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Aim

The aim of this procedure is to ensure that all assessment conducted through the Advance
EPA end point assessment service (EPA) operation is delivered to a consistently high
standard, is rigorous, quality assured and meets the standard required within the assessment
plan and EQA organisation.

Responsibilities
The Managing Director has overall responsibility for ensuring adherence to this procedure.

The Managing Director has responsibility for monitoring the level and quality of EPA activity
and overall effective deployment of this procedure.

The EPA team in partnership with the Managing Director have responsibility for the
deployment of EPA services.

EPA Staff Monitoring

Within the first 6 months (but not less than 3 months) of their employment EPA assessors
shall undergo a series of observations covering the full range of EPA methods to establish
the quality of the EPA services being delivered and to identify areas for improvement and
development. Observations shall be graded as a benchmark for employees to measure
future development and improvement.

The sampling strategy shall be inclusive of:

e 1 xsample per annum per IEPA per testing component per level of apprenticeship
within their area of responsibility inclusive of recordings, evidence, and observations
e 1 xoperations system compliance sample observation per annum per IEPA

Each activity shall be RAG rated and graded to determine that a minimum Grade 2 ‘good’
standard is achieved for each EPA service offered. Each grade shall contribute towards the
allocation of an overall annual performance grade used to inform quality improvement and
CPD development.

Should any party have cause to appeal against a grading decision made as part of this
process the standard Grievance Procedure shall be followed as a means of redress in solving
any such issues. To ensure consistency observer judgements shall be subjected to annual
moderation and sampling.
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EPA Quality Assurance Observations

Observers shall compile an annual planner of EPA observations within their area of responsibility
(observations shall be implemented on a no-notice basis)
A copy of the annual planner shall be forwarded to the Managing Director

v

Observation Activity
All sector-specific EPA methods

v

Outcome

The observer shall complete an Observation Findings Report, award an outcome grade, and
provide feedback to the Managing Director on areas of good practice, areas for improvement
and CPD

Where the grade allocated is less than good the Managing Director
shall request a subsequent observation.
In all cases, a copy of the observation Findings Report shall be issued to the:
Managing Director

v

Follow Up

On receipt of the Findings Report the:
Managing Director shall register the observation outcome within the quality assurance system
and issue the EPA with a post-audit evaluation form

Managing Director shall discuss the findings with the employee and organise any CPD
actions and subsequently close out any actions

A copy of the Findings Report shall be held within the:
Employee’s CPD file

EPA assessors will have experience in managing a caseload of learners and have a proven
track record of success that demonstrates an understanding of the apprenticeship
knowledge, skills, qualifications, and sector-specific requirements. They will understand the
routine of the sector and will have credibility in front of learners and employers.

EPA assessors will undergo an annual course of CPD (minimum 30 hours) to ensure their
knowledge remains current which will include sector briefings and standardisation aimed at
ensuring sector-specific knowledge and skills remain up to date in line with industry
requirements. Additionally, we will build a network of employers to provide EPA assessors
with the opportunity to take part in work placements ensuring that their occupational
competence remains up to date. The work experience is intended to permit our staff to
complete activities such as taking company inductions, insight into new technologies, and
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industry developments ensuring that the team maintains the required level of occupational
experience. This activity will form a mandatory part of their annual professional
development. We will also ensure that by working in this way we do not leave the system
open to a potential conflict of interest.

EPA assessors will be expected to take the end-point assessment elements and complete
role-playing exercises to ensure that they understand the test(s) in detail.

EPA Standardisation and Moderation

It is our aim to continuously and independently review the performance of all our Employees
involved in End Point Assessment through a combined process of performance monitoring,
moderation, and direct observation.

The Managing Director shall be responsible for the production of an EPA quality assurance
sampling strategy to ensure the consistency and standardisation of this process.

The Managing Director is responsible for ensuring that all involved in the management and
delivery of EPA understand the implications of such a strategy.

The EPA sampling strategy uses a risk rating methodology for planning all sampling. New
end-point assessors will receive a 100% moderation sample of the work completed, which
will be undertaken by a qualified EPA. This is to ensure consistency of practice and
assessment decisions. The level of sampling will remain at 100% until the Managing Director
is satisfied that standards are consistently met. EPA outcomes will not be communicated to
apprentices and employers until all moderation sampling work is complete.

It is the responsibility of the Managing Director to:

Complete a review of the EPA planning and sampling and make arrangements for direct
observation of the EPA operation.

Ensure all moderation activity is within five working days of the completion of the EPA
activity. Any assessment activity requiring a value-based judgement will also receive an
ACE360 rate line of scrutiny based on the observation. The types of work that these covers
are: Situational judgement tests, CPD professional discussions, portfolio showcase, and
project demonstrations.

The Managing Director with the support of the EPA team shall host sampling standardisation
meetings requiring the attendance of all EPA staff. These meetings shall cover:

» preparation and arrangements for testing

» sampling and feedback of assessment work

» standardisation of assessment methods and grading outcomes and agreement of
final grades of apprentices

» final outcomes and development work

» Review of assessment tools, when applicable

» Possible risks
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Meeting notes will be written covering the areas discussed.

The EPA sampling and moderation process shall operate to verify the accuracy of apprentice
registration, certification, flexibility, standardisation, timeliness, consistency of all
assessments. It is the responsibility of the Managing Director to ensure that all sector
specific EPA marking and components are sampled with rigour.

EPA sampling and moderation shall encompass the following methods:

* Feedback

» Direct observation of performance

= Discussion with apprentices and employers
= Validation of observation records

= Voice recordings

» Portfolio assessment

= Certification

= Oral and written questioning

» Professional discussion

=  Project work

= Assignments

» Sufficiency, validity, and authenticity of evidence
= Consistency of assessment

= Witness statements and testimonies

» Health, safety, and welfare

» Equality and diversity

» Testing and invigilation

» EPA sector specific components

= EPA marking and grading

The Managing Director will produce an EPA Monthly Activity Report summarising all
verification activity, judgement findings and patterns and trends. The findings against each
EPA assessor shall be risk banded High, Medium, or Low. It shall be the responsibility of the
EPA Director to address these findings with staff members to avoid recurrence.

The Managing Director will monitor these findings and aim to work with other EPA
organisations to perform peer review and learn best practice. The Managing Director may
also recruit the services of additional consultancy as required to add to this support.

In accordance with requirements all allegations of fraud, malpractice or maladministration
shall be investigated. The nature of the investigation and of the actions taken if malpractice
or maladministration is proven shall be proportionate with the nature and gravity of the
allegation. The Company regards all allegations and suspicions of malpractice or
maladministration as potentially serious issues and as such shall be investigated and
recorded formally.

Please refer to the EPA Malpractice and Maladministration Policy for more information

Advance EPA Ltd Quality Assurance and Audit Policy
V2.0 March 2025



¢ Advance EPA

The support to succeed

All information relating to an EPA will be retained for seven years or the period specified by
the funding body.

Continuous Improvement of EPA services

The Managing Director shall be responsible for the continuous quality improvement of the
EPA Service; sampling and moderation of the EPA service delivered will contribute to this
process.

The Managing Director shall be responsible for establishing and maintaining a Quality
Improvement Framework for EPA Services inclusive of KPI's and the commissioning
developmental activity. The framework shall include both quantitative and qualitative
feedback.

Quarterly Reviews

Staff will commit to Quarterly reviews of performance which will be coordinated by the
Managing Director and the performance management system.

External Quality Assurance

The EPA Service is subject to external quality assurance to ensure compliance with regulatory
guidance. Responsibility for external quality assurance depends on the apprenticeship
standard and may be one or more of the following:

= IFA

» regulatory bodies (e.g. Ofqual);

= employer organisations; and

» relevant professional bodies.

Advance EPA is under an obligation to comply with the conditions of the APAR. Advance EPA
will ensure that regulators gain access to materials and or assessments for audit purposes.
Remote access can be granted within our systems.

Grading, Validity and Marking

EPA grading and marking will be conducted in line with the requirements of the sector-
specific assessment plans. Knowledge-based testing will be conducted through the facility of
Class Marker which randomly selects from a wide bank of online questions that are marked
via the system'’s automated marking process.

Assessment will be marked and graded by qualified EPA staff and moderated to ensure
standardisation and fairness of grading prior to the confirmation of the graded outcome. As
part of the quality assurance, process assessment methods will be sampled via an annual
RAG rated sampling plan for each EPA. Quality assurance will aim to ensure that all
assessments are fair reliable and consistent with the relevant marking and grading criteria.
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Marking and grading will be appropriate to the task set and the apprentice’s response to
that task. Grades will be graded against a pre-determined grading and marking
strategy/criteria thereby ensuring consistency, tasks will be graded as per the assessment
plan.

The task marking rational will be clearly recorded by the EPA for each task and detailed
feedback will be provided to the Apprentice.

The Apprentice will be provided with a summary of results outlining the judgements against
each task and a more detailed summary will be provided in instances where the task
standard has not been met.

Parties can appeal against any decision made as per our EPA Complaint, Enquiries and
Appeals Procedure.

Gathering and Recording Data

The ACE360 and Class Marker systems will be used to gather and record data which will be
held securely and in line with Data Protection and GDPR requirements.

Data will be forwarded to the appropriate regulatory bodies on request and monitored in
relation to volumes, achievements and outcomes.

As part of standardisation we will monitor data to establish patterns and trends, the outcome
of which will form part of our Quality Assurance and Improvement process.

All evidence required for audit by the relevant regulatory bodies will be held on file for 6
years from the completion date of the EPA and this information will be available on request.
All relevant parties will sign a declaration to enable Advance EPA to record and store all
relevant information as per the above.

Related Policies and Procedures:

e QA sample plan

¢ QA sample summary of findings

¢ QA grading summary

e ADV-EPA-OP-01 EPA Enquiries and Appeals Policy

e ADV-EPS-OP-02 EPA Conflict of Interest Policy

e ADV-EPA-OP-03 EPA Reasonable Adjustments and Special Considerations Policy
e ADV-EPA-OP-04 EPA Fees, Cancellation and Resit Policy

e ADV-EPA-OP-06 EPA Maladministration and Malpractice Policy

e ADV-EPA-OP-07 EPA Staff Recruitment and Training Policy

e ADV-EPA-OP-08 EPA Sanctions Policy
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