
Page 1 of 14 

 

j 

 

 

 

Thank you for starting your journey within the  

CTSI Professional Competency Framework (CPCF) 

 

This welcome pack contains information for the Training and assessments for the CPCF. 
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Sue Steward  Head of Client and Commissioning 

Jackie Fisher Education Executive 

Rebecca Taylor Education Co-ordinator 

Marianne Rickwood  Education Co-ordinator 

Alex Jones  Education Assistant 

 

 Contact details: 

• Telephone: 01268 582242 

• Email: qualifications@tsi.org.uk. 

When you register into the qualification framework for examinations, you will receive a registration letter 
which includes your Candidate ID number, this number is unique to you and is to be used on all 
elements of submission in the framework.  Sitting exams, submitting your coursework submission 
within Stage 1 and when submitting your reflective statement and portfolio within Stage 2. 

The welcome pack is designed to provide you with a summary of information needed for your journey 
through the CPCF. 

CTSI also recommend that you read the CPCF regulations which identifies all the requirements. 

 

Joining this course tells us that you value your professional development.  Any non-members 
registering onto the CPCF qualification in 2021 can register for membership via the CTSI website. You 
will receive further communications from CTSI concerning your membership and benefits and the 
process.  

In addition to the specialist support and advice you would expect from your professional body, we are 
also pleased to provide our members with access to a range of discounted offers and exclusive 
services.  

The application for membership form will need to be completed to apply to become a member. 

 

mailto:qualifications@tsi.org.uk
https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/regulations/cpcf-regulations-updated-15-09-20.pdf
https://www.tradingstandards.uk/practitioners/join-us
https://www.tradingstandards.uk/media/documents/practitioners/join-us/ctsi-application-for-membership-2021.pdf
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To attend a CTSI training course you need to book online.  You do not have to attend courses in order 
to register for the CPCF and assessments.  

CTSI organise training to start delivery in the September prior to the May examination cycle.  We try to 
advertise the courses from January of each year allowing candidates to book.  The courses close 
approximately the first week of August. 

All courses are advertised on the website 

When you have booked on-line you receive an automatic booking email.  This confirms your place and 
nearer the time of delivery, you will receive joining instructions from the training provider responsible for 
the course delivery. 

Delivery of training is currently virtual via Microsoft teams and online distance learning via the LMS. 

CTSI recommend that you study 3 hours per week running up to the examinations form the start of your 
course. 

Your training booking does not register you for any examinations. 

 

This is what online learning systems are called.  At the start of the training course, you will be given 
access to the CTSI Training Together Learner Management System (LMS). 

CTSI will load all delegates onto the appropriate course.  This will happen two weeks prior to your 
contact days with your trainer. 

When you are loaded onto the LMS, you will receive an automatic email from the system providing you 
with the login details and password for the system. Please look out for this email.  

If you have not received your login details with a week to go, call the qualifications team on 01268 
582242. 

The trainer may choose to add further information into your learning materials, these will be added and 
you will be notified when available by the Education Team via email.  

Your Training days teams invites will be provided in your joining instructions from your training provider. 

 

https://www.tradingstandards.uk/practitioners/training-development/cpcf-training-courses
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The Learning Management System or the LMS as we typically refer to this as, is the online learning 
portal wherein all of the distance learning and contact days information received from the trainers is 
uploaded for delegates who are going through training. 

You will receive an email with your login details from the Training Together LMS platform, please 
contact a member of the team if you are unable to login.  

If you have not received your login email information, please check your junk/spam mail as this may be 
found here; if this is the case, please move to your inbox and activate the links and other functionality 
that will have been removed as per below.  

 

 

 

 

Your email should be shown as below: 

 

 

Click on the green LOGIN NOW icon, use the username 
and password from your email and work through the 
step-by-step basic instruction tutorial for the platform.  
This will be available when you first log onto the LMS. 

 

 

 

 

 

 

 

 

Once you are logged into the system, you will land on the dashboard area where you will see any 
announcements that the Qualifications Team or the trainers have put out.  You will also see your 
overall progress chart which will show when you have completed or started a course so you can keep 
on top of your learning. [This is especially useful if you are undertaking other training at the same time]. 
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At the top of the dashboard, you will see a box with 
three lines.  

 

Click on the box.  It will show some drop down menus. 

 

 

To access the learning materials, select Plan,  

 

 

 

 

 

 

You should see a 
curriculum named 
each subject on 
screen that you are 
registered for. 

 

 

 

 

 

 

 

 

 

 

 

Under the name of your course, you will see a number of different areas, these are known as tiles, and 
they indicate all the different areas associated with your learning.  You will need to work through all tiles 
to complete your learning for your course.   
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The Qualifications resource area on the website is where all the stage requirements, forms, portfolios, 
coursework, past exam papers, examination information, training, ongoing announcements etc. can be 
found.  This is your go to place 

https://www.tradingstandards.uk/practitioners/training-development/qualifications-resources 

 

 

 

 

 

The CPCF has been designed to have one exam cycles (May) and a resit opportunity (September) 
each year. 

Stage one consists of three units, each with an examination and a piece of coursework to be 
completed. 

• Regulatory Environment and Enforcement 

• Business and Consumer Legal Framework 

• Trading Standards Law part 1 
 

Coursework requirements for the May examination cycle is advertised on the website in September. 
The current coursework requirements can be found on our website. 

The coursework submission deadline for the May cycle is 1 March, if feedback would like to be 
obtained. Or the alternative deadline is 1 April if you do not wish to receive feedback.  

You will find out if you have been successful or not after the marking processes has been completed.  If 
you are unsuccessful, you can have 2 weeks to review and update your submission, for it to be 
remarked.  This remark is the final mark awarded.   

You do not receive a mark until it has been ratified with the Qualifications and Awards Board. 

The coursework submission deadline for the September resit cycle is 1 August if feedback would like to 
be obtained or 1 September if you do not wish to receive feedback. 

Submission is via Microsoft SharePoint  

 

https://www.tradingstandards.uk/practitioners/training-development/qualifications-resources
https://www.tradingstandards.uk/practitioners/training-development/qualifications-resources#stage1info
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When you register for stage 2 you have two full exam cycles (May) to complete the requirements of this 
stage. 

Stage 2 requires you to complete: 

• Investigations (unit 5) 

• Regulating Markets (unit 6) 

• Weights and Measures (unit 4) 

• One Option: (Food, Feed or Product Safety) (unit 4) 

Each unit will have different assessment requirements.

 

 

All units in stage 2 have a portfolio to be completed.  The portfolios can be found in an excel document 
on the website. 

Portfolios are about gathering evidence of the skill requirements as identified in the portfolio itself. 

CTSI always recommend that you ensure you read your subject portfolio so that you can more easily 
recognise evidence that could eb used to demonstrate your skills. 

Please ensure your read the portfolio guidance on the website  

 

If you have not completed the TSQF core skills portfolio you are required to complete the generic 
portfolio. You can do this alongside your first portfolio you build but it must be submitted at the same 
time or before.  

 

If a subject area has an oral assessment or a professional interview assessment, your portfolio must be 
submitted to your regional verifier prior to taking these assessments. 

The portfolio submission deadline for the May cycle is 1 April. The portfolio submission deadline for the 
September resit cycle is 1 September. 

Submission is via Microsoft SharePoint 

 

https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/cpcf-portfolio-incl.check-lists-updated-july-2021.xlsx
https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/portfolio-candidate-guidance---updated.pdf
https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/generic-skills-matrix-updated-october-2020.xlsx
https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/generic-skills-matrix-updated-october-2020.xlsx
https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/verifiers---local-authorities-list-updated-apr-2021.pdf
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Weights and Measures in unit 4 is required by all candidates.  This subject area is delivered in 
partnership with Office of Product Safety and Standards (OPSS) as they are responsible for the section 
73 certification.

 

Assessments: 

• The assessments for practical and orals are held at the OPSS building in Teddington London. 
 

• Professional interviews are held virtually via Microsoft teams 
 

• Written exam is held at the same time as all written examinations. 
 

• Portfolio completion is required to be submitted prior to taking practical and oral examinations. 
The portfolio is found on the excel spreadsheet with all the other portfolios.  You can start this 
as soon as possible to gain maximum exposure to the field of Weights and Measures. The 
portfolio can be submitted at any time but on later that the 1 April is sitting practical and orals in 
the May. 

 

• Reflective statement is required to be submitted prior to taking practical and oral examinations. 
The requirement for reflective statements is put onto the website in September each year in 
preparation for submission the following April 1.  

 

Please ensure you read the website for all information about Weights and Measures.  

 

 

https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/cpcf-portfolio-incl.check-lists-updated-july-2021.xlsx
https://www.tradingstandards.uk/practitioners/training-development/qualifications-resources#stage2info
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As discussed previously in this welcome pack, there are certain deadlines associated with the 
framework that must be met. This section outlines what these deadlines and for what aspect. 

Deadlines are shown below: 

Complete the distance learning materials on LMS if completing training 

Submit your coursework/portfolio submission – by 1 March/April deadline (May cycle) or by 1 
August/September deadline (September cycle) 

Sit the written examinations – Second week of May (May cycle). Second week of September 
(September cycle) 

Sit the oral, practical and professional interview examinations – Week 23 (June)(May cycle). 
Week 40 (October) (September cycle) 

 

It is IMPORTANT that you do not miss any deadline or assessment date as shown above.   

A summary of assessment can be found on the website alongside each unit syllabi – found in each 
stage tab in the qualifications resource area.

CTSI feel it is important that you review each unit syllabi so that you recognise the requirements of 
learning for that subject. 

Running up to the examinations in May and September there will be a separate tab in the resource 
area that holds all the information you may need for the examination.  Make sure you visit this tab as it 
will have aspects like 

Timetables / conduct in exams/ oral guidance / special requirements form / photo ID / 
delivering exams in a LA etc 

 

As part of Trading Standards Practitioner Certification (stage 1 for short) there are two types of 
assessment: 

• Written examination (2 hours in length) 

• Coursework (a 2,000-word reflective statement (Unit 1), a 2,000-word case study (Unit 2) and a 
2,000-word report (Unit 3) 

All the detail of these assessment can be found on page 8 – 9.   You must be successful in all types of 
assessments to achieve the qualification. 

 

As part of the Trading Standards Practitioner Diploma (Stage 2 for short), there are six types of 
assessment: 

• Written examination 

• Reflective Statement (Unit 4 Weights and Measures) 

• Portfolio 

• Oral  

• Practical (Unit 4 Weights and Measures) 

• Professional Interview (Unit 4 Weights and Measures, Unit 5 Investigations and Unit 6 Regulating 
Markets) 

 

You must be successful in all types of assessments to achieve the qualification. 

https://www.tradingstandards.uk/media/documents/practitioners/cpcf-current-folder/stage-2/cpcf-portfolio-incl.check-lists-updated-july-2021.xlsx
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CTSI recognise that circumstances may occur that may lead to you not sitting an assessment or 
submitting your coursework/portfolios.  Where this is known, please contact the team (contact details 
found on Page 2) prior to the dates shown above. 

Where you are unable to sit the oral or online assessments due to medical or other reasons, please 
contact the team immediately.  For medical reasons, ensure you have been seen by a GP within 5 
days of the assessment date.  CTSI reserves the right to request a letter or a copy of any sickness 
certificate issued.  The team will discuss your options directly with you. 

If the reason for not attending an assessment is due to bereavement or medical reason, your manager 
may contact the team on your behalf. 

You are required to complete all elements to achieve the qualification.  If there are any circumstances 
that you need to raise with the team, please contact us as soon as possible 

 

Candidates undertaking stage 1 for the first time are required to complete all examinations, coursework 
within the same assessment diet, May, with resit opportunities in the September).  

A candidate is limited to re-sitting any one assessment 3 times consecutively.  

A candidate cannot progress to stage 2 until they have successfully completed Stage 1.  

A candidate is limited to re-sitting any one assessment 3 times consecutively.  

A candidate cannot progress to Stage 3 until the successful completion of stage 2. 

 

CTSI take all outcomes of individual assessments to the Qualifications and Awards Board (QAB) where 
they are ratified (confirmed). 

Candidates will receive results letter a week after this meeting.  This letter lists all outcomes that have 
been ratified at the meeting. 

A week later, candidates who have successfully completed all elements that make up an award will 
receive their awards letter. 

CTSI will them look to start certification.  Candidates should receive their certificate within 12 weeks of 
the awards letter. 

 

 

 


