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Recording forms for candidate portfolios of evidence
City & Guilds has developed these recording forms, for new and existing centres to use as appropriate for the portfolio of evidence for the City & Guilds Level 2 Award in Digital Skills for Construction (7574-20).

Alternatively, City & Guilds endorses a number of electronic recording systems. For further information please refer to the City & Guilds Level 2 Award in Digital Skills for Construction (7574-20) Handbook.
.
*Forms 2, 3, 5, and 6, or approved alternatives, are a requirement. The other forms have been designed to support the assessment and recording process. 

Candidate and centre details (Form 1)

Form used to record candidate and centre details, and the units/qualification(s) being assessed and details and signatures of assessor(s) and internal verifier(s).

This should be the first page of the candidate portfolio. 
Expert/witness status list (Form 2)*

Form used to record the details of all those who have witnessed candidate evidence.
Performance evidence record (Form 3)*

Form used to record details of activities observed, witnessed or for which a reflective or self account has been produced. 
Professional discussion record (Form 4)

Form used to record the scope and outcome of professional discussion if it is used

Evidence location sheet (Form 5)*

Form used to identify what requirements each piece of evidence covers and where it is located, including questioning records which are held elsewhere (for example, because they were conducted online). 
Unit assessment and verification declaration (Form 6)*

Form used on completion of the unit as a statement on authenticity. If this form is not used, there must be a written declaration, at unit level, signed by the assessor and the candidate, that the evidence is authentic and that the assessment was conducted under the specified conditions or context. 
Please photocopy the forms as required.


Form 1
Candidate and centre details 
Keep a record of relevant contact details in the space provided below:

	City & Guilds qualification title:
	City & Guilds Level 2 Award in Digital Skills for Construction


	Qualification number:
	7574-20
	Level:
	Level 2


	Candidate details

	Name:
	
	Signature:
	

	City & Guilds registration / unique learner number (ULN):
	

	Date enrolled with centre:
	

	Date registered with City & Guilds:
	


	Centre details

	Name:
	
	Number:
	

	Contact number:
	

	Quality assurance co-ordinator name and contact (QAC) number:
	


	Internal verifier details

	Name:
	
	Signature:
	

	Contact number:
	
	Position:
	


	Assessor details

	(1) Name:
	
	Signature:
	

	Contact number:
	
	Position:
	

	Type (please tick):
	Work-based  FORMCHECKBOX 
   Peripatetic  FORMCHECKBOX 
   Independent  FORMCHECKBOX 


	Assessing unit(s):
	

	

	(2) Name:
	
	Signature:
	

	Contact number:
	
	Position:
	

	Type (please tick):
	Work-based  FORMCHECKBOX 
   Peripatetic  FORMCHECKBOX 
   Independent  FORMCHECKBOX 


	Assessing unit(s):
	



Form 2
Expert / witness status list  
Qualification title: City & Guilds Level 2 Award in Digital Skills for Construction (7574-20)
Unit title: 7574-200 Improving productivity using Digital Technology
Candidate name:


Please ensure that all witnesses who have signed the candidate’s evidence or written a report are included on this witness status list. All necessary details must be included and signed by the witness as being correct.

	Witness name and signature
	Status*
	Professional relationship to candidate**
	Unit or outcomes witnessed
	Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	*Witness status categories

	1. Occupational expert meeting specific qualification requirement for role of Expert Witness; 2. Occupational expert not familiar with the standards; 3. Non-expert familiar with the standards; 4. Non-expert not familiar with the standards.


	**Professional relationship to candidate

	Manager = M
	Supervisor  = S
	Colleague = Coll
	Customer = Cus
	Other (please specify) __________


Assessor signature:
Date:


Form 3
Performance evidence record

Qualification:  City & Guilds Level 2 Award in Digital Skills for Construction (7574-20)
Unit:  7574-200 Improving productivity using Digital Technology
Candidate name:


	Use this form to record details of activities (tick as appropriate)

 FORMCHECKBOX 

observed by your assessor 
 FORMCHECKBOX 

seen by expert witness

 FORMCHECKBOX 

seen by witness

 FORMCHECKBOX 

candidate/reflective account

	
	Evidence ref(s):

	
	
	Unit number(s):


NB Your assessor may wish to ask you some questions relating to this activity. There is a separate sheet for recording these. The person who observed/witnessed your activity must sign and date overleaf.

	Learning Outcome
	Assessment criteria
	Performance evidence
	Date(s) Achieved
	Assessor signature

	7574-200 LO1

Plan, select and use appropriate digital technology systems and software for different purposes
	7574-200.1.1

Describe the purpose for using digital technology 

7574-200.1.2

Describe the methods, skills and resources required to complete the task successfully

7574-200.1.3

Plan how to carry out tasks using digital technology to achieve the required purpose and outcome

7574-200.1.4

Describe any factors that may affect the task

7574-200.1.5

Select and use digital technology systems and software applications to complete planned tasks and produce effective outcomes

7574-200.1.6

Describe how the purpose and outcomes have been met by the chosen digital technology systems and software applications

7574-200.1.7

Describe any legal or local guidelines or constraints that may apply to the task or activity


	
	
	

	7574-200.LO2
Review and adapt the ongoing use of digital technology tools and systems to make sure that activities are successful

	7574-200.2.1

Review ongoing use of digital technology tools and techniques and change the approach as needed

7574-200.2.2

Describe whether the digital technology tools selected were appropriate for the task and purpose

7574-200.2.3

Assess strengths and weaknesses of final work

7574-200.2.4

Describe ways to make further improvements to work

7574-200.2.5

Review outcomes to make sure they match requirements and are fit for purpose


	
	
	

	7574-200.LO3
Develop and test solutions to improve the ongoing use of IT tools and systems
	7574-200.3.1

Review the benefits and drawbacks of digital technology tools and systems used, in terms of productivity and efficiency

7574-200.3.2

Describe ways to improve productivity and efficiency

7574-200.3.3

Develop solutions to improve own productivity in using digital technology
7574-200.3.4

Test solutions to ensure that they work as intended


	
	
	


I confirm that the evidence listed is my own work and was carried out under the conditions and context specified in the standards.

Candidate signature:
Date:


Assessor/Expert Witness* signature:
Date:


*delete as appropriate

Internal Verifier signature (if sampled):
Date:



Form 4             Professional discussion record

	Candidate name:
	


	Assessor/Expert witness name:
	


	Areas to be covered within the discussion
	Unit / element reference
	Unit/s knowledge reference

	
	
	

	Outline record of discussion content 

(continues overleaf, use additional sheets as required)
	Counter ref

(if recording used)

	
	

	Outline record of discussion content (use additional sheets as required)
	Counter ref

(if recording used)

	
	


	Start time:
	
	Finish time:
	


The above is an accurate record of the discussion.

	Candidate signature:
	
	Date:
	


	Assessor/Expert witness signature:
	
	Date:
	


*delete as appropriate

	Internal Verifier signature (if sampled):
	
	Date:
	


Form 5
Evidence location sheet
Candidate name:


Unit number/title: 7574-200 Improving productivity using Digital Technology
	Item of evidence
	Location*
	Ref
	Link to assessment criteria (()

	
	
	
	1.1
	1.2
	1.3
	1.4
	1.5
	1.6
	1.7
	2.1
	2.2
	2.3
	2.4
	2.5
	3.1
	3.2
	3.3
	3.4

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


* Location key: P = portfolio,   O = office (add further categories as appropriate)
Form 6
Unit assessment and verification declaration

Qualification:  City & Guilds Level 2 Award in Digital Skills for Construction (7574-20)
Unit:  7574-200 Improving productivity using Digital Technology

Candidate declaration

I confirm that the evidence listed for this unit is my own work.

Candidate name:


Signature:
Date:


City & Guilds registration / unique learner number (ULN):

Assessor declaration

I confirm that this candidate has achieved all the requirements of this unit with the evidence listed. (Where there is more than one assessor, the co-ordinating assessor for the unit should sign this declaration.)

Assessment was conducted under the specified conditions and context, and is valid, authentic, reliable, current and sufficient.

Assessor name:


Assessor signature:
Date:


Countersignature: (if relevant)
Date:


(For staff working towards the assessor qualification)

Internal verifier declaration

I have internally verified the assessment work on this unit by carrying out the following (please tick):

	 FORMCHECKBOX 
 sampling candidate and assessment evidence
	Date:
	

	 FORMCHECKBOX 
 discussion with candidate
	Date:
	

	 FORMCHECKBOX 
 observation of assessment practice
	Date:
	

	 FORMCHECKBOX 
 other – please state:
	
	Date:
	


I confirm that the candidate’s sampled work meets the standards specified for this unit and may be presented for external verification and/or certification.

 FORMCHECKBOX 
 Not sampled

Internal verifier name:


Internal verifier signature:
Date:


Countersignature: (if relevant)
Date:


(For staff working towards the internal verifier qualification)
Useful contacts
Please visit the Contact Us section of the City & Guilds website, Contact us
City & Guilds

For over 140 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. 

The City & Guilds community of brands includes Gen2, ILM, Intertrain, Kineo and The Oxford Group.

Copyright

The content of this document is, unless otherwise indicated, © The City & Guilds of London Institute 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.

Published by City & Guilds, a registered charity established to promote education and training

City & Guilds of London Institute

Giltspur House

5-6 Giltspur Street

London

EC1A 9DE

cityandguildsgroup.com 
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