
AAT is a registered charity. No. 1050724 

In-Tray Assessment Portfolio & Structured Interview 

Preparation Preparation 

Review requirements of the Assessment Plan. 
Lifelong Learning Portal - Practice assessments 
for the In-Tray.  
Ensure apprentices are comfortable with the 
format by engaging with the practice 
assessments.  
Ensure apprentices are aware of the Knowledge 
and Skills criteria that are being assessed and the 
grading criteria (see Annex. 1 and 2) 

Ensure apprentices understand the format for a 
structured interview. 
Review example portfolio evidence 
Review example ‘reflections’ ahead of portfolio 
submission 
Ensure apprentices are aware of the Knowledge 
and Skills criteria that are being assessed and the 
grading criteria (see Annex. 1 and 2) 

Overarching Guidance 

• Level 2 Exemplar material
• Assessment Plan
• Level 2 Specification

Format Format 

The test provides for an in-tray exercise based on 
a fictitious organisation’s scenario, which 
replicates the typical work of an Accounts or 
finance assistant. 

Test format 
The test will be computer based. The test will 
last 105 minutes overall to include 15 minutes at 
the beginning for the apprentice to review the 
information they are given at the start. They may 
make notes and prepare during those 15 
minutes should they wish (the invigilator will 
manage this) 

The test will consist of a combination of 
questions and data evaluations. 

The scenario will first require the apprentice to 
answer 20 multiple choice questions along the 
following themes:  

• how accounting systems and processes
allows the fictitious organisation to keep
track of all types of financial transaction

The structured interview will last for approx. 60 
minutes. The independent assessor can increase 
the time of the interview by up to 10% to allow the 
apprentice to complete their answers.  

The independent assessor will ask 10 questions, 
with follow up questions if they need to 
authenticate evidence, experience or 
competence.  
 
The apprentice may refer to their Portfolio during 
the discussion, including their reflection within the 
mapping document, but they are not permitted to 
have notes during the interview.   

During the interview there will be one question 
asked against each of the below: 

1. Teamwork
2. Professionalism
3. Customer focus
4. Ethical standards
5. General business
6. Understanding your organisation

Level 2 Accounts/Finance Assistant End 

Point Assessment 

As part of the On-Programme Learning, apprentices will be undertaking the 

AAT Level 2 Foundation Certificate in Accounting qualification. 

Alongside the delivery of the AAT Foundation level qualification, apprentices should be regularly 

referred to the requirements of the Accounts or finance assistant assessment plan. Post Gateway, it’s 

important that focus is on the specific criteria of the apprenticeship standard as part of the preparation 

for EPA, and not the AAT qualification syllabus. 



AAT is a registered charity. No. 1050724 

• accounts reports, reports and their use 
within the finance function   

• bookkeeping controls   
• recognise and rectifies errors.   

Each multiple-choice question has 4 responses 
and only one is correct.   
Secondly, there will be 3 short answer questions 
that require the apprentice to provide their 
written answers to the following factors relating 
to the scenario:   

• the internal controls within the fictitious 
organisation   

• the cost recording system within the 
fictitious organisation   

• the differences between Financial and 
Management Accounting within the 
fictious organisation.  

  
Thirdly, there will be 5 questions that require the 
apprentice to consider and examine data and 
identify and rectify data related errors.  
  

7. Personal effectiveness   
8. Communication   
9. Personal development.  
10. Uses systems and processes  

Marking  Marking  

There is a maximum 100 marks available in 
total.   
 

Partial credit will be awarded for partial 
responses.   
 

Any missing answers must be assigned 0 marks.   
The minimum marks needed for a pass is 75 out 
of 100.   
 

A total of 74 marks or less is awarded a fail.  

There are a maximum of 18 marks available in the 
structured interview.   
Apprentices must achieve the pass criteria against 
all 10 outcomes and   
only then are eligible to be awarded up to a 
maximum of 8 additional  
marks for outcomes where a distinction is 
available.  
Pass boundary is 10-14   
Distinction boundary is 15-18 marks.  
Marking is based on the grading criteria set-out in 
the Level 2 Assessment Plan  

Results  Results  

Results are released 6 weeks from the date of 
the assessment.  

Results are released within 6 weeks of the date of 
the assessment.   

Note: a requirement of the Assessment Plan means that from the date of Checklist in SEPA an 
apprentice has 4-months to complete both elements of the EPA. If both components are not 
successfully completed within the 4-months, they must be retaken* and the grading is capped at 
Pass.   
*If one component has been successfully achieved in the first window the result will be voided. 

Support Resources  Support Resources  

• In-Tray practice assessments  
• Recorded webinars  
• Training materials  
All tutor support materials can be found on AAT 
website & the Lifelong Learning Portal.   

• Recorded webinars  
• Example Portfolio evidence  
• Example reflective reflections  
  

https://www.instituteforapprenticeships.org/media/3952/st0608-_accounts-assistant_l2_revised_21120-003.pdf
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Annex 1. Knowledge/Skills/Behaviours assessed 

In-Tray Assessment  

Attention to detail  • The ability to examine data to identify issues  
• The ability to reconcile data to minimise the  

chance of errors  
• The ability to plan and review work  
• Recognise and rectifies errors 

Basic Accounting  • Aware of basic accountancy concepts and  
double entry bookkeeping  

• Understands bookkeeping controls  
• Understand the cost recording system within  

an organisation  
• Develop an understanding of the differences between 

Financial and Management Accounting 

Accounting  
Systems &  
Processes  

• Understand how accounting systems and processes allows a 
business to keep track of all types of financial transactions  

• Know a range of routine accounts reports, reports and their 
use within the finance function  

• Understand the basics of internal control within own 
organisation 

Structured Interview  

General Business  • Aware of elements of commercial law that may have an 
impact when working in accountancy, such as contracts, data  
protection or Anti Money Laundering  

• Can explain the importance of upholding relevant codes of 
conduct  

• Can explain different legal entities and organisational 
structures.  

• Aware of the impact of technology on business and its 
accounting and finance functions 

Understanding  
your organisation  

• Understand own role within the context of your organisation  
• Understand transactional processes of accounting and their 

use within a finance function  
• Understand what makes a business or organisation successful, 

through either buying or selling product  

Ethical Standards  • Understands corporate social responsibility (CSR), ethics and 
sustainability within organisations  

• Understands the importance of the need to keep up to date 
with relevant policies, procedures, regulatory or system 
changes  

Communication  • Deals effectively with a range of stakeholders using 
appropriate communication methods to deliver accurate and 
timely results   
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• Avoids jargon and uses the correct technical terms where 
appropriate   

• Demonstrates good listening and speaking skills to be able to 
communicate effectively in the right manner 

Uses Systems and processes  • Utilises relevant office/accounting software packages to input 
and manage data accurately   

• Ability to maintain the security of accounting information 
using passwords and other appropriate security measures  

Personal Effectiveness  • Ability to organise self, prioritise workload/activity to meet 
deadlines 

• Actively identifies team workload problems and offers to 
support peers where appropriate  

• Ability to understand issues beyond own remit  

Team Work  • Supports colleagues and collaborates to achieve results   
• Builds working relationships within own team and other parts 

of the organisation   
• Be aware of their impact on others 

Personal Development  • Successfully implements changes that are required, as 
directed 

• Displays an ongoing commitment to learning and self-
improvement 

• Seeks feedback and acts on it to improve their performance 

Professionalism  • Looks to behave professionally by adhering to the 
organisational code of conduct  

• Has a ‘right first time’ approach 
• Shows integrity in their approach  
• Demonstrates personal pride in the job through appropriate 

dress and positive and confident language 

Customer Focus  • Builds and maintains customer satisfaction with the products 
and services offered by the organisation in line with company 
policy, regulation and practice 

• Delivers excellent service, identifying and meeting or 
exceeding customer expectations 
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