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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

What we offer

Learning Curve Group can provide a blend 

of qualifications, resources and support 

materials to deliver a bespoke apprenticeship 

programme that meets the needs of the 

employer and the apprentice.

Each apprentice will have a designated 

Sector Specialist Trainer to support them 

throughout the apprenticeship programme.

End-Point Assessment

This is carried out using a range of 

assessment tools, including a portfolio of 

evidence, completion of a synoptic project 

and an interview.

 
Professional recognition

This apprenticeship is recognised for 

entry onto the Register of IT Technicians, 

confirming SFIA Level 3 professional 

competence. Those completing this 

apprenticeship are eligible to apply for 

registration.

Maths and English requirements

Apprentices without Level 2 English and 

Maths will need to achieve this level prior to 

taking the End-Point Assessment.

Duration

The duration of this apprenticeship is typically 

24 months. Apprentices cannot undertake 

the End-Point Assessment until they have 

been on programme for at least 12 months.

Meeting the Apprenticeship Standard

The main part of this apprenticeship 

programme consists of on-the-job and off-

the-job training and assessment. This will 

enable the apprentice to develop all of the 

skills, knowledge and behaviours they need 

to succeed in their work role and to satisfy 

the requirements of the apprenticeship 

standard.

Introduction

The primary role of a Data Analyst is to collect, organise and study data to provide business insight. 

Data Analysts are typically involved with managing, cleansing, abstracting and aggregating data, and 

conducting a range of analytical studies on that data.

They work across a variety of projects, providing technical data solutions to a range of 

stakeholders/customers. They document and report the results of data analysis activities, making 

recommendations to improve business performance. They have a good understanding of data 

structures, database systems and procedures and the range of analytical tools used to undertake a 

range of different types of analyses.

Typical job roles include Data Analyst, Data Manager, Data Scientist, Data Modeller, Data Architect 

and Data Engineer.
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

1. On-Programme Learning and Assessment 

This component will consist of on-the-job and off-the-job training and development, as 

well as regular assessment of knowledge, skills and behaviour outcomes. This model of 

regular assessment is designed to give an ongoing indication of performance against 

the final outcomes defined in the standard and to also prepare the apprentice for the 

End-Point Assessment. 

 

This component will involve:

 ∞ Apprentice – Carries out work as defined by their employer, selects evidence for 

their portfolio from work carried out towards the end of their apprenticeship, and 

passes the tests for underpinning knowledge and understanding.

 ∞ Employer – Creates opportunities for the apprentice to carry out work and produce 

outcomes; confirms that apprentice is ready for end-point assessment.

 ∞ Training Provider – Maps and assesses work against the apprenticeship standard, 

helps apprentice select evidence for their summative portfolio, confirms readiness 

for end-point assessment.

What makes up the Apprenticeship Standard?
This apprenticeship is made up of three components:

 
 1. On-

Programme 
Learning and 

Assessment
 

Technical knowledge 
and understanding is 

developed and assessed 
on-programme, through 
a combination of Ofqual-

regulated Knowledge 
Modules and specified 

vendor/professional 
qualifications.

Technical competencies 
and behaviours will also 
be assessed within the 
apprentice’s work role 
and mapped against 

the requirements of the 
apprenticeship standard.

 2.  
Gateway

Component

Following the 
period of on-

programme learning 
and assessment, a 

decision will be made 
as to whether the 

apprentice is ready to 
move into the end-
point assessment 

phase.

This decision will 
be made by the 

employer and the 
training provider, 

based on their 
monitoring of the 

apprentice’s progress.

   3. End-Point
Assessment

This is a final 
assessment of all of 

the requirements 
set out in the 

apprenticeship 
standard, including 

competencies, 
knowledge and 

behaviours.
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Throughout this period of on-programme learning and assessment, apprentices must 
achieve the vendor or professional qualification from the right-hand column in the 

table below (currently this is only the EMC: Data Science Associate). This exempts the 

knowledge module in the left-hand column. Apprentices must also achieve the Data 

Analysis Concepts knowledge module.

Knowledge Modules Vendor or Professional Qualifications

Data Analysis Tools (for Level 4 Data 
Analyst apprenticeships)

EMC: Data Science Associate

(No other vendor or professional 
qualifications are mapped at this  
point in time)

Data Analysis Concepts (for Level 4 Data 
Analyst apprenticeships)

None applicable at this point in time

 

These knowledge modules/qualifications can be taken at any time whilst the apprentice 

is on programme, to ensure relevance to the job role and to maximise the impact of 

learning. 

2. Gateway Component

The line manager (employer) will make the decision as to when the apprentice is ready 

for their end-point assessment, based on the apprentice meeting the requirements of 

the standard, holding a portfolio to evidence this and performing competently in their 

role. This decision will be supported by input from the training provider.

In order to successfully pass through the Gateway to attempt their end-point  

assessment, apprentices must have:

 ∞ Achieved all knowledge modules and/or vendor or professional qualifications,  

as set out in the apprenticeship standard

 ∞ Compiled a portfolio of evidence in readiness for end-point assessment

 ∞ Obtained an employer reference

 ∞ Achieved Level 2 maths and English
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Data Analyst Apprenticeship Standard (Level 4)

3. End-Point Assessment

Following successful completion of the Gateway component, the training provider  

will submit the candidate’s details to the independent assessment organisation  

(which will have been chosen by the employer). The end-point assessment can  

then take place.
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

End-Point Assessment

The end-point assessment includes an assessment of all of the requirements set out 

in the apprenticeship standard, including competencies, knowledge and behaviours. 

It will take place in the final few months of the apprenticeship programme, using the 

following four assessment methods: 

1. Summative Portfolio

The portfolio will provide evidence against the totality of the apprenticeship 

standard, based on the apprentice’s application of knowledge, competence and 

behaviours in the work environment.

The evidence should be based on real work projects or outputs. The evidence can  

be supplemented with the following:

 ∞ Performance reports

 ∞ Reflective accounts by the apprentice

 ∞ Expert witness testimony

 ∞ Customer feedback

2.  Synoptic Project

This is a pre-defined business-related project, undertaken away from the day to day 

workplace (in a controlled environment). It will typically take five working days to 

complete.

The project will provide evidence against a selected set of knowledge, competencies 

and behaviours. 

3. Employer Reference

The employer will be asked to provide a reference, setting out their views of the 

quality of the apprentice’s work.
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Data Analyst Apprenticeship Standard (Level 4)

4. Interview

The interview is a structured discussion between the apprentice and the independent  

assessor, focusing on the summative portfolio and the synoptic project. This discussion  

will be used to gather further evidence and/or to explore in more detail the evidence that  

has been provided in the portfolio and the project.

All apprentices will have access to Smart Assessor e-portfolio software, which will allow the 

apprentice to:

 ∞ Work through useful learning resources and support materials, designed to guide the 

development of relevant skills, knowledge and behaviours.

 ∞ Quickly and easily compile a portfolio of evidence in readiness for their End-Point Assessment.
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Standard Specification
 
Technical Competencies:

Be able to undertake the following, in line with organisational procedures and under supervision:

 ∞ Identify, collect and migrate data to/from a range of internal and external systems

 ∞ Manipulate and link different data sets as required

 ∞ Interpret and apply the organisation’s data and information security standards, policies and 

procedures to data management activities

 ∞ Collect and compile data from different sources

 ∞ Perform database queries across multiple tables to extract data for analysis

 ∞ Perform routine statistical analyses and ad-hoc queries

 ∞ 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

 ∞ Assist production of performance dashboards and reports

 ∞ Assist with data quality checking and cleansing

 ∞ Apply the tools and techniques for data analysis, data visualisation and presentation

 ∞ Assist with the production of a range of ad-hoc and standard data analysis reports

 ∞ Summarise and present the results of data analysis to a range of stakeholders making 

recommendations

 ∞ Work with the organisation’s data architecture

Technical Knowledge and Understanding:

 ∞ The range of data protection and legal issues

 ∞ The data lifecycle

 ∞ The different types of data, including open and public data, administrative data, and research data

 ∞ The differences between structured and unstructured data

 ∞ The fundamentals of data structures, database system design, implementation and maintenance

 ∞ The importance of the domain context for data analytics

 ∞ The quality issues that can arise with data and how to avoid and/or resolve these

 ∞ The importance of clearly defining customer requirements for data analysis

 ∞ The processes and tools used for data integration

 ∞ The steps involved in carrying out routine data analysis tasks

 ∞ How to use and apply industry standard tools and methods for data analysis
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Underpinning Skills, Attitudes and Behaviours:

 ∞ Logical and creative thinking skills

 ∞ Analytical and problem-solving skills

 ∞ Ability to work independently and to take responsibility

 ∞ Can use own initiative

 ∞ A thorough and organised approach

 ∞ Ability to work with a range of internal and external people

 ∞ Ability to communicate effectively in a variety of situations

 ∞ Maintain productive, professional and secure working environment
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

      End-Point Assessment Requirements

The End-Point Assessment will assess all requirements of the Data Analyst standard, including 

competencies, knowledge and behaviours. 

 

This End-Point Assessment will take place in the final few months of the apprenticeship, using the 

following four assessment methods:

1. Summative Portfolio

The portfolio will provide evidence against the 
totality of the apprenticeship standard, based 
on the apprentice’s application of knowledge, 
competence and behaviours in the work 
environment. 
 
The evidence should be based on real work 
projects or outputs. The evidence can be 
supplemented with the following:

 ∞ Performance reports

 ∞ Reflective accounts by the apprentice

 ∞ Expert witness testimony

 ∞ Customer feedback

2. Synoptic Project

This is a pre-defined business-related project, 
undertaken away from the day to day 
workplace (in a controlled environment). It will 
typically take five working days to complete. 
 
The project will provide evidence against a 
selected set of knowledge, competencies and 
behaviours.

3. Employer Reference

The employer will be asked to provide a 
reference, setting out their views of the quality 
of the apprentice’s work.

4. Interview

The interview is a structured discussion 
between the apprentice and the independent 
assessor, focusing on the summative portfolio 
and the synoptic project. This discussion will 
be used to gather further evidence and/or to 
explore in more detail the evidence that has 
been provided in the portfolio and the project.
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

How will we prepare the apprentice for their End-Point Assessment?

1. Summative Portfolio

 ∞ Ongoing support from Sector Specialist 

Trainer in compiling portfolio of suitable 

evidence throughout on-programme 

period, ensuring that the portfolio is 

complete and that it covers the totality 

of the standard

 ∞ Clear mapping of evidence that needs to 

be included in the portfolio

2. Synoptic Project

 ∞ Support in selecting the most 

appropriate project, based on the 

apprentice’s current role

 ∞ Provision of a suitable ‘controlled 

environment’ in which to complete the 

project

 ∞ Ongoing support from Sector Specialist 

Trainer in completing project

 ∞ Clear mapping of evidence that may be 

covered during the project

3. Employer Reference

 ∞ Template to be provided by the 

assessment organisation

4. Interview

 ∞ Mock interview(s) with Sector Specialist 

Trainer during on-programme period

 ∞ Ongoing support from Sector Specialist 

Trainer in preparing evidence for the 

interview
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Data Analyst Apprenticeship Standard (Level 4)

Summative Portfolio
 

In the summative portfolio, the apprentice will present evidence from real-work projects, illustrating 

the application of all the knowledge, skills and behaviours set out in the standard. This is produced 

towards the end of the apprenticeship, with evidence from projects that have been completed 

towards the end of the programme. 

The evidence contained in the portfolio will comprise a small number of complete and/or discrete 

pieces of work which, together, cover the totality of the standard. It will showcase the apprentice’s 

very best work, enabling them to demonstrate how they have applied their knowledge and 

understanding in a real-work environment to achieve real-work objectives. 

The completed portfolio will be assessed as part of the end-point assessment.

The evidence should be based on real work projects or outputs. The evidence can be supplemented 

with the following:

 ∞ Performance reports

 ∞ Reflective accounts by the apprentice

 ∞ Expert witness testimony

 ∞ Customer feedback

The requirements of the standard that need to be evidenced in the portfolio are shown in the tables 

below – the evidence must at least satisfy the minimum requirements (where shown). 

 

The check boxes in the left-hand column of each table can be used to confirm readiness for 

assessment by recording when the apprentice has compiled sufficient evidence in their portfolio to 

demonstrate each criteria.

1
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Summative Portfolio - Technical Knowledge & Understanding

Knowledge Module 1: Data Analysis Tools

Knowledge Standards Minimum Requirements

Understands and can apply the processes 
and tools used for data integration

 ∞ Understand the purpose and outputs of 

data integration activities 

 ∞ Understand that data integration involves 

combining data from several disparate 

sources, which are stored and provide a 

unified view of the data

 ∞ Understand how programming 

languages for statistical computing can 

be applied to data integration activities to 

improve speed, quality and usefulness of 

data integration for analysis

 ∞ Understand that the data can be sourced 

from a wide range of systems

 ∞ Understand the role of source data 

quality to the usefulness of data analysis 

results

 ∞ Understand the nature of data 

volumes being processed through data 

integration activities and that using 

programming approaches makes this 

more efficient

 ∞ Understand that proper testing is 

essential to ensure that unified data sets 

are correct, complete and up-to-date

Understands and can apply industry 
standard tools and methods for data 
analysis

 ∞ Understand the data manipulating, 

processing, cleaning, and analysis 

capabilities of statistical programming 

languages and proprietary software tools 

needed to effectively solve a broad set of 

data analysis problems

 ∞ Understand how to apply statistical 

programming languages in preparing 

data for analysis and conducting analysis 

projects

The following Vendor or Professional Certifications exempt apprentices from this knowledge 
module:

 ∞ EMC: Data Science Associate
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Knowledge Module 2: Data Analysis Concepts

Knowledge Standards Minimum Requirements

Understands the different types of data, 
including open and public data, 
administrative data, and research data

 ∞ Understand the range of different types 

of data

Understands the data lifecycle  ∞ Understand that the flow of an 

information system’s data follows a 

lifecycle: from creation and initial storage 

to the time when it becomes obsolete 

and is deleted

Understands the differences between 
structured and unstructured data

 ∞ Understand that structured data is 

information, usually organised in 

databases which can easily be ordered 

and processed by data analysis tools

 ∞ Understand that unstructured data can 

be word processor, spreadsheet and 

PowerPoint files, audio, video, sensor 

and log data, or external data such as 

social media feeds; this is usually higher 

volume

 ∞ Understand that organisations want 

to be able to rapidly analyse both 

unstructured and structured data to 

maximise insight through analysis

Understands the importance of clearly 
defining customer requirements for data 
analysis

 ∞ Understand that data itself does not 

provide the answers to business 

problems, the key to effective data 

analysis is by asking the right questions 

which are defined as requirements

Understands the quality issues that can 
arise with data and how to avoid and/or 
resolve these

 ∞ Understand that minor data errors can 

cause major issues for data analysis

 ∞ Understand that improving data quality 

and defining an organisational strategy 

for improved source data creation and 

storage will directly benefit the value 

of data analytics to improved business 

decision making
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Data Analyst Apprenticeship Standard (Level 4)

Understands the steps involved in carrying 
out routine data analysis tasks

 ∞ Understand that the steps in routine data 

analysis can typically include:

           - Problem hypothesis

           - Identify what to measure

           - Collect data

           - Cleanse data

           - Model data

           - Visualise data

           - Analyse data

           - Interpret results

           - Document and communicate results

Understands the range of data protection 
and legal issues

 ∞ Understand the data protection and 

privacy issues that can occur during data 

analysis activities

 ∞ Understand what the Data Protection Act 

states

 ∞ Understand the need to comply with the 

Data Protection Act

Understands the fundamentals of data 
structures, database system design, 
implementation and maintenance

 ∞ Understand that data structure refers 

to different ways of describing different 

types of information

 ∞ Be aware of the different types of data 

structures including:
           - Files
           - Lists
           - Arrays
           - Records
           - Trees
           - Tables

 ∞ Understand that database design is the 

process of producing a detailed data 

model of a database

 ∞ Understand how to implement a 

database from the data model

 ∞ Understand that database maintenance 

is an activity designed to keep a 

database running smoothly and that a 

database can become sluggish and lose 

functionality otherwise

 ∞ Understand that an important aspect of 

maintaining a database is backing up the 

data securely
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Data Analyst Apprenticeship Standard (Level 4)

Understands the organisation’s data 
architecture

 ∞ Understand that an organisation’s data 

architecture is a set of rules, policies, 

standards and models that define how 

data is used, stored, managed and 

integrated within an organisation and its 

database systems

Understands the importance of the 
domain context for data analytics

 ∞ Understand the importance of domain 

knowledge to effective data analysis

Summative Portfolio - Technical Competencies

Competency Standards Minimum Requirements

Identify, collect and migrate data to/from a 
range of internal and external systems

Apprentices should be competent in 
abstracting data for subsequent analysis. This 
will include:

 ∞ Identifying the data necessary as 

inputs to the analysis based upon the 

requirements of those requesting the 

analysis

 ∞ Collecting data from a variety of sources; 

they should understand that data may be 

collected not only from stored data but 

also from sensors, cameras, recording 

devices, satellites, etc

 ∞ Migrating data for subsequent analytic 

studies and specify data conversion 

requirements

Manipulate and link different data sets as 
required

Apprentices need to be able to manipulate and 
link data sets to provide the data set for data 
analysis, including:

 ∞ Manipulating data sets of structured and 

unstructured data from diverse sources

 ∞ Merging or linking data from a variety of 

disparate sources
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Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Interpret and apply the organisation’s data 
and information security standards, 
policies and procedures to data 
management activities

Apprentices should be able to identify relevant 
internal standards and apply them to data 
analysis work as follows:

 ∞ Locate organisational standards and 

policies for secure data analysis activities 

and processes

 ∞ Review and apply organisational 

standards and policies for secure data 

analysis activities and processes

Collect and compile data from different 
sources

Compiling data in preparation for analyses is 
a core part of data analysis and can involve 
manually compiling data from multiple 
sources, including:

 ∞ Databases

 ∞ Spreadsheets

 ∞ Reports

Perform database queries across multiple 
tables to extract data for analysis

Apprentices should be able to filter and 
retrieve specific data using database queries in 
more than one database table:

 ∞ Single and multiple queries

 ∞ Use of database query tools

 ∞ Query processing

 ∞ Query containment

Perform routine statistical analyses and 
ad-hoc queries

Apprentices should be able to undertake 
standard analyses using industry standard 
methods using popular methods:

 ∞ General linear model: A widely used 

model usable for assessing the effect 

of several predictors on one or more 

continuous dependent variables

 ∞ Generalised linear model: An extension 

of the general linear model for discrete 

dependent variables

 ∞ Structural equation modelling: Usable 

for assessing latent structures from 

measured manifest variables

 ∞ Item response theory: Models for 

assessing one latent variable from several 

binary measured variables
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Data Analyst Apprenticeship Standard (Level 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

Apprentices need to be able to apply a range 
of analytical techniques, including:

 ∞ Data mining tools to discover useful 

patterns in large data sets

 ∞ Time series analysis where data is taken 

over time in order to extract meaningful 

statistics and other characteristics

 ∞ Time series forecasting where a model 

is used to predict future values based on 

previously observed values

Assist production of performance 
dashboards and reports

Assist with data quality checking and 
cleansing

Apprentices should be able to undertake data 
quality checking:

 ∞ Ensuring data quality including 

correcting, standardising and verifying 

data

 ∞ Checking data for errors, inconsistencies, 

redundancies and incomplete 

information

 ∞ Cleansing data, including de-duplications 

and verification of information

Apply the tools and techniques for data 
analysis, data visualisation and presentation

Apprentices should be able to apply the tools 
and techniques for data analysis, visualisation 
and for communicating results:

 ∞ Work with data analysis and data mining 

tools to produce data insights

 ∞ Create and study the visual 

representation of data, to communicate 

information clearly and efficiently to 

users via a range of statistical graphics, 

plots, information graphics, tables and 

charts

Assist with the production of a range of 
ad-hoc and standard data analysis reports

Apprentices need to be able to develop 
reports summarising the business outcomes of 
analysis studies:

 ∞ Report the outcomes of analysis in many 

formats to the users of the analysis to 

support their requirements

 ∞ Explain the quantitative messages 

contained in the data
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Data Analyst Apprenticeship Standard (Level 4)

Summarise and present the results of data 
analysis to a range of stakeholders making 
recommendations

It is important that apprentices can summarise 
and present their findings:

 ∞ Summarise the outcomes of an analysis

 ∞ Present data to a wide range of 

stakeholders

Work with the organisation’s data 
architecture

Data analysts can:

 ∞ Understand that the data architecture 

is composed of models, policies, rules 

or standards that govern which data is 

collected, and how it is stored, arranged, 

integrated and put to use in data systems

 ∞ Identify particular characteristics of own 

organisation’s data architecture
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Data Analyst Apprenticeship Standard (Level 4)

Summative Portfolio - Underpinning Skills, Attitudes & Behaviours

Underpinning Skills, 
Attitudes & Behaviours

Minimum requirements Attributes to be explored

Logical and creative 
thinking skills

Apprentices can demonstrate 
the ability to use both logical 
and creative thinking skills 
when undertaking work tasks, 
recognising and applying 
techniques from both.

Logical thinking:

 ∞ Understands initial 

premise(s) and 

preconditions

 ∞ Recognises the 

conclusion to be 

reached

 ∞ Proceeds by rational 

steps

 ∞ Evaluates information, 

judging its relevance 

and value

 ∞ Supports conclusions, 

using reasoned 

arguments and 

evidence

Creative thinking:

 ∞ Explores ideas and 

possibilities

 ∞ Makes connections 

between different 

aspects

 ∞ Adapts ideas and 

approaches as 

conditions or 

circumstances change

Analytical and problem 
solving skills

Apprentices can show that 
they recognise problems 
inherent in, or emerging 
during, work tasks, and can 
tackle them effectively.

Problem solving:

 ∞ Analyses situations

 ∞ Defines goals

 ∞ Develops solutions

 ∞ Prioritises actions

 ∞ Deals with unexpected 

occurrences

Page 20



Learning Curve Group – Apprenticeships 

Data Analyst Apprenticeship Standard (Level 4)

Ability to work 
independently and to take 
responsibility

Apprentices can demonstrate 
the full range of skills, 
knowledge and behaviours 
required to fulfil their job role.

 ∞ Knows what skills, 

knowledge and 

behaviours are needed 

to do the job well

 ∞ Is aware of their own 

strengths in the job 

role, and any areas for 

improvement

 ∞ Appreciates who else 

is important, for them 

to do their job and fulfil 

the role effectively (e.g. 

colleagues, managers, 

other stakeholders)

 ∞ Is aware of potential 

risks in the job role 

(e.g. security, privacy, 

regulatory)

 ∞ Uses personal attributes 

effectively in the role, 

(e.g. entrepreneurship)

 ∞ Understands how 

the job fits into the 

organisation as a whole

Can use own initiative  ∞ Demonstrates an ability 

to extend or enhance 

their approach to work 

and the quality of 

outcomes

A thorough and organised 
approach
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Data Analyst Apprenticeship Standard (Level 4)

Ability to work with a 
range of internal and 
external people

Apprentices can manage 
relationships with work 
colleagues, including 
those in more senior roles, 
customers/clients and other 
stakeholders, internal or 
external and as appropriate 
to their roles, so as to gain 
their confidence, keep them 
involved and maintain their 
support for the task/project in 
hand. 
 
Apprentices can establish and 
maintain productive working 
relationships, and can use a 
range of different techniques 
for doing so.

Managing relationships:

 ∞ Understands the value 

and importance of 

good relationships

 ∞ Influences others 

by listening to and 

incorporating their ideas 

and views

 ∞ Acknowledges 

other people’s 

accomplishments and 

strengths

 ∞ Manages conflict 

constructively

 ∞ Promotes teamwork by 

encouraging others to 

participate

Customer/client relationships:

 ∞ Understands their 

requirements, including 

constraints and limiting 

factors

 ∞ Sets reasonable 

expectations

 ∞ Involves them in 

decisions and actions

 ∞ Interacts positively with 

them

 ∞ Provides a complete 

answer in response to 

queries (‘transparency’, 

‘full disclosure’)
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Data Analyst Apprenticeship Standard (Level 4)

Stakeholders:

 ∞ Understands who they 

are and what their 

‘stake’ is

 ∞ Prioritises stakeholders 

in terms of their 

importance, power 

to affect the task and 

interest in it

 ∞ Uses stakeholders’ 

views to shape projects 

early on

 ∞ Gains support from 

stakeholders, e.g. to win 

resources

 ∞ Agrees objectives

Ability to communicate 
effectively in a variety of 
situations

Apprentices can 
communicate effectively with 
a range of people at work, 
one-to-one and in groups, in 
different situations and using 
a variety of methods. 
 
Apprentices can demonstrate 
various methods of 
communication, with 
an understanding of the 
strengths, weaknesses and 
limitations of these, the 
factors that may disrupt 
it, and the importance of 
checking other people’s 
understanding.

Intention/purpose:

 ∞ Understands 

the purpose of 

communicating in a 

particular situation 

or circumstance 

(e.g. inform, instruct, 

suggest, discuss, 

negotiate, etc)

 ∞ Checks that the person/

people with whom one 

is communicating also 

understand the purpose

 ∞ Is sensitive to the 

dynamics of the 

situation

 ∞ Is aware of anything 

that might disrupt the 

effectiveness of the 

communication (e.g. 

status, past history)
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Data Analyst Apprenticeship Standard (Level 4)

Method:

 ∞ Chooses a good, 

appropriate method for 

the situation

 ∞ Aware of the limitations 

of the chosen method, 

and the possible risks of 

miscommunication (e.g. 

ambiguity)

 ∞ Takes account of the 

affective dimensions of 

the method (e.g. body 

language, tone of voice, 

eye contact, facial 

expression, etc)

Execution:

 ∞ Expresses self clearly 

and succinctly, but not 

over-simplifying

 ∞ Checks that the 

other person/people 

understand what is 

being expressed

 ∞ Takes account of the 

potential barriers to 

understanding (e.g. 

filtering, selective 

perception, information 

overload)

 ∞ Modifies the purpose 

and methods of 

communication during 

a situation in response 

to cues from the other 

person/people

Maintain productive, 
professional and secure 
working environment 1
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2
Synoptic Project

The synoptic project presents evidence from a business-related project testing the application of a 

selection of the knowledge, skills and behaviours defined in the standard. Each project will specify 

which selection of knowledge, skills and behaviours it is designed to test. The project does not 
need to cover every competence, but must cover a broad breadth of the competence outcomes, 

including building and testing simple high quality code. 
 

Assessment organisations will develop a bank of business-related projects. Each of these projects 

will present a typical business task, appropriate for an SME, an IT business, a large corporate or a 

non-IT business. All of the projects will be comparable in terms of content and complexity; it is the 

context within which the skills and knowledge are demonstrated that will vary. Training providers and 

employers will select the most appropriate project for each apprentice, based on their current job 

role. 

 

Each project will take, typically, five working days to complete. Apprentices will complete their 

project off-the-job, so that they are away from the day to day pressures of work and in a ‘controlled 
environment’ (which may be on the employer’s premises or the training provider’s premises). The 

requirements for the ‘controlled environment’ will include a quiet room, away from the normal place 

of work, with a dedicated work-station, with access to all the required equipment and with someone 

responsible for the controlled environment to ensure it is their own work and to respond to any 

questions in a consistent way. 

 

Each project will enable the following to be demonstrated:

 ∞ The application of knowledge and skills to meet the project outcomes

 ∞ The approach to planning and completion of the task

 ∞ The application of the relevant behaviours

Projects will require apprentices to document their assumptions and to highlight the consequences 

of those assumptions – enabling them to show their understanding of commercial pressures, and the 

application of their thinking and problem solving skills. 

 

An independent assessor will make a judgement on the quality of the project work, based on the 

defined knowledge, skills and behaviours it is testing against the standard, the grading criteria and 

the minimum requirements for each area (Note: Please refer to the previous section for a list of all 

possible components that may be covered during the project and the minimum requirements that 

must be satisfied).
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3

Employer Reference

The employer will provide a reference setting out their views about the quality of the apprentice’s 

work. 

 

The assessment organisation will provide guidance and a simple template seeking employers’ 

comments against the grading minimum standards, criteria and dimensions, as set out in the 

Occupational Brief. 

 

The employer will not be asked to grade or provide a rating in relation to the apprentice’s work.
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4
Interview

The interview is a structured discussion between the apprentice and their independent assessor, 

focusing on the work that has been completed in the summative portfolio and the synoptic 
project. Reference to the employer reference may also be made during the interview, as appropriate. 

 

The interview will take place following the completion and assessment of the project and the 

portfolio. 

 

During the interview, the independent assessor will look at both what the apprentice has done in 

terms of the standard of their work, and also how they have done it. This enables the end-point 

assessment to include the full range of technical knowledge and competencies as well as the 

underpinning skills, attitudes and behaviours. 

 

The purpose of the interview is to:

 ∞ Clarify any questions the independent assessor has following their assessment of the summative 

portfolio and the synoptic project

 ∞ Explore any comments raised in the employer’s reference

 ∞ Confirm and validate judgements about the quality of work

 ∞ Explore aspects of the work, including how it was carried out, in more detail

 ∞ Provide further evidence for the independent assessor to make a holistic decision about the 

grade to be awarded

The interview will cover:

 ∞ What the apprentice submitted in their portfolio

 ∞ What the apprentice produced in their project

 ∞ The standard of work, as evidenced in the portfolio and the project

 ∞ How the apprentice approached the work submitted in the portfolio and the project

The interview will be undertaken by the same independent assessor who has assessed the portfolio 

and the project. During their assessment of the portfolio and the project, the independent assessor 

may have noted particular areas of the work they would like to discuss with the apprentice during the 

interview, either to confirm their judgement and/or collect further information about the work that 

has been completed. 

 

The final grading decision is made after the interview, based on a holistic assessment of the totality 

of the evidence presented across all assessment methods.
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5
Grading

Grading takes place at the end of the apprenticeship, following completion of the end-point 

assessment process. The output is a single grade for the entire apprenticeship – either pass, merit or 
distinction. 
 

The independent assessor will assess the apprentice’s project and portfolio in advance of the 

interview, will review the employer reference and will note:

 ∞ Any initial assessment conclusions

 ∞ Questions to explore at interview to test these initial conclusions

The interview then enables the outputs from the project and the portfolio to be explored in more 

detail, prior to the final grading decision being made. 

 

There are three sets of criteria on which the assessment and grading is made. The three criteria are:

1. The What: What the apprentice has shown they can do

2. The How: The way in which the work has been done

3. The With Whom: The personal and interpersonal qualities the apprentice has brought to all their 

work relationships

For each of the three criteria, there are two levels: the expected level (as defined in the minimum 

requirements) and a level that is significantly above this. The minimum requirements for a pass and 

the dimensions to be considered for a merit or a distinction are defined in the Occupational Brief. 

 

For a pass, each of the three sets of criteria must demonstrate at least the expected (minimum 
requirement) level of quality. 

 

For a merit, the What has to be significantly above the level of quality and one of either the How 
or the With Whom also has to be significantly above the level of quality expected. 
 

For a distinction, each of the three sets of criteria must be significantly above the expected level 
of quality.
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Disclaimer

Every effort has been made to ensure that the information 
contained within this learning material is accurate and 
reflects current best practice. All information provided 
should be used as guidance only, and adapted to reflect 
local practices and individual working environment 
protocols.

All legislation is correct at the time of printing, but is liable 
to change (please ensure when referencing legislation that 
you are working from the most recent edition/amendment).

Neither Learning Curve Group (LCG); nor their authors, 
publishers or distributors accept any responsibility for any 
loss, damage or injury (whether direct, indirect, incidental 
or consequential) howsoever arising in connection with the 
use of the information in this learning material.

Copyright 2018

All rights reserved. All material contained within this 
manual, including (without limitation): text; logos; icons; 
and all other artwork is copyright material of Learning 
Curve Group (LCG), unless otherwise stated. No part of this 
publication may be reproduced, stored in a retrieval system, 
or transmitted in any form or by any means (electronic, 
mechanical, photocopying, recording or otherwise), 
without the prior permission of the copyright owners.

If you have any queries, feedback or need further 
information please contact:

Learning Curve Group 
1-10 Dunelm Rise 
Durham Gate 
Spennymoor, DL16 6FS  
info@learningcurvegroup.co.uk 
www.learningcurvegroup.co.uk
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