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Welcome to your new. EQA Aspire Site providingyou
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This is the link to Aspire Asp"-e
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LOG IN

Username

20

. ° d
Your username to access Aspire is e

erBtmmbern e

Your password is self generated you
will be prompted to change this
when you first log in.

| Remember username
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If you forget your password

If you cannot remember your
password

Enter your user name

Click on the ‘Forgotten your user
name or password’

LOG IN

Username

Password

. Remember username

LOGIN

Forgotten your username or password?
Cookies must be enabled In your browser

City&Guilds Group
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If you forget your password

You will be taken to
this screen

Enter your 20000
number and click
‘Search’

For UK. ILM, Support Services and UK Based International sta

To reset your password, submit your username or your emal
address, with instructions how to get access again.
Search by username

Username

SEARCH

Search by ~«_email address_

Email address

SEARCH

City&Guilds Group
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If you forget your password

You should then see the message
below and have received an email
Click continue and log in

If you do need further help please
email

Associate.EQA@cityandguilds.com

-

If you supplied a correct username or email address then an email should have been sent to you.

It contains easy instructions to confirm and complete this password change. If you continue to have difficulty, please contact the site administrator.

CONTINUE
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WELCOME

This is the
EQA/EV home

page EQA RESOURCES & SUPPORT

QUALITY UPDATES CONTINUING
PROFESSIONAL
DEVELOPMENT
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Administration

Click ‘My profile
@ My profile settings settings’ to view

Useful contacts | options available

WELCOME

The ‘Administration tab has a
number of options for you;

Administration

W Mty profile dettags
® Edit profile
@ Changs password
i Posmors
W Memaging
i Biop
i Bacipes

Edit Profile - Where you can
select the occupational areas
you EQA

Useful contacts

Change your password — at
your first log in the password is
set to cityandguilds1

EQA INDUSTRY BRIEFINGS QUALITY UPDATES CONTINUING
PROFESSIONAL
DEVELOPMENT
(CPD)

SEEU LU § R0 5
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Edit profile Each main area will show the et
individual qualification areas when . &
expanded select each of the e P B e

qualification areas you EQA. a Fositions

Click ‘UPDATE PROFILF’ WELCOME © Messaging

W Blogs

Administration @80 Tewarelempedinas 1

Aspire

rolmal VY ARG MY BPORTS D LLAMNG

I Badges

@ Expand all
Please select the Markets you are invalved in, and expand the sub-categories to select your Sub-markets.

I ‘ & Retail & Warehousing
i ‘e al

SR e BN S Mail services

UPDATE PROFILE

"o e Cre

- several

@ Other fields

Warehousing-
distribution

E Engineering

B Building Services Industry ® Sport & Recreation

@ Built Environment Services

@ Business Skills

@ utilities

TRY BRIEFINGS Business CONTINUING

Admin & PROFESSIONAL

public services DEVELOPMENT
(CPD)

B Manufacturing Industry

@ Logistics

Customer
Service &
contact centre

:’Ja!!r-’::;

%

3

Finance

< B

@
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Administration Support Youareloggedinas _  ocour

Aspire

e

Change password Administration

& My profile settings
@ Edit profile

WELCOME

W Positions

@ Messaging
B Blogs

There are required fields in this form marked *,

Change password Tt e password is
initially set to
cityandguildsl

Username

200

The password must have at least &characters

I

QUALITY UPDATES CONTINUING
PROFESSIONAL
DEVELOPMENT
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Aspire has the following areas to support you in your role;

R

» EQA Resources and Support
provides access to quality assurance documents, exemplar report and user guides

R

»* Required learning

provides access to the e learning modules including Exam Auditor, Malpractice and Anti Bribery
For International EVs ONLY Introduction to External Verification

Preparing for your EV visit

*%* Latest News
important information will be listed here

R

* EQA Industry Briefings

dates for EQA briefings and relevant documents from briefings will be stored here

+* Quality Updates

all quality updates will be here including Quality updates, Portfolio updates, Special updates and SEQA/TEQA updates
+ Continuing Professional Development (CPD)

You are able to download, upload and view CPD records

R

% Useful Contacts
contact details for the Quality teams, EQA claims, Associate management and Finance

R

»  Useful links
links to City & Guilds website, City & Guilds group, Techbac, Walled Garden and EQA vacancies
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EQA resources and Support

EQARESOURCES &SUPPORT

rlaes yap ]l el e uzilivy asauezipies e =pies, Ugsr aiijel=s sl oz nlzies
Te) fizle) Sueeege el ] jg) e 08 rejle

CLICK T VIEW

To view
resources and

support click

All resources
will be listed
for you

Click on any of
the red text to
open the
documents

City&'ﬁuilds Group

Getting Started -

We would like to welcome you to your new EQA Aspire site. Here you will find videos and user guides to help
support you with the navigation of your Aspire site.

EQA Quality Assurance =

Here you will find all your quality assurance documents, useful links and videos to help support you in your EQA
role.

EQA Policy & Procedures -

Here you will find all your policy & procedure documents, this also includes any legal documentation, forms or
advice.

Planning Activities - CAR, CAP & QAP -

Need help planning your quality assurance activities? Here you will find exemplars, letters and useful advice to
help support you in your EQA role.

TechBac & Technical Qualifications -

Everything you need to know about TechBac and Technical qualifications can be found here. You will need to
ensure you are familiar with Technical qualification process before carrying out any activities.
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EQA resources and Support Documents will

open in a pop up
box

Click on each title
to open the

document

>

2 http://www.cityandguilds.com/ - Assessment Malpmﬁce...ﬂu

City&Guics Group Prese  Worlawids offices v

Policy & Procedures

9 Recognition of Prior Learning (RPL) Policy & Guidance O CI

Guilds

Believe you can

This document outlines the policies regarding the recognition of a learners’ previous achievements and/ or
qualifications. Centres considering the use of such evidence must seek advice from their EQA.

WHAT WE OFFER QUALIFICATIONS

Q Managing cases of suspected Malpractice in examinations and Assessments 0O
Home > Delivering our qualifications > Cantre development > Cantre Do Libeary > Polic d p ‘
This document outlines the procedures to follow in identifying and reporting malpractice. Please ensure you familiarise ' = '
yourselves with this document, so that you can advise centres on plagiarism or other suspected malpractice. Assessment MalpraCtlce
CENTRE DEVELOPMENT The guidance notes below are intended to provide ease of reference fo

those involved in the management and delivery of City & Guilds qualific

» Centre Document Libra
g4 The purpose of these notes is to set out the procedures to be followed |

(@ loint Council for Qualifications - Guidance on Malpractice O > Quality Assurance reporting malpractice by centre staff and/or candidates in reation 10 the
> Study Programmes City & Guilds qualifications and the quality assurance of the assessmer
conducted by approved City & Guilds centres. The notes also explain tt

Guidance on suspected malpractice CENTRE DOCUMENT S Guilds may take when allegations of malpractice are received v

The source document for these guidance notes is Suspected Malpracti

> 8] f;

’. Joint Council for Qualifications O

Instructions for conducting examinations
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EQA Required Learning

All e-learning
modules you
are required to
complete will
be listed under
‘Required
Learning

Click to
view all
modules

CLICK TO VIEW

EQA Required Learning

Q Exam Audit

The External Quality Assurer (EQA) role encompasses the Exam Auditor role. All EQAs are required to complete the
Exam Audit training before carrying out exam audit activities.

Key aims:

You will have the knowledge and confidence to conduct and document exam audits for City & Guilds
Use the baCk arrow tO Be aware of the resources available to plan and document your exam audit

ret u rn to p reVI O u S pa ges Tjtwe Exam Audit course should take no longer rﬁan 30 minutes to complete: this includes the eLearning module and
time taken 1o read through the resource matenial.

Select the 'enter’ button to access the Exam Audit eLearning. You will need to complete all areas of this module.
i

I https://aspire.cityandguilds.com,/course/view.php¥id=438
" Course: EQA Required Lear.. *

Remember to select 'allow pop ups always' to view the eLearning module.
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‘ Any latest news
LRSI B LATEST NEWS updates will be

listed in this area

‘Click to View’

CLICKTO VIEW

Latest News

City & Guilds Discontinue Qualifications =

Ciy & Gullos has reviewed lts ranga of qualifications on offer inlin2 with Ofqual requirements that all awarding organisations monitar and
review low or no demand accraditad qualifications, as well 38 the Introduction of the ragquirement to 3ad Total Qualification Time (TQT) and
remove rafarence 1o QCF from a8 qualifications by December 2017

The review hae lad 10 the declsion 10 close cenain qualifications that have low demand or that have claar replacaments or altamatives. We
also want 1o ensura wa have a clear quaincation offer which Ie current with Ingustry requirsments. This will affect gualifications 3croes 3l

Use the back arrow to

INCUElry araas

return to previous pages

For a list of the qualifications affactad Dy theee changes please refer 10 the City & Gulids webeite. Youll also find FAQs and Information

on the next siepe for centrae

We have racorged 3 short webinar to explain our gacielon and how we will support our customers through this change:

Il https://aspire.cityandguilds.com/ course/view.phplid=4386 The Iatest EQA Special Update dated 18 Juty 2016

" Course: Latest news X
Should you have any questions please emall consultant management@cityandgulids.com

Blog dated 19.07.2016
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EQA Industry Briefings

EQA Industry Briefings

Click here to view EQA
Industry Briefing pages

™ EQAlIndustry Briefing Dates 2016/17 O

EQA Industry Briefings take place throughout the year and are held for each Industry ares 10 provide you with generic.
SUANTICAtIoN SPRCHC INfOormation and SIAnCardiation of EQA practice. It is essential that you make svercy efort 10
antend your industry briefing,

EQA INDUSTRY BRIEFINGS

CLICK TO WIEW

[*= EQAIndustry Briefing Documents

Here you will find the documents Covered at your mast recent EQA Portfolio Eriefing
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EQA Industry Briefings

8 EQAIndustry Briefing Dates 2016/17 : 0

EQA Industry Briefings take place throughout the year and are held for sach INCUSDrY Sred 1D Drovice you with generc
gualification specific information and stendardization of EQA practios. It is srsential that you makes sy sfort o

@ https:/aspirecityandguilds.com/pluginfile php/319636/.

City & Guilds External Quality Assurer Portfolio Briefing Dates 2016/17

Wednesdsy 7 Sport & Recreation London Conference room, | Reg Scot

e o Ingumtry Drafing. September 2015
Weanezdesy 14 Empioyebikty
September 2015
(5 tQAnaustry sricting Dosumens 0 s | Lk
Pazzanger
Hare you will find the doouments covened at your most recent EQA Portfolio Briefing
Doyt

Home/ My courses/ EQA Industry Briefings

EQA Industry Briefing Documents

Here you will find the documents covered at your most recent EQA Portfolio Briefing

-..Built Environment Services
{:!:__EQA Briefing Agenda 2016.docx
= {Manufacturing Industries
'\vg 1. Agenda Manufacturing briefing 14th July 2016.docx
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EQA Quality Updates

EQA Quality Updates

CIICk here tO VIEW Here you wil find the latest updates “rom the Gty & Guilds Group. Updaces will indiude EQA quality assurance.
previous EQA Poiicy Updates. Systems & Processes. EQA of the Moneh

Quality Updates
EQA Portfolio Updates

Here you will Snd the laces: updates from the Oty & Guids Group, Updases will inciude EQA quaiy azsurance
Poilcy Updates, Systerns & Processes. EQA of the Monch,

QUALITY UPDATES
EQA Special Updates

Here you wil fing the latest updates from the City & Guids Group. Updaces will inciude EQA guality assurance,
Policy Updates, Systerns & Processes. EQA of the Monch,
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Continuing Professional Development (CPD) CONTINUING PROFESSIONAL DEVELOPMENT

CONTINUING
PROFESSIONAL

DEVELOPMENT
(CPD)

CLICK TO VIEW

Itis essential for you to remain current and up to date within the sectors/subject areas that you quality assure and
ensure you regularly update your occupational competencies in line with the reguirements in the relevant
qualification/assessment documentation.

’

# Continuing Professional Development (CPD)
This option allows you to download a

Click on the file to download the CPD document.

blank CPD document , complete it and
then upload your completed CPD requested.

Please keep a record your CPD as you will need to submit this to your SEQA/ Consultant Management when

@ UPLOAD CPD HERE &

Upload your CPD document here and submit it to your SEQA for review



City&Guilds Group

To view your previously

EQA Aspire user guide uploaded CPD document
click ‘Open’

Internet Explorer - o (st S

Continuing Professional Development (CPD)

What do you want to do with Annual CPD doc.docx?

‘ Size: 22.1 KB
Type: Microsoft Word
| From: aspire.cityandguilds.com

< Open
‘N The file won't be saved automatically.

| < Save

CONTINUING PROFESSIONAL DEVELOPMENT

= Save as

R S e53ential 1or yOu 10 feMman Current and uP 10 Gate WIIhn the SECIONI IUbIec 87eds That yOu Quality assure and
@NTUre YOU reRUary UDIEE YO OCTUDETIONS COMDETINCIES IM lNe WER the NeQLATETmeNtS In the relevent
QUACATION/ DITEITMENT JOCLMENTATON

P

* Continuing Professional Development (CPD)

Test professional dev doc

COhick on the file 20 cownicad the CP0 document

Plesse keep 8 record your CPD a3 you will need 19 SudMi this 10 your SEQA/ Consuizant Management when
requestec

To view or
: download your
[ seaseczomm CPD document

Upioad your CPD docurment here and sudma ¢ 1o your SEQA ‘or review

Your CPD

document will
open

click here
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Upload your CPD document here and submit it to

Submission status

Continuing Professional Development (CPD)

Attempt number

Submission status

Grading status

CONTINUING PROFESSIONAL DEVELOPMENT Last macifiec . .
File submissions Cllck lEdIt

Submission comments S u b m iSS i O n 4

EDIT SUBMISSION

UPLOAD CPD HERE

‘ Upload your CPD document here and submit it to your SEQA for review
—

There are required Selds in this form marked *

¥ This assignment is my own work, except where | have acknowledged the use of the works of other people.
1 5 @330nTial 15r yOu 10 FeMain Current 8nd uUP 1O CATE WITNN The SECIONIVSICT 87888 That YOU Suaity SISure and
SNTUTe YOU regUlErly UDGEtE YO CCCUDATIONE! COMDETENTIEE M INe WER The reQUAEMeNtS In the rew ant
QUANACATON BESESIMENT JOCLMENTaTOn

@ Fie submissions

.

. Madmum size for new fles: TME. maximum azachments: 20

T Click to browse

Flias.

) your latest CPD
document

Plesse weep » record your CPD a3 you wil need 19 SubME this 10 your SEQA/ Consuitant Management when
requestec

[£) veLoap cpo HERE

o, 5 Attachment:
Upload your CPD document here and subma 110 your SEQAfarreview e Uplozd a file \\celiuser\home _ Drowse..

= Recent files

Save as: | |

Click ‘Upload’ to submit your latest CPD pushor B |
document Choose license R ]

UPLOAD THIS FILE m CANCEL

Click ‘Save Changes’ or ‘Cancel’
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Useful Contacts
All useful contacts

are listed here

Useful Contacts

. . Finance
Quality Team Contact Details

FOr QUares relating 10 Day™ants for Cantre ACTHITes Dlease emal eqaclaima@cityandguilds.com in the first
ntance.

Quality Delivery Team Contact Details

FOr all 0thar Finance Queres and 10 Change Account Setals Diease emal 2u com
Northern Office Email: northern@cityandguilds. com

Tek: 01925 597 500

Other key contacts:

Midiands & South West office Email: midland yandguilds.com
Pattorm Varagemet platformiernces@atyandpuids com
Miglands Tel: 01773 842 900
Custome Services contre support@cityandguids com
Southwest 01823 07222 200 Swiechboerd 0207 294 2048
Natons Email: nations@cityandguilds com
Tek 0141 341 5700
Contact us

Southern office Email: southern@cityandguilds.com

Tek: 0207 294 2677

Direct & Employers Quality Direct

Email: CSDirect@cityandguilds. com

Tel 084 526 0965

Empioyer Quality
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Useful Links c&?ﬁ?

Believe you can

EFrUL LInsS

City & Guilds

@
(2
©
(4
(5

ck out our latest rosearch

AtWork17

@ | gﬁﬁ: ilm WalledGarden 6 City&

i - |
. -
| oo | omronos | s | moweussmone | owrononsver | wemerow | e | er |
9 : = A secure administration system
[ "“;;it ‘ for customers of the City & Guilds Group.

Believe you can

CITYANDGUILDS.COM WORKING FOR THE CITY & GUILDS GROUP
Username

City & Guilds Group recruitment > Current Vacancies

Technical Qualifications & TechBac
Opening up opportunities for learners

Password

Current EQA Vacancies




