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Glossary of Terms 

 

Acronym Detail Expansion 

 

ACE360 

End-point 

assessment IT 

platform 

A secure platform used by Advance EPA to manage 

the transfer of apprentice data and to hold 

assessment materials and reports 

 

EPA 

 

End-point 

Assessment 

An assessment that takes place at the end of an 

apprenticeship standard, to make sure apprentices 

have reached the necessary level to be awarded an 

apprenticeship. 

 

EPAO 

End-point 

Assessment 

Organisation 

An independent organisation that employers can 

contract to carry out apprenticeship end-point 

assessments. They must be listed on the RoEPAO to 

be contracted 

EQA 
External quality 

Assurance 

The external quality assurance of end-point 

assessment organisations 

 

DfE 
Department for 

Education 

Determines the funding level for apprenticeships 

and makes and manages the payments to training 

providers 

 

Gateway 

 

Assessment Plan 

These are requirements set out in the 

apprenticeship assessment plan that must be met by 

the apprentice prior to undertaking EPA of the 

apprenticeship standard. 

 

Ofqual 

The Office of 

Qualifications and 

Examinations 

Regulation 

 

the external quality assurance provider for 

apprenticeship end-point assessment 

 

IEPA 
Independent end- 

point assessor 

Employed by Advance EPA, delivers end-point 

assessment and independent of the apprentice, their 

employer and the training provider 

 

 

IfATE/Skills 

England 

 

Institute for 

Apprenticeships and 

Technical Education 

Oversees the development, approval and 

publication of apprenticeship standards and 

assessment plans. It also oversees External Quality 

Assurance (EQA) of apprenticeship end-point 

assessment to ensure quality, consistency and 

credibility. 

ILR 
Individualised learner 

record 

The primary data collection tool used by training 

providers 

 

KSBs 

 

Knowledge, skills and 

behaviours 

These are set out in all apprenticeship standards. 

Apprentices are required to learn KSBs to be 

occupationally competent. Apprentices are tested 

on KSBs during their EPA 
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On- 

programme 

On-programme 

training delivery 

The period of apprenticeship training prior to the 

gateway and end-point assessment 

 

 

APAR 

 

Apprenticeship 

providers and 

assessment register 

Joint DFE list of organisations that are eligible to 

receive government funding to train apprentices 

and published list of organisations that are eligible 

to carry out independent end-point assessments of 

apprentices. 

 

 

TP, MP or 

EP 

 

Training Provider, 

Main Provider, or 

Employer provider 

An organisation holding a contract with the DFE, on 

the APAR, and the recipient of the apprenticeship 

funding. They have the responsibility for the 

training and on-programme assessment of an 

apprentice, and will contract with, and pay, the 

EPAO on behalf of the employer. 

Trailblazer 
Apprenticeship 

Standard 

Trailblazer was the original design name for the new 

apprenticeship standards 

 

ULN 
Unique learner 

number 

A 10-digit reference number, unique identifier, for 

anyone that is in education or training over the age 

of 14 

 

Background to apprenticeships and end-point assessment 
An apprenticeship is a job with training to industry standards. It involves a substantial 

programme of on and off-the-job training and learning to develop occupational 

competence. The training and learning will be agreed between the training provider and the 

employer of the apprentice, but will be defined by the knowledge, skills and behaviours 

detailed in the apprenticeship standard, published by the Institute for Apprenticeships and 

Technical Education. 

Any organisation that intends to deliver Apprenticeship training must apply to be listed on 

the Apprenticeship Providers and Assessment Register (APAR). Link: Apprenticeship provider 

and assessment register 

Once the apprentice has completed their training and learning, their occupational 

competence must be tested by an independent, End-point Assessment Organisation (EPAO). 

The end-point assessment organisation works with the training provider and the apprentice 

employer to support apprentice readiness, plan and schedule, but is not involved in the 

apprenticeship on-programme training design or delivery. The assessment methods are 

detailed in the apprenticeship assessment plan published by the Institute for Apprenticeships 

and Technical Education. 

Assessment plans can be found by accessing the Institute for Apprenticeships website: 

https://www.instituteforapprenticeships.org/apprenticeship-standards/ 

All Assessment Plans detail the requirements for EPA including: 

• what is required for EPA 

• what will be assessed 

https://download.apprenticeships.education.gov.uk/apar/downloadcsv?filename=apar-2023-10-26-09-24-34.csv
https://download.apprenticeships.education.gov.uk/apar/downloadcsv?filename=apar-2023-10-26-09-24-34.csv
https://www.instituteforapprenticeships.org/apprenticeship-standards/
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• how it will be assessed 

• how the overall Apprenticeship will be graded, and 

• who will carry out the EPA 

Assessment plans will also include any details of any qualifications that are required before 

EPA can take place, either prior to starting or during the apprenticeship. 

Introduction to Advance EPA 
Advance EPA is a newly formed company. It uses the staff and expertise of the EPAOs 1st for 

EPA, and GPSAS, which withdrew as an EPAO and stopped trading in January 2024 due to a 

parent company decision on the direction of the business. 

Although a new company, there is many combined years’ experience of the EPA market, 

Ofqual conditions of recognition, DFE/APAR condition, and apprenticeships market. 

Advance EPA has a dedicated core experienced team and will utilise further freelance of 

Independent End-Point Assessors to delivering the assessments, as well as external 

consultants to develop the, resource bank and ensure a robust qualification lifecycle. 

Management will work closely with our key stakeholders to maintain a reviewing approach 

and deliver the best service to our customers. 

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, and is bound by the following rules and regulations: 

The DFE Apprenticeship provider and assessment register 

 

• The conditions detail the rules and requirements that must be met when operating 

end-point assessment 

 

• The DfE  Apprenticeship funding rules - GOV.UK for apprenticeships 

• The Funding Rules detail the rules and requirements the training provider must 

meet when delivering the apprenticeship training, and the rules for contracting with 

the EPAO  

Ofqual Conditions of recognition 

• The conditions detail the regulations EPAOs must operate within 

 

The requirements of the Institute for Apprenticeships and Technical Education 

apprenticeship assessment plan 

• The assessment plan details the assessment methods to be used to assess the 

competency of the apprentice once they have completed their apprenticeship. 

 

This guidance is designed to assist all its customers and customers in understanding EPA and 

the regulations, roles and responsibilities involved. It also enables Advance EPA to ensure 

ongoing compliance with the qualification regulator Ofqual, and DFE conditions for EPAOs. 

https://download.apprenticeships.education.gov.uk/apar/downloadcsv?filename=apar-2023-10-26-09-24-34.csv
https://www.gov.uk/guidance/apprenticeship-funding-rules
https://www.gov.uk/guidance/ofqual-handbook/
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Please ensure, as an Advance EPA customer, you read, understand and implement all policies 

and procedures carefully. 

Further information on the Advance EPA apprenticeship offer can be found at: 

www.advanceepa.co.uk 

Definitions 
Name Definition 

 

Customer 

An employer of an apprentice that has selected Advance EPA as their end- 

point assessment organisation. 

A training provider of an apprentice that is contracting with Advance EPA to 

deliver end-point assessment on behalf of the employer. 

Service 

Level 

Agreement 

A written agreement between the training provider of an apprentice and 

Advance EPA 

 

 

 

 

 

Customers 

An organisation, which may be an apprentices’ employer or training provider, 

that is permitted to undertake the delivery of end-point assessment where 

no person employed by Advance EPA is present while the assessment is 

being taken. The activities in scope are1: 

(a) taking delivery of written question papers in advance of the assessment; 

(b) handing out written question papers to apprentices; 

(c) setting up online assessments; 

(d) delivering instructions to apprentices before the assessment commences; 

(e) ensuring that Advance EPA rules in relation to the conditions under which 

the assessment is taken are adhered to, including Invigilation; or 

(f) collecting written responses to assessment and sending to the awarding 

organisation. 

 

Third Party 

An organisation, which may be an apprentices’ employer or training provider, 

that is providing premises or equipment for an end-point assessment, but 

who does not undertake the delivery of end-point assessment. 

 

EPA Support and Services 

 

Support/Service Information 
Link/Contact 

Managing 

Director 
Nikki Juffs 

nikki@advanceepa.co.uk 

 

 

1https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729728/ 
epa-qualification-level-guidance.pdf 

http://www.advanceepa.co.uk/
mailto:nikki@advanceepa.co.uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729728/epa-qualification-level-guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/729728/epa-qualification-level-guidance.pdf
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Advance EPA 

Website 

Contains information  

on Advance EPA and 

End Point Assessment  

 
 

 

www.advanceepa.co.uk 

 

Advance EPA 

Queries 
For any queries 

admin@advanceepa.co.uk 

 
 

 

ACE360 

System for registering 

apprentice s and 

making EPA 

bookings 

 
 

 

info@ace360.org 

 

Institute for 

Apprenticeship 

Assessment plans for 

all standards 

 

https://www.instituteforapprenticeships.org/a

pprenticeshi p-standards/ 

 

 

The Apprenticeship Journey 

 

http://www.advanceepa.co.uk/
mailto:admin@advanceepa.co.uk
mailto:info@ace360.org
https://www.instituteforapprenticeships.org/apprenticeship-standards/
https://www.instituteforapprenticeships.org/apprenticeship-standards/
https://www.instituteforapprenticeships.org/apprenticeship-standards/
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Advance 

EPA EPAO 

 

 

Employer 

 

Apprentice 
Training 
provider 

Roles and Responsibilities 
 

 

 

 On programme learning 

and training 

Gateway to end-point 

assessment 

End-point 

assessment 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employer 

• Arranges and provides 

apprentice training, 

alongside the training 

provider to cover the 

required knowledge 

skills and behaviours of 

the Standard 

• agree, and provide, the 

reasonable adjustments 

required for apprentice 

where applicable during 

training, and notify 

Advance EPA if the 

apprentice requires any 

reasonable adjustments 

during end-point 

assessment 

• Provides a mentor for 

the apprentice 

• Carries out apprentice 

performance and 

development reviews 

• Supports the apprentice 

in the development of 

their portfolio 

• Selects Advance EPA as 

their nominated end- 

point assessment 

service provider 

• Signs a customers 

agreement with 

• Confirms the 

apprentice is ready 

to enter end-point 

assessment, by 

providing gateway 

evidence, as 

detailed by the 

assessment plan 

and Advance EPA 

• Schedules end- 

point assessment 

activities with 

Advance EPA 

• ensure the 

apprentice has 

appropriate 

photographic / 

company ID for 

verification on 

commencement of 

the assessment 

• provide location 

and access details 

for the assessment 

if it is taking place 

on employer 

premises 

• Not involved in 

end-point 

assessment 

unless, specifically 

permitted by the 

apprenticeship 

assessment plan, 

and contracted 

by Advance EPA 

as a customers 

• Retain a duty of 

care for the 

apprentice as 

they undertake 

end-point 

assessment 

•  
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 On programme learning 

and training 

Gateway to end-point 

assessment 

End-point 

assessment 

 Advance EPA if they are 

invigilating an end- 

point assessment 

• use the Advance EPA 

guides to prepare the 

apprentice for end- 

point assessment (for 

example, mock tests) 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Training 

Provider 

• Carries out an initial 

assessment of 

apprentice skills to 

determine size and 

shape of the training 

programme, with the 

employer (no less than 

12 months), and 

develops the apprentice 

Individual learning Plan 

(ILP) 

• Arranges and provides 

training, alongside the 

employer to cover the 

required knowledge 

skills and behaviours of 

the Standard 

• Uploads apprentice 

details, and Advance 

EPA EPAO details on 

their data management 

system, the ILR 

• Monitors apprentice 

progress throughout 

their apprenticeship, up 

to their end-point 

assessment 

• Contracts with Advance 

EPA to deliver end- 

point assessment 

services on behalf of the 

employer 

• Registers the apprentice 

details with Advance 

EPA via ACE360 

• Signs a customers 

agreement with 

• pays Advance EPA 

to deliver end- 

point assessment 

services on behalf 

of the employer 

• Advises the 

employer on 

apprentice 

readiness to enter 

end-point 

assessment 

• Not involved in 

end-point 

assessment 

unless, specifically 

permitted by the 

apprenticeship 

assessment plan, 

and contracted 

by Advance EPA 

as a customers 

• Retains a duty of 

care for the 

apprentice as 

they undertake 

end-point 

assessment 

• Arranges resits 

and retakes with 

Advance EPA, and 

provides re- 

training where 

required, and as 

agreed with the 

apprentice 

employer 

• updates the 

individualised 

learner record 

with apprentice 

results 
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 On programme learning 

and training 

Gateway to end-point 

assessment 

End-point 

assessment 

 Advance EPA if they are 

invigilating an end- 

point assessment 

  

 

 

 

 

 

 

 

 

Apprentice 

 

 

• Undertake 

apprenticeship training 

• Complete their 

apprenticeship portfolio 

• Prepare for the end- 

point assessment by 

reading the Advance 

EPA guides and 

undertaking mocks / 

practice assessments 

with their training 

provider 

• Work with 

employer and 

provider to 

determine 

readiness to enter 

EPA 

• Ensure the dates 

for the end-point 

assessments are in 

their diary and 

confirm their 

availability 

• Confirm their 

permission for 

their end-point 

assessments to be 

recorded, where 

applicable 

• Bring 

photographic ID 

to the EPA 

assessments 

• Arrive at the 

assessment 

location (or be 

ready and 

available on line 

for remote 

assessment) no 

less than 15 

minutes before 

the assessment is 

due to begin 

 

 

 

 

 

 

 

 

 

 

Advance 

EPA EPAO 

• Not involved in the 

apprenticeship in- 

programme training 

and learning activities 

• Contracts with the 

training provider to 

deliver end-point 

assessment 

• Develops fit for 

purpose, robust and fair 

end-point assessment 

tools and materials for 

the apprenticeship 

• Provides a data 

management system to 

manage the EPA 

(ACE360) 

• Provides guidance and 

mock materials to help 

apprentice prepare for 

end-point assessment 

• Issues technical 

specifications for end- 

point assessments, such 

• Finalises any 

reasonable 

adjustment 

requirements for 

EPA 

• Operates 

customers 

agreements for any 

employer or 

provider that 

undertakes end- 

point assessment 

delivery 

• Checks gateway 

evidence to 

confirm that the 

apprentice is ready 

to enter end-point 

assessment 

• Schedules 

assessment dates 

with the employer 

and training 

provider 

• Manages and 

investigates any 

malpractice and 

maladministration 

• Arranges resits 

and retakes with 

the employer and 

training provider 

• Confirms the 

apprentice final 

grade (results 

statement) 

• Applies for the 

apprenticeship 

certificate from 

the DFE / 

Institute for 

Apprenticeships 

and Technical 

Education 

• Manages and 

investigates and 

requests for 
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Enquiry and 
On 

Boarding 

Results 
Contracting 

and 
Registration 

EPA Process 

Assessment Gateway 

Booking 
and 

scheduling 

 On programme learning 

and training 

Gateway to end-point 

assessment 

End-point 

assessment 

 as premises and 

equipment 

requirements 

• Recruits and trains 

independent end-point 

assessors 

• Provides 

independent end- 

point assessors for 

each assessment, 

checking to ensure 

that there are no 

conflicts of interest 

special 

consideration 

• Manages and 

investigates any 

appeals and 

complaints 

• Maintains quality 

assurance 

processes 

 

An Overview of the process 

 

 

EPA Application/Onboarding 
We ask all customers who wish to work with us for End-Pont Assessment to complete the 

New Customer Form before any formal arrangements are made. 

Advance EPA have a variety of resources to assist you and your apprentices getting ready for 

EPA. These resources will be fully introduced at our on-boarding meetings and then available 

to access through the ACE360 system. 

Or by emailing: 

admin@advanceepa.co.uk 

mailto:enquiries@effectiveepa.co.uk
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New Potential Customer wishing to use the EPA services of Advance 

EPA 

Complete a new customer form and submit to: 

Admin@advanceepa.co.uk 

 

Advance EPA will then be in contact to discuss full requirements 

 

Signed SLA by Training/Employer Provider and Advance EPA and 

agreement of standards to offer 

The onboarding meeting will be agreed with the customer and will be carried out remotely 

or face to face. 

The on-boarding process will be a bespoke process with each individual customer to explain: 

• Advance EPA Polices and Procedures 

• Customers responsibilities 

• Resources available 

• Systems used 

• Account Management 

• Fees and Invoicing agreements 

Application Process 
Once a new customer form has been completed and a submission has been made a 

member of the Advance EPA onboarding team will then be in touch to run through the end- 

point assessment process - see chart below 

 

 

 

 

 

mailto:admin@advanceepa.co.uk
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A full onboarding meeting will be held to work with the customer to ensure a smooth 

transition to Advance EPA 

At Advance EPA, service and support always comes first. As an End-Point Assessment 

Organisation we will ensure thar our service is slick and efficient but flexible enough to 

endure all our customers are well looked after. All customers will have access to a team of 

experts that will support at every stage providing a positive and seamless end-to-end 

experience. 

At Advance EPA we’re passionate about providing exceptional customer service with an 

approach that makes us easy to do business with, is flexible and responsive. 

We will: 

• Communicate in plain English, no jargon 

• Respond to queries quickly and efficiently, within working hours 

• Provide resources to assist in the preparation of EPA 

• Have a main point of contact for you to work with. 

As part of the onboarding meeting Advance EPA will discuss with the customer the 

arrangements for the delivery of end-point assessment, in particular: 

• where the assessments may take place, 

• whether the employer or training provider will be involved in assessment delivery, such 

as invigilation, handling assessment materials of making assessment judgments 

• any site or equipment specific requirements during end-point assessment, such as 

permits, PPE requirements, specific brands of machinery/equipment, 

• whether the sites are accessible, including whether they are able to provide reasonable 

adjustments 

This process will determine the type of contract that must be in place for the operation of 

the end-point assessment service. 

Contracting and Registration 

Contracting 

The requirements of the DFE Funding rules are that the employer selects the end-point 

assessment organisation and the main provider contracts and pays the end-point 

assessment organisation (P168 / E166). This is re-iterated in the Conditions for End-point 

Assessment Organisations which states that the provider must have a form of contract 

agreed and in place as soon as possible after notification of selection by the employer (5.4). 

To meet these rules and conditions Advance EPA operates a service level agreement with the 

main training provider. Where employers or training providers are involved in end-point 

assessment Advance EPA will also operate customers and third party agreements: 
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Role in end-point assessment 
Type of agreement 

required 

 

Service level Agreements 

 

Gateway Sign Off 5 days from submission of evidence 

Booking of EPA Agreed within 5 days 

Issuing of Results 5 days following the last assessment and 

moderation taking place 

Submission of certificate request 20 working days ** 

 

** Advance EPA does not produce or print apprenticeship certificates. Advance EPA submits 

a request to the DFE for certificates to be printed and issued on behalf of the Institute for 

Apprenticeships and Technical Education. 

The agreement between the customer and Advance EPA is made up of the following 

documents: 

• Signed service Level Agreement, to use Advance EPA for EPA 

• New Customer Form 

• Regulations for the Conduct of EPA (Customers Handbook) 

• Any policies, procedures and regulations of Advance EPA provided to the customer, 

in relation to the EPA service. 

The names person on the agreement/new customer form will be the main contact for 

disseminating key messages to anyone involved in the EPA process and apprentice journey. 

It is the customers responsibilities to keep Advance EPA updated if any of the key contacts 

change. 

Employer does not provide premises or equipment for end- 

point assessment, does not invigilate and does not handle 

assessment materials or make assessment judgments 

 

N/A 

Training provider does not provide facilities for end-point 

assessment, does not invigilate and does not handle 

assessment materials or make assessment judgments 

 

Service level agreements 

Employer provides premises or equipment for end-point 

assessment 
Third party responsibility 

Training Provider provides premises or equipment for end- 

point assessment 

Service level 

agreement/Third party 

responsibility 

Employer invigilates an end-point assessment activity or 

handles assessment materials or makes end-point assessment 

judgements 

 

Customers agreement 

Training provider invigilates an end-point assessment activity 

or handles assessment materials or makes end-point 

assessment judgements 

Service level agreement/ 

Customers agreement 
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Customer Agreements 

Once it has been approved as a customer Advance EPA will provide a written enforceable 

agreement. The agreement obliges customers to: 

• Comply with Advance EPA policies, in particular learner identity checks, plagiarism, 

malpractice and maladministration, incidents, complaints and appeals, reasonable 

adjustments, special considerations, and equalities 

o Advance EPA will also have a policy to monitor and review any customers related 

incidents, malpractice or maladministration, and any complaints or appeals 

received in relation to customers 

• Ensure they have sufficient staffing and resources to undertake the end-point assessment 

that is subject to the agreement 

• Ensure that any staff involved in undertaking end-point assessment have not trained or 

line managed the learner or have a personal or financial link to the learner as detailed in 

the conflict of interest policy 

• Use Advance EPA operating system ACE360 to share and store and learner or assessment 

related documentation 

• Use only Advance EPA assessment materials and systems 

• Operate any other assessment related activities in accordance with Advance EPA 

requirements 

• Provide information upon request to Advance EPA 

• Permit Advance EPA to undertake monitoring visits (21 days’ notice will be provided 

before a visit takes place, however Advance EPA reserve the right to undertake 

unannounced visits) 

o Further details on monitoring are provided later in this handbook 

• Support Advance EPA with any requests made by the regulator Ofqual 

• Provide feedback to Advance EPA on the processes, policies and procedures to aid 

continuous improvement 

• Provide no less than 3 months’ notice should they wish to withdraw from undertaking 

end-point assessment activities 

Customers are not permitted to subcontract any of the end-point assessment activity that 

they are undertaking. 

Customers are not permitted to mark any of the assessments. Marking can only be carried 

out via independent assessors or Advance EPA automated marking systems for knowledge 

tests 

Should any concerns be identified during monitoring visits, ongoing quality assurance data 

monitoring, or investigations identify a failure of the customers to comply with the contract, 

the Advance EPA maladministration policy will be enacted. All monitoring, investigations and 

sanctions will be recorded by Advance EPA for quality and audit purposes. 

Advance EPA uses a Customers approval process which takes reasonable steps to ensure it 

only enters into an agreement with a Customers that has the capacity and capability to 

comply with its arrangements for all qualifications it will deliver 
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Third party Agreements 

If any Employer provides premises or equipment for the End-Point Assessment, then the 

employer will be required by Advance EPA to agree to our third party agreement. 

This includes: 

• Ensure that Advance EPA is informed of all sites at which third parties, sub- 

contractors and satellite sites are delivering any aspect of Advance EPAs’ 

qualifications. 

• Ensuring that the equipment provided meets the required specification for the End 

Point assessment to be completed effectively 

• Laptop with working, front face camera and microphone 

• ensure that appropriate software is installed on computers to allow digital 

assessments to be conducted securely, at least 24 hours prior to assessment 

• provide suitably trained Technical Assistants who are readily available in case of 

equipment malfunction only, and have no other involvement with the EPA 

• ensure any device used to complete the EPA provided by the partner is: o free from 

any material/additional facilities that would give the apprentice an unfair advantage, 

e.g. retrievable information etc. 

• Third Parties have access to the Advance EPA policies and procedures 

• Third Parties will grant access to Advance EPA staff at anytime if a monitoring visit is 

requested. 

 

EPA Registration 

Advance EPA use ACE360 as their preferred MIS supplier and access will be given to the 

system once a full onboarding session has taken place and a signed Service Level Agreement 

in place. 

Training is booked via ACE360 to ensure all users are fully aware of processes and will be 

compliant with the registration of learners. 

ACE360 user documents are available from: Cost-Effective Apprenticeship Management 

Solution - ACE360 - Home 

As a customer you must register Apprentices on ACE360 at least 90 days prior to EPA 

assessments taking place. For further information on how to do this, please refer to the 

ACE360 support documentation. 

Data Protection 

Data Protection Laws place obligations on those that control and process information 

relating to individuals. Customers must provide Apprentice Data to Advance EPA upon 

Registration: 

• information which relates to a living individual who can be identified from that information 

(‘Personal Data’); and 

https://ace360.org/
https://ace360.org/
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• information relating to a living individual’s physical or mental health (‘Sensitive Personal 

Data’) 2.2. Data Protection Notice 

When collecting Personal Data or Sensitive Personal Data, Customers must ensure that its 

Apprentices are aware of such data that will be collected and how it will be used. This can be 

done using a privacy notice. It is the responsibility of Customers to ensure that the privacy 

notice they use is, at all times, accurate and compliant with any Data Protection Laws. The 

Customer’s privacy notice must allow the Customer to transfer Apprentice Data to Advance 

EPA and allow Advance EPA to use that data to make requests for apprenticeship certificates: 

• in relation to Personal Data for the following purposes: 

to undertake administration and assessment in relation to the EPA for which the Apprentice 

is registered, including providing the Customer and/or Apprentice with a Statement of 

Achievement on successful completion of the Apprentice’s EPA; 

 NB: Once you have registered your apprentice at the start of their apprenticeship, remember  

 to enter Advance EPA EPAO ID Number – EPA1024 into the Individual Learner Record   

Gateway 
Gateway takes place before an EPA can start. The employer and training provider will review 

their apprentice’s knowledge, skills and behaviours to see if they have met the minimum 

requirements of the apprenticeship set out in the apprenticeship standard, and are ready to 

take the assessment. 

 

To meet the minimum requirements set out in the apprenticeship standard an apprentice 

needs to: 

 

• display occupational competency 

• have evidence of or pass functional skill levels in English and maths 

• complete mandatory training 

• take any qualifications set out in the standard 

• meet the minimum duration for their apprenticeship training 

Only apprentices who complete gateway successfully can start the EPA. 

It is the responsibility of the provider and employer to ensure that EPA only takes place once 

the minimum duration of an apprenticeship has been met. 

 

All gateway evidence, along with a signed copy of the Advance EPA gateway declaration 

must be uploaded to ACE360 and the apprentice moved to gateway ready. An Independent 

End Point Assessor will then be allocated. 

 

All Advance EPA gateway documents can be found in ACE360.. 

See ACE360 user guide for more information 

https://www.instituteforapprenticeships.org/apprenticeship-standards/
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EPA Booking 
All EPA assessment bookings must be made by the customer in the ACE360 system. It is the 

responsibility of the customer to ensure that all ACE360 users have the correct permissions. 

Tokens will need to be purchased direct from ACE360 before any registrations can be made. 

This is at a fee , please check with ACE360 for up to date costs of tokens. 

Its is also the customer responsibility to: 

• Ensure the accuracy of the information supplied at the time of booking 

• Confirmation that all apprentices being submitted for EPA are fully prepared and 

undergone Mock assessments 

• Apprentices have fully consented to EPA at the gateway meeting 

• That any requests for reasonable adjustments or access arrangements have been 

made* 

• Employer and apprentice details in ACE360 are correct and up to date 

*Please refer to the EPA Reasonable Adjustments and Special Considerations Policy 

All bookings made in the system will need to have a location added, address of assessment 

site or choose remote assessment. 

Once a booking has been requested this will then be confirmed back to the customer, via the 

ACE360 system with a time and location. Once all bookings have been confirmed in ACE360 

a diary invite will be sent to the apprentice with an important information document 

regarding EPA test conditions and malpractice. 

Assessment 
EPAs will take place at the date, time and location agreed. 

In accordance with the customers and third part agreement, it is the responsibility of the 

customer to: 

• Ensure the place of the EPA has the relevant equipment and resources, including a fit 

for purpose Wi-Fi are all available and accessible 

• Suitable signage is used to indicate that a room is being used for assessments to 

avoid any interruptions 

• Ensure the apprentice can access Microsoft Teams and understands how to use video 

calling. 

The customer must also ensure that the Employer has a good understanding of what is 

required of them and their staff whilst hosting the EPA at their premises. 

Most assessments are carried out remotely and Advance EPA use Microsoft Teams to 

conduct the assessment. This means that the IEPA and the apprentice do not have to be in 

the same location when the assessment takes place. 

On the day of the EPA the apprentice will be required to click on the link sent to them, 5 

minutes before the agreed time, to join their EPA. 
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A calendar invite will be sent to the apprentice with all the appropriate information of the 

assessment and the unique links that will be needed. 

It is essential that the apprentice has photographic ID available on the day of the assessment 

to present to the IEPA before any assessments can take place. 

A 360-degree check of the assessment room will also need to take place to ensure the 

apprentice is in full test conditions. The check will also be to ensure the apprentice doesn’t 

have access to any unauthorised materials. The check will include: 

• The area behind, on and possible under the desk 

• For any audio device 

• Full area around the computer is clear 

• Any scrap paper is blank 

The IEPA can also halt the assessment at any point and ask for further checks to ensure the 

area hasn’t been compromised. 

If any of the above is not followed by the customer and or apprentice, then this can lead to 

maladministration or malpractice. 

Please refer to the Advance EPA Maladministration and Malpractice Policy for further 

information. 

Test Invigilation 
Depending on the standard and type of EPA there may be a knowledge test assessment. 

Invigilation will be carried out by a trained Advance EPA invigilator. 

If an emergency occurs during the EPA, e.g. fire alarm, bomb warning etc., the invigilator 

must ensure: 

• all assessment materials are left on desks and/or computers left switched on; the EPA 

room is evacuated in accordance with the customer’s agreed emergency procedures; 

• apprentices are not allowed to converse with each other; 

• apprentices are unable to consult books, notes, mobile phones or the internet 

If the above conditions have been adhered to and the security and/or validity of the 

assessment has not been compromised, the EPA can be resumed when it is safe to do so and 

the full remainder of allocated time applied. 

If the IEPA/invigilator believes at any time that there has been a breach of the assessment 

security, then they must void the assessment immediately and notify Advance EPA. 

An invigilation form must be completed and uploaded to ACE360. This is to confirm all the 

relevant checks took place and that the test was sat under the correct test conditions. 

Monitoring of Customers 
Advance EPA reserves the right to observe any stage of the EPA process with or without prior 

notification, to confirm that all processes and regulations are being adhered to. Access 
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should be granted to any Advance EPA representative, who will provide valid identification, 

to: 

• check security of live EPA materials and/or assessments 

• speak to appropriate staff involved in the conduct, handling of, or invigilation of EPA 

materials and/or assessments 

• observe the assessment and/or invigilation process. 

Monitoring will also take place internally with the IEPAs 

Results 
Following the completion of the relevant EPA components the IEPA will upload the 

completed assessment documents and feedback reports to ACE360 for internal quality 

assurance to take place. 

The internal quality assurance process will be inline with the Advance EPA sampling strategy, 

to ensure the validity and consistency of the IEPA decisions before final grades are awarded. 

Advance EPA aims to have final grades awarded within 5 days following the completion of all 

required assessments. 

If the apprentice has been unsuccessful, then we will provide formal notification and 

feedback in the area(s) which have been failed with 48 hours of the original unsuccessful 

assessment taking place. The customer should then work with the apprentice to address any 

of the areas. 

ACE360 will show the final grade and customer have access to this information. The system 

will automatically pull the information to pass to the DFE for certification. The issue of the 

apprenticeship certificate can be delayed if the information in the Individual Learner Record 

does match the records in ACE360. 

The DFE will send the apprenticeship certificate directly to the Employer, the information will 

be taken from ACE360. 

Advance EPA reserves the right to cancel or delay results if: 

• Malpractice has been identified 

• A concern has been raised regarding the integrity of the EPA and an investigation 

needs to take place 

Post Results 
Advance EPA service will ensure that all assessment decisions are fair, consistent and based 

on valid judgement. 

If an apprenticeship is unhappy with the outcome of their EPA then there is an complaints 

and appeals process to follow 

Please refer to the Advance EPA Enquiries and Appeals policy 
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All appeals must be made with 21 days of the final grade and should be made via the 

ACE360 system. 

Where the apprentice has not been successful in one or all of the assessments, feedback will 

be issues for the customer in preparation for the resit/retake 

All resists/retake should be requested via the ACE360 system 

Fees 
Advance EPA will issue invoices to the customer: 

• On registration onto the EPA for the registration fee 

• Following the EPA for the balance of the EPA fee 

All fees can be found via our website 

www.advanceepa.co.uk 

 External Quality Assurance 
External Quality Assurance (EQA is the independent evaluation that an apprentice has 

undergone a quality EPA, to ensure consistency, reliability and validity of process ad 

outcomes EPAOs) 

The EPA service is subject to external quality assurance to ensure compliance wit regulatory 

requirements. Responsibility for the external quality assurance depends on the 

apprenticeship standard and may be one or more of the following: 

• Ofqual 

• Other relevant professional bodies 

Advance EPA is under an obligation to comply with the conditions of APAR and the Ofqual 

General conditions of recognition. 

Related Documents 
All the documents listed below form part of the agreement between Advance EPA and its 

customers. All documents should have been read and understood by all staff involved in the 

EPA assessment. Non-compliance of this handbook or the policies below could lead to an 

investigation and possible removal from Advance EPA Services. 

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

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

ADV-EPA-OP-03 EPA Reasonable Adjustments and Special Considerations Policy 

ADV-EPA-OP-04 EPA Fees, Cancellations and Resit Policy 

ADV-EPA-OP-05 EPA Quality Assurance Policy 

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

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

http://www.advanceepa.co.uk/
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ADV-EPA-OP-11 EPA Equality, Diversity and Inclusivity Policy 

Service Level Agreement 

Important Information on End-Point Assessment 

Gateway declaration 

Contact 

 
Advance EPA Ltd 

 

Email: admin@advanceepa.co.uk 

Website: www.advanceepa.co.uk 

mailto:admin@advanceepa.co.uk
http://www.advanceepa.co.uk/

