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End Point Assessment Programme Application Form:

1) Employer Company and Training Provider Details:

Institute of Six Sigma Professionals

Date:

ISSP Lead:

Dr Stephen Anthony

Employer Name:

Name of Training
Provider:

Business Type /
Industry:

Contact Details of
Training Provider:

Contact Name:

Contact Name:

Contact Position:

Contact Position:

Telephone / Telephone /
Mobile: Mobile:
Email: Email:
Address: Address:
Website: Website:

2) Apprenticeship Details:

Apprenticeship Standard:

Anticipated Date of Assessment:

Number of Apprentices on Programme:

Known Fair Access Requirements:

Statistical Software being used by
apprentice:

Other Special Requests:

Previous EPAO involved - if any:
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Institute of Six Sigma Professionals

3) Terms of Service and contract:

The following terms of service and contract help define the roles, responsibilities,
activities and dates relating to the end point assessment service offered by the Institute
of Six Sigma Professionals (ISSP) in relation to a specific programme of work.

It is not always possible to cover every eventuality and this document is to aid in the
relationship between the ISSP and its training provider, to provide the very best service
to the company and apprentices involved.

3.1) Finance:

ISSP will be delivering the end-point assessment on behalf of the employer, and the
training provider is acting as the agent in passing the payment that we are due through to
us. This does not make us a delivery subcontractor of the training provider.

The cost of End Point Assessment (EPA) per apprentice is listed in the Guidance on Fees
document. EPA does not attract VAT charges and no VAT will be charged on activities
relating to EPA. For purposes of invoicing, VAT will be “exempt.”

The fee per apprentice will be invoiced in two stages, once work has commenced by the
ISSP. These stages are:

e Invoice 1: Payable at registration (see process below) — this covers the work
involved in setting up the apprentice on the ISSP QA system

e |nvoice 2: Payable at completion of the End Point Assessment — this covers
reviewing the submitted evidence from the apprentice, planning the end point
assessments, the multiple part assessment, grading and the final recommendation
of award.

These fees include (but are not exclusive to) the administration, registration and
examination of end-point assessment as set out in the standard(s) and assessment plan(s)
we are undertaking; and guidance and support to the training provider regarding the
delivery of end-point assessment. Any extra fees relating to special arrangements, fair
access requirements, will be negotiated separately with the company and training
provider, and will be added to Invoice 2, as per the Fair Access Policy.

All invoices are due for payment 30 days from the invoice date unless the invoice states
otherwise. Training Providers are required to pay for invoices in full within the stated
payment terms. Training Providers receive statements detailing any outstanding balances
and any amounts overdue. Failure to pay invoices within payment terms may result in the
suspension of further EPA scheduling, and the suspension will remain in place until the
amount has been settled or a payment plan has been put in place.

These fees do not include resits, which will be charged according to the Guidance on Fees
document.
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Please note that Resits are ineligible costs and are not funded by the Education and Skills
Funding Agency (ESFA). Apprentices cannot be asked to pay for costs of training and
assessment and are not responsible for resit costs. Employers are responsible for the cost
of resits, and apprentices may only take resits at the discretion of their employer.

If an apprentice is unable to attend assessment on the planned day special consideration
must be applied for by the apprentice’s employer or training provider on behalf of the
apprentice, according to the ISSP Special Consideration Policy. Where this is approved,
we will endeavour to re-arrange a date and time to allow the full assessment process to
continue smoothly, however due to costs of arranging assessment venues, materials and
staff some or all of the arranged fees for that component of the assessment/s may still be
charged. If another assessment date is arranged another fee may be charged and this will
be communicated to the Employer and Training Provider. Substitution of delegates will
be permissible only if authorised in writing by the ISSP in advance of the assessment date.

In the case of partial delivery of the EPA, the ISSP will charge only for those components
of EPA delivered, or where we can show that costs have been incurred in an attempt to
deliver relevant components. This may include, but is not exclusive, where we have
provided resource for delivery of assessment but assessment was not carried due to
action or inaction of the part of the apprentice, company or training provider.

The ISSP reserves the right to cancel an assessment under certain circumstances e.g. due
to illness, adverse weather conditions or mechanical breakdown. A new assessment date
will be arranged at no additional charge.

3.2) The Process of EPA:

Key points of the process undertaken by the ISSP, company, training provider and the
apprentices are highlighted below. Full details are found in the guidance packs relevant
to each apprenticeship:

Process Step: Responsible: | Notes:
1. Programme Registration Training According to apprenticeship standard
The training provider is to issue the ISSP | Provider and | guidelines, the Employer should choose
with all the required employer and | Employer an EPAO within three months of an
training provider details to allow them to apprenticeship starting.
be registered on the ISSP QA system. The Employer must choose ISSP as their
EPAO and provide ISSP with details of the
apprenticeship standards, the training
provider and the Employer.
ISSP will add programme details to the
ISSP QA system.
2. Registration of Apprentice Training The Employer must provide ISSP with
The training provider is to issue the ISSP | Provider and | details of their apprentices, to be
with all the required apprentice details to | Employer registered on the ISSP system. This should
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allow them to be registered on the ISSP
QA system

include any known Reasonable
Adjustments requests, according to the
ISSP Fair Access Policy. (ISSP EPA

Apprentice Registration Form)

The ISSP will provide access to the
apprentice area of the ISSP website that
holds mock exams, project questioning
and discussion examples, along with
guidance packs for each apprenticeship.
Triggers invoice 1.

3. Gateway Review Employer, Gateway requirements are found in the
supported by | guidance packs relevant to each

Training apprenticeship.

Provider The ISSP needs to see proof that the
apprentice has met all the minimum
requirements of the standard, including,
but not exclusively, English and
Mathematics level 2.

This is part of the Gateway Review Report,
which should be completed, signed and
returned for each apprentice.

4. Submission of Evidence: Apprentice Failure to send the evidence within the

Within the timescales listed in the required timescale of gateway review will

guidance pack for each apprenticeship result in a Fail grade being issued to the

the ISSP requires: evidence as listed in apprentice.

the guidance packs such as Learning

Logs or project portfolios, any new fair

access requirements or special requests,

signed Gateway Review including

Written Submission Declaration.

The ISSP will then review the evidence

submitted, to tailor the assessments.

5. Plan the assessment: ISSP and the | Apprentices must be given at least 2

Within the specified timeline of the | Company weeks’ notice of the assessment by the

gateway review all parts
assessment must be completed

of the

company once dates have been agreed
with the ISSP. Failure to do this could
result in a Fail being issued to the
apprentice by the ISSP.

The company will provide a point of
contact to allow the ISSP to plan directly
with the company the dates of the EPA.

The company will be responsible for the
logistics and technology for all aspects of
the EPA, unless agreed with the ISSP prior
to the assessment taking place.
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Reasonable Adjustments must be finalised
and agreed by this stage.

Photo ID is required by every apprentice at
all stages of the assessment. Acceptable
forms of ID are:

e Photocard Driving Licence (an
expired photocard does NOT
invalidate the licence)

e Avalid passport

e An expired passport

e Formal ID Cards (armed forces,
police, student union, company
ID card)

e Tachograph Card

e Local Authority/Taxi ID

e Blue Badge (parking for people
with disabilities)

e Firearms Certificate/Shotgun
Licence

6. Exam (if applicable to the
apprenticeship)

Open book, multiple choice exam,

adjudicated by the ISSP assessor and can

be completed virtually or in person.

ISSP, the
company and
the apprentice

The ISSP assessor will need to confirm the
ID of the apprentice on the day of the
exam.

7. Project Presentation and | ISSP, the | Can be completed virtually or in person.
Questioning (if applicable) company and | May be carried out on the same day as
the apprentice | another part of the assessment. Clear
distinction will be made between the
assessment components by the ISSP
assessor on the day. The ISSP assessor will
need to confirm the ID of the apprentice
on the day of the assessment.
8. Professional Discussion and | ISSP, the | Can be completed virtually or in person.
Learning Log (if applicable) company and | May be carried out on the same day as
the apprentice | another part of the assessment. Clear
distinction will be made between the
assessment components by the ISSP
assessor on the day. The ISSP assessor will
need to confirm the ID of the apprentice
on the day of the assessment.
9. Collate the results, create the | ISSP, the | Training provider gets results, and
feedback reports and publish | company and | feedback report
results the apprentice
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The ISSP collates the results and creates
mini feedback reports, with results
formally presented back to all parties.

Company gets results, feedback report
and feedback questionnaires

ISSP will issue an internal notification of
grade for each apprentice, along with a
feedback sheet.

The ISSP will only maintain for 7 years the
following documents:

Signed Registration and Terms of
Reference documents, Gateway Review
forms, assessment scores, assessor notes,
documentation relating to  special
considerations and reasonable
adjustments, any documentation relating
to appeals. All other documentation will
be returned to the apprentice or
company, or destroyed if requested to.

Triggers invoice 2.

10. Resits and appeals

A formal process exists for apprentices to
appeal any decision, and retake any part
of the EPA process.

ISSP, the
company and
the apprentice

Apprentices cannot re-sit to lift a grade,
only to address a fail

The company has to agree the terms of
the resit and any associated costs incurred
beyond those covered by Invoice 3.

The ISSP’s lead contact for the training provider is happy to support the training provider prior
to the Gateway Review, where it is reasonably practicable. Areas of support include:

e Language of the assessment process

e Evidence requirements

e Examples of supporting documentation

3.3) Confidentiality and freedom of information:

The ISSP and this contract is bound by UK law regarding confidentially and freedom of

information.

The ISSP and its relationship with the company, apprentices and training

provider is bound by the ISSP’s own Conflict of Interest and Material Confidentiality Policy. A
copy of this is supplied with this Registration form. The training provider shall be bound by

this policy including, but not exclusively, the following:

e The training provider shall not disclose any information to third parties beyond the
company or apprentices, without the written consent of the ISSP.

Version: 7
Date:10'" December 2025




Institute of Six Sigma Professionals

e The training provider shall take all reasonable steps to ensure confidential information
obtained from the ISSP is treated securely and not disclosed or used other than for
the purposes of this contract/terms of service.

e In order to ensure that no unauthorised person gains access to any confidential
information or any data obtained in the course of the relationship between the ISSP,
the company and the training provider; the training provider will maintain adequate
security arrangements that meet the requirements of the ISSP, professional standards
and best practice. Any breaches in data security by the training provider must be
notified to the ISSP and all effort must be made to mitigate the adverse effects of any
such data breach.

3.4) Liability and insurance:

The training provider, and any subcontractors they may use, shall maintain a comprehensive
policy or policies of insurance with the following minimum limits:

e Employers Liability £5m
e Public Liability £5m
e Professional Indemnity 1m

The training provider may be asked at any time to provide copies of any insurance certificates
to the ISSP including employers’ liability, public liability and professional indemnity insurance.

3.5) Apprentice Conduct

If an apprentice arrives late to the start of the assessment appointment, they may be refused
entry for that component and a fee may be payable to arrange another appointment.

During the assessment process we will not accept any behaviour that adversely affects any
other person (Apprentices or Staff) in any way, following the Malpractice and
Maladministration policy. If this does happen, sanctions as laid out in the Malpractice and
Maladministration policy will be applied. This may include the assessment being terminated
for the offending apprentice and the Employer and Training Provider informed. Cheating or
attempts to cheat will result in instant termination of the assessment. For any of these
instances a re-arrangement of assessment will be carried out and an additional fee will be
charged.

The training provider will abide by the ISSP’s Malpractice and Maladministration Policy — a
copy of which is provided with this registration form - including, but not exclusively:

e Cooperating with any investigation into malpractice or maladministration
e Reporting any suspected incident of malpractice or maladministration.

3.5) Health and safety
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The ISSP is covered by its own health and safety policy and expects that the training provider
and any subcontractors used understand their responsibilities regarding health and safety.
During training provider / centre application the training provider will provide current policies
and procedures relating to health and safety — and any changes during the duration of the
contract must be issued to the ISSP at the earliest possibility.

3.6) Covid-19 Pandemic

In relation to the current COVID-19 pandemic, the following shall be applied:

1.

a COVID-19 risk assessment must be carried out by the employer and shared with
the appropriate parties;

guidance on social distancing and hygiene must be provided to apprentices, and
training providers; and will be made available to End Point Assessors prior to any
arrival on site;

a specific host will be provided for any on-site visits by End Point Assessors;
facilities must be in place to enable cleaning, washing and hygiene procedures;

all reasonable steps to maintain the required distance in the workplace have been
implemented by the employer and where distancing cannot be maintained, all
practicable steps are in place to reduce transmission risk;

as far as it is aware the Employer has adhered to all relevant Government COVID 19
requirements;

it is accepted and understood that, in the event that ISSP determines that any of the
above requirements are not met, ISSP will be unable to complete end-point
assessment on site or in a face to face environment; and

cancellation charges will be applied in line with section 3.1 Finance in the event that
ISSP are unable to proceed with end-point assessment due to it determining that the
above requirements have not been met.
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4) Declaration

By signing this form, the signatories below confirm that they understand and agree to the
following:

1. That the employer has selected The Institute of Six Sigma Professionals (ISSP) as their
chosen End-Point Assessment Organisation (EPAO) for the standards and at the prices listed
in the attached Guidance on Fees document.

2. That ISSP is an independent EPAO and the end-point assessment services provided do not
form part of a package of services offered by an apprenticeship training provider or part of a
package of services linked to on-programme delivery.

3. That they are accepting the terms and conditions set out above and will support the
apprentices through the process of the EPA, as per section 3.2.

Once this contract is received, we will issue individual EPA apprentice registration forms.
Once these have been completed, signed and returned, this contract becomes binding and
you agree to pay The Institute of Six Sigma Professionals the agreed fees, within the
timescales listed.

Training Provider
Signature

Name

Position

Date

Employer
Representative
Signature

Name

Position

Date

Note, the Institute of Six Sigma Professionals is a trading name of Lighthouse Business
Consultants Ltd
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