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Gateway declaration form: Key principles

· All three signatures must be present and dated.
· However, in response to the Covid-19 pandemic we are allowing those who cannot provide signatures to upload an employer email as an alternative (see below).
· Both pages must be completed and uploaded.
· Digital signatures will be accepted. However, we cannot process signatures which are simply typed in. 
· There must be three unique signatures, unless the employer and training provider are one entity.
Covid-19 exemption
If a digital signature is not available, we will accept an employer email stating the learner is ready for EPA, as evidence to be uploaded in the Portal. Within this email the employer must state clearly that their apprentice is ready for their EPA event. We will also accept similar emails from an apprentice or training provider where they are unable to provide a signature.

What is a digital signature?
· A handwritten signature, which is scanned or photographed and transferred into the form.
· A signature generated through an online signature service.
· It is not a name typed into the form.
Handwritten signature
Handwritten and dated signatures will be processed.
Digital signature (typed)
We cannot accept any signature which is simply typed into the form.


Digital signature (pasted)
Customers may provide a signature which has been copied and pasted directly into the gateway declaration form.
Handwritten signature (undated)
All forms must now be dated.


Email exemption (pasted)
Although the wording within the email is correct we are unable to process this form. Emails must be uploaded as a separate file in the EPA portal, and not pasted into the declaration form.


Digital signature (computer generated) 
We will process signature created by an electronic signature service.
Email exemption (unclear)
We cannot accept this email as the employer hasn’t been clear about the apprentice’s readiness for her EPA event.
Email exemption
[bookmark: _GoBack]We are currently accepting a separate email uploaded directly to the EPA Portal. This should be from the employer, clearly stating the learner is ready for their EPA event.

Duplicate signature
Where the training provider and employer are the one entity we will accept two signatures from the same individual.
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Employer Joe Johnson Date  01/04/2020
Training

Provider (if Simon Smith Date  01/04/2020
appropriate)

Apprentice declaration:

1 confirm that | have gone through a gateway process to check that | am eligible for
EPA.

1give City & Guilds permission to apply to the ESFA and the Institute for
Apprenticeships for the apprenticeship certificate on my behalf when | complete EPA
successfully.

Apprentice Helen Harris Date  01/04/2020

Providers should submit the completed form to us through the EPA portal. Please refer to
the Manual for the End-Point Assessment Service for details, including timeframes.
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Hello Simon,
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Regards
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Hello Simon,
Yes, I'm happy to arrange a call to discuss Helen’s form.

Regards
Joe Johnson
Operations Manager
Test Employer
London
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