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[bookmark: _Toc162248380][bookmark: _Toc322747238][bookmark: _Toc219810695]1. Assessment overview
The City & Guilds Level 3 Award, Certificate, Diploma and Extended Diploma in Leadership and Management Skills qualifications will be assessed through a portfolio of evidence. The portfolio will be internally assessed and subject to external quality assurance. 
Units must be assessed through a portfolio of evidence, which demonstrates that the learner has met all Learning Outcomes (LOs) and Assessment Criteria (ACs).      
The portfolio should reflect the learner’s ability to understand, apply, and review structured problem-solving approaches in a business or organisational context.     
All evidence must be:     
· clearly labelled and mapped to the relevant ACs
· the learner’s own work, authenticated by the assessor.     
 
 

[bookmark: _Toc1675839104][bookmark: _Toc219810696]2. Portfolio evidence (Assessor guidance)
[bookmark: _Toc139293474][bookmark: _Toc139982635][bookmark: _Toc178673358]Overview
A portfolio of evidence will typically include several pieces of evidence – it must contain sufficient evidence to fully demonstrate the LOs and ACs for each unit within the qualification. 
The evidence provided must be valid and attributable to the candidate; the portfolio of evidence must contain a declaration of authenticity completed by both candidate and assessor to attest to this (see Section 6).  

Conditions for the portfolio
The qualification is primarily for candidates who are in work and therefore it is expected that most of the evidence within the portfolio will be generated from naturally occurring activities and tasks. 
Assessors should support candidates to understand how to build and maintain their portfolio. This may include supporting the candidate to verify the requirements of the unit and what needs to be evidenced. The assessor should support the candidate to identify where and when their daily work activities or duties will present opportunity for gathering evidence against specific units or ACs. It may be helpful to consider a timetable of evidence generation for the course of the qualification – taking into account the delivery of the units and allowing for holistic evidence generation across units where possible.  
If it is not possible to generate naturally within the work environment, assessors should consult the guidance for each unit for support on the types of activities that will generate the most valid evidence for the unit/outcome (see also ‘Guidance on Typical Evidence’ on page 7) and should support candidates to access such evidence gathering opportunities. This may include setting structured tasks or activities to enable candidates to generate evidence. 
Through the setting of any tasks or activities, the assessor should ensure that any necessary controls are in place to ensure that the evidence generated is valid, current and authentic. This may include for instance, whether supervision is necessary, or limiting/restricting access to the Internet or other resources. The assessor will be required to sign a declaration that all work was conducted under conditions designed to assure the authenticity of the candidate’s work (see also the ‘Authenticity of evidence’ section page 11). 
Candidates are encouraged to collate the evidence and be responsible for building their individual portfolio. This motivates and engages the candidate to be active in their own learning journey – understanding what needs to happen and seeing the progress made. 



Evidence selection 
Centres should ensure that the evidence selected is sufficient – meeting the full requirements of the unit content (learning outcome/assessment criteria/range as appropriate) and meeting any evidence requirements that may be specified. When supporting candidates to develop and select appropriate evidence for the portfolio, the centre should consider where and how evidence may be generated or mapped holistically to cover multiple ACs, LOs or units. 
The focus of the portfolio should be on generating evidence of sufficient quality, rather than any focus on quantity of evidence. A portfolio of evidence should contain sufficient evidence of the candidate meeting the requirements of the units to the standard required. It does not need to contain multiple pieces of evidence that demonstrate or replicates the same competency standard or requirement. The most effective evidence is often produced toward the end of the period of study, when the candidate is best positioned to fully demonstrate their knowledge and skills. Although RPL policy may circumvent this.
Portfolio evidence will be sampled through external quality assurance, so it is important that the evidence is sufficiently clear to an external quality assurer as to how the evidence meets the standard of the qualification content. This means that portfolio evidence should be supported (where necessary) with appropriate assessor commentary or evidence of how the standard has been met – for example, through the detailed and qualitative notes taken during a practical observation that identify how the standard was observed or through the capture of additional evidence (such as photographs) that demonstrate the required standard. 
Choosing which units to combine
Where appropriate, centres are encouraged to direct candidates to integrate evidence. However, only some combinations of units are appropriate because integration needs to be more than merely ‘bolting together’ units. To be suitable, some kind of relationship between units is necessary in order to give a logically ‘joined up’ experience for the candidate. There are three sound rationales for integration:
· Logical sequencing – Some units naturally follow one another, allowing candidates to build on prior knowledge and skills. 
· Content overlap – Several units share common themes or tools (eg, SWOT analyses, SMART objectives), which can be assessed once rather than repeatedly, reducing duplication. 
· Inter-unit linkage – In some cases, a single activity (eg, presenting a completed project) can meet criteria across multiple units, offering a practical and efficient assessment opportunity. It is essential that all ACs from each unit are addressed exactly as specified. However, a single piece of work may satisfy multiple criteria across units, helping to streamline the assessment process. For example, the units ‘Understanding quality management in the workplace,’ ‘Solving problems and making decisions,’ and ‘Planning change in the workplace’ can be effectively integrated in this way.


Guidance on typical evidence 
Within select units, guidance is included, in the unit guidance section, on the typical and recommended evidence that is considered best able to demonstrate the requirements of the unit content. This recommended guidance and evidence intends to promote the most effective, valid and efficient ways to evidence the unit content. It also helps to support the standardisation of evidence across large cohorts of candidates. However, the evidence and guidance highlighted is a recommendation only – where needed (for example, where the recommended guidance cannot be met based on access arrangement or to support the local environment/context), then alternative types of evidence can be provided, assuming that they validly evidence the unit content. 
In relation to access arrangements - approval is required before a scribe can be used to support any assessment evidence for the portfolio, however, there may be alternatives to access arrangements that can be used. If a candidate has difficulty writing, the centre should investigate different forms of evidence that can be used, for example video evidence or a professional discussion may be used as evidence in the portfolio. 

Types of evidence 
The following types of evidence may be considered for compiling portfolio evidence. 
Work Products: These are non-confidential records made, or contributed to, by the candidate, eg team development plans, meeting agendas/minutes. They can be any relevant products of candidate’s own work, or to which they have made a significant contribution, which demonstrate use and application within their practice.
Expert Witness Testimony: Expert witnesses may observe candidate work and provide testimony for competence-based units which will have parity with assessor observation for all competence-based units across the qualification. If an assessor is unable to observe their candidate they will identify an expert witness in the workplace, who will provide testimony of the candidates work-based performance. An expert witness must:
· have a working knowledge of the units for which they are providing expert testimony
· be occupationally competent in the area for which they are providing expert testimony
· have either any qualification in assessment of workplace performance or a work role which involves evaluating the everyday practice of staff.
Assessor observation - May be used as it is an effective approach to support the assessment of skills-based LOs. If practical assessor observation is used, then the assessor must ensure the safeguarding of individuals and candidates remain paramount, and confidentiality and data protection are always followed. An observation record form is provided (Appendix 1). 
Witness Testimonies: These should be from people who are in a position to provide evidence of candidate competence. Where testimony is sought from individuals who are stakeholders, care should be taken to ensure the purpose of the testimony is understood and no pressure is felt to provide it.



Confidential Records: These may be used as evidence but must not be placed in the candidate’s portfolio. They must remain in their usual location and be referred to in the assessor records in the candidate’s portfolio eg copies of risk assessments the candidate has contributed to.

Questioning: Questions may be oral or written. In each case the question and the candidate’s answer will need to be recorded eg What are your workplace procedures for dealing with risks which you are not able to handle yourself? Questions are asked by assessors and answered by candidates to supplement evidence generated by observations and any other evidence type used. Assessors may be able to infer some knowledge and understanding from observing a candidate’s practice. They may ask questions to confirm understanding and/or cover any outstanding areas. 

Professional Discussion: This should be in the form of a structured review of the candidate’s practice with the outcomes captured by means of audio/digital recording or a written summary. These are particularly useful to provide evidence that the candidate knows and understands principles which support practice; policies, procedures and legislation, and that the candidate can critically evaluate their application eg Describe your responsibilities for health and safety in your workplace. It is highly recommended that Professional Discussion is used throughout the qualification as it will support authentication of other evidence and help prepare the candidate for their end point assessment.

Original Certificates: Certificates of training and records of attendance must be authentic, current and valid. The candidate’s assessor will also want to check the content of such training so that this can be matched to the standards and check that the candidate has retained and can apply learning to practice eg CPR/AED. It is advised that copies of certificates be used, and centres should authenticate the originals. Certificates can be used as supporting evidence but will not be taken as a replacement for evidence derived by the assessor eg simulation.

Projects/Assignments: These methods are most appropriately used to cover any outstanding areas in the knowledge requirement of the candidate’s qualification and occasionally because an event happens rarely or may be difficult to observe. Candidates may have already completed a relevant project or assignment which can be mapped to the relevant standards and therefore provide evidence. Evidence from previous training courses and/or learning programmes which they have completed, and which demonstrate their professional development may also be used following the agreed Recognition of Prior Learning process.

Reflective Accounts/Logs/Journals: These accounts describe a candidate’s actions in particular situations and/or reflect on the reasons for practising in the ways selected. The candidate may be able to use a reflective account/journal to provide some of the performance evidence for a unit eg an account of an occasion when you reported on a high-risk hazard. Reflective accounts/journals also provide evidence that the candidate can evaluate their knowledge and practice across the activities embedded in this qualification. Candidate reflective accounts/journals may also be used to authenticate or build on other forms of evidence, such as Expert Witness Testimony.

Case Studies: These must be based on real work practice and experiences and will need to be authenticated by an assessor if used as evidence of competent performance. Theoretical or simulated exercises would only be admissible as evidence of knowledge and understanding.

NB Confidential records must not be included in candidates’ portfolios but must be referred to in the assessment records. 

Feedback and additional evidence 
The assessor can support the candidate during the assessment period to understand the requirements of the Portfolio or of any activity/task set to support evidence collation but should not provide any direct feedback on the quality of work that has been produced.
Following review and assessment of the Portfolio, the candidate should be advised of any ACs that have not been met. Feedback to the candidate should focus on confirming where any ACs have not been met, not of the quality of the work produced or suggesting any remedial actions. 
The candidate is able to provide additional evidence or undertake further work to meet any assessment criteria that have not been met. There is no limit to the number of times that a candidate can submit additional evidence in order to meet the ACs.
Where evidence has not been met due to an apparent gap in knowledge or skills, the remedial teaching and/or training should be provided to support the candidate’s development. In such situations, the centre should provide training aligned to the LOs not evidenced.

Supplementary templates 
Within this pack the following has been provided:
· Personal and Professional Development Plan (PDP) template (Appendix 2)
· Self-reflection log template (Appendix 3)
· SWOT (Strengths, Weaknesses, Opportunities, Threats) template (Appendix 4).

Candidates are permitted to use these templates to support the creation of evidence, although it is not mandatory to do so. Candidates may use their own or centre-developed resources/templates. 


Authenticity of evidence
The evidence provided must be valid and attributable to the candidate; the portfolio of evidence must contain a declaration of authenticity completed by both candidate and assessor to attest to this (see Section 6). Centres and candidates should be aware of City & Guilds guidance on both plagiarism and the use of Artificial intelligence as indicated here. 
Plagiarism   
Plagiarism is the failure to acknowledge sources properly and/or the submission of another person’s work as if it were the candidates own. Plagiarism is not allowed in this assessment. This is an assessment of a candidate’s abilities, so the work submitted must be their own and carried out under the conditions stated. The candidate will be asked to sign a declaration to confirm that the work of the candidate is authentically their own.   
Use of Artificial Intelligence (AI)   
Candidates should be reminded that the purpose of evidence generated for the portfolio is to reflect their own abilities at responding to and generating evidence against the ACs. AI misuse constitutes malpractice which may result in malpractice sanctions for the candidate involved. Centres should ensure candidates are aware of the guidance on the use/misuse of AI. 
What is permitted  
AI may be used by a candidate as a source where use of the Internet is allowed for a research task or where production of evidence is allowed outside of controlled/supervised conditions. The candidate must be able to demonstrate that the work is their own. Where candidates use AI, they must acknowledge its use and show clearly how they have used it. How candidates have decided to use it could impact on the overall grade they are allocated.  
What is not permitted  
AI misuse is where a candidate uses an AI tool in an assessment or fails to appropriately reference it in an assessment where internet use is permitted. Examples include the following:   
· Copying sections of AI-generated content so that the work is no longer the candidate’s own will be treated as plagiarism.  
· Copying whole responses of AI-generated content will be treated as plagiarism.  
· Any use of AI which means students have not independently demonstrated their own attainment is likely to be considered malpractice.  
· Failing to reference use of AI tools when they have been used as a source of information.  
· Incomplete or poor referencing of AI tools.  
· Submitting work with intentionally incomplete or misleading references or bibliographies.    

AI misuse constitutes malpractice as defined in the JCQ Suspected Malpractice: Policies and Procedures (https://www.jcq.org.uk/exams-office/malpractice/).    
We encourage providers to read and reference this guidance. The malpractice sanctions available for the offences of ‘making a false declaration of authenticity’ and ‘plagiarism’ include disqualification.  
Furthermore, providers should be aware of City & Guilds Position statement on AI. 

[bookmark: _Toc162248381]

[bookmark: _Toc1285725898][bookmark: _Toc219810697]3. Recording evidence 
Candidates and centres may decide to use a paper-based or electronic method to record evidence.
City & Guilds endorses several ePortfolio systems, including our own, Learning Assistant, an easy-to-use and secure online tool to support and evidence candidates’ progress towards achieving qualifications. Further details are available at www.cityandguilds.com/eportfolios.
City & Guilds has developed a set of evidence matrices to support centres to capture the required level of evidence. 
· As a minimum, City & Guilds will require completion of the High-level evidence matrix (see Section 4) this should detail:
· clearly how each unit has been evidenced within the portfolio
· that the evidence has been checked and confirmed as meeting the standard by an assessor
· that the portfolio has undergone appropriate internal quality assurance within the centre. 

This high-level evidence matrix should be retained within the centre and made available with the portfolio evidence as requested as part of City & Guilds external quality assurance sampling. 
In addition, City & Guilds have produced a centre evidence matrix (See Section 5) that centres may use.
Although new centres are expected to use these forms as they are, centres may devise or customise alternative forms, which must be approved for use by the external quality assurers, before they are used by candidates and assessors at the centre. Amendable (MS Word) versions of the forms are available on the City & Guilds website. 
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[bookmark: _Toc1712929013][bookmark: _Toc219810698]4. High-level evidence matrix
This evidence matrix should record how each unit has been evidenced within the portfolio of evidence. Note, the same evidence may be referenced to multiple units where a holistic approach to assessment has been taken – however, each piece of evidence should clearly show the units/learning outcomes/assessment criteria that it has been mapped to, and how the standard has been demonstrated. 
	Qualification
	
	

	Candidate name/number
	
	
	

	
	Provider evidence
	External use only  

	Unit
	Actual evidence type(s)
	Actual evidence reference(s)
	Learning outcomes/Assessment criteria mapped
	Assessor review date
	Assessor comments 
	IQA review date
	IQA comments
	EQA sampling date
	EQA comments

	301
	Practical observation record 
	600102-201-PO1 
	301 LO1 (1.1-1.5)
302 LO2 (2.1-2.3)
	01/01/2026
	
	01/02/2026
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



	Assessor name, date and signature
	
	
	

	IQA name, date and signature
	
	
	

	EQA name, date and signature 
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[bookmark: _Toc219810699]5. Centre evidence matrix
The following evidence matrix has been developed to support providers to capture evidence for the units within the City & Guilds Level 3 in Leadership and Management skills qualifications.
	Unit
	

	Evidence requirements
· 

	
	Provider evidence

	Learning outcome
	Assessment criteria 
	Evidence requirements
	Actual evidence type(s)
	Actual evidence reference(s)
	Criteria met/not met
	Resubmission (where necessary) – evidence reference 
	Criteria met/not met on resubmission

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	







	
	
	






	
	
	



[bookmark: _Toc1329618181][bookmark: _Toc219810700]6. Declaration of authenticity 
	[bookmark: _Toc179285548][bookmark: _Toc178142899][bookmark: _Toc209791275][bookmark: _Toc209791414][bookmark: _Toc209792250][image: ]Candidate name
	Candidate number

	 Centre name
	Centre number

	
	


		
Candidate:

I confirm that all work submitted is my own, and that I have acknowledged all sources I have used.

	Candidate signature

	Date 


Assessor

I confirm that all work was conducted under conditions designed to assure the authenticity of the candidate’s work, and am satisfied that, to the best of my knowledge, the work produced is solely that of the candidate.


	Assessor signature
	Date 


Note:
Where the candidate and/or assessor is unable to or does not confirm authenticity through signing this declaration form, the work will not be accepted. If any question of authenticity arises, the assessor may be contacted for justification of authentication. 


[bookmark: _Toc1216017471][bookmark: _Toc219810701]7. Assessor observation record form 
	Unit(s)
Learning outcome(s)
	Qualification number 

	 
	 

	Candidate name 
	Candidate number 

	 
	 

	Centre name 
	 

	 
	 


Complete the tables below referring to the relevant assessment criteria within the unit(s), found in the qualification handbook.   
	Assessor observation 
	Notes – capture notes which identify how the evidence meets the requirements of the assessment criteria. Also capture any other information relevant to the assessment of the unit(s) eg any support/feedback/warnings provided. 

	 




	 


  
	Assessor signature 
	Date  
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[bookmark: _Toc888977819][bookmark: _Toc219810702]8. Personal and Professional Development Plan (PPDP) template 
	Personal and Professional Development Plan

	Candidate name:
	Organisation:

	Position:
	Department:

	PPDP creation date: Click or tap to enter a date.
	PPDP agreed and created with:

	Candidate signature:
	Signed (created with):

	
	Planned PPDP review date: Click or tap to enter a date.

	Job Skills and Knowledge

	Skills and Knowledge to be developed
	Activity/opportunity to achieve this:
Who will assist with this?
How will this be done?
	Target date for completion:
	How will this be reviewed?
How will the impact be measured?
	Review of progress towards PPDP targets and new targets to be recorded on next PPDP.

	Knowledge of Organisation (eg products and services, systems, structure)

	
	
	
	
	Review date: Click or tap to enter a date.

	
	
	
	
	Review date: Click or tap to enter a date.

	
	
	
	
	Review date: Click or tap to enter a date.

	
	
	
	
	Review date: Click or tap to enter a date.

	Interpersonal Skills and Attributes (eg communication, organisational skills, dealing with conflict)

	Skills and Knowledge to be developed
	Activity/opportunity to achieve this:
Who will assist with this?
How will this be done?
	Target date for completion:
	How will this be reviewed?
How will the impact be measured?
	Review of progress towards PPDP targets and new targets to be recorded on next PPDP.

	
	
	
	
	Review date: Click or tap to enter a date.

	
	
	
	
	Review date: Click or tap to enter a date.

	
	
	
	
	Review date: Click or tap to enter a date.




	Progress Review Comments:

	









	Manager Comments:

	






	Review date: Click or tap to enter a date.
	Reviewer name: 

	Signature
	Signed (reviewed with): 



[bookmark: _Toc278805886][bookmark: _Toc219810703]
9. Self-reflection log template
	Self-reflection log

	Candidate name:
	Organisation:

	Position:
	Department:

	Self-reflection log creation date: Click or tap to enter a date.
	Candidate signature:



	Activity date and duration
	Activity summary

	Method and application
What did you learn and how did you learn it?
	Application and method 
How will you apply this learning to your role? What impact will this have on your team/organisation?
	Development and actions
What further development do you need? Actions to take

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	STRENGTHS
What are the strengths?  e.g. skills, knowledge, knowledge of customer base, use of systems, flexibility, motivation.

	WEAKNESSES
What are the weaknesses? e.g. technology, time management, numeracy, literacy, confidence.


	OPPORTUNITIES
What are the current and future opportunities? e.g. winning new contracts, demand for low-cost products, range of services, promotion, secondments and training.

	THREATS
What are the current and future threats? E.g. economic climate, change of government, customers and business partners struggling to survive, redundancy.



[bookmark: _Toc219810704]10. SWOT template 


	Feedback sought from
	Positive feedback (what am I doing well) 
	Constructive feedback (what can I improve on and add to my PDP)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





[bookmark: _Toc219810705]Appendix 1	Integrated evidence exemplar 
The purpose of this document is to show centres an example of how it is possible to identify where there may be opportunities for holistic assessment to take place between units.
The term ‘holistic’ in this context means: An assessment activity that covers some or all the Assessment Criteria requirements in more than one unit. 
	Unit 
	Assessment Criteria 
	Unit
	Assessment Criteria
	Unit
	Assessment Criteria
	Suggested holistic work-based tasks

	  301
	2.3, 2.3

	302
	2.1, 2.2,

	
	
	Participate in a 360-degree feedback process where peers, subordinates, and managers provide insights on interpersonal skills and emotional responses.

	
	2.4, 3.2, 3.3
	
	2.3, 2.4, 3.1, 3.2, 3.3, 3.4
	
	
	Create and regularly update a comprehensive Personal Development Plan that demonstrates leadership qualities and provides evidence of review and progress.

	
	1.1, 1.2, 1.3, 2.1, 2.2, 3.1
	
	1.1, 1.2, 1.3, 1.4, 1.5, 1.6
	312
	2.1, 2.2, 2.3,
	Create and present a presentation to help new leaders understand different leadership styles, develop practical leadership skills, and manage both personal and professional development.

	
	
	
	
	313
	3.1, 3.2, 3.3, 3.4
	

	  303
	3.1, 3.2, 3.3, 3.4
	313
	2.1, 2.2, 2.3, 2.4, 2.5
	315
	2.1, 2.2, 2.3, 2.4
3.1, 3.2, 3.3, 3.4
	Plan and lead two colleague performance meetings to review past achievements, set future goals, discuss development needs, and create actionable plans. Then document and record the agreed-upon outcomes for both team members.

	304
	3.2, 3.2, 3.3, 3.4
	314
	1.1, 1.2, 1.3, 1.4,
2.1, 2.2, 2.3
	
	
	Develop a workplace newsletter to explain flexible working options and highlight the importance of workplace wellbeing. 

Create a practical checklist/template for managers to evidence discussions and actions taken.

	
	
	
	
	312
	2.1, 2.2, 2.3,
3.1, 3.2
	Complete the checklist/template to record wellbeing initiatives, discussions, and agreements for flexible working for two colleagues. 

	306
	1.1, 1.2, 2.1, 2.2, 2.3, 2.4, 2.5, 3.1, 3.2
	310
	1.1, 1.2, 1.3, 1.4, 1.51.6, 1.7
	316
	5.2
	Prepare a training aid or handout to help new managers analyse data effectively and make informed decisions. This resource should help managers identify and develop a small-scale project by outlining key steps in data collection, interpretation, and decision-making.

	
	4.1, 4.2, 4.3, 4.4, 4.5, 4.6
	
	2.1, 2.2, 2.3, 2.4
	
	5.4
	Develop and implement a focused project plan to manage a small-scale workplace change, ensuring clear objectives, defined roles, a timeline, risk mitigation, and effective communication to minimise disruption and deliver positive outcomes. Include an Equality Impact Assessment (EIA) to identify and mitigate potential discrimination in new processes and practices.

	316
	1.1, 1.2, 1.3, 2.1, 2.2, 2.3, 3.1, 3.2, 3.3, 4.1, 4.2, 4.3
	312
	2.1, 2.3
	313
	3.1, 3.2, 3.3
	Design and deliver a 10-minute presentation with notes for new starters in your organisation.
The presentation should be available in both digital and non-digital formats and cover the following topics:
· Principles of governance
· Health, Safety, Well-being
· EDI
· Data protection

	
	5.1, 5.3
	
	
	
	2.1, 2.2, 2.3, 2.4, 2.5
	Risk Assessment
· Complete a risk assessment for two workplace hazards.
· Review the assessment to ensure risks are identified, evaluated, and appropriate control measures are in place.
· Communicate the risk assessments to team members.
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The following documents contain essential information for centres delivering City & Guilds qualifications. They should be referred to in conjunction with this document. To download the documents and to find other useful documents, go to www.cityandguilds.com or click on the links below:
Centre handbook: quality assurance standards  
This document is for all approved centres and provides guidance to support their delivery of our qualifications. It includes information on:  
· centre quality assurance criteria and monitoring activities 
· administration and assessment systems 
· centre-facing support teams at City & Guilds/ILM 
· centre quality assurance roles and responsibilities.

The centre handbook should be used to ensure compliance with the terms and conditions of the centre contract.  
Centre assessment: quality assurance standards
This document sets out the minimum common quality assurance requirements for our qualifications that feature centre-assessed components. 
It incorporates our expectations for centre internal quality assurance and the external quality assurance methods we use to ensure that assessment standards are met and upheld. It also details the range of sanctions that may be put in place when centres do not comply with our requirements or actions that will be taken to align centre marking/assessment to required standards. Additionally, it provides guidance on administering portfolios and controlled assessments, including a definition of supervised conditions.

Access arrangements: when and how applications need to be made to City & Guilds This provides full details of the arrangements that may be made to facilitate access to assessments and qualifications for candidates who are eligible for adjustments in assessment. 

The centre document library also contains useful information on such things as: 
· conducting examinations
· registering learners
· appeals and malpractice.

[bookmark: _Toc93500765]
Useful contacts




Please visit the contact us section of the City & Guilds website.
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City & Guilds
For almost 150 years, we have worked with people, organisations and economies to help them identify and develop the skills they need to thrive. We understand the life-changing link between skills development, social mobility, prosperity and success. Everything we do is focused on developing and delivering high-quality training, qualifications, assessments and credentials that lead to jobs and meet the changing needs of industry.  
We partner with our customers to deliver work-based learning programmes that build competency to support better prospects for people, organisations and wider society. We create flexible learning pathways that support lifelong employability because we believe that people deserve the opportunity to (re)train and (re)learn again and again – gaining new skills at every stage of life, regardless of where they start. 
Copyright
The content of this document is, unless otherwise indicated, © The City & Guilds Limited and may not be copied, reproduced or distributed without prior written consent. However, approved City & Guilds centres and learners studying for City & Guilds qualifications may photocopy this document free of charge and/or include a PDF version of it on centre intranets on the following conditions:
· Centre staff may copy the material only for the purpose of teaching learners working towards a City & Guilds qualification, or for internal administration purposes
· Learners may copy the material only for their own use when working towards a City & Guilds qualification.
The Standard Copying Conditions (see the City & Guilds website) also apply. 
Contains public sector information licensed under the Open Government Licence v3.0. 
Published by City & Guilds Limited, a company registered in England and Wales (company number 16513878)

City & Guilds
Giltspur House
5–6 Giltspur Street
London
EC1A 9DE

cityandguilds.com/about-us 

	
	
	



image2.png




image3.svg
                


image1.png
1lm

by City & Guilds





