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1. What is the quality portal? Guilds

ilm

The Quality Portal is a new area in the Walled Garden. It is designed for you to manage your Quality Assurance
online, interacting with the Quality Team and External Quality Assurers (EQAs).

In the Quality Portal you can:

e Submit Qualification Approval Application (QAP) forms and review their progress.

e Submit Application forms for End-point assessment (City & Guilds UK and ILM only)

* View details of your qualification approval status and allocated EQAs.

* View your past and future activities and review their progress.

* View Centre Activity Reports (CARs).

* View Qualification Approval activity reports (QAPv)

e Submit sampling activity planning (CA2) forms and view sampling activity confirmation (PA1) forms.
e Submit Centre Update (CU) forms.

See Appendix 2 for a description of the different Quality profiles and what you can do with each.
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Go to www.walledgarden.com

C »
Gﬁ}ﬁg |Im WalledGarden

A secure administration system
for customers of the City & Guilds Group.

Enter your Walled

Username

Garden username
and password

Password

Don’t forget to tick

1 have read and accepted the Terms & Conditions. (] t h e Te rm S &

Problems logging in? m Conditions bOX

Citys 3 . ,
Cuilcls Ilm WalledGarden Click on the Quality

tab to access the
Quality Portal

Data
services

# Catalogue Reports Settings

© City & Guilds
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3. Welcome page unds

N Catalogue Data Quality Reports Settings
services

Click one of these tabs to access
Online Forms, or to view your
Activity Planner

Centre portal IActivity planner Online forms

4
Im Quality System

Define your search by using the criteria below.
The fields may change depending upon the
selections made.

Show me:
IMy Approval Applications

For period *

Or From *

My Qualifications
My Quality Assurance Visits
My Centre Updates

For Awarding
org

Welcome

Th|s dropdown appears Here you will be able to:

when Ve click on the - View the progress of your qualification approvals
‘Centre Portal’ tab at the - View your approved qualifications, including the allocated Consultant and ¢ __
- View and manage all activities allocated to your centre This is the Welcome page for the
top ) : e
View and submit application and update forms

T Quality Portal. Use the navigation

bar at the top or the dropdown
menu to access the different
sections




Define your search by using the criteria below. The fields may change depending upon the
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E n B Catalogue

Data

services

Centre portal Activity planner Online forms

selections made.

Show me: | My Approval Applications - I -

For Centre All Centres - 2

Forperiod® @  last year - 3
| Or From * @ To

For Awarding 4

org City & Guilds -

[ sacn G

q

4. My approval applications

Quality Reports Settings

City &

Guilds
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My Approval Applications

Approval applications

01641

064t | reference number

01641

mesn | A list of your submitted Centre/Qualification Approvals and EPA Applications (CAPs / QAPs
/ EPA) with details of any approval activities will appear here. For applications including
more than one qualification or EPA application, you will see multiple rows with the same

See next page for an explanation of the content of each column

Note: This screen will only show applications submitted from 01.09.2013 onwards

Centre Ref No. Submission Date Type Qualification No. Qualification Description Status Ref No. Status
016431 0040007420 27.06.2014 Qap 677414 Level 4 Diplema in Insurance Application processed 2000056799 gz;‘:’;
016431 0040007460 24.07.2014 QAP 443001 Level 1 1VQ Certificstz in Application processed | 8000057340 Consul

Customer Services Submit!

Consut
Submit!

Choose My Approval
Applications

©

Specify a time period for the date when the
application form was submitted

Choose a centre number from
dropdown menu. This only
applies if you have access to
multiple centre numbers or
satellite sites

O

® ©

Keep ‘City & Guilds’ selected (only change
this if you work with ILM).

©

Click Search

View Centre/Qualification

Approval or EPA Applications

(CAPs / QAPs/EPA) you have
submitted
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The qualification you
applied for

The reference number for the

approval activity (if applicable).

Click to open the Qualification

Date initially
suggested by
the Quality
Team

Date agreed
between you
and the EQA

more than one
was selected)

The Centre The date you
number for which submitted
you submitted your

the application (if application

Approval report (QAPv)

(See Online Forms section for

details)
Approval Applicatic
Approval applications Approval visits (if required}l
Planned ] Actual Visit LEEH
Centre Ref No. Submission Date Type Qualification No. Qualification Description Status Ref No. Status o submitted
Visit date date date
016431 0040007420 27.06.2014 asp 6774-14 Level 4 Diploma in Insurance | Application processed | 8000056799 gﬂgfn'#:ng Report 1oy 07.2014 15.07.2014 27.06.2014
015431 0040007460 24.07.2014 QAP £430-01 Level 1 NVQ Certificate in Application processed | 3000057340 Consultant/® Report | 5, 479014 24.07.2014 24.07.2014
Customer Services Submitted
016431 0040007470 11.08.2014 QAP 5502-93 Level 3 Awardin Education | o ion processed | 8000057455 Consuftant/EY Report 11.08.2014 11.08.2014 18.09.2014
and Training (unit route) Submitted
Lewel & Diploma in Education Approval visit in .
016431 | 0040007480 11.08.2014 asP | 850297 Ziploma ! 3000057862 Visit Scheduled 15.08.2014 20.08.2014 00.00.0000
and Training (unit route} progress.
015431 0040007490 11.08.2014 QAP 8503-51 Level S Diploma in Teaching |, oy tion received nia nia nia nia nia
English: Literacy
Level 2 NVQ Certificate in Wall
016431 | 0040007491 T 11.08.2014 r.APT 6560-02 and Flsor Tiing (Conatruction) | APPication stoppea nia nia T nia nia nia
The reference number for your The type of The status of your The status of the Date when
application. Quote if you need application: Centre application. approval activity (if the QAPv was
to contact us. Click to open the Approval (CAP) or required) submitted

application form you submitted

(See Online Forms section for
details)

Qualification
Approval (QAP) or
EPA Application
(EPA)

(See next pages for
an explanation of
each status)

(See next pages for
an explanation of
each status)
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Your approval or EPA application status

The table below lists all the different statuses for your Centre and Qualification Approval or EPA Applications and
what they mean to you

Application received

Approval visit in progress

Application processed
(only for qualification approvals)

EPA Approved

Application stopped

Application on hold

Credit check in progress
(only for Centre approvals and EPA)

Credit check approved / rejected
(only for Centre approvals and EPA)

Credit check rejected
(only for Centre approvals and EPA)

We have received your EPA application, but we have not started to process it yet

A Centre/qualification approval visit or remote approval activity is being arranged/carried out

Your qualification approval application has been processed. Please note this could either be
approved or rejected. The Quality team will be in touch with you to inform you of the outcome

Your EPA application has been processed successfully (C&G UK and ILM only)
Please note: At this point, successful EPA applications will transfer to City & Guilds dedicated
EPA service. Please visit City & Guilds EPA Service page for full details and resources.

Your application has been stopped by us, or at your request

Your application has been put on hold by us, or at your request

Our Finance department is completing the credit check and processing the payment of your
Centre approval fee (fee not applicable to EPA)

Your credit check has been successful. The Quality team will allocate an EQA to organise an
approval activity (activity not applicable to EPA)

Your credit check has been unsuccessful. The Quality or EPA Applications team will be in touch
with details of how to proceed


https://www.cityandguilds.com/apprenticeships/endpoint-assessment-service

Quality Portal

City!
4. My approval applications Guflgg |lm

Your approval activity status (not applicable to EPA)

Not every qualification approval application will require an approval activity. If it does, it can be either a visit or a
remote activity. EPA will never have an approval activity. If we do organise an activity, it will be identified on the table
with a reference number (800xxxxxxx). The status of the activity will be displayed as follows:

Centre application approved /
rejected
(only for Centre Approvals)

Rejected

Consultant/EV assigned

Visit Scheduled

Consultant/EV Report submitted

Consultant/EV Reallocation

Your Centre approval application has been approved / rejected

Your approval application has been rejected. The Quality Team will be in touch with you with
details of how to proceed

An EQA has been allocated, and they will contact you to schedule a date

You have agreed an activity date with the EQA

The qualification approval report (QAPV) is ready to view

Occasionally, we may need to reallocate an activity to a different EQA. If that happens, you
may see this status temporarily
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5. My qualifications Guilds

- Catalogue Data Quality Reports Settings
s -

This is the number the This is your
system assigned to your National Centre (or
centre (as opposed to your | |customer) Number
National Centre Number)

Centre portal Activity planner

r'y

Define your search by using the criteria below. The
fields may change depending upon the selections made.

Customer Number Centre Number Centre Name

0001062425 © 145738 © | AP Collsge

Qualifications

Product Code Qualification Description Approved Date Last Registation Date Last Certification Date Consultant/EV Hame Approval Status

Show me:

My Qualifications -

For Centre 145789 AP College - 9

For Awarding
org

Level 3 Advanced National
0340-03 Certificate in Agriculture 20.06.2013 3122010 31122013 J Clark Low (Full Approvaly

City & Guilds

Level 4 NVQ in Waste

0735-02 Management Operations. 20.06.2013 15.04.2011 31.12.2013 J Clark Approval withdrawn
View details of your approved qualifications. Use the scroll bar along the right-hand side of the table to
(‘D Choose My Qualifications o0 move down the list
@ Choose centre number from masd See next page for an explanation of the content of each column
dropdown menu. This only

applies if you have access to
multiple centre numbers or Click to download the list of
satellites sites qualifications in MS Excel format

@ Select either ‘City & Guilds’

or ‘ILM’, or ‘CGLI View and download a list of all
International’ for

International customers

your approved qualifications,
with their statuses and

@ Click Search allocated EQAs
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- Catalogue Data Quality Reports Settings
services

Centre portal Activity planner Online forms

Define your search by using the criteria below. The

Quality Ratings

fields may change depending upon the selections made.
Customer Number Centre Number Centre Name
0001062425 145789 AP College
Show me:
My Qualifications - Qualifications
For Centre 143789 AP College -
Product Code Qualification Description Approved Date Last Registation Date Last Certification Date Consultant/EV Name Approval Status
For Awarding - - 0340-03 Level 3 Advanced National | 5 10005 31.12.2010 31122013 J Clark Low (Full Approvaly
org City B Guilds - Certificate in Agricutture

Level 4 NVQ in Waste
0735-02 Management Operations:

m Managing Landfill Men-

hazardous Waste

20.06.2013 15.04.2011 31122013 J Clark Approval withdrawn

Level 3 Advanced National
0340-83 Certificate in Agriculture 20.06.2013 ¥M.A2.2010 31122013 J Clark Low (Full Approvaly

Level 4 NVQ in Waste
Management Operations:

0735-01 Managio Landfl fazardous | 20-062013 15.04.2011 31122013 J Clark E:ggé:i;cﬁg‘:““”"
0w ’ ’ ’ ’
| | | |
Qualification details Last Registration and Last Your approval
Certification date, according to our status for this
Catalogue qualification
Date your application was Your allocated EQA for (See next page
successful this qualification (not foran ;
applicable to EPA) explanation of
each status)

© City & Guilds 11
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5. My qualifications Guilds

Your qualification approval status

This table lists the different statuses for your Qualification Approvals and what they mean to you

C&G - Low (Full Approval) You can register and certificate for this qualification.
ILM - 00 Direct Claim No Action Plan
ILM — 01 Direct Claim with Act. Plan

C&G - Medium (Registration only) You can register, but you cannot certificate for this qualification
ILM - 02 EV Signature Required

C&G - High (No Registration or Certification) C&G - You can neither register nor certificate for this qualification
ILM - 3a Suspend Registrations ILM — You have either registrations or certifications suspended.
ILM — 3b Suspend Certifications

C&G - Qualification Approval Rejected Your qualification approval application was unsuccessful, and you have not been approved
to run this qualification

C&G - Approval withdrawn Your approval has been withdrawn by the Quality Team

ILM - 04 Withdraw Programme Approval

C&G - Application withdrawn You have told us you no longer want to go ahead with your approval application

C&G - Approval lapsed (no activity) There have been no registrations/certifications on this qualification for two years, so your

approval has expired. You need to contact the Quality Team to discuss how to re-activate it
if you wish to do so
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L . B Catalogue Data Quality Reports Settings
services

Centre portal Activity planner Online forms

W search | ¢
Define your search by using the criteria below. The
fields may change depending upon the selections made. Planned Actual Date
c“;mr’ :::“" :"fe‘r:"" Activity Type Status Centre | activity activity Report
= = maer date date Submitted
Show me: My Quality Assurance Visits [ || [ |} 8000043980 | Systems Visit Visit Scheduled 145789 [17.07.2013 |24072013 | 00.00.0000
For Centre All Centres 2000043982 | Sampling 2377 E:fsi:gm” 145788 | 20062013 | 21.062013 00.00.0000
Forperiod*  © [ lsst week Ll View details of your activities. You can sort the data by clicking on any column header
Or From = '@' 01.06.2013 To 30.09.2013
_ ] See next page for an explanation of the content of each column
For Awarding .]
org City & Guild= u Note: This screen will only show activities with a Planned Activity Date from 01.09.2013 onwards
M ] ] 8000043397 | Sampling 2391-01 P41 received 1457894 | 18.062013 |17.07.2013 | (00.00.0000
] ] 3000044037 | Sampling visit 0753 CA1 received 145789 | 24072013 |24072013 | (00.00.0000
. . In Process with
@ Choose My Quality Assurance [ || [ || 8000044061 | Sampling 0686-01 PR 145789 | 31.072013 | 00.00.0000 00.00.0000
ACtIVItIeS m m 2000044029 Standardisation of assessment practice Report in progress 145729 27032013 30.08.2013 30.08.2013
@ Choose centre number from [ ] [ ] 2000044101 | Sampling 0735-01, 0735-02 Reportin progress | 145789 | 27.082013 | 30.08.:2013 30.08.2013
dropdown menu f
@ Specify time period for the Click on the reference number to View your
Planned Activity Date open a form related to each _
activity. past and future quality
Select either ‘City & Guilds’ or s L . .
@ qLM’. or ‘CGLI International’ for ' ) assurance Activities. This is
el (See Online Forms section for licabl
International customers . not applicable to EPA
@ Click Search
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Centre number for
which the activity
was scheduled

Centre portal Activity planner Online forms

W Search | <
Activity Details
Define your search by using the criteria below. The
fields may change depending upon the selections made. Planned Actual Date
c“;mre :::"" :"f"r:“ Activity Type Status Centre | activity activity Report
© s umBer date date Submitted
Show me: My Quality Assurance Visits  ~ [ || [ || 5000043980 | Systems Visit Visit Scheduled 145789 | 17.07.2013 |24.07.2013  |00.00.0000
" CAZ sentto
For Centre All Centres - 2000043582 Sampling 2377 Consultant 145729 20.082013 21062013 00.00.0000
Forperiod® (@ | last week [ ] [ ] 3000043334 | Remots Sampling 7452 E"D’fs"‘u;;m” 145788 | 12.062013 | 27062013 00.00.0000
. 2000043591 Generic Advisory Visit Report Completed 145789 28.06.2013 20062013 20.082013
OrFrom* '@ 01,06.2013 To 30.03.2013
m m 2000043592 Systems Advisory Visit Report Completed 145789 08.08.2013 20062013 20.068.2013
For Awarding [ 1] [ 1] 2000042393 | Senior/Prof Recognition Award Monitoring PA1 received 145789 28.062013 | 20.08.2013 00.00.0000
org City B Guilds -
m m B000043595 Standardisation of assessment practice Visit Scheduled 145789 13.08.2013 20062013 00.00.0000
|
Click to add a note or Reference number for | | Brief description Date suggested by Date the CAR
attachment. Please note the activity of the activity, as the Quality Team was submitted
that these will be visible entered by the
to the Quality Team, but Click to open the CA2, | | Quality Team
not to your EQA. PA1 or CAR related to Date agreed
Please note: do not use the activity between you and
this function to add the EQA
attachments to the CA2. (See Online Forms
This functionality is section for details)
within the form itself The status of this activity
(See next page for details.)
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Activity status

This table lists the different statuses for your Activities and what they mean to you

In Process with Consultant/EV

Visit Scheduled

CA2 sent to Consultant
(Only applicable to sampling activities)

PA1 received
(Only applicable to sampling activities)

Report in Progress

Report Completed

Consultant/EV Reallocation

An EQA has been instructed to carry out this activity. He/she will contact you to agree a date

An activity date has been agreed between you and your EQA. If the activity does not involve
sampling, there is nothing else for you to do until the day of the activity. For sampling activities,
you will have been emailed the CA1 with the details of the activity. You now need to submit a
CA2 form online. The CA2 due by date is stated in the CA1 (See Online Forms section for details)

You have submitted a CA2 form. The EQA now needs to submit a PA1 form online

The EQA has submitted a PA1 form online. You can view it by going to the Online Forms tab, and
using the reference number for the activity (800xxxxxxx). (See Online Forms section for details)

The EQA has submitted the Centre Activity Report (CAR) and the Quality Team is currently
reviewing it. The Report is not available for you to view at this stage

The Quality Team has processed the Centre Activity Report (CAR) and it is now available for you
to view. You can do this by clicking on the reference number for the activity (800xxxxxxx). (See
Online Forms section for details)

Occasionally, we may need to reallocate an activity to a different EQA. If that happens, you may
see this status temporarily



Quality Portal ctye¥ | 11
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Catalogue Data i Reports Settings
g Quality P g
services

Centre portal Activity planner Online forms

Define your search by using the criteria below. The

My Centre Updates

fieids may ehange depending upon he selections made. Transaction 1D, Description Current Status Submission Date Centre
0600000541 CENTRE UPDATE FORM RECEIVED Being Processed 20.08.2013 1457894
Show me: My Centre Updates - 0600000515 CENTRE UPDATE FORM RECEIVED Being Processed 25.08.2013 145789
o Contre 0600000499 CENTRE UPDATE FORM RECEIVED Update Complete 19.06.2013 145789
0600000540 CENTRE UPDATE FORM RECEIVED Being Processed 19.06.2013 145789
Forperiod® @ | lastyear = 0600000514 CENTRE UPDATE FORM RECEIVED Being Processed 24.06.2013 145789

orfrom= O To

A list of your submitted Centre Updates will appear here

For Awarding
org

City & Guilds

[ seach @)

See next page for an explanation of the content of each column

(‘D Choose My Centre Updates @ Specify a time period for the date when the
update was submitted
@ Choose centre number from @ Select either ‘City & Guilds’ or ‘ILM’, or View details of any Centre
dropdown menu. This only ‘CGLI International’ for International Update forms you have

applies if you have access to customers
multiple centre numbers or

satellite sites @ Click Search

submitted
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L 1 8 Catalogue Data Quality Reports Settings
services

Centre portal Activity planner Online forms

4
My Centre Updates

Define your search by using the criteria below. The
fieids may ehange depending upon he selections made. Transaction 1D, Description Current Status Submission Date Centre | The centre
0600000541 CENTRE UPDATE FORM RECEIVED Being Processed 20.06.2013 145780 @— Number for
Show me: My Centre Updates - 0600000515 CENTRE UPDATE FORM RECEIVED Being Processed 25.06.2013 145789 which you
o Contre Pp—— - 1600000499 CENTRE UPDATE FORM RECEIVED Update Complete 19.06.2013 145789 submitted the
0600000540 CENTRE UPDATE FORM RECEIVED Being Processed 19.06.2013 145789 update
Forperiod® @ | last year - 0600000514 CENTRE UPDATE FORM RECEIVED Being Processed ‘ 24062013 145789
orfrom= O To T T T
The reference Standard (system The date when you
Dngr Awarding City & Guilds = number for your generated) description submitted your update
centre update.
m Click to open the
_— submitted form
(See Online Forms The status of the update.

section for details) Options are:

- Being Processed
- Update Complete
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Access online forms

Method 1

Click on the reference number for an activity, approval visit or remote activity,  Click on the Online Forms tab. Use this method for:
CAP / QAP application or submitted Centre Update.
e Submitting a CAP / QAP
This method is recommended in most cases. *  Submitting an EPA application (C&G UK and ILM only)
_ * Submitting a Centre Update

4 E—
S | cones et ety o o
—

Define your search by using the criteria below. The fields
may changs depanding upon the selsctions mads

BODD043GE2 | Samplng 2377 perform.
|

Centre Aftach Reference [ W7 search | -
Hote Docs | Number eSS TYRE 4
Online Fi
Showme: My Qualy Assurance Acivt L=
. I E00004 3550 ysbems Visk Please select the form you require from the list .
Foer Cent All Cantras below, and then click on the sction you wish to Online Forms
o re - .

‘Online Forms allows you to view and subn
— applications (QAF) and centre updates (CI

Plzase |59\E¢
) . . . choose ;
‘Online Forms’ will appear on the right-hand side of the screen. e e .
a Centre 8995350 SAP Test INT CR1 severs| different forms. The o will £
The Reference No and form type will be pre-populated. o ! w Gopeh o e matare o e ity 20
Esfﬁrenm | Plesse see below for a description of eack

Im ‘I‘ lease select the form you require from the list below, and then dlick on the action you wish to perfnrm .
Centre Activity Report 1 - is usad for
Define your search by using the criteria below. The fields

. n ® exam sudits
ease choose Salect

I I ) . LR

may change depending upon the selections made.

Centre Activity Report 2 - is used for
Customer No. 145785 AP College - . seninrtf pr;assmnal recognifion &

Reference No. v -
Show me: My Quality Assurance Activitie + 8000043380 Centre Activity Report 3 - is used for

For period * @ last year - )
Online Forms

orfrom* @ |70

: Online Forms
For Awarding m“\

© City & Guilds 18
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Create / change / display

What it does When you can use it

Opens a new blank form for you to fill in You can create or change the following
Create for the first time form types:

Please select the form you reguire from the list below, and
then click on the action you wish to perform.

e A Qualification Approval form (full
access users)

Please choose Select -

Opens a form you have been working on S

P ¥ & * An EPA application form (full access
Customer No. 145783 AP College - Change and that you have saved, but not Users

for) submitted

Reference No.

* A Centre Update form (full

Use this button to re-open the form and .
access/admin users)

] continue working on it until you are ready
Create Change Display - submit

e Asampling form CA2 (full
T access/admin users)

Choose an action, depending

on what you want to do. The Opens a form in read-only mode, so you You can display any submitted form for
actions available to you will m can view it and print it, but you cannot your centre, including those submitted
depend on the form type make any changes or submit it by an EQA or by another centre user

you’ve chosen, and your level
of access This is the button you use to display
forms submitted by your EQA

See table on the right for
details
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8. Online forms

Create / change / display

-~y Catalogue

Centre portal Activity planner

Please select the form you require from the list below, and then
click on the action you wish to perform.

Data

Quality

services

4

Please choose Qualification Approval -

Centre 1457859 AP College -
(or)

Reference No.

SRl

O—

Online forms

Reports

Click here to hide/display the search
fields. This will allow you to

u g maximise the width of your screen

to display the form

2AP)

Form QAP

This form is to be completed with reference to the following documents:

For City & Guilds UK centres: Our Quality Assurance Requirements and the Supporting Customer Excellence Centre Manual.

For City & Guilds International centres: The International Centre Manual.

Settings

For ILM centres: Our Quality Assurance Requirements and the ILM customer handbook.

ggiclds are mandatory unless otherwise stated.

1.3

1.4

1.5

1.6

ction 1

Contact details

Centre name AP College

Centre number 145780
Centre contact name
Email address™

Telephone number®

Website

Please select

02072942468

www.apcollege.com

City

G

@®—— The selected form will

& [ilm

City:-
Guilc

appear on this side of
the screen

T

* Please use the most appropriate contact email address and telephone number for City & Guilds / ILM to use in the event of a

m
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8. Online forms

Save / submit / print

- Catalogue

Data

Quality

services

Centre portal Activity planner Online forms

Please select the form you reguire from the list below, and then
click on the action you wish to perform.

Please choose Qualification Approval -

Centre 145789 AP College -
(or)

Reference No.

Scroll down to the end of the
form to find the Save,
Submit and Print options.
Not all three buttons will be
available at all times; it
depends on the form type
you are looking at, and how
you opened it

See table on next page for
details.

Save

Gty & Gulds - Supporting Customer [

Excellence Manual

City & Guilds - Guidance on internal [

quality assurance

Equal opportunities policy and monitoring [

Records of City & Guilds Centre Update [

form

City & Guilds - Access to assessment and [

qualifications

Appeals and complaints procedure ]

Examinati
@rareres] A Save button | out an
activities | ‘follows’ you  |eype of
assessme| AS YOU scroll of ICE
document| down through ementary

Bk d staff [

Reports

Settings

e | ilm

Gu

guidance the form nducting
examinati
You may w documentary evidence in an electronic format
Delete? Documentary evidence
I Browse...

A e

s

I

"l m. |
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8. Online forms

Save / Submit / Print

Use this button to save the form you’ve been working on, without submitting it. This
allows you to come back to it at a later stage to continue working on it.

We strongly encourage you to save as you go along, to ensure you don’t lose any
data.

Whenever you save the form, you will see a confirmation message like the one on the
right. Re-open the form in ‘Change’ mode and continue working on it.

Please note, the Save button will not be available if you open the form in ‘Display’
mode.

Use this button when you are ready to submit the form. Forms can only be submitted
once. If you submit a form in error, please contact the Quality Team.

If the form was submitted successfully, you will see a confirmation page like the one on
the right, with a brief description of what to do/expect next.

If you do not see the confirmation screen, it means the form has not been submitted.
Scroll through the form to find errors highlighted in red print. Make the necessary
changes and try to submit again.

Use this button to print a copy of the form at any time. Remember always to set paper
orientation to landscape, in order fit the whole form on the page.

You can print to a printer, or you can create an electronic copy (e.g. PDF/Microsoft
XPS)

¥ | ilm

Your form has been saved.

Don't forget vou still need to submit the form once it is complete.
To do this, go back to the form and click ‘Change’ to edit it.

Your form has been submitted

What happens next

Your managing office/customer service co-ordinator will process your request.
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8. Online forms

Example 1: submitting a QAP form (1/2)

- Catalogue

Centre portal Activity planne

Please select the form you require from the list below, and then
click on the action you wish to perform.

I Please choose

Centre
or)

Reference Mo.

M

Qualification Approval

145789 AP College

Display

Online forms

Data
services

Quality Reports Settings

Qualification Approval (QAP)

Form QAP

This form is to be completed with reference to the following documents:

For City & Guilds UK centres: Our Quality Assurance Reguirements and the Supporting Customer Excellence Centre Manual.
For City & Guilds International centres: The International Centre Manual.

For ILM centres: Our Quality Assurance Requirements and the ILM customer handbook.

s are mandatory unless otherwise stated.

ction 1 Contact details

Cityé-

Guilc

Centre name AP College

Centre number 145780

Delete? Documentary evidence

r Browse.

Add New Delete

Click on the Online Forms tab

Choose form type
Qualification Approval

®© 0|0

Centre No will be pre-
populated, or choose from
dropdown menu if you have
more than one

Click Create

@ ®

Complete the form.

Save as you go along. You
will see a confirmation
message each time you save

Submit when the form is
ready

© City & Guilds
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8. Online forms Guilds

Example 1: submitting a QAP form (2/2)

e . B Catalogue Data Quality Reports Settings
services

Centre partal Activity planner Online forms

| 7 scarch | ‘
Please select the form you reguire from the list below, and then o— |f the form was
click on the action you wish to perform. Submitted
successfully, you will
Please choose lificati | - . . .
Qualfication Approva see this confirmation
Centre 145789 AP College - screen
(or)
Reference No.
IMPORTANT Your form has been submitted

We recommend that you
complete the form and submit on
the day

You can save the form and return What happens next
to it later to complete it, but Your managing office/quality manager will process your request and contact you shortly.
other users will not be able to
start working on a new QAP form
until this one is submitted
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8. Online forms

Example 2: Viewing a submitted qualification approval (QAP) form — (1/3)

Define your search by using the criteria below. The fields may change depending
upon the selections made.

Show 1
me: My Approval Applications -

For Centre All Cantres -
Forperiod* @  last year -
orFrom*  © | |To|

For Awarding

org City & Guilds -

4

My Approval Applications

Approval applications
Centre Ref No. Submission Date Type Qualification No. Qualification Description Status
Level 4 Diploma in -~
016431 0040007420 27.06.2014 QAP 6774-14 Application processed
Insurance
Level 1 NVQ Certificate in N
016431 0040007460 24072014 QAP 4430-01 Customer Senvices Application processed
016431 | 0040007470 11.08.2014 QAP |6502-93 Level 3 Award in EQUEBHON | 0 yeaion processed
and Training (unit route)
Level 5 Diploma in Approval visit in
016431 0040007480 11.08.2014 QAP 6502-97 Education and Training (unit :}Op ress
route) preg
Level 5 Diploma in Teaching N .
016431 0040007480 11.08.2014 QAP G503-51 English: Literacy Application received
Level 2 NVQ Certificate in
016431 0040007481 11.08.2014 CAP 6560-02 Wall and Floor Tiling Application stopped
(Construction)

Go to My Approval Applications and search. Please remember to select the correct Awarding Organisation and a suitable date range.

@
@

Locate the approval application form you wish to display and click on the reference number (400)

Please note: there will be one line for each qualification included in a single application; all with the same reference number (400)

© City & Guilds
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8. Online forms

& | ilm

Example 2: Viewing a submitted qualification approval (QAP) form — (2/3)

4

Define your search by using the criteria below. The fields may change depending
upon the selections made.

Show
me: My Approwval Applications -
For Centre All Cantres -

For period * @  last year -
orfrom®* @ | |To|

For Awarding

org City & Guilds -

Centre

Reference Mo. 0040007420

Online Forms

Online Forms

Online Forms allows

The Online Forms screen
will open on the right-
hand side

The reference number for
the application and the
centre number will be
prepopulated

The form type
Qualification Approval
will be pre-selected.

Click Display

© City & Guilds

26



Quality Portal

8. Online forms

Example 2: Viewing a submitted qualification approval (QAP) form —(3/3)

L& ¢

Define your search by using the criteria below. The fields
may change depending upen the selections made.

Show me: My Approval Applications -
For Centre All Centres -

For period * @ last year -
orfrom®= © | To |

For Awarding

org City & Guilds -

!

Click on Search to
leave the form and go
back to the list of
approval activities

®——— The form will display
Qualification Approval (QAP) on the right-hand
side of the screen, in
read-only mode.
You can scroll down

Form QAP and click ‘Print’, if
you wish to print a
This form is to be completed with reference to the following documents: copy

For City & Guilds UK centres: Qur Quality Assurance Requirements and the Supporting Customer Excellence Centre Manual.

For City & Guilds International centres: The International Centre Manual.

For ILM centres: Qur Quality Assurance Requirements and the ILM customer handbook.

All fields are mandatory unless otherwise stated.

Section1 Contact details

1.1 Centre name AP College
1.2 Centre number 145789
1.3 Centre contact name Miranda Lang M

1.4 Email address™ admin@apcollege.com

1.5 Telephone number* 02072942468

16 Website www.apcollege.com

*Please use the most appropriate contact email address and telephone number for City & Guilds /ILM to use in the event of a query related to this

application

© City & Guilds
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8. Online forms

Example 3: Viewing a qualification approval report (QAPV) — (1/3)

| ¥ Scarch | ¢
1 My Approval Applications
Define your search by using the criteria below. The fields may change depending

upen the selections made
Approval applications Approval visits (if required)
1 » Report
Show Centre | RefHo. Submission Date Type |Q tion No. i ipti Status Ref No. Status Planned Actual Visit submitted
——————————————————————— Visit date date
me My Approval Applications - 2 date
S . Level 2 NVQ Diploma in Consultant/EV Report
For Centre ‘Al Centres - 728875 | 0040013466 03.02.2014 QAP 6189-11 Plumbing and Heating Application processdli | 8000041837 Submitted 03.02.2014 03.02.2014 03022014
_ Level 3 Award in
Forperiod® @ |ast year - Understanding the Centre application Consultant/EV Report
728875 | 0040017733 24.01.2074 CAP 6317-30 Principles and Praciices of | approved 8000041830 Submitted 24.01.2074 24.01.2074 24.01.2014
. Assessment
orfrom O 1 rol ]
For Awarding
org City E Guilds -

Go to My Approval Applications and search

®|0

Locate the approval activity for which you wish to view the QAPV form and click on the reference number. The activity has to be at status ‘Consultant/EV
Report Submitted’

Please note that there will be one line for each qualification covered by the approval activity, all with the same reference number (800)

© City & Guilds 28
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8. Online forms
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Example 3: Viewing a qualification approval report (QAPV) - (2/3)

Define your search by using the criteria below. The fields may change depending
upon the selections made.

Please select the form you require from the list below, and then click on the action you wish to perform.

Show

me: My Approval Applications -
For Centre All Centres -
Forperiod* @  last year -
orfrom* O | |To|
For Awarding
org City & Guilds -

QAPY Only

8000041837

Change

@ The Online Forms screen

will open on the right-
hand side

Online Forms
Online Forms allows you to view and submit a range of forms

The Centre Activity Report (CAR) is the report form that is use
different forms. The CAR you will see during and after an exte

Flease see below for a description of each:

@ The reference number for

the activity and the
centre number will be
prepopulated

Centre Activity Report 1 -is used for
» exam audits

@ The form type QAPV Only

will be pre-selected

@ Click Display

© City & Guilds
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8. Online forms

City &

Guilds

ilm

Example 3: Viewing a qualification approval report (QAPV) - (3/3)

Defing your search by using the criteria below. The fields may change depending
upen the selections made.

Show

me Wy Approval Applications v
ForCentre Al Centres
Forperiod* @ lastysar v
orfrom= © [ 1ol ]
For Awarding
org City & Guilds -

—

Click on Search to leave

Al

Consultant's Report

Qualification Approval

Form QAPV

-

City & Guilds qualification no(s)

Title(s) of qualification

The form will display
on the right-hand
side of the screen, in
read-only mode.

You can scroll down
and click ‘Print’, if you
wish to print a copy

3748-01

Functional Skills English

Semvice order number

the form and go back 8000043835
to the list of approval Centre name AP College
activities
Centre number (if allocated) 145789
Address 20 Brondesbury Road
NW2 3RT
London
Linited Kinaodom
Telephone number +4420729424683047
Mame of Centre Contact Miranda Lang
Mame of Consultant 3 Clark
Date shown on corresponding Form QAP: 19.06.2013
© City & Guilds 30
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8. Online forms

Example 4: submitting a CA2 form - (1/5)

Data

- Catalogue .
services

Quality

Centre portal  Activity planner  Online forms

Define your search by using the criferia below. The fields may

change depending upon the selections made

Reports

Settings

Planned Actual Date Report
| | activity date activity date Submitted
Show me: My Quality Assurance Visits W

[ ] [ ] Visit Fi Visit Scheduled 13.10.2020 13.10.2020 00.00.0000

—
Faor Centre | T71245 International T+ [ ] [ ] 5000044350 | Systems Visit In Process with ConsultantEV 12.11.2020 00.00.0000 00.00.0000
Forperiod* O [last wesk v [ ] [ | 8000044851 Visit IVCt Advanced Diploma Visit Scheduled 31.10.2020 31.10.2020 00.00.0000
8000044853 | Sampling Remote 6106-21 CAZ2 sent to Consultant 16.12.2020 16.12.2020 00.00.0000

orFrom ® e ez | [rma 505 | .

For Awarding org | CGLI International e

Go to My Quality Assurance Activities, set the correct Awarding Organisation, and a suitable time frame, then click Search

The activity has to be at ‘Visit Scheduled’ status

@ Locate the activity for which you wish to submit a CA2 form and click on the reference number

© City & Guilds
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8. Online forms

Example 4: submitting a CA2 form - (2/5)

N Catalogue Data

services

Centre portal Activity planner Online forms

Define your search by using the criteria below . The fields
may change depending upon the selections made.

Show me: My Quality Assurance Activitie
For Centre All Centres -

For period = @ [ next year V]
OrFrom* @ | |-|-D | |
For Awarding

org City & Guilds -

Quality Reports Settings

Please select the form you require from the list ?e\r, and then click on the action you wish to perform.

Centre 145789 AP College

Reference No. |g000058123

Online Forms @

Online Forms allows you to view and submit a range of forms, including gualification ap
(cuy.

The Centre Activity Report (CAR) is the report form that is used by your Quality Consu
Auditor. Unlike previous single form reports, the CAR has been spiit into several differe
an external guality assurance activity will depend on the nature of the guality assurand]

Pleaze see below for a description of each:

Centre Activity Report 1 - is used for
& exam audits

The Online Forms screen
will open on the right-
hand side

The reference number for
the activity and the centre
number will be
prepopulated

Select the form type
‘Sampling Form CA2’

Click Create

© City & Guilds
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8. Online forms

Example 4: submitting a CA2 form - (3/5)

s 8 Catalogue Reports

Quality

Centre portal Activity planner Online forms

Form CA2

Settings

Centre tracking of assessment and quality assurance

7

Citys
Guilds

& | ilm

This information will pre-
populate

Centre no , ID: 145789

Contact name: [riranda Lang

Centre name: L.n College
Service Order: [s000058123
Date of City & Guilds QC , ESC* activity: 01.05.2016

*Qualification Consultant / External Verifier, Employer Systems Consultant

All of the information requested below is mandatory.

Select Document Type \gl Attachment
[[1 PPlease attach here copies of the tracking plan/internal quality assurance sampling plan for the qualification(s) listed. Browse...
Please tick if you use e-portfolios for these qualifications and if so, please state in the next column which e-portfolios you use.
Browse...

ndicating their location and how they meet the assessment strategy requirements.

bopulated learner lists below.

O
[[] PPlease attach here an up-to-date list of assessors/qualification coordinators/internal quality assurance staff responsible for the qualification(s),
O

Please attach here an up-to-date list of registered & certificated learners, including: qualifications/levels, locations, centre enrolment dates, City &
Guilds registration dates and numbers, allocated assessor and internal quality assurance staff names. Alternatively, you can use the pre-

Browse...

Tick as appropriate

@O 0

Attach required
documents (one per field)

Please note: You will not
be able to submit the
form without the
attachments required.

For the last item (list of
registered/certificated
learners), the
recommended option is
to use the tables further
down (see next page) to
download pre-populated
learner lists from our
database. Alternatively,
you may choose to attach
your own list here.

Either way, you must tick
the box to indicate you
are supplying the
information
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Example 4: submitting a CA2 form - (4/5)

If you prefer not to upload your own list of registered and certificated learners, you can download pre-populated lists below. This is what you need to do:

1. Click on the ‘Download’ button to generate the list in Excel format. This will show all the learners registered and certificated in the last 24 months for each qualification.

2. Save it on a local drive.
3. Complete all columns for all relevant learners. Please include any other active learners that may not be listed here.

4. Upload the list using the 'Upload learners' button for each qualification.

Qualification Qualification title

no

Download
Learners

Upload learners

Browse...

Browse...

3748-01 Functional Skills English
3748-02 Functional Skills Mathematics
3748-03 Functional Skills Information and Communication Technology (ICT)

Download

Browse...

Please use the table below to include any additional documents you wish to attach.

Delete? Additional Attachments

O Browse...

Additional Comments

I Please enter any additional comments here

)

13
[ suomi

& | ilm

You do not need to use
these tables if you have
attached your own list of
registered/certificated
learners, as explained in
the previous page. Using
this option will enable
you to download directly
from our live database

Add any other
attachments you may
wish to include

®

Add any other comments
you may wish to make

Save as you go along and
submit when the form is
ready
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8. Online forms

City &

Guilds

Example 4: submitting a CA2 form - (5/5)

Define your search by using the criteria below. The fields
may change depending upen the zelections made.

Show me: My Quality Assurance Activitic
For Centre All Centres -
Forperiod* @ [ next year v
orfrom:  © To

For Awarding
org City & Guilds -

?

Click on Search to leave
the form and go back to
the list of activities

4

If the form was submitted
successfully, you will see
this confirmation screen

Your form has been submitted

What happens next

Your Consultant/EV will now prepare a Plan of Activity form (PA1).

ilm
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8. Online forms

Example 5: viewing a plan of activity form (PA1) — (1/3)

D .
- Catalogue se:i::aes Quality Reports Settings

Centre portal  Activity planner  Online forms

— oo |
Define your search by using the criferia below. The fields may

change depending upon the selections made.

Planned Actual Date Report
| l activity date activity date Submitted

Show me: My Quality Assurance Visits W

[ ] Visit Functi PA1 received 13.10.2020 13.10.2020 00.00.0000

y—
For Centre [ ] [ ] 3000044850 | Systems Visit In Process with ConsultantEV 12.11.2020 00.00.0000 00.00.0000
Forperiod * () | lazt wesk v [ ] [ ] 8000044951 ling Visit IVQ Advanced Diploma Visit Scheduled 31.10.2020 31.10.2020 00.00.0000

[ ] [ ] 8000044953 | Sampling Remote 8106-21 CA2 sent to Consultant 16.12.2020 16.12.2020 00.00.0000 =

orFrom* @ [01.10.2015 |To[31.12.2020 |

For ing org | CGLI International W

@ Go to My Quality Assurance Activities, set the correct Awarding Organisation, and a suitable time frame, then click Search

@ Locate the activity for which you wish to view the PA1 form and click on the reference number*

*The activity must be at ‘PA1 received’ status to enable this.

© City & Guilds
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8. Online forms

Example 5: viewing a plan of activity form (PA1) — (2/3)

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Show me: My Quality Assurance Activit +
For Centre All Centres -

For period * ':ﬂ::' last year -
orFrom: ) | To |

For Awarding

org City B Guilds -

Pleaze choose

Customer No.

Reference No.

Sampling Form PA1L -
145789A AP College - B Site - 4
8000043397

6
Online Forms @

Online Forms allows you to view and submit a range of forms, including gualification appr
cuy.

The Centre Activity Report (CAR) is the report form that is used by your Quality Consultan
Unlike previous zingle form reports, the CAR has been split into several different forms.
quality assurance activity will depend on the nature of the guality assurance activity und

Plzase see below for a description of each:

Centre Activity Report 1 - is used for
*» exam audits

Centre Activity Report 2 - is used for
= senior / professional recognition award monitering activity

The Online Forms screen
will open on the right-
hand side

The reference number for
the activity and the
centre number will be
pre-populated

Select form type
Sampling Form PA1

Click Display

© City & Guilds

37



Quality Portal ‘ il
8. Online forms Guilgs | ItM

Example 5: viewing a plan of activity form (PA1) — (3/3)

™ Catalogue Data Quality Reports Settings
services

Centre portal Activity planner Online forms

lm 4 The form will display
([ . .
Define your search by using the criteria below. The fields Form PA1 on the rlght hand Slde
may change depending upon the selections made. Of the screen, in
read-only mode
Show me: My Quality Assurance Activit - * . .
For Centre All Centres - Plan of QC ’ ESC aCtIVIty You can scroll down
and click ‘Print’, if you
For period * @ last year - WiSh tO print a Copy
orfrom* @ |70 1. To:
For Awarding Contact name: June Lang
org City & Guilds -
Centre no . ID: |321489 |
Senice Order: [s000001827 |
| Paosition: Quality Assurance Co-ordinator
Click on Search to Centre name: [Training Centre for Uk |
leave the form and go Site , address: ST Te————
back to the list of London
& ang ED9 9RF
activities United Kingdom
From: Qualification Consultant / External Verifier, Employer Systems Consultant

© City & Guilds
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8. Online forms

Example 6: viewing a centre activity report (CAR) — (1/3)

. B Catalogue Data Quality Reports Settings
services

Centre portal Activity planner Online forms

W scarcn ‘
Activity Details
Define your search by using the criteria below. The fields
may change depending upon the selections made. e A Planned Actual Date
Nu = Activity Type Status - | Centre activity activity Report
BCIE = 3 date date Submitted
Show me: My Quality Assurance Visits - [ ] [ | 3000043980 | Systems Visit Vist Scheduled 145789 [17.072013  |2407.2013 | 00.00.0000
For Centre All Centras - . . 8000043996 Standardization of aszessment practice Visit Scheduled 145789 13.09.2013 20.06.201M3 00.00.0000
. . 2000044029 Standardization of assezsment practice Repert in progress 145789 27082013 30.08.2013 30.08.2013
For period = @ last year - [ ] [ | r‘ 000044101 | Sampling 0735-01, 0735-02 Reportin progress _ [ 145789 |27.082013  |30.082013 [ 30.08.2013
o Iro [ | [ | 000043991 | Generic Advisory Visit Report Completed [ [ 145789 | 28062013 | 20.06.2013 20.06.2013
Or From * =) To
[ | [ | T — 145789 08082013 | 20062013 20.06.2013
For Awarding . . 8000043993 Senior/Prof Recognition Award Monitoring PA1 received 145789 28.08.2013 20.08.201M3 00.00.0000
org City & Guilds -
[ | [ ] 8000043997 | Sampling 2391-01 PA1 received 1457894 | 18.06.2013 | 17.07.2013 00.00.0000
- - In Process with
m [ | [ | 8000043981 | Employer Systems Monitoring Visit ConsutantEV 145789 13.03.2012 | 00.00.0000 00.00.0000
[ ] [ | 5000043987 | Moderation 3748 In Process with 145788 |02.052013 | 00.00.0000 | 00.00.0000
Consultant/EV

@ Go to My Quality Assurance Activities and search. You can sort by clicking on the column headers.

@ Locate the activity for which you wish to view the CAR form and click on the reference number*

*The activity has to be at ‘Report Completed’ status

© City & Guilds
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8. Online forms

Example 6: viewing a centre activity report (CAR) — (2/3)

Define your search by using the criteria below . The fields
may change depending upon the selections made.

Show me: My Quality Assurance Activit +
For Centre All Centres -

For period * @ last year -
orfrom* @ |To |

For Awarding

org City & Guilds -

Pleaze choose Centre Activity Report 5 -

Customer No. 145789 AP College

Reference No. 2000043931

®

Online Forms

Online Forms

Online Forms allows you to view and submit a range of forms, including qualification approvw
(cuy.

i ease select the form vou require from the list below,  then click on the action you wish to perform.

The Online Forms screen
will appear on the right-
hand side

The reference number for
the activity and the
centre number will be
prepopulated

©)

The form type will be pre-
selected according to the
activity

@

Click Display

Unlike previous single form reports, the CAR has been split into several different forms. The

Fleaze zee below for a description of each:

Centre Activity Report 1 - is used for
* ecxam audits

Centre Activity Report 2 - is uzed for

» senior / professional recognition award monitoring activity

The Centre Activity Report (CAR) is the report form that is used by your Quality C 1, 3

quality agsurance activity will depend on the nature of the quality assurance activity underta

© City & Guilds
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Example 6: viewing a centre activity report (CAR) — (3/3)

Define your search by using the criteria below. The fields
may change depending upen the selections made.

4

Centre Activity Report

City&s
Guilds

Systems Visit
Sh : My Quality Assurance Activit i
mme i Systems Advisory .
ForCentrs  All Contras - ®—— The form will display on
) . the right-hand side of
Forperiod © @ last year - Section1 Contact details the screen, i read-only
Orfrom*= © To 1.1 Service Order 8000043992 | mode
You can scroll down
For Awarding . . .
org City & Guilds - 1.2 Centre Name AP College and click ‘Print’, if you
1.3 Centre number 145789 wish to print a copy
(landscape
recommended)
1.4 Centre contact

- Title
Click on Search to leave the - First name Melanie
form and go back to the list - sumame pones
of activities - Telephone number® [+443047
- Email address* analia.padin@cityandguilds.com
Consultant Name P Clark
Type of Activity ISystems Advisory

Date of Activity (dd. mm.yyyy) [20.06.2013
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8. Online forms

Example 7: submitting a centre update form - (1/2)

L . B Catalogue

Data Quality Reports

‘ o services
! Centre partal Activity plann® m
'

| searcn

Please select the form you require from the list below, and then
click on the action you wish to perform

Please choose Centre Update -

Centre 145789 AP Collegs -

I Create | Change

Centre Update

s farm is to be completed with reference to the following documents:

For City & Guilds UK centres: Our Quality i &the

Settings

Customer

For City & Guilds International centres: Centre Manual - Delivering International Qualifications

centres: Qur Quality Assurance Requirements & the ILM Centre Manual

@ f are mandatory unless otherwise stated.

Centre Manual

City2g
Guilds

g ction 1 Centre details

]

wn
Centre Name AP College
Centre Number 145789

Section 2 Change to Centre details

Section4 Declaration and contact details

By submitting this form you confirm and agree that

* You are authorised to submit this form on behalf of the centre.

* The information provided in this application is complete and accurate

Please tick this box to confil jance of these conditions.

Submit I Print

Click on the Online Forms tab

Choose form type Centre
Update

© 00

Centre No will be pre-
populated, or choose from
dropdown menu if you have
more than one

Click Create

©®

Complete the form.

Save as you go along. You will
see a confirmation message
each time you save

Submit when the form is
ready

© City & Guilds
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Example 7: submitting a centre update form - (2/2)

S 2 B Catalogue Data Quality Reports Settings
services

Centre portal Activity planner Online forms

<
| P search |

Please select the form you require from the list below, and then
click on the action you wish to perform.

Please choose Centre Update
If the form was submitted

successfully, you will see this
confirmation screen

Centre 145782 AP College -
(or)

Reference No.

Your form has been submitted

What happens next

Your managing office/customer service co-ordinator will process your request.
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Example 8: viewing your submitted centre approval (CAP) form —(1/3)

Define your search by using the criteria below. The fields may change depending
upon the selections made.

My Approval Applications

Approval Applications

O

Centre Ref No. Submission Date Type Qualification No. Qualification Description

My Approval Applications

Level 2 NVQ Diploma in
For Centre All Centres v 728875 | 0040013466 03.02.2014 QAP |6189-11 Plumbing and Heating

For period* @  last year =

Principles and Practices of
Assessment

Level 3 Award in
| 728875 | 0040017733 24.01.2014 CAP |531?-30 Understanding the
(2

orFrom*  © | |To|

For Awarding
org City & Guilds -

Go to My Approval Applications and search

Locate the centre approval application (CAP) on the list and click on the reference number (00400xxxxx)

OJES,

Please note that there will be one line for each qualification included in the application, all with the same reference number
(00400xxxxx)
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8. Online forms

Example 8: viewing your submitted centre approval (CAP) form — (2/3)

Define your search by using the criteria below. The fields may change depending
upon the selections made.

Please choose Centre Approval

Centre
show Reference MNo. 0040017733
me My Approval Applications -
For Centre All Centres - .
@ The Online Forms screen
Forperiod* @  last year - WI" open on the r|ght_
hand side
OrFrom* O |T0 \
ForAwardng @ The reference number for
org City & Guilds -

Online Forms

the application and the
Online Forms allows you to view and submit a range of forms, including qualificatio centre number will be

| Search |
—_— prepopulated

The Centre Activity Report (CAR) is the report form that is used by your Quality Cons
different forms. The CAR you will see during and after an external quality assurance|

Please see below for a description of each: @ Form type Centre
Centre Activity Report 1 - is used for Approval will be pre-
& exam audits

selected

@ Click Display

© City & Guilds
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8. Online forms

Example 8: viewing your submitted centre approval (CAP) form — (3/3)

Define your search by using the criteria below. The fields
may change depending upon the selections made.

Show me: My Approval Applications -
For Centre All Centres -
Forperiod* @  last year -
orfrom*= D : To I:I
For Awarding
org City B Guilds -

Click on Search to leave
the form and go back to
the list of approval
activities

o—

City&g

Centre Approval (CAP) Cuild
uilas

Form CAP / QAP

This form is to be completed with reference to the following documents:
For City & Guilds UK centres: Our Quality Assurance Requirements and the Supporing Customer Excellence Centre Manual.
For City & Guilds International centres: The International Centre Manual

The manuals detail the Centre Approval Criteria which must be met and lists possible sources of evidence. The Supporting Customer Excellence

Centre Manual is linked to Our Quality Assurance Requirements and appear in this form where appropriate
For ILM Centres: Links are made to the ILM Customer Handbook, policies and procedures.

All fields are mandatory unless otherwise stated.

This prospective centre intends to apply for approval and in order to do so, understands that it will need to pay the current City & Guilds/ILM centre

approval fee.

*You can save the form throughout completion, by clicking on the save button at the bottom of the form.

Section1 Contact details

1.1 Centre name AP College

1.2 Do you have a company registration number? Yas @ No

IfYes, please enter the number

The form will display
on the right hand side
of the screen, in
read-only mode

You can scroll down
and click ‘Print’, if you
wish to print a copy

© City & Guilds
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9. Activity planner

Screen layout

N
ity

E o B Catalogue Data Qualiny Reports
sSservices
Centre portal | Activity planner lCEForr‘ns
Click to download Click Activity Planner tab to access
data to an Excel
Customer:* Centre = Consultant = Product D = Approval Status = Business Transaction Type = Activity Type =
SpreadSheet and save 1082425 145789 145789 J Clark 2377-12 LEVEL 3 CERTIFICATE FOR THE INSPECTION Not assigned ‘Sampling Visit / Prof Recognition Visit External QA Sampling Visit
it to a local drive 2377-22  CODE OF PRCT. FOR IN-SERVICE INSPECT. ET  Qualification with No Activity  Standardisation/General Advisory Visit  Qualification Advisory
3748-01 FUNCTIONAL SKILLS ENGLISH Low (Full App I Wisit / Prof R Wisit External QA Moderation Visit
7462-01 LEVEL 2 CERTIFICATE FOR LEGAL SECRETARIE Qualification Closed Sampling Visit / Prof Recognition Visit External Q4 Remote Sampling Visit
# Not assigned Not assigned Employer System/Unannounced Visit Employer Systems Monitoring Visit
Unannounced Visit
Sampling Visit / Prof Recognition Visit Senior/Prof Recognition Award Menitoring
Standardisation/General Advisory Visit Generic Advisory Visit
Standardisation of Azsessment Practice
View a list of your o Systems Support Vist Annual System Visit
planned activities e
Overall Result

See following pages
for details of how the
information is
displayed in each
column for your
activities

ilm

Settings

Description =

SAMPLING 2377
QUALIFICATION ADVISORY
MODERATION 3748
REMOTE SAMPLING 7462
EMPLOYER SYSTEMS MON
UNANNOUNCED SYSTEMS
SENIOR/PROF RECOGNITION
GENERIC ADVISORY VISIT
STANDARDISATION OF AS
SYSTEMS VIST

SYSTEMS ADVISORY V1SN

View activities planned in
the last six months and for

the next 12 months
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9. Activity planner

Activity details - (1/2)

Ll

Catalogue Data
services

Centre portal Activity planner Online forms

Quality Reports Settings
Approval Status =
LEVEL 3 CERTIFICATE FOR THE INSPECTION Not assigned
CODE OF PRCT. FOR IN-SERVICE INSPECT.ET  Qualification with No Activity
FUNCTIONAL SKILLS ENGLISH Low (Full Approval)

LEVEL 2 CERTIFICATE FOR LEGAL SECRETARIE Qualification Closed

Customer:* Centre = Consuftant = Product ID =
1062425 145789 AP J Clark 2377-12
College 2377-22
3743-01
T462-1
#

Not assigned

Not assigned

Customer number, National
Centre Number and Centre Name

Activity type

Allocated EQA

[,

This is another way to display
the activity type

Qualification number and
description

Quialification approval status

Business Transaction Type =
Sampling Visit / Prof Recognition Visit
Standardisation/General Advisory Visit
Sampling Visit / Prof Recognition Visit
Sampling Visit/ Prof Recognition Visit
Employer System/Unannounced Visit

Sampling Visit / Prof Recognition Visit
Standardisation/General Advisory Visit

Systems Support Visit

& | ilm

Continues on next page

Activity Type =
External QA& Sampling Visit

Qualification Advisory

External 0A Moderation Visit

External QA Remote Sampling Visit
Employer Systems Monitoring Visit
Unannounced Visit

Senior/Prof Recognition Award Monitoring
Generic Advisory Visit

Standardization of Assessment Practice
Annual System Visit
Systems Advisory YW
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9. Activity planner

Activity details - (2/2)

-

Centre portal

Activity Type =

External QA Sampling Visit

Qualification Advizory

External QA Moderation Visit

External QA Remote Sampling Visit
Employer Systems Monitoring Visit
Unannounced Visit

Senior/Prof Recognition Award Monitering
Generic Advisory Visit

Standardisation of Assessment Practice
Annual System Visit

Systems Advisory Visit

Data
services

Catalogue

Activity planner Online forms

Description =
SAMPLING 2377

MODERATION 3743
REMOTE SAMPLING 7452

GENERIC ADVISORY VISIT

SYSTEMS VISIT
SYSTEMS ADVISORY VigQ

Quality

QUALIFICATION ADVISORY VISIT 4377

EMPLOYER SYSTEMS MONITORING VISIT
UNANNOUNCED SY'STEMS VISIT
SENIOR/PROF RECOGNITION AWARD MONTORING

STANDARDISATION OF ASSESSMENT PRACTICE

Reports Settings
Vigit Chargable =  Transaction No. =  Planned Start Date =
Not Chargeable 20000439382 20.06.2013
Not Chargeable 2000043929 06.03.2013
Not Chargeable 8000043987 02.05.2013
Not Chargeable 8000043934 12.06.2013
Not Chargeable 8000043581 13.03.2013
Not Chargeable 2000043536 14.05.2013
Not Chargeable 2000043593 28.06.2013
Not Chargeable 8000043991 28.062013
Not Chargeable 8000043996 13.09.2013
Not Chargeable 8000043980 17.07.2013

08.08.28

Actual Visit Start Date(Srv.Ord.) =
21.06.2013

Centre Visit Date(Srv.Ord.) = Mumber of Activities -7

062013 1

%%g%%%%%%%

8
]
3
()

Activity description, as entered by the
Quality Team. This is the description
you will see in ‘My Quality Assurance
Activities’

The tentative date for when the Quality

Team planned the activity. This will be
typically the first day of the month

Please ignore

Indicates whether you will be charged
for the activity or not

Reference number for the activity, as
listed in ‘My Quality Assurance
Activities’

The actual activity date agreed
between you and the EQA. If this is
blank, it’s because the date has not
been arranged yet

The date when the report was
submitted (if available)
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Appendix 1: process overview (1/4) Guiids | 1UM

QAP Approval application Approval activity Approval outcome
Qualification WE EQA 3

allocate an EQA to conducts the process the approval
approval conduct the approval approval activity report (QAPV)
applications walled Garden activity

(when a visit
WE

receive your

EQA EQA WE
contacts you to agree submits QAPV email you to confirm
an activity date the outcome

or remote
activity is
required)

application

Walled Garden Walled Garden

Status of your ..
approval Application received Approval visit in progress (this status will also display Application

application in the if a remote activity is taking place) processed
Walled Garden

Status of your

approval activity in * Consultant/EV Consultant/EV

the walled Garden Assigned report submitted
* Visit Scheduled
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Appendix 1: process overview (2/4) Guilds

EPA EPA application Application outcome

WE WE WE
receive your process your EPA email you to

End-point

assessment application application confirm the
appllcatlons Walled Garden outcome Walled Garden

(Only
applicable to
C&G and ILM) Please note: Once your application is successful you will have access to City & Guilds
dedicated EPA Service and will manage registrations and bookings using EPA Pro.
Please visit our Apprenticeship pages for full details

Status of your EPA )

Application in the Application Credit check in Credit check EPA Approved
received progress approved

Walled Garden


https://www.cityandguilds.com/apprenticeships

Quality Portal City & ftm

Appendix 1: process overview (3/4) Guilds
External QA Activity planning M
sampling
. .. WE WE EQA EQA
S plan an activity email you a CA1 submits a PA1 conducts activity
and allocate an form confirming form in the
EQA the activity Walled Garden Walled Garden

0] EQA
views the CA2 submits the
form in the activity report
(CAR) in the
| Walled Garden Walled Garden

WE

process the
consultant activity
report (CAR) and
inform you of any
changes of status

EQA

contacts you to
agree an activity
date

\Wa\led Garden

Status of your .
Activity in the In process with Visit Scheduled
Consultant

PA1 received Report in Report
Progress Completed

CA2 sent to

Consultant
Walled Garden
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Appendix 1: process overview (4/4)

Non-sampling
activities

WE EQA
plan an activity

Walled Garden

contacts you to
and allocate an agree an
EQA activity date

Ifitis a
systems visit
the EQA
sends you a
systems visit
confirmation
letter

& | ilm

EQA

conducts the

activity

Walled Garden

EQA
submits an
activity report

(CAR) in the

WE

process the
consultant
activity report
(CAR)

Status of your :
Activity in the In process with

Consultant
\Walled Garden

Visit scheduled

Report in Progress Report
Completed
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Appendix 2: quality add on profiles

There are three different add on profiles for the Walled Garden Quality Portal:

*  Full Access
e Admin
* Read-only

The Primary User/s at your centre will set-up your account with the required profile.

& | ilm

The table below summarises the different areas of the portal and the level of access associated with each profile:

My Approval Applications

My Approval Visits Yes
My Qualifications Yes
My Quality Assurance Activities Yes
My Centre Updates Yes
Online Forms View all forms.

Submit all forms.

Activity Planner Yes

Yes

Yes

Yes

Yes

View all forms.

Submit Centre Update and CA2 forms only.

Yes

Yes

Yes

Yes

Yes

View all forms.
No form submission

Yes
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