is a revised version.

Create Evidence

A2 Uplead | Detalls = Type % Cross Reference

Drag and Drop Evidence or Browse Files

b upload ) Detalls = Type

File Name

#: Cross Reference

Use file names like “Version 2”
for new commentaries to make it
obvious they’re revised versions.

Commentary_1_v2_for_clarifications__Implementing_Stoptober_Campaign_in_Kent_County_Cour

File Size

258778

Replace File
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Addressing Resubmission

If addressing a resubmission this means you will need to demonstrate this standard in a new
piece of work with new evidence of knowledge and application.

STEP 1 Remove the existing commentary and evidence from the specific standard
requiring resubmission by clicking Choose Evidence

Course Evidence Registration Contact Metrics

1.3- 1.3 Actin ways that promote equality and diversity.

1.2 - 1.4%
Resources Actions
RESOURCE TYPE Status: Qutcome Started
Deadline:
Actions: r Competence Claim
wile
Competence Claim Choose Evidence Nzam
IMPORTANT

Make sure you DO NOT delete the previous
commentary or evidence from the portfolio.
You only need to remove it from the standard
for which the resubmission is requested.

Choose Evidence for: 1.3 - 1.3 Act in ways that promote equality and diversity.

DOCUMENT

Evidence 2

Commentary

Doc_4a -

Evidence 5

Evidence 4

Evidence 3

Evidence 2 of

Evidence 1 \
¢

MRBarker Briefing Notes

STEP 3 Now follow the steps in Section 4 and Section 5 to upload the new commentary and
evidence to address the resubmission.
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7. 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

UKPHR 2019 - Public Health Practitioner Standards 2019 (UKPHR 2019) := Unit Selection [*] Declaration

Assessment Log {2y Practitioner Qverview (© Metrics

2

Started 13% Completed 4% Expected 0% / Assessors Verifiers
— ' 4 Test Test
Assessor2020 Verifier2020
Click on YES to confirm your decision.
@ [ ] Confirm Assessment Log
# system.learningassistant.com/course/confirm_ass...
Are you sure you wish to download this Assessment Log? @
Yes | No | You can download the

Assessment Log at anytime.

The Log will then be downloaded to your
PC as a PDF.

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

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

~ Show All x

B AssessmentLog.pdf

page 14



Once all standards have been accepted by your assessor, the following need
to be completed for verification.

OTHER SUPPORTING DOCUMENTS

Ensure you have all the correct documents required for your application uploaded to Other
Supporting Documents.

Other .1 - Supporting Documents ()

If you’re not sure what to do for this
section then read the guidance that can
be downloaded from this section or
A completed verification application form ('see application forms sec  contact your local scheme co-ordinator.

A current CV

For the verification stage, in addition to your completed portfolic an
provide the following documentation:

A current job description
Certified copies of original certificates for qualifications and courses
A testimonial

Areference

APPLICATION FORMS
Ensure you have completed the Application for Verification Form and
the Application to UKPHR for Registration form and follow the steps in

Section 4 to upload using Evidence Wizard

PRACTITIONER OVERVIEW
Complete the Practitioner Overview

Applicant E Your name

Summary of portfolio by
applicant

List the title of your commentaries

Signature and date E Your signature |

| Submit the form || Reset the form |
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9. e-Portfolio URLSs for local Schemes

Scheme URL

https://system.learningassistant.
South West com/SWPHPRS/

https://system.learningassistant.

Thames Valley com/HETV/

https://system.learningassistant.

Wessex com/HEWESSEX/

https://system.learningassistant.

Kent Surrey and Sussex (KSS) com/NHSKM/

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

https://system.learningassistant.

West Midlands com/HEEWM/

https://system.learningassistant.

East Midlands com/PHEEM/

https://system.learningassistant.

East of England com/UKPHR/

Yorkshire and Humber https://system.learningassistant.

com/UKPHRYH/
https://system.learningassistant.
North West com/NWPH/
North East https://system.learningassistant.

com/PHENE/
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