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1.

Introduction

1.1.

Purpose and scope

This document has been written to support providers in preparing for and delivering T Level Employer-Set
Projects.
This document must be read alongside the assessment specific ‘Provider Guidance’ for each specific
Employer-Set Project.

1.2.

Document audience

This document has been designed for providers, particularly delivery staff to support the familiarisation to
the guidance in this document, in preparation for the release of the assessment materials.
It has not been designed to support candidates, however providers may wish to, and are encouraged to
share elements with candidates. This is to support assessment preparation and candidates becoming
familiar with what to expect.
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2.

Employer-Set Project (ESP)

2.1.

Introduction

The Employer-Set Project assessment is a project made up of a number of tasks, based on a real-life workbased problem. The assessment is designed to allow candidates to show how they can tackle problems
using the Core knowledge and skills.
It is externally set and externally marked by City & Guilds. Providers are responsible for the delivery of the
assessment in line with the guidance provided, gathering candidate evidence, and submitting this to City &
Guilds for marking.
This approach to assessment emphasises to candidates the importance and applicability of the full range of
their learning to industry practice.
The Employer-Set Project is based around a brief which provides information on an engineering
requirement and specific relevant details and resources. Candidates have to draw on their Core knowledge
and skills and independently select the correct processes and approaches to take to provide a solution and
the evidence specified in the project brief.
During the learning programme, it is expected that tutors will have taken the opportunity to set shorter,
formative tasks that allow candidates to independently use the learning they have covered so far.
Experience of drawing information together from across the Core will help prepare candidates so that they
are familiar with the expectations of the Employer-Set Project.
Candidates should be made aware during learning of what the Assessment Objectives (AOs) are and how
they are implemented in marking the Employer-Set Project, so that they will understand the level of
performance that will achieve high marks. Details of the AOs can be found in the qualification specification
document.
Candidates must not be entered for the assessment until they have covered all the knowledge and skills
covered in the Core content of the qualification, so that they are in a position to complete the Employer-Set
Project assessment successfully.
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3.

Registration and booking

Providers must ensure that all candidates, who they intend to enter for an assessment window are booked
for the relevant assessment on Walled Garden.
Detailed guidance on how providers book the relevant assessment on Walled Garden is published in our
‘Registrations, bookings and results’ guide for T Levels here.
Key dates for registration and booking windows can be found in our Key Dates documents which can be
found on our T Level Resources and Support Hub under the Teaching, learning and planning resources.

3.1. Preparation for the assessment
Key dates
For the Autumn 2022 assessment window for Building Services Engineering for Construction (8710), the
Employer-Set Project (ESP) will be released to providers on Monday 31 October 2022.
Providers must not release any material to candidates before Monday 07 November 2022, or when they
start the assessment (if after).
The assessment window then runs from Monday 07 November to Friday 02 December 2022 when all
ESP evidence must be uploaded via Walled Garden.
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Key documents
The Summer 2022 Employer-Set Projects will be made available on Monday 31 October 2022 via the T
Level Service Portal (on Learning Assistant).
The assessment will consist of the following documents:
Approved audience
Document

Provider Staff

Candidate

Provider Guidance





Candidate Guidance





Project Brief





Task 1.1 Research



Task 1.2 Report



Task 1.3 Project Plan



Task 1.4 Presentation



Task 2.1 Collaborative Problem Solving



Task 2.2 Evaluation



Under assessment conditions


Under assessment conditions,
once the previous task has
been submitted

Recording forms
We will also publish the following recording forms with the assessment materials to be used by providers:
1. Declaration of Authenticity
A declaration of authenticity must be signed by both the candidate and the supervisor for each completed
ESP submitted to City & Guilds. Only one declaration is required per candidate, and it must be completed
at the end of the assessment once all tasks have been submitted. The supervisor must confirm that the
assessment was conducted under controlled condition to ensure the authenticity of candidate work. Where
this is not provided or the candidate and/or supervisor is unable to confirm authenticity through signing this
declaration form, the work will not be accepted and a mark of zero will be issued by City & Guilds.
If any question of authenticity arises, the supervisor may be contacted by City & Guilds for justification of
authentication.
A sample copy of the declaration is provided in Appendix 3.
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2. Observation Record
The collection of high-quality evidence that clearly demonstrates candidate abilities and supports the
awarding of marks, is an essential part of the assessment process.
The activity must be observed by a tutor who meets the criteria set out in the qualification specification
under Resource Requirements. Specifications can be found on the qualification pages on the City & Guilds
website.
Where tutors are required to carry out observation of performance, detailed and descriptive notes must be
recorded on subject/task-specific Observation Records.
These forms must be used by tutors when there is a need for observation records to be submitted as part
of the evidence for that task. It will be made clear in the ‘Additional evidence of your performance that will
be captured for marking’ section of the task. The records must be completed either as the tutor is observing
the candidate or immediately after the session. Forms have been contextualised to the tasks they are used
for. We have structured these forms to give tutors prompts relating to the commentary that is needed to
support marking. This form contributes to the candidate evidence and must be uploaded to City & Guilds.
A sample copy of the observation record is provided in Appendix 1.
3. Evidence checklist
This form must be completed by the provider and submitted to City & Guilds along with the candidate’s
evidence. Providers will be able to highlight within the system upload where a candidate has not submitted
any evidence for this entire project i.e. ‘Work Not Submitted’, however this form must be used to highlight
where a candidate has not produced evidence for a particular task. It is also a tool for providers to use to
ensure they have collated all the expected evidence for a candidate.
A sample copy of the ‘Evidence Checklist’ is provided in Appendix 2.
4. Header templates
A cover sheet must be included for all pieces of evidence submitted for the project. This is to be used to
label evidence clearly for each candidate. Templates are provided by City & Guilds.
It is important that providers use the forms that have been provided by City & Guilds and do not make any
amendments to or replacements for these forms. Candidate evidence must be provided in the same file as
the header template for each task.
A sample copy of the header template is provided in Appendix 4.

The following documents are not included and will not be made available:
•

Templates for Evidence (i.e. a Project Plan template)

During the development of these qualifications, it was agreed that templates for tasks such as the Project
Plan would not be provided by City & Guilds. This is because the way a candidate presents and organises
information forms part of the evidence that informs marking and can be used as a differentiator of
performance between candidates to demonstrate their knowledge and understanding.
Providers must not provide candidates with templates for any of the tasks within the Employer-Set Project.
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•

Marking Grids

Providers are not responsible for marking the Employer-Set Project (ESP) this is carried out by City &
Guilds examiners, therefore providers will not initially have access to the marking grid. City & Guilds will
release the marking grid once results have been issued. Candidates must not have access to the full (or
sample) marking grids during the assessment.
Providers must read both the provider guidance and candidate guidance before accessing the project
brief or tasks. There are key assessment requirements outlined in these documents that must be
understood and followed by all providers. Non-compliance with this guidance may result in
maladministration and/or malpractice.
We release these documents a week before the assessment window starts to ensure providers can finalise
their plans regarding the delivery of the Employer-Set Project across the assessment window. The
scheduling of individual tasks is not timetabled by City & Guilds, it is the responsibility of the provider to
plan for these. This gives flexibility and manageability when timetabling these assessments, however the
task order and durations must be followed. There is detailed guidance around when tasks can be split
across sessions and how assessment sessions must be managed in the ESP ‘Provider Guidance’.
The guidance also provides details of the resources that candidates will need access to for each task.

Preparing candidates
Candidates should be aware of which aspects of their performance (across the Assessment Objectives
[AOs]) will give them good marks in assessment. This is best carried out through routinely pointing out
good or poor performance during the learning period, establishing next steps for improvements and through
formative assessment.
During the learning programme, direct tutor instruction in how to tackle tasks through modelling, support,
guidance, and feedback are critical. However gradual removal of this support is necessary in preparation
for summative assessment. This supported approach is not valid for summative assessment.
The purpose of summative assessment is to confirm the standard the candidate has reached as a result of
participating in the learning process. Candidates should be encouraged to do the best they can and be
made aware of the difference between these summative assessments and any formative assessments they
have been subject to.

Access arrangements
If a candidate has an access arrangement as part of their normal way of working within the centre and
meets the published criteria for the arrangement, then it will normally be permitted for the Employer-Set
Project as well. For information on how to apply for access arrangements please see the access
arrangements section in the Centre Document Library on the City & Guilds website.
The centre must ensure that all relevant staff are aware of any access arrangements which need to be
applied for the assessment.
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3.2. Access the assessment material
For 2022 we will use the T level Service Portal (on Learning Assistant) to release the live ESP assessment
materials securely to providers. The materials will only be made available to those providers who are
approved, have valid registrations and have booked their candidates onto the ESP for the Summer
assessment window.
Once downloaded, providers must keep all assessment materials stored securely at all times.
If you have any technical difficulties with the portal, you should contact the Quality team on 0300 303 53 52.

3.3. Release to candidates
Materials must be released to candidates under controlled conditions. We recommend materials are shared
in paper-based format rather then electronically (such as via email).
The project brief and associated brief documents must be released to candidates at the start of the first
scheduled task assessment.
The tasks within the project are designed to be scheduled and taken in order, due to the dependency of
evidence being generated in one task being used by candidates in the next.
The tasks must be issued separately to candidates, at the start of each scheduled assessment session.
Candidates can retain the brief throughout the duration of the assessment time. Candidates are not
permitted to return to tasks to make any further amends once the task duration has been met and the work
has been submitted.
Candidates are permitted to have copies of their final evidence from previous tasks in subsequent
assessment sessions. The use of this evidence is solely to support candidates to refer to previous work.
The purpose of only providing copies is to ensure that candidates are unable to rework any of their previous
responses. Candidates can have read-only access to their work once it has been submitted.
Candidates should be provided with 30 minutes of non-assessed time at the start of this session to read
and review the brief, before being provided the first task. It must be made clear to candidates when the 30
minutes non-assessed reading and review time starts and ends.
They can also have 10 minutes at the beginning of every assessment session of non-assessed time, to refamiliarise themselves with the materials where a task has to be split over two sessions.
Note: Non-assessed time means time should not be deducted from the assessment duration.
Candidates must only be given individual tasks one at a time and must not be given the next task
until the duration of the previous task has been completed and the evidence have been 'handed in'.
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3.4. Assessment Conditions
The assessment conditions that are in place for this Employer-Set Project are to:
•

ensure the rigour and consistency of the assessment process

•

provide fairness for candidates

•

give confidence in the outcome.

They can be thought of as the rules that ensure that all candidates who take an assessment are being
treated fairly, equally and in a manner that ensures their result reflects their true ability.
These conditions do not affect any formative assessment work that takes place, although it is advised that
candidates are prepared for the conditions they will need to work under during summative assessment.
The evidence for the tasks that make up this Employer-Set Project must be completed under the specified
conditions. This is to ensure authenticity and prevent malpractice as well as to assess and record candidate
performance for assessment. Any aspect that may be undertaken in unsupervised conditions is specified. It
is the provider’s responsibility to ensure that local administration and oversight gives the supervisor
sufficient confidence to be able to confirm the authenticity of the candidate’s work.
Where possible all candidates should complete each task at the same time, to reduce the risk of candidates
being made aware of task contents before the task duration has begun.
The conditions that the assessment must be conducted under are detailed within the provider guidance.

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

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

•

Use of resources is tightly prescribed

•

Candidates must complete all work independently

•

Candidates must not communicate with each other

•

No assistance can be given to candidates

•

No access to email or the internet is allowed

There are some tasks where elements of the above definition may be relaxed, this will be explicitly stated
within the ‘Provider Guidance’ document.
A supervisor is a competent member of staff, who is aware of the delivery and security requirements
relating to the assessment, the tutor can act as the supervisor.
There are some tasks where a competent tutor must be present, this tend to be tasks where an observation
record of performance is required as a part of the candidates evidence. Throughout this guide we have
tried to use the language of supervisor and tutor to differentiate where a tutor must be present and where
the assessment can be overseen by a supervisor.
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When working under supervised conditions for longer sessions, breaks can be facilitated outside of the
controlled conditions, ensuring the room is locked and all candidates have vacated once the break begins.
All materials must be kept securely during the break.

Internet access
Where internet access is allowed as part of a task, this is detailed within the ‘Provider Guidance’,
candidates must be advised that this is the case and reminded of the importance of submitting their own
work and the seriousness of plagiarism, malpractice and collusion. Candidates should be advised that their
browser history can be monitored, and they may be asked to provide a screenshot of their browser history
following tasks for the supervisor to check.
Where candidates are allowed the use of computer equipment, but not the use of the internet for a task,
equipment must be provided with internet capability disabled (e.g. Wi-Fi disabled, machine disconnected
from network etc). In cases where this is not possible, as above, browser history must be checked following
the task and a screenshot taken.

Resources
Candidates are not permitted to bring any existing notes or materials completed prior to the assessment
into any of the assessment sessions.
Candidates are permitted to have read-only access/copies of their final evidence from previous tasks in
subsequent assessment sessions. The use of this evidence is solely to support candidates to refer to
previous work. The purpose of only providing copies is to ensure that candidates are unable to rework any
of their previous responses.

3.5. Delivery of the assessment
Compliance with timings
The timings provided within the project must be adhered to. They refer to assessment time, not any
additional setting up the provider needs to carry out to create an appropriate assessment environment. It is
the provider’s responsibility to plan sufficient assessment sessions, under appropriate conditions, within the
Employer-Set Project assessment window, to allow candidates reasonable time to complete the
assessment tasks.
If the task completion is permitted to run over more than one session, this is detailed in the ‘Provider
Guidance’. When there is a break in the completion of a task, candidates must be reminded that no
assessment information can be shared/discussed with other candidates.
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Managing candidate absence
If a candidate misses a scheduled assessment (for example through illness) but returns with sufficient time
to complete the remaining tasks within the assessment window of the ESP, the provider can reschedule
any remaining tasks in the order dictated within the assessment. This can take place at the discretion of the
provider. If the candidate returns to the provider outside of the assessment window, then the full
assessment needs to be retaken in the next series or future series.

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

What you must submit on completion of this task and

•

Additional evidence of your performance that must be captured for marking

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

of the evidence that must be presented as part of the tasks,

•

the conditions that the assessments must be taken under.

Where the minimum requirements have not been submitted as a result of the candidate not adhering to the
evidence requirements of the tasks or the quality of candidate evidence is insufficient to make a judgement,
any judgment will be based on the evidence that has been submitted. Where this is insufficient to provide a
mark, a mark of zero may be issued by City & Guilds.
Providers must use the ‘Evidence Checklist’ as a reminder of what candidates are expected to submit for
marking, and therefore what must be uploaded to City & Guilds.
Providers should consider the format of evidence produced for a task to facilitate it being uploaded.

Observation evidence
When an observation is required as part of the evidence that must be produced for marking, the activity
must be observed by a tutor. The tutor must meet the criteria set out in the TQ specification under
Resource Requirements. Specifications can be found on the qualification pages on the City & Guilds
website.
As part of internal quality assurance, we recommend that, where possible, providers trial the planned
arrangements for the observation of assessments before the assessments themselves take place. This will
allow for review of the quality of evidence captured and identification of any manageability issues.

T Levels | ESP Assessment guidance for providers | Version 1.3, 2022

14

Consideration should be given to:
•

Number of tutors

•

Number of candidates

•

Location of assessment

•

Required equipment

•

Time required for the task

The key factor to consider is the logistics of collecting sufficient high-quality evidence for every candidate.
We would recommend that for straight-forward observations, (and unless otherwise specified within the
‘Provider Guidance’) no more than eight candidates should be observed by a single tutor at one time.
Considering and referring to the Assessment Objectives (AOs) is a key aspect of identifying how
candidates performed in the task(s). Tutors should outline the strengths and weakness in the candidate’s
performance.
Tutors should also consider the marking band, found within the Sample Assessment Materials, and link
their commentary to the marking band descriptors. The forms have been designed to support this with key
prompts of what will be considered when marking the task.

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

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

Further guidance around video evidence can be found in the City & Guilds / ILM Quality Assurance
Standards: Centre Assessment document under Appendix 1, found on the City & Guilds website within the
Centre Document Library.
Before delivering any task that requires video evidence to be captured, it is important that the video and
audio is tested before (eg a trial run) and after. This includes understanding the video file size that will be
generated, video quality may need to be reduced to ensure manageable file sizes.
A microphone separate from the recorder should be considered to ensure good quality audio can be
captured. For presentation tasks, the microphone should be close or on the candidate (eg lapel
microphone). For group discussions, the microphone should be placed between the candidates ie the area
they are projecting their voice towards – this may not be towards the video recorder (eg use of a desk
microphone).
Where video evidence is unclear, or does not meet these minimum requirements, examiners will disregard
it.
Please ensure that larger files, such as videos are compressed to reduce their size. We do not require
video files to be of high-definition quality, they just need to be of reasonable quality and without pixelation.
You should ensure all files are no more than 2.5GB in size. It is recommended that lower resolution
formats for videos are used when recording to achieve this.
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Permitted file formats
To ensure City & Guilds markers can access/view candidate evidence for the ESP, the below lists the
permitted file types that can be uploaded to City & Guilds.
Type

Formats

Image

.jpeg

.jpg

Audio

.mp3

.wav

Video

.mp4

Word

.doc

.docx

Excel

.xls

.xlsx

PowerPoint

.ppt

.pptx

MS Project

.mpp

PDF

.pdf

.gif

.png

.csv

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

File naming convention
Clear labelling supports the assessment process, as it indicates what piece of evidence each file contains
and how it relates to the project.
Evidence must have a file name that clearly indicates the content of the document (task / type of evidence /
City & Guilds enrolment number).
Examples:
-

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

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

Accessibility and fairness
Where a candidate has special requirements, providers should refer to the Access arrangements and
reasonable adjustments section of the City & Guilds website.
T Levels | ESP Assessment guidance for providers | Version 1.3, 2022

16

Supervisors can support access where necessary by providing clarification to any candidate on the
requirements or timings of any aspect of the Employer-Set Project. Supervisors must not provide more
guidance than the candidate needs as this may impact on the candidate’s grade - see guidance and
feedback section.
All candidates must be provided with an environment, time frame and resources that allows them
reasonable access to the full range of marks available.

Guidance and feedback
Guidance must only support access to the project and must not provide feedback for improvement. The
level and frequency of clarification and guidance must be made available for external marking.
The level and frequency of clarification and guidance must be recorded fully on the candidate’s ‘Evidence
Checklist’. This will then be taken into consideration as part of the marking process. The marker will decide
if the guidance the candidate has required suggests they are lacking in any area and consider the severity
of the issue when applying the marking criteria. The marker must record where and how guidance has had
an impact on the marks given, so this is available should queries arise at appeal.
Supervisors must not provide feedback on the quality of the performance or how the quality of evidence
can be improved to candidates. This would be classed as malpractice. However, this does not apply if the
tutor asks questions as part of the assessment process. Such requirements will be specifically stated within
task provider guidance.
Supervisors should however provide general reminders to candidates throughout the assessment period to
check their work thoroughly before submitting it, and to be sure that they are happy with their final evidence
as it may not be worked on further after submission. Candidates can rework any evidence that has been
produced for each task during the time allowed/duration of that task.
What is, and is not, an appropriate level of guidance:
A supervisor must
•

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

•

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

•

record a detailed account of all prompts, clarification and guidance given to the candidate on the
‘Evidence Checklist’, so this can be considered during marking

•

proceed with caution if a candidate requires further guidance or clarification following prompts.
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A supervisor must not
•

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

•

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

•

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

•

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

•

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

Extensions
Extensions to the assessment window will only be granted where a need has been identified relating to a
Special Consideration. Extensions are granted on a candidate basis and each request must have a
separate Special Consideration request submitted. Further detail on our Special Consideration Policy and
the form used to request Special Consideration can be found within the City & Guilds Centre Document
Library under Access Arrangements.
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3.6. Security of assessment materials
City & Guilds requires providers to receive, handle and store all assessment materials (such as the brief
and the tasks) and all evidence produced by candidates in a way that maintains their security at all times.
This is a requirement of approval, as set out in the Provider Approval Criteria ‘F’ (Secure live assessment
and administration). See here for further information.

Candidate evidence
Candidate evidence must be kept secure to prevent unsupervised access by the candidate or others.
Where evidence is produced over a number of sessions, the supervisor must ensure candidates and others
cannot access the evidence without supervision. This might include storing written work or artefacts in
locked cupboards and collecting memory sticks of evidence produced electronically at the end of each
session.
At the end of each assessment session, the task evidence must be treated as final and submitted by the
candidate and retained securely by the provider for external marking. There should be no opportunity for
the candidate to rework this evidence following initial submission. The candidate’s final submitted evidence
must be copied (either in soft or hard copy format, depending on how the evidence has been produced),
with the original retained securely by the provider for external marking, and, where permitted, the copy
provided to the candidate to allow them to refer to for support in the subsequent assessment sessions.
Copies of the candidate’s work must be retained in the provider between different assessment sessions.
The original evidence will be retained securely by the provider in locked cupboards to ensure that the
evidence is not amended following initial submission by the candidate.
Where evidence is created using software which has the potential for cloud based retrieval/sharing, this
feature must be disabled where possible (e.g. in software settings or through restriction of internet
connection). Where not possible candidates must be reminded that the evidence generated for the tasks
can only be produced within the scheduled assessment times and also of the implications of sharing or
plagiarising content from cloud-based content.
Where a candidate naturally develops their responses, for example, an early idea in Task 1 is further
developed with additional ideas or a more refined response in subsequent tasks, then this should be
captured within the task where the candidate developed the revision/refinement. Candidates can use
evaluation within later tasks to outline how and why their thought process may have changed as they
further undertook the project.
Should the candidate make an error that is further compounded through the inter-dependent nature of the
tasks and carry through that error, the marker would penalise the candidate only once. Candidates can use
evaluation within later task responses to address issues they have identified.
While technological methods which support the capturing or creating of evidence can be helpful, the final
evidence must be converted to a suitable format which cannot be lost/deleted or amended after the end of
the assessment period (e.g. screen prints, pdf files). Considerations around tracking authenticity and
potential loss of material hosted on such platforms during assessment is the provider’s responsibility.
After the production of evidence, both the supervisor and candidate must sign declarations of authenticity.
T Levels | ESP Assessment guidance for providers | Version 1.3, 2022
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In the case of a security breach, either to the assessment materials or candidate evidence, please contact
City & Guilds immediately.

3.7. External marking
The Employer-Set Project (ESP) is marked by City & Guilds. Providers must not attempt to undertake any
form of marking activity or try to evaluate the performance of any individual.
Marking grids for the ESP will not be available to providers until results have been released for the
assessment window.
Providers should be familiar with the marking approach and the marking grid found within the sample
assessments (available on the qualification page) to support candidates in the preparation for the
assessment. This will also support in understanding the differentiation within the marking bands to aid the
recording of qualitative statements within evidence such as the Observation Record, which in turn will
demonstrate the candidate’s level of performance to the City & Guilds marker.
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4.

Download the ESP assessment materials

For 2022 we will use the T level Service Portal (on Learning Assistant) to release the ESP assessment materials securely to providers.
This is the same service that is currently being used by existing providers, and new providers to submit evidence for approval.
You will only use this portal to access the assessment securely, you must not upload any completed ESP evidence using this portal

Step 1
Access the portal using the following link:
https://system.learningassistant.com/QDP/

Step 2
Login to the portal. Each provider is issued with two primary users. This will be your allocated T Level Primary Contact and your T Level Exams
Officer Primary Contact. Please contact the quality team should you have any issues accessing the service.
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Step 3
From the homepage, select the Submissions option in the lefthand menu.
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Step 4
Using the Course search filter, select the option for Employer-Set Project (ESP) and then click Search Submissions.
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Step 5
Click on the relevant Employer-Set Project that you need to access from the list. You’ll only see the ESPs that you have candidates booked onto.

ESP for Building Services Engineering, (999990) 8710-30-033

ESP for Onsite Construction, (999990) 8711-30-033
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Step 6
When you’re in the folder click on the Evidence tab.

Step 7
You should then see a link to download the relevant live assessment material.
Click on the ‘I’ icon to the right of the screen to access the passwords to open the downloaded files.
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Step 7
Click the file to start the download.

Step 8
The file will download (as a zip file) which you can then open to access all of the live assessment materials.
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Step 9
Transfer the documents to a secure location that is accessible only to those directly involved with the assessment delivery. The location must not be
accessible to candidates.

Step 10
To open some of the documents, you will need to use the password provided via the portal. Return to Step 7 where this is explained.

!

Do not use this portal to upload completed candidate evidence for the Employer-Set Project.
This should be completed via Walled Garden.
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5.

Submitting completed ESP assessments

Providers will need to upload the following to Walled Garden by Friday 2 December 2022:
•
•
•
•

All completed candidate evidence (with header templates inserted)
Observation record forms
Declaration of authenticity
Evidence checklist

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

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

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

5.1. Preparation prior to submission
Prior to uploading and submitting any evidence to Walled Garden, you must ensure that all evidence has been collated and labelled correctly and with
the correct naming convention. See Section 3.5.7 above for further details.
When you upload evidence you will need to do this at a candidate level, uploading each piece of evidence for the candidate you need to submit and then
tagging the evidence clearly against the specific task(s) the evidence covers. This is clearly explained in the guidance below and it is imperative that
this is followed to ensure there are no errors.
Where any errors are identified (such as missing / incorrect evidence or evidence uploaded to the incorrect candidate) this will result in
delays to the external marking process and may result in late release of results.

!

You must ensure the correct assessment booking has been made to upload candidate evidence in Walled
Garden. If a booking is missing, you will not be able to upload their evidence.
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5.2. File size and type
Please ensure that larger files, such as mp4 videos are compressed to reduce their file size. We do not require video files to be of high-definition quality,
they just need to be of reasonable quality and without pixelation. The larger the file size, the longer it will take to upload to Walled Garden, and this is
also dependent on your system capability and internet speed. Larger files may also create further complexity for our markers who will need to access
candidate evidence to complete the marking process.
Accepted file formats are explained in Section 3.5.6 and repeated below:
Type

Formats

Image

.jpeg

.jpg

Audio

.mp3

.wav

Video

.mp4

Word

.doc

.docx

Excel

.xls

.xlsx

PowerPoint

.ppt

.pptx

MS Project

.mpp

PDF

.pdf

!

.gif

.png

.csv

File sizes should not exceed 2.5GB per file. Please compress larger video files prior to upload.
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5.3. Submitting evidence via Walled Garden
The following steps explain how to upload and submit evidence for each candidate who has completed their assessment (in full or in part). Once you
have submitted the evidence via the platform, it will be sent for marking.

Step 1

Open evidence tool

1.

Log in to Walled Garden with your user account.

2.

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

If you can’t see the Data services tab, you’ll need to
request this from your centre’s Primary account holder.
If you are having issues with your login please contact
centre support:
T: 0192 4930 800
E: centresupport@cityandguilds.com

!

If you don’t have a Walled Garden account or you can’t see the Data services tab, you’ll need to request this from your centre’s
Primary account holder.
We are not permitted to set up accounts or change access permissions. This is completed within your centre.
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You may be familiar with this area, as this is where you
upload and track EDI files as well as exception orders
etc.

1.
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Click on Evidence Management in the grey submenu bar

31

Step 2

Locate candidate records

1.

In the Centre number field, you’ll need to enter
your six digit centre number (plus any suffix letter
where applicable).

Its important that you enter this correctly, and the centre
number which bookings have been made against for your
candidates.
You can’t search for records at centres which your Walled
Garden account is not linked to.

2.

In the Assessment code search field, enter the
assessment number which you want to view
records for.
8710-033 is the ESP assessment code for the
8710-30 T Level in Building Services Engineering.
8711-033 is the ESP assessment code for the
8711-30 T Level in Onsite Construction.

3.
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There are additional search fields that can be used to
refine your search:
•
•
•
•
•
4.

Sales order,
Enrolment number (ENR)
Learner DOB (date of birth)
Learner name
Status
Where bookings have been made for candidates
for the selected assessment, these will then
display in the Bookings table
The records are displayed one line per candidate,
including their learner name and enrolment
number, as well as the status of the record.

5.

Select the candidate record you want to start
uploading evidence for by clicking on the row in
the table.

Please note:
When searching for candidates, Walled Garden only
displays 20 records on initial search.
Ensure to expand the list by clicking View more at the
end of the table so you don’t miss out any candidates.

T Levels | ESP Assessment guidance for providers | Version 1.3, 2022

33

Step 4

Upload evidence for a candidate

The candidate record will load.

The status message will indicate whether the evidence
upload process has been started for the candidate.
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1.

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

2.

Under the Evidence header, click on Upload
Files to start the process.
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3.

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

4.

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

5.

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

Please do not upload zip files into the platform as these
cannot be tagged correctly to the individual tasks.
* Screenshots provided are from Windows 10 using Edge
web browser. Views may differ depending on which
operating system or web browser you use.
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6.

Whilst the evidence is being uploaded, a status
bar will display, including the percentage
uploaded. Please wait for the evidence to upload
in full.

Depending on the number and size of your files this may
take anywhere between a few second to several minutes.
Large files such as videos will take considerably longer to
upload, and speed will depend on your bandwidth, so
please be patient.

7.

When the files have been uploaded, the Evidence
table will update to show a record for each
uploaded file.

The table will display:
•
•
•
•
•
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File name
Date uploaded
Upload user
File type
File size
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Step 5

Tagging evidence

Each piece of evidence uploaded must then be tagged
against the relevant assessment task that it relates to.
You must ensure this is accurate as it sets out how the
City & Guilds examiner accesses and views the evidence
for marking.

1.

To tag evidence click on the

2.

The list of available tags will depend on the
assessment.

icon.

Select the relevant task or evidence type from the
list.
Make sure to upload and tag the Declaration of
Authenticity for the candidate and the completed
Evidence Checklist.

3.
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Complete the tagging process for all evidence
recorded and displayed in the Evidence table.
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4.
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You can save at any point, but make sure to click
Save when you have completed the tagging.
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Step 6

Submitting evidence for marking

1.

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

2.

Click on Submit.

You will need to confirm you understand that after the
next step, evidence that has been uploaded will be
submitted for marking.
You will not be able to upload any new evidence or make
amendments to the tagging.

3.
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Click Yes to confirm you want to submit.
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The page will refresh and the candidate record will
update, locking in the evidence and the tags.

4.

Check the Status has updated to show as
Submitted.

5.

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

6.

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

Please note:
When searching for candidates, Walled Garden only
displays 20 records on initial search.
Ensure to expand the list by clicking View more at the
end of the table so you don’t miss out any candidates.
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5.4. Work not submitted
Where there is a booking for a candidate that you are not submitting evidence for marking, you must confirm this in Walled Garden in the candidate
record.
Follow the steps below to confirm ‘Work Not Submitted’. Please do not leave the candidate record with the status ‘Not Started’.

Step 1

Locate candidate record

1.

Locate the candidate record using the steps set
out in Section 5.2.

2.

Click into the candidate record.

3.

Check the candidate records details are correct,
and that this is a candidate you are not submitting
evidence for marking.
You should also check whether any evidence has
been previously uploaded and saved.
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Step 2

Set record as ‘Work Not Submitted’

1.

At the bottom of the candidate record, click on
Work Not Submitted.

2.

A message box will appear asking you to confirm
the candidate entry should be set to ‘Work Not
Submitted’.
When you’re happy to confirm this, click Yes.
Please note that any evidence previously
uploaded to the candidate will be deleted, and you
cannot reverse this action.
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3.
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Check that the Status has updated to show as
Work Not Submitted.
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5.5. Amending records and deleting evidence
You can only amend candidate records and / or delete evidence from a candidate record where the record has not been submitted

Step 1

Locate candidate record
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1.

Locate the candidate record using the steps set
out in Section 5.2.

2.

Click into the candidate record.

3.

Check the candidate records details are correct,
and that this is a candidate you wish to amend.
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Step 2

Delete evidence
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1.

To delete a piece of evidence which has been
uploaded to a candidate record, click the Delete
button at the right of the evidence record.

2.

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

3.

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

Amend record tagging
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1.

You can amend the tag(s) assigned to a piece of
evidence by clicking on the
icon.

2.

Existing tags can be removed using the x icon
next the tag name.

3.

You can add additional tags by clicking the + icon
and then selecting the relevant option from the
list.

4.

Make sure you click Save when you have
completed the amendments.
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Appendix 1 | SAMPLE: Employer-Set Project - Observation Record
8799-99 T Level Technical Qualification
8799-099 Employer-Set Project
Candidate name
City & Guilds candidate No.
Date
Provider name
City & Guilds provider No.
Record observation notes below to inform external marking. Notes should be detailed, accurate and
differentiating. They should identify areas of strength and weakness to distinguish different levels of
performance quality.
Structure/detail

Techniques

Terminology
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Theories and concepts

Communication

Tutor questions to candidate

Candidate responses

Tutor signature
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Appendix 2 | SAMPLE: Employer-Set Project - Evidence Checklist
8799-99 T Level Technical Qualification
8799-099 Employer-Set Project
Candidate name:
City & Guilds candidate No.:
Date:
Provider name:
City & Guilds provider No.
Candidate
Completed?
Task

Evidence expected for marking

1.1 Research

Research notes (approximately three sides of A4)

1.1 Research

Record of sources

1.2 Report

Report (1,500 words minimum, 2,500 words maximum).

1.3 Project Plan

Programme of work plan and supporting statement
(approximately 750 words)

1.4 Presentation

Presentation materials including presentation file and
any handouts

1.4 Presentation

Video recording of presentation

1.4 Presentation

Observation record

2.1 Collaborative
problem solving

Written discussion notes

2.1 Collaborative
problem solving

Drafted email (300 words minimum)

2.1 Collaborative
problem solving

Observation record

2.1 Collaborative
problem solving

Video recording of discussions.
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Candidate
Completed?
Task

Evidence expected for marking

2.2 Evaluation

Evaluation account (minimum 750 words)

Completion / Sign-off
Completed by
Role
Date
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Appendix 3 | SAMPLE: Declaration of authenticity
Assessment number
(eg 1234-033)
Assessment title
Candidate name
City & Guilds candidate No.
Provider name
City & Guilds provider No.
Additional support
Has the candidate received any additional support in the production of this work?
☐ Yes

☐ No

If yes, give details below:
Task

Guidance/support given

Special consideration
Has an application for special consideration been made for this candidate?
☐ Yes

☐ No

If yes, give details below:
Type of special consideration

Details tasks completed/ missing evidence

Present but disadvantaged / partially completed
assessment / absent with good reason / other
*delete as appropriate

Candidate declaration
I confirm that all work submitted is my own, and that I have acknowledged all sources I have used. I
understand that false declaration is a form of malpractice. I accept my work may be used for the purposes
of training and standardisation.
Signature
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Supervisor declaration
I confirm that all work was conducted under conditions designed to assure the authenticity of the
candidate’s work, and am satisfied that, to the best of my knowledge, the work produced is solely that of
the candidate.
Signature

Date

X
If completing electronically, double click next to the ‘X’ to add an electronic signature once the record is finalised.
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Appendix 4 | SAMPLE: Candidate evidence header template
Header pages must be inserted at the front of all candidate evidence (i.e. the front page of a document).
Templates are provided as a guide by City & Guilds for Word, PowerPoint and Excel. If a provider adopts
their own style, it must include all of the following information, in a table and in the same order.

Assessment number
(eg 1234-033)
Assessment title
Candidate name
City & Guilds candidate No.
Provider name
City & Guilds provider No.

Task(s)
Evidence title /
description

Date submitted by
candidate
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Get in touch
The City & Guilds Quality team are here to answer any queries you may have regarding
your T Level Technical Qualification delivery.
Should you require assistance, please contact us using the details below:

Monday - Friday | 08:30 - 17:00 GMT
T: 0300 303 53 52
E: technicals.quality@cityandguilds.com
W: www.cityandguilds.com/tlevels
Web chat available here.
Visit our T Levels Resource Hub.

The T Level is a qualification approved and managed by the Institute for Apprenticeships and Technical
Education.
T Level is a registered trademark of the Institute for Apprenticeships and Technical Education.
‘Institute for Apprenticeships & Technical Education’ and logo are registered trademarks of the Institute
for Apprenticeships and Technical Education.
© 2022 The City & Guilds of London Institute. All rights reserved.
City & Guilds is a trademark of the City & Guilds of London Institute, a charity established to promote
education and training registered in England & Wales (312832) and Scotland (SC039576). 5-6 Giltspur
Street, London, EC1A 9DD.
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