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INTRODUCTION 

This section provides guidance on centre requirements for the approval and delivery of the 

Operations/Departmental Manager ST0385. 

APPROVAL REQUIREMENTS 

In order to use the IMI assessments for this Apprenticeship Standard a centre will need to be ‘IMI 

Approved’ and also be on the ‘Register of Apprenticeship Training Providers’. Information and an up to 

date register can be found using this link:  

 

https://roatp.apprenticeships.education.gov.uk/download 

 

Guidance on centre set up, assessor requirements, rules and procedures can be found within the  

Training Organisation Guidance Document which can be found on the IMI website. 

 

Centres wishing to apply to deliver this standard will need to ensure that they have read and fully 

understand the assessment plan, and the requirements they will need to adhere to as a training 

provider. To view the assessment plan follow the link below; 

 

https://www.instituteforapprenticeships.org/apprenticeship-standards/operations-departmental-

manager/  

APPROVAL PROCESS   

Centres wishing to apply to offer either of the Gateways or End Point Assessment will need to complete 

a centre approval application form via the IMI Centres Hub. The elements to be delivered must be 

chosen when creating the form. The options are as below; 

 

 Operations/Departmental Manager ST0385/AP02 (AS-ODM-ASP) – support package 

 Operations/Departmental Manager End-Point Assessment ST0385/AP02 (AS-ODM-EPA) – EPA 

 

In addition, the IMI centre will need to complete the Apprenticeship Standard approval guidance 

checklist (see downloads here) which must be uploaded with their application in the documents section 

of IMI Centres Hub. 

 

Upon receipt, an IMI EQA will complete a ‘desktop’ review of the application via Centres Hub. The IMI 

EQA will confirm whether or not: 
 

 they have adequate training and staffing resources to deliver the element(s) 

 the assessments are being completed correctly, and all other requirements are being met to 

deliver the element to the required standard 

 

Once the EQA is satisfied that the centre meets the requirements, they will be granted full approval 

and be issued with an EPA contract.  

 

https://roatp.apprenticeships.education.gov.uk/download
http://awarding.theimi.org.uk/Qualifications/operations-Departmental-Manager
https://www.instituteforapprenticeships.org/apprenticeship-standards/operations-departmental-manager/
https://www.instituteforapprenticeships.org/apprenticeship-standards/operations-departmental-manager/
http://awarding.theimi.org.uk/centres/operations-departmental-manager-st0385
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This EPA contract is required to validate and confirm data the ESFA receives from ILRs submitted by 

the training provider for each apprentice. The training provider must return a signed copy of the EPA 

contract in order to gain full access to register apprentices.  

 

Note: At this stage, should the EQA determine that the centre is not yet in a position to deliver the 

standard, the centre will be advised by the EQA what additional requirements are needed before a 

contract is issued. 

ASSESSMENT REQUIREMENTS  

End-Point Assessment Gateway 

The employer will make the decision as to when the apprentice is ready, based on them being competent 

and performance within their role. This decision will be supported by input from the training provider. 

 

End-Point Assessment –Knowledge Test 

The knowledge test will consist of a series of different scenarios and situations, with a series of 

questions requiring responses which will demonstrate the apprentice’s knowledge of that particular 

topic. The knowledge test will be multiple choice delivered online. The online knowledge test for the end 

point assessment will only be available for registered learners on a scheduled date that has been agreed 

in advance of a confirmed EPA booking. 

 

Note: Centres are permitted to utilise their own invigilators that are approved by the IMI. Please refer to 

section 5.1 for further details. Acceptable ratios of candidate to invigilator, please also refer to Section 

5.1. 

 

End-Point Assessment - Structured Competency Based Interview 

A series of structured questions will be used during the interview which will be conducted using a range 

of media (telephone interview, live media, online or written), whichever is the most appropriate for the 

apprentice. 

 

End-Point Assessment – The Portfolio 

A completed portfolio comprising of a collection of evidence complied throughout an apprentice’s on-

programme learning will be assessed by an independent assessor. The evidence contained in the 

portfolio will comprise of complete and/or discrete pieces of work that cover the totality of the 

Operations/Departmental Manager Apprenticeship Standard. This will be a range of materials and 

documents generated over the period of the apprenticeship and which provide evidence of the 

apprentices’ ability to apply and demonstrate management and leadership concepts. 

 

End-Point Assessment – Presentation on Work based Project with Q&A session 

A work based project will likely take place during the last 6 months of the apprenticeship standard on-

programme learning.  

Each project must enable the following to be demonstrated: 

 The application of knowledge and skills to meet the outcomes in the standard  

 The approach to planning and completion of the project  

 The application of behaviours from the standard 

The employer and training provider will work together with the apprentice to agree a project that is 

achievable within the employer’s business constraints whilst meeting the needs of the Standard. The 

project should be conducted as part of the apprentice’s normal work. 
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The completed project work will be submitted to the independent assessor who will ensure that it 

demonstrates competence across the Apprenticeship Standard. 

 

The presentation focuses on the outcomes of the Work Based Project. It will be given to a panel 

compromising of the independent assessor, training provider and employer. 

The apprentice will deliver a 15 minute presentation which describes the objectives and outputs of their 

work based project, and will demonstrate:  

 What the apprentice set out to achieve  

 What they have produced in the project  

 How they approached the work and dealt with any issues 

 Confirm the demonstration of appropriate interpersonal and behavioural skills 

 

Practical requirements for the presentation: 

 The presentation will take place following the completion for the project and the preparation of 

the final report  

 The apprentice will receive appropriate notice of their presentation time (a minimum of 7 days’ 

notice)  

 A structured brief will be used to support the presentation to ensure a consistent approach  

 The presentation will be of 15 minutes duration  

 The Q&A session will be for 15 minutes duration  

 The presentation will be conducted face to face or via live media, whichever is the most 

appropriate for the apprentice and employer.  

 

Question and answer session will require the apprentice to respond to a series of competency based 

questions put to them by the panel members. 

 

End-Point Assessment - Professional Discussion relating to CPD 

The Independent Assessor will undertake a professional discussion with the apprentice to identify the 

objective of the activity, and reflect on the outcome and how learning gained was applied. Apprentice 

will provide evidence of any additional learning/CPD undertaken during the apprenticeship 

 

Note: Where possible and appropriate for the apprentice the IMI will utilise the Smart Room technology 

and carry out assessment remotely.  

MANDATORY QUALIFICATIONS 

Functional Skills  

Learners who start this New Apprenticeship Standard without English and maths at GCSE Grade C or 

above (or Functional Skills Level 2) must ensure that they achieve this standard before submitting the 

learner for the End Point Assessment.  

 

Recommended achievements: 

It is recommended that the apprentice is supported to become digitally literate where important in their 

role. Completion and achievement of a relevant Level 5 Diploma in Leadership & Management or 

equivalent management qualification and recognised by Ofqual, equating to at least 370 hours Total 

Qualification Time (37 credits). Where a qualification is not used, there should be provision of 

underpinning knowledge and training with regular assessments to an equivalent standard, quality and 

scope which can be evidenced. 
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Note: Registration and certification of these qualifications are not included in the IMI package prices. 

These qualifications will be charged separately. Please use this link to view the latest fees information: 

http://awarding.theimi.org.uk/Centres/Fees-and-Charges. 

EXTERNAL QUALITY ASSURANCE  

External Quality Assurance for this Apprenticeship Standard will be administered by IfATE. 

REGISTERING APPRENTICES 

Registration will be made via IMI Web Portal 2, in batches or via spreadsheet upload.  Learners can be 

registered for any/all elements in packages as detailed online. To see the current fees and charges 

please click here. 

 

Note: It is the centre’s responsibility to ensure learners are registered on the correct package. 

 

BOOKING AN EPA 

Apprentices must be registered on an EPA package with the IMI, in order to be accepted for an EPA 

booking request. Please refer to ‘Registering Learners’ section for more information. 

IMI have a 3 month booking policy which must be considered prior to requesting an end-point 

assessment (EPA) booking for apprentice(s). All EPA booking requests must be made a minimum of 3 

months in advance of the first assessment type. At this point any prerequisites required for End Point 

Assessment must be complete and ready for review by the IMI. The IMI will have 10 working days to 

review pre-requisites. If the IMI find that any evidence is missing, the centre will be required restart the 

booking process and resubmit assessment dates with a new 3 month notice period from first 

assessment type.  

To request an EPA, please contact epa@theimi.org.uk.  

In the case that an EPA is cancelled please refer to the IMI EPA Cancellation policy: 

https://www.theimi.org.uk/about-us/imi-policies 

Note: It is the centres and employer’s responsibility to ensure all pre-requisites are met according to 

the apprenticeship standard assessment plan the apprentice is registered against. There must also 

be a formal agreement between the employer, training provider and apprentice to confirm the 

apprentice is ready to undertake EPA. 

 
RESULTS AND CERTIFICATING APPRENTICES 
 

Within 21 working days of the last day of EPA IMI will provide result information to the Training 

Provider in order for the Training Provider to update the relevant Apprentice’s ILR. 

Training providers can claim certificates for apprentices upon completion of each gateway during on-

programme learning on an apprenticeship standard with the IMI. Records of achievement for EPA are 

also available to claim for successful apprentices completing their end point assessment with the IMI.  

http://awarding.theimi.org.uk/Centres/Fees-and-Charges
http://awarding.theimi.org.uk/Centres/Fees-and-Charges
mailto:epa@theimi.org.uk
https://www.theimi.org.uk/about-us/imi-policies
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IMI offer ‘record of achievement’s’ for EPA only. This is to validate the apprentice has undertaken an 

EPA with the IMI and successful gained a pass or above in all elements of the end point assessment.  

For claiming gateway certificates and records of achievements for EPA, please follow Section 6.1 of 

the operating manual. 

The IMI do not issue the official apprenticeship standard certificate, however we do submit the claim 

on behalf of the apprentice under their consent. 

At the end of each week the IMI will apply to the ESFA for the Certificate for any apprentices that have 

successfully passed EPA. 
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2 01 Jul 2019 1. Added results and certification information 1. Further process information 

3 01 January 2020 

1.  Booking notice updated 

2.  Cancellation information updated 

3.  Note added applicable to online 

knowledge assessment 

1.  Align booking notice to ESFA funding rules 

2.  Change in process and fees 

3.  Provide clarity on invigilation information 

for online knowledge assessments 


