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Assessment Summary  
 

The end-point assessment for business administrator is made up of 3 components: 

1. Knowledge test consisting of 50 questions, which has a 60-minute duration - this should 
typically be passed before progressing to the interview or presentation 

2. Portfolio interview, which has a 45-minute duration 
3. Project presentation, which should last 15 minutes with a further 15 minutes for a Q&A 

session 
 

As an employer/training provider you should agree a plan and schedule with the apprentice to 
ensure all assessment components can be completed effectively. 

Each component of the end-point assessment will be assessed against the appropriate criteria laid 
out in this guide, which will be used to determine an overall grade for the apprentice.  

 

Knowledge test 
 

• To pass the knowledge test, apprentices must achieve at least 60%, which equates to 30 
out of 50 
 

Portfolio interview 
 

• To pass the portfolio interview, at least 60% of the criteria must be achieved 

 

Project presentation 
 

• To pass the project presentation, at least 60% of the criteria must be achieved 
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Grading 
 
Each part of the EPA has a pass mark of 60% and must be passed in order to pass the overall 
apprenticeship. The percentage scored for each of the assessment methods is to be rolled up into 
an overall percentage to decide the grade for the apprenticeship. The following weighting is to be 
used:  

• knowledge test - 20% 
• portfolio interview - 40% 
• project presentation - 40%  

The knowledge test should typically be passed before progressing to interview and presentation. 

The overall pass mark is 60% and a distinction can be awarded for higher levels of attainment. The 
below descriptions provide expectations for the grading levels and a further specified criterion is 
annexed in a table for each KSB. 

Fail = less than 60%  

The apprentice has not sufficiently evidenced the knowledge, skills and behaviours to meet the 
standard. There has been a shortfall in demonstrating the KSBs on at least 1 of the assessment 
methods.  

Pass = 60-79%  

The apprentice has shown an adequate level of performance across the standard. They can 
evidence a basic level of knowledge, understanding and application in demonstrating the learning 
outcomes. In particular, use of basic IT packages, communicating with different stakeholders, 
producing accurate records and documentation, and demonstrating learning of the working 
environment.  

Distinction = 80% and over 

The apprentice has shown a high degree of expertise across the standard. They can evidence 
knowledge, understanding and application of learning. They can reflect on their own learning, 
evaluate their own performance and improve their performance in demonstrating specific 
learning, especially in how their role supports the wider team. Sharing learning with others, and 
seeking to promote best practice, is likely to warrant a distinction in addition to the other 
requirements of the standard. 
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Retake and resit information 
 

Should an apprentice fail 1 assessment activity on the first attempt, a resit should be scheduled 
as soon as the apprentice is ready, when practicable for the business and in line with the policies, 
practices and procedures of Highfield.  

The resit is normally expected to take place after all the required assessments have been taken 
and the individual assessment results and overall apprenticeship result has been given to the 
apprentice.  
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Summary of end-point assessments 
 

Knowledge test Portfolio-based interview Project presentation 
60-minute on-demand 

multiple-choice test 
consisting of 50 questions, 
usually taken on-screen. 

Externally set and marked 
automatically by Highfield 
Undertaken either on the 

employer’s premises or off 
site. 

The interview is 45 minutes. 
The portfolio of learning 

provides a structure for this 
conversation.  

The interview assesses: 
• understanding of the 

portfolio to validate 
competence shown 

• self-reflection of 
performance, 
demonstrating 
knowledge and how 
appropriate skills and 
behaviours have been 
applied 

• judgement and 
understanding to explain 
appropriate examples 

The apprentice will complete 
their project from month 9 of the 
apprenticeship and this should be 

completed prior to end-point 
assessment being triggered. 

The apprentice delivers a 
presentation to the end-point 

assessor on a project they have 
completed or a process they have 
improved. The presentation lasts 

15 minutes, with a further 15 
minutes for a Q&A session. At 

gateway, the project is submitted 
to Highfield, who will provide a 

question to answer in the 
presentation, for example: 

• how have you improved a 
process or operating 
practice? 

• what were the steps you 
took to implement the 
project? 

• what worked well and how 
would you improve the 
results in future? 

Apprentices will complete 
their tests on-screen unless 

individual assessment 
needs dictate a suitable 

alternative method, such as 
paper-based, away from the 

day-to-day pressures of 
work and in a ‘controlled’ 

environment, which may be 
on or off the employer’s 

premises. 

The portfolio should provide at 
least 1 piece of evidence for 

each of the KSBs outlined. This 
should be submitted to the 

EPAO at gateway, and a month 
prior to interview. Evidence is 
gathered on-programme and 
the employer should facilitate 
this through relevant tasks and 

support, as outlined in the 
annexed table. The training 

provider should support where 
needed. The employer and 

training provider should 
review the portfolio with the 

apprentice and make a 
judgement on whether they 

The presentation should 
summarise the aim, outcome and 
responsibilities of the KSBs shown 
in the project. The presentation 
should demonstrate how they 

approached a task and the skills 
shown in doing so, building 

towards how they would improve 
the results going forward. 

The presentation is expected to 
be produced using Microsoft 
Office PowerPoint or Prezi, 

demonstrating the required level 
of IT skills. 
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should be progressed to EPA. 
The interview assesses the 
understanding and learning 

that is shown in the portfolio; 
the portfolio is not directly 

assessed. 

Further requirements: 
• a project or process 

improvement should account 
for 21-35 working hours, over 

the apprenticeship, to 
adequately apply themselves 
• must be work-based; 

incorporating scoping, 
planning, managing, 
communicating to 

stakeholders, monitoring and 
reporting results 

• the apprentice chooses the 
project/process improvement 

with the guidance of the 
employer and training 

provider 
 


