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Introduction

Advance EPA is an end-point assessment organisation (EPAQ) approved on the Education
and Skills Funding Agency (ESFA) register of end-point assessment organisations. Advance
EPA is committed to designing and delivering the highest quality end-point assessment that
is rigorous, robust, valid, consistent, reliable, accessible, independent and free from bias. As
part of this commitment, Advance EPA has a conflict-of-interest policy which enables it to
identify, manage and mitigate conflicts of interest, so as to protect the integrity of our end-
point assessment service and the learner. It also enables Advance EPA to ensure ongoing
compliance with the qualification regulator Ofqual, and ESFA conditions for EPAOs and
Awarding Organisations.

Definition

Ofqual guidance on conflicts of interest states that “In general terms, a conflict of interest
exists when an organisation or an individual has competing interests, which might impair its
or their ability to make objective, unbiased decisions”, it then defines that a Conflict of
Interest exists in relation to an awarding organisation where:

e its interests in any activity undertaken by it, on its behalf, or by a member of its Group
have the potential to lead it to act contrary to its interests in the development,
delivery and award of qualifications in a way that complies with its Conditions of
Recognition,

e aperson who is connected to the development, delivery or award of qualifications by
the awarding organisation has interests in any other activity which have the potential
to lead that person to act contrary to his or her interests in that development,
delivery or award in a way that complies with the awarding organisation’s Conditions
of Recognition, or

e aninformed and reasonable observer would conclude that either of these situations
was the case.

Based on the regulatory definitions, we have defined a conflict of interest as a situation in
which an individual, or organisation, has competing interests or loyalties. They can be
Perceived, Potential, or Actual, Financial or Non-financial.

In the case of an individual, conflicts of interests may arise where an individual’s commercial,
personal or family interests and/or loyalties conflict with those of Advance EPA and its
Learners (learners), and could result them compromising, or appearing to compromise their
advice, actions, or decisions if it is not properly managed.

Having a conflict of interest does not prohibit Advance EPA from operating or from
individuals being involved in the service, but Advance EPA must have in place rigorous
methods to identify, mitigate, manage, monitor and review to prevent any adverse effects
arising. However, some of the Ofqual Conditions do prohibit certain Conflicts of Interest in
specific circumstances:
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Condition A8.3 prohibits anyone with a personal interest in the outcome of an

investigation into potential malpractice from carrying out investigations of suspected

or alleged malpractice

e Condition G4.6 prohibits anyone with a personal interest in the outcome of the
investigation into potential breaches of confidentiality from carrying out
investigations of suspected or alleged breaches of confidentiality

e Condition I1.2 prohibits anyone with a personal interest in the decision being
appealed from taking decisions on that appeal.

Examples of Conflicts of Interest

Advance EPA cannot detail, within this policy, every type of conflict that exists in the design /
development, delivery and award of end-point assessment, but the following are examples:

Example

e the end-point assessment organisation is also a training provider
e the end-point assessment organisation is a trade association and has
an existing relationship with the employers of Learners
» the end-point assessment organisation provides qualifications that
Organisational form part of the Learnership
e the end-point assessment organisation has a financial stake in any of
its suppliers or third parties
» the end-point assessment organisation has a financial stake in any of
its centres
Where a centre:
e creates or follows a procedure that conflicts with those of Advance
EPA and its regulatory responsibilities
Centres e incentivises its staff by offering a bonus for the number of learners
achieving a 'pass’
e member of staff is involved in both the end point assessment and the
on-programme delivery of a standard, such as, invigilation
e Where a staff member or contractor:
o Accepts or offers over generous gifts or hospitality;
o Holds shares in a company that is in direct competition with
Advance EPA;
o Uses company property for personal benefit.
e Where an expert designing the end-point assessment materials:
o isalso carrying out work for a training provider that will be
Personal delivering the apprenticeship standard;
o is also working for another end-point assessment organisation
delivering in competition to Advance EPA;
o isemployed by an employer of the Learners undertaking the
apprenticeship standard;
o gives confidential information to competitors.
e Where an assessor:
o has completion and achievement targets to meet;
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Type Example

has been involved in any element of Learnership on-programme
delivery;
o hasline managed a Learner;
o isrelated to the Learner or has family members related to, or
friends with, the Learner;
o works (employee or freelance) in the same employer as the
Learner;
o works (employee, freelance or volunteer) or has worked for the
training provider, even if they have not trained the Learner.
e Where a Advisory group member has:
o afinancial interest in Advance EPA, such as shares
o afinancial interest in customers of Advance EPA
o a professional or financial interest in an Advance EPA approved
Centre
e where a complaint, appeal or malpractice investigator has a link to
the person or activity being investigated

Scope

The policy encompasses entire service from design and development, through delivery and
award, onto monitoring, evaluation, and continuous improvement, and applies to:
e the organisation, Advance EPA
e all members of staff, Governing Body, and advisory body members
e organisations undertaking an activity on behalf of Advance EPA
o Such as third parties providing services to support the assessment, those
involved in the design or development of assessment materials, or centres
involved in the delivery of assessment.

The policy is designed to provide all those listed above with information that must be
considered when performing their duties, and details how Advance EPA will identify mitigate
and manage any potential or actual conflicts of interest across the organisation and staff. If
there is any doubt whether something represents a conflict of interest, it must be reported.

Roles and responsibilities

The policy is managed and over seen by the responsible officer, who is responsible for
initially assessing the impact of a declaration or notification of a potential or actual conflict
of interest and any action already taken to ensure that there is no adverse effect. They are
responsible for escalating reports of potential or actual conflicts of interest to the Governing
Body and to the regulator Ofqual. The Responsible Officer is responsible for ensuring the
conflict-of-interest register is maintained and reviewed.

The policy is subject to annual review and scrutiny by the Advisory group to ensure ongoing
operational effectiveness and regulatory compliance. The group is also responsible for the
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management of conflicts of interest that are escalated to them as risks and/or potential or
actual adverse effects.

Directors are responsible for communicating this policy to their managers. Managers are
responsible for communicating this policy to all existing and new staff within their areas of
responsibility, including when commissioning freelance staff and third parties. Directors are
also responsible for reviewing centre conflicts of interest policies as part of quality assurance
arrangements of the monitoring of centres (more detail about centres is provided later in
this policy).

All staff must read, understand, and operate within the policy.

Identification and Managing of Conflicts of Interest — Staff

Advance EPA adopt a range of approaches to identify where there may be conflicts of
interest from checks upon recruitment through to declarations, monitoring and quality
assurance:

Method Activity

e Checks of staff (employed and contracted) CVs and employment

Recruitment histories upon recruitment (checked by Human Resources, Shared

and Service). This includes those involved in the design, development,

contracting delivery and award of assessment materials.

e Integrity checks of Governing body/advisory group members.

e Training for Governing Body and advisory group on conflicts of
interest, led by The Advance EPA Responsible Officer

e Training on conflicts of interest at induction and as part of

Training standardisation (training and standardisation led by the Managing
Director)

e Ongoing CPD training for Conflict of Interest and discussed at all team
meetings.

¢ Initial declaration on joining the company.

¢ Annual Declarations of business interests / declaration of conflicts of
interest and confidentiality for all Advisory group members.
Distributed and collated and reviewed by the Responsible Officer,
recorded on a central register by the Managing director.

e Quarterly self-declaration for all staff Employees is required to make a
self-declaration every 3 months using the “Confirmation of understand
concerning Conflict of Interest” and are required to present to the
Managing Director at the appropriate team review, evidence of
completion shall be held in a central register by the Managing
Director.

e Assessors must also complete a declaration for each Learner they
assess in advance of being confirmed as the assessor and assessment
taking place. This is a process carried out via an online declaration in

Declarations
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Method Activity

the EPA MIS system, ACE360. A booking for end-point assessment

cannot processed without completing the declaration.

The Managing Director is responsible for issuing and collecting

declarations, including checks for any missing or incomplete declarations,

and maintaining the conflict-of-Interest register.

The declarations and register are reviewed as required by the Managing

Director.

e All staff have a requirement to notify the Managing Director
immediately should they believe that they have become the subject of
a real or perceived conflict of interest, or if their circumstances change.
If it has been notified verbally it must be followed up in writing. The
Managing Director will discuss all cases with the Governing Body and
will then record the incident and formulate a judgement.

¢ Annual review of CVs and CPDs records by the Managing Director
enables additional checks for potential conflicts. Reviews carried out
by the Managing Director and any queries or concerns are escalated to

Ongoing Governing Body.

o All staff, third parties, centres, employers, providers, and Learners have
the ability to notify or whistleblowing at any time through our
whistleblowing process found in this document. Whistleblowing is
managed by the Managing Director

e Quality assurance arrangements for sampling, observation and

feedback may identify potential or actual conflicts. In these

circumstances they are reported immediately to the Managing Director
and will be treated and investigated as a risk to identify if there are any
adverse effects and if notification is required to the regulator.

Identification and Managing of Conflicts of Interest — Third Parties

Advance EPA uses a range of third parties and suppliers to support the delivery of end-point
assessment, examples include:

e EPA management software, ACE360 and Classmarker

e Employers — for the provision of assessment premises or equipment (not delivery of
assessment)

e Training Providers — for the provision of assessment premises or equipment (not delivery
of assessment)

All access to systems used by Advance EPA is overseen by the responsible officer. No access
is given to anyone outside of the company and if access is given due to business use the
users access will be restricted to agreed information. No information will be shared, and all
data managed in line with the Data Protection Act 2018.

Advance EPA carry out due diligence checks on all suppliers and third parties to ensure their
business is legitimate, buoyant and that no conflict of interest exists, or that it can be
mitigated to work with them.
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All third parties will be asked to sign third party agreement which outlines their
responsibilities to Advance EPA as an Ofqual recognised awarding organisation. The
agreement states how they must ensure they support us to remain compliant to the General
Conditions of Recognition. This includes areas such as confidentiality and disclosing /
managing any conflicts of interest.

Where a potential conflict of interest is identified by Advance EPA, steps will be taken to
ensure that the conflict is removed or managed to its satisfaction. If this is not possible, the
relationship with the third party may have to be terminated.

Identification and Managing of Conflicts of Interest — Centres

Where an organisation takes part in the delivery of an end point assessment, regulatory
requirements under Condition C2 must be complied with. This means that where a training
deliverer undertakes some or all the below tasks Condition C2 is relevant. Activities related to
delivery include:

e taking delivery of written question papers in advance of the assessment
¢ handing out written question papers to Learners

e setting up online assessments

e delivering instructions to Learners before the assessment commences

e invigilating assessments

e collecting assessment paper and sending then to Advance EPA

In such circumstances the organisation is considered a centre and must be approved by
Advance EPA. As part of the approval process centres are required to have in place a conflict-
of-interest policy which is subject to review as part of the quality assurance arrangements in
place for monitoring of Centres.

Approved Centres have contractual obligations to identify and monitor:

e All conflicts of interest which relate to their work in delivering end point assessment
qualifications, and

e Any scenario in which it is reasonably foreseeable that any such conflict of interest
will arise in the future

Every Approved Centre appoints a Head of Centre to act as the single point of accountability
for adhering to all Advanced EPA policies, procedures and regulations as required as part of
the Centre Approval process. The Head of Centre is responsible for ensuring that all Centre
staff, whether directly or indirectly employed by the Centre (including all consultants and
contractors) are aware of this policy and the responsibilities covered therein.

Where there is a perceived potential or actual conflict of interest, individual Centre staff
members are required to inform the Head of Centre, who will document and resolve the
issue or escalate it to the Managing Director at Advance EPA.

The Conflict-of-Interest Register
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Advance EPA maintains a Conflict-of-Interest Register to record all declarations and all
potential and actual areas of conflict across the organisation, staff, third parties and centres.
The register also includes records of any investigations, mitigating actions and their
associated timeframes.

The register is managed on a day-to-day basis by the Responsible officer and reviewed
monthly. Any conflicts identified in declarations will be flagged immediately with the
Responsible officer rather than waiting for the monthly review.

A summary of the register and actions is also reviewed at the Governing Body board
meetings

The information included on each Register will be processed in accordance with data
protection principles as set out in the Data Protection Act 2018. Data will be processed only
to ensure that staff act in the best interests of Advance EPA. The information provided will
not be used for any other purpose.

The register captures the following information:

e the name and role of the person;

e the name of the centre or third party

e method of notification —annual declaration, midyear declaration, whistleblowing,
quality assurance

e date of declaration or natification

Conflict of interest declarations, Conflict of interest via whistleblowing or quality

including notifications from Centres  assurance

e nature of conflict;

e senior staff member at Advance EPA to which
the (potential) conflict has been referred for
review

e date of review to determine next steps

o officer responsible for investigation

e conflict of interest check for investigator
o if thereis a conflict the investigation will

e nature of potential or actual
conflict;

e senior staff member at Advance
EPA to which the (potential)
conflict has been referred for

(rjewewf ‘ 4 decici h be allocated to the Managing Director
. da:e'lo) review and decision (wit e Theinvestigation and outcome, including the
etails

mitigating actions and the associated
timescales

e Level of risk, including details of any potential
or actual adverse effects

e Date reported to Advisory group and record
of any subcommittee decisions or
recommendations

e date of report to regulator (if applicable — if
there has been or may be adverse effects)

o prevention
o mitigation
o no action required (upon
review it is not a conflict)
e date for review
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o the responsible officer will report to
the regulator

e date for review

Investigating Conflict of Interest

When a decision is made to investigate a potential / actual conflict, as the result of a
declaration, notification, whistle blowing or quality assurance, the following steps will take
place:

e Assign an investigator*

¢ Notify the person or organisation subject to the investigation

e Consult and plan: work with Advance EPA HR to plan investigation activities and
notify the Advisory group

e Deliver: carry out investigation, which may include interviews and data gathering

¢ Risks and adverse effects: identification of the potential risks to Advance EPA and
adverse effects to for the Learner (learner) and the end-point assessment service

e Review: review the investigation findings

e Report: produce an investigation report with findings and recommended actions

e Decision: actions and sanctions.

e Malpractice and maladministration.

e Risk and incident management policy

e Should there be adverse effects, or potential adverse effects, these will be reported to
the regulator by the Responsible Officer.

Advance EPA, aim to complete all investigations within 4 weeks of notification. Where the
investigation timeframe needs to be changed, all parties will be notified, and a revised
timeframe agreed.

* If a conflict relates to a Governing Body or advisory group members the matter will be
investigated by the Non-Executive Director that is not involved in the conflict who will agree
the appropriate actions to manage or remove the conflict of interest with the Chair of the
Governing Body. Where the conflict relates to the Chair of the Governing Body or advisory
group, the Non-Executive Director would agree such actions with the Responsible Officer and
another independent governing Body or subcommittee member. If the conflict relates to the
Responsible Officer, the matter will be investigated by a Non-Executive Director of the advisory
group who will agree the appropriate actions to manage or remove the conflict of interest with
the Chair of the Governing Bodly.

Mitigating conflicts of interest

Mitigating actions will be proportionate to the nature of the conflict and may include:

e reorganising activities and /or key functions

e allocating an alternative assessor

e changing the expert being used to design assessment tools and materials
e use of internal resources rather than third parties
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Other actions to address the levels of risk may include:

e additional observations and sampling

e double marking

e termination of supplier/third party contracts
e removal of centre approval.

Mitigation may also be timebound, and as such a date for review is captured as part of the
review and investigation. For example, an assessor may not be able to assess a particular
cohort from an employer because they used to work there, future cohorts will not be
affected by a conflict.

Whistleblowing

A whistle-blower is a worker who reports certain types of wrongdoing. This will usually be
something seen at work. The wrongdoing disclosed must be in the public interest, i.e., it
must affect others, for example the public. As a whistle-blower you're protected by law. You
will not be treated unfairly or lose your job because you ‘blow the whistle’. You can raise
your concern at any time about an incident that happened in the past, is happening now, or
you believe will happen in the near future.

Complaints that count as whistleblowing

You're protected by law if you report any of the following:

e acriminal offence, for example fraud

e someone’s health and safety are in danger

 risk or actual damage to the environment

* amiscarriage of justice

e the company is breaking the law, for example does not have the right insurance
* you believe someone is covering up wrongdoing

Complaints that do not count as whistleblowing.

Personal grievances (for example bullying, harassment, discrimination) are not covered by
whistleblowing law, unless your case is in the public interest.

These should be reported under the Complaints and Appeals Policy. For further help and
advice on these, contact the Advisory, Conciliation and Arbitration Service (Acas).

Policy Review
This policy is reviewed annually, to ensure it remains fit for purpose, as part of Advance EPA's
commitment to continuous improvement. It may be reviewed earlier should any there be any

adverse effects, or if notifications are received from Ofqual.

Contact

Advance EPA Conflict of Interest Policy
V1.0 October 2023



¢ Advance EPA

The support to succeed

If you have any queries relating to enquiries, appeals or whistleblowing, please contact
Advance EPA direct, in confidence.

Email: admin@advanceepa.co.uk

Referenced procedures and documentation

. Incident, Investigation and Report Form

. Complaint, Assessment, Results Enquiry Appeal Form

. ADV-EPA-OP-01 EPA Complaints, Enquiries and Appeals Policy
. ADV-EPA-OP-02 EPA Conflict of Interest Policy

. ADV-EPA-OP-03 EPA Fair Access to Assessment Policy

. ADV-EPA-OP-04 EPA Fees Cancellation and Resit Policy

. ADV-EPA-OP-05 EPA Quality Assurance Policy
. ADV-EPA-OP-07 EPA Staff Recruitment and Training Policy
. ADV-EPA-OP-08 EPA Sanctions Policy
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