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Introduction

This guide provides you with all the information you
need when booking assessment components for
City & Guilds Technical Qualifications:

e Synoptic assignments

e Centre assessed components (optional and Late and very late entry fees
mandatory units)

e Employer Involvement (El), for Key Stage 5

(KS5 only) The entry periods consist of a standard entry

window, a late entry window, and a very late

* Paper based Dated Entry theory exams entry window. Entries made in the late
window will incur late entry fees. The same is

Before making asessment entries, you must true for registrations made outside of the

ensure you have registered the candidates for the standard registration period. These fees will

Technical Qualification. The process for making automatically be applied to your order.

candidate registrations is outlined in the

Walled Garden Guide. Entries made within the very late entry
window may or may not be accepted and

It is important that an assessment entry is made very late entry fees will apply.

for every candidate against all relevant

components for the Technical Qualification in the Please refer to the Centre Charges

year they will be taken. document for information about late fees for

Technical Qualifications.

All entries and registrations must be placed within
the relevant time frames, as outlined in the
Delivery Timeline and Calendar on the
Technicals Resource and Support Hub.

@ Important information about
Health and Safety Evolve Exams

The entry process for on demand Health &Safety on-screen tests, which are a
required assessment for several Technical Qualifications, is not covered in this
document.

Please refer to the Walled Garden guide for how to enter your students onto
these on-screen tests.



https://www.cityandguilds.com/-/media/cityandguilds-site/documents/help/user-guide-to-wg-pdf.pdf
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/what-we-offer/centres/centre-document-library/application-for-centres/city-guilds-ilm-centre-charges-list-uk-pdf.ashx?la=en&hash=B696A6DC71E475202F793EED26EC6520AC532D8E
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/help/user-guide-to-wg-pdf.pdf
https://www.cityandguilds.com/technical/resources-and-support
Josh Keeling
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What you need
to book

This section explains how to
identify the assessments for which
you need to enter your students as
well as the different types of
entries available.
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1.
Log into your Walled Garden account.

2,
Once at the homepage, select Catalogue
in the top navigation bar.

3.

Select the Show Approved tab. Your
centre’s approved qualifications will then
display on the screen.

4.

Select or search for the qualification you
wish to view information for.
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G e R R Select the Units and Assessments drop

Level 3 Hairdressing - Theory exam (1) Multiple Choice eVolve 6002032 N/A d own W|th | n th e I nfO rm at| on SeCt| on
Level 3 Hairdressing - Synoptic assignment (1) Moderated Dated entry 6002033 N/A
Level 2 Cut men's hair using basic techniques - Assignment External Quality Assurance Dated entry 6002-201 1200
6.
Level 3 Creative hair extension services - Assignment Exteral Quality Assurance Dated entry 6002-305 600

. Sl Gy W 0 Within the qualification information will be
Level 3 Create a variely of perming effects - Assignment External Quality Assurance Dated entry 6002307 900 ||Sted each Of the assessments W|th the
Level 3 Hair relaxing services - Assignment External Quality Assurance Dated entry 6002308 %0 U n |t Ty pe an d th e E n try Typ e.

Level 4 Specialist hair and scalp treatments - Assignment External Quality Assurance Dated entry 6002402 500
Level 4 Creative hair design skills - Assignment External Quality Assurance Dated entry 6002403 600
Level 3 Hairdressing - Theory exam (1) Written Dated entry 6002-532 N/A

Level 3 Employer involvement External Quality Assurance Dated entry 6002831 N/A




Unit types

As described on the Walled Garden
Catalogue under the Unit Type header.

Moderated

This is an externally set and internally
marked assessment which is then
moderated by City & Guilds. These unit
types must be booked as a Dated Entry
Assessment (refer to page 6).

Multiple Choice

Some theory exams are multiple choice,
meaning candidates must select an
answer from a predetermined selection.
These are paper based exams and must
be booked as Dated Entry Assessment.

Written

This is a paper based written exam.
These must be booked as a Dated Entry
Exam.

External Quality
Assurance

This is an externally set and internally
marked assessment which is subject

to external quality assurance by City &
Guilds. These units must also be booked
as Dated Entry Assessment.



Booking a dated
entry
assessment

or exam

Applies to: Synoptic Assignment,
paper-based Theory exam,
Employer Involvement and centre
assessed components.
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1.
Log into your Walled Garden account.

2.

Once at the homepage, select Catalogue
in the top navigation bar.

3.

Select the Show Approved tab. Your
centre’s approved qualifications will then
display on the screen.

4,

Click on the qualification you wish to make
a Dated Entry order for. On the course

information page, you can check the units
by selecting the Rules of Combination tab.
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<€ Back to search results

996399
Advanced Skills Zone (generic) Add to favourites

Completion of this product alone doesn't result in TechBac. To achieve a full Advanced TechBac (Statement of
Achievement), both this product and at least one Technical qualification of level 3 should be completed. See
Administration section for the list of available Technical qualifications

Provider: City & Guilds

Last registration: 31.12.2999 Last certification: 31122999

Select order type

Named registration Unnamed registration Dated entry Results entry On Demand

4 > > > > > >

Order type Qualification Candidates. Accessories. Checkout Confirmation

Unit or Assessment selection o

Centre No. 795054 | Customer No. | 00010756 | Order type | Results entry
Quaificaton salected 9963-99 | [Advanced Skills Zone (generic) Jva_]

Search available unit or assessments

Enter the unit or assessments number in the format 3638-001 or select from the listing bolow. Click Search.

el —
code.

To navigate, use the scroll bar the columns
the order column.

Learning Pathway [~ Select Learning Pathway

Select/Deselect All

Select/Deselect All

Order Productcode | Description Type ‘ Date

145031 Level 3 Enginesring - Synoptic assignment (1) Moderated

18.05.2018 00:01
1145630 Level 3 Engincoring - Theory exam (1) Written

[} hlw

1145-830 Level 3 Employer involvement

Exteral Quality
Assurance

5.

Once the units have been checked, select
Place an order on the course information

page.

6.

In order to enter a student for a Synoptic
Assignment, Paper-based Theory Exam,
Employer Involvement or centre assessed
components click on Dated Entry.

7.

The qualification you have selected should
automatically lock into the Unit

or Assessment selection area. If not you
should enter the qualification number in
the Product Code search field or search
using the Show Approved. Select the
correct pathway for the qualification you
are entering a student for.

8.

Select the available date from the drop
down menu for the Assessment(s) you
want to make bookings for.

Note that only one date will be available
for entries to be made which is for the next
series. The date for the theory exam
corresponds to the exam date, but for
synoptic assignments, centre assessed
components and Employer Involvement, it
relates to the final date that evidence and
marks or grades are to be submitted on
the Moderation Portal. However, please
refer to the above linked timeline for the
specific assessment periods and evidence
upload dates.

Once you have selected the date(s),
select the order check box and click
Continue.
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Order type Qualficaton ~ Gandidas tes Accessories  Checkout  Gonfirmation
Candidate selection (@]
mmmmmm 795054 | Customer No. [000107561 | Order type | Dated entry
ificati 1145-30 | [Level 3 Advanced Technical Certificate in i J[Fun]

Select the action you want to perform

To search lect the required method from
Search existing candidates by Select

e ]

To view the details of the Line items, ciick @ in the Detail column. To change the Order Line Item, click [Z] in the Amend column.
1 you have made any changes at this stage, <lick Update Order. Once complete <lick Submit Order.

‘ ‘ & |sszssnwa |Mllmnlmm\nwm ‘Smmscmm | 1‘ ssaml :\snnu‘ [m] |

‘Order total net 35000 GBP

VATISales tax 7000 GBP

‘Order total 42000 GP

Update Order
Billing - Account details
SAP Customer experience test centre
Post GoLive.
323A Gilspur Streetabid
London
EC1A 90D
11the order is complete, click Submit Order.
Cancel Order Submit Order V

O

Advice

Don’t forget to ensure that you
make the relevant entries

for each and every candidate

on programme for the current
academic year. This includes all
the required units of the
qualification. Use the rules of
combination section of the
specific qualification page on the
catalogue to confirm all required
units.

How to make assessment entries

9.

In the Candidate Selection screen, you can
search for existing candidates by selecting
the required field from the drop down list. If
you don’t know the candidate enrolment
number you can search by the candidate’s
name. Enter a minimum of the candidate’s
last name and click Search. Alternatively
you can search by the Cohort from the
drop down box. Select the cohort from the
name drop down menu and click Search.

10.

Candidates matching the search criteria
will be listed in your Search Results
section of the screen.

1.

In the Product Code column, tick the unit
check box to select the Dated Entry for
each candidate and then click Continue.

12.

In the Checkout screen, enter your
purchase order or reference in the
mandatory Your PO/Ref field. To place the
order, click Submit Order.

13.

A message box will display asking if you
would like to place the order. If you are
confident you have made the entry
correctly then click OK.

14.

An order confirmation screen will be
displayed confirming your order number.
There will be an option to print this page
should you wish to do so.

9
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Frequently asked questions

What happens if | miss the deadline to enter
my students onto an assessment?

All assessment entries should be made within
the normal assessment entry window. Entries
within the late entry window can be accepted and
made in the usual way as detailed above but will
incur a late fee.

If you have missed the normal and late entry
windows, you may or may not be able to enter
your students onto an assessment in the normal
way, depending on the type of assessment and
how close to the assessment date it is. If you are
not able to make entries in the normal way you
should contact the customer support team for
assistance. However, be aware that it will not
always be possible to make entries at this stage
and candidates may need to be entered for the
next series instead, so you are strongly advised
to ensure assessment entries are made in a
timely fashion.

Very late fees apply for any entries which are
accepted after the late entry window.

What if | see a unit in the handbook but
cannot submit an entry for iton Walled
Garden?

Each handbook has a full listing of all unit criteria
available. Not all of these units will appear on
Walled Garden. Some of the units are assessed
within the Synoptic Assignment and Theory
Exams.

Why do you charge a fee for late entries?

Volumes of assessment entries are needed to
allocate the correct number of examiners, for
externally marked exams, and moderators, for
moderated and externally quality assured
assessments. There are also various other
activities that take place once the entry windows
have closed.
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Contact us

Please refer to the relevant qualification page and
specification for further information relating to
Technical Qualifications.

Contact our Customer Support for registrations and
entries:

Monday - Friday | 08:00 - 18:00 GMT
T: 01924 930 800

E: customersupport@cityandguilds.com

For anything else please contact our Centre
Operations team:

Monday - Friday | 08:00 - 18:00 GMT
T: 01924 930 800

E: centreoperations@cityandguilds.com

W: cityandguilds.com/tlevels



mailto:customersupport%40cityandguilds.com?subject=
mailto:centreoperations%40cityandguilds.com?subject=
mailto:centrequality%40cityandguilds.com?subject=
https://www.cityandguilds.com/tlevels

About City & Guilds

Since 1878, City & Guilds has been dedicated to advancing the skills that
people, organisations and societies need to thrive, both now and in the future.

As the global skills partner, we empower organisations to grow by creating and
delivering comprehensive end-to-end solutions. These include high-quality skills
training and credentials designed to meet the evolving needs of industries and
workforces. Through our trusted network of colleges and training provider
partners, learners across the globe develop skills and competencies that lead to
employment and career progression.

Each year, over 5.1 million learners of all ages and backgrounds benefit from
City & Guilds learning programmes, which have contributed £15.3bn to society
in the UK alone. We champion workforce development and technical training
routes that drive social mobility, prosperity, and success. By working closely with
industries and governments, we also advocate for improvements across the
global skills landscape.

Our City & Guilds Foundation amplifies this purpose by focusing on high-impact
social investment, recognition, and advocacy programmes. These initiatives aim
to remove barriers to employment, celebrate best practice on the job, and
advocate for jobs of the future.

City & Guilds Training, Gen2, Intertrain, ILM, Kineo and The Oxford Group
brands are all a part of City & Guilds.

For further information please visit cityandguilds.com/about-us

Every effort has been made to ensure that the information contained in this publication is true and correct a
time of going to press. However, City & Guilds' products and services are subject to continuous development
and improvement and the right is reserved to change products and services from time to time. City & Guilds
cannot accept responsibility for any loss or damage arising from the use of information in this publication.

©2025 The City & Guilds of London Institute. All rights reserved. City & Guilds is a trademark of the City &
Guilds of London Institute, a charity registered in England & Wales (312832) and Scotland (SCO39576).
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