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What we will cover in this webinar:
* The City & Guilds EPA Service

* Main contacts and responsibilities within the End-point Assessment service
* Overview of the EPA process

* The role of an Independent End-point Assessor

« Carrying out an End-point Assessment

* The EPA Portal

« Service Level Agreements (SLAS)

* Remote Assessments & Feedback

* Recording grading outcome & Enquiries about results

» Support & guidance for IEPAs

* IEPA training, selection & standardisation

« Sampling & Performance Management

» Claims & Expenses

* Next Steps

Questions
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The City & Guilds EPA Service



City and Guilds End-point Assessment Organisation

City & Guilds End-point Assessment Organisation are currently approved on
the ESFA register of End-point Assessment organisations for 54
apprenticeship standards.

We currently have:

« 25 apprenticeship standards live for customers
« 29 apprenticeship standards in development
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Our evolving EPA offer

ROoOo0oOoHOO0

Building Business and Catering and Childcare & Construction Digital Engineering & Hair and Land based
Services Admin Hospitality Education Manufacturing Beauty
Engineering including public
sector

Adjacent employer-led industries

e opNe 09

Management Social Care Transport Logistics Security tail Aviation & Built Justice
(ILRA} Trawvel Environment
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EPA achievements to date

30 years 1500 350+

2000+
complete

experience Apprentices Associates

Delivering EPA in Organisation to Enrolled for EPA High quality 2000+ EPAs already
the Land Based deliver and with our EPAO associates completed
Sector issue (LIEPAs & IEPASs)
apprenticeship recruited and
statements of trained to carry out
achievement EPA across a

range of standards
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Main contact points and responsibilities within the EPA service

Lead/ Industry Quality
Independent End-point

ualification,
A(\?ssessment & Managers & AESIUIENGE &

End-point Assessment Team Technical Improvement
Assessors Development Advisors Team

(L/IEPAS) Team




Apprenticeships:

« competency based programme which assesses an individual’s ability
to carry out a specified job role against nationally recognised
standards

* put employers ‘in the driving seat’ in terms of design
* linked to specific job roles and levels

« combine on programme training and learning with End-point
assessment

e must last a minimum of 12 months

 The detalls of the standards can be found at
https://www.instituteforapprenticeships.org/apprenticeship-
standards/



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

The EPA Process
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Carrying out the role of Independent End-point Assessor (IEPA)

IEPA accepts
EPA allocation
from the EPA team

Receives Booking
Confirmation Form from
E—
the EPA Team

Explains that results will
be available to the
provider within
20 working days

l

Completes EPA
documentation and any —
feedback required

Records the outcome of
<—— the EPA using the forms «—
provided

Uploads assessment
decision to the EPA
portal within 3 working
days of the EPA date

samples assessment

COMEEiEs Completes an IEPA
assessment of
] Assessment
evidence

—>  Confirmation Form
(available on the
LIEPA/IEPA web page)

l

via EPA portal one
week prior to EPA
date

Briefs the Apprentice/
Makes assessment Provider/Panel
decisions based on  <——  (if required by the
marking criteria standard)

LIEPA Completes any
amendments based on
decision and LIEPA feedback

provides feedback



The EPA Portal & Avallablility System

Upon successful completion of this IEPA training and selection process you will be contracted
as an Independent End-point Assessor for the apprenticeship standards that you have been
approved to assess.

All IEPAs will be invited to join the EPA portal and availability systems once contracting is
complete.

The EPA Portal is the online E-portfolio system that we are using to store all apprentice
evidence and all IEPA End-point Assessment outcomes, grading and justifications.

We track LIEPA and IEPA availability using an opt in and opt out system which must be kept up
to date.

You will receive an overview of both systems as part of the Technical (face to face) training
session.

Availability will be managed centrally for Suppliers and Consortiums
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Allocation of End-point Assessments

As a contracted IEPA you will be added to the available pool of Independent End-point
Assessors to which the EPA team has access to allocate EPAs.

When looking to allocate End-point assessments the EPA team will consider the following:

Industry Specialism (apprenticeship standards approved to assess)
Availability of the IEPA

Geographical Location (where the EPA requires a visit)

Conflict of Interest (captured at contracting stage)

IEPAs MUST be open and honest about availability and commitment when acceptin
an EPA allocation.

If you are not able to fulfil the requirements of the EPA due to other commitments
then please do discuss this openly with the EPA team.

Allocations for Suppliers and Consortiums will be managed centrally
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EPA Booking Confirmation

The EPA team will confirm the allocation of the EPA
to the IEPA and issue an EPA Booking Confirmation
form.

The EPA Booking Confirmation form contains all of
the details about the EPA:

« Date, time and location of the EPA

« Contact details (IEPAs must not make direct
contact with the customer unless directed to do so
by the EPA team)

« Names of the apprentices

* The types of evidence to be assessed

* Any special access arrangements

End-point Assessment Services (EPA)

Booking colﬁt-miod

CityBX'

Guilds

ilm

nE form & 10 D& comgieted by tha Enc-point Asseisment (EPA] Taom and 5 1o confirm tha booidng
emangemants moda by e customar in Walied Cardan, ot point of reservation.

Section1 Contactinformation

1.1 | EPA Teamn co-ordinator: Peter Nurphy

1.2 | Customer confact: Soffron Jomes

’ 12 | Customer contact email
i oddress:

some;@mycompony.co.vic

1.4 | Daote of booking confirmafion: 0F Novamber 2217

Section 2 Booking information details

2.1 | Customer nome My Compony Lid
2.2 | Beoking orgorisction contact | Stephen Green
peron [on mea ooy
23 Contoct telephone number 0123 454 7850
2.4 | Regutered oddress Addres: detols: 123 Séreet
|Whara "ne EPA avant wil be Some town
odrg oiocs] Arypahere
Teleprone 0845 783 3355
rumber:
Access instructions: | Sign in of reception
2.5 l Apprenticeshp stenderd Level 3 Infrastructure Techricion
Dotes) ronge of EPA event 14/12/2017 - 16/12/2017
27 Confrmation of decuments Perticlios to be uploaded by 20/11/2017
reeded beforehond and
A han tefs). : z -
requred hand over date(s) Apprentices must bring cppropnate photogrophic
identificotion to the event.
238 Ary cpprentice cccess Not cppicable
orcngements
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B

Sechon 3: End-point assessment booking detuils {face 1o foce achivities only)

Key - types of ossessment methods

Profassional discusson [PD] Roke play/srmuation (BP|

Suestions and orawers (DR

Fanesl imterdew (Ipgl

Fressntaticn |PHE|

Frocticaljocbiervational assessment D8]

wiva [va

APOEAMT: I is the responsibility of the Customer to ensure thof individual links fo the vireal environment, are diskibuied to each apprenfice. The aopprentice is required fo register their atendance, prior

to the EFA event.

Bl Appreniioe Appreniior S Gernder Appreniior-dup ded Lewed Ve or Byl Spexinl Aaweos Irnlrperradent Frad- Dol ol HPSA et d

XTC1234 | John Honvard M Infrastructure Technician | 3 remote PO Mone Mo Srnitin 14/12/2017 | 13:00 15:00

Iif opplicabie, lirk 1o Wirual emdronment .otnersise leave clork: https-i'global gotowebinar comieojoin/2202841 6706592330 25N000000000000

ABCTER | Sora Fisldis F | Infrastructurs Technician | 3 | remote | PD Mone Max Srith 15/12/2017 | 09:30 | 11:30

Iif opplicabie, lirk 1o Wirual emdronment .otnersise leave clork: https-i'global gotowebinar comieojoin/2202841 6706592330 25N000000000000

SATETEY Petar Morros R Customer Service 2 Wenus DA, Mone Kote Toloot 1412207 | 11100 1320
Practiticoner

if opplicabis, link to virfual emdrorment .othensise lieave Dlank:

CNEF4485 | Linws Peterscon R Customer Service 2 Wenus DA, Mone Kote Toloot TE/12207F | 14200 14500
Practiticoner

if opplicabis, link to virfual emdrorment .othensise lieave Dlank:

i applicable, ink fo virual emdronnent .othensise leayve blank:

Sevtion 4 — GomlSrmsison ol emepior

Az part of this confimnafion process and in our commmitment 1o ensure that all of the amangerents that the Sty L Guilds EPA Team have agreed with you, it s important to check these detais. i any
appear fo be incomect o ncomplete, then please nofify the EPA Team within fao working days via emall to EFAScihandguilds.com o5 it may not be possicle to alter these ot a later date. Requests
received after this fime, may incur an adminisraton fee of £25.00 per apprentice, which s applied af the discretion of Ciny & Guikds.

We endeovowr to rectify any emors and provide an updated booking confimmation within five working days.

If you ane happy with the informafion as stated and confirrn That the empioyer has agresd to make the apprentice|s] available then plegse sign. date and retum tins formm within haso working days o Ciny
& uilds: BPAERcilyandguilds.com

;"1.!.12‘:'""5 lpease SAFFROM JAMES Signafure: :

Dare: |gigfmnnl 1m0 7
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Communication with the EPA team

An essential part of the IEPA role will be to liaise with the EPA team.
« Keep your availability up to date in the system
« Responding to emails from the EPA team as soon as possible.

« Maintaining communication with the EPA team regarding any issues with EPAs that have been
allocated to you.

» Flagging any concerns regarding EPAs that may arise as you review the evidence on the EPA
portal.

Remember that you have also your LIEPA for support and guidance if you are unsure.

Supplier and Consortium attendees will liaise via their main contact point.
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EPA Service Level Agreement (SLA) Timeline

Evidence Submitted
2 Weeks prior to EPA -
IEPA has 1 week to

IEPA LIEPA

3 working

EPA Team

3 working
day SLA

3 working

day SLA day SLA

End-point Assessment SLA Timeline

complete

EPA Evidence
submitted to the
EPA portal

Evidence types
include:

Showcase
Portfolio

Project

Trainee
Statement

Pre-recorded

Professional

Discussion or
Interview

EPA team monitor progress via EPA portal

IEPA carries out
EPA on date set
by the EPA
team and in
agreement with
the customer

LIEPA quality
assures |IEPA
assessment
decision via the
EPA portal

IEPA uploads
assessment
decision to the
EPA Portal

LIEPA confirms
completion with
the EPA team
and awards VQ

EPA team carry
out a final check
and claim the
result of the EPA
with the Institute
for
Apprenticeships

Results

2 working
day SLA

EPA team
release the EPA
result to the
customer

20 Working Day
SLA



City & Guilds: INDEPENDENT END-POINT ASSESSOR (IEPA) GENERIC TRAINING SESSION

|IEPA Assessment Confirmation Form

« Health & Safety responsibilities sit with the provider at

booking stage

* |EPAs complete the IEPA assessment confirmation form

(one for each cohort of apprentices — per

provider/customer) and uploaded to the EPA portal

* Any concerns must be flagged to the EPA team

Details to be completed on this fOrnV
Contact details, location of the EPA

Check of the apprentices photographic ID
Have all assessments been carried out as planned?
Special arrangements have been implemented?

\

INDEPENDENT END-POINT ASSESSOR]
ASSESSMENT CONFIRMATION

Apprenliceship
Stardatd

Employer
Frond dar miami

Eile conmlact namie

iHma o e caslad o=
ez day’

Sie conlact @mal

Sile conmlact phane
MEmiDer

Cusbomen’ Caning
MEmiDer

W Miame

Assessmaent
Bddrnss

Esfors the Accaccment

Compheted by the independent End-point Assessor prior o any End-point assossmeni being carmed
oirt ol & wenue

Basko haeath & salety oiierda musl be mal Flease contact e Lead End-poind Assesson i you need
advine an any oocenns oF Bsues ywou haee, prior io camying oul the assessmant. I unawalabbe
please conlact thie End-point Assessmant beamn

APFPFRENTICE| B)

1. | Apprentice photograpnic 10 has been checked

Z | s every appreniio abde o complehe the assessmend? (Apprenticies
shiould niot aitemod assessmen B illness or another condbon means /
waouhd mod be sale 1o dio so)

f any aporentioe|s) require acoess arangements, have these been pu
In place?
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|IEPA Assessment Confirmation Form Cont.

I ND, plesase capand on e Esues dendfed:

IEPAs must ensure that they have completed all relevant >
boxes on this form. /

HEALTH & 3AFETY CRITERLA

1 Thi Indeperedend End-point Assessar confims Heath & Safety criera
a1 Ll RS 30 Ly oul the Endpoint assessmiant

Health & Safety reqUIreS a yeS/nO bOX to be tICked- I HO, please cxpand on e Esues dendfied and detad actons aken:

Incidents to be recorded with details of the incident and
how this was managed. Gurtng the Axescemant

1 The Indeperdent End-point Ascessar condlmes thers were no
disrupions during the assessmen thal could haee afiecbed he

The EPA team should be contacted if a query arises during Pecteomance o o8 sppoenatal?

z The apprentioeds] were abke io ocomp e e assessmenl?

the completion of this form.

I ND, plesase capand on e Esues dendfed:

The completed form should be uploaded to the EPA portal.

Edamples of disrapiions: fine afarm, bomb aler, problems with eguipmienk

O ne form per COhort Of appre ntl CeS . Flease comact The End-point Assessment ieam, T you need addo an how o proceed

1 yow bdentty @y podeniiad malpracios, please refer 4o Secion 57 of ihe Independend End-point
Assessor Manual tor guidance on repoing

ndependant End-poirt
Apcacsor Mams

Durbs

Fleacs upload complated forme within 3 working daye to the EFA portal against one of the
Apprentiesc.



Remote End-point Assessments

As an IEPA you may be required to carry out a Professional Discussion or

B B

Interview using Go To Webinar which will be recorded.

The EPA team will set this up for you and email you a link. GoToWebi... GoToMeet...

IEPAS must join the webinar at least 15 minutes before the Professional
Discussion or Interview is due to start.

Unless specified within the standard the EPA team will make the decision
regarding the assessment methods and whether they will be carried out
remotely or face to face with the apprentice in liaison with the customer.

Details will be confirmed to IEPAs at the allocation confirmation stage.
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Authenticating Evidence

When assessing apprentices evidence you
must ensure that it complies with VACS.

IEPAS will access the evidence via the EPA
portal.

The types of evidence you will assess via the
portal may include:

Showcase Portfolios
Projects

Trainee Statements
Reflective Accounts
Witness Testimonies

IEPAs must liaise with the EPA team if they believe that the evidence submitted for EPA will take more than
one day to complete. The EPA team will advise the IEPA on how to proceed and liaise with the customer.
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Feedback following the assessment

« At the end of the EPA the IEPA only states the following to the apprentice and/or
customer:

Thank you very much. That concludes your End-point Assessment. Results will be made
available to your employer/provider within 20 working days. The results will be made
available via the Walled Garden.

The IEPA should not provide any indication about the possible grading outcome as the
grading decision is subject to our IQA processes.

 Where the apprentice has not achieved written feedback will be provided.

* Where the apprentice has achieved they won’t receive any further feedback




Using the EPA Portal when an Apprentice has not achieved

If an Apprentice fails then access to the EPA portal is reopened to the customer to allow additional
evidence to be uploaded to the portal.

The customer can then view all of the documents/ comments uploaded to the portal.

The IEPA be mindful of this and that comments are professional and suitable for the target
audience for example:

* Feedback must be impartial and non-judgmental

* No references to poor assessment practice
Do not indicate that there could be an issue with the submission from the customer

Feedback is not developmental, IEPA is clearly outlining where ACs have not been met.
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Quality Assuring the Grading Decision

The IEPA grading decision is subject to change in line with our standard IQA process.

LIEPAs will carry out IQA
of [EPAs assessment The LIEPA will refer

St eS eV s back to the IEPA on the
sampling strategy and if a

The grading decision must
be amended by the IEPA on
EPAportal and enter a Il the EPA portal and returned
contact diary entry for to the LIEPA for approval
and sign off.

grade change is required

the LIEPA will contact the : _
|IEPA to discuss the audit trail purposes

reasons for this

* In exceptional circumstances where the IEPA is unavailable, the LIEPA must contact the EPA team to agree
the amendments and confirm the LIEPA is able to make the changes, enter their own name and date on to

the recording form/s

« If the IEPA is not available to make the amendments then the LIEPA has overarching authority to make the
grade change and sign off the EPA.

* Any amendments to grading must be fully documented in the contact diary on the EPA portal for audit trail
purposes.
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Enquiries about results

Where apprentices are unsatisfied with the result of an Independent End-point assessment they can

enquire about the assessment decision. It looks at errors in marking, it does not involve special
consideration

Apprentices can enquire about the outcome of each assessment component with their organisation.

This must be arranged through the organisation that entered the Apprentice, who must submit the
enquiry following the guidance in the City & Guilds EPA Enquiries about Results document

If an enquiry is upheld then the customer will not be charged

The City & Guilds EPA Enquiries about Results document will be available on the website, which
contains further details

As an IEPA you must clearly state on your assessment documentation which grades
have been achieved and for which assessment method.
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EPA Statement of Achievement & Certification of Apprenticeship

Operational Delivery Officer . ‘
Apprenticeship Level 3 Clty A M 4
Guilds PR INSTITUTE FOR
End-point assessment APPRENTICESHIPS
Statement of achievement
At grade xxxx
is awarded to This is to certify that
Full name of |
GEORGINA sPiBY
Who was successful in the following has completed an apprenticeship as a
PUBLIC SERVICE OPERATIONAL DELIVERY OFFICER
LEVEL 3
achieving a
PASS
xxxxxxxxxxxxxxxx 216/3817
01/XXCOCVENRIUG/DOMMAYY
XOOOO00000000C
~
Ot s 'grs
7w Clis 'grs.
7 <\/J d
Kirstio Donnelly MBE Chris Jonos Avrrded on
Group Director Director-Genaral 06 March 2017
City & Guilds The City and Guilds of London
s A‘Ja\\)j"n""‘ 4 8
x o o <
SRS iy, e ¢ v =
i 5 Chasir, The Institute N g
of London Institute
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Support for you

Support and Guidance Points
« User Guides

Contact Information

« |EPA Training Delivery

« |EPA Standardisation

* LIEPA Allocation

Sampling and Performance Management
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Independent End-point Assessor document library

https://www.cityandquilds.com/lead-independent-end-point-
assessor-document-library

The hidden web page includes:

Guides

Policies

CPD Logs

Conflict of Interest Guidance and Form
Safeguarding

Malpractice Guidance and Form

IEPA Manual

IEPA Assessment Packs and recording forms


https://www.cityandguilds.com/lead-independent-end-point-assessor-document-library
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Communication and updates

Inbox preview text
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Sl W W Associate Special

Update

Quality Assurance & Improvements

Dear Qualification,

Associate Special Update
Change to Associate Manager
Responsibilities

October 2017

8

We would like to inform you of the upcoming changes to the Associate Managers responsibilities.

The Associate Managers are responsible for the training & performance management of the
External Quality Assurers (EQA), Moderators, Lead & Independent End-point Assessors (EPA) and

International External Verifiers (EV).

We use a Dot Mailer system to communicate with all of our associate types and

will also be using this for LIEPAs and IEPAs.

The Dot Maller system allows us to issue an update out to a selected group of
LIEPAS/IEPAs and also to track the receipt and opening of the content.
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FAQs

LIEPASs are compiling FAQs for each apprenticeship standard.
Avallable on the LIEPA/IEPA Document Library

1. Can | ebserve more than | apprentice at any one time?

Mo. Only one apprentice at any one time.

These FAQs are for Independent End-point Assessors for the Level 2 Customer Services
Apprenticeship Standard

1. Can | observe more than | apprentice at any one time?

2. If the apprentice clearly fails the showcase portfolio do you still continue with the
observation and professional discussion?

3. Can the apprentice have their showcase porifolio with them during the professional
discussion?

4. If the showcase portfolio has not met the criteria can you ask questions in the
professional discussion or does this mean that the showcase portfolio is a fail?

5. If the apprentice does not meet the pass criteria for the observation will they fail?

6. Will City & Guilds specify the number of pages that should be contained within a

showcase portfolio?
7. Will the IEPA be looking for evidence collected over time i.e. which is not just a one off?

2. If the apprentice clearly fails the showcase portfolio do you still continue with the
observation and professional discussion?

Yes. The customer registers for the EPA which contains all 3 assessment methods for this standard.

3. Can the apprentice have their showcase portfolio with them during the professional
discussion?

Yes.

8. Can the showcase portfolio be presented face to face with the IEPA?

9. What happens if the customer does not provide a quiet room for the professional
discussion?

10.1f the apprentice fails one component do they have to reschedule —retake all 3
assessment methods?

4, If the showcase portfolio has not met the criteria can you ask guestions within the
professional discussion or does this mean that the showease portfolio is a fail?

If the pass criteria has not been met this would be a fail. However if the IEFPA is not sure whether it's
been met, guestions can be used in the professional discussion. But you wouldn't expect large gaps.
Questions can also be used to clarify whether you think the apprentice is at pass.
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IEPA Training & Selection Process

IEPA Training & Selection Delivery Plan

Delivery Method

Delivered by

Support Materials & Process

Introduction to the City & Guilds EPAO

Online E-Learning Module

Link issued by the
Quality Assurance and Improvement
Team

Available via the LIEPA/IEPA webpage

IEPA Generic Training Webinar

Webinar (2 hrs)

Associate Manager (AM)

IEPA Generic Training — Webinar Slides & recording link for webinar

LIEPA Technical Launch Webinar

Webinar (2 hrs)

LIEPA (AM in support)

LIEPA Technical Launch — Webinar Slides & recording link for webinar

IEPA Technical Training
To include Standardisation of grading decisions and guidance on how to
structure feedback

1day Faceto Face  (10am—4pm)

LIEPA (AM in support)

IEPA Technical Training slides

EPA Portal Training
Delivered 15:00 — 15:30 as part of the LIEPA Technical Training session

Skype

EPA Team

EPA portal user guide with step by step instructions available via the
home page on the EPA portal

Homework Activity
To include scenario/grading activity.

Email issued following the IEPA technical
training

Quality Assurance and Improvement
Team

To be completed and submitted to LIEPA for marking within 3 working
days.
LIEPA will provide individual feedback to IEPA within 3 working days

Contracting Decision
Following successful completion of all training and selection events the LIEPA
will finalise their contracting decision.

Post event communication email

Quality Assurance and Improvement
Team

Access will be provided to the LIEPA/IEPA document library
Contracting process will commence
EPA portal access will be provided

Applicants must successfully complete all elements of this training & selection process to be contracted as a City & Guilds IEPA
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|[EPA Standardisation

* A remote standardisation session will be held after each initial cohort of End-point

assessments for all apprenticeship standards. Additional sessions will be held based
on need and LIEPA sampling feedback.

* Annual face to face standardisation sessions will then be held for each
apprenticeship standard.

 Attendance is mandatory for all IEPAS




LIEPA Allocation, Sampling and Support

» Each IEPA will be allocated a Lead Independent End-point Assessor (LIEPA)

LIEPAS will:

- Be allocated to you upon your first EPA allocation
» Act as your first point of contact for queries
* Provide guidance and advice

« Sampling your completed assessment decisions, in line with our sampling
strategy

* Monitor the quality of your assessment decisions and rate you using a RAG
rating system.

* Facilitate standardisation sessions



LIEPA Sampling Strategy

The purpose of this strategy is to provide details of the planned procedures
to ensure robust quality assurance of our End-point assessment service.

The strategy is applicable to all Lead and Independent End-point Assessors
who carry out assessments and make assessment decisions as part of the
service.

The strategy details:

An overview of the End-point assessment service

Sampling Plans

The sampling responsibilities of Lead Independent End-point Assessors
Risk rating of Independent End-point Assessors

Standardisation & reflection sessions
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Action and Improvement Planning (AlIP)

Low risk Medium risk
> Compliance with the code of conduct > Inconsistent compliance with the code of conduct
> Consistent End-point assessment decisions > Some performance issues
> End-point assessment decisions consistently made > Inconsistent End-point assessment decisions
against grading criteria ) o ) ) )
> End-point assessment decisions inconsistently made against
> Feedback reports submitted within 3 working days grading criteria
> CPD maintained > Feedback reports not completed and submitted within 3 working
L days
> Attended Standardisation
> Action/ improvement plans partially completed
> CPD partially maintained
> Requires standardisation updating

vV vV V VYV V

New to the IEPA role

Non-compliance with the code of conduct
Significant performance issues
Inconsistent End-point assessment decisions

End-point assessment decisions not made against grading
criteria

Feedback reports not completed and submitted within 3
working days

Action/ improvement plans partially or not completed
CPD not maintained

Did not attend standardisation
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LIEPA Sampling Report

The Lead Independent End-point Assessor Sampling
report will be completed by the LIEPA when sampling
assessment decisions made by IEPAs.

The form contains the RAG rating status of the IEPA
(Red initially for all new IEPAS).

The form must be completed after every sampling
activity and emailed to the IEPA, copying in the AM.

The IEPA adds their comments and emails to the
LIEPA, copying AM in to the email.

LIEPA then reviews and uploads to the EPA portal.
LIEPA discusses any resulting actions with the AM.
Action/Improvement Plans (AIPs) are issued to IEPAs

If concerns are raised about performance by their
LIEPA during the sampling process.

City®
iy

Lead Independent End-point Assessor Sampling Report

Confidential when completed

Please complete this form electronically and distribute fo the Independent End-point Assessor and your
Associate Manager

Independent End-point Assessor:

Risk rating prior to sample: Green [ Red [[] Fioaseselact

Lead Independent End-point Assessor:

Associate Manager:

Date of sample: Date of activity
Activity being sampled : 1 Accompanied visit of [EPA |
Select as appropriate 2 Remote sampling of [EPA O
Employer/Provider organisation:

Assessment location:

Apprenticeship Standard(s) covered (include
title and number)
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Why Digital Credentials for our Associates?

Digital Credentials offer an exciting new way to recognise our Associates.

Digital badges will be issued from September 2018 to Independent End-
point assessors who have:

Participated in all training events

Participated in all Standardisation sessions

Have achieved a Green risk rating

Submitted an up to date CPD in line with requirements

Independent
" End-point Assessor

End-point assessment

City;ﬂg

Guilds

Digital Badges are stored in an online digital back pack and can be added to Social
Media profiles and email signatures.
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IEPA claims for attending Training and Standardisation

IEPASs will complete a QAIT Electronic Claim form when claiming for attendance at training or
standardisation sessions.

This is also called DC1 claim form and are available here on the LIEPA/IEPA document library

Documents

EPA showcase portfolio checklist
EPA Script for PD or Interview

EPA Assessment

Malpractice Notification Form

EPA Electronic Claim Form

QAIT Electronic Claim Form

Thirg Party Consent and Privacy Notic

i

Completed DC1 forms (QAIT Electronic Claim Form) must be submitted with receipts for expenses to
associate.epa@cityandguilds.com (Quality Assurance & Improvement Team)

Fees will be confirmed in your Contracting letter


mailto:associateepa@cityandguilds.com
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DC1 Claim form — How to complete the form

=

o0 A W

o ~

9.

Visit the LIEPA/IEPA document library: https://www.cityandquilds.com/lead-independent-end-
point-assessor-document-library

Open the QAIT Electronic claim form (DC1)

You will need to complete the grey boxes

In the Associate Type box select EPA from the drop down box

Complete Name, Date and Vendor Number

Complete description of the activity and apprenticeship title in the subject box, location and
event date

. Input your fee from your contracting letter for the event type

In the Fees GL section select the event from the drop down menu (Hint: IEPA events are at the
bottom of the list)

Enter travel expenses, subsistence, accommodation, mileage etc. If you are not sure what you
can claim for check the Fees & Expenses policy.

10. Complete your address and bank details at the bottom of the form
11.You do not need to complete part 3 of the form
12.Scan in your receipts and email them with your completed DC1 claim form to

associate.epa@cityandquilds.com



https://www.cityandguilds.com/lead-independent-end-point-assessor-document-library
mailto:associate.epa@cityandguilds.com
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|IEPA claims for carrying out EPA
IEPASs will complete an EPA Electronic Claim form when claiming for carrying out EPA.

This is also called CF10 claim form and are available here on the LIEPA/IEPA document library

Documents

EPA showcase portfolio checklist

EPA Script for PD or Interview

EPA Assessment

Malpractice Notification Form

ER4 Electronic Claim Form

QAIT Electronic Claim Form

Thirg Party Consent and Privacy Notice

Completed CF10 claim forms must be submitted with receipts for expenses to EPAclaims@cityandguilds.com

Fees will be confirmed in your contracting letter


mailto:EPAclaims@cityandguilds.com

How do | know how much to claim for?

IEPASs are provided with details of their daily rate fee at the contracting stage.

When carrying out EPA IEPAs must keep a log of their time and record this on the CF10 claim form.
IEPASs can claim for a half day 3.5 hours or a full day of 7 hours.

Remember that it is unlikely that an EPA will take you a whole day to complete.

If you do review evidence submitted on the EPA portal and you think that it will take you more than a day to
complete the assessment then you must flag this immediately to the EPA team and copy in your LIEPA.



Claims

The cut-off date for claims is the 17 of each month. Payment will then be made on or around the
15" of the following month (providing there are no discrepancies with your claim).

Important Note: We are unable to make single/one-off payments outside of this payment run
process.

Fees and expenses must be claimed within 3 months of the activity. Claims submitted after this
time will only be paid at the discretion of City & Guilds. Fees include travel and admin time - there
are no extra claims for these. Fees vary according to the apprenticeship standard and are
confirmed in the LIEPA/ IEPA contract confirmation email.

Important Note: Claim information is not applicable for applicants who are joining this webinar via
a Supplier or Consortium arrangement.
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Expenses

« All travel and accommodation must be booked by the LIEPA/IEPA and claims for this submitted to the
EPA team.

« |EPAs must only submit claims for expenses that you have incurred and should not submit/claim
expenses for other individuals.

« Latest Fees & Expenses Policy is available here:

https://www.cityandguilds.com/lead-independent-end-point-assessor-document-library



https://www.cityandguilds.com/lead-independent-end-point-assessor-document-library

Help us to answer your queries

Quality Assurance and
Improvement Team

associate.epa@cityandquilds.com

* Recruitment & vetting queries

» |EPA selection & training information

» Claims processing (DC1 form) for
attending IEPA training &
standardisation sessions

« Contracting queries

The EPA Team

EPA@) cityandquilds.com

EPA allocations

Issues/ concerns with carrying out EPAs
Health & Safety concerns

Incident reporting

Claims (CF10) for carrying out EPAs
EPA portal access/issues


mailto:Associate.epa@cityandguilds.com
mailto:EPA@cityandguilds.com
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Any guestions about this
IEPA Generic Training Webinar?



