| 4 | ‘ Institute for
I-LEVELS ‘ e IfATE &mee

TQ Employer-Set Project
Assessment process guide

Version 1.8, 2024




Document revision history

1.0 Original publication March 2022

1.1 Section 3.3 — clarification on how evidence should be released May 2022
Section 5 — updated to provide guidance on how to submit ESP
evidence to Walled Garden for marking by City & Guilds

1.2 Section 3.5.7 — file naming conventions May 2022
Section 5 — clarification on file size limit and general Walled
Garden guidance

1.3 Section 1 — updated to advise that this document will now focus  October 2022
on the Employer-Set Project
Section 3.1.1 — key dates updated for autumn 2022 series
Section 3.1.5 — new section regarding access arrangements

Section 3.5.5 — update to provide further guidance on capturing
quality video/audio

Appendix 3 — updated sample ‘Declaration of authenticity’ to be
used in autumn 2022 series
14 Section 3.1.1 — previous dates removed and reference to ‘Key February 2023

dates schedules’ added

Section 3.1.2 — previous date removed and table updated to
work across all TQs

Section 3.5.6 — MS Project removed as a permitted file format

Section 3.5.7 — Rule included where each file must contain a
City & Guilds enrolment number, that matches the record it is
being uploaded against

Section 5.2 — MS Project removed as a permitted file format

Throughout — updates made to ensure relevance across all T
Level Technical Qualifications

1.5 Section 6 FAQs — Section added March 2023
1.6 Section 6 FAQS - Further FAQs added April 2023
T Levels | ESP Assessment guidance for providers | Version 1.8, 2024 City@f‘

Guilds



1.7 Section 3.1.3 — Further guidance provided on completing the October 2023
Evidence Checklist

Appendix 2 — example updated

1.8 Section 3.5.5 — Further technical guidance provided to centres March 2024
to manage the size of video files uploaded.

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024 Cith%jg‘
uilas



Table of Contents

I 1411 o T 11T 1 oY o N 5
P I U o T TSN g o S o o = S 5

L B To To1 U =Y oY =0 o 1Y oL R 5

2. Employer-Set Project (ESP) ... sssss s 6
/20 I [0 oY ¥ T3 1T o SRR 6

3. Registration and bOOKING ... s r e 7
3.1.  Preparation for the aSSESSMENT ...........uuuiieiiiiiiiiieiiiiiii e eeeeaeeeeeeeeaaeeeaaeeeeannnnsnnnnnnnnes 7

N T O I < Vo = 1 (=R 7

3.1.2. KeY dOCUMENLS ...ttt e e e e e e e e e e e eaa e 8

3.1.3. ReCOrding fOrMS ... ... e e e e e e e e e e e e eeeeennnns 9

3.1.4. Preparing Candidates .........coooeeiiiiiiiie e 12

3.1.5. ACCESS arrangemMENts .......cooiiiiiiiiiii 12

3.2. Access the assessment material.................uuuuiiiiiiiiiiiiiii 13
3.3. Release t0 CaNAIAAtES. .........uuuiiiiiiiiiiiiiiiiiiie e e e e nannnannnnnnnnnnne 13
X NI TS 4 1T o O] o 110 o R 14
3.4.1. Supervised CONAItIONS ........couuiiiiiiiee e 14

3.4.2. INTErNEL ACCESS....oiiiiiie e e 15

3.4.3. RESOUICES ... .o iiieeeieiie ettt ettt e e e e e e e e e et e e e e e e e e eeeessaaaaaaaeeeeeees 15

3.5. Delivery of the @aSSeSSMENt ........oooi i 15
3.5.1. Compliance With IMINgS ......oooiiiii e 15

3.5.2. Managing candidate abSENCe .........cccooiiiiiiiiiii e 16

3.5.3. BEVIAENCE ..o aaea 16

3.5.4. ODbservation @VIAENCE .......ccoeiiiiiiiiee e e e e 16

I IR TR TRV A o [=To B SV o [T o T = O 17

3.5.6. Permitted file formats ..........oooommiiiiie 18

3.5.7. File naming CONVENLION .........cooiiiiiiiiii 19

3.5.8. Accessibility and fairNess .........ouuuiiii i 19

3.5.9. Guidance and feedback ..............uiiiiiiiiiiii e 19

3.5.10. EXEENSIONS. ... ettt e et e e aaaaas 21

3.6. Security of assessment materials...............oiiiiiiiiiiii 22

CitySg'

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024 Guilds



3.6.1. Candidate EVIAENCE ........ccooieie e 22

3.7, EXternal Marking .........oo oo a e aae 23

4. Download the ESP assessment materials ...........coooveeiiiiiecc e 24
5. Submitting completed ESP assessments...........cccciiiriininnnns 31
5.1.  Preparation prior t0 SUDMISSION.......ccooiiiiiiiiie e 31

5.2, File SIZE€ @NA tYPE .. .ot a e aae 32

5.3. Submitting evidence via Walled Garden ............cooooeriiiiiiii e 33

5.4, Work not SUDMITIEA ... 44

5.5. Amending records and deleting evidence ... 47

O X T PP 50
6.1, ReESEAICH TASKS ..o ittt e e e e e e aaaaanaa 50

6.2,  Presentation tasks.........oouuuiiiiii e 50
6.3.  ASSESSMENT CONAILIONS......uiiiiiii e e e e e e e e e e e eeeeens 51

6.4. Administration related t0 the ESPS.........ccooo oo 51
Appendix 1 | SAMPLE: Employer-Set Project - Observation Record............ccciveeeecciiiiiiinnnes 53
Appendix 2 | SAMPLE: Employer-Set Project - Evidence Checklist.............ccommmmenniciiiiininnnes 55
Appendix 3 | SAMPLE: Declaration of authenticity.......cccccuuciiiiiiiiiiiccccrrr e 57
Appendix 4 | SAMPLE: Candidate evidence header template.........cccccccceeiiiiiiimmiieecccccinieeenenes 59

th&}f

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024 Guilds



1. Introduction

1.1. Purpose and scope

This document has been written to support providers in preparing for and delivering T Level Employer-Set
Projects.

This document must be read alongside the assessment specific ‘Provider Guidance’ for each specific
Employer-Set Project.

This document aims to cover all City & Guilds Employer-Set projects, however due to some variations, in
the event of contradictions the assessment specific ‘Provider Guidance’ must be adhered to.

1.2. Document audience

This document has been designed for providers, particularly delivery staff to support the familiarisation to
the guidance in this document, in preparation for the release of the assessment materials.

It has not been designed to support candidates; however, providers may wish to, and are encouraged to
share elements with candidates. This is to support assessment preparation and candidates becoming
familiar with what to expect.

Citygg'
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2. Employer-Set Project (ESP)

2.1. Introduction

The Employer-Set Project assessment is a project made up of a number of tasks, based on a real-life work-
based problem. The assessment is designed to allow candidates to show how they can tackle problems
using the Core knowledge and skills.

It is externally set and externally marked by City & Guilds. Providers are responsible for the delivery of the
assessment in line with the guidance provided, gathering candidate evidence, and submitting this to City &
Guilds for marking.

This approach to assessment emphasises to candidates the importance and applicability of the full range of
their learning to industry practice.

The Employer-Set Project is based around a brief which provides information on an industry requirement
and specific relevant details and resources. Candidates have to draw on their Core knowledge and skills
and independently select the correct processes and approaches to take to provide a solution and the
evidence specified in the project brief.

During the learning programme, it is expected that tutors will have taken the opportunity to set shorter,
formative tasks that allow candidates to independently use the learning they have covered so far.
Experience of drawing information together from across the Core will help prepare candidates so that they
are familiar with the expectations of the Employer-Set Project.

Candidates should be made aware during learning of what the Assessment Objectives (AOs) are and how
they are implemented in marking the Employer-Set Project, so that they will understand the level of
performance that will achieve high marks. Details of the AOs can be found in the qualification specification
document.

Candidates must not attempt the assessment until they have sufficiently covered the knowledge and skills
covered in the Core content of the qualification, so that they are in a position to complete the Employer-Set
Project assessment successfully.

Citygg'
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3. Registration and booking

Providers must ensure that all candidates, who they intend to enter for an assessment window are booked
for the relevant assessment on Walled Garden.

Detailed guidance on how providers book the relevant assessment on Walled Garden is published in our
‘Registrations, bookings and results’ guide for T Levels here.

Key dates for registration and booking windows can be found in our Key Dates documents which can be
found on our T Level Resources and Support Hub under the Teaching, learning and planning resources.

3.1. Preparation for the assessment

3.1.1.  Key dates

Please refer to the relevant ‘Key dates schedule (available on the T Level Resources and Support Hub) for
important Employer-Set Project (ESP) dates, such as:

- Booking windows

- Release of materials dates

- Assessment windows (including deadlines for the uploading of evidence)
- Results days

- Review of marking deadlines.

Note: Dates may vary across TQs within the same series.

Citygg'
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https://www.cityandguilds.com/-/media/cityandguilds-site/documents/t-levels/2021/t-level-registration-and-booking-guide-pdf.ashx?la=en&hash=17879BECF70A6B60504B3EE264E3167840366D54
https://www.cityandguilds.com/tlevels/resources
https://www.cityandguilds.com/tlevels/resources

3.1.2. Key documents

The live assessment materials for Employer-Set Projects will be made available via the T Level Service
Portal (on Learning Assistant).

The assessment will consist of the following documents:

Approved audience

Provider Staff Candidate

Provider Guidance v x
Candidate Guidance v v
Project Brief v v
First task v Under assessment conditions
v
Subsequent tasks v Under assessment conditions,
once the previous task has
been submitted
Observation records v x
v
Templates / proformas (as applicable) v Under assessment conditions,
once the previous task has
been submitted

Providers must read both the provider guidance and candidate guidance before accessing the project brief
or tasks. There are key assessment requirements outlined in these documents that must be understood
and followed by all providers. Non-compliance with this guidance may result in maladministration and/or
malpractice.

We release these documents a week before the assessment window starts to ensure providers can finalise
their plans regarding the delivery of the Employer-Set Project across the assessment window. The
scheduling of individual tasks is not timetabled by City & Guilds, it is the responsibility of the provider to
plan for these. This gives flexibility and manageability when timetabling these assessments, however the
task order and durations must be followed. There is detailed guidance around when tasks can be split
across sessions and how assessment sessions must be managed in the ESP ‘Provider Guidance’.

The guidance also provides details of the resources that candidates will need access to for each task.

Citysg
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3.1.3. Recording forms

City & Guilds will also publish the following recording forms with the assessment materials to be used by
providers:

1. Declaration of Authenticity

The declaration of authenticity (provided by City & Guilds) must be signed by both the candidate and the
supervisor for each completed ESP submitted to City & Guilds. Only one declaration is required per
candidate, and it must be completed at the end of the assessment once all tasks have been submitted.
The supervisor must confirm that the assessment was conducted under controlled condition to ensure the
authenticity of candidate work. It also allows the supervisor to capture any support provided. Where this is
not provided or the candidate and/or supervisor is unable to confirm authenticity through signing this
declaration form, the work will not be accepted and a mark of zero will be issued by City & Guilds.

If any question of authenticity or support provided arises, the supervisor may be contacted by City & Guilds
for justification of authentication or further details.

Any delay in submitting a completed declaration or responding to any queries will potentially delay the
release of results.

A sample copy of the declaration is provided in Appendix 3.

2. Observation Record
Observation Records are required for the below only:

- Building Services Engineering for Construction
- Onsite Construction
- Management and Administration

The collection of high-quality evidence that clearly demonstrates candidate abilities and supports the
awarding of marks, is an essential part of the assessment process for specific TQs.

The activity must be observed by a tutor who meets the criteria set out in the qualification specification
under Resource Requirements. Specifications can be found on the qualification pages on the City & Guilds
website.

Where tutors are required to carry out observation of performance, detailed and descriptive notes must be
recorded on subject/task-specific Observation Records.

These forms must be used by tutors when there is a need for observation records to be submitted as part
of the evidence for that task. It will be made clear in the ‘Additional evidence of your performance that will
be captured for marking’ section of the task. The records must be completed either as the tutor is observing
the candidate or immediately after the session. Forms have been contextualised to the tasks they are used
for. We have structured these forms to give tutors prompts relating to the commentary that is needed to
support marking. This form contributes to the candidate evidence and must be uploaded to City & Guilds.

A sample copy of the observation record is provided in Appendix 1.

Citygg'
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3. Evidence checklist

This form must be completed by the provider and submitted to City & Guilds along with the candidate’s
evidence. The form supports provider staff involved in the uploading of the evidence to the City & Guilds
Walled Garden by identifying any evidence that is known to be missing — for example a candidate did not
attempt a task, or the evidence has been lost. It is important to:

- include the correct ‘Issue code’
- upload evidence (where available) even if it contains issues.

The table below provides a number of scenarios with how the Evidence Checklist should be populated:

Scenario How to populate the Evidence Checklist
Evidence to be Issue code (if applicable)?
uploaded? (Y/N)

Leaner evidence contains no issues. Y

No/poor audio captured in the recording of

the presentation task. Y P2

Learner attempted the research task, but did

not save the work produced. N L1

Learner submitted a project plan at the end of

the controlled conditions, but has since been

lost and the providers IT department have N P1

been unable to retrieve it.

The recording of the presentation cuts off five

minutes before the end. Y P4

An incomplete or incorrectly completed Evidence Checklist could lead to delayed results while further
information is requested from the provider.

A sample copy of the ‘Evidence Checklist’ is provided in Appendix 2.

Providers will be able to highlight within the system upload where a candidate has not submitted any
evidence for this entire project i.e. ‘Work Not Submitted’.

CitySg'
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4. Header templates

A cover sheet must be included for all pieces of evidence submitted for the project. This is to be used to
label evidence clearly for each candidate. Templates are provided by City & Guilds.

It is important that providers use the forms that have been provided by City & Guilds and do not make any
amendments to or replacements for these forms. Candidate evidence must be provided in the same file as
the header template for each task.

A sample copy of the header template is provided in Appendix 4.

5. Project Initiation Document (PID) — 8715 Management and Administration only

Across most Employer-Set Projects, templates for tasks such as a project plan have not been provided by
City & Guilds. This is because the way a candidate presents and organises information forms part of the
evidence that informs marking and can be used as a differentiator of performance between candidates to
demonstrate their knowledge and understanding.

For the same reason providers also must not provide candidates with templates for any of the tasks within
the Employer-Set Project unless specified in the Provider guidance.

There is one exception to this within the Management and Administration Employer-Set Project, where a
Project Initial Document (PID) template is provided and should be used by candidates for Task 1.2.

6. Documents not provided
The following documents are not included and will not be made available:
o Templates for Candidates (eg Project Plan template)

During the development of these qualifications (with the exception of Management and Administration), it
was agreed that templates for tasks such as the Project Plan would not be provided by City & Guilds. This
is because the way a candidate presents and organises information forms part of the evidence that informs
marking and can be used as a differentiator of performance between candidates to demonstrate their
knowledge and understanding.

Providers must not provide candidates with templates for any of the tasks within the Employer-Set Project
unless specified in the Provider guidance.

¢ Marking Grids

Providers are not responsible for marking the Employer-Set Project (ESP), this is carried out by City &
Guilds examiners, therefore providers will not initially have access to the marking grid. City & Guilds will
release the marking grid once results have been issued. Candidates must not have access to the full (or
sample) marking grids during the assessment.

Citygg'
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3.1.4. Preparing candidates

Candidates should be aware of which aspects of their performance (across the tasks and Assessment
Objectives [AOs]) will give them good marks in assessment. This is best carried out through routinely
pointing out good or poor performance during the learning period, establishing next steps for improvements
and through formative assessment.

During the learning programme, direct tutor instruction in how to tackle tasks through modelling, support,
guidance, and feedback are critical. However gradual removal of this support is necessary in preparation
for summative assessment. This supported approach is not valid for summative assessment.

The purpose of summative assessment is to confirm the standard the candidate has reached as a result of
participating in the learning process. Candidates should be encouraged to do the best they can and be
made aware of the difference between these summative assessments and any formative assessments they
have been subject to.

3.1.5. Access arrangements

If a candidate has an access arrangement as part of their normal way of working within the provider and
meets the published criteria for the arrangement, then it will normally be permitted for the Employer-Set
Project as well. For information on how to apply for access arrangements please see the access
arrangements section in the Centre Document Library on the City & Guilds website.

Access arrangements must be in place prior to the assessment taking place.

The provider must ensure that all relevant staff are aware of any access arrangements which need to be
applied for the assessment.

Citygg'
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3.2. Access the assessment material

City & Guilds will use the T level Service Portal (on Learning Assistant) to release the live ESP
assessment materials securely to providers. The materials will only be made available to those providers
who are approved, have valid registrations and have booked their candidates onto the ESP for the specific
assessment window (series).

Once downloaded, providers must keep all assessment materials stored securely at all times.

If you have any technical difficulties with the portal, you should contact the Quality team on 0300 303 53 52.

3.3. Release to candidates

Materials must be released to candidates under controlled conditions. We recommend materials are shared
in paper-based format rather than electronically. If sharing electronically, controls must be in place to
prevent access by candidates outside of the controlled conditions. Sharing via email is not permitted.

The project brief and associated brief documents must be released to candidates at the start of the first
scheduled task assessment.

The tasks within the project are designed to be scheduled and taken in order, due to the dependency of
evidence being generated in one task being used by candidates in the next.

The tasks must be issued separately to candidates, at the start of each scheduled assessment session.
Candidates can retain the brief throughout the duration of the assessment time. Candidates are not
permitted to return to tasks to make any further amends once the task duration has been met and the work
has been submitted on a task-by-task basis.

Candidates are permitted to have copies of their final evidence from previous tasks in subsequent
assessment sessions. The use of this evidence is solely to support candidates to refer to previous work.
The purpose of only providing copies is to ensure that candidates are unable to rework any of their previous
responses. Candidates can have read-only access to their work once it has been submitted.

Candidates should be provided with 30 minutes of non-assessed time at the start of this session to read
and review the brief, before being provided the first task. It must be made clear to candidates when the 30
minutes non-assessed reading and review time starts and ends.

They can also have 10 minutes at the beginning of every assessment session of hon-assessed time, to re-
familiarise themselves with the materials where a task has to be split over two sessions.

Note: Non-assessed time means time should not be deducted from the assessment duration.

Candidates must only be given individual tasks one at a time and must not be given the next task
until the duration of the previous task has been completed and the evidence have been 'handed in'.

Citygg'
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3.4. Assessment Conditions
The assessment conditions that are in place for this Employer-Set Project are to:

e ensure the rigour and consistency of the assessment process
e provide fairness for candidates
e give confidence in the outcome.

They can be thought of as the rules that ensure that all candidates who take an assessment are being
treated fairly, equally and in a manner that ensures their result reflects their true ability.

These conditions do not affect any formative assessment work that takes place, although it is advised that
candidates are prepared for the conditions they will need to work under during summative assessment.

The evidence for the tasks that make up this Employer-Set Project must be completed under the specified
conditions. This is to ensure authenticity and prevent malpractice as well as to assess and record candidate
performance for assessment. Any aspect that may be undertaken in unsupervised conditions is specified. It
is the provider’s responsibility to ensure that local administration and oversight gives the supervisor
sufficient confidence to be able to confirm the authenticity of the candidate’s work.

Where possible all candidates should complete each task at the same time, to reduce the risk of candidates
being made aware of task contents before the task duration has begun.

The conditions that the assessment must be conducted under are detailed within the provider guidance.

3.4.1.  Supervised conditions

The majority of the tasks must be carried out under supervised controlled conditions. A definition of this is
given below:

e Candidates must be in direct sight of the supervisor at all times

e Use of resources is tightly prescribed

¢ Candidates must complete all work independently

e Candidates must not communicate with each other

¢ No assistance can be given to candidates

¢ No access to email or the internet is allowed

There are some tasks where elements of the above definition may be relaxed, this will be explicitly stated
within the ‘Provider Guidance’ document.

A supervisor is a competent member of staff, who is aware of the delivery and security requirements
relating to the assessment, the tutor can act as the supervisor.

There are some tasks where a competent tutor must be present, this tend to be tasks where an observation
record of performance is required as a part of the candidates’ evidence. Throughout this guide we have
tried to use the language of supervisor and tutor to differentiate where a tutor must be present and where
the assessment can be overseen by a supervisor.

Citygg'
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When working under supervised conditions for longer sessions, breaks can be facilitated outside of the
controlled conditions, ensuring the room is locked and all candidates have vacated once the break begins.
All materials must be kept securely during the break.

3.4.2. Internet access

Where internet access is allowed as part of a task, this is detailed within the ‘Provider Guidance’,
candidates must be advised that this is the case and reminded of the importance of submitting their own
work and the seriousness of plagiarism, malpractice and collusion. Candidates should be advised that their
browser history can be monitored, and they may be asked to provide a screenshot of their browser history
following tasks for the supervisor to check.

Where candidates are allowed the use of computer equipment, but not the use of the internet for a task,
equipment must be provided with internet capability disabled (e.g. Wi-Fi disabled, machine disconnected
from network etc). In cases where this is not possible, as above, browser history must be checked following
the task and a screenshot taken.

3.4.3. Resources

Candidates are not permitted to bring any existing notes or materials completed prior to the assessment
into any of the assessment sessions unless explicitly stated in the live assessment materials. Any industry
recognised resources that need to be made available to support with any research/planning tasks will be
stated in the provider guidance.

Candidates are permitted to have read-only access/copies of their final evidence from previous tasks in
subsequent assessment sessions. The use of this evidence is solely to support candidates to refer to
previous work. The purpose of only providing copies is to ensure that candidates are unable to rework any
of their previous responses.

3.5. Delivery of the assessment

3.5.1. Compliance with timings

The timings provided within the project must be adhered to. They refer to assessment time, not any
additional setting up the provider needs to carry out to create an appropriate assessment environment. It is
the provider’s responsibility to plan sufficient assessment sessions, under appropriate conditions, within the
Employer-Set Project assessment window, to allow candidates reasonable time to complete the
assessment tasks.

If the task completion is permitted to run over more than one session, this is detailed in the ‘Provider
Guidance’. When there is a break in the completion of a task, candidates must be reminded that no
assessment information can be shared/discussed with other candidates.

Citygg'
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3.5.2. Managing candidate absence

If a candidate misses a scheduled assessment (for example through iliness) but returns with sufficient time
to complete the remaining tasks within the assessment window of the ESP, the provider can reschedule
any remaining tasks in the order dictated within the assessment. This can take place at the discretion of the
provider. If the candidate returns to the provider outside of the assessment window, then the full
assessment needs to be retaken in the next series or future series.

3.5.3. Evidence
The below sections in each task detail the typical evidence to be submitted for external marking:

¢ What you must submit on completion of this task and
¢ Additional evidence of your performance that must be captured for marking

The evidence requirements of the assessment outline typical word counts, which should be used as
approximates for guidance to support the production of sufficient evidence. Candidates should be advised
that approximate word counts/page lengths have been given within the task guidance in order to act as a
guide to support the completion of the tasks. These are provided as a guide only, and there will be no
penalisation of marking based on if the word count/page length is above or below the indicative guidance
provided. The marking will relate to the quality of the evidence produced and not whether the tolerances of
the word count has been met.

As part of the tasks, sections are included that advise candidates:

¢ of the evidence that must be presented as part of the tasks,
e the conditions that the assessments must be taken under.

Where the minimum requirements have not been submitted as a result of the candidate not adhering to the
evidence requirements of the tasks or the quality of candidate evidence is insufficient to make a judgement,
any judgment will be based on the evidence that has been submitted. Where this is insufficient to provide a
mark, a mark of zero may be issued by City & Guilds.

Providers must use the ‘Evidence Checklist’ as a reminder of what candidates are expected to submit for
marking, and therefore what must be uploaded to City & Guilds.

Providers should consider the format of evidence produced for a task to facilitate it being uploaded.

3.54. Observation evidence

When an observation is required as part of the evidence that must be produced for marking, the activity
must be observed by a tutor. The tutor must meet the criteria set out in the TQ specification under
Resource Requirements. Specifications can be found on the qualification pages on the City & Guilds
website.

As part of internal quality assurance, we recommend that, where possible, providers trial the planned
arrangements for the observation of assessments before the assessments themselves take place. This will
allow for review of the quality of evidence captured and identification of any manageability issues.

Citygg'
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Consideration should be given to:

¢ Number of tutors

¢ Number of candidates

e Location of assessment

e Required equipment

e Time required for the task

The key factor to consider is the logistics of collecting sufficient high-quality evidence for every candidate.
We would recommend that for straight-forward observations, (and unless otherwise specified within the
‘Provider Guidance’) no more than eight candidates should be observed by a single tutor at one time.

Considering and referring to the Assessment Objectives (AOs) is a key aspect of identifying how
candidates performed in the task(s). Tutors should outline the strengths and weakness in the candidate’s
performance.

Tutors should also consider the marking band, found within the Sample Assessment Materials, and link
their commentary to the marking band descriptors. The forms have been designed to support this with key
prompts of what will be considered when marking the task.

3.5.5. Video evidence

For tasks within the project where there is a requirement to submit video evidence, the evidence must meet
the following minimum requirements:

o Providers must ensure that this evidence can be easily matched to the correct candidate and task,
is clearly shot, well-lit and shows the areas of particular interest in sufficient detail and clarity for
assessment

Further guidance around video evidence can be found in the City & Guilds / ILM Quality Assurance
Standards: Centre Assessment document under Appendix 1, found on the City & Guilds website within the
Centre Document Library.

Before delivering any task that requires video evidence to be captured, it is important that the video and
audio is tested before (eg a trial run) and after. This includes understanding the video file size that will be
generated, video quality may need to be reduced to ensure manageable file sizes.

You must ensure all files are no more than 2.5GB in size. It is recommended that lower resolution
formats for videos are used when recording to achieve this.

In order to manage the size of the video files, we suggest recording videos at a resolution of 720p
(1280x720) rather than 1080p (1920x1080). A resolution of 720p will likely result in files less than half the
size of 1080p, usually with no significant impact on quality.

Typical file sizes for videos are 4 - 90MB per minute for 720p and 6 — 130MB per minute for 1080p,
depending on compression setting and the amount of movement recorded in the scene. By sticking to
720p, you should be able to ensure that all video files recorded have a file size of less than 2.5GB, as

required.
Citya¥¢
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A microphone separate from the recorder should be considered to ensure good quality audio can be
captured. For presentation tasks, the microphone should be close or on the candidate (eg lapel
microphone). For group discussions, the microphone should be placed between the candidates ie the area
they are projecting their voice towards — this may not be towards the video recorder (eg use of a desk
microphone).

Where video evidence is unclear, or does not meet these minimum requirements, examiners will disregard
it.

Please ensure that larger files such as videos are compressed to reduce their size. We do not require video
files to be of Full High Definition (HD) quality, they just need to be of reasonable quality and without

pixelation. If the compression of video files is required, then there are tools which can support you with this
activity.

3.56. Permitted file formats

To ensure City & Guilds markers can access/view candidate evidence for the ESP, the below lists the
permitted file types that can be uploaded to City & Guilds.

R

Image Jjpeg .pg .gif .png
Audio .mp3 .wav

Video .mp4

Word .doc .docx

Excel Xls Xlsx .csv
PowerPoint .ppt  .pptx

PDF .pdf

Where a provider has accepted or generated evidence in other formats, these must be converted to the
above before uploading. It is up to the provider to convert where required and must be planned in advance
to avoid late submissions which could result in late results.

City@f‘
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3.5.7. File naming convention

Clear labelling supports the assessment process, as it indicates what piece of evidence each file contains
and how it relates to the project.

Evidence must have a file name that clearly indicates the content of the document (City & Guilds enrolment
number / task / type of evidence).

Examples:

- XYZ1234 8710-033 Task 1.1 research notes
- XYZ1234 8710-033 Task 1.4 slides
- XYZ1234 8710-033 Task 1.4 video recording

Labelling must be consistent throughout the cohort, with each candidate’s evidence using the same file-
naming conventions. Each piece of evidence (inc Observation Records) must be in a separate file.

Each file name must contain a City & Guilds enrolment number, which must match the record it is
being uploaded against on the Walled Garden. Walled Garden will not accept the file if it is not
included.

3.5.8.  Accessibility and fairness

Where a candidate has special requirements, providers should refer to the Access arrangements and
reasonable adjustments section of the City & Guilds website.

Supervisors can support access where necessary by providing clarification to any candidate on the
requirements or timings of any aspect of the Employer-Set Project. Supervisors must not provide more
guidance than the candidate needs as this may impact on the candidate’s grade - see guidance and
feedback section.

All candidates must be provided with an environment, time frame and resources that allows them
reasonable access to the full range of marks available.

3.5.9. Guidance and feedback

Guidance must only support access to the project and must not provide feedback for improvement. The
level and frequency of clarification and guidance must be made available for external marking.

The level and frequency of clarification and guidance must be recorded fully on the candidate’s ‘Evidence
Checklist’. This will then be taken into consideration as part of the marking process. The marker will decide
if the guidance the candidate has required suggests they are lacking in any area and consider the severity
of the issue when applying the marking criteria. The marker must record where and how guidance has had
an impact on the marks given, so this is available should queries arise at appeal.

Supervisors must not provide feedback on the quality of the performance or how the quality of evidence
can be improved to candidates. This would be classed as malpractice. However, this does not apply if the

Citygg'
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tutor asks questions as part of the assessment process. Such requirements will be specifically stated within
task provider guidance.

Supervisors should however provide general reminders to candidates throughout the assessment period to
check their work thoroughly before submitting it, and to be sure that they are happy with their final evidence
as it may not be worked on further after submission. Candidates can rework any evidence that has been
produced for each task during the time allowed/duration of that task.

What is, and is not, an appropriate level of guidance:

A supervisor must

e only prompt the candidate by asking them to confirm whether they have covered all the
requirements of the assessment, if a candidate is not on course to be able to submit the full range of
evidence required

¢ only offer the minimum amount of support via prompts throughout the assessment to ensure that
the candidate’s own performance is being fairly assessed without impacting on marks awarded

e record a detailed account of all prompts, clarification and guidance given to the candidate on the
“Declaration of Authenticity’, so this can be considered during marking

e proceed with caution if a candidate requires further guidance or clarification following prompts.

Citygg'
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A supervisor must not

detail how a candidate can improve and should only reinforce the requirements of the task in order
to support access to the project

provide guidance that the candidate’s work is not at the required standard or how to improve their
work

explicitly state any specific areas that have been missed as this would potentially disadvantage
other candidates. In this way, candidates are given the chance to identify and correct any errors on
their own, providing valid evidence of knowledge that will be credited during marking

produce any templates, proformas, work logs etc. to support candidates presenting their responses
to the tasks

adapt any of the recording forms provided by City & Guilds.

3.510. Extensions

Extensions to the assessment window will only be granted where a need has been identified relating to a
Special Consideration. Extensions are granted on a candidate basis and each request must have a
separate Special Consideration request submitted. Further detail on our Special Consideration Policy and
the form used to request Special Consideration can be found within the City & Guilds Centre Document
Library under Access Arrangements.

th&}f
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3.6. Security of assessment materials

City & Guilds requires providers to receive, handle and store all assessment materials (such as the brief
and the tasks) and all evidence produced by candidates in a way that maintains their security at all times.
This is a requirement of approval, as set out in the Provider Approval Criteria ‘F’ (Secure live assessment
and administration). See here for further information.

3.6.1. Candidate evidence

Candidate evidence must be kept secure to prevent unsupervised access by the candidate or others.
Where evidence is produced over a number of sessions, the supervisor must ensure candidates and others
cannot access the evidence without supervision. This might include storing written work or artefacts in
locked cupboards and collecting memory sticks of evidence produced electronically at the end of each
session.

At the end of each assessment session, the task evidence must be treated as final and submitted by the
candidate and retained securely by the provider for external marking. There should be no opportunity for
the candidate to rework this evidence following initial submission. The candidate’s final submitted evidence
must be copied (either in soft or hard copy format, depending on how the evidence has been produced),
with the original retained securely by the provider for external marking, and, where permitted, the copy
provided to the candidate to allow them to refer to for support in the subsequent assessment sessions.
Copies of the candidate’s work must be retained in the provider between different assessment sessions.
The original evidence will be retained securely by the provider in locked cupboards to ensure that the
evidence is not amended following initial submission by the candidate.

Where evidence is created using software which has the potential for cloud-based retrieval/sharing, this
feature must be disabled where possible (e.g. in software settings or through restriction of internet
connection). Where not possible candidates must be reminded that the evidence generated for the tasks
can only be produced within the scheduled assessment times and also of the implications of sharing or
plagiarising content from cloud-based content.

Where a candidate naturally develops their responses, for example, an early idea in Task 1 is further
developed with additional ideas or a more refined response in subsequent tasks, then this should be
captured within the task where the candidate developed the revision/refinement. Candidates can use
evaluation within later tasks to outline how and why their thought process may have changed as they
further undertook the project.

Should the candidate make an error that is further compounded through the inter-dependent nature of the
tasks and carry through that error, the marker would penalise the candidate only once. Candidates can use
evaluation within later task responses to address issues they have identified.

While technological methods which support the capturing or creating of evidence can be helpful, the final
evidence must be converted to a suitable format which cannot be lost/deleted or amended after the end of
the assessment period (e.g. screen prints, pdf files). Considerations around tracking authenticity and
potential loss of material hosted on such platforms during assessment is the provider’s responsibility.

After the production of evidence, both the supervisor and candidate must sign declarations of authenticity.

Citygg'
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In the case of a security breach, either to the assessment materials or candidate evidence, please contact
City & Guilds immediately.

3.7. External marking

The Employer-Set Project (ESP) is marked by City & Guilds. Providers must not attempt to undertake any
form of marking activity or try to evaluate the performance of any individual.

Marking grids for the ESP will not be available to providers until results have been released for the
assessment window.

Providers should be familiar with the marking approach and the marking grid found within the sample
assessments (available on the qualification page) to support candidates in the preparation for the
assessment. This will also support in understanding the differentiation within the marking bands to aid the
recording of qualitative statements within evidence such as the Observation Record, which in turn will
demonstrate the candidate’s level of performance to the City & Guilds marker.

Citygg'
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4. Download the ESP assessment materials

For 2023 City & Guilds will use the T level Service Portal (on Learning Assistant) to release the ESP assessment materials securely to providers.

This is the same service that is currently being used by existing providers, and new providers to submit evidence for approval.

You will only use this portal to access the assessment securely, you must not upload any completed ESP evidence using this portal

Step 1
Access the portal using the following link:

https://system.learningassistant.com/QDP/

Step 2

Login to the portal. Each provider is issued with two primary users. This will be your allocated T Level Primary Contact and your T Level Exams
Officer Primary Contact. Please contact the quality team should you have any issues accessing the service.

City_cq,&

Guilds
T-LEVELS

Quality Delivery Portal ePortfolio
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Step 3

From the homepage, select the Submissions option in the lefthand menu.

Hello Test

@1 ' Homepage

Clty Learnin
)
Guilds Assistant

TL 289‘ E(] Hi Test, Welcome to Learning Assistant

m Homepage
I 2&2 Submissions I

$

Cit

Guﬁ

‘Welcome to the City & Guilds T Level Service Portal

Contact the Quality team

0300 303 53 52

o qL cityal ilds.com

T-LEVELS

T LEVEL
SERVICE PORTAL

. Please click here if you require additional account holders for your provider.

@ Visit our T Level Resource Hub for the latest information on approvals as well as other support materials.

Download the Portal User Guide for detailed information on how to upload evidence for approval.
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Step 4
Using the Course search filter, select the option for Employer-Set Project (ESP) and then click Search Submissions.

ity &
: ! Learners Glye¥
Clty. Learning L Guilds
Guilds | Assistant [ FLEVELS
TL g%g E(] Search Submissions A~
Package
Course
2%
Company
VLTI L 1R aV) UG 1730 1 LRV | SRR L GG A S R
b . TL-MIR (8730-12) - (8730-12) T Level | Maintenance, Installation and Repair for Engineering and Manufacturing
+ Find courses

TL-EMPC (8730-13) - (8730-13) T Level | Engineering, Manufacturing, Processing and Control

ission Status for and
TL-ESP (TL-ESP) - Employer Set Project (ESP)
Submission

TL-AT (TL-AT) - T Levpaiiui .

Reset Search Form

Cityc‘\g Learning |

Terms & Conditions Changelog Customer Support Logout
Guilds | Assistant
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Step 5
Click on the relevant Employer-Set Project that you need to access from the list. You'll only see the ESPs that you have candidates booked onto.

i Learners Citye¥
Clty. Learning [N Guilds
Guilds | Assistant G Leamers TLEVELS
Search Submissions ~
=5 000
LR
Package
m Homepage Course TL-ESP (TL-ESP) - Employer Set Project (ESP)
%‘-{ Submissions. Company
— Find courses
7
Submission Status Active
Submission
Reset Search Form
5 Print 0]

Submissions

Displaying 1 to 2 of 2 Results

SUBMISSION / COURSE

TL-ESP - - Employer Set Project (ESP) (TL-ESP)

ESP for Building Services Engineering, (999990) 8710-30-033
(289900) City & Guilds

ESP for Onsite Construction, (999990) 8711-30-033
($88090) Cty & Guilds

Displaying 1 to 2 of 2 Results

Terms & Conditions Changelog Cu

mer Support Logout
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25 per page

EQA

Allocation, Awaiting

Allocation, Awaiting

25 per page

Status: Not Staried B Started

- 1of1

ACTIONS

i 1of1

B Completed B Verified Refered

-

Submissions: 2

[

[

City ”g Learning
Guilds | Assistant



Step 6

When you're in the folder click on the Evidence tab.

Step 7
You should then see a link to download the relevant live assessment material.

Click on the ‘I’ icon to the right of the screen to access the passwords to open the downloaded files.

Course Evidence Contact

Evidence Folder Ak Download Showease | | A& Evidence Wizard

Displaying 1 to 1 of 1 Evidence

25 per page v < 1of1
REF - TITLE * TYPE UPLOADED s
. [ﬁ bs.e_emplo)fer_set)rmect_live assessment_s22 aD % gl ::: ;ggg :; gg @ EI
Evidence not in use. ]
£ System Admin
A
Displaying 1 to 1 of 1 Evidence 25 per page - < 1of1

Evidence Description

Password: 3xamp13
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Step 7

Click the file to start the download.

Step 8

The file will download (as a zip file) which you can then open to access all of the live assessment materials.

City Learning
Guilds | Assistant

"L

o
208

2R

Evidence Folder
@ Leamers (999990) 8710-30-033 ESP for Building Services Engineering TL-ESP Evidence Folder

(999990) 8710-30-033 ESP for Building Services Engineering - TL.ESP - Employer Set Project (ESP) (TL-ESP)

A= Extract evidence-01Mar2022-1726 (2)
(999990) STgummal vame  hwe  view | compresed Foudr Toots
(999990) City & Gu
Extract
= all
Started 0% Extract To
4 B> ThisPC > Downloads > evidence-01Mar2022-1726 (2) o
Al -
Course  Evidence  Contact # Quick access
bse_employer_set_project_sample_candidate_guidance_v1-0-pdf.ashi
I Desktop
Evidence Folder bse_emplayer_set_project_sample_task_1.1_research
& Downloads
bse_employer_set_project_sample_task_1.2_report
| Documents bse_employer set_project_sample task_1.3_project_plan
Displaying 1 to 1 of 1 Evidence & Pictures bse_employer_set_project_sample_task 2.1_collaborative_problem_solving
bse_emplayer_set_project_sample_task_2.2_evaluation
REF - TITLE bse_employer_set_project_fask_1.4_presentation
3 Declaration_of authenticity
c £F Evidence_checklist

I Observation_record
T_Level_Employer-Set_Project_-_BSE_Brief_and_resources

Displaying 1 1o 1 of 1 Evidence T_Level Employer-Set_Project -_Centre_Guidance

v <
12items  State: @ Offline (background sync)  Sync status: A, Files are in conflict

Changslog

omer Support /1 Logout
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Type Compressed siz

robat Document 1

bat Document
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Adobe Acrobat Decument 2
robat Document 2
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1
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& [
be Acrobat Document 4
Adobe Acrobat Decument 3 ~
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Step 9

Transfer the documents to a secure location that is accessible only to those directly involved with the assessment delivery. The location must not be
accessible to candidates.

Step 10

To open some of the documents, you will need to use the password provided via the portal. Return to Step 7 where this is explained.

' Do not use this portal to upload completed candidate evidence for the Employer-Set Project.

m This should be completed via Walled Garden.
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5. Submitting completed ESP assessments

Providers will need to upload the following to Walled Garden by the specific date referenced in the applicable Key Dates Schedule:

o All completed candidate evidence (with header templates inserted)
e Observation record forms

e Declaration of authenticity

e Evidence checklist

You need to complete an action for each candidate that has a booking for the Employer-Set Project (ESP):

e Submit evidence for all completed tasks, or
e Confirm no evidence is to be submitted for marking (Work Not Submitted)

If a candidate has not completed the assessment in full (e.g. they have not completed a specific task) you should still submit all available evidence via
Walled Garden for marking.

5.1. Preparation prior to submission

Prior to uploading and submitting any evidence to Walled Garden, you must ensure that all evidence has been collated and labelled correctly and with
the correct naming convention. See Section 3.5.7 above for further details.

When you upload evidence, you will need to do this at a candidate level, uploading each piece of evidence for the candidate you need to submit and
then tagging the evidence clearly against the specific task(s) the evidence covers. This is clearly explained in the guidance below and it is imperative
that this is followed to ensure there are no errors.

Where any errors are identified (such as missing / incorrect evidence or evidence uploaded to the incorrect candidate) this will result in
delays to the external marking process and may result in late release of results.

' You must ensure the correct assessment booking has been made to upload candidate evidence in Walled

- Garden. If a booking is missing, you will not be able to upload their evidence.
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5.2. File size and type

Please ensure that larger files, such as mp4 videos are compressed to reduce their file size. We do not require video files to be of high-definition quality,
they just need to be of reasonable quality and without pixelation. The larger the file size, the longer it will take to upload to Walled Garden, and this is
also dependent on your system capability and internet speed. Larger files may also create further complexity for our markers who will need to access
candidate evidence to complete the marking process.

Accepted file formats are explained in Section 3.5.6 and repeated below:

N

Image Jjpeg .jpg .gif .png
Audio .mp3 .wav

Video .mp4

Word .doc .docx

Excel Xls Xlsx .csv
PowerPoint .ppt  .pptx

PDF .pdf

File sizes should not exceed 2.5GB per file. Please compress larger video files prior to upload.
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5.3. Submitting evidence via Walled Garden

The following steps explain how to upload and submit evidence for each candidate who has completed their assessment (in full or in part). Once you

have submitted the evidence via the platform, it will be sent for marking.

Step 1 Open evidence tool

Ci A
gg% Ilm WalledGarden

" Catalogue o Quality Reports Help Settings ™ GBP0.00

News and updates View all news articles »

1. Log in to Walled Garden with your user account.

2. From the homepage, click on Data services
across the top menu.

If you can’t see the Data services tab, you'll need to
request this from your centre’s Primary account holder.

If you are having issues with your login, please contact
centre support:

T: 0192 4930 800

E: centresupport@cityandquilds.com

If you don’t have a Walled Garden account or you can’t see the Data services tab, you'll need to request this from your centre’s

' Primary account holder.
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https://www.walled-garden.com/login?returnUrl=%2f&pinged=true
mailto:centresupport@cityandguilds.com

Anthony Atkinson &4f

Cit % ¥ Centrar 549 TesUKCRY
&l .
Guilds I m WalledGarden

You may be familiar with this area, as this is where you
upload and track EDI files as well as exception orders

Data " e C
H Catalogue ” Quality Reports Help Settings

it rganintion | Gy 8. G - 1. Click on Evidence Management in the grey sub-
. menu bar
Lezn

Deiine the report by using the search criteria below. The fields may change
depending upon the selections made_ Click Search to continue.

| waant to

Upload EDI Files v
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Step 2 Locate candidate records

City&

Guilds

I lm WalledGarden

Data

A Catalogue services Quality Reports Help

Vou can search for bookings that reguirs evidence to be uploaded using the search filtars below

Centre number * I 999990 I

Qualification number
Sales order
Enrolment number

Learner DOB  pzy | w | Menth | w || Year | w

Help and support About City & Guilds Email Updates

About ILM

Anthony Atkinson
entre: SAP Test UK CRI

Settings

&

1.

35

In the Centre number field, you’ll need to enter

your six-digit centre number (plus any suffix letter
where applicable).

It's important that you enter this correctly, and the centre

number which bookings have been made against for your
candidates.

You can’t search for records at centres which your Walled
Garden account is not linked to.

Assessment code

8711-033

Status

Leamer name

Contact us

- Selact -
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Accessibility

Terms and conditions

WalledGarden

In the Assessment code search field, enter the
assessment number which you want to view
records for.

8710-033 is the ESP assessment code for the
8710-30 T Level in Building Services Engineering.

8711-033 is the ESP assessment code for the
8711-30 T Level in Onsite Construction.

Click Search.
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Anthony Atkinson

&

CitySX' I. Cenve: SAP Test UK CF1 There are additional search fields that can be used to
Customer: 1066834 .
cuie 1L WalledGarden Canr: 596050 refine your search:
[}
[0 Catalogue seDr\:::aes Quality Reports Help Settings Sales order,
¢ Enrolment number (ENR)
e Learner DOB (date of birth)
e Learner name
You can search for bookings that require evidence to be uploaded using the search filters below. ° Status
Centre number ¥ 999990
e T 4, Where bookings have been made for candidates
for the selected assessment, these will then
e s | Selt- v display in the Bookings table
Enrclment number Learner name
R . ) The records are displayed one line per candidate,
=arner Day - ont} w  Yeir W Se; . . .
e including their learner name and enrolment
number, as well as the status of the record.
Bookings
Qual Assessment Assessment Enrolment
O N Code Tide Widow  Sle0rmer o esmerfieme - SSe 5. Select the candidate record you want to start
S e S O ol oms uploading evidence for by clicking on the row in
o . the table.
999990 871130 8711.033 522::’5' =t g;zmzma 2;;? 190 FTG5656 JOE COOKE ::ta B}
599550 &711-30  6711.033 s’_;?::’” = 2;;”2'”” 2;;3”9870' FTEsTy gi;ig"\‘ SN',:ta ; Please note:

When searching for candidates, Walled Garden only
displays 20 records on initial search.

Ensure to expand the list by clicking View more at the
end of the table so you don’t miss out any candidates.
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Step 4 Upload evidence for a candidate

€ Back to bookings

Booking

Centre number 999990 - SAP TEST UK CRONE

CQwalification  8711-30 - T Level Onsite construction Assessment | 8711-033 - Employer set project

core component
rd

Sales arder  0114119870-3010 Window
Enrclment number  FTG5766 Learner name  HANNAH MORRIS
Status  Not Started Submission Date
Evidence
Upload Files

There are no files uploaded for this booking.

Save Work Not Submitted

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024

37

The candidate record will load.

The status message will indicate whether the evidence
upload process has been started for the candidate.

1. Check the candidate details are correct before
you start the evidence upload.

2. Under the Evidence header, click on Upload
Files to start the process.



© Open
N ¥

Organize * Mew folder
~
MName Date medified
# Quick access

@ FTG5776 declaration of authenticity 16:28
o Creative Cloud Files  [012] FTG5776 evidence checklist
@ FTG5776 Task 1.1 research notes
FTG5776 Task 1.2 report
¥ Network FTG5776 Task 1.3 induction plan
@ FTG5776 Task 1.4 observation record
@ FTG5776 Task 1.4 presentation
= FTG5776 Task 1.4 recording
@ FTG5776 Task 2.1 discussion notes - Capy
@ FTG5776 Task 2.1 discussion notes
2] FTG5776 Task 2.1 drafted email
@ FTG5776 Task 2.1 observation record
| FTG3776 Task 2.1 recording
FTG5776 Task 2.2 evaluation

> [ This PC

Type

Microsoft Word D...
Microsoft Word D...
Microsoft Word D...
Adobe Acrobat D...
Adobe Acrobat D...
Microsoft Word D...

Microsoft PowerP...

MP4 Video

Microsoft Werd D...
Microsoft Word D...
Microsoft Word D...

Microsoft Werd D...

MP4 Video

Adobe Acrobat D...

x

O Search Hannah Morris (FTG5...

=~ @ @

File name: ‘

v| Custorn files

[ o

~
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3. The file explorer pop-up will display. You should
locate the relevant candidate folder on your drive.

4. Select the evidence you want to upload for the
candidate.

You can select multiple evidence and upload this
at the same time. To do this use the Ctrl and A
keys to select all files, or hold the Ctrl key and
select the specific files you require.

5. Click Open in the file explorer window when you
are ready to upload*

Please do not upload zip files into the platform as these
cannot be tagged correctly to the individual tasks.

* Screenshots provided are from Windows 10 using Edge
web browser. Views may differ depending on which
operating system or web browser you use.
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Evidence
6. Whilst the evidence is being uploaded, a status
Upload Files bar will display, including the percentage
Upload complete uploaded. Please wait for the evidence to upload
in full.
Filo Name = &q:d Upload User File Type File Size  Tags Actions
FTG5774 declaration of authenticity.docx 27.042022 i::::::z: Word &7468 KB - Delete Dependlng On the number and SIZG Of your flleS thIS may
take anywhere between a few second to several minutes.
FTG5774 evidence checklist.docx 29.04.2022 Businesss Word 97468 KB Delete

Assurance

Large files such as videos will take considerably longer to
FTGS776 Task 11 research notes cocx 25042022 Businesss Word ne2Kke o Delete upload, and Speed will depend on your bandwidth, so

Assurancs .
please be patient.

FTG5774 Task 1.2 report.pdf 29.04.2022 Businesss pof 195.07 ® Delete

Assurance KB
e e e ” - ® e 7 When the files have been uploaded, the Evidence

table will update to show a record for each

FTG5776 Task 1.4 observation record.docx 29.04.2022 Businesss Word 58.14 KB Delete .

Assurance = uploaded flle.
FTG3776 Task 1.4 presentation.ppix 27.042022 i::‘:::: PowerPoint 3248 KB ® Delete

The table will display:

e File name

e Date uploaded
o Upload user

o File type

o File size
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Step 5 Tagging evidence

Evidence

Each piece of evidence uploaded must then be tagged
Upload Files against the relevant assessment task that it relates to.

Upload complete

You must ensure this is accurate as it sets out how the

e Name = o P N Actions City & Guilds examiner accesses and views the evidence
Date for marking.

FTG3776 declaration of authenticity.docx 29.04.2022 Businesss Word * Delete

fesurancs 1.1- Research -~

1.2: Report
FTG5776 evidence checklist.docx 27.04.2022 i::ul::: Word :i E:’;C’:t:‘:;n . Delete 1_ To tag evidence CIiCk on the % iCon.
FTG5776 Task 1.1 research notes.docx 29.04.2022 i;;::: Word 11.82KB » Delete
2, The list of available tags will depend on the

FTG3776 Task 1.2 report.pdf 29.04.2022 Businesss paf 193.07 ' Delete

sssurarce k@ assessment.
FTG5776 Task 1.3 induction plan.pdf 29.04.2022 i::‘::j: pof 1K‘?BS.07 » Delete Select the relevant taSk or evidence type from the

list.

FTG35776 Task 1.4 observation record.doox 29.04.2022 Businesss Word 58.14 KB Delete

Assurance \

Make sure to upload and tag the Declaration of
FTG5776 Task 1.4 presentstion ppix 29.04.2022 Businesss PowerPoint 3268 KB » Delete Authenticity for the Candidate and the Completed

Assurancs . -
Evidence Checklist.
FTG5776 Task 1.4 recording. mp4 279.04.2022 Businesss Video 297.8 MB Delete
Assurance ~
;‘L(:):_?d?:ciask21 discussion notes - 27042022 Z::J::: Waord 57.12KB - Delete 3 Complete the tagging process for a” evidence

recorded and displayed in the Evidence table.
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FTGE776 Task 1.4 presentstion.ppix
FTGS776 Task 1.4 recording.mp4

FTG37764 Task 2.1 discussion notes -
Copy.docx

FTGS776 Task 2.1 discussion notes.docx
FTG3774 Task 2.1 drafted email coox
FTGS5776 Task 2.1 observation record.doex

FTG5776 Task 2.1 recording.mpé

FTGS776 Task 2.2 evaluation.pdf

29.04.2022

29.04.2022

29.04.2022

29.04.2022

29.04.2022

29.04.2022

29.04.2022

29.04.2022

Businesss PowerPoint 3248 KB ® Delete
Lssurance

Assurance

Businesss Word S7.12KB 2.1: Collaborative Proble... K23
Assurance

iz L RECLCIN > 1. Collaborative Froble... o S
Assurance
Businesss Word REREL SN > 1: Collaborative Proble... [ ek
Assurance

Businesss Werd HAELE N > 1: Collaborative Proble... o St

Lssurance

Businesss Video 2978 MB
Lssurance

2.1: Collaborative Proble...

Assurance K8

p———
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4,

You can save at any point, but make sure to click
Save when you have completed the tagging.
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Step 6 Submitting evidence for marking

Lopy.docx

FTG5776 Task 2.1 discussion notes.docx

FTG5776 Task 2.1 drafted email docx

FTG5776 Task 2.1 observation record.docx

FTG35776 Task 2.1 recording.mp4

FTG5776 Task 2.2 evaluation.pdf

29.04.2022

29.04.2022

29.04.2022

25.04.2022

2904 2022

Assurance

Businesss Word
Assurance
Businesss Word
Assurance
Businesss Word
Assurance
Businesss Video
Assurance
Businesss. pdf
Assurance

Work Not Submitted

THBE 2.1: Collaborative Proble... K3

SEEALIN > 1. Colloborative Proble.._ [ 3

2
Si12KE 2.1: Collaborative Proble... K23

AL > 1 Collaborative Proble... [l 3

.
KB

HAMMAH MORRIS for marking?

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024

The svidence that has besn uploadec will be submitted for marking, you will

not be zble to uploza eny new svidence or make any amendments to the

tagging. Are you sure that you want to continue and submit the evidence for

1. When you’ve completed the upload of evidence
for the candidate record, you should do a final
check to ensure you have not missed anything or
made any errors with the tagging process.

2. Click on Submit.

You will need to confirm you understand that after the
next step, evidence that has been uploaded will be
submitted for marking.

You will not be able to upload any new evidence or make
amendments to the tagging.

3. Click Yes to confirm you want to submit.
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Booking

Centre number

Qualification

Sales order

Enrclment number

999990 - SAP TEST UK CRONE

8710-30 - T Level Building services
engineering core component

0114119868-3010

FTG5766

Status]

Submitted

Evidence

File Name «

FTG5776 declaration of authenticity.docx

FTG5776 evidence checklistdocx

FTGS776 Task 1.1 research notes.coex

FTG5776 Task 1.2 report.pdf

999990 8710-20

977970 8710-30

993930 8710-30

Upload Date

Employer set
project

8710-033

Employer set
project

8710033

8710.033 Employer set

project

25042022

29.04.2022

25042022

25.04.2022

Upload User

Assessment

Window

Learner name

Submission Date

Businesss Assurance

Businesss Assurance

Businesss Assurance

Businesss Assurance

Summer
2022

Summer
2022

Summer
2022

0114122104~
3060

0114122104~
3070

0114122104~
3080

8710-033 - Employer set project

Summer 2022
HANNAH MORRIS

29.04.2022

File Type

FTJ5072

FTJ5095

FTJ5107

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024

195.07 KB

Tags

Declaration of Authentici... K23

Evidence Checklist i3

CALUM
LENNOX

CALUM
HOUSTON

CALUM
NEWTOMN-JOHN

1o O
[ rever S

Submitted

Wark Not

Submitted

Mot Started

The page will refresh and the candidate record will
update, locking in the evidence and the tags.

4. Check the Status has updated to show as
Submitted.

5. Click on Back to bookings at the top of the page
to return to the candidate record.

6. Complete the process set out above in steps 2 to
6 for each candidate record for the ESP until you
have submitted all evidence for marking.

Please note:

When searching for candidates, Walled Garden only
displays 20 records on initial search.

Ensure to expand the list by clicking View more at the
end of the table so you don’t miss out any candidates.
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5.4. Work not submitted

Where there is a booking for a candidate that you are not submitting evidence for marking, you must confirm this in Walled Garden in the candidate
record.

Follow the steps below to confirm ‘Work Not Submitted’. Please do not leave the candidate record with the status ‘Not Started’.

Step 1 Locate candidate record
Sg- Businesss Assurance o
- : :
o M wescarden 1. Locate the candidate record using the steps set

out in Section 5.2.

“ Catalogue ot Quality Reports Settings ® GBP 1.180.00

o 2. Click into the candidate record.
Bocoking
Centre number
3. Check the candidate records details are correct,
construction core component . . . e
and that this is a candidate you are not submitting
evidence for marking.

Status ‘Submission Date

You should also check whether any evidence has
been previously uploaded and saved.

Evidence

Upload Files

There are no files uploaded for this booking.

Save Work Not Submitted Submit

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024
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Step 2 Set record as ‘Work Not Submitted’
1. At the bottom of the candidate record, click on
¢ k Work Not Submitted.
Booking
e 2. A message box will appear asking you to confirm
Sakmardr 0114198703070 the candidate entry should be set to ‘Work Not
Enrolment number Submitted,.

When you’re happy to confirm this, click Yes.

Evidence

Please note that any evidence previously
uploaded to the candidate will be deleted, and you
cannot reverse this action.

Upload Files

There are no files uploaded for this booking.

Save Work Not Submitted Submit

This bocking will be updated as "Work Not Submitted'. This signifies that no
wark has been submitted for the candidate, nc marking will take place and any
uploaded evidence will be deleted. Are you sure that you want to cantinue and

submit ne woerk fer JOE COCKE against this booking?
YEE “
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€ Back to bookings

Booking

Centre number

Quzlification

Enrolment number

999990 - SAP TEST UK CRONE

8711-30 - T Level Onsite ' MAssessment
construction core component

Salesorder 0114119870-3020 Window
FTG5656 Learner name
Status  Work Mot Submitted Submission Date

Evidence

There are no files uploaded for this booking.

8711033 - Employer set project

Summer 2022

JOE COOKE

03.05.2022

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024

3.

Check that the Status has updated to show as
Work Not Submitted.
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5.5. Amending records and deleting evidence

You can only amend candidate records and / or delete evidence from a candidate record where the record has not been submitted

Step 1 Locate candidate record
Beoking
1. Locate the candidate record using the steps set
Centre number 999990 - SAP TEST UK CRONE OUt In SeCtlon 52
Qualification  8710-30 - T Level Building services Assessment | 8710-033 - Employer set project
engineering core component A A
Sales order | 0114119868-3030 Window  Summer 2022 ) ) )
o 2 Click into the candidate record.
nrelment number | FTG5717 Learnername  HALEEMA CARNEY
Status Mot Started Submission Date
3. Check the candidate records details are correct,
Fvidence and that this is a candidate you wish to amend.
Upload Files
Upload complete
File Name = Upload Upload User File Type FileSize Tags Actions
Date
FTG577¢6 declaration of authenticity.docx 03.05.2022 Businesss Word 6748 KB » Delete
Assurance
FTG5774 evidence checklist docx 03.05.2022 Businesss Word 5748 KB Evidence Checklist T 3 Delete
Assurance
FTG3776 Task 1.1 research notes.cocx 03.05.2022 i::\_‘,:::ii Word 11.82K8B » Delete
FTG5776 Task 1.2 report.pdf 0305.2022 i:;:::z paf :(15,07 » Delete

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024
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Step 2 Delete evidence
FTG5776 Task 1.4 presentation.ppix 29.04.2022
FTG5776 Task 1.4 recording. mp4 29.04.2022
FTGS776 Task 2.1 discussion notes - 27.04.2022
Copy.doex
FTG5776 Task 2.1 discussion notes.docx 29.04.2022
FTGS776 Task 2.1 drafted email.docx 27.04.2022

FTGS5776 Task 2.1 observation record.doex 29.04.2022

Businesss

Assurance

Businesss
Assurance

Businesss
Assurance

Businesss
Assurance

Businesss
Assurance

Businesss

Assurance

PowerPoint 3268 KB

Video

Word

Word

Word

Word

2978 MB

57.12KB

57.12 KB

57.12KB

57.12KB

1.4: Presentation i3

.
23 Cotevore e |3
21 Cotebora v 1S
23 Cotoborsn e |3
23 ot v 13

booking?

Are you sure you want to delete the file:

uploaded agai

nst this

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024
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To delete a piece of evidence which has been
uploaded to a candidate record, click the Delete
button at the right of the evidence record.

A message box will appear asking you confirm the
deletion. Click Yes.

Check the candidate records details are correct,
and that this is a candidate you wish to amend
and/or delete evidence.
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Step 3 Amend record tagging

Fishisme & st ) ol R Asions 1. You can amend the tag(s) assigned to a piece of
FTG5776 declaration of authenticity.docx 03.05.2022 Businesss Word 67 68 KB Delete eVIdence by CIICKIng on the % icon.
Assurance
FTG5776 evidence checklist.docx 03.05.2022 Businesss Waord 57.68 KB Y Delete
Assurance . . . .
2 Existing tags can be removed using the x icon
FTG5776 Task 1.1 research naotes.docx 03.05.2022 E:SSL\I:::: Word 11.82KB w® Delete next the tag name.
FTG5776 Task 1.2 report.pdf 03.05.2022 Businesss of 195.07 2 Repor Delete
= Assurance : KB v
3. You can add additional tags by clicking the + icon
and then selecting the relevant option from the
list.
File Name = File Type File Size
, 4. Make sure you click Save when you have
FTG35776 declaration of authenticity.doex 03.05.2022 Businesss Word + Delete
Pesurance completed the amendments.
FTG5776 evidence checklist.docx 03.05.2022 2::;:::12 Word 57.68 KB » Delete
FTG5776 Task 1.1 research notes.docx 03.05.2022 i:::l::jz Word 11.82 KB w® Delete

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024
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6. FAQs

6.1. Research tasks

Question: For the research task, the assessment guidance states learners are permitted access to the
internet, can learners also use textbooks as part of their research?

Answer: Yes, learners can access textbooks as well as the internet. Though as City & Guilds markers may
not have access to the textbook used by the learner, the provider must validate the source(s) and provide
commentary of this as part of the uploaded evidence.

6.2. Presentation tasks

Question: Can my learners present their presentation remotely via video conferencing?

Answer: No, for all Employer-Set Projects (ESP)s learners must present a live presentation to a face-to-
face audience (not remotely) ie the assessor must be in the room with the learner. Video conferencing (eg
MS Teams / Zoom) may be used to record the presentation (video and audio), but the video must show the
full length of the learner standing next to the presentation on a screen (or similar).

Question: Do candidates need to present to fellow candidates?

Answer: No, candidates are required to present to the assessor/tutor. The assessor will take on the role of
the audience (as per the ESP brief). It is recommended another member of staff is also involved to test and
manage the video recording and support with note taking (where required).

Question: Can | prompt candidates during their presentation, eg if they are struggling?

Answer: No, prompting is not permitted. This includes asking the candidates to introduce their
presentation. Candidates must be given the opportunity to present their content without prompting or other
forms of input from the audience (with the exception of questions where dictated by the specific Employer-
Set Project).

Question: What questions should be asked as part of the presentation?

Answer: Within the Employer-Set project specific Centre Guidance, centres will find task specific guidance
which outlines how the questioning at the end of a presentation must be approached. Often exemplar
questions will be given to help guide assessors/tutors, however the following should be considered:

e The purpose of the questions is to explore what has been presented in greater depth. Allowing
candidates to expand upon and reinforce points covered in their presentation. To achieve this,
open, contextualised questions should be used and closed, generic questions avoided.

Citygg'
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e The assessor is assuming the perspective of the presentation audience as outlined in the task (e.g.
client form a technical background). The ‘type’ of audience, will change within each series.
Assessors should ensure questions align to the type of questions the defined audience would ask.

Question: Do | need to check the video and audio quality for presentation tasks (and collaborative
discussions where applicable)?

Answer: Yes, it is critical to test the video and audio (including generated file sizes and format) before
delivering assessments to candidates as well as after for each individual candidate once completed. Each
video must be checked prior to upload to ensure it's of sufficient quality for marking.

6.3. Assessment Conditions

Question: Do | need to upload the candidate’s internet search history to confirm assessment conditions
have been followed?

Answer: No, they do not need uploading. The centre must review the internet search history to ensure the
authenticity of the candidate’s work (eg have not accessed a private cloud storage). The Declaration of
Authenticity is sufficient evidence that these checks have been carried out to apply assessment conditions.
Please ensure the Declaration of Authenticity is signed and uploaded.

6.4. Administration related to the ESPs

Question: How do we use the ‘Header templates’?

Answer: It is envisaged that header templates are provided to candidates to complete and add their
content on the following pages/slides/tabs. It is recommended candidates are advised on the required
filename conventions (including their enrolment number in each filename etc).

Question: Do | need to scan / convert documents to PDF before uploading?

Answer: Electronic documents do not need scanning / converting to PDF if the files produced by the
candidates align with our acceptable file formats for uploading (see section 3.5.6). Other file formats, hand-
written notes / sketches / drawings / completed forms (e.g. Declaration of Authenticity) will need to be
scanned into PDF format.

Centres must check that any scanning has accurately captured all the candidate’s evidence and that detail
has not been lost during scanning.

It is expected most of the candidate evidence can be uploaded to City & Guilds as produced by the
candidate.

Question: How many Declaration of Authenticity are required per candidate?

Citygg'
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Answer: Only one is required, per candidate per Employer-Set Project. This will cover all tasks and all
evidence produced.

Question: How can we prevent candidates from amending work produced for previous tasks?
Answer: This could be achieved electronically or by utilising hard copies.

e Electronically: Providers must retain a secure set of files that cannot be amended by candidates. A
separate version can be provided to the candidate (during controlled conditions only) for them to
refer to when completing future tasks. They must be advised that any changes to previous tasks will
not be submitted for marking.

e Hard copies: Providers/candidates may produce hardcopies to be retained by the provider to share
with the candidate (during controlled conditions only) for them to refer to when completing future
tasks.

Question: Does a tutor/assessor have to observe every controlled condition session (ie the delivery of the
tasks)?

Answer: No, many tasks can be observed by an Invigilator to reduce the burden on tutors/assessors.
Invigilators must be made aware of the requirement for delivering the task(s) (e.g. duration, access to
internet, taking in candidate work etc). There are some exceptions, e.g. the delivery of the presentations
and collaborative discussions (where applicable) where an assessor/tutor must observe.

Citygg'
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Appendix 1 | SAMPLE: Employer-Set Project - Observation Record
8799-99 T Level Technical Qualification
8799-099 Employer-Set Project

Candidate name

City & Guilds candidate No.

Provider name

Record observation notes below to inform external marking. Notes should be det- :d, accurate and
differentiating. They should identify areas of strength and weakness to distinf(,.sh different levels of
performance quality.

City & Guilds provider No.

Structure/detail

Terminology

Citysg'
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Communication

54
Theories and concepts

Tutor questions to candidate Candidate response

:
X

- !

\

7

\

7

City8g'
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Appendix 2 | SAMPLE: Employer-Set Project - Evidence Checklist

8799-99 T Level Technical Qualification

8799-099 Employer-Set Project

Candidate name:
City & Guilds candidate No.:

Provider name:

City & Guilds provider No.

I confirm that all files (as appropriate) have been checked for (please tick):
[ ] Adherence to City & Guilds filename convention requirements
[ ] Video quality
[ ] Audio quality
[ ] Acceptable file size (less than 2.5Gb)

Evidence expected for
Task marking

ist and guidance on
following page

1.1 Research Research notes

Record of sou

1.2 Report Rep~

1.3 Project Plan P Crf" . o\s
Suppc “n~ _datement

1.4 Presentation Presentation materials
including presentation file and
any handouts

Video recording of presentation

Observation Record

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024
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Where evidence cannot be provided or it contains issues, please use the appropriate code below:

Learner related Provider related

L1 — Evidence generated by learner but not P1 — Evidence lost by provider

saved by learner
v Y P2 — No/poor audio on recording

L2 — No evidence generated by learner
v g Y P3 — No/poor visual on recording

L3 — Other learner issue (please provide details

in table below) P4 — Incomplete recording

P5 — File has been corrupted

P6 — Other provider issue (please provide details in
table below)

Provider comments:

S ™

Completion / Sign-off “
(",

V4
.
)y

Name

Signature

Role

Date

If completing electronically, double click next to the X’ to add an electronic signature once the record is finalised.

Citysg'
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Appendix 3 | SAMPLE: Declaration of authenticity

Assessment number

(eg 1234-033)

Assessment title

Candidate name
City & Guilds candidate No.

Provider name
City & Guilds provider No.

Additional support

Has the candidate received any additional support in the production of this wor’
O Yes O No ‘

If yes, give details below:

Task

Special consideration

N\

Has an application for special consideratiorr <e. mac \ for is candidate?
O Yes O No \ "

If yes, give details below:

Type of special cog - Details tasks completed/ missing evidence

\

Present but disadvantaged / part /'lly éompleted
assessment / absent witt "=~ (eason / other
*delete as appropriate

Candidate declaration

| confirm that all work submitted is my own, and that | have acknowledged all sources | have used. |
understand that false declaration is a form of malpractice. | accept my work may be used for the purposes
of training and standardisation.

Citysg'

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024 Guilds



58

Supervisor declaration

| 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.

=
X

If completing electronically, double click next to the X’ to add an electronic signature once the record is finalised.

CitySg'
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Appendix 4 | SAMPLE: Candidate evidence header template

Header pages must be inserted at the front of all candidate evidence (i.e. the front page of a document).

Templates are provided as a guide by City & Guilds for Word, PowerPoint and Excel. If a provider adopts
their own style, it must include all of the following information, in a table and in the same order.

Assessment number

(eg 1234-033)

Assessment title

Candidate name v
City & Guilds candidate No. S /

.
City & Guilds provider No. / ;> \w, p
\

N S
Task(s) \\\ \\\
\ ).

Evidence title /
description

Date submitted by
candidate

Citysg'

T Levels | ESP Assessment guidance for providers | Version 1.8, 2024 Guilds



T-LEVELS ’ w*& institute for Apprenticeships

4 & Technical Education

Get in touch

The City & Guilds Quality team are here to answer any queries you may have regarding
your T Level Technical Qualification delivery.

Should you require assistance, please contact us using the details below:

Monday - Friday | 08:30 - 17:00 GMT
T: 0300 303 53 52

E: technicals.quality@cityandguilds.com

W: www.cityandguilds.com/tlevels

Web chat available here.

Visit our T Levels Resource Hub.

Copyright in this document belongs to, and is used under licence from, the Institute for Apprenticeships
and Technical Education, © 2024.

‘T-LEVELS' is a registered trade mark of the Department for Education.
‘T Level is a registered trade mark of the Institute for Apprenticeships and Technical Education.

‘Institute for Apprenticeships & Technical Education’ and logo are registered trade marks of the Institute
for Apprenticeships and Technical Education.

The T Level Technical Qualification is a qualification approved and managed by the Institute for
Apprenticeships and Technical Education.

The City & Guilds of London Institute is authorised by the Institute for Apprenticeships and Technical
Education to develop and deliver this Technical Qualification.

City & Guilds is a registered trademark of The City & Guilds of London Institute.
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