
EPA Assessor guidelines Ver 8   
 

 

End Point Assessment (EPA) guidance for assessors 

 

System log-in         Paragraph 1 

 

View a multi-choice exam       Paragraph 5 

 

Download an oral or professional review exam    Paragraph 12 

 

Mark a practical exam        Paragraph 19 

 

Mark a written examination       Paragraph 25 

 

Record the final assessment grade      Paragraph 32 

 

 

 

Approved by: 

 

Version: 

 

Issue Date: 

 

Review Date: 

 

Contact Person: 

IAMI Director 

 

Ver 8 March 2023 May 2026 Secretary, IAMI 

 

  



EPA Assessor guidelines Ver 8   
 

1. Log-on at https://epa.iami.info/ using your assigned username and password. Your 

log-in will allow you assess to the apprenticeship standard you are assigned to. If you 

have been assigned to more than one standard, then you will have multiple logins 

with different usernames and passwords. 

 

2. The example shows assessor username “pink” logging on and selecting “assessor” in 

the “select user type.” Note the username entry is case sensitive. 

 

 

 

 

3. Once logged in you will see the standard you are assigned to. In this example the 

Port Operative ST0307 standard, which shows the number of oral questions and 

multiple-choice questions for this standard. Remember that these questions (and 

answers) are for valid assessment only and are not to be shared with anyone. 

https://epa.iami.info/
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4. To add a candidate. This step will be undertaken by IAMI Admin only. 

 

5. Multiple-choice (MC) exam for Port Operatives.  

The exam can only be set up by the IAMI Admin, but you as the assessor can  

a. Click on “assessment Records” to view the candidates assigned to you that 

are being assessed and when, as shown below in screen 5a 

b. Click on “assessment Records” to view the questions that were randomly 

selected by the system for this 90-minute test, as shown below in screen 5b 

c. Note that the default questions are for the Cargo Operations option only. 

Where the Passenger option is required, then IAMI Admin will issue 

supplementary questions. 
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Screen display for 5a 

 

 

Screen display for 5b 

 

6. You are not required to mark this test, as the system will do that automatically 
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7. For your information the candidate (in this case Sky Blue) will receive the following 

information 

 

Your IAMI EPA Multiple Choice Assessment Details 

Dear Sky Blue, 

Your online assessment for the Port Operative ST0307 Apprenticeship Standard has been 
created. 

Your employer, who will monitor your test, will tell you when your assessment is ready for you to 
take. You can prepare for this knowledge test by reviewing your training record and the course 
notes you have been provided with. 

The on-line test will take 90 minutes during which you will be asked 45 questions directly 
related to your training. 

Online assessment link: https://epa.iami.info/multiple-choice-assessment 
Candidate access code: EiC0ldtYZjoD  

Regards, 
IAMI 
The International Association of Maritime Institutions 
www.iami.info 

 

8. This access code, shown as EiC0ldtYZjoD can only be used once, and for the Port 

Operatives, the candidate will have 90 minutes in which to undertake this test.  

 

9. After clicking on the email link, the multi-choice exam screen will appear, requiring 

the candidate to enter their own details. 

https://epa.iami.info/multiple-choice-assessment
http://www.iami.info/
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10. The advice screen for the candidates to start their test. Once they press “Start 

Assessment” the 90 minute time limit will commence.  
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11. After 90 minutes the system will automatically halt the assessment and the exam 

results sent to the employer in the format “The candidate scored 67% (30 correct 

out of 45)”. 

Only IAMI Admin will receive the results table shown below.  

 

 

  



EPA Assessor guidelines Ver 8   
 

 

12. Oral or professional review questions for the WorkBoat sector.  

The exam is set up by the IAMI Admin, but you as the assessor can  

a. View who is being assessed and when 

b. View the questions that were randomly selected by the system for you to use 

 

13. In this example candidate Sky Blue has been assigned an oral exam on 13th February 

to be taken at the “Newcastle Office”. Your role as assessor is to download the exam 

by pressing the “print exam” 

 

 

 

14. Press “print exam” and a pdf document will be created for this single exam. Use this 

exam only once, and do not re-use it for any reason. If you need another exam, then 

this will be created separately so that each set of oral questions have been randomly 

chosen. The pdf document will list the assessment detail, the oral question to be 

asked and the specimen answers to guide your assessment decision. The column 

“distinction = no” means pass grade, and “distinction = yes” means distinction grade. 

Please only use the specimen answers given, and if you believe these answers need 

modifying please use the assessment feedback to correct the system. 
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15. You have 50 minutes to complete the oral questioning using the 12 questions 

assigned to you. Once you have done so, press the “grade” to enter your results. 

Please do this within 3 days of the EPA. 

 

16. Note that each question you ask has a pass grade and a distinction grade. You are 

required to use your professional judgement in deciding whether the candidate is at 

the level of either failed / passed / distinction within the following guidance: 

a. Each EPA professional review will consist of 12 pre-chosen random questions 

of which the candidate must pass 50% or higher, to gain a pass grade.  

b. If only 5 of the questions reach the pass grade, then the candidate has failed. 

c. Where over 50% of the answered questions contains answers at the 

distinction level, AND 75% of the questions have a pass grade, then an overall 

distinction grade will be awarded. For example if 3 questions are failed, 9 

questions are passed, and 5 answered at distinction level – final result is 

distinction. 

 

 



EPA Assessor guidelines Ver 8   
 

 

17. You will need to refer your written notes of the assessment to assign a grade to each 

question you have asked. Make sure you assign the correct grade to the correct 

question for monitoring purposes. Note it is at this screen that you can flag 

questions (and/or their answers) that need modifying or correcting. Once you have 

input all your information press “save” 

 

18. Example of an oral assessment where the candidate has failed. 

Enter where a question or the 

answer needs modifying 
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19. Practical examinations and recording of results.  

Each standard has its own specific criteria in what a practical observation contains in 

terms of: 

a. Duration of practical test 

b. Scope of practical test 

c. The need to ask supplementary questions. These questions are asked by the 

assessor to clarify what they see, and to explore the knowledge of the 

candidate undertaking the test (within the scope of the test criteria 

 

20. Please refer to the EPA standard contained on the IAMI website at 

https://iami.info/epa-documents/ if you have not already been sent this document. 

 

21. In addition to the practical scope listed within the EPA standard, all assessors will be 

sent the portfolio training record of the candidate. This document was completed by 

the candidate during their training. You are NOT required to assess or mark this 

portfolio, but we do ask that you create six questions after reading this portfolio. 

These questions will allow you to explore areas of the portfolio, via questioning, 

where you believe the candidate knowledge is weak 

 

22. The practical is NOT graded, so assessors are asked to use their professional 

judgement to decide when a candidate has passed or failed. 

 

 

23. Once you have completed the practical assessment, go to “Assessment Records” and 

press grade to enter and complete your feedback. 

 

 

https://iami.info/epa-documents/
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24. This screen shows a completed practical assessment in which the candidate has 

passed. 
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25. Written examinations and recording the grade.  

The exam can only be set up by the IAMI Admin, using the “Add assessment record”, 

but you as the assessor can  

a. Click on “assessment Records” to view who is being assessed and when 

b. Click on “assessment Records” to view the question paper that has been 

selected by the system for the candidate to use 
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26. Once the exam paper has been created, the questions and answers can be viewed by 

clicking “view paper” and then download.  

The pdf format of the examination paper is sent to the employer for them to 

invigilate the examination. The examination must be taken under the current IAMI 

examination procedures with reference to candidate information and invigilation. 

 

 
 

27. Only the assessor can download the answers, which they should do when they have 

received the completed exam paper and are ready to mark. 
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28. Once the examination paper is completed, it will be sent to you as the assignment 

assessor who will then mark or grade the paper as shown. 

 

 

29. The criteria for marking are set out in the pre-set grading criteria which you can 

download, 

a. Each written exam will consist of 6 questions of which the candidate must 

pass 50% or higher, to gain a pass grade.  

b. If the candidate mark is between 40-50% then please refer to IAMI Admin for 

a second marker. 

c. If the candidate mark is below 40% then the grade is marked as failed. 

 

30. You can also upload the completed and marked paper if you have the facilities to 

scan in the examination paper. Please retain the original paper for 10 weeks, in case 

of an assessment appeal. 

 

31. Please refer all queries and comments on the assessor guidelines to 

secretary@iami.org.uk  

mailto:secretary@iami.org.uk
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32. Claiming the final achievement certificate 

 

33. Check on the candidate status within “Reports”. This will indicate that all elements 

have been completed 

 

 
 

34. Access the Apprenticeship Gateway portal,  
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35. Go to “Record a grade” and input the candidates details as shown 

 

36. The system will show that their system details (on the ILR) match what you have 

input. It will ask you to confirm that the details are correct – press “Contain and 

continue” if correct 

Ee 

37. Confirm the “declaration” page 
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38. Select the occupational option undertaken for that standard

 
 

 
 

39. From the EPA portal, the section “candidate status” will show the calculative grade 

for each learner under “qualification grade”. This grading table is also available at 

the EPA grading table for each standard. Input this value into the Apprenticeship 

service portal as shown: 
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40. Confirm the final assessment date, i.e. the date on which the final assessment has 

been completed, which will include the integrated or external assessments by the 

MCA on the following standards: 

ST0274  Deck Rating version 1.1 

ST0621  Boatmaster version 1.1 

ST0842  Officer of the Watch 

ST1333  Master (under 3000) near coastal 
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41. Input the address to where the certificate is to be sent. Note if the same employer 

(or contact) has received a previous certificate then they may appear automatically 

 

 

 

 

42. Confirm the person to whom the certificates should be sent. If to the employer, then 

also inform the training provider of the final certificate number so that they can 

complete their ILR 
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43. The complete submission will be listed for a final check of grade, date, etc 

 

 

44. The application details will be listed to check and approve. Review the details and 

press “Confirm and submit” 

45. The screen will show the certificate number claimed, and this number and certificate 

final achievement date should be entered into the EPA system on the “candidate 

status” screen as shown below 

 

46. It is good practice to inform the employer and training provider that a certificate 

claim has been completed, so that they can update their ILR (Individual Learning 

Record). 
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47. Records of previous claims (and details) can be seen at the Apprenticeship service 

portal, under “show completed assessments” 

 
 

 


