
 

 
 

                                       
Conflict of Interest Policy and Guidance  
  
  
Introduction  
The Real Apprenticeship Company is a private limited company incorporated in 2003.  The Real Apprenticeship 
Company is committed to high levels of quality assurance and policies that are open, transparent and free 
from bias.  The work of The Real Apprenticeship Company is split between two service centres- The Real 
Apprenticeship Company Training and Development Centre which manages the delivery of programmes on 
behalf of The Real Apprenticeship Company Limited and The Real Apprenticeship Company EPA Services 
Centre which manages the end point assessment service for apprenticeship standards on behalf of The Real 
Apprenticeship Company Limited. 
  
The purpose of this policy is to protect the integrity of The Real Apprenticeship Company Limited. The policy is 
designed to guide any of The Real Apprenticeship Company Limited’s stakeholders in terms of handling 
potential conflicts of interest that may arise in relation to End Point Assessment.  This policy applies to all staff 
and other individuals who interact or potentially interact with the work of the End Point Assessment 
Organisation. This includes individuals involved with any aspects of the administration, development, 
distribution, marketing, marking, or sales activity of The Real Apprenticeship Company Limited ‘s end point 
assessment offer.   
  
Overview  
The Real Apprenticeship Company Limited, scrupulously avoids any conflict between respective personal, 
professional or business interests and the interests of the End Point Assessment Organisation in any and all 
actions taken.  
  
For the purposes of this policy ‘Conflict of Interest’ is defined as any situation where:  

• End Point Assessment Organisation activity, or activity undertaken on its behalf, has the potential to 
lead it to act contrary to its conditions as an approved End Point Assessment Organisation in relation to 
the development, delivery and assessment of end point assessments. 

• A person who is connected to the development, delivery or assessment of an end point assessment on 
behalf of The Real Apprenticeship Company has interests in any other activity which could potentially 
conflict with the End Point Assessment Organisation’s interests in the development, delivery or 
assessment of End Point Assessments.  

• An informed and reasonable observer would conclude that either of these situations was the case.  
  
Conflict of Interests Register  
The Real Apprenticeship Company Limited maintains a Conflicts of Interest register (appendix 1) to list all 
potential areas of conflict across it approved end point assessment activities. Each conflict’s impact and 
probability is considered and relevant mitigating actions are implemented to ensure such conflicts are 
managed appropriately and within specified timescales.   
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Identifying conflict of interest  
If a stakeholder of The Real Apprenticeship Company Limited, including employees, consultants, assessors, 
assessment centres or members of the Governing Boards or their committees, has any direct or indirect 
conflict of interest or relationship with any individual or organisation this must be declared so that The Real 
Apprenticeship Company Limited can take action to remove or manage the conflict where appropriate (a 
Conflict of Interest declaration form can be found in Appendix 2).  If this is not possible, the relationship with 
the party/parties concerned may have to be terminated.  
  
Where a potential conflict of interest is identified by The Real Apprenticeship Company Limited steps will be 
taken to ensure that the conflict is removed, or managed to The Real Apprenticeship Company Limited’s 
satisfaction. If this is not possible, the relationship with the party/parties concerned may have to be 
terminated.  
  
The situation may arise where a conflict of interest has not been previously identified as described above, and 
only becomes apparent after the event. In these circumstances The Real Apprenticeship Company Limited 
will:   

• Act urgently to identify any adverse effect arising from the conflict  
• Take all reasonable steps to mitigate the adverse effect as far as possible and correct it.  

  
Responsibilities  
 
The Real Apprenticeship Company Limited has appointed an independent governing board to oversee the 
activities of the End Point Assessment Organisation which includes monitoring conflicts of interest. The 
governing board is 
i) responsible for ensuring The Real Apprenticeship Company Limited’s continued regulatory compliance 

including adherence to agreed policies. 
ii) responsible for the management of conflicts of interest that are escalated to them as risks to The Real 

Apprenticeship Company Limited. 
.   
  
The Real Apprenticeship Company End Point Assessment Service 
 
Responsible Officer (Head of Regulation & Compliance) 
The Responsible Officer is responsible for:  
 

i) Escalating reports of actual or potential conflicts of interest to an appropriate level within the 
organisation and, when necessary, to the Governing Board and the regulatory authorities.  

ii) Managing conflicts of interest of the assessment team, including ensuring contractual arrangements 
are in place to oblige the assessors to notify the Awarding Organisation of conflicts of interest.  
Conflicts of interest include previous or current involvement in the development of learner resource 
materials to support candidates in the preparation for The Real Apprenticeship Company assessments 

iii) Ensuring conflicts of interest for the assessment team are reviewed prior to each assessment series.  
iv) Communicating and providing training where applicable on the Conflict of Interest Policy to all 

relevant individuals within their area of responsibility at least annually.  
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v) Review the procedures annually to ensure that they anticipate and manage potential or actual 
conflicts of interest.  

vi)  Ensuring that all new staff involved in activity with potential or actual conflicts of interest receives 
training. 

vii) Ensuring that any new conflicts identified must be included on the Conflicts of Interest register and 
The Real Apprenticeship Company Limited’s Chair of the governing board must be notified within 2 
working days.  

  
Individual responsibility  

i) All individuals involved with The Real Apprenticeship Company Limited’s activities must be made 
aware of this policy as part of their induction and on-going training.  The individual is responsible for 
ensuring that they are fully conversant with the policy and abide by the content.  

ii) All individuals are responsible for disclosing any activity that might give rise to a potential conflict of 
interest either to their line manager or directly to the Head of Regulation and Compliance, as 
appropriate.  

iii) Any staff member considering paid or unpaid work outside The Real Apprenticeship Company Limited 
should inform their manager if they think there is any potential for a conflict of interest. If the staff 
member is unsure whether a conflict of interest might arise, they should discuss this with their line 
manager first. The line manager should contact the Head of Regulation and Compliance by email if 
they need advice on whether a situation presents a conflict and a record should be kept of the 
discussion. A staff member must not take on any such activities that could be deemed to compete or 
conflict with The Real Apprenticeship Company Limited’s activities.  

iv)  Prior to each assessment series all staff and other individuals, must inform the Head of Regulation and 
Compliance of any candidates being entered for its assessments and other assessments, who are 
family members, other relatives or friends. They are asked to declare this information on the conflict 
of interest declaration form.  

 
Procedures to mitigate potential conflicts of interest.  
 Governance.  
The Governing Board and the Directors must declare any potential conflicts of interest. If a decision will 
personally affect any of the board members, they will be asked to leave the meeting and will not have voting 
rights. This is detailed in the terms of reference for any groups working within The Real Apprenticeship 
Company Limited (See appendix 3). 
The Real Apprenticeship Company Limited has an organisational structure which limits the potential possibility 
of any internal conflict of interest however, where any conflict of interest is identified, it will be mitigated 
appropriately.  
  
End Point Assessors, Internal Quality Assurers, Invigilators and Additional Support Staff.  
The Real Apprenticeship Company Limited ensures that those involved in the assessment process are not 
responsible for the conduct of assessment or the quality assurance of assessment decisions at a training 
provider and/ or employer in which they have a personal interest.  
  
Assessors are contractually required to keep The Real Apprenticeship Company Limited informed of potential 
conflicts of interest, such as an association with a training provider and/ or employer or a particular candidate.  
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Information is updated before each assessment series and recorded on the electronic marker allocation 
system, this will not allow material to be despatched to assessors with a conflict.  
 
  
Invigilation  
Unless the apprenticeship standard permits the invigilator must not be a The Real Apprenticeship Company 
Limited assessor, content developer, internal quality assurer or have a personal interest in the outcome of the 
assessment. Invigilators must complete a conflict of interest form, declaring any potential conflict of interest 
prior to gaining approval to invigilate an assessment.  Invigilators must also submit their CV detailing their 
responsibilities and associations for approval by The Real Apprenticeship Company Limited.  
  
The Head of Regulation & Compliance will consider all applications and inform the Head of Assessment 
Delivery of the following outcomes:  

1. The invigilator is accepted to manage the assessment  
2. Further information is required to demonstrate suitability  
3. The invigilator has a conflict of interest and the application has been rejected.  

  
If an applicant is dissatisfied with the decision, they can appeal to The Real Apprenticeship Company End Point 
Assessment Governing Board within two weeks of receiving the outcome.  
  
 
Managing Internal Conflicts of Interest 
 
Introduction 
 
The Real Apprenticeship Company. and the people who work with and for us, collaborate/ partner closely with 
other organisations. 
 
These collaborations/partnerships have many benefits and should help ensure that public and private money 
is spent efficiently and wisely. But there is a risk that conflicts of interest may arise. 
 
Providing best value for money and ensuring that decisions are taken transparently and clearly, are both key 
principles at The Real Apprenticeship Company. As an organisation and as individuals, we have a duty to 
ensure that all our dealings are conducted to the highest standards of integrity.  
 
Purpose 
 
This process will help our staff manage conflicts of interest risks effectively. It: 

• Introduces consistent principles and rules.  
• Provides simple advice about what to do in common situations. 
• Supports good judgement about how to approach and manage interests.  

 
This process should be considered alongside organisational policies: 
 

• Conflicts of Interest Policy. 
• Complaints Policy. 
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• Whistleblowing Policy. 
• Anti Bribery Policy. 

 
Key terms 
A ‘conflict of interest’ is: 

“A set of circumstances by which a reasonable person would consider that an individual’s ability to apply 
judgement or act, in the context of delivering, or commissioning, assessment services is, or could be, 
impaired or influenced by another interest they hold.” 

 
A conflict of interest may be: 

• Actual - there is a material conflict between one or more interests. 
• Potential – there is the possibility of a material conflict between one or more interests in the future. 

 
Staff may hold interests for which they cannot see potential conflict. However, caution is always advisable 
because others may see it differently and perceived conflicts of interest can be damaging. All interests should 
be declared where there is a risk of perceived improper conduct. 
 
Interests 
Interests fall into the following categories: 
 
• Financial interests:  

Where an individual may get direct financial benefit from the consequences of a decision they are involved 
in making. 

• Non-financial professional interests:  
Where an individual may obtain a non-financial professional benefit from the consequences of a decision 
they are involved in making, such as increasing their professional reputation or promoting their 
professional career. 

• Non-financial personal interests:  
Where an individual may benefit personally in ways which are not directly linked to their professional 
career and do not give rise to a direct financial benefit, because of decisions they are involved in making in 
their professional career. 

• Indirect interests:  
Where an individual has a close association with another individual who has a financial interest, a non-
financial professional interest or a non-financial personal interest and could stand to benefit from a 
decision they are involved in making. 

 
Staff 
Across The Real Apprenticeship Company we use the skills of many different people, all of whom are vital to 
our work. This includes people on differing employment terms, who for the purposes of this policy we refer to 
as ‘staff’ and are listed below: 
 

• All salaried employees. 
• All prospective employees – who are part-way through recruitment. 
• Contractors and sub-contractors. 
• Associates. 
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• Committee, sub-committee and advisory group members (who may not be directly employed or 
engaged by The Real Apprenticeship Company). 

 
Decision Making Staff 
Decision making staff in The Real Apprenticeship Company Limited are: 
 

• Executive and non executive directors and senior officers who have decision making roles involving 
spend. 

• Members of the Assessment Quality Panel.  
• Administrative and management staff involved in decision making concerning the commissioning of or 

provision of assessment services. 
 
Identification & declaration of interests (including gifts and hospitality) 

All staff should identify and declare material interests at the earliest opportunity (and in any event within 28 
days). If staff are in any doubt as to whether an interest is material then they should declare it, so that it can 
be considered. Declarations should be made: 

• On appointment to The Real Apprenticeship Company. 
• When staff move to a new role or their responsibilities change significantly. 
• At the beginning of a new project/piece of work. 
• As soon as circumstances change and new interests arise (for instance, in a meeting when interests 

staff hold are relevant to the matters in discussion).  
 
A declaration of interest(s) form is available on the staff shared drive under staff services. Declarations should 
be made to the Head of Regulation and Compliance.  After expiry, an interest will remain on register(s) for a 
minimum of 6 months and a private record of historic interests will be retained for a minimum of 6 years. 
 
Proactive review of interests 
 
The Head of Regulation and Compliance will prompt decision making staff quarterly by email to review 
declarations they have made and, as appropriate, update them or make a nil return within 5 working days.  
Staff within The Real Apprenticeship Company who fail to respond will be reported to the Head of Regulation 
and Compliance. In the event that the Head of Regulation and Compliance fail to respond this will be reported 
to the Chair of the governing board. Where the directors of The Real Apprenticeship Company Limited fail to 
respond, the Company Secretary will be advised and continued failure (beyond 90 days) to respond could lead 
to the director being removed. 
 
Records and publication 
Maintenance 
The Real Apprenticeship Company will maintain a single Register of Interest that will register interests, gifts 
and hospitality. All declared interests that are material will be promptly transferred to the register. The 
register will be maintained by the Head of Regulation and Compliance. 
 
Publication 
The Head of Regulation and Compliance will: 

• Publish the interests declared by decision making staff in the Register of Interests.  
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• Refresh this information quarterly.  
• Make this information available through contacting the Head of Regulation and Compliance.  

 
If decision making staff have substantial grounds for believing that publication of their interests should not 
take place then they should contact the Head of Regulation and Compliance to explain why.  In exceptional 
circumstances, for instance where publication of information might put a member of staff at risk of harm, 
information may be withheld. However, this would be the exception and information will not be withheld or 
redacted merely because of a personal preference.  
 
Management of interests – general  
 
If an interest is declared but there is no risk of a conflict arising then no action is warranted. However, if a 
material interest is declared then the general management actions that could be applied include:  

• restricting staff involvement in associated discussions and excluding them from decision making 
• removing staff from the whole decision making process 
• removing staff responsibility for an entire area of work 
• removing staff from their role altogether if they are unable to operate effectively in it because the 

conflict is so significant. 
 
Each case will be different and context-specific, and The Real Apprenticeship Company will always clarify the 
circumstances and issues with the individuals involved. Staff should maintain a written audit trail of 
information considered and actions taken.   
 
Staff who declare material interests should make their line manager or the person(s) they are working to 
aware of their existence. 
 
Gifts 

• Staff should not accept gifts that may affect, or be seen to affect, their professional judgement. 
 

Gifts from suppliers or contractors: 
 

• Gifts from suppliers or contractors doing business (or likely to do business) with the organisation 
should be declined, whatever their value. 

• Low cost branded promotional aids such as pens or post-it notes may, however, be accepted where 
they are under the value of £6 in total and need not be declared. 

 
Gifts from other sources (e.g. service users): 
 

• Gifts of cash and vouchers to individuals should always be declined. 
• Staff should not ask for any gifts. 
• Gifts valued at over £50 should be treated with caution and only be accepted on behalf of The Real 

Apprenticeship Company and should be declared by staff. 
• Modest gifts accepted under a value of £50 do not need to be declared. 
• A common sense approach should be applied to the valuing of gifts (using an actual amount, if known, 

or an estimate that a reasonable person would make as to its value). 
• Multiple gifts from the same source over a 12 month period should be treated in the same way as 

single gifts over £50 where the cumulative value exceeds £50. 
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What should be declared? 
 

• Staff name and their role with the organisation. 
• A description of the nature and value of the gift, including its source. 
• Date of receipt. 
• Any other relevant information (e.g. circumstances surrounding the gift, action taken to mitigate 

against a conflict, details of any approvals given to depart from the terms of this policy). 
 
Hospitality 
 

• Staff should not ask for or accept hospitality that may affect, or be seen to affect, their professional 
judgement. 

• Hospitality must only be accepted when there is a legitimate business reason and it is proportionate to 
the nature and purpose of the event. 

• Particular caution should be exercised when hospitality is offered by actual or potential suppliers or 
contractors.  This can be accepted, and must be declared, if modest and reasonable.  Senior approval 
must be obtained. 

 
Meals and refreshments: 
 

• Under a value of £25 - may be accepted and need not be declared. 
• Of a value between £25 and £75 - may be accepted and must be declared. 
• Over a value of £75 - should be refused unless (in exceptional circumstances) senior approval is given. 

A clear reason should be recorded on The Real Apprenticeship Company’s register of interest as to 
why it was permissible to accept. 

• A common sense approach should be applied to the valuing of meals and refreshments (using an 
actual amount, if known, or a reasonable estimate). 

 
Travel and accommodation: 
 

• Modest offers to pay some or all of the travel and accommodation costs related to attendance at 
events may be accepted and must be declared. 

• Offers which go beyond modest, or are of a type that the organisation itself might not usually offer, 
need approval by senior staff, should only be accepted in exceptional circumstances, and must be 
declared. A clear reason should be recorded on The Real Apprenticeship Company’s register of interest 
as to why it was permissible to accept travel and accommodation of this type.  A non-exhaustive list of 
examples includes: 

ü offers of business class or first class travel and accommodation (including domestic travel) 
ü offers of foreign travel and accommodation. 

 
What should be declared? 
 

• Staff name and their role with The Real Apprenticeship Company. 
• The nature and value of the hospitality including the circumstances. 
• Date of receipt. 
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• Any other relevant information (e.g. action taken to mitigate against a conflict, details of any approvals 
given to depart from the terms of this process). 

 
 
Outside Employment 
 

• Staff should declare any existing outside employment on appointment and any new outside 
employment when it arises. 

• Where a risk of conflict of interest arises, the general management actions outlined in this policy 
should be considered and applied to mitigate risks. 

• Where contracts of employment or terms and conditions of engagement permit, staff may be required 
to seek prior approval from the organisation to engage in outside employment. 

 
The organisation may also have legitimate reasons within employment law for knowing about outside 
employment of staff, even when this does not give rise to risk of a conflict.  
 
What should be declared? 
 

• Staff name and their role with the organisation. 
• The nature of the outside employment (e.g. who it is with, a description of duties, time commitment). 
• Relevant dates. 
• Other relevant information (e.g. action taken to mitigate against a conflict, details of any approvals 

given to depart from the terms of this policy). 
 

Shareholdings and other ownership issues 
 
• Staff should declare, as a minimum, any shareholdings and other ownership interests in any publicly listed, 

private or not-for-profit company, business, partnership or consultancy which is doing, or might be 
reasonably expected to do, business with the organisation. 

• Where shareholdings or other ownership interests are declared and give rise to risk of conflicts of interest 
then the general management actions outlined in this policy should be considered and applied to mitigate 
risks. 

• There is no need to declare shares or securities held in collective investment or pension funds or units of 
authorised unit trusts.  

 
What should be declared? 
 

• Staff name and their role with the organisation. 
• Nature of the shareholdings/other ownership interest. 
• Relevant dates. 
• Other relevant information (e.g. action taken to mitigate against a conflict, details of any approvals 

given to depart from the terms of this process). 
 
Patents 
 
• Staff should declare patents and other intellectual property rights they hold (either individually, or by 

virtue of their association with a commercial or other organisation), including where applications to 
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protect have started or are ongoing, which are, or might be reasonably expected to be, related to items to 
be procured or used by the organisation. 

• Staff should seek prior permission from the organisation before entering into any agreement with bodies 
regarding product development, research, etc, where this impacts on The Real Apprenticeship Company 
Limited’s own time, or uses its equipment, resources or intellectual property. 

• Where holding of patents and other intellectual property rights give rise to a conflict of interest then the 
general management actions outlined in this policy should be considered and applied to mitigate risks. 

 
What should be declared? 
 

• Staff name and their role with the organisation. 
• A description of the patent. 
• Relevant dates. 
• Other relevant information (e.g. action taken to mitigate against a conflict, details of any approvals 

given to depart from the terms of this process) 
 
Loyalty interests 
 
Loyalty interests should be declared by staff involved in decision making where they: 

• Hold a position of authority in another assessment organisation or commercial, charity, voluntary, 
professional, statutory or other body which could be seen to influence decisions they take in their The 
Real Apprenticeship Company role. 

• Sit on advisory groups or other paid or unpaid decision making forums that can influence how an 
organisation spends taxpayers’ money. 

• Are, or could be, involved in the recruitment or management of close family members and relatives, 
close friends and associates, and business partners. 

• Are aware that their organisation does business with an organisation in which close family members 
and relatives, close friends and associates, and business partners have decision making 
responsibilities. 

 
What should be declared? 
 

• Staff name and their role with the organisation. 
• Nature of the loyalty interest. 
• Relevant dates. 
• Other relevant information (e.g. action taken to mitigate against a conflict, details of any approvals 

given to depart from the terms of this process). 
 
 
Sponsored events 
 

• Sponsorship of events by appropriate external bodies will only be approved if a reasonable person 
would conclude that the event will result in clear benefit to the organisation and The Real 
Apprenticeship Company. 

• During dealings with sponsors there must be no breach of confidentiality or data protection rules and 
legislation. 
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• No information should be supplied to the sponsor from whom they could gain a commercial 
advantage, and information which is not in the public domain should not normally be supplied. 

• At the organisation’s discretion, sponsors or their representatives may attend or take part in the event 
but they should not have a dominant influence over the content or the main purpose of the event. 

• The involvement of a sponsor in an event should always be clearly identified. 
• Staff within the organisation involved in securing sponsorship of events should make it clear that 

sponsorship does not equate to endorsement of a company or its products and this should be made 
visibly clear on any promotional or other materials relating to the event. 

• Staff arranging sponsored events must declare this to the organisation. 
 

What should be declared? 
 

• The organisation will maintain records regarding sponsored events in line with the above principles 
and rules. 

 
Management of interests – advice in specific contexts 
Strategic decision making groups 
 
The Real Apprenticeship Company Limited uses a variety of different groups to make key strategic decisions 
about things such as:  
 

• Entering into (or renewing) large scale contracts.  
• Making procurement decisions. 
• Selection of, equipment, and devices. 

  
The interests of those who are involved in these groups should be well known so that they can be managed 
effectively. These groups are:  
 

• The Real Apprenticeship Company End Point Assessment Governing Board  
• Executive Team 
• Assessment Quality Panel 

 
These groups should adopt the following principles: 
 

• Chairs should consider any known interests of members in advance and begin each meeting by asking 
for declaration of relevant material interests. 

• Members should take personal responsibility for declaring material interests at the beginning of each 
meeting and as they arise. 

• Any new interests identified should be added to The Real Apprenticeship Company’s register. 
• The acting chair (or other non-conflicted member) should chair all or part of the meeting if the chair 

has an interest that may prejudice their judgement. 
 
If a member has an actual or potential interest the chair should consider the following approaches and ensure 
that the reason for the chosen action is documented in minutes or records: 
 

• Requiring the member to not attend the meeting. 
• Excluding the member from receiving meeting papers relating to their interest. 
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• Excluding the member from all or part of the relevant discussion and decision.  
• Noting the nature and extent of the interest but judging it appropriate to allow the member to remain 

and participate. 
• Removing the member from the group or process altogether. 

 
The default response should not always be to exclude members with interests, as this may have a detrimental 
effect on the quality of the decision being made.  Good judgement is required to ensure proportionate 
management of risk.   
 
Procurement 
Procurement should be managed in an open and transparent manner, compliant with procurement and other 
relevant law, to ensure there is no discrimination against or in favour of any provider. Procurement processes 
should be conducted in a manner that does not constitute anti-competitive behaviour which is not in the 
interest of the users of our service. 
 
Those involved in procurement exercises for and on behalf of The Real Apprenticeship Company should keep 
records that show a clear audit trail of how conflicts of interest have been identified and managed as part of 
procurement processes.  At every stage of procurement steps should be taken to identify and manage conflicts 
of interest to ensure and to protect the integrity of the process. 
 
Dealing with breaches 
There will be situations when interests will not be identified, declared or managed appropriately and 
effectively. This may happen innocently, accidentally, or because of the deliberate actions of staff or other 
organisations. For the purposes of this policy these situations are referred to as ‘breaches’. 
 
Identifying and reporting breaches 
Staff who are aware about actual breaches of this policy, or who are concerned that there has been, or may 
be, a breach, should report these concerns to the Head of Regulation and Compliance. 
 
To ensure that interests are effectively managed staff are encouraged to speak up about actual or suspected 
breaches.  Every individual has a responsibility to do this.  For further information about how concerns should 
be raised is contained in the Whistleblowing Policy. 
 
The Head of Regulation and Compliance will investigate each reported breach according to its own specific 
facts and merits and give relevant parties the opportunity to explain and clarify any relevant circumstances. 
 
Following investigation, the Head of Regulation and Compliance will: 
• Decide if there has been or is potential for a breach and if so the what severity of the breach is. 
• Assess whether further action is required in response – this is likely to involve any staff member involved 

and their line manager, as a minimum. 
• Consider who else inside and outside the organisation should be made aware. 
• Take appropriate action as set out in the next section. 
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Taking action in response to breaches 
Action taken in response to breaches of this policy will be in accordance with the disciplinary procedures of 
The Real Apprenticeship Company Limited and could involve organisational leads for staff support members of 
the management or executive teams and The Real Apprenticeship Company’s external auditors.  
 
Breaches could require action in one or more of the following ways: 
 

• Clarification or strengthening of existing policy, process and procedures. 
• Consideration as to whether HR/employment law/contractual action should be taken against staff or 

others. 
• Consideration being given to escalation to external parties. This might include referral of matters to 

external auditors and/or regulatory bodies.  
 
Inappropriate or ineffective management of interests can have serious implications for The Real 
Apprenticeship Company and staff.  There will be occasions where it is necessary to consider the imposition of 
sanctions for breaches.   
 
Sanctions should not be considered until the circumstances surrounding breaches have been properly 
investigated.  However, if such investigations establish wrong-doing or fault then The Real Apprenticeship 
Company can and will consider the range of possible sanctions that are available, in a manner which is 
proportionate to the breach.  This includes: 
 
• Employment law action against staff, which might include: 

ü Informal action (such as reprimand or signposting to training and/or guidance). 
ü Formal disciplinary action (such as formal warning, the requirement for additional training, re-

arrangement of duties, re-deployment, demotion, or dismissal). 
• Reporting incidents to the external parties described above for them to consider what further 

investigations or sanctions might be. 
• Contractual action, such as exercise of remedies or sanctions against the body or staff which caused the 

breach. 
• Legal action, such as investigation and prosecution under fraud, bribery and corruption legislation. 
 
 
Learning and transparency concerning breaches 
Reports on breaches, the impact of these, and action taken will be considered by the relevant Governing Board 
at least every six months. 
 
To ensure that lessons are learnt and management of interests can continually improve, anonymised 
information on breaches, the impact of these, and action taken will be prepared and published on the staff 
portal as appropriate, or made available for inspection by the public upon request.  
 
Review 
This policy will be reviewed in 12 months time unless an earlier review is required. This will be led by the Head 
of Regulation and Compliance. 
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Appendix 1 
 
Conflict of Interest Register 
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Appendix 2 
 
The Real Apprenticeship Company Conflict of Interest Declaration  

  
Actual, potential or perceived conflicts of interest could arise from any of the following (the list is not 
exhaustive – please indicate any possible interest that you may have:  

• Appointment to the governing board, committee, panel, etc. of The Real Apprenticeship Company  
• Membership of a professional body with an interest in the development, delivery or award of 

qualifications  
• Contractual relationship with the End Point Assessment Organisation, e.g. consultants  
• Personal or professional relationship with a candidate who is undertaking a The Real Apprenticeship 

Company qualification.   
  
Please complete either (a) or (b) below:  
  

(a) I confirm that I am not currently involved, nor have I been previously involved, in any activity in 
relation to the development, delivery or awarding of The Real Apprenticeship Company qualifications 
that could be perceived as a conflict of interest.    

  
If circumstances change and I do have a declarable interest I understand it is my responsibility to 
inform The Real Apprenticeship Company immediately.  
  

  
Signed: .....................................................................            Date: ............................................  
  
  

(b) I do have an interest to declare as set out below. I agree to notify The Real Apprenticeship Company 
of any changes to the interest declared below.  
  
.................................................................................................................................................  
................................................................................................................................................. 
.................................................................................................................................................  
  
The above interest is a potential conflict because:  
  
..................................................................................................................................................  
.................................................................................................................................................. 
..................................................................................................................................................  
  

  
Signed: ...................................................................              Date: .............................................  
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Please sign, scan and return the completed form to the Head of Regulation and Compliance by email at 
abirch@thereal.company 
 
 
 
Appendix 3 

The Remit of the Assessment Quality Panel 

The Assessment Quality Panel is responsible for the overall quality of the end point assessments. Quality starts 
with fitness for purpose and that means matching the design of the assessment to the requirements of the 
apprenticeship standard. The Assessment Quality Panel remit mandates that the membership of the Panel is 
representative of stakeholders including industry, community, internal quality assurers, and independent 
assessors. The Assessment Quality Panel delegates to the Head of Regulation of Compliance the monitoring of 
the quality of assessments to ensure they are valid, realistic, authentic and independent. The Assessment 
Quality Panel gives a high priority to ensuring that its Head of Regulation and Compliance establishes 
appropriate relationships with Open Awards as the recognised External Quality Assurer of the quality of end 
point assessment, the Institute of Apprenticeships and the Education and Skills Funding Agency or their 
successors.  

The Head of Regulation and Compliance is responsible for independently checking the work of the Assessors 
and Internal Quality Assurers and reporting back to the Assessment Quality Panel with reference to the overall 
quality of procedures and any associated risk in assessment methods including conflicts of interest and 
malpractice. 

The Finance and Commercial Manager is responsible for the quality of financial monitoring reporting directly 
to The Real Apprenticeship Company  End Point Assessment Governing Body, making returns to the regulators 
and other stakeholder agencies, gathering relevant information to inform quality assurance such as enquiries 
and appeals.  

Internal Quality Assurers are responsible for quality assurance across their occupational area for end point 
assessment, they are accountable to Head of Regulation and Compliance  

Assessors are responsible for the quality of the assessments they make and they are accountable for this to 
the Internal Quality Assurers. 

Procedure to ensure on-going compliance 

• Annual review of systems and procedures to ensure they are compliant with apprenticeship standards. 
This will involve: 

Ø The Head of Regulation and Compliance reviewing management systems and procedures including 
equality and diversity, conflict of interest and malpractice against the current External Quality 
Assurance Regulatory Arrangements.  
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Ø The Head of Regulation and Compliance reviewing systems and procedures for awarding end point 
assessment against the current External Quality Assurance Regulatory Arrangements. 

Ø Internal Quality Assurer reviewing systems and procedures for design of end point assessments 
against the current External Quality Assurance Regulatory Arrangements. 

Each of these will report to the Head of Regulation & Compliance who will identify actions based on the 
evidence provided. Actions and recommendations will be presented to the Assessment Quality Panel. The 
Assessment Quality Panel will accept or reject the recommendations. If the recommendations are rejected, 
the Head of Regulation and Compliance will make such revisions as are necessary to satisfy the Assessment 
Quality Panel. 

These policies and procedures will be reviewed annually against the current guidelines for the External Quality 
Assurance of End Point Assessments and amendments, improvements and updates implemented as required. 
The Head of Regulation and Compliance’s report to the Assessment Quality Panel will highlight any areas for 
concern in relation to the End Point Assessment Regulatory Arrangements and recommended actions will be 
taken. 

 
 


