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How to Use This EPA-kit
Welcome to the Highfield End-Point Assessment Kit for the Business Administrator
Apprenticeship Standard.
Highfield is an independent end-point assessment organisation that has been approved to
offer and carry out the end-point assessments for the Level 3 Business Administrator
Apprenticeship Standard. Highfield internally quality assures all end-point assessments in
accordance with its IQA process. Additionally, all end-point assessments are externally quality
assured by the relevant EQA organisation.
This guide is designed to outline all you need to know about the end-point assessments for
this standard and will also provide an overview of the on-programme delivery requirements.
In addition, advice and guidance for trainers on how to prepare apprentices for the end-point
assessment is included. The approaches suggested are not the only way in which an
apprentice may be prepared for their assessments, but trainers may find them helpful as a
starting point.
Highfield also offers the Highfield Business Administrator Apprenti-kit that is a comprehensive
learning resource, which is designed to be used on-programme.
For more information, please go to
https://www.highfield.co.uk/products/item/408/apprenticeship-standard-level-3-businessadministrator/
Please note that the use of this kit is not a prerequisite for apprentices undertaking the
business administrator end-point assessment.
For employers/training providers that use the Apprenti-kit, a criteria mapping document is
available from Highfield if required.

Key facts
Apprenticeship standard:
Level:
On-programme duration:
Grading:
End-point assessment duration:
End-point assessment methods:
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Business Administrator
3
Minimum of 12 months
Pass/distinction
Usually within 3 months
Knowledge test, portfolio-based interview, project
presentation
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In this guide, you will find:
•
•
•
•
•
•
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a section focused on delivery, where the standard and assessment criteria are
presented in a suggested format that is suitable for delivery
guidance on how to prepare the apprentice for gateway
detailed information on which part of the standard is assessed by which assessment
method
a section focused on the end-point assessment method where the assessment
criteria are presented in a format suitable for carrying out ‘mock’ assessments
suggestions on how to prepare the apprentice for each part of the end-point
assessment
a practice test that you can use with apprentices
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Standard overview
Business administrators have a highly transferable set of knowledge, skills and behaviours
that can be applied in all sectors. This includes small and large businesses alike from the public
sector, private sector and charitable sector. The role may involve working independently or
as part of a team and will involve developing, implementing, maintaining and improving
administrative services. Business administrators develop key skills and behaviours to support
their own progression towards management responsibilities.
The responsibilities of the role are to support and engage with different parts of the
organisation and interact with internal or external customers. With a focus on adding value,
the role of business administrator contributes to the efficiency of an organisation through the
support of functional areas, working across teams and resolving issues as requested. The
flexibility and responsiveness required allows the apprentice to develop a wide range of skills.
The business administrator is expected to deliver their responsibilities efficiently and with
integrity - showing a positive attitude. The role involves demonstrating strong communication
skills (both written and verbal) and adopting a proactive approach to developing their skills.
The business administrator is also expected to show initiative, manage their priorities and
their own time, demonstrate problem-solving skills, decision-making and potentially people
management through mentoring or coaching others.
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On-programme requirements
Although learning, development and on-programme assessment is flexible, and the process
is not prescribed, the following is the recommended baseline expectation for an apprentice
to achieve full competence in line with the Business Administrator Standard:
Throughout the period of learning and development, and at least every 2 months (typically
every 6 weeks), the apprentice should meet with the on-programme assessor to record their
progress against the standard. At these reviews, the employer should:
•
•
•
•

set learning goals
track the apprentice’s progress
create a forum for coaching and guidance
coordinate 20% of the apprentice’s time being spent in off-the-job training

Once the apprentice is deemed competent, the relevant section(s) of the standard should be
signed off by the on-programme assessor and employer.
The maintenance of an on-programme record is important to support the apprentice, onprogramme assessor and employer in monitoring the progress of the apprentice’s learning
and development and to determine when the apprentice has achieved full competence in
their job role and is ready for end-point assessment. The on-programme assessment log is
NOT a portfolio of evidence, but a record of what the apprentice can do following periods of
training, development and assessment.
A portfolio of learning, containing at least 1 piece of evidence for each of the specified KSBs
that are outlined later in this EPA-kit, should be submitted to Highfield at gateway, a month
prior to the interview. This will inform the interview.
A project is completed from month 9 of the apprenticeship and should be completed prior
to EPA being triggered. The project is submitted to Highfield at gateway, who will provide a
question for the apprentice to answer in the presentation.
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Additional, relevant on-programme qualification
The Highfield Level 3 Diploma for Business Administrators (RQF) is available as an additional
qualification that may be taken alongside the business administrator apprenticeship while onprogramme.

Readiness for end-point assessment
For an apprentice to be ready for the end-point assessments:
•
•

•

•
•

the Level 2 English and maths components of the apprenticeship must be
successfully completed by the apprentice
the employer must be confident that the apprentice has developed all the
knowledge, skills and behaviours defined in the apprenticeship standard. To ensure
this, the apprentice must attend a formal meeting with their employer to complete
the gateway readiness report
the apprentice and the employer should then engage with Highfield to agree a plan
and schedule for each assessment activity to ensure all components can be
completed within a 3-month assessment window. Further information about the
gateway process is covered later in this guide
the portfolio must be completed and submitted to Highfield
the project must be completed and submitted to Highfield

Order of end-point assessments
The knowledge test must be the first assessment component undertaken. The portfolio and
project will be submitted at gateway, 1 month prior to end-point assessment. Once the
portfolio and project have been reviewed, the end-point assessor will provide a question for
the project presentation and both the project presentation and portfolio interview will be
scheduled.
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