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Objectives of today

Business Administrator 9473

• Recap - new assessment plan 

• Action required

• AP03 Content (Giusy)

• LIEPA feedback (Louise)

• Documentation & resources

• Q&A – Please feel free to enter questions
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This webinar is being recorded and will 

automatically be sent to every attendee 

no later than tomorrow.



Recap  

The new assessment plan AP03
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Recap
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• IfATE published a new assessment plan on the 10th September 2020 

• The new assessment plan is known as ST0070/AP03

• Impacts all learners who started their apprenticeship from 10th September, 2020

• New  City & Guilds registration number 9473-22 now open for registrations 

• All new starts on and from the 10th September 2020 must be on the new assessment plan version AP03 (9473-22)

• City & Guilds EPA Packs will be available from the 3rd May 2021  

• EPA Bookings available for AP03 from September 2021



The New Assessment Plan 
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The good news!

• The standard or the KSBs have NOT changed

• This should not impact on your delivery

• Impacts learners with an ILR start date of 10th Sept 2020 onwards

• We have introduced a new POS code associated to AP03 9473-22

• Now open for registrations 

• All registrations made up to 24th March 2021 will be transferred to the AP03 (9473-22) if 

they have an ILR start date of the 10th Sept 2020

• If you have registered on 9473-22 in error, please refer to the EPA Pro Manual page 23



https://www.youtube.com/watch?v=LxJ21_mXEdM

Conducted remotely.  

EPA for Business Administrator 

Online multiple 

choice test 

(e-volve test)

Typically completed 1st

Portfolio based interviewProject presentation
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Important Information – Centre action required
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• All learners who started their apprenticeship on or from the 10th September 2020 MUST be registered on 9473-22

• All learners who started their apprenticeship prior to the 10th September 2020 MUST be registered on 9473-12

• Centre action - Please check to make sure all learners have been registered on the correct version 

• If you have registered learners on version AP03 (9473-22) by mistake you will need to cancel the registrations and 

register on the correct version 

• Please refer to page 23 and 24 of the EPA Pro User Manual - Start a New Programme which is covered in full on 

pages 23 EPA Pro User Manual, sits under Support Materials / EPA Pro User Help / EPA Pro User Manual.

• Please contact Customer Support to arrange for a refund if you have registered on the incorrect version

• Customer Support – centresupport@cityandguilds.com

New Customer Support Telephone Number – 01924 930800

mailto:centresupport@cityandguilds.com
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Weighting & Grading



Changes - Weighting

Copyright © 2021 The City and Guilds of London Institute.  All 

rights reserved.

Each assessment method now has equal weightings of 33% each.

Assessment Method AP02 AP03

Knowledge Test 20% 33%

Portfolio based Interview 40% 33%

Project/Improvement Presentation 40% 33%



Changes - Grading
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Grading (Knowledge Test) No Change

• To achieve a pass 30/50 is required in the multiple choice test

• To achieve a distinction 40/50 is required in the multiple choice test

Grading (Portfolio-based Interview and Project/Improvement Presentation)

• To achieve a pass apprentices must achieve all pass criteria

• To achieve a distinction apprentices must achieve all pass and distinction criteria



Changes- Overall Grading 
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Knowledge test

Project 

Presentation

Portfolio 

Interview Overall Grade

PASS PASS FAIL FAIL

PASS FAIL PASS FAIL

FAIL PASS PASS FAIL

PASS PASS PASS PASS

PASS DIST FAIL FAIL

DIST DIST PASS PASS

PASS PASS DIST PASS

DIST DIST DIST DIST



Changes – Annex assessment method convention
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Changes – Mapping of Knowledge, Skills, Behaviours (KSBs)

Copyright © 2021 The City and Guilds of London Institute.  All 

rights reserved.

• Previously, instead of 'or' 'and', it was /

• Leading to confusion, and the interpretation that it could be either or, where in fact it should have 

been both assessment methods.

• The language used includes variations: 

- portfolio interview OR project presentation

- project presentation OR knowledge test

- portfolio interview OR knowledge test

- portfolio interview OR project presentation AND may also be demonstrated in the knowledge test



Mapping of Assessment Methods Criteria coverage
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• Where the KSBs/competencies are mapped into a single assessment method, these have to be achieved 

in that method alone. 

• Where the KSBs/competencies are mapped into either/or approximately 50% of the KSBs linked to either 

assessment method should be achieved in each. 
Note: In the event where 

some KSBs have not been 

sufficiently demonstrated 

during the 

Project/Improvement 

Presentation EPA, these 

may be assessed as part 

of the portfolio-based 

interview. 



Mapping of Assessment Methods Criteria coverage
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Portfolio-based

interview & Project

presentation

Portfolio-based 

interview



Mapping of Assessment Methods Criteria coverage
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Project Presentation

Knowledge Test &

Project Presentation 



Mapping of Assessment Methods Criteria coverage
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Knowledge Test & 

Portfolio-based Interview

Knowledge Test



Grading criteria
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Mapping of assessment methods criteria coverage
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Knowledge test:

• Business fundamentals (P1; D1) 

• Project Management (P3 understanding of project management tools and principles)

• The organisation (P2 understanding of political/economic/environment)

• Stakeholders (P1 understanding of stakeholder management principles)

• Relevant Regulation (P1 knowledge of relevant laws and regulations)

• External environmental factors (P1 understanding of external factors)

Knowledge Test Guidance document available.



Mapping of Assessment Methods Criteria coverage
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Portfolio-based Interview:

• IT (P1, P2, D1, D2)                                                                          Managing Performance (P3; D2) 

• Record and Document Production (P1, P2, P3; D1, D2, D3)          Adaptability (P1; D1)

• Interpersonal Skills (P1, P3; D3) Responsibility (P3; D1, D3)

• Communication (P4; D1, D2, D3)

• Quality (P1, P2, P3, P4; D1, D2, D3, D4)

• Planning and organisation (P3, P4; D3)

• The organisation (P1; D1)

• Value of their skills (P1; D1, D3)

• Stakeholders (D1)

• Relevant regulation (P1; D1, D2)

• Policies (P1; D1)

• External Environmental Factors (P1; D1, D2)

• Professionalism (P1, P2; D1, D2)

• Personal Qualities (P1, D1)



Mapping of Assessment Methods Criteria coverage
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Project Presentation:

• IT (P1, P2) 

• Decision Making (P1, P2, P3; D1, D2, D3, D4) 

• Interpersonal Skills (P1, P2; D1, D2)

• Communication (P1, P2, P3; D1)

• Planning and organisation (P1, P2; D1, D2)

• Project Management (P1, P2, P3; D1, D2, D3)

• Value of their skills (P2, D2)

• Stakeholders (P2; D2)

• Processes (P1, P2; D1, D2)

• Personal Qualities (P1; D1) 

• Managing Performance (P1, P2, P3; D1, D2) 

• Adaptability (P1; D1) 

• Responsibility (P1, P2; D2) 



Changes - Project/Improvement Presentation Question
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• The project is submitted to us at gateway

• We will provide you with a question to answer on the presentation after gateway has been passed, e.g.

- How have you improved a process or operating practice?

- What were the steps you took to implement the project?

- What worked well and how would you improve the results in future?

• Question more specific to the project

• 5 days from Gateway been passed, allocated question available on EPA PRO.



Lead IEPA 

Business Administrator Level 3
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LIEPA Guidance

Key areas to cover to support you in the transition to AP03 

The restructure of the EPA event to 
support apprentices to meet the 
requirements of the updated standard
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AP03 requirement is that every single 
outcome of the pass/distinction criteria 
are met so we will look at key areas 
where apprentices tend to miss out on 
marks and why as well as looking at 
trends within the Fail grades. 



Practical changes to the way we will be assessing 

Existing Process with AP01 (current version of the Standard) 

- Knowledge Test is normally completed first 

- Portfolio-based Interview 30-45 minutes 

- Break up to 15 minutes 

- Presentation up to 15 minutes

- Q&A 10 - 15 minutes 

The current standard dictates that the Portfolio-based Interview and 

Project/Improvement Presentation are marked individually, so this 

means any evidence obtained in one assessment can not be used to 

support marks in any other assessment.
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New process 

Whilst the way we assess can vary in some circumstances, below is the layout of the 
intended process

AP03: New version of the Standard 

- Knowledge test completed in advance whenever possible (as now)

- Presentation 10-15 minutes (includes the response to the personalised question 
which will be sent in advance to centres) 

- Q&A based on the project 10-15 minutes 

- 30 minute break. 

- Portfolio-based interview 30-45 minutes

- We can now use SOME holistic marking between the two assessed methods 
within the EPA event, which is why we have changed the order of the 
assessments. 
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Knowledge Skills and Behaviours (KSBs) 

Trends and areas 
where marks are 
less often awarded 
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• IT

• Record and Document Production

• Interpersonal Skills

• Communications 

• Quality 

• Planning and Organisation

• The Organisation 

• Value of their Skills

• Stakeholders

The Portfolio-based Interview KSBs (Knowledge Skills & Behaviours) 

• Relevant Regulations

• Policies 

• Processes 

• External Environment Factors 

• Professionalism

• Personal Qualities

• Managing Performance 

• Adaptability 

• Responsibility  



IT
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The vast majority of apprentices perform very well in this KSB area
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Record and Document Production 
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Interpersonal Skills 
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Communications 
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Quality 
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Planning and Organisation  

Logistics refers to the overall process of managing how resources are 

acquired, stored, and transported to their final destination 
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The Organisation  



Copyright © 2021 The City and Guilds of London Institute.  All 

rights reserved.

Value of their Skills
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Stakeholders 
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Relevant Regulations
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Policies 
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External Factors 
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Professionalism  
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Personal Qualities
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Managing Performance   
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Adaptability
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Responsibility



LIEPA Feedback - Portfolio

Portfolio based interview (positives)
• The best portfolios consist of one, clearly labelled document keeping to the 

maximum of 25 pages and ALL KSBs outlined in the ‘Grading Criteria’ table are 
covered. Evidence has been used effectively which holistically covers multiple 
criteria. Remember to cover EVERY SINGLE CRITERION. 

Portfolio based interview (improvement areas)
• Lack of preparation in being able to talk about the more complex concepts and 

vocabulary within the standard, particularly legislation, internal policies and 
environmental factors.

• Some portfolios do not cover all the KSBs outlined in the ‘Grading Criteria’ table. All 
KSBs should be included in the portfolio

• Tendency to go off topic – often with the most able apprentices. The interview has a 
maximum duration of 45 minutes

• THE APPRENTICE IS PERMITTED TO BRING THEIR PORTFOLIO INTO THE 
INTERVIEW 
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Fail Grades  

Trends identified 
within fail grades 



Trend identified in Fail Grades  

There are a variety of reasons apprentices do not 

pass. However these 3 KSB areas have been 

identified as a trend linked to Fail Grades and 

should be an area of key focus for EPA revision:

• Relevant Regulations

• External Environment Factors

• Policies 
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The Project/Improvement

Key areas and 
overview



The Project 

We have suggested that the project will now be delivered before the 

interview in order to support apprentices working to the new version of 

the standard.

The presentation focuses on the skills required to complete a project or 

process improvement, which include planning and organisation, project 

management, demonstrating quality standards and decision making in 

prioritising areas of focus. Evidencing these skills in the presentation is 

coupled with effective communication in delivery. 

As so many areas over-lap I shall not go through every KSB area 

required for the project, but instead have identified 3 key areas to 

support you. 
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Project Key Areas

Project Management  
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Project Key Areas

Decision Making 
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Project Key Areas

Processes
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Project Presentation – some issues identified  

Overly simple projects 

Depth and breath lacking 

Group projects 

Hard to understand presentations 

Presentations that are not linked to the KSBs

Apprentices showing us the product of a project (such as a handbook 

they have created) rather than discussing how the project was 

delivered 
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Overview

Some areas of the KSBs covered to support you, please check your 

packs to ensure you have considered all areas. 

All pass and all distinction criteria must be covered  - go through each 

area carefully and read for salient points, look out for plurals (more 

than one example may be required). 

Ensure all the KSBs are fully covered in the portfolio and project 

documents that are uploaded ahead of the EPA event 

Please encourage apprentices to practise all parts of the EPA and use 

technology such as Zoom to make this as realistic a rehearsal as 

possible. 
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Documentation, resources 
& summary
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EPA Documents
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• Our new updated EPA Assessment Pack and recording 

forms will be available May 2021.

• End Point Assessment Handbook – Knowledge test support



Other Resources
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LIEPA reports and exemplar material documentation 

are available on our SmartScreen platform 



EPA Pro Support Materials



Supporting You!
• Customer Services

• CentreSupport@CityandGuilds.com

• Tel: 01924 930800

• Help for centres https://www.cityandguilds.com/help/help-for-centres

• Walled Garden help

• SmartScreen help

• Evolve help

• Business Skills webpage: https://www.cityandguilds.com/qualifications-and-

apprenticeships/business-skills#

• Technical Advisor – Business Dominic.Green@CityandGuilds.com

• Register for updates here:  https://www.cityandguilds.com/what-we-offer/centres/email-

updates
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Questions

answers
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Thank 
you

Twitter: @candgbusiness 

LinkedIn: https://www.linkedin.com/in/dominic-green-5a1834175/


