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General questions 

To help you administer and manage your apprenticeship delivery, we’ve provided some answers to frequently asked questions 
below.  
 
 

Question Answer  

How much does the EPA cost? Full details on the EPA fees are available on our website.  

Who do we call at AAT if we have specific 
apprenticeship questions? 

 
Centre Support are the first point of contact for all queries, they can be reached on 020 3735 2443 
 

Do the End Point Assessments (EPAs) have to be 
done in any particular order? 

No, AAT do not stipulate in what order the EPA components are completed.  
Synoptics can be taken during the published synoptic windows, and portfolio/reflective components can be 
taken on-demand.  

Do students need to be registered for EPA and the 
Accounting qualification separately? 

Yes, if a student is using an AAT qualification as part of their On Programme Learning (OPL) they need to 
register at using the online registration service.  
 
They will also need to be registered as an apprentice by their training provider to take the required 
elements of EPA. 

Is a workplace mentor required for both 
apprenticeships? 

In the Professional Accounting Technician Apprenticeship (Level 4) Assessment Plan, there is a specific 
requirement for a workplace mentor.  
 
Full details about the requirements can be found in the Professional Accounting / Taxation Technician 
Apprenticeship Assessment Plan (PDF) 
 
However, we would strongly recommend that every apprentice at any level is allocated a mentor.  

How do I evidence the maths and English 
requirements? 

This is covered in the registration process where a training provider declares Gateway requirements have 
been met.  
 
The training provider is responsible for maintaining records of maths and English achievement.   
 
The ESFA have also produced a further guidance. 

  

https://www.aat.org.uk/apprenticeships/training-providers/funding
https://www.aat.org.uk/register/student
https://www.instituteforapprenticeships.org/media/1493/professional_accounting_taxation_technician_v3_nov_17_clean.pdf
https://www.instituteforapprenticeships.org/media/1493/professional_accounting_taxation_technician_v3_nov_17_clean.pdf
https://www.aat.org.uk/apprenticeships/training-providers/end-point-assessments
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/733050/1819_Provider_Rules_v1.0.pdf
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What happens to the six week SLA over periods of 
extended holiday such as Christmas and Easter? 

We will always try to meet the six week SLA.  However, where the timeframe includes periods of extended 
public holidays, such as Christmas, it may not always be possible. We will always notify providers if this is 
the case.  
 
We would strongly advise that you allow more time when arranging assessments around holiday periods. 
 

Can you give examples of delivery models at 
Assistant Accountant and Professional Accounting 
Technician apprenticeships 

As an End Point Assessment Organisation (EPAO) we’re not involved with the delivery of On Programme 
Learning (OPL).  
 
However, examples of how you can use the AAT qualifications  as part of the OPL requirements for the 
apprenticeship are available on our website.  
 

 Assistant Accountant apprenticeship (Level 3)  

 Professional Accounting Technician apprenticeship (Level 4) 
 

Why is there a 12 month On Programme 
requirement before apprentices are able to sit 
either EPA component?  

This is a requirement set by The Institute for Apprenticeships and is common across all apprenticeship 
standards.  
 

Can a student retake one part of the EPA if they 
fail one component and pass the other? 
 

Yes, although both Portfolio/reflective and synoptic components need to be completed within 12 months of 
whichever is passed first, otherwise the student will need to re-sit both elements. 
 

Is it acceptable for an apprentice to move 
employers during their apprenticeship and submit 
evidence from both employers? 
 

Yes, an apprentice can change employers during their apprenticeship. Training providers should ensure 
this is appropriately recorded on the ILR and that any amends regarding contracting are made.    
 
Regarding the portfolio, it would be worthwhile making it clear as part of the portfolio submission, that there 
has been two employers involved so assessors can take this into consideration when reviewing evidence.  
 

 
What is the ERN (Employer reference number) 
and where can I find it?  
 

 
The ERN is a reference number all employers have. It’s also known as a PAYE ref.  
 
Training providers are best placed to go direct to the employer to get this information.  
 

What is the RoATP number and where do I find it? 
 

Providers should supply their UKPRN. We will then ensure they are registered on the Register of 
Apprenticeship Training Providers. 
 

https://www.aat.org.uk/apprenticeships/training-providers/assistant-accountant-standard
https://www.aat.org.uk/apprenticeships/trailblazers/apprenticeship-standards/professional-accounting-technician
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Apprenticeship registration 

How do I register my apprentices with AAT for 
EPA? 

Apprenticeship Registration is done via MyAAT. You’ll need to log in to your MyAAT account and 
click on the link to ‘register as an EPA centre’.  
 

Does a training provider have to register for the 
EPA six weeks before sitting an EPA 
component? 
 

Portfolio/reflective element 
An apprentice must be registered at least six weeks before the portfolio/reflective element of the EPA 
is scheduled, this is to ensure we have sufficient time to prepare assessor resource. 
 
Synoptic assessment element 
An apprentice must be registered before an EPA windowed synoptic can be scheduled.   
Assessments can be scheduled up to 28 days in advance. 
 

Why can’t I see a student to schedule in 
SecureAssess when I have received 
confirmation that they were successfully 
registered? 
 

If this is the case please contact centre Support in the first instant and we can investigate, 
occasionally this may occur where data is incomplete.  
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.aat.org.uk/user
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Gateway 

What are the requirements of the 
Gateway 

The Gateway is confirmation that both the employer and training provider agree the apprentice is ready to sit all 
elements of the EPA. This includes having a ready portfolio of evidence.  
 
The Institute for Apprenticeships (IfA) give information on Gateway requirements 
 

Why does my apprentice have to 
go through the Gateway before 
taking the EPA synoptic? 

An apprentice has to have passed through the Gateway before any element of the EPA can be sat. This is a 
requirement set by the IfA. It ensures that all apprentices have completed the mandatory aspects of the 
occupational standard and any work that underpins specified assessment methods; and that employers believe an 
apprentice is occupationally competent at the point they pass the gateway. 
 

Are there any specific documents 
that need to be submitted for the 
Gateway process? 
 

No, we don’t require the provider or employer to submit any gateway documentation.  
 
As part of the registration process the provider will sign a declaration confirming that the gateway process has been 
completed ahead of either element of the EPA being completed, and will be asked to confirm acceptance of the 
following statements: 

 the information given in this application is accurate  

 we will not schedule any EPA component for an apprentice until at least 12 months after their 
apprenticeship start date  

 we will not schedule any EPA component for an apprentice until they have achieved the gateway 
requirements, including level 2 maths and   English  

 we will adhere to AAT published requirements and timescales relating to the delivery of each EPA 
component  

 we will retain all evidence and records relating to an apprentice’s achievements for a minimum of two years 
after submission – AAT reserves the right to review all evidence at any point during this period  

 we understand that the registration fee is non-refundable and covers one attempt at both parts of the EPA  

 we understand that the submission of incomplete evidence for the portfolio/reflective component may result 
in the submission being rejected and additional charges being applied.  

 

 
 
 

https://www.instituteforapprenticeships.org/developing-new-apprenticeships/developing-an-end-point-assessment-plan/
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Scheduling  

When can I schedule my 
apprentices for their EPA? 

Your apprentices can be scheduled when the are registered and when they have completed 12 months +1 day from 
their apprenticeship start date.  
 

Why are we getting a message 
saying ‘Can be scheduled from 
xx/xx/xx’ when we’re trying to 
schedule either component of the 
EPA? 
 

SecureAssess calculates the date an EPA component can be scheduled from as being 12 months and 1 day from 
the apprenticeship start date that is given as part of the registration. 
 
 

What happens if the portfolio 
element needs to be rescheduled/ 
voided after the student has 
entered the keycode? 
 

The training provider will schedule the seven day window to upload the portfolio in, if for any reason, within that 
seven days, the assessment needs to be rescheduled or voided we would need the provider to contact AAT Centre 
Support, in the first instance.  
 
 

Can we have more than one EPA 
contact? 
 

Yes, you can have two dedicated EPA contacts.  
If you have staff that require scheduling/invigilation rights please contact Centre Support.  

 

Synoptic End Point Assessments 

Why does it take six weeks to get 
the results back for the synoptic 
element of EPA? 

Both the synoptic and portfolio/reflective require six weeks as both require marking and quality assurance to be 
carried out post assessment, and before results can be confirmed.  

What will happen if an apprentice 
sits the synoptic without being 
registered for EPA? 
 

The synoptic assessment must be scheduled under EPA.  
 
When a TP registers as an EPA centre they are given a dedicated EPA login for SecureAssess.  
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The portfolio 

Can I submit my portfolio early? No, a portfolio can only be submitted one year and a day after the start date of the apprenticeship and when the 
apprentice has gone through gateway. They must also be registered for the EPA, as an apprentice with AAT. 
 

How many pieces of evidence do 
you need per learning outcome? 

The apprentice should submit up to three pieces of evidence per learning outcome, as detailed in the 
mapping document. Wherever possible, evidence should map across multiple learning outcomes. 
 

How do we evidence the VAT 
requirement in the Assistant 
Accountant (Level 3) portfolio 
reflective? 
 

For apprentices taking the Assistant Accountant apprenticeship (Level 3) using the  AQ2016 qualification to form 
their On Programme Learning the unit achievement for Indirect Tax can be used as evidence.  
 
For apprentices not taking the AAT qualification route, they’ll have to evidence this from a workplace portfolio 
submission.  
 

Are Zipped files acceptable? 
 

No, unfortunately zipped files cannot be accepted by AAT.  

Can video and sound files be 
uploaded? 

Yes, although please be aware the file size limit is 10MB.  

When can an apprentice collect 
evidence for the portfolio? 

All evidence for the portfolio must be collected as part of On Programme Learning.  

Does an apprentice have to use 
the AAT Mapping Document as 
part of the portfolio submission? 

Yes, the mapping document has been designed so that the Independent Assessor can easily understand where the 
apprentice has evidenced the Learning Outcomes. It also gives evidence of provider and employer sign-off. 

Does the feedback section of the 
mapping document need to be 
completed? 

No, this is designed to be used only if the document is used to provide feedback during the On Programme 
Learning. It is not required for submission.  

Can a Training Provider upload 
the portfolio on behalf of the 
apprentice? 

Yes, they are able to do this as long as they have permission from the apprentice. 

What kind of evidence can be 
included in the portfolio? 

There are a range of examples given in the apprenticeship handbooks and within the portfolio exemplars for both 
apprenticeships: 

 Assistant Accountant apprenticeship 

 Professional Accounting Technician apprenticeship 
 

https://www.aat.org.uk/apprenticeships/training-providers/assistant-accountant-standard
https://www.aat.org.uk/apprenticeships/training-providers/professional-accounting-technician-standard
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Is there an example of a 
completed portfolio? 

All portfolios are different according to the employer, apprentice and their specific role. Whilst we provide some 
examples of portfolio evidence we do not give an example complete portfolio.  
 

What criteria of the Assistant 
Accountant apprenticeship (Level 
3) Standard are fully covered by 
the AAT Advanced Diploma in 
Accounting qualification? 

The below table shows the learning outcomes covered by the portfolio/reflective and those marked with an * that 
are covered by synoptic only.  

 
What is the upload limit for the 
portfolio of evidence? 

The upload size limit per file is 10Mb.  
 

What happens if a portfolio 
submission is deemed to be 
insufficient to go forward to a 
discussion or written statement? 
 

Independent Assessors will flag any concerns with portfolios to AAT in the first instance. The portfolio must be 
signed off as complete and fit for purpose ahead of submission.  
 
Any portfolio which does not fully meet the criteria may be subject to a resit, at full resit cost.  

Can you give examples which 
show the difference between 
Fail/Pass/Distinction. 
 

The graded mark bands are available in the Assistant Accountant apprenticeship (Level 3) EPA handbook and 
the pass/fail descriptors in the Professional Accounting Technician apprenticeship (Level 4) EPA handbook.  

What are the common pitfalls to 
avoid when submitting a portfolio? 

The common pitfalls to avoid are: 

 avoiding retrospective portfolio evidence gathering 

 Learning Outcomes not clearly referenced 

 all Learning outcomes not being covered 

 the mapping document either incomplete or missing 

 employer and training provider sign-off missing or incomplete. 
 

 

https://www.aat.org.uk/prod/s3fs-public/assets/Assistant-Accountant-EPA-handbook-March-2018.pdf
https://www.aat.org.uk/prod/s3fs-public/assets/Professional-Accounting-Technician-apprenticeship-EPA-Handbook-March-2018.pdf
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The reflective discussion 

What can an apprentice take in to 
a Reflective discussion with them? 

The discussion is an assessment and the only material to be taken in is a hard copy of the portfolio of evidence 
which will be discussed.  
 
Additional Notes and the use of digital technology is not permitted.  
 

Apart from the apprentice and the 
Independent Assessor, is anyone 
else allowed to be present at the 
Reflective discussion? 

If an apprentice wishes to be accompanied during the professional discussion, that person cannot have had any 
previous involvement in the delivery of the apprenticeship programme and cannot contribute in any way to the 
discussion.  
 

How is the professional discussion 
arranged? 
 

Once the portfolio has been submitted in Secure Assess we will email the EPA main contact (usually within two 
working days) with a professional discussion request form. The provider can then work with the apprentice and 
employer to give options of dates/times for the discussion to take place. 
 

What is the format of the 
professional discussion? 
 

The discussion will be one hour in length. The assessor, or assessors at Professional level (Level 4), will ask the 
four mandatory questions (which can be found in the EPA Handbooks) and additional questions based on their 
review of the apprentice’s portfolio.   
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Completion and certification  

What is the official completion 
date of an apprenticeship?  

Completion is when the last element of the EPA has been sat.  

When can an apprentice move to 
the next level after completion of 
the EPA? 

Once they have received a confirmed outcome to the last element of their EPA.  

How are AAT students notified of 
their results? 

For synoptic and portfolio/reflective results, an email is sent to the apprentice notifying them their result is available 
via their MyAAT account.  
 

How do apprentices not taking an 
AAT qualification as part of their 
apprenticeship, and who do not 
have access to MyAAT, receive 
their results? 

For synoptic results, an email (sent to the email address provided at registration) with their grade and percentage is 
sent on synoptic release dates. 
 
For portfolio results, an email (sent to the email address provided at registration) with their grade. Emails are sent 
on Tuesday and Fridays. 
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Quality assurance and contracts 

Where can I find the EPA appeals 
procedure? 

This is within the standard AAT appeals documents accessed via your MyAAT account.  
 
 

Do we have an EPAO Agreement 
Contract? 
 

We do not have a stand-alone EPA contract. The contract comprises the existing Training Provider or Assessment 
Venue contract, and additional Terms and Conditions that form part of the EPA centre registration process.  
 

 

IT requirements 

Has there been any guidance 
issued around which browser to 
use to upload the portfolio 

Internet Explorer is recommended.  

 

 

 

 

https://www.aat.org.uk/assessment/enquiries-and-appeals

