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Enabling better futures

Qualifications and 
Assessment Group

As you can imagine I was extremely nervous going into my end-point assessments 
as I did not know what to expect. The communication and documents I received 
prior to my assessments were clear and informative. I knew that if I had any 
problems, I could count on AIM to be on hand to help. My assessor made me feel 
at ease as we were able to have a laugh during both of my assessments. They 
were also punctual for both assessments and always asked if I had any questions 
prior to starting. I would 100% recommend AIM Group. 

Who are AIM? 
Before your apprenticeship began, your 
employer selected AIM Qualifications 
and Assessment Group as its End-Point 
Assessment Organisation (EPAO). We will be 
conducting your assessment and determining 
your final grade.

We are an independent, impartial 
organisation and have not been directly 
involved in your training. Our assessors, 
the people who will be undertaking your 
assessment, are specialists in your industry. 
They understand the skills that are required 

for the job and the standards which have 
been set by the Institute for Apprenticeships 
and Technical Education. 

Our assessors have conducted many end-
point assessments and are great at putting 
apprentices at ease. They will ask clear and 
straightforward questions; they are not there 
to cause you to make a mistake but to check 
your knowledge and understanding so that 
when you finish your apprenticeship you 
have all the skills required for that role.

We are quality assured by the Institute for 
Apprenticeships and Technical Education. 
Find out more about us on:

www.aim-group.org.uk

Monique Graham, junior content producer apprentice

Training provider: Digital Marketing Mentor
Employer: NEBOSH
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Introduction 

For this standard, you will be assessed in two ways; through a case for support pitch, 
presentation and Q&A, and a professional discussion. Each assessment has been mapped by 
industry representatives to the knowledge, skills and behaviours identified in the standard.

Although the assessment process takes place at the end of your apprenticeship, you need 
to start preparing from the beginning by collecting evidence for your portfolio and taking 
opportunities where you can to practice presenting, pitching and professional discussions.

This guide explains how we, at AIM, will work with you and your employer to arrange 
your assessment and how each of the assessment activities work together to give 
you an overall grade. It tells you what to expect, what you need to do, and provides 
information about grades. It also explains the involvement, if any, of your employer 
and the role of your training provider in the end-point assessment (EPA). You will 
come across some key terms and marker points during the process of your end-point 
assessment that are important.

Look out for the icons to the left throughout this booklet. These are important 
markers to your journey through the end-point assessment and are referenced in 
the timeline at the back of this booklet.
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Gateway



What is gateway? 
Gateway represents the completion of your 
apprenticeship training and is the point 
at which your employer, training provider 
and you, all agree that you are ready for 
assessment. Reaching gateway means that 
you and your employer agree that you 
have achieved the knowledge, skills and 
behaviours identified in the standard, and 
that you are ready for assessment as a 
fundraiser for charitable causes.

Qualifications
You need to have level 2 English and 
maths qualifications, either GCSEs or 
Functional Skills, so we will need to see your 
certificates once your employer registers you 
for assessment.

If you do not already have these 
qualifications, you will need to achieve 
these before the gateway point. You will 
also be required to have built up a portfolio 
of evidence of your work during your 
apprenticeship.

Completing your training and 
approaching gateway 

Collecting evidence for your EPA
Your portfolio, which you will build 
throughout your apprenticeship, forms an 
important part of your apprenticeship and 
represents your opportunity to showcase 
activities from across your apprenticeship. 
The assessor will use it to formulate some of 
the questions in the professional discussion 
and you will need to have it ready to send to 
us at gateway.

Your training provider and employer can 
help you to map your activities against the 
knowledge, skills and behaviours required 
by the standard. You must include evidence 
of your knowledge about fundraising for 
charitable causes in general, where your 
organisation fits into the wider industry and 
what it does, as well as the markets in which 
your organisation operates.
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Your written accounts should be supported 
appropriate evidence, such as video/audio 
extracts (these should be no longer than 
five minutes in duration. You must be in 
view and identifiable at all times in video. 
For audio, you must state your name at 
the beginning of your clip. More details 
on appropriate evidence will be included 
in the assignment brief), in-house training 
certificates and examples of your work that 
demonstrates your skills, knowledge and 
experience of fundraising and campaigns. 
These may include:

 ▪ written statements
 ▪ project plans
 ▪ reports
 ▪ minutes
 ▪ observation reports
 ▪ presentations
 ▪ feedback from managers, 

supervisors or peers
 ▪ papers or reports that you have written, 

any employer or peer contributions 
should focus on only direct observation 
of evidence (for example witness 
statement rather than opinions)

 ▪ performance reviews

You can also include work-based 
communications eg emails and relevant 
social media posts. These should all give 
context to your evidence. You should not, 
however, include reflective accounts or 
self-assessments.

Your portfolio should contain 15 pieces 
of evidence. One piece of evidence can 
be referenced against more than one 
knowledge, skill or behavioural requirement. 
Our sample assessment materials will give 
you more guidance on this.

You are required to submit your portfolio 
at gateway and should bring a copy with 
you to the professional discussion. It 
won’t be marked but is for you to use as 
a vehicle to bring to life your knowledge, 
skills and behaviours that the assessor 
will ask you about and will form the basis 
of some of the assessor’s questions. See 
page 11 for further information about the 
professional discussion.

Progress reviews
Remember to include your progress review 
documentation within your portfolio, these 
will happen at regular intervals during your 
apprenticeship and are important to highlight 
your learning and skills development.
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Practising presentations and professional 
discussions throughout your apprenticeship 
will help give you the confidence to talk 
to the assessor, especially if you are able 
to practice a professional discussion with 
someone you do not know.

Pitching a case for  
support - topic ideas
As you approach gateway, you will need to 
consider, with your employer and/or line 
manager, a case for support topic that is 
appropriate for you and which represents a 
live piece of work for your employer. It has to 
be a real piece of work, not simulated, and 
one which can be completed within the first 
two months of the EPA period.

Examples for a case for support 
topic could be:

1. Case for support aimed at corporate 
partners.

2. Case for support aimed at  
non-fundraising volunteers.

3. Case for support aimed at service users.

4. Case for support aimed at internal 
stakeholders.

At the gateway we will approve your case 
for support topic so that you can begin 
working on it.

Top Tip
Although the assessment process takes 
place at the end of your apprenticeship, 
you need to start preparing from the 
beginning by collecting evidence for 
your portfolio and taking opportunities 
where you can to practice professional 
discussions as well as your skills.

Preparing for assessment 

Schedule agreed
Prior to gateway, we will have been in 
contact with your employer and training 
provider to set an assessment schedule. If 
you cannot make your allocated assessment 
dates, you must let us know and we may be 
able to re-arrange. If you do not attend, we 
will charge your employer.

As the gateway date approaches we will 
be in touch with you to make sure that you 
understand everything and are comfortable 
with the arrangements.

Mock assessments
As you approach the end of your 
apprenticeship your training provider will 
help you to prepare for your assessment 
using our sample assessment materials 
and/or guidance.
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Your assessment journey
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Submit case for support 
for approval 

Our assessor will consider your proposed 
case for support before you begin 
working on it.

They may approve it or reply with some 
questions or recommendations to ensure 
the case for support allows you to meet the 
knowledge, skills and behaviours set for 
this assessment.

We will provide you with a form to submit 
your case for support proposal via email on 
an agreed date.

Case for support begins

Your case for support begins. Remember to 
keep notes on how your learning during your 
apprenticeship has influenced your pitch and 
helped you to compile the appendix.

On completion of the case for support, you 
will be assessed in two ways:

1. Case for support pitch which you 
will submit two weeks prior to the 
assessment day. 

2. Presentation with questions and answers 
which will take place on the assessment 
day. 

Top tip
Remember that the assessor doesn’t know 
you or your organisation. They don’t see 
your skills and interactions every day – all 
they can grade you on is what you tell 
them and what you show them during the 
assessment. 

It’s essential to clearly state what you’ve 
done to meet the demands of the 
standard. Spell everything out, and don’t 
assume anything is obvious – if you don’t 
say it, the assessor can’t grade it.
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A typical structure for a case for support 
pitch should include:

1. background and context

2. justification for the pitch

3. evidence of effective research of your 
organisation’s case for support and the 
audience being pitched to

4. potential benefits to the donor/
supporter

5. potential risks and anticipating and 
overcoming objections

6. consideration of legislation, regulation, 
industry and organisational policies, 
procedures and requirements

7. proposed plan for implementation, 
including supporter journey

8. articulation of the ask

9. measures of success and evaluation

You will be required to document 
your assumptions and to highlight the 
consequences of those assumptions, 
enabling you to demonstrate your 
understanding of commercial pressures 
and the application of your thinking and 
problem-solving skills. This will form part of 
your findings and recommendations.

The case for support pitch must map, in an 
appendix, how it evidences the relevant 
knowledge skills and behaviours for this 
assessment method. The case for support 
should be a real case and should take place 
in your normal workplace. Our sample 
assessment materials will show you how 
these knowledge, skills and behaviours are 
mapped to the grading criteria.

The case for support pitch and the follow up 
presentation and questions will be assessed 
holistically.
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3Create your presentation

Your presentation should be based on your 
case for support pitch and represent a 
compelling case for support with the aim of 
asking the audience to support the cause(s) 
of the organisation you are representing.

Once you have presented your case to 
the assessor, they will ask you follow 
up questions.

You will have six weeks to prepare and 
complete the case presentation after 
entering the EPA period. You should detail 
any specific requirements necessary for 
the delivery of the presentation such as 
technology, PowerPoint etc.

Top tip
Write and/or speak in first person. This 
means saying “I” and not “we”. By doing 
this, you put emphasis and weight on 
what you did to apply your knowledge, 
skills and behaviours against the 
apprenticeship standard.

Prepare for your  
professional discussion 

In the professional discussion, the assessor 
will question you to see if your knowledge, 
skills and behaviours match those outlined 
in the standard. To support you to prepare 
for the professional discussion, we will 
outline the structure that the discussion 
will take. We will provide a range of typical 
professional discussion questions so 
that, with the help of your employer, you 
can practice.

The professional discussion is underpinned 
by your portfolio of evidence, enabling you to 
demonstrate the application of knowledge, 
skills and behaviours.
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Top tip
It can be difficult to understand what 
is meant by ‘applying’ your skills and 
behaviours, so for each one describe 
‘what’ you demonstrated and ‘why’ ie ‘in 
order to….’ 

To achieve a distinction, you should also 
describe ‘how’ this will affect what you do 
in future ie ‘on reflection I would...’

Professional discussion

In the professional discussion you will need 
to demonstrate your competence and your 
excellence as a fundraiser. The discussion will 
last for a maximum of 1 hour 15 minutes.

The assessor will ask you a minimum of six 
opening questions and will use the contents 
of your portfolio to identify any discussion 
areas. We will require you to submit your 
portfolio to us at least two weeks before the 
assessment day.

Our sample materials will detail in full 
the pass and distinction criteria for this 
assessment method.

Assessment day 
Your assessment is most likely to take place 
in your work location or online.

We will need to carry out identity checks 
at the start of each assessment to ensure 
the right person is being assessed. Please 
bring a passport or driving licence to your 
assessment, even if it is online.

Please remember to bring your portfolio 
with you so that you can refer to it in the 
professional discussion.

The assessor will introduce themselves and 
explain what will happen.

Presentation and Q&A

The assessor will watch your 15 minute 
presentation and then ask you questions 
about it (total time 45 minutes). Your 
presentation and the question and answer 
session will be recorded.

The assessor will ask you a minimum of five    
questions at the end of your case for support 
presentation.
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Grading 
Although this assessment has two elements, the overall grade for this assessment will be derived 
from across them both. Each assessment is graded as pass, distinction or fail.

You must demonstrate all the pass knowledge, skills and behaviours for both assessment methods 
to achieve a pass grade.

You must demonstrate at least four of the eight distinction knowledge, skills and behaviours in the 
professional discussion to achieve a distinction grade. 

Your training provider will explain the pass and distinction criteria and you will be able to see them 
on our sample assessment materials.

Case for support pitch and 
presentation with Q&A grade

Professional  
discussion grade Overall grade 

Distinction Distinction Distinction

Distinction Pass Pass

Pass Distinction Pass

Pass Pass Pass
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What happens next?
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Should you fail again, your employer must 
decide whether you should re-start the 
apprenticeship, as no further resits will be 
available without more training.

If you wish to appeal your end-point 
assessment grade decisions, your employer 
can do this on your behalf following 
our appeals process. Please ensure you 
familiarise yourself with our full policies and 
forms - these are available on our website.

Certification

Once you successfully complete your end-
point assessments you will be awarded an 
apprenticeship certificate. This is generated 
by the Education and Skills Funding Agency 
(ESFA) and we will request it on your behalf.

We will need you to complete a form giving 
us your authority to do this.

www.aim-group.org.uk/eparesources

Receive your results

Once the assessments have taken place, 
we apply our quality assurance checks to 
ensure that our assessors have marked each 
apprentice accurately. Within 15 working 
days from your last assessment, you will 
receive your grade and summary feedback. 
If you have passed, we will record it on our 
system and confirm with you, the training 
provider and your employer before sending 
off for your certificate.

We recognise that sometimes things beyond 
your control may affect your ability to attend 
assessments or to work at your best during 
an assessment. If this happens, you should 
complete a special consideration form and 
submit it to us along with evidence.

Results and appeals 
If you fail any assessments, you will be 
offered one retake opportunity for each 
assessment. A new case for support must be 
used for the presentation.

Please note that there is a cost that your 
employer must bear, and your grade will be 
capped at pass only.

A resit must be successfully passed 
within the four-month period since 
assessment gateway.
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Online
www.aim-group.org.uk/epa

Email 
assessment@aim-group.org.uk

Call
+44 (0)1332 224654

Advertising and Media Executive

Broadcast and Media Systems  
Technical Officer

Broadcast and Media Systems Technician

Broadcast Production Assistant

Camera Prep Technician

Coaching Professional

Creative Industries Production Manager

Cultural learning and Participation 
Officer

Digital Community Manager

Event Assistant

Junior Advertising Creative

Junior Animator

Junior Content Producer

Media Production Co-ordinator

Photographic Assistant

Post-Production Technical Operator

Public Relations and Communications 
Assistant

Publishing Assistant

Visual Effects - Assistant Technical 
Director

Visual Effects - Junior 2D Artist

Other standards offered by AIM

With more in development...

AIM Qualifications and Assessment Group, 3 Pride Point Drive, Pride Park, Derby, DE24 8BX

http://www.aim-group.org.uk/epa
mailto:assessment%40aim-group.org.uk?subject=
tel:01332224654
https://www.aim-group.org.uk/services/aim-assessment/
https://www.aim-group.org.uk/services/aim-qualifications/
https://www.aim-group.org.uk/services/aim-international/
https://www.aim-group.org.uk/services/aim-elearning/
https://www.aim-group.org.uk/contact/
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