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1. Introduction
Briefly introduce your project idea.
2. Problem Statement
A proposal document should address two primary questions in relation to the
project: What, Why
o
o
o
o

What is the problem to be addressed? (as you now understand it)
Relevance or importance of problem
What are the existing gaps and challenges?
What are the opportunities / benefits for the organisation and/or user(s)?

You are not expected to write more than 250 words.

3. Objectives
Write down your project objective in a very precise and concise manner.
Frame SMART objectives:
o Specific: The objectives should be clear and unambiguous, (what you intend
to achieve).
o Measurable: The objectives should be quantifiable so that one can see if they
are being achieved or not.
o Achievable: The objective should be feasible, viable and within the
control/capacity of the organization.
o Realistic: When you draft the objective, ensure that they are realistic and can
be attained within the available resources and period.
o Time – bound: It is important to give a time-frame for completing a particular
objective.
 Use active verbs like create, identify, design, and develop etc.
 Keep 3-4 objectives:

4. Literature Review
Please see Appendix I.
Provide a brief version of the review for the proposal.
A comprehensive review will be included in the dissertation
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5. Methodology for Implementation ( Please also see Appendix II)
The purpose of this section is to present the process by which you will arrive at
the final product/service. This section may include the following sub-sections:


Business Analysis / Requirements Gathering



Design Solutions



Implementation /Deployment



Testing & Verification

6. Feasibility Study
With above defined scope, would you be able to meet your project schedule?
Do mention following aspects:
i. Risks Involved: Identify the risks involved, and how you would be able
to cater.
ii. Resource Requirement: What computing or any other resource you
would need?

7. Solution Application Areas
Is your project of some real value? Which industry or application domain you
are targeting? How that target domain may benefit from your solution?

8. Tools/Technology
Mention all the HW/SW tools/technologies required for the project.
10. Milestones
Mention all major tasks/sub-tasks to be accomplished. You would use these
milestones while defining the project timeline.

11. References
Mention all the literature or web references here. The references should be
properly numbered and correctly used in the text.
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Reference text should be written in quotes and indented and the references
marked in [square brackets]. “Reference material” [1].
The Reference section should be in the following fashion:
 Book: Last Name, First Name. “Tide of Book”. City: Publisher,
Copyright Date. Page numbers
 Journal Article: Author's last name, Author's first name. "Title of
article," Name of journal, date and page number(s).
 Internet Web page: Author. “Title of Web page”. Date on the page.
Company associated (if any). Date you last saw the page. URL.
 Online Magazine or Newspaper Articles: Author's last name, Author's
first name. "Title of article." Name of magazine, date of magazine,
page numbers. Reproduced in Name of Database. Library where
database was accessed, location of library. Date of access.

Appendix I: Literature Review
What is a literature review?


Literature (source) = publications which have been written on a particular
topic, such as journal articles, project reports, on-line resources.



The review = the careful selection of literature relevant to your topic and the
presentation, interpretation, classification and evaluation of this literature.
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Why do a literature review?
Your literature review becomes an essential link in your project:



The literature review provides the reader with all the important background
Information needed to understand your project.



It places your project as one link in a chain of research/work that is
developing knowledge in your field.
o To understand where you are going, it is important to understand
what came before you.



It demonstrates to the reader that you are aware of up-to-date and
important knowledge on your topic



It may also be used to justify or provide a rationale for your project
framework or your methodology

In the literature you WILL …






identify a gap in existing knowledge, that is, you will identify what we still
need to know about this topic or issue
POSE a question related to this gap. This will be the problem you propose to
address
compare and contrast different works/product on the topic
highlight gaps
In this way your literature review becomes a critical discussion of the
knowledge or ideas related to your project topic

Getting started


Reading anything on your project area is a good start. You can then begin
your process of evaluating the quality and relevance of what you read, and
this can guide you to more focussed further reading.



Some useful suggested questions to ask yourself at the beginning of your
reading:

o What is the specific problem that my literature review helps to define?
o What type of literature review am I conducting? Am I looking at issues of
theory or methodology?
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o What is the scope of my literature review? (e.g., journals, books, web
resources, similar work in the organisation, etc.)

Writing it up


It should be framed by your project topic.



It must relate to your study.



Wherever possible, use original source material rather than summaries or
reviews by others.



Engage in a dialogue with the literature, you are not just providing a
summary.”



The aim is for the reader to reach the end of the literature review with a clear
appreciation of what you are doing; why you are doing it; and how it fits in
with other similar works.
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Appendix II: Competence Outcomes
Specialism

Software Engineer

Area of Competence
Use software development processes,
including the knowledge, skills, and
professional competences necessary to
practice as a software engineer in a
business environment.

Typical Project
This could be a project to design and develop a significant piece of
software or a new software product prototype to achieve defined
business objectives, for a defined user group or customer group,
using one of the defined languages, within defined business
processes, and applying appropriate levels of security.
It will include significant project planning including estimations of
both time and cost to proposed solutions, include technical and
commercial aspects of the proposed solution.

Perform technical, organisational, and
process improvement tasks in a range of
environments to solve business problems.

IT Consultant

Data Analyst

Use a range of analytical techniques such
as data mining, time series forecasting and
modelling techniques to identify and
predict trends and patterns in data.

Outcomes
Clear prioritised specification
Well justified solution design with models
Appropriate test plan Security appraisal
Solution deliverables
Well documented solution for maintainability

This could be a project to undertake an IT consultancy project to
formulate and evaluate technical alternatives to meet businesses
requirements. This will likely include issues of integration with
existing technology and procedures, maintenance and expansion and
the consideration of both proprietary and open source solutions as
appropriate.

Clear business requirements

It will include significant project planning including estimations of
both time and cost to proposed solutions, include technical and
commercial aspects of the proposed solution.

Make or buy and procurement decision

This could be a project to analyse, devise and deploy data analytics
solutions for a real-world problem domain. In particular, applying
data analysis techniques and processes and the tools readily
available to perform analytics for data-driven decision making. It will
include significant project planning including estimations of both
time and cost to proposed solutions, include technical and
commercial aspects of the proposed solution

Identify data problem

Business process models
Solution proposal and target state models
Integration issues

Benefits analysis

Collect, clean and extract data
Analyse data using a range of standard
analytical techniques
Visualise data
Present findings
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Appendix III: Roles & Responsibilities
Summary of roles in relation to the Project
Apprentice

Ada

Employer
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Develops the Project Proposal to state the problem definition, project goals/objectives and the approach to planning and completion of
the project.



The proposal will also highlight the applications of the specialism skills to meet the outcomes in the standard, as well as the application
of their thinking and problem-solving skills.



Ensures the project is based an agreed business problem that forms part of the apprentice’s role.



Ensures the completion of the project within the given time and submit the dissertation by the specified deadline



Approves the proposal and provides clear specification of what has to be delivered on completion of the project



Provides assessment criteria for the dissertation and presentation.



Agrees with the proposal and makes agreement with apprentice on what systems, tools and platforms will be required to complete the
task and how these will be made available.



Provides a suitable project environment ensuring access to all required tools and platforms to complete the task. This may be the
apprentice’s normal workstation or may be another environment as appropriate to the nature of the project.



Sets aside suitable time for the apprentice to plan, undertake and preferably write up their project.

Appendix IV: Level 6 Apprenticeship Specialism Standard for Digital & Technology Solutions – degree apprenticeship

Specialism Outcomes: Software Engineer
Skills
Be able to:
1: Create effective and secure software solutions using contemporary software development languages to deliver the full range of functional and non-functional
requirements using relevant development methodologies.
2: Undertake analysis and design to create artefacts, such as use cases to produce robust software designs.
3: Produce high quality code with sound syntax in at least one language following best practices and standards.
4: Perform code reviews, debugging and refactoring to improve code quality and efficiency.
5: Test code to ensure that the functional and non-functional requirements have been met.
6: Deliver software solutions using industry standard build processes, and tools for configuration management, version control and software build, release and
deployment into enterprise environments.
Technical Knowledge
Knows and understands:
7: How to operate at all stages of the software development lifecycle.
8: How teams work effectively to develop software solutions embracing agile and other development approaches.
9: How to apply software analysis and design approaches.
10: How to interpret and implement a design, compliant with functional, non-functional and security requirements.
11: How to perform functional and unit testing.
12: How to use and apply the range of software tools used in Software engineering.
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Specialism Outcomes: Data Analyst
Skills
Be able to:
1. Import, cleanse, transform, and validate data with the purpose of understanding or making conclusions from the data for business decision making
purposes.
2. Present data visualisation using charts, graphs, tables, and more sophisticated visualisation tools.
3. Perform routine statistical analyses and ad-hoc queries.
4. Use a range of analytical techniques such as data mining, time series forecasting and modelling techniques to identify and predict trends and patterns in
data.
5. Report on conclusions gained from analysing data using a range of statistical software tools.
6. Summarise and present results to a range of stakeholders making recommendations.
Technical Knowledge
Knows and understands:
7. The quality issues that can arise with data and how to avoid and/or resolve these.
8. The processes involved in carrying out data analysis projects.
9. How to use and apply industry standard tools and methods for data analysis.
10. The range of data protection and legal issues.
11. The fundamentals of data structures, database system design, implementation and maintenance.
12. The organisation's data architecture.
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Specialism Outcomes: IT Consultant
Skills
Be able to:
1. Perform technical process improvement tasks in a range of environments to solve business problems.
2. Present optimised solutions to improve business process and workflows through improved technology.
3. Recommend options based upon risks, costs vs benefits, and impact on other business processes.
4. Participate in walk-throughs for IT, to identify and document key risks within a client’s organisation.
5. Support training of end-users in preparation for system activation.
6. Evaluate the success of a new system, process, initiative, etc.

Technical Knowledge
Knows and understands:
7. How consulting ties into project management, business analysis and business management.
8. The barriers to solving problems or maximizing opportunities.
9. How to present recommendations and influence action.
10. The different structured process approaches for digital technology consulting.
11. How to frame/define business problems objectively before solving them.
12. How to discover hidden requirements using probing techniques to establish trust, using open and closed questions
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INTRODUCTION


To successfully complete an apprenticeship the learners needs to demonstrate both
knowledge and behaviours and have the skills of applying that knowledge in the workplace.
This is demonstrated with work-based ‘evidence’, contained in a portfolio. The portfolio will
comprise of complete and/or discrete pieces of work that cover the Level 6 Digital and
Technology Solution Professional (DTSP) Apprenticeship Standard.



The work-based portfolio is assessed as part of the end-point assessment (EPA), and also
contributes to the classification of the degree as a 20-credit module in year three of the
programme. The portfolio is not evidence that the learning has taken place, but is evidence
that the apprentice has applied that learning in a holistic and coherent way. The portfolio is
collected throughout all three years of the programme.



This guidance will help you build the Portfolio of Evidence needed for your end-point
assessment. It will help you work out what to put in your Portfolio and how to organise the
evidence. The guidance will also outline what is required for your Reflective Statement, which
is a template used to present the evidence .

WHAT IS A PORTFOLIO OF EVIDENCE?


A Portfolio of Evidence is a repository for the work that best demonstrates that you can
apply the knowledge, and demonstrate the skills and behaviours identified in the
apprenticeship standard.



The Portfolio of Evidence contains the proof that you have attained, and can apply, the
knowledge, skills and behaviours defined in the apprenticeship standard.

Who does what in building the Portfolio of Evidence?
Ada provides clear guidance to let you
know what is required
Ada independently assesses your
Portfolio of Evidence to determine
competence.

Your employer creates the
opportunities that allow you to
generate evidence that demonstrates
your competence.

Portfolio

Ada will carry out regular progress
reviews with you and assess the quality
and sufficiency of the evidence you are
generating.

You must:
Generate and select the evidence for
your Portfolio of Evidence.
Produce Reflective Statements.
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WHAT SHOULD I PUT IN MY PORTFOLIO OF EVIDENCE?
YOUR BEST WORK
The apprenticeship allows you to have the space and time needed to learn and develop your skills.
You do not need to start putting evidence together straight away. After your first meeting with your
skills coach, you can start to apply what has been learnt in the workplace and start to build your
Portfolio of Evidence.
Your best work will:





Demonstrate your attainment of the knowledge, skills and behaviours (KSB) identified in the
apprenticeship standard. The main focus will be on the core standard, as the specialism
standard will be demonstrated though the final year synoptic project.
Show you applying your learning and skills.
Contain substantial real work tasks that you have completed within your team.

The best examples of work, demonstrating your abilities will be presented through Reflective
statements (please see the attached template). Individual Reflective Statements must be signed-off
by your mentor/supervisor in order to authenticate work as your own. However, it can also provide
evidence of something that you have done, but that is difficult to capture in a physical form or
cannot be revealed due to confidentiality and IP related issues.

PRINCIPLES
You must be conscious of the following principles of assessment when you build your Portfolio of
Evidence, in order to make sure it adequately demonstrates the knowledge, skills and behaviours.
i.

Valid evidence:
The evidence presented should be an appropriate way of demonstrating the abilities you want
to show. They must be real work and not simulated work or professional learning courses.

ii.

Authentic evidence:
The evidence must be your own work. When you provide a personal statement as evidence of
an achievement, you will need to have your manager/ supervisor sign it as an accurate
reflection of events. Where workplace evidence is used in your Portfolio of Evidence, this must
be your own work.

iii.

Current evidence:
The evidence should be recent enough (within the year of your current employment) to be
considered to be a current indication of your knowledge, skills and behaviours.

iv.

Sufficient evidence:
You need to have good breadth of evidence in your portfolio. This starts with making sure
everything produced meets the standards set out. Portfolio aims to demonstrate breadth and
depth across the standards.
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PORTFOLIO TEMPLATE
Overview of the template
Your Portfolio of Evidence must include more than just indicators of achievement or demonstrations
of competence. It should also capture evidence of the learning and skills development journey you
have been on, as well as your reflections on your learning journey. This aspect of the portfolio is
delivered through:
1.

Description of task

2.

Evidence of competence in the skill/behaviour

3.

Conclusions

Please see Appendix A for the Template.

PORTFOLIO SUBMISSION


The submission is done electronically (e-portfolio)



For each piece of your best work, you need to complete the template and submit your eportfolio to APTEM.



You are required to Submit EIGHT of your best work over the course of the apprenticeship,
with THREE submissions from year one, THREE submissions from year two and TWO
submission from third year of the apprenticeship. ***



Each submitted work must reflect on AT LEAST One of the Skill/Behaviour from the Core
standard listed in Appendix B.



If you choose to use the same work to illustrate your competence in more than one of the
standards, you will need to make sure that you write each example so as to demonstrate
competence in that specific knowledge, skill or behaviour.



The specialism standard for different pathways listed in Appendix ‘B’ will normally be
evidenced through the Final Year Work-based Project. Therefore, the apprentices are advised
to focus more on the core skills and behaviours in the standard.

**** For those apprentices who progress from year two of Foundation Degree to the BSc Degree in
2019, the reflective statements already submitted to APTEM during the two years of the foundation
degree need to be slightly updated to the attached template.

ASSESSMENT & GRADING
The completed portfolio will be assessed by an Assessment Panel, chaired by an independent assessor.
The assessment panel will note particular aspects of the work that they wish to discuss with the
apprentice during the panel interview, either to confirm their judgement and/or provide further
information on which to base their grading decisions.
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The purpose of the interview is to:
o
o
o
o

Clarify any questions the independent assessor has from their assessment of the full
portfolio;
Confirm and validate judgements about the quality of work;
Explore aspects of the work, including how it was carried out, in more detail;
Provide a basis for the independent assessor to make a holistic decision about the grade to
be awarded.

The independent assessor will make the final decision by allocating marks across the areas being
assessed, with a maximum possible mark of 100 (please note the marking scheme in the template).

SUPPORT
In order to support and facilitate this process “Skills Coaches” will be appointed to apprentices
to provide support & guidance through the work-based learning period. The responsibilities
of the Skills Coaches include:
•

Support apprentices through the construction of the work-based portfolio

•

Provide rigorous feedback on work-based learning evidence

•

Carry out reviews in person with apprentices and line managers to monitor progress
against key milestones

•

Work with the apprentice to create and monitor their individual learning plans
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APPENDIX A: REFLECTIVE STATEMENT TEMPLATE

Name
Task Title
Apprentice Role
Company’s Name
Date of Submission

SECTION A : TASK DESCRIPTION ( 15 marks)
Introduction & Background ( Rationale)
Aims & Objectives
Stakeholders
Time scales & Budget Constraints

SECTION B : APPROACH ( 15 marks)
Methodology

Tools

How did you/your team approach the task?
Specify any methodologies used
Design (if applicable)
Implementation
Testing & Verification

Hardware/software Tools chosen and why?
Relevant Research e.g. user stories/surveys
detailed research where applicable
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SECTION C : COMPETENCY BASED EVIDENCE ( 50 marks)
Skill/Knowledge/Behaviour that you are
reflecting on ( underline your choice)

At least on standard from the List of Core
Standard

Evidence

This is where you will provide “actual” evidence
of what you did.
Please refer to the Primary Evidence on Page 3

SECTION D : CONCLUSIONS ( 20 marks)
The conclusions will be made up of your own
reflections on what you have done, how you
did it, what you would have done differently
and what you have learned throughout the
task. It needs to be around 500 words.

Recommended format :
Outcomes:
o Have the goals been achieved, why?
Insight Opinion
o What did you learn from key learning
experiences?
o How have you grown because of these
experiences?
o Is there anything you might do
differently next time?
Analysis :
o What were the key factors that shaped
this experience?
o How has this experience changed you
as an individual?
o What factors could have changed the
outcome of this experience?
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APPENDIX B: Level 6 Apprenticeship Standard for Digital & Technology
Solutions – degree apprenticeship
https://www.instituteforapprenticeships.org/apprenticeship-standards/digital-and-technology-solutionsprofessional-degree/

Core Skills (S)
S1: Information Systems: is able to critically analyse a business domain in order to identify the role of
information systems, highlight issues and identify opportunities for improvement through evaluating
information systems in relation to their intended purpose and effectiveness.
S2: Systems Development: analyses business and technical requirements to select and specify
appropriate technology solutions. Designs, implements, tests, and debugs software to meet
requirements using contemporary methods including agile development. Manages the development
and assurance of software artefacts applying secure development practises to ensure system
resilience. Configures and deploys solutions to end users.
S3: Data: identifies organisational information requirements and can model data solutions using
conceptual data modelling techniques. Is able to implement a database solution using an industry
standard database management system (DBMS). Can perform database administration tasks and is
cognisant of the key concepts of data quality and data security. Is able to manage data effectively and
undertake data analysis.
S4: Cyber Security: can undertake a security risk assessment for a simple IT system and propose
resolution advice. Can identify, analyse and evaluate security threats and hazards to planned and
installed information systems or services (e.g. Cloud services).
S5: Business Organisation: can apply organisational theory, change management, marketing, strategic
practice, human resource management and IT service management to technology solutions
development. Develops well-reasoned investment proposals and provides business insights.
S6: IT Project Management: follows a systematic methodology for initiating, planning, executing,
controlling, and closing technology solutions projects. Applies industry standard processes, methods,
techniques and tools to execute projects. Is able to manage a project (typically less than six months,
no inter-dependency with other projects and no strategic impact) including identifying and resolving
deviations and the management of problems and escalation processes.
S7: Computer and Network Infrastructure: can plan, design and manage computer networks with an
overall focus on the services and capabilities that network infrastructure solutions enable in an
organisational context. Identifies network security risks and their resolution.

Core Technical Knowledge (K)
Knows and understands:
K1: How business exploits technology solutions for competitive advantage.
K2: The value of technology investments and how to formulate a business case for a new technology
solution, including estimation of both costs and benefits.
K3: Contemporary techniques for design, developing, testing, correcting, deploying and documenting
software systems from specifications, using agreed standards and tools.
K4: How teams work effectively to produce technology solutions.
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K5: The role of data management systems in managing organisational data and information.
K6: Common vulnerabilities in computer networks including unsecure coding and unprotected
networks.
K7: The various roles, functions and activities related to technology solutions within an organisation.
K8: How strategic decisions are made concerning acquiring technology solutions resources and
capabilities including the ability to evaluate the different sourcing options.
K9: How to deliver a technology solutions project accurately consistent with business needs.
K10: The issues of quality, cost and time for projects, including contractual obligations and resource
constraints.

Core Behavioural Skills (B)
B1: Fluent in written communications and able to articulate complex issues.
B2: Makes concise, engaging and well-structured verbal presentations, arguments and explanations.
B3: Able to deal with different, competing interests within and outside the organisation with excellent
negotiation skills.
B4: Is able to identify the preferences, motivations, strengths and limitations of other people and
apply these insights to work more effectively with and to motivate others.
B5: Competent in active listening and in leading, influencing and persuading others.
B6: Able to give and receive feedback constructively and incorporate it into his/her own development
and life-long learning.
B7: Applies analytical and critical thinking skills to Technology Solutions development and to
systematically analyse and apply structured problem-solving techniques to complex systems and
situations.
B8: Able to put forward, demonstrate value and gain commitment to a moderately complex
technology-oriented solution, demonstrating understanding of business need, using open questions
and summarising skills and basic negotiating skills.
B9: Able to conduct effective research, using literature and other media, into IT and business related
topics.
B10: Have demonstrated that they have mastered basic business disciplines, ethics and courtesies,
demonstrating timeliness and focus when faced with distractions and the ability to complete tasks to a
deadline with high quality.
B11: Flexible attitude.
B12: Ability to perform under pressure.
B13: A thorough approach to work.
B14: Logical thinking and creative approach to problem solving.
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Specialism Outcomes: Software Engineer
Skills
Be able to:
1: Create effective and secure software solutions using contemporary software development
languages to deliver the full range of functional and non-functional requirements using relevant
development methodologies.
2: Undertake analysis and design to create artefacts, such as use cases to produce robust software
designs.
3: Produce high quality code with sound syntax in at least one language following best practices and
standards.
4: Perform code reviews, debugging and refactoring to improve code quality and efficiency.
5: Test code to ensure that the functional and non-functional requirements have been met.
6: Deliver software solutions using industry standard build processes, and tools for configuration
management, version control and software build, release and deployment into enterprise
environments.
Technical Knowledge
Knows and understands:
7: How to operate at all stages of the software development lifecycle.
8: How teams work effectively to develop software solutions embracing agile and other development
approaches.
9: How to apply software analysis and design approaches.
10: How to interpret and implement a design, compliant with functional, non-functional and security
requirements.
11: How to perform functional and unit testing.
12: How to use and apply the range of software tools used in Software engineering.

Specialism Outcomes: Data Analyst
Skills
Be able to:
1. Import, cleanse, transform, and validate data with the purpose of understanding or making
conclusions from the data for business decision making purposes.
2. Present data visualisation using charts, graphs, tables, and more sophisticated visualisation
tools.
3. Perform routine statistical analyses and ad-hoc queries.
4. Use a range of analytical techniques such as data mining, time series forecasting and
modelling techniques to identify and predict trends and patterns in data.
5. Report on conclusions gained from analysing data using a range of statistical software tools.
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6. Summarise and present results to a range of stakeholders making recommendations.
Technical Knowledge
Knows and understands:
7. The quality issues that can arise with data and how to avoid and/or resolve these.
8. The processes involved in carrying out data analysis projects.
9. How to use and apply industry standard tools and methods for data analysis.
10. The range of data protection and legal issues.
11. The fundamentals of data structures, database system design, implementation and
maintenance.
12. The organisation's data architecture.

Specialism Outcomes: IT Consultant
Skills
Be able to:
1. Perform technical process improvement tasks in a range of environments to solve business
problems.
2. Present optimised solutions to improve business process and workflows through improved
technology.
3. Recommend options based upon risks, costs vs benefits, and impact on other business
processes.
4. Participate in walk-throughs for IT, to identify and document key risks within a client’s
organisation.
5. Support training of end-users in preparation for system activation.
6. Evaluate the success of a new system, process, initiative, etc.

Technical Knowledge
Knows and understands:
7. How consulting ties into project management, business analysis and business management.
8. The barriers to solving problems or maximizing opportunities.
9. How to present recommendations and influence action.
10. The different structured process approaches for digital technology consulting.
11. How to frame/define business problems objectively before solving them.
12. How to discover hidden requirements using probing techniques to establish trust, using open
and closed questions
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