End Point
Assessment

Proficient user guide




Contents

Introduction
Logging into Proficient
Forgotten password
Navigation Menu
Dashboard
To-dos and Notifications
My Profile
Setting up my signature
Changing my password

Training provider management and users

Viewing and updating your Training Provider profile.

Viewing standards you have within your contract
Creating Users
Assigning standards to a user
Assigning permissions to a user role.
Deactivating users

Registering apprentices via bulk upload

Register apprentices individually

Employers

View/Edit apprentices

Reasonable Adjustments

How to apply for a reasonable adjustment

How to resubmit a reasonable adjustment request if it has been rejected

Requesting EPA

Enrolled - Awaiting Expected Gateway Date Confirmation

Confirmed - Requesting Gateway
Pending - Gateway has been requested
Rejected - Gateway request has been rejected
Completed - Gateway has been accepted
Archived

Assessment bookings and results
Viewing assessment bookings

Accessing assessment results

How to apply for EAA and Appeals

0O N O U1 1 b

10
10
12
13
13
14
14
17
20
22
25
27
30
31
33
33
38
42
42
46
49
50
50
50
51
51
54
58



Change of Circumstances
Pre Gateway
Post Gateway
Support Materials
Reporting
Statement of Achievement

Contact us

62
62
65
65
65
66
66



Introduction

Proficient is NCFE’s platform that manages every aspect of end-point
assessments (EPAs); from registering your apprentices, uploading
evidence, requesting EPA, monitoring apprentice progress, viewing
results of assessments and feedback and accessing their statement of
achievement.



Logging into Proficient

Proficient webpage link: ncfe.proficientapp.co.uk

proficient
Sign in to your account

&  Username

A  Password

or

By logging in and using this service, | agree
to the

End User Terms and Conditions

Type your username and password into the login box and click ‘Sign in’.

Forgotten password

If you are unsure of your password for Proficient, there is a forgotten password link on the

ncfe.proficientapp.co.uk

Your username is usually your email address and once you have clicked the link, an email
should be sent through within an hour. If you do not receive the email, please contact your

primary user or the EPA Relationship Team.


http://ncfe.proficientapp.co.uk/
http://ncfe.proficientapp.co.uk/

Navigation Menu

On the left side of the page, you will see the navigation menu.

To expand the specific areas of the Navigation Menu, select the arrow to the right of the

area you would like to view.

NCFE

Dashboard

To-do's & Notifications -
Apprentices

Employers

Issue Management -
Gatewsy Review -
Planning =
Assessment -
Support Materials -
Reporting -




Dashboard

When you log into Proficient, you will see your dashboard which includes Area Performance,

Latest News and the EPA calendar.

. (A — R
Afternoon Tina,
f—

October 2024

eparro

Section Description

Area Performance This highlights key information regarding apprentice
statuses. You can see how many apprentices are
currently in EPA, how many apprentices for the current
month have been accepted through to EPA and how
many apprentices have been certificated in the current

month.

Latest News NCFE will provide you with important communications
and updates. These updates will feature a new icon next
to the title until you click on the natification to view the
details.

EPA Calendar The EPA calendar enables you to view scheduled

assessments by month, week, or day.




NCFE
To-dos and Notifications

1. To access your to-dos and notifications, select ‘to-dos and notifications’ in the

navigation panel on the left-hand side.

NCFE
E ] Dashboard
To-do's & Notifications =

My To-do's

Notifications

Apprentices
Employers
2. Selecting ‘My To-Do's’ will show you any actions you have set that are not yet
complete.
N C F E [+ Return to your account. search for use Q & 5 @ e 'iff::i."‘;
My To-Do's
Dashboard
E To-do's & Notifications . Search Filter by Type - Not paused - Filter By Area - Filter By Status
MyTodss
Notifications Task Type Area Due * Status Actions



NCFE

3. Selecting 'Notifications’ will show you any recent notifications from the system

including gateway audit outcomes, results released, certification completed among

various other actions.

A Notifications
Dashboard
H To-do's & Notifications = Filter By Type v Filter By Area -

Searct
yTo-do's
Netfications Mark @) Read | Mark ) Unread
: . PYT wotification

Caitlin Wymer's gateway has been approved.
Employers

Gateway Review

[ ]
P Issue Management
[

Certification completed for Hallie Jackson
~

1 apprentice was due for gateway on 13/10/2024 but was not processed.

1 apprentice was due for gateway on 08/10/2024 but was not processed.

Area Type
Certification Available

Date » Actions

2 days ago Delete
ELEVETLN view | hark read [JERRE
1week ago m Delete
1 week ago Delete

Planning - Project / Improvement Presentation result available for Hallie Jacksan [ rssessmen | Tweekago [ NN otete
4. Selecting 'View’ next to these notifications will take you to the relevant screen

to access results, complete a gateway submission or update the apprentice’s

Gateway Start Date.



My Profile

Setting up my signature

When you setup your profile, you will need to add in your signature to support administrative

activities when signing off checklists and requesting reasonable adjustments etc.

1. Click your username in the top righthand corner

> epapRO x|+

~ @ Calendar

October 2024

Wed

€paprrO

Caw O L@

gy

L]

2. Click Edit your profile

B |3 D | 2 =
~ @ Calendar /S
< | > | rods October 2024 R week | oy

10



NCFE

3. Type in your signature name

€3 0 a & un

= Ur-mmmmm : Q e o ™
k C F E & Edit My Profile

ocanr Ol

€ParPro
4. Sign in the signature box.
Issue Management = Email *
Gateway Review = Test@Testing.com
Planning = Purchase Order Number
Purchase Order Number
Assessment -
Signature Name
Support Materials -
T Lopez
Reporting -
Signature
Qear Signature
5. Click update my profile.
E & Edit My Profile
User Details
Usemame

11



Changing my password

Within the Edit My Profile section, you can also change your Proficient password.

Click on Security.

Desntn

& Edit My Profile

Empiayer Security Details

Updee My Profie

Add in your existing password, new password and then confirm new password and then
click Update My Profile.

12



Training provider management and users

Only Primary Users can update Training Provider information and manage user accounts. If

you need to change your Primary User, please contact the Relationship Team.

Viewing and updating your Training Provider profile.

1. Click on your company profile.

B |3 n (2 =
A @ Calendar s
< > | ods October 2024 ) ook | oy

2. Within the details tab, you can amend any fields that are not greyed out. If you need
to change your primary user, please contact the Relationship Team.

o Returm o your accourt.

AR Edit Provider Top Tier Training Provider

Provider Detail

13



|
NCFE
Viewing standards you have within your contract

1. Click on standards to view the standards you have within your contract, please

contact the Relationship Team if you wish to add any additional standards.

P

Dashboard

To-do's & Notifications

Apprentices

Employers

Issue Management

Gateway Review

Planning -
Assessment

Support Materials

Reparting <

Creating Users

Only your Primary User can create new users on Proficient.

AR Edit Provider Top Tier Training Provider

Detsils=mStandards ~ Conwracts  Gateway Forecasting

Standards

ST0005 Level 2 Adult Care Worker (IE)

+ Standard Options

ST0215 Level 5 Assistant Practitioner (§X)

+ Standard Options

ST0310 Level 4 Associate Project Manager (E)

+ Standard Options

ST0087 Level 5 Children, Young People and Families Manager (§X))

+ Standard Options

ST0072 Level 2 Customer Service Practitioner (KD

+ Standard Options

ST0071 Level 3 Customer Service Specialis: (KD

1. Click on your company profile.

A @ Calendar

< >

14

Search for user...

October 2024

month

week

day

STO
+S

STO
+S

STO
+5s

ST0
+5

STO
= ]

ST0



NCFE

2. Click the users tab.
-VJ @ epaPRU x

€ 2> C M 23 uat.ncfe.epapro.co.uk/modules/users/provider/edit/profile/7

NCFE

(# Return to your account.

AR Edit Provider Top Tier Training Provider

Dashboard

Deedlls ™ Standards Contracts y Forecasting ~ Users
To-do's & Notifications - Users
Apprentices Search Nothing selected ” Filter By Locked Status v F
Issue Management -
Gateway Review -

Name Username Job Role Con
Eopivg - Tina Lopez EETed Tinalopez e
(REESaetE = Jennifer Turner JenniferTurner 012
Support Materials -
Reporting =

3. Click Create new provider user.

Tier Training Provider

teway Forecasting  Users

Nothing selected - Filter By Locked Status - Filter By Provider Job Role -
Username Job Role Contact Number Created Status Actions
TinaLopez 01234567890 27/09/2024 [ Actve |
JenniferTurner 01234567890 27/09/2024 ["Active |

15



NCFE

4. Enter the mandatory fields marked with an asterisk. We recommend using the users
email address as their username.

:paPRO x
C M 23 uat.ncfe.epapro.co.uk/modules/users/provider/7/users/create

[+ Return to your account.

e Create Provider User
Top Tier Training Provider

0ard

User Details =~ Permissions  Sub-Use Standards Apprentices
s & Notifications -

User Details
intices

Username * Pronouns
yers e Please select
Management -

i Email = Given Name *
vay Review - Ema Given Name
ing = Purchase Order Number Preferred Name
sment - Purchase Order Number Preferred Nam
art Materials - Allowed Iogin methods Pronunciation
o N @ Login using username/password Pronunciation

Middie Name
Middle Name

Family Name *

Familv Name

5. Click save provider user.

Middie Name

Family Name *

Test

Telephone *

0191 239 8450

Save Providet User

16



NCFE
Assigning standards to a user

1. Click on the user you would like to add standards to by selecting the ellipses.

at.ncfe.epapro.co.uk les/use vprofile/7/user caw o &@ i

(& Retumn to your accourt. Q |eg et
Provider sub user created.

AR Edit Provider Top Tier Training Provider

Users

;
g s

Name Username Job Role Created Status Actions

Tina Lope: CED TinaLopez [0 ] s

Jennifer Turner ’ n [hcove ] 1

TestTest [hciree ) i

2. Click edit.

- FIEr By FroVIOEr JoD Kote -
Create New Provider User
Contact Number Created Status Actions
01234567890 27/09/2024 [ Active |
01234567890 27/09/2024 [ Active |

0191 239 8450 11/10/2024 [ Active | D
/7
(o]

17



NCFE

3. Click on standards.

(# Return to your account.

e Edit Provider User - Test Test
— €D | Top Tier Training Provider

User Details Permissions Sub-User Details Standards Apprentices

User Details

Username *

testuser]

Email *

test@test.com

Purchase Order Number

v Purchase Order Number
= Allataiad lamin manthAad~
4. Select the standards from the drop-down menu.
=. e Edit Provider User - Test Test
— EED | Top Tier Training Provider
User Details Permissions Sub-User Details Standards Apprentices
Standards
Add standard(s):  Select standards - ‘Add Standard(s)
5 When assigning ISearcr- by‘stendardiname pvider's assigned standards and instead use this smaller subset
Select All Deselect All
& ST0005 Level 2 Adult Care Worker A

ST0146 Level 4 Assessor Coach

ST0215 Level 5 Assistant
Practitioner

STC310 Level 4 Associate Project

- vi3
Manager
- STC310 Level 4 Associate Project
vid
Manager

ST0070 Level 3 Business
Administrator

ST0087 Level 5 Children, Young
People and Families Manager

18



NCFE

5. Click add standard(s)

‘ers/provider/7/users/121/edit

Our account.

it Provider User - Test Test
™ | Top Tier Training Provider

itails Permissions Sub-User Details Standards

lards
adard(s):  ST000S Level 2 Adult Care Worker (E)
S Search by standard name
1 assigning 2
Select All Deselect All
STCO05 Level 2 Adult Care Worker v
STC146 Level 4 Assessor Coach [ v1.0 ]

ST0215 Level 5 Assistant
[ 1.0

Practitioner
ST0310 Level 4 Associate Project
Manager

ST0310 Level 4 Associate Project D

:

pvider's assigned standards and instead use this smaller subset. If you need the user to sy

6. Click save provider user.

er subset. If you need the user to sync with the provider again then remove all of their assigned standards.

(8]

19

Save Provider User



Assigning permissions to a user role.

Primary users can manage users access within the system.

There are 3 options to select from:
o Training Provider Read Only - Can view everything but can't edit
o Training Provider role- Full access within the system.

e Training Provider Support materials access only- support materials access only.

1. Click on the user you would like to change permissions for by selecting the ellipses
next to their name.

atncfe.epapro.co.uk t % Q
E o Return to your account. a »

AR Edit Provider Top Tier Training Provider

Users

oo oo |
= o
[ Ao ]
D
teswser] [ §
=

2. Click edit.

20



NCFE

w FIEr sy rroviger joo xoie -
Contact Number Created Status
01234567890 27/09/2024 [ Active |
01234567890 27/09/2024 m
0191 239 8450 11/10/2024 [ Active |
3. Click on Permissions.
User Details Permissions Sub-User Details Standards
User Details
llearnama %
4. Select the relevant role from the role dropdown bar.
User Details Permissions Sub-User Details

Permissions
Edit User Role

Role *

NCFE Provider Role

5. Once selected scroll down and click Save provider user.

21

Apprentices

Create New Provider User

Actions

=

# Edit
@ View



NCFE
Deactivating users

1. Click Edit your company profile.

Search for user...

N @ Calendar

October 2024

2. Click the users tab.

NCFE

[» Return to your account.

Dashboard

Support Materials -

Reporting %

22

AR Edit Provider Top Tier Training Provider

Users

Derdils Standards Contracts
To-do's & Notifications - USETS
Apprentices Search Nothing selected
Issue Management -
Gateway Review -

Name Username
Pianning &

Tina Lopez 003 Tinalopez
eSS < Jennifer Turner JenniferTurner

month | week day

Filter By Locked Status

Job Role

012

012



NCFE

23

3. Click on the user you would like to deactivate by selecting the ellipses.

> Filter By Provider Job Role

Contact Number
01234567890
01234567890

0191 239 8450

4. Click edit.

v Filter By Provider Job Role

Contact Number

01234567890

01234567890

0191 239 8450

Created

27/09/2024

27/09/2024

11/10/2024

Created

27/09/2024

27/08/2024

11/10/2024

Status

Status

[ncve
Cncive

Create New Provider User

Actions

Create New Provider User

Actions

CJ

# Edit
@ View



NCFE

5. Click set user inactive.

Middle Name

6. Click save provider user.

wHauie iNaine
Middle Name
Family Name *

Test

Save Provider User

16:15
11/10/20.

24



NCFE

Registering apprentices via bulk upload

1. To register apprentices via the bulk upload option in the navigation bar on the left-
hand side, select ‘Apprentices’.

. : £ Return to your account earch for user a & o @ "M

& Manage Apprentices B Export Apprentces |[ B import Apprenices | +Add Appr
Dashboard
ZeTag, Notifications Filter By IfATE Refereni~ Filter By Standard Title = Filter By Specialism - Filter by Provider - Filter by Employer
In Assessment - Filter By Locked Status =

Apprentices
Apply Filters | Clear Filters
——/ [ Aoy rters | Gloae ke

Given Family End Point Date

ULN Email Standard Specialism Provider Status Actions
Name Name P Assessor Added
Gateway Review - STO109 Level 4 Dental Practice Mana Top Tier Tra
e 9603566550 Isaac Robinson = fueld bental Practice Manaser John smith op Tierfraining 2710972024 (D)
Provider
Planning
STO109 Level 4 Dental Practice Manager Top Tier Trainin

8587169255 Graham  Young = & John Smith Pr:wdw & 270972024 (DD

Assessment

Support Materials

2. In the top right corner of the ‘Apprentices’ screen, select ‘Import Apprentices’.

[ Return to your account. Search for user.. Q &£ 1 6 Tina Lg‘r‘a\eazw[;:z)
: Manage App rentices B> Export Apprentices H -5 Import Apprentices H + Add Apprentice
Searrh Filter Ry IfATF Refaraniv Filter Rv Standard Title v Filter Rv Snarialicm - Filtar hv Provider - Filter hv Fmnlnver -

3. Select ‘Example CSVs’ and select ‘Create Apprentice’ from the drop-down menu.
You can also update apprentice details, apply a change of circumstance and
create/update employers through bulk upload.

£ Bulk Upload

Apprentice Employer

Action Type: ‘Apprenitice
Create Apprentice
Create Apprentice v )
Update Apprentice
Please upload a .csv file Change Of Circumstance
Choose file  No file chosen Start New Programme
Maximum file upload size is 2 MB. View supported file types. Employer

Create Employer
[ Upload

Update Employer
Provider
Assign Standards to Sub-User

Assign Apprentices to Sub-User

25



NCFE

4. Once you open the template downloaded, you will see example apprentice data
included to support you in completing the bulk upload template.

exlamatﬁs_spemausrr unique_lez expected_ expected_user_pronigiven_nam preferred_ pronuncialmiddle_na family_nar external_leexternal_a date_of_bi can_login gender ethnicity national_iremail u
ST0551 T.13E+09 ###HHHH HEHH 3 Nicole Reece Elsie Marshall 25276486 74852513 ######## male 46 EN052187 jlloyd@exc p
ST13791.1 2.51E+09 #HENENER HARAHAIH 2 Zach Yvette Peter Harris 70277643 23797256 ##HHMENE undisclose 45 MS459665 ukelly@exiw
§T01131.1 4.B1E+09 #H###E4EE FRRHHARY 2 Poppy Keith Tom Khan 94177380 72773275 #####E4E female 44 NK745183 emily.kingin
§T04541.1 9.42E+09 ###H#HHH A 3 Ray Lucas Grant Adams 95060768 5470952 #####E## undisclose 43 MA3B4532lolad7@ex w
§T1380 5.3E+00 HHHNEIIE HRNANNIH 1 Andrew  Alex Lindsay Scott 54733186 3178498 H#Nuki ki undisclose 42 RW821707iclarke@e:v
ST0795 4.BTE+09 #H###E4EE FRRHARY 1 Kirsty Lilly Olivia Harris 74589348 83480126 ######4# male 98 HP325905 davies.jad:s
ST01091.1 9.75E+09 #H####HE HARHHHEE 1 Chloe Lola Erin Ross 21124638 46175197 ###t#Eds male 46 PHB55875 icarter@es k
ST0384 2.52E+00 HH#HEHEE HARANHEN 2 Emily Scarlett  Neil Kelly 80518231 54044009 #H####HH other 36 PG919321 anderson.ip
§T13791.1 2A1E+09 ####E4EE SRR 1 Joanne Ken Kirsty James 72264087 71371161 #####E4# female 41 TI073962A wward@e» ¢
ST0217 B.BAE+09 HARKENEY HARNHAEY 1 Nikki Philip Andy Cook 51424761 95997227 #H###EME female 31 NMB9273Esonia.pricia

5. On the bulk upload screen on Proficient, you can also download guidance to support
in completing these fields. On the bulk upload screen, select ‘Documentation’ and
from the drop-down menu, select ‘Apprentice’.

£ Bulk Upload

Apprentice  Employer

. Valida
Action Type: alidation
Apprentice
Create Apprentice v
Change Of Circumstance
Please upload a .csv file Start New Programme
Choose file  No file chosen m Employer
Maximum file upload size is 2 MB. View supported file types Provider Assign Standards Sub-User

Provider Assign Apprentices Sub-User

6. Once you have completed the bulk upload template, return to Proficient and locate
the file saved on your computer by clicking ‘Choose File’ and then click ‘Upload’.

Apprentice Employer

Action Type:

Create Apprentice v

Pleaseupload a .csv file

Choose file | Blank.docx

Maximum fife upload size is 2 MB. View supported file types.

7. Once you click ‘Upload’, you will receive confirmation of whether the apprentices
have been created on Proficient and if there are any issues, you will see an on-
screen message showing the errors in the bulk upload template.

26
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Register apprentices individually

1. Click on Apprentices.

NCFE

(» Return to your account.

Morning Leigh-Ann,

Thi J C3 S
Dashboard
To-do's & Notifications -
Apprentices I S .-
Employers
12 ® 1
Issue Management - =y
Gateway Review -
Planning >
B Latest News
Assessment -

Welcome to epaPRO
Support Materials - m 1 weekag

our new End
Reporting -
View aii news items
Q & o0 o0
ices port Apprenices | 8 impore Apprentiesf]( +AddApperuice
Filter By IfATE Reference - Filter By Standard Title - Filter By Specialism - - er by Employer -
- Filter By Locked Statu -
Family Name Email  Standard Specialism End Point Assessor Provider Date Added Status Actions
test3 = ST0005 Level 2 Adult Care Worker (ZE3 Dorothy Dolittle Kristy's Test Provider 16/10/2024 [ Active | i
Test1 ™ ST000S Level 2 Adult Care Worker Dorothy Dolittle Kristy's Test Provider 16/10/2024 [ ctive |
Mewes &  ST0070 Level 3 Business Administrator ({ZX) Dorothy Dolittle Kristy's Test Provider 15/10/2024 = i
FLEAR ®  ST0005 Level 2 Aduit Care Worker (BE3 Dorothy Dolittle Kristy's Test Provider 15/10/2024 [ Active |
Finkie & ST0070 Level 3 Business Administrator ZE) Dorothy Dolittie Kristy's Test Provider 15/10/2024 [ Active |
MCGOVERN ™ ST0070 Level 3 Business Administrator (GE) IEPA Example Kristy's Test Provider 14/10/2024 [ Active |
Davies ®  5T0070 Level 3 Business Administrator (X)) IEPA Example Kristy's Test Provider 07/10/2024 [ Acive |
Elliott ®  ST0070 Level 3 Business Administrator GG} Dorothy Dolittle Kristy's Test Provider 25/00/2024 [ Acxive |

27



3. Complete all fields that have the asterisk next to them within the Apprenticeship
Details tab.
Standard - Please select the standard and version from the drop down that the
apprentice is registered on.
Specialism - This field will need to be completed if the standard your apprentice is
enrolled onto has pathways. Please select the relevant one if applicable.
On Programme Assessor - Please complete these fields as this will be the contact
from the Training Provider who will be copied into all communications throughout the
apprentice journey.
Expected Start date - This is the date that the apprentice was enrolled onto their
Apprenticeship Programme.
Expected Gateway Date - This is the date you expect your apprentice to enter EPA.

o Pen o ot o Q ¢
m & Add Apprentice
ta

6. Complete all fields that have the asterisk next to them within the User tab.
Allowed login method- If you would like your apprentice to have access to their Proficient
account to view the guidance materials and their profile please turn the toggle on.
Apprentices will not be able to amend any of their records within their profile.

= o Return to your account. Q &0
& Add Apprentice

4. Complete all fields that have the asterisk next to them within the Apprentice Details.
Registration - You need to select the appropriate funding type from the drop down.

28



ILR - For funded apprentices that can claim both funding and certificate via the ESFA
portal.

Other - For apprentices that can be certificated through the ESFA but do NOT
receive funding and are submitted using the alternative ESFA portfolio. (This would
usually be for devolved nations outside of England)

Privately - For apprentices that do not meet standard requirements and cannot claim
funding or certification via the ESFA.

oyers National Insurance Number

= Management Date of Birth *
DD/MMAYYYY
Unigue Learner Number (ULN) *

1e Learner Number

ssment
Registration * @

Please select

Please select

ILR
Other

Privately

Please select

External Learner ID

External Learner

Fxternal AQ ID

5. Complete all fields that have the asterisk next to them within the Workplace Details
tab.
Workplace Mentor- Please complete these fields as this will be the contact from the
Employer who will be copied into all communications throughout the apprentice
journey.

o Ao o your acioune Q20 0 2 RRTuT

& Add Apprentice

Workplace Details Workplace.Mentor

6. Apprentices have a reasonable adjustment tab when registering however you cannot
add Reasonable Adjustments until the apprentice’s profile has been saved.

29



NCF

count.

Jprentice
ip Details User Apprentice Details Workplace Details Reasonable Adjustments
:e Details Workplace Mentor
ne* Mentor Name
ame |“.'.~E|'t-:" Name
Job Title

ob Title

T Telephone

e Telephone

7. Once all of the apprentice’s details have been added, please select Save and
Continue.
If any mandatory fields have not been completed, a message bar will appear with the
fields that need to be completed.
Once saved, you will be able to see the apprentice within the Apprentice tab.

e yaue o a #o

& Add Apprentice

Reasonable Adjustments

ExEm emm

Employers

There is an employer section within the navigation menu at the left-hand side of the screen.
You do not need to register the apprentice’s employer prior to registering apprentices as
apprentice’s profiles have a workplace details tab where you will populate this information.

30



NCFE

View/Edit apprentices

1. To view/edit your registered apprentices, select ‘Apprentices’ from the navigation
menu at the left-hand side of the screen.

. [ Return toyour account. for use o & a8 o ™Y

& Manage Apprentices 8 Export Apprentice || Bimport Apprentices | +
o
B icsions } Searct Filter By IFATE Refereni= Filter By Standard Title~  Filter BySpecialism = Filerby Provider = Filter by Employer
2 [— In Assessment - Filter By Locked Status =
™
o N Y
Gi Famil End Point Dat
P ssue Management . ULN iven amlly Email Standard specialism oo Provider ate Status Actions
Name Name Assessor Added
Gateway Reviey STO109 Level 4 Dental Practice M Top Tier Training
E Gateway Review 9603566550 Isaac Robinson evel 4 Dental Practice Manager John Smith =P ST 27/09/2024 (DD
[141] Provider
Planni -
LJ Pianning | STO109 Level 4 Dental Practice Manager Top Tier Training
8587169255 Graham  Young John Smith ) 27092024 (CEED)
W Assessment - = Provider

Support Materials

2. The filter on the ‘Apprentices’ screen defaults to those ‘In Assessment’ and will show
those who have been accepted through to EPA. You can change this filter at the top
to show apprentices at other stages or select ‘Filter by Apprentice Status’ to show all

apprentices.

; Ma n age App rentices B> Export Apprentices H & Import Apprentices H + Add Apprentice
Search... Filter By IfATE Referenc~ Filter By Standard Title~ Filter By Specialism  ~ Filter by Provider - Filter by Employer e
In Assessment v Filter By Locked Status ~

‘ ‘ In Assessment

i i End Point Date
Filter'by Apprentice Status | standard Specialism A Provider Added Status Actions
Back Into Learning ssessor e
Cancelled ST0109 Level 4 Dental Practice Manager John Smith Top TlerTrammg 2710912024 CEED
[v1.1] Provider
Certified
STO0109 Level 4 Dental Practice Manager . Top Tier Training
Completed i) John Smith Provider 27/0912024 (EED)

In Assessment

On Programme
Retake Review
Suspended
Withdrawn

3. Once you locate the apprentice you would like to view/edit, select the ellipses at the
end of the row and select either view or edit depending which action you would like to

; Manage Apprentices B> Export Apprentices H 8 Import Apprentices H + Add Apprentice
Search. Filter By IfATE Referenc~ Filter By Standard Title = Filter By Specialism  ~ Filter by Provider v Filter by Employer -
In Assessment - Filter By Locked Status ~

Apply Filters
Gi' Famil End Point Dat
ULN ven amily Email Standard Specialism nd Foin Provider ate Status Actions
Name Name Assessor Added
CETEEEESE [seEe Robinson = ST0109 Level 4 Dental Practice Manager John Smith Top TlerTra\mng 2710972024 (IR
[v1.1] Provider
ST0109 Level 4 Dental Practice Manager Top Tier Training # Edit
8587169255 Graham Young = John Smith
[+ Provider ® view
O Profile

+ Add Reasonable Adjustment

4. Once you select ‘Edit’, you will be able to edit any of the details that exist for the
apprentice, this includes contact details, on-programme assessor details and their
workplace details. You can also apply a change of circumstance to the apprentice.

31



NCFE

& Edit Apprentice [Ty - Joel Bloggs1

ApprenticeshipDetails  User  App

Workplace Details  Change of Gi

Apprenticeship Details
Provider *

Kristy's Test Provider
Employer

Costa Coffee v
Standard *

ST0070 Level 3 Business Administrator () -
Specialism

No specialisms for standard ~

Cohort ID

Cohe

E mic
On Programme Assessor
Assessor Name

Simon Jones
Assessor Phone Number

0191239 8450
Assessor Email

simon@simon.com

Reasonable Adjustments

Start New

Apprenticeship Dates

Expected Start Date *
12/0072023

Expected Gateway Date *
1711072024

Expected Completion Date @
1710472025

Provid

ransferred Date

oI rYYY

5. Once you have made the amends, select ‘Save and Continue’ if you would like to
stay on the apprentice’s profile, or ‘Save and Exit’ if you have made all changes

necessary.

& Edit Apprentice [Ty -Joel Bloggs1

Apprenticeship Details ~ User  App Workplace Details ~ Change of Reasonable Adjustments
Apprenticeship Details
Provider *

Kristy's Test Provider
Employer

Costa Coffee ~
Standard *

ST0070 Level 3 Business Administrator (GT) -
Specialism

No specialisms for standard v
Cohort ID

Coho

On Programme Assessor
Assessor Name
Simon Jones
Assessor Phone Number
0191239 8450
Asszessor Email

simon@simon.com
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Start New

Apprenticeship Dates

Expected Start Date *
12/08/2023

Expected Gateway Date *
17/10/2024

Expected Completion Date @
1710412025

Provider Transferred Date

DDAMMAYYY



NCFE
Reasonable Adjustments

How to apply for a reasonable adjustment

1. Select 'Apprentices’ from the navigation menu at the left-hand side of the screen.

N C F E

u entice
Dashooard
otficstions - @ Area Performance (local statistics for you and your areas of responsibility

Appréntices
mpioye

| 12 2 11 @ 6

I8 Latest News ~ & Calendar

Welcome to epaPRO RS

. .
sun Mon

2. Click on the search engine 'Filter by Apprentice Status' and select 'Filter by
Apprentice Status' and then click apply filters.

+ Resurm 9 youe accours. alidve

& Manage Apprentices . s

o e ot

uLN Given Name Family Name Email  Standard specialism Status  Acti
[}
D
=
[ 7 )
(A ]
[ Ao
[ras]
—

3. Locate your apprentice and click on the ellipsis (3 dots) under the actions column.

E SO Q £ 0 0 LSREEID
& Manage Apprentices [ )

[ ] o

ULN Given Name Family Name Email Standard Specialism End Point Assessor Provider Date Added Status Actions
Joe1 Bloggs1 ® 570070 Level 3 Business Administrator G5E) 0/202 s B

1234567823 bou test3 = [hcive ] :

1234567345 Lou Test2 = 6410721 =
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4. Select 'Add Reasonable Adjustment' from the drop-down list.

Specialism End Point Assessor Provider Date Added Status Actions
Kristy's Test Provider 17/10/2024 =3 [B
Dorothy Dolittle Kristy's Test Provider 16, # Edit
@ View
Dorothy Dolittle Kristy's Test Provider 16 0 rrofile
Dorothy Dolittle Kristy's Test Provider 16, T Add Reasonable Adjustment
Dorothy Dolittle Kristy's Test Provider 15/10/2024 =3
Dorothy Dolittle Kristy's Test Provider 15/10/2024 [ Active |
Dorothy Dolittle Kristy's Test Provider 15/10/2024
|IEPA Example Kristy's Test Provider 14/10/2024
IEPA Example Kristy's Test Provider 07/10/2024
|EPA Example Kristy's Test Provider 07/10/2024

5. Click in the 'Arrangement Type*' drop down and select the relevant arrangement
type.
If the arrangement type you require is not in the drop-down list, please select other.
Please note, you will need to apply for each Reasonable Adjustment arrangement

type separately.
[+ Return to your account.
© Add Reasonable Adjustment
Joe1 Bloggs1
3rd i
Arrangement Type ™
% Notifications = ans yp
Please select
ices
Please select
s 25% extra time
Bilingual dictionary with 10% extra time
snagemer\t A
Coloured/eniarged paper
Computer reader/reader
mstance Extra time over 25%
Other
ustments
Practical assistant
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6. If you have selected 'Other' from the Arrangement Type drop down list, please add
what adjustment is required within the 'type info' textbox.

NCFE

[+ Return to your account.

© Add Reasonable Adjustment

Joe1 Bloggs1

Dashboard
Arrangement Type
To-do’s & Notifications -
Please select
Apprentices
Type Info
Employers
Issue Management -
PRESSS Required if arrangement type is set to "Other
hange of Circumstance Nature of Arrangement g
easonable Adjustments Please select
4 B
Gateway Review - Status
Planning = Please select
ACasernons = Additional Information

7. Select Reasonable Adjustment within the Nature of Arrangement drop down.
Currently, you can only request Reasonable Adjustments. Special Considerations will
need to be applied through the webform which you can find within the Support
Materials tab on the navigation tool on the left-hand side.

w © Add Reasonable Adjustment

L.
Arrangement Type *
L] do’s & Notifications
Please select
PRl Aoorentices
Type Info
(W empioyers
You will nead to apply for each individual Reasonable adjustment type.
Pl ssus Management = f you have selected other drop the Arrangement Type drop down, you will need to explain here what reasonable adjustment you require.
Appea = =
Ppeas f arrangement type is set to "Othe
Change of Circumstance Nature of Arrangement *
Ressonable Adjustments Please select

[ Piease selatt

Reasonable Adjustment

Gateway Review

Plannin e

pts | Special Considecation - short term / temporary due to injury
Assessment - Additional Information
Support Materisis

Covers Programme Duration

Start Date ”
End Date ”

Requested Date

35



NCFE

8. Select pending from the 'Status' drop down.

. ISSUE Management

ypeals

1ange of Circumstance

tasonable Adjustments
Gateway Review
Planning
Assessment
Support Materials

Reporting

1 YU HAVE SITITLLEU ULHISH WU LIS A TSNETIHNITHL 1 YRS UV WOV YUU VW TISTU LY SARIST

Required if arrangement type is set to "Other
Nature of Arrangement ™

Reasonable Adjustment

Status "

Please select

Please select

| Withdrawn

Covers Programme Duration

Start Date ™

End Date ™

9. Please add any relevant information into the 'Additional information' textbox.

peals

1ange of Circumstance

tgsonable Adjustments
Gateway Review
Planning
Assessment
Support Materials

Reporting

36

Required if arrangement type is set to "Other
Nature of Arrangement ™

Reasonable Adjustment

Status ”
(

Additional Information

Covers Programme Duration

Start Date ™

End Date ™
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10. If the adjustment arrangement requested covers the full programme duration, please
toggle the 'Covers Programme Duration' otherwise please state the adjustment start
date and end date if it's a temporary request.

Jange of Circumstance
Additional Information

23sonable Adjustments
Gateway Review -
Planning -
eEEEsvhCnt % Covers Programme Duration
Support Materials - Start Date *
Repaorting -

End Date ™

Requested Date ™

17/10/2024

Evidence

Browse/Upload

File tvne Label Linked bv

11. Please upload any supporting evidence and a copy of the NCFE Reasonable
Adjustment Form which can be found in the Support Materials tab within the
navigation tool.

Support Materials v Start Date ~
Reporting -

End Date ™

Requested Date ~

17/10/2024

Evidence

Browse/Upload

File type Label Linked by

No files have been uploaded or linked

eparrO.
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12. Once you have completed all mandatory fields and uploaded supporting evidence
and the Reasonable Adjustment Form, please click save and continue.
The Quality and Compliance Team will review all reasonable adjustments within 10
working days.
You can track the apprentice’s application status through their Profile.

Linked Date Download View Delete

How to resubmit a reasonable adjustment request if it has been
rejected

When re-submitting a reasonable adjustment request, you can copy the original request and
amend the relevant information and or upload further evidence.

7. Click on issue management

k C F E Evenmg Leigh-Ann,

This is ashboard where you can see key stats, news and other details about your aj
Dashboard
dictdos Z Nomfications Y @ Area Performance (local statistics for you and your areas of responsibility
Apprentices These stats were calculated Wednesday er2 6 e d t e
Employers

17 o 17
Issue Management - iy
Gateway Review =
Planning -
B Latest News

Assessment -

Welcome to epaPRO
Support Materials - m 3 weeks 3ga

Weicome to our new End Point Assessment platform.

Reporting -

View all news items

8. Click on Reasonable Adjustments
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To-do's & Norifications - @ Area Performance (local statistics for you and your areas of responsibility
Hppreguces These stats were calculated Wednesday 30th October 2024 14:26 and are based on actions since 1s
Employers
17 o 17
Issue Management - &
pprentices in EPA @ Complete
Appeals

Change of Circumstance

ot B Latest News
Reasonablei\dj};méﬂs

Welcome to epaPRO
(W Gateway Review - €D :veeksago

Welcome to our new End Point Assessment platform.

n Planning -
View all news items
e Assessment >
Il Support Materials =
4 Reporting -

9. Click on filter by status
_ e

Y/reasonable_adjustments/index o« ¢r BESSEEEEN

| b Returnto your account. Search for user.. Q

© Reasonable Adjustments

Search... Cohort ID.. Filter By IfATE Reference - Filter By Standard Title - Filter By Spe€ialisin, - silter|

Filter by Employer - In Assessment - Filter by Nature of Arrangement v Filter by Active - Fliter by §tatus - Filter |

oroutof

Filter by Covers Programme Duratic ~

Filter by Created Date =

Filter by Accepted Date -

Filter By Request Date -

Sort By -
10. Click rejected

- Filter By Standard Title - Filter By Specialism - Filter by Provider -

ment - Filter by Active - Filter by Status - Filter by Pre-acceptance Rejection R~

No is rejected, withdrawn, pending, or out of
date window.

Filter by Status

Accepted

Pending

Rejected

Withdrawn
“overs Programme Duration Start Date End Date Created By Created Date Status Actions
‘es - - Support Team 07/10/2024 Accepted :
e Narran Cinbia 23/10/2024 D :
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11. Click apply filters

< B C M 25 uat.ncfe.epapro.co.uk/reasonable_adjustments/index

NCFE

Dashboard

(# Return to your account.

© Reasonable Adjustments

Cohort ID...

To-do's & Notifications -
& Filter by Employer > In Assessment v

Apprentices

Employers : :
Filter by Covers Programme Duratic~
Issue Management - °
Filter by Created Date '
Appeals
Filter by Accepted Date =
Change of Circumstance
Filter By Request Date >
Reasonable Adjustments
Sort By -

Gateway Review -
Apply Filters | Clear Filters

12. Locate the learners reasonable adjustment that has been rejected and click on the
ellipsis (3 dots)

E @ Retum 1o your account Y Wi D O R
© Reasonable Adjustments

Programme Duratic~

oo e
UL Apprentice Name Arrangement Type Nature of Arrangement Covers Programme Duration StartDate  EndDate  Created By Created Date Status / Actions
1564547896 Tigay Maw Other Reasonable Adjustment ves 5 . Leigh-ann Elliott 301102024 [ Rofecced 1

13.Click Copy
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Programme Duration Start Date End Date Created By Created Date Status Actions

- : Leigh-Ann Elliott 30/10/2024 (]
© View

® Copy
14. Make the relevant amends and upload further evidence if required.
. i 25% extra time
VN issue Management v
Appeals
Change of Circumstance
Reasonable Adjustments
Gataway Review - Status ™
N enr . Additional Information
e
O Covers Programme Duration
Requested Date ™
30/10/2024
Evidence
File type Label Linked by File size Linked Date

No files have been uploaded or linked

https://uatncfe epapro.co.uk/reasonable_adjustments/copy/79/31/creates

15. Then Click save and exit.

Status ”
Additional Infarmation
test

%

O Covers Programme Duration

Requested Date ™
3071012024

Evidence

Browse/Upioad

File type Label Linked by File size Linked Date Download View Delete

No files have been uploaded or linked

ndica

Save and Continue [ Save a
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Requesting EPA

Enrolled - Awaiting Expected Gateway Date Confirmation

When apprentices are ready to enter gateway, you will be required to verify their standard

and expected gateway date.

1. Select 'Gateway Review’ from the navigation menu at the left-hand side of the

screen.

k C F E Afternoon Leigh-Ann,

Dashboard

|12

B8 Latest News

Welcome to epaPRO

and other details about your apprentice:

atficadons - @ Area Performance (local statistics for you and your areas of responsibilit

11

A & Calendar

2. Select 'Enrolled’ from the navigation menu at the left-hand side of the screen.

€ 2 C [ % uatncfeepapro.co.uk/#
o Return o your accaunt
Afternoon Leigh-Ann,
TR is is your dashboard where you can see key stats, news and other detalls 3
@ Area Performance (local statistics for you and your a
o
| 12 s |1 a |6
Encolied o
I8 Latest News A &8 Calendar
Confirmed o}
Welcome to epaPRO =T
Pending o K
ment sistform
Rejected (o] Sun Mon
Completed (]
chived o
6 7

Assessment
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3. Search for your apprentice.

= o Returm 1o your account. = for use Qi® 0 o
I = : I E fiit Enrolled= Awaiting Expected Gateway Date Confirmation

n . Ier By HATE Reference e Fier By Specalsm < itectyprovde
L Fites oloyer
2 R Filter by Expected Gateway Date
* i EEEETS
» [PCRS. .
bz Name Provider Employer EPA  Standard Specialism Actions
LW Gecewey Review .
P S e e et e Vo | i i |
Envotes o
TR [ T e P g s [ ||
Contemen o
Penging o
Reecten o
'Verify’ from acti lum
4. Select 'Verify’ from actions column.
£iit Enrolled - Awaiting Expected Gateway Date Confirmation
jodf Conort 1D A Filter By Standard Title - Filter By Specialism - f
E Filter by Employer -
Filter by Expected Gateway Date  ~
| Name Provider Employer EPA  Standard Specialism  Expected Start Date Expected Gateway Date Actions
JoetBloggst  KristysTestProvider  Costa Coffee ST0070 Level 3 Business Administrator G} 12/09/2023 1771072024 [ verr |
)

5. Verify the standard and version and specialism (pathway if applicable) and toggle the
'| can confirm the selected standard and specialism is correct for the Apprentice'. If
this is incorrect, please refer to the Change of circumstance process on page 57.

Verify Gateway for Joe1 Bloggs1 -

. 2 A \dard, Gateway, and Assessment Pian. If anything here s not correct. please
adjust it a5 required or cortact the EPAD for assistance.

been verified. it will not

Standard

This i the Standard and Version that the Apprentice has been registered against. based on thair Programme Start Date. Confifm this s correct
or adjust t if needed.
h " peciali The
tandard it be changed

The version must it LR Submission to the ESFA may not
be possivle if this does not match.

standard

(XD 570070 Leve! 3 Business Administrator - Nospecisiisms for standard

1 confirm that the selected Standard and Speciakism is correct for this Apprentice.

6. Click next.

Verify Gateway for Joe1 Bloggs1 - %

e g Gateway. 3nd Assessment Plan. If anything here is not correct. please
adjust it 35 required or contact the EPAC for assistance.

it will not be pos: Specialism, and

Gateway
Standard

This 5 the Standard and Version that the Apprentice has been registered against. based on their Programme Start Date. Confirm this s correct.
or adjust it If needed.

h: y The
Standard be changed y

st be correct Apprentice on the ILR. Submission to the ESFA may not
be possivie i this does not match,

Standard

(D ST0070 Leve! 3 Business Administrator - Nospecalisms for standard

o s spuc P— o)
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7. Verify the expected gateway date and toggle the 'l can confirm the Expected
Gateway Date is accurate and that the required documentation will be available'.

Verify Gateway for JoeT Bloggs! - R x

Plaase confirm the details below relating to the Apprentice's Standard, Gateway. and Assessment PLan. If anything here is not correct. please
adjust it a5 required or contact the EPAO for assistance.

L it will not i ial o

Standsrd Gatewsy
Gateway
I£this Expacted Gateway Date f not correct, piesse change it here before continuing

Expected G

way Date *

Elements

These are the Gatewsy Elements that will need to be submitted and/or confirmed t Gateway based on the Agprentice's Standard and Start
Date.

Level 2 Engish

Portfollo
roga - :

== Kpiege Tl 91 M

‘ s scarseang wartne P Sp—

[ ] ]

8. Click next.

Gateway

Gateway

fthis Expected Gateway Date s not correct. please change It here before continuing.

Expected Gatewsy Date *
1711012024
Elements
These are the Gateway Elements that will need to be submitted and/or confirmed at Gateway based on the Apprentice’s Standard and Start

Date.

Level 2 Engiish Level 2 Maths Portfolio

Project 8ooking Details for

[ Uptosd Recuiced ] Knowiedge Test. SIT. M

| confirm that the Expected Gateway Date Is 3ccurate and that the required documentation wil be available. ()

9. Verify the assessment plan and toggle the 'l can confirm the calculated Assessment
Plan and Assessment Components are correct for the Apprentice'.

Verify Gateway for joe1 Bloggs1 - x

Please confirm the details below relating to the A
adjust It 25 required or contact the EPAO for ass

entice's Standard. Gateway, and Assessment Pian. If anything here is not correct. please
co.

y it will not. i i ial

Standard Gateway

Assessment Plan

Plan Number that wal be used for this ing EPA - this is o5 5 Prog
ment Components are correct, based on what the Apprentice haz been trained on. f these are not correct, the

Date.

1t Plan Number

(G Level 3 Business Administrator

Components

ent Companents for the selected Standard and Assessment Plan Number. If these are not correct. based on the
for EPA amend the Assessment Plan Number accordingly and/or contact the EPAO,

Knowiedge Test

Project/Improvement Presentation

ooty T

| confirm that the calculated Assessment Plan ents are correct for the
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10. Click Verify Gateway.

Verify Gateway for Joe1 Bloggs1 - x

Please conflem the detalls below relating to the Apprentice's Standard, Gateway, and Assessment Plan, If anything here is not correct. please
adjust it 25 required or contact the EPAO for assistance.

it will not adjust ialism, and A o

Standard

Assessment Plan

Companents for the selected Standard and

imber. If these are not correct. based on the
for EPA. amend thy wert Plan Numbes PAO.

11. Once you have verified the apprentice in the enrolled tab, the apprentice will move to
‘Confirmed’ within the navigation tool at the left-hand side.
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Confirmed - Requesting Gateway

1. Select ‘Confirmed’ from the Gateway Review section of the navigation tool.

[]
k C F E £iiz Enrolled - Awaitin

Name Provider

No Apprentices available

o
Confiemed o
pending o
Rejecied o
Compleced o
Arenves o

2. Search for your apprentice and click Process in the actions column.

@ Rerum o your ccount carch f ol ©

£iit Confirmed Gateway

. At . Fiter By Speca
mployer
v Expected Gateway Oate  ~

Fitter by C

Aopy acers | Cieor e

Name provider employer A standard Specialism  Expected Start Date Confirmed Date  Confirmed EPA Ready Date Actions
2

Jos1Bloggst  Kristy's Test Provider Costa Coffee ST0070 Leve! 3 Business Administrator Q) 12092023 171020240306 1771012024 =3
3
3

16. Click ‘Browse/Upload’ to load the file selector/browser.

Gateway for Joe1 Bloggs1 -
Apprenticeship Details

Elements

Elements

Gateway Element Gateway Evidence

pload the Apprentices Portfolio of Evidence

o

Bromse/Uplos:

Plese upload the Apprentices project.

Booking Details for assessments with a Knowledge
Test. SJT. MCQ

Please complete the questions on tab 410 aid us with you
booking

3. If you have already uploaded documents, you will see these in the pop up on the right side of
the screen. You can either click ‘Use’ on the relevant document, or select ‘Upload’ if it is a
new document.
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Apprentice File(s) X

File Browser Upload RSN
Blank = ~
Upload Date 31st October 2024 08:43AM
Uploaded By Craig Miller
File Type ]
File Size 11.65KB
[ ] v

If it is a new document, you will need to upload the document so it appears in the Apprentice
File(s) section above, then select ‘Use’ on that document. Repeat this for all points within the
‘Elements’ section of Gateway then click next.

You have the option here to add in any additional notes and then click next.

Gateway for Joe1 Bloggs1
Apprenticeship Detais

Evidence

Within this tab, you will have the option to review and verify all apprentice’s
information from their profile, if you need to edit any of the information, please select
Edit Apprentices Details and then click next.

harryfanter@harryfanter.cor

Costa Coffee

Within this section you will provide all key information on how the apprentice has
selected to have their assessments delivered.



Gateway for Joe1 Bloggs1 -

Apprenticeship Details

prentice Details

Questions

Booking Detals for assessments with 3 Knowledge Test. IT. MCQ

8. Once you have completed all relevant sections, please select next.

components via Microsoft Teams. (required)
2, o ddress
(required)

3. 31102024
(required) 11172024

151172024

4. Please tell us which method the Apprentice would like to take @ Proctonng
their Knowledge Test / MCQ / SJT. (required) Secure Client
Paper.Sased

5 ¥ 30/10/2024 3t 9:008m
Knowledge Test / MCQ / SJT. Please ensure the date is a minimum

..
Knowlodge Test / MCQ / SJT should your preferrad option not ba.
available. (required)

/1172024 3t 9:003m

7
wigilator
assessment is to take place.

9. You will now need to approve the gateway evidence components by ticking each of
the boxes.

: 2 3 P
Eemants Eviderce Apprentice Deta Questions Dectaration

Approval & Declaration
Please g€lirethat all components are approved

Level 2 Engiish

Lével 2 Maths,

Portfoio

Project

Booking Details for assessments with 3 Knowledge Test. SJT, MCQ
NCFE req ndent Training Providers %

1TPs confirm they e of this can be

provided should it be required by NCFE or their regulators. The ITP, apprentice and apprentice's employer have confirm

named above s eligible for EPA by:

that the apprentice

1. Achieving 3l £PA entry requirements.

2. Undertaking the required training n fine with the specific apprenticeship standard requirements: this inciudes on and off-the-job training.
and experiences which cover the full breadth and depth of the apprenticeship standard.

3. Consistently working at or above the required standard.

NCFE will conduct and internal quality jghout th tis the TP's
auditable evidence. Any non-disclosure of information requested could be inthe E°A
being withdrawn.

certificate

Independent Training Provider Declaration

1 confirm that the apprentice has achieved all EPA entry d obtained the req g workp
covering the full breadth and depth of the apprenticeship standard to be eigible for EPA.

A Gateway mesting has taken place between us, employer and apprentice to confirm the following:

P gh ation of their ceship and will remain employed for the duration of the EPA.
2.The training agreement has been signed by the apprentice. the employer and us, and all three parties have retained a signed and dated
version

3. The apprentice has been given appropriate time to attend the on and off ning required for 2
The apprentice has completed the minimunm duration a5 outlined In the standard and assessment pian of on-programme learming and all
pre-requirements for eligiilty for EPA.

. The apprentice start date previously recorded in this system is correct
The apprentice's ULN previously recorded in this system is correct,
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10. Once all sections are completed, you will need to add your name and sign if you
haven't added your signature to your profile.

Nar Sgnsture
Gats Completion Date
2024 =
Submit Gateway
¢ « this apprentice. You .

11. Once you are happy all information has been uploaded and signed off, please click
the submit gateway toggled and click save.

Pending - Gateway has been requested

Once you have requested EPA, the apprentice will move into the Pending section. The
gateway audit team will conduct the audit within 4 working days.



NCFE

o ey g “« & 0
Gateway has been submitted for approval

£iiz Confirmed Gateway

Gat > Fiiter o d Dat
o EEmETm
Confirmea 0  Name Provider employer EPA  Standard Specialism  Expected Start Date Confirmed Date Confirmed EPA Read)
Pending o Melanie Melanie Kristy's Test Provider Costa Coffee ST0070 Level 3 Business Administrator (XY 17/10/2024 1711012024 03:09 18/10/2025
Rejected o
Compietes o
»»»»»» s o

Rejected - Gateway request has been rejected

If the gateway audit has been rejected, they will move into the rejected motivation tool drop
down and you will receive an email notification advising what information is missing.

£iit Pending Gateway

Filter by Sut ted Date
[y re ] oo

Name Provider Employer EPA  Standard Specialism Expected Start Date Submitted Gateway Date

Joe1 Bloggst Kristy's Test Provider Costa Coffee ST0070 Level 3 Business Administrator (E) 12/09/2023 171072024

i
%
3
3
. @000 00 .

Completed - Gateway has been accepted
When your learner is accepted, they will move to the Completed navigation drop down area.

{iit Rejected Gateway

CZmETm

Name Provider Employer wa Standard Specialism Submitted Gateway Date Rejected Gateway Date Actions

i
i
.0o00080 ..

Archived
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All apprentices that have been accepted and completed EPA and had their final grade
released will move into the Archived area.

£t Completed

- Filter by further

ssue Management

Name Provider Employer  EPA Standard Specialism  Audit Submitted Date  Gateway Completion Date  Actior
Gacenay Resien g
loutests Kristy's Test Provider Dorothy Dolitie @ 5T0005 Level 2 Adult Care Worker (GE) 611012024
oot o
LouTestt Kristy's Test Provider Dorothy Dolttle @ ST0005 Level 2 Adult Care Worker () 61012024 [ vew |
Zonfemed o
Amands Mewes KristysTestProvider  CostaCoffse  Dorothy Doliie @ STO070 Level 3 Business Administrator 1511012024 151072024 View
5o - +y y Dot @ (o] [ view |
P, o louRem Kistys Test Provider  Costa Coffee  Dorothy Dolitte @ ST0005 Level 2 Adult Care Worker () 1511012024 1501 [ view |
‘omplesed o Darren Finkie Kristys TestProvider  CostaCoffee  Dorothy Dolitle @ ST0070 Level 3 Business Administrator () 15/10/2024 51012024 [ view |
e B yemccovern KistysTestProvider  CostaCoffee  IEPAExample@  ST0070 Level 3 Business Administrator (ZE) 15/10/2024 51107202 [ view |
Lorraine Landar-ssse  Kristy's Test Provider IEPAEKampe®  STO70 Level 3 Business Administratar (SE) 070202 onon202e =
Lisa Davies Kristy's Test Provider EPAEoMpe®  ST0070 Level 3 Business Administrator (D 0702024 0702024 =
" Leigh Elott KristysTestProvider  Costa Coffee  Dorothy Dolittie @ ST0070 Level 3 Business Administrator (GE) 25/0972024 250912024 =

Assessment bookings and results

Viewing assessment bookings

1. To view assessment bookings for your apprentices, select ‘Apprentices’ from the
navigation menu at the left-hand side of the screen.

= [+ Return to your account. Q & n o
a Manage Apprentices By Bimport Apprenties || +Ad
Dashboard
e Noieations B Searct Filter By IFATE Refereni+ Fiter By Standard Title  Filter By Specialism  ~  FilerbyProvider ~ »  Filter by Employer  ~
In Assessment ~  Filter By Locked Status
Apprentices & Y
Iy Filters
ompicat  ropy riers | cioar e
Gi Famil End Point Dat
Issue Management - ULN fven amlly Email Standard specialism oo Provider are Status Actions
Name Name Assessor Added
e e . ST0109 Level 4 Dental Practice M. Top Tier T
il 9603566550 Isaac Robinson €vel & Dental Practice Manager John Smith op ler ir=nng 270972024 (CEEED)
[ v11] Provider
Planning
) ST0109 Level 4 Dental Practice Manager Top Tier Training
8587169255 Graham  Young © John Smith ’ & 2710972024 (D)
Ace . [ v11] Provider
Assessment .

Suoport Materials -

2. Ensure the filter on the ‘Apprentices’ screen defaults to those ‘In Assessment’ as this
will show those who have been accepted through to EPA.

| [ Export Apprentices ‘ & Import Apprentices H + Add Apprentice

& Manage Apprentices

Search... Filter By IfATE Referen:~ Filter By Standard Title ~ Filter By Specialism  ~ Filter by Provider - Filter by Employer -
In Assessment - Filter By Locked Status ~
‘ ‘ In Assessment
i i End Point Dat:
Filter'by Apprentice Status | Standard Specialism nd Foin Provider :ded Status Actions
Back Into Learning Assessor Adde;
STO109 Level 4 Dental Practice Manager Top Tier Trainin,
Cancelled E John Smith L = 271092024 (EZ) i
[v1.1] Provider
Certified
STO109 Level 4 Dental Practice Manager Top Tier Training .
hn Smith 27/09/2024 H
Completed John Smi Provider [ Active ]

In Assessment

On Programme
Retake Review
Suspended
Withdrawn
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3. Once you locate the apprentice you would like to view the bookings for, select the
ellipses at the end of the row and select ‘Profile’.

; Manage Apprentices ‘ B> Export Apprentices H -8 Import Apprentices H + Add Apprentice
Search. Filter By IFATE Referenc~ Filter By Standard Title ~ Filter By Specialism  ~ Filter by Provider v Filter by Employer -
In Assessment - Filter By Locked Status =

Gi Famil End Point Dat:
ULN ven amily Email Standard Specialism nd Foint Provider ate Status Actions
Name Name Assessor Added
. ST0109 Level 4 Dental Practice M Top Tier Traini
9603566550 Isaac Robinson = el Rl el ey John Smith P T 2710912024 (R
[ v1.1] Provider
ST0109 Level 4 Dental Practice Manager Top Tier Training # Edit
8587169255 Graham Young & John Smith .
[ v1.1) Provider @ View
O Pprofile

+ Add Reasonable Adjustment

4. Once the profile is open, you can view the assessment dates and results for
completed assessments.

2 Apprentice Profile 2 edit Apprentice || 8 Assessment Profile || view Programme
LOU FLEAR ! .

Overview Profile Notes Files

Registration Gateway Planning Assessment Certification

Registered on 15/1 24 Submitted on 15/10/2024 n Progress

Upcoming Events Assessments
No upcoming events Situational Judgement Test [ Fail ] [ 15/10/2024 ]

Professional Discussion [ Pending ]

33

5. To view the upcoming assessment dates, select ‘Assessment Profile’ in the top right
corner.
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e Apprentice Profile
LOU FLEAR

Edit Apprentice H 8 Assessment Profile H View Programme

Overview Profile Notes Files

Registration Gateway Planning Assessment Certification

Submitted on 15/10

In Progress

Upcoming Events Assessments
No upcoming events Situational Judgement Test [ Foil ] [ 15/10/2024 ]
Professional Discussion Pending

6. You will then see the booked assessments.

ssessment Profile
] A t Profil
Lou Flea

=
91 DAYS
° o LEFT IN EPA
CERTIRCAT
NoStatus ~ ® Booked @ Complete InProgress @ Alert Preventing Progression
Apprenticeship Details Programme Details Alerts Programme checklist

ST0005 Level 2 Adule Care Worker (E Complete Assessment Plan
Kristy's Test Provider © Complete Situational Judgement Test

Costa Coffee Level 2 Aduft Care Worker © Assessmen: @
Dorothy Dalittie 11102023 Complate Professional Discussion
Test Epa Manager 151102024 hssessmen: @
uLN 123456789  Completion Date 1610172025 Complete Certification
Cohort D Submit to ESFA

Components
Component Assessment Date Status Element EPA Resule Previous Results Actions
Situational Judgement Test 1611012024 0830 eeds Resit Dorothy Dolictle (a1 } - [ anege |
Professional Discussion 151012024 15:45 Dorothy Dolicde . . M

Certification 2 . - B . M
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Accessing assessment results

1. To view assessment results for your apprentices, select ‘Apprentices’ from the
navigation menu at the left-hand side of the screen.

. [ Return to your account. arch for user. a & g o ™

& Manage Apprentices - Export Apprentices || BImport Apprentices || + Add Apprentic
Dashboard
e Noeations B Searct Filter By IfATE Referenc»  Filter ByStandard Title~  Filter By Specialism  ~  FilterbyProvider = Filter by Employer =
In Assessment ~  Filter By Locked Status
Apprentices & Y
Iy Filters | Clear Fiters
— ooty ke | Gloar it
Given Famil End Paint Date
Issue Management - un Y Email Standard Specialism Provider Status Actions
Name Name Assessor Added
Gateway Reviey - STO109 Level 4 Dental Practice M Top Tier Traini
St 9603566550 Isaac Robinson sl it s John Smith P':: “J: ek 270972024 CEE
i
Planning .
STO109 Level 4 Dental Practice Manager Top Tier Training
8587169255 Graham  Young = “ John smith poder ® 2710912024 (CEID)

Assessment =

Support Materials -

2. Ensure the filter on the ‘Apprentices’ screen defaults to those ‘In Assessment’ as this
will show those who have been accepted through to EPA.

: Ma nage App rentices | B> Export Apprentices ‘ 4 Import Apprentices || + Add Apprentice
Search.. Filter By IfATE Referenc~ Filter By Standard Title ~ Filter By Specialism ~ ~ Filter by Provider - Filter by Employer -
In Assessment - Filter By Locked Status ~

‘ | In Assessment

i i End Point Dat
Filterby Apprentice Status | Standard Specialism A" ol Provider A:ded Status Actions
Back Into Learning ssessor e

ST0109 Level 4 Dental Practice Manager Top Tier Training

Cancelled ohn Smith 27/09/2024 i
[ vi1] ! Provider ==
Certified
STO109 Level 4 Dental Practice Manager Top Tier Training .
Completed Pt John Smith Provider 27092024 D

In Assessment

On Programme
Retake Review
Suspended
Withdrawn

3. Once you locate the apprentice you would like to view the results for, select the
ellipses at the end of the row and select ‘Profile’.

; Manage Apprentices ‘ [ Export Apprentices ‘ 8§ Import Apprentices || + Add Apprentice
Search... Filter By IfATE Referenc~ Filter By Standard Title ~ Filter By Specialism  ~ Filter by Provider v Filter by Employer -
In Assessment A Filter By Locked Status ~

Gi Famil End Point Dat:
ULN ven amily Email Standard Specialism nd Foin Provider ate Status Actions
Name Name Assessor Added
ST0109 Level 4 Dental Practice M Top Tier T
9603566550 Isaac Robinson = L RS LT John Smith P T 2710012024 ()
[v1.1] Provider
ST0109 Level 4 Dental Practice Manager Top Tier Training # Edit
8587169255 Graham Young John Smith .
[ v1.1) Provider @ View
0 Profile

+ Add Reasonable Adjustment
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4. Once the profile is open, you can view the assessment dates and results for
completed assessments.

2 Apprentice Profile 2 edit Apprentice || 8 Assessment Profile || view Programme
LOU FLEAR ! .

Overview Profile Notes Files

Registration Gateway Planning Assessment Certification
Registered on 15/10/2024 Submitted on 15/10/2024 n Progress
Upcoming Events Assessments
No upcoming events Situational Judgement Test ( Fail | [ 15/10/2024
Professional Discussion =

33

5. To view the feedback for the assessment, select ‘Assessment Profile’ in the top right
corner.

Apprentice Profile 2 eait apprentice |[ @ Assessment efofie | view programme
LOU FLEAR

Overview Profile Notes Files

Registration Gateway Planning Assessment Certification
Registered on 15/10/2024 Submitted on 15/10/2024 n Progress
Upcoming Events Assessments
No upcoming events Situational Judgement Test [ Foil ] [ 15/10/2024 ]
Professional Discussion

33
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6. Select ‘Manage’ at the end of the row for the relevant assessment component.

Assessment Profile

Lou Flear

91 DAYS
a o o LEFTINEPA

MoSwws  ® Booked @ Complete  © InProgress @ Alert Preventing Progression

Programme Details Alerts Programme checklist

dard ST0005 Level 2 Adute Care Worker (E) Complete Assessment Plan
Kristy's Test Provider

© Complete Situational Judgement Test
© Assessment @

Costa Coffee Level 2 Adult Care Worker plan has not bes

Dorothy Dolitdle

11102023 Complete Professional Discussion
Primary EPA Manager Test Epa Manager 1511012024 hssessment @
ULN 1234567894 1610172025 Complete Certification
Subrmic co ESFA
Components
Component Assessment Date Status Element EPA Result Previous Results Actions
Siwational Judgement Test 16/10/2024 08:30 [ eeds resic | Doroshy Dolictle [7ai | - [ nane |
Professional Discussion 15/10/2024 15:45

Certification

Dorothy Dolitte - w

7. Select ‘View Result’

Manage Element i
@ Alerts ~
© Booking Details v

O Assessment Info v

@ Element Milestones ~
@ Attendees ~
O Mock Tests v

@ Result L
O Appeals v

© Previous Results v
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8. You will then be able to view the feedback for the assessment component.

Situational judgement Test - View Result

LOU FLEAR I Situational Judgement Test

Select a category for the outeome

Details

Date D:

Duration

16/10/2024 08:30:00

Days
]

Hours/Minutes

01:30

Feedback
Reasonable Adjustments
Attendees

Declaration

57

Outcome *
il
Additional Information

Additional Info

Mext Action @

Resit

Earliest Date for Resit

15411/2024 12:00:00

ot | [Opengemenesummany
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How to apply for EAA and Appeals

1. To apply for an EAA on an assessment result or to appeal a decision, select
‘Apprentices’ from the navigation menu at the left-hand side of the screen.

= [# Return to your account. arch for user Q & 10 o

Tina Loj

A& Manage Apprentices B Erport Apprentices || Bimport Apprentices || +Add A
Dashboard
T B Searct Filter By IfATE Referenc»  Filter ByStandard Title~  Filter By Specialism  ~  FilterbyProvider = Filter by Employer =
In Assessment ~  Filter By Locked Status
Apprentices & Y
Iy Filters | Clear Fiters
vaige  dosty e TR
Gi Famil End Point Dat
Issue Management E ULN tven amiy Email Standard specialism T o Provider ate Status Actions
Name Name Assessor Added
e . STO109 Level 4 Dental Practice M Top Tier Traini
St 9603566550 Isaac Robinson sl it s John Smith P':: “J: ek 270972024 CEE
i
Planning .
STO109 Level 4 Dental Practice Manager Top Tier Training
8587169255 Graham  Young = “ John smith " ® 2710912024 (CEID)
: (1] Provider
Assessment .

Support Materials -

2. Ensure the filter on the ‘Apprentices’ screen defaults to those ‘In Assessment’ as this
will show those who have been accepted through to EPA.

: Ma nage App rentices | B> Export Apprentices ‘ 4 Import Apprentices || + Add Apprentice
Search.. Filter By IfATE Referenc~ Filter By Standard Title ~ Filter By Specialism ~ ~ Filter by Provider - Filter by Employer -
In Assessment - Filter By Locked Status ~

‘ | In Assessment

i i End Point Date
Filterby Apprentice Status i |standard specialism e provider pate stotus | Actions
Back Into Learning ssessor e

ST0109 Level 4 Dental Practice Manager Top Tier Training

Cancelled ohn Smith 27/09/2024 i
[ vi.1] ! Provider ==
Certified
STO109 Level 4 Dental Practice Manager Top Tier Training .
Completed Pt John Smith Provider 27092024 D

In Assessment

On Programme
Retake Review
Suspended
Withdrawn

3. Once you locate the apprentice you would like to submit an EAA or appeal for, select
the ellipses at the end of the row and select ‘Profile’.

: Manage Apprent|ces [ Export Apprentices ‘ 8 Import Apprentices || 4+ Add Apprentice
Search... Filter By IfATE Referenc~ Filter By Standard Title ~ Filter By Specialism  ~ Filter by Provider - Filter by Employer -
In Assessment A Filter By Locked Status

Apply Filters
ULN Given Family Email Standard Specialism End Point Provider bate Status Actions
Name Name Assessor Added
. ST0109 Level 4 Dental Practice M Top Tier T

9603566550 Isaac Robinson i o John Smith DU el 2710912024 (D

[v11] Provider

ST0109 Level 4 Dental Practice Manager . Top Tier Training  #' Edit
8587169255 Graham Young John Smith

(1] Provider @ View

@ Pprofile

+ Add Reasonable Adjustment
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4. Select ‘Assessment Profile’ in the top right corner.

o Apprentice Profile & Edit Apprentice H @ Assessment pfofile H View Programme +
Lov RLEAR

Overview Profile Notes Files

Registration Gateway

Planning Assessment Certification

Registered on 15/1

Submitted on 15/10/2024

In Progress

Upcoming Events Assessments

No upcoming events

Situational Judgement Test [ Foil ]

Professional Discussion Pending

33

5. Select ‘Manage’ at the end of the row for the relevant assessment component.

Assessment Profile
Lou Flear

91 DAYS
o ° ° LEFT IN EPA

MoStatus @ Booked @ Complets In Progress

® Alert Preventing Progression

Programme Details Alerts Programme checklist

Complete Assessment Plan

ST0005 Level 2 Adult Care Worker (E)
Kristy's Test Provider -

Employer
EPA

Costa Coffee

© Complete Situational Judgement Test

Level 2 Adult Care Worker © Assessment @

Dorathy Doliccle

1171072023 Complete Professional Discussion
Primary EPA Manager TestEpa Manager ate 15/10/2024 Assessment @
ULN 1234567804 16/01/2025

Complete Certification
Cohort ID - Submit to ESFA
Components

Component Assessment Date Status Element EPA Result

16/10/2024 08:30 [ eods Resit | Dorothy Dolittle (1 ] - { anzge |
1571012024 15:45

Dorstny Dol - =3
Certification . - - B . M

Previous Results Actions
Situational Judgement Test

Professional Discussion
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6. Select ‘Appeal Result'.

Manage Element
@ Alerts v
® Booking Details v

© Assessment Info v

© Element Milestones ~
© Attendees v
O Mock Tests v
© Result v
© Appeals Appeal Resuir [R92
© Previous Results v

7. Complete the mandatory fields marked with the asterisk.

¥ Create Element Appeal

Apprentice Details Element Details
LOUFLEAR  Component Name Situational judgement Test
15/10/2024
1234567894
Dorothy Dolitte Dorothy Dolittle
Kristy's Test Provider NiA
ST000S Level 2 Adult Care Worker ) o
Specialism o
Appeal Details ~
Title ™ Requestad By
Select User Type v
Summary ™ Primary Contact Name *
Requested Date
ddimmiyyyy
“
0/ 1000 Type
Select Type: “

File Uploads ~
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8. Select the ‘Type’ of appeal you are submitting. Full guidance on the types of appeals
can be found in our Enquiries and Appeals Policy.

Select Type

Enguiries About Assessment (EAA)

Stage 1 - EAA Outcome

Stage 1 - Special Consideration outcome

Stage 1- Reasonable Adjustment outcome

Stage 1 - Malpractice/Maladministration outcome

Stage 2 -Any Stage 1 Outcome

Select Type

9. Please upload any files to support the EAA or appeal submission in the ‘File upload’
section along with the Enquiries and Appeals Form which can be found in the
Support Materials section on Proficient.

¥ Create Element Appeal

Apprentice Details Element Details
LOUFLEAR  Compor Situational jJudgement Test

15/10/2024

1234567834 Re:

Darothy Dalittle
A

[

Kristy'
ST0005 Level 2 Adult Care: m
o

.

Appeal Details

Title * Requested By

Selact User Type

Summary” Primary Contact Name *
Reques:
aim
74
071000 Type

Select Type

File Uploads v

equired field Submit

10. Click ‘Submit’ in the bottom right corner.

ISR
ST0005 Level 2 Adult Care Worker EZED

80:

Type

Select Type
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Change of Circumstances

Pre Gateway

You can apply change of circumstances for the following for apprentices that have not yet
entered End Point assessment.

Types of Change of Circumstances:

Cancelled - apprentice withdrawing from EPA.
Suspended - Place an apprentice on hold

1. Click on Issue Management within the navigation tool.

o Rezum to your sccount. Q @ o0 ¢
k C F E Afterrjoon Leigh—Ann, 7

Oashboara

@ Area Performance (local statistics for yc

| 12 2 1 ) 6 i 1
8 Latest News A 8 Calendar
Welcome to epaPRO T October 2024
sun Mon Tue Wed Thu #

2. Select Change of Circumstances in the drop down.
This is your dashboard where you can see key stats, news and other details about your aj
Dashboard
Aot ENotlicons ¥ @ Area Performance (local statistics for you and your areas of responsibility
BERIEEES These stats were calculated Thursday 17th October 2024 07:35 and are based on actions since st {
Employers
Issue Management - 1 2 : 1 1

ippeals

“hange of Circumstance
B Latest News
leasonable Adjustments
Welcome to epaPRO
Gateway Review - CED ' veekago

Welcome to our new End Point Assessment platform.

Planning -
View all news items
Assessment -
Support Materials -
Reporting -
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3. Click in the Search Apprentices field and type in the apprentice’s name.

(% Return to your account.
NCFE
_ # Change of Circumstance

Issus Management

4. Once you found your apprentice please click update in the actions column.

Provider Standard Specialism Actions
Kristy's Test Provider Adult Care Worker

5. Click on the Select Status
[ | F \.IIClIlsC Ul CIrLuUiniioualiLc

Apprentice Details

- Name

Liam Gallagher

Email

LG@LG.COM

Select Status

On Programme

Expected Gateway Date

17/10/2024

Reason

Add Reason...
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6. Select the required option in the drop-down list.
[ | F \_llausc VI I LuUniioualivc

Apprentice Details

- Name
Liam Gallagher
Email

LG@LG.COM

Select Status

On Programme

On Programme

Suspended

Cancelled

Reason

Add Reason...

7. Add in the reason.

Select Status

On Programme

Expected Gateway Date

17/10/2024

Reason

Add Reason...

8. Click save.
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Post Gateway

If you need to withdraw/place an apprentice on hold/cancel an assessment for apprentices
who have been accepted through to End Point Assessment, please contact the following
teams.

Action Team Email Address.

Withdraw an Relationship team eparelationshipteam@ncfe.org.uk
Apprentice

Place an apprentice Relationship Team eparelationshipteam@ncfe.org.uk
on hold

Cancel an assessment | EPA Bookings Team epabookings@ncfe.org.uk

Support Materials

In this section, you'll find standard specific guidance materials, templates, and additional
general resources to support apprentices on their EPA journeys.

Reporting

In this section on the navigation tool, you will be able to pull your own reports from the
system depending on the requirements. Your Relationship Manager or Relationship
Coordinator will work with you to save templates and set reports to automatically run and
email to the relevant contact.
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NCF
Statement of Achievement

Within the apprentice’s profiles once they have had their final grade released, you will be
able to download a copy their statement of achievement.
Please see below an example of the statement of achievement. Apprentices that complete a

Sports, Leisure or Facilities standard will receive an NCFE and Active 1Q branded certificate;
apprentices who complete any other standards will receive an NCFE branded certificate.

ActiveiQ

RECORD OF ACHIEVEMENT

RECORD OF ACHIEVEMENT
Name
Name

HAS RECEIVED A
Grade

HAS RECEIVED A
Grade

FOR THE

FOR THE

Apprenticeship title Apprenticeship title

APPRENTIGESHIP STANDARD APPRENTICESHIP STANDARD

ACHIEVEMENT DATE
ACHIEVEMENT DATE

00/00/0000 OO/OOIOOOOI
Contact us
NCFE
Q6

Quorum Park

Benton Lane
Newcastle upon Tyne
NE12 8BT

Tel: 0191 240 8950
Email: eparelationshipteam@ncfe.org.uk

66


mailto:epa@ncfe.org.uk

