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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
STEP 2 Login using the username and password you have
been given.

i
If you have not received
the email, check your junk
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.

i
Use this link to help you
if you have forgotten
your password.

STEP 4 As this will be the first time you have logged in you will be asked to accept the
Terms & Conditions
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2. Setting up notifications, changing password and editing your profile
When you click on the Avatar a dropdown menu
appears that will allow you to configure your
account.

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
notifications.

!
Please note that if ‘No’
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.
Follow the instructions in the pop-up to create a new password.

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

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

5

6
1

3

2

4

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
STEP 1 Click on My Programme in the left
hand menu to open your programme.

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

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

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

STEP 5 To add a Commentary,
Evidence or Supporting
documents click Upload
Evidence.
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STEP 6 From the Evidence Wizard click on the Browse Files button and locate the file
you wish to use.

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.

EV1.2A MBarket Briefing Notes (Jan 2019)

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: Ev1.1 PH Report (April 2020) or an
Email you are using in commentary 2 could be: Ev2.1
Email (May 2020)

STEP 8 Under the Type tab find the
correct type of evidence from the list - to
keep things simple, we recommend you
select Commentary if you are uploading a
commentary and N/A for anything else.
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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.

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.
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Click on Choose Evidence under the Actions panel on the right hand side.

This will open a pop-up
showing all the evidence
you have uploaded and
from here you can select
which one you wish to
use.
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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

STEP 2 Click the Submit Your Competence Claim button.
STEP 3 Only once you are sure all files are correct
Click on OK from the pop-up to confirm you wish
to submit the competence claim.

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

You will notice the status has now
changed confirming the evidence has
been submitted.

!
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
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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.

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).

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.

Here is where you will see the
assessment decisions giving the
reason why the standard has
been returned for clarification or
resubmission.
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Addressing Clarifications
STEP 1 If addressing your
clarification requires additional
evidence you will need to add
this via the Evidence Wizard
and cross referencing it as
usual following the steps in
Section 4.

i
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

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.
i
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.

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

i
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.

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

Click on YES to confirm your decision.

i
You can download the
Assessment Log at anytime.

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

page 14

Final checklist
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.
i
If you’re not sure what to do for this
section then read the guidance that can
be downloaded from this section or
contact your local scheme co-ordinator.

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
Your name
List the title of your commentaries

Your signature
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9. e-Portfolio URLs for local Schemes

Scheme

URL

South West

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

Thames Valley

https://system.learningassistant.
com/HETV/

Wessex

https://system.learningassistant.
com/HEWESSEX/

Kent Surrey and Sussex (KSS)

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

London

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

West Midlands

https://system.learningassistant.
com/HEEWM/

East Midlands

https://system.learningassistant.
com/PHEEM/

East of England

https://system.learningassistant.
com/UKPHR/

Yorkshire and Humber

https://system.learningassistant.
com/UKPHRYH/

North West

https://system.learningassistant.
com/NWPH/

North East

https://system.learningassistant.
com/PHENE/
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