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Good Practice 2: First Response for managing an apprentices evidence on the EPA Portal


	
Content
In order to offer a quality EPA service it is essential for all IEPAs to manage the apprentices work allocated on the EPA Portal effectively, professionally and in a timely manner.  
Significant issues occur when projects and showcase portfolios are assessed close to the date of the EPA panel interview. If an interview needs to be cancelled at the last minute, this can cause significant distress to the Apprentice (who will have prepared for the assessment).
Action
IEPAs are required to undertake a visual check of the Apprentices evidence as soon as this has been allocated to them on the EPA Portal. 
What is a visual check?  This is to see whether any evidence that has been uploaded to the EPA portal raises cause for concern.  Here are a few things a visual check may uncover:
· Insufficient content; pages are few, evidence is mainly data or generic information that is not directly attributable to the Apprentice
· There isn’t any evidence or evidence appears to be missing for either the project or portfolio
· [bookmark: _GoBack]An incorrect document had been uploaded by the training provider such as evidence in the name of a different candidate 
· Evidence appears to still be in draft (i.e. with track change comments appearing across documentation)

Managing problems

· Please make an entry in the contact diary noting issues identified and the action taken to manage these  
· If a straight forward problem, such as the evidence has not been uploaded or it is in a different apprentices name, immediately contact the EPA Team who will contact the training provider 
· If the issue is regarding quantity of evidence then priority should be given to mark the evidence submitted. If it has not met the standard in a way that can be covered through questioning the EPA interview will need to be cancelled
· If evidence appears to be in draft, convert this to final copy (if in word) to see if this is able to meet the required standards if marked before requesting a final copy from the training provider.
· Alert Helen Bullion (LIEPA) and the EPA Team if you have concerns for advice and support as required. 

Let’s see if by taking this approach we can manage issues that arise in a much more measured and professional manner.
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