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Quality Process 
Arrangements and 
Guidance for assessments 
that have been adapted



Welcome

Welcome to this recording which adds some detail to our Quality 
Process Arrangement and Guidance for assessments that have 
been adapted.

This recording does not replace the published guidance.

We recommend that you read our detailed guidance a before 
listening to the recording, and that you have this document to 
hand while you listen.
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Section 1 Introduction

The guidance document has been created for Assessors, Internal Quality Assurers and Heads of Centre. The 
purpose of the document is to provide centre staff with details of the actions they need to follow for quality 
assurance processes, which relate to the Adaptation criteria during the Covid-19 situation. 

All Internal and External Quality Assurance processes still apply throughout the Adaptation mitigation approach. 

This guidance document must be used in conjunction with the Sector Guidance documents for Mitigation 
approaches, as not all qualifications can be adapted. The Sector Guidance documents can be found on our 
mitigation pages on the City & Guilds website.

This guidance applies to regulated qualifications delivered in England, Northern Ireland, Wales and Scotland, 
which are listed as adapted in the relevant sector guidance.  

Centres in the Republic of Ireland, doing qualifications that are eligible (on the Ofqual list published on the 
VRQ/NVQ mitigation page) can use the assessment mitigations offered to UK centres. This confirmation 
overrides the exclusion of international learners in each sector guidance document but applies to the Republic 
of Ireland only.
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Section 2 Scope of Learners 

Scope of Learners 

The Adaptation mitigation approaches are ONLY available to learners who meet the following criteria: 

• were incomplete/still registered as of 20 March 2020 

• were scheduled to complete their qualification/assessments by 31 July 2020 

• have completed a learning programme that addresses a significant proportion of the content of the 
qualification;

• have met any specific requirements at qualification level as set out within the sector guidance 
mitigation documents

*For learners out of scope please continue to offer remote and blended learning where feasible
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Section 3 Adaptation timeline

Submission dates/deadlines:

• Centre Intention Form must be completed and submitted to 
Adaptation.Quality@cityandguilds.com by the 31 July 2020

• Adaptation claims must be submitted by 30 September 2020

• From June 2020 onward, City & Guilds quality assurance activities will 
take place

• All guidance and support documents can be found on the City & Guilds 
mitigation pages
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mailto:Adaptation.Quality@cityandguilds.com


Section 4 Adaptation Quality Process (Centre with DCS)
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All adaptation assessments must be completed by 30 September 2020

Centres are to maintain all assessment records for 3 years, including the Adaptation submission spreadsheet

*where no adaptation has been used, centres are to attach their own CA2 tracker for these learners



Section 5 Adaptation Quality Process (Centre without DCS)
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All adaptation assessments must be completed by 30 September 2020

Centres are to maintain all assessment records for 3 years, including the Adaptation submission spreadsheet



Section 6 Quality Process Guidance for adaptation
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6.1 Assessment adaptation process and information centres need to record

For learners who meet the eligibility criteria, assessors must complete the following steps:  

• Identify learners who meet the mitigation criteria for assessment adaptation arrangements.

• Undertake an audit of each learner’s work to identify completed units and agree an assessment plan for the 
outstanding units, as per the permitted arrangements outlined in the Sector Guidance Assessment Mitigation 
documents. These must be clearly documented to show a clear audit trail (including the Adaptation Submission 
spreadsheet). 

• For assessments where adaptation is permitted, the Assessor must ensure that all evidence is reviewed and that all 
assessment decisions are sound and that these are clearly recorded. 

• Clearly identify which units adaptation has been applied to. Where multiple options of assessment adaptation are 
available, centres need to identify which adaptation was applied.

• Internal quality assurance procedures should be followed to agree final assessment decisions and all associated 
records retained by the centre.



Section 6 continued
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6.2 Internal Quality Assurance

Quality assurance is fundamental to City & Guilds as an awarding organisation and is embedded in all of our processes, 
products and services. It guarantees the integrity and value of our qualifications and/or assessments. All of our standard 
Quality Assurance processes continue to apply as part of the Adaptation process and they are paramount to ensuring the 
Adaptation criteria has been met and all certificate claims are valid.

Centres must:

• check assessors have identified appropriate learners for adaptation;

• apply a risk-based sampling approach on the principles of 'CAMERA' (for more information on ‘CAMERA’ please find it 

here Guidance on Internal Quality Assurance of Qualifications);

• select appropriate assessment methods in line with adaptation requirements; 

• standardise assessor decisions across adaptation approaches; 

• apply policies, procedures and legislation to meet City & Guilds and external/regulatory requirements.

All claims must be approved by an occupationally competent Internal Quality Assurer (IQA) on the individual Adaptation 
Submission spreadsheet.

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/what-we-offer/centres/centre-document-library/guidance-on-internal-quality-assurance-of-qualifications-pdf.ashx?la=en&hash=C09CBBCB22B3D4FF1416F579CEF8F63F6D4C51E3


Section 6 continued
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6.3 External quality assurance 

External Quality Assurance monitoring related to where assessments have been adapted for learners 
will be carried out remotely.

External Quality Assurers will maintain their usual sampling practice. 

They  will plan, select and review their sample of your processes. They will also carry out learner 
interviews by phone or online. 

All findings will be report on a Centre Activity Report and that the Adaptation quality team will review 
and process. 



Section 6 continued
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6.4 Submitting results 

Centres can submit results where the assessment has been adapted via the Walled Garden, following the standard process. 

Centres that usually upload results using EDI files, can continue to do this for learners where adaptation has been applied. 

Before submitting any results, centres must: 

➢ Inform the Adaptation Quality team that they will be adapting assessments. Please complete the Centre intention form - to apply adaptation 

form which can be downloaded <here> and email it to: Adaptation.Quality@cityandguilds.com. Please do this no later than 31 July 2020.

➢ Complete the Adaptation Submission spreadsheet and retain in centre. This must be completed in preparation for the External Quality 
Assurance activity – Remote Monitoring.

➢ Attach the Adaptation Submission spreadsheet to the CA2 in the Walled Garden, once the CA1 form has been received in preparation for your 

remote monitoring activity.

➢ Retain all evidence for the next External Quality Assurance activity (as per section 5.2.5 in the Centre Manual).

➢ The Adaptation Quality Team will arrange External Quality Assurance activities as required. 

Centres who do not have Direct Claims Status or are awaiting their first monitoring activity since gaining approval, must also complete the following 

additional step:

➢ Claim for the results manually via our Results Override process once learners have been signed off for certification by the EQA.

https://www.cityandguilds.com/covid-19/mitigation-approaches-for-vrqs-nvqs
mailto:Adaptation.Quality@cityandguilds.com


Section 7 Claiming certificates for graded claim modules and exams

Some VRQ qualifications include certification, 
grade or pathway claim units as part of the rules 
of combination. Where this applies, these should 
be claimed using the normal process: 

Where a centre is on Direct Claims Status (DCS) 
for the qualification, the centre must claim these 
units directly through Walled Garden.

Where a centre is not on DCS, the units will need 
to be claimed via the results override process.
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Please note this does not apply to:

Technical Qualifications, Extended Project Qualification 

Functional Skills, Core Maths, ESOL, Essential Skills Wales 

or Essential Skills Northern Ireland



Section 7 continued
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How to upload results for exams that have been adapted 

Where the primary mitigation for the qualification remains adaptation, but there are exam components which are 
now estimated grade, these exam components must be submitted via our new Centre Assessment Grades tool 
within our Walled Garden.

The tool is also used for the submission of centre assessment grades as part of qualifications where the primary 
mitigation is ‘Calculated Result’.

Our guidance document which explains how to use this tool to submit centre assessment grades for exam 
components that have been changed to estimated grade can be found using the following link here.

For further advice, please contact our Centre Support team:

E: centresupport@cityandguilds.com

T: 0844 543 00 00

https://www.cityandguilds.com/covid-19/centre-assessment-grades
mailto:centresupport@cityandguilds.com


Section 8 Adaptation Spreadsheet
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The purpose of the Adaptation Spreadsheet is to provide an audit trail of all 

learners, qualifications, and units where adaptation has been applied. This 

provides the data needed for the External Quality Assurance activity that is 

required to sample this evidence and decisions made. 

The Adaptation spreadsheet is also a declaration where the Head of Centre is 

required to sign to confirm that all criteria for the adapted assessments have 

been met. 

• The Adaptation submission spreadsheet can be completed by the Assessor 

or IQA, but it must be signed by the Head of Centre, or someone that has 

permission to act on their behalf. The adaptation submission spreadsheet 

must be fully completed for all learners where adaptation has been applied.

• Electronic signatures can be used – you do not have to print, sign and scan 

in the document.



Section 8 continued
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The spreadsheet needs to be completed and ready for External Quality Assurance activities. 

➢ It is best to use this spreadsheet as a rolling document and continuously add the learners and units that have been adapted on an 

on-going basis, rather than end loading the information. 

➢ A convenient date for the External Quality Assurance Remote monitoring will be arranged with your EQA as per the usual process. 

➢ A CA1 form will be released to the Quality Contact within the centre

➢ The Adaptation spreadsheet must be attached to the CA2 in your External Quality Assurance activity within the Walled Garden. 

➢ If in addition, you have learners that have not had adaptation methods applied then you will also need to attach your usual t racking 

document to the CA2. Your EQA will then be able to select both adapted and non-adapted units to sample. 

Head of centre responsibilities

➢ The Adaptation Submission spreadsheet will need to be signed off and dated by the Head of Centre.

➢ It is the responsibility of the Head of Centre to ensure that all claims submitted meet the adaptation criteria. 

➢ All evidence must be retained for a period of 3 years (as per section 5.2.5 in the Centre Manual) to support the 

adaptation process and be available for the on-going external quality assurance sampling process. 

➢ Any result claims and certificates that do not meet the adaptation criteria may be subject to invalidation.  

➢ The Head of Centre is responsible for reporting any suspected malpractice. Please refer to Managing Cases of 

Suspected Malpractice

https://www.cityandguilds.com/-/media/cityandguilds-site/documents/delivering-our-qualifications/cdl/malpractice/managing-cases-of-suspected-malpractice-in-examinations-and-assessments.ashx?la=en&hash=EC0E5D167FB946A40E53B240D24034B191EABEDB


Section 9 Deadline for completing and submitting results for 
assessment that have been adapted
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• Deadline for informing City & Guilds that you will be adapting assessment 31 July 2020

• Deadline for completing adapted assessments and submitting results 30 September 2020

The Adaptation Quality Team will arrange External Quality Assurance Activities as required.



Section 10 Further advice and guidance
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For all queries relating to this guidance and arrangements, contact the Customer Support Team at 

City & Guilds. Who are available Monday to Friday 8am to 6pm excluding UK public holidays.

centresupport@cityandguilds.com general.enquiries@cityandguilds.comor

0844 543 0000

Related documents, Ofqual guidance and updates can be found on our website here 

https://www.cityandguilds.com/covid-19

https://www.cityandguilds.com/covid-19


Thank 
you


