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Welcome, introductions and housekeeping

Housekeeping

Changes to how you will receive results
*  Fire alarm and exits
Other key updates e Facilities

e Tea & Coffee

Key deadlines for the Moderation Portal :
*  Questions

Introduction to the Moderation Portal

Requirements for uploading evidence

Selecting your Moderation sample ®
Accessing the Moderation Portal

Account management

Input of marks and uploading evidence O
Uploading evidence at cohort level

Completing the marking process

Tea and Coffee break, Networking 11.30-12.00

Demonstration on the portal
Moderation

Awarding

Resources & support

Question & answers session 13.30




Changes to how you
will receive results




The old way....

In previous years
results for exams and

synoptic assessments,
and the final
qualification grade
were released in
Walled Garden
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You then have to
find the results in
Walled Garden,
which is relatively
easy but somewhat
time consuming
piecing together
the information

Shortly after you
receive a
spreadsheet via
email with a
breakdown of
candidate results
and grade
boundaries

Then you try to
analyse the results
to determine
borderline grades
and whether
candidates should

re-sit the exams




Key changes:

G View candidate marks in Walled Garden

e Download candidate marks from Walled Garden

e Published grade boundaries
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RESULTS CHANGE

Changes in Walled Garden

e Log into the Walled Garden and select the
View candidate marks

Reports tab from the top navigation bar.

Select the Candidate results tab from the
grey navigation bar.
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User Account ,u_g

Centre:

Cit l Cortome
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Log out
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In the reports screen ensure you have
selected City & Guilds and not ILM.

Select Results listing from the Show me
drop down menu. Make sure you have the
right centre number selected underneath
before proceeding further.

You then need to provide the assessment
code you wish to search results for. You can
find the correct code from the Walled
Garden catalogue or the relevant
qualification handbook.

Choose a date range or period to display
results. Be careful not to include results
from a previous academic year. O ’

e 6 o
4 [ L 4

Click Search.
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User Account ,u_g

Centre:
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Log out
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RESULTS CHANGE

Changes in Walled Garden

Download candidate marks e Log into the Walled Garden and select the
Reports tab from the top navigation bar.

e Select the Candidate results tab from the
grey navigation bar.
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In the reports screen ensure you have

USeI’.ACCCrum ,:g
selected City & Guilds and not ILM.

Cit l e
(Iiz;%dgs. I m WalledGarden cw:‘

. 3 Catalogue Data Quality Reports Help Settings

s Select Qualification Results listing from
the Show me drop down menu. Make sure
you have the right centre number selected

underneath before proceeding further.
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Walled Garden catalogue or the relevant
qualification handbook.

for®
Quelification ENR No. ULN First Name N Last Name DOE Gender | Merged to Merged Date A

presied” @
o= 0 v
o Frem o]

To

FKUGTZE Derck ‘Valtand 27.10.1085

FKUST20 Ben Currin 28.10.1085

FKUG0S0 Tremain Thameit 13.10.1074

FKUGDG2 Dalli Com 26.00.1087
* denotes mandatory field

Z|z| 2| 2| =

mnnnnli

FKUGOT4 Perice. Kieff 23081074

Choose a date range or period to display
results. Be careful not to include results
from a previous academic year. @ ’

Click Search. *
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Second Last ﬁg

c e
IGtzl(?ng' I lm WalledGarden o 75550
o ™ | — . Once you have selected the date range

and clicked search a list of candidates will
appear. You can click into the candidate

Selact organisation:  City & Guilds[v] . (e . .

L N record for the qualification by selecting the

EnTnsamaa e | e p— PRI P red options box. However this doesn't tell

e - — e —— you the mark for an assessment.

Financial Orders  Candidate results (RS DAS  Qualifications  Amend On Demand orders  SmantSore=n subscriptions

R L= I - e Q Click Download underneath the data table.
e O i:l - FKUBE50 Tremasin Thamelt 12101874 |M
= —
 dentes mendstory fikd . FKUB062 Dalli Com 26.00.1087 M
- - . - An information bar will appear at the

bottom of your internet browser. The
example shown here is in Internet Explorer.
This may differ slightly if you are using
Chrome, Safari, Firefox, Edge etc.

Next either press Open to open the file
and then save to your preferred file
location, or click Save to

Email Updates

B - save the file directly to the location.
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RESULTS CHANGE
Published grade boundaries
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Resources and
support

On the day of each results release you will

be able to download the most up to date U
list of assessment grade boundaries from

our website. Just go to the Technicals &

TechBac page and then click on Resources e G G G | TeccaLs 8 TECHBAC

WWe're here to support you at every stage ~find out what you need to deliver our

and Support. You'll find the PDF document clFcstos stch. fom o i inplmenin progumme v | Tt

=08,
If you are currenthy delivering our Technical Qualificaticns and have general queries please

Technical Qualifications

Assessment grade boundaries
2018-19 academic yoar

Resources and support

=4 Deliver Technical

under the Results and grades information s Teriok & Moo o e st
T-01924 206 719 =4 Study Technical

drop down menu. S e St
Please expand the box relevant to yow =4 Workplace Skills

wvebinars Updates Subject areas

Resources and support:

~“loderation portal 2 =
P Teaching and learning resources

Events and webinars

Results and grades information

Grade Prediction Calculator T Levels

Our Grade Prediction Calculator has been designed to help you find out what

qua heir Technical Qualification

Technicals Case Studies

Download Caleulator (XLSX) >

Work with us.

FADs

Published Grade Boundaries

Our grade boundaries for Technical Qualification assessments will be published here

throughout the course of the year. Please refer to the results timetable for more

irfermaten Online teaching and support resources . .
Grade Boundary Analysis Tool K54 Technical Award resources w =] v

Maths and English support ~ i : / 5 . ’ ‘ .

Download our Results Analysis Tools Centre Guide (PDF) > GRADE PREDICTION
CALCULATOR

Curriculum plans.

> teaching and support resources

Guilds S as
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Other key updates

Update on re-take rule

Cit
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Update on re-take rule: 26 February 2019

ication on re-take rule for Level 3 Tech Level learners

Department for Education (DTE) noti

We are contacting you to share an important update that applies to the re-take rule regarding all Level 3
Teehnical Qualiications.

you are aware the DIE announced last January 2018, that leamers who were due to complete Key
Stage 5 Level 3 Tech Level Qualifications in summer 2018 should be given an additional opportunity to
re-take their extemally marked exam

We communicated that we would be applying this rule and leamers who were eligible would be able to
take this re-take opportunity in the spring or summer of the 2019 academic year.

Following further clarification from the DfE, we're pleased to confirm that we will now apply the re-take
fule going forward to all our Level 3 Technical Qualifications.

What this means for your learners:

*  Allleamers who are registered on a City & Guilds Lavel 3 Technical Qualfication and do not pass
their external exam or their irst re-take will now have an additional cpportunity to re-take their
external exam.

We will continue to offer two external exam windows; spring and summer per academic year.

The second re-take opportunity can be taken in either spring or summer of the following
academic year.

For centres wishing to make bookings for their leamers’ 2 re-take on fhis summer 2019 series,
can do o through Walled Garden

What action should | take now?

We want you to know that everything you need to continue delivering your Technical Qualifications will
not change, including assessment materials and qualification specifications. We will continue to provide:
‘you with all the support you need.

The additionsl re-take opportunity only appiies to candidates on a Level 3 Tech Level and does not apply
10 leamners on KS4 Technical Awards or KS5 Technical Certiicates

I you have any further questions please cantact our Technicals and Moderation Support team
©n 01924 206 719 or email moderationsupport@cityandguilds.com

oo by Aoyl Chars Faunod 178
Jex 58t e S
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Spring Newsletter

Spring City&
Newsletter Guilds

Ay .G Group Busiess
Welcome to your Technical Qualifications seasg

Your spring update is here! In this edition, we're keen to ensure that you
have all the information you need including helpful and supportive reminders
and tips for the remainder of this academic year.

+ Updates * Moderation support
Quick links menu ~ * Booking and + Events and regional networks
* Results and grades * Help and support

In this newsletter we'll cover the next steps required for our Technical Qualifications
It’s important to share this newsletter with everyone in your centre who is involved in
administration and/or delivery.

Updates

Updated Key Stage 4 (KS4) Technical Awards resources

Ave you delivering any of our KS4 Technical Awards? Our KS4 Technical Awards
resources have moved location and can now be found under the ‘K54 Technical Award
resources” accordion on our Technicals resources and support page. These documents
provide essential guidance and information in relation to your delivery, assessment and
administration. Please note our EAQs for K4 Technical Awards have also been updated.

Contact update form

A quick reminder that we need to have the most up-to-date contact information to ensure
you receive all of the relevant information to support your delivery. f you haven't done so
already, please can you update your centre information by completing this contact update
form if you have not yet done so and submit to moderationsupport@cityzndquilds com

o ¢



https://www.cityandguilds.com/-/media/cityandguilds-site/documents/technical-qualifications/technical-qualifications/technicals-re-take-rule-26-feb-2019-pdf.ashx?la=en&hash=EC0384C3C28C60333C92616F1412AE39D03347A9
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/technical-qualifications/technical-qualifications/springnews2018-2019-pdf.ashx?la=en&hash=2457AD8F4813F49C4B748C9C971145B43AA75F8A

Key deadlines for the ; '
Moderation Portal




Key Deadlines

In order for the moderation process to take place, centres must ensure that the following two
key deadlines are met: Y 3

Friday 17 May 2019
o

« All candidate marks for the Synoptic Assignment

« A sample of evidence for each Synoptic Assignment (as per published requirements)
« Centre Standardisation Declaration form

* Personal Interest forms (if required)

Friday 14 June 2019

* All candidate grades for mandatory & optional assignments

« A sample of evidence for one optional unit (as per published requirements)

« All candidate outcomes for employer involvement ®
» Completed employer involvement planner

* Employer involvement evidence (as per published requirements)




Introduction to the .
Moderation Portal
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Introduction

The Moderation Portal is the online administration platform used to facilitate the submission of marks and evidence and the
moderation of the synoptic assignment, centre assessed components and employer involvement.

Candidates for each qualification and cohort for your centre will be prepopulated in the portal based upon the bookings you
have made on Walled Garden.

Centres are responsible for uploading candidate marks, grades and outcomes as well as the correct sample of evidence for
moderation.

City & Guilds Moderators also have access to the Moderation Portal to allow them to view centre marks and carry out the
moderation process.

The Moderation Portal allows centres to:

+ Enter candidate marks for synoptic assessments Please note that the Moderation Portal may be
unavailable to centres between 17:00 and 23:00 every

* Enter the results for any centre-assessed components (e.g. optional units) Wednesday evening due to system maintenance.

+ Enter and upload employer involvement outcomes for each candidate
» Upload samples of candidate evidence as per published requirements

This guide will support you to ensure that candidate marks and evidence are submitted correctly for each component of
technical qualifications, ready for your assigned Moderator to review. It is vital that centres are confident in the use of the
portal and that all information is uploaded accurately and in line with the deadlines for submission of marks and evidence.

City?‘.’* o o
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Updates for 2019

Academic Windows

If you've used the Moderation Portal in previous years you'll probably be familiar by now with how the system works.

For 2019 however we have introduced an additional filter option within the Assessments Records on the Moderation tab. The
filter will be locked to UK Sep 2018 — Aug 2019 for the current academic year.

Moderation . Ci
' ® Moderation Portal aﬁ
o

() search Assessment Records

SEERJEFOETD Msg/Doc Age - 6 Months, Company : 989980 City & Guilds

m [Toe— Acfldemic I| UK Sep 2018-Aug 2019 Msg/Doc Age 8 Months
Windows

E] Assessments Company 999990 City & Guilds Marker Select a marker.

& TS Course Select a course Learner Select a learner

Assessment Select an assessment record.. Status Any status...

Reset Search Form

$

= Assessment Records E4 Messages [ Documents

Displaying 202 Assessment Records

Set status: Select action. .. \J

Filter. Displaying 1 to 25 of 202 Assessment Records. 25 per page < 10f9

LEARNER 1% COMPANY + COURSE + ASSESSMENT 4+ ASSESSED % MARKER HAS ¢ STATUS < ACTIONS

RESULT EVIDENCE?

Citycs
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Updates for 2019

Reporting a problem

If you encounter a problem with the Moderation Portal at any point you can now send us a notification via the Report a
Problem link at the bottom of the page. We can then use the information provided to work with our IT teams to pinpoint the
issue and work on a solution.

ﬁ On the homepage click on Report a Problem on the bottom taskbar

a Enter the problem description and the steps you took that created the problem in the bottom two text boxes and press
Send Report. You don't need to complete any of the other fields above the bottom two boxes

Hello 999990 City and Guilds

3 Homepags

Moderation Portal C'G'“V%

Hi 939990 City and Guikda ~

Walcoma o the Madesation Partal

Cityﬁ*

Guilds
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Report a Problem

Use th following form bl

the Leaming Assistant spplication to the suppart team,
 the befter

MODERATION - Moderation Portal

999990 City and Guilds - Company (B3865223-5879-426E-AD134CSD1E262CAA)

Hello 999890 Gity and Guilds.

Iievrsiomepage/index.cim?

CGGLASWEB03P

Mozillafs. 0 (Windows NT 10.0; WOW84; Trident/7.0; rv-11.0) like Geeko

Please type the problem description here.

Please type he problem description here.




Centre Process Overview

City & Guilds

Primary user

send login
details to
primary user

Save and repeat
for all
components of
the qualification

Primary user
logs in to the

Primary user
creates additional

portal for first use
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nal/Mandatory Units
loyer Involvement

e @
put all marks
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load required
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et status to
king Complete’
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centre accounts

Additional

Account

each qualification:
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the qualification evidence
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\ 4
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Account
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the qualification evidence
\ 4
load required
ce at cohort level
v

et status to
king Complete’
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Requirements for 5 o
uploading evidence

Evidence requirements

Prior to upload to the Moderation Portal, it is important to ensure that all
evidence required is stored electronically and labelled appropriately,

ready for easy upload. Documents yOU'" need...

Our Requirements for uploading evidence for Technical Qualifications
document contains clear guidance on the recommended way of labeling City2¥ ng,c?dx
documents, as well as useful hints and tips to ensure the evidence Guilds oo
collection and upload process runs as smoothly as possible for your Tochnical Qualications. 2 oo e

centre.

ech

™

All document formats must be compatible with Windows and Mac.

The maximum file size for evidence is 150MB.

The portal is currently compatible with Microsoft Internet Explorer, Edge,
Firefox, Safari and Google Chrome. You must ensure that Adobe Flash is
enabled.

City
ity

A City & Guilds Group Business


https://www.cityandguilds.com/-/media/cityandguilds-site/documents/technical-qualifications/deliver/resources/technical-qualifications_requirements-for-uploading-evidence-pdf.ashx?la=en&hash=F8D0129C32143BEA69CF394A501017E8B44C4ABE

Requirements for uploading evidence

Tips for easy upload

* The number of documents should be kept to a minimum and where possible evidence
for full tasks should be kept together in a single compressed (zipped) file.

 Scan evidence for all tasks per candidate as one document to PDF ensuring each piece
of evidence is clearly labelled prior to scanning for easy reference.

* Photos should be kept to the recommended amount for each task (as specified in the
synoptic handbook).

* Documents scanned in should be checked for clarity, in particular with hand written
documents. Where possible discourage hand written pieces. Drawings should be in very
dark pencil or pen.

* We recommend the use of lower resolution formats for video and pictures, or a
converting software.

* Only short extracts supporting the illustration of learners’ performance should be used.
City ¥
G

uilds
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Selecting your Moderation sample

Selecting your Moderation sample
Centres are responsible for selecting the initial sample of candidates to be
moderated. This sample must include the highest and lowest marked candidate

work, and a representative range in between.

The full criteria and sample size for your moderation sample can be found on ®
page 29 of the Marking & Moderation Guide.

12 or fewer All candidates
13-100 12
101- 200 15
More than 200 20 PY

City&
ity o
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https://www.cityandguilds.com/-/media/cityandguilds-site/documents/technical-qualifications/marking-moderation-guide.ashx?la=en&hash=30F22A1A15CEB4572EB353D1E4ABE2C17F39E847

Selecting your Moderation sample

Sampling factors

The moderation sample for each synoptic assignment must include the highest marked
and lowest marked candidate work, and a representative range in between.

Inclusion of work marked by all markers for a synoptic assignment (if there is more than @
one)
Marker to candidate ratio (i.e. If one marker marked the majority of the work, this
should be reflected in the make-up of the )
4

Inclusion of any candidates observed during the moderation visit (where relevant)

Any candidates identified on the Personal Interest Form (if used) should be included in
addition to the sample.

Please note: a sample should cover that of the particular
assessment. If an assessment covers more than one °
qualification (e.g 540, 720 and 1080) a single sample

based on the total candidate numbers should be

provided. You do not need to provide a separate sample

Guilds for each qualification if the assessment is the same.

A City & Guilds Group Business




Selecting your Moderation sample

Sampling factors

Synoptic assignment Optional & mandatory Employer involvement
units

Input all candidate marks. Input all candidate grades Input all candidate outcomes: ®
across all completed option and

Upload a sample of evidence mandatory units (centre Pass = completed

based upon candidate numbers assessed components). Fail = not completed

set out on page 29 of the

Marking and Moderation guide. Upload a sample of candidate No candidate evidence *
evidence for one completed required, just upload the

Make your sample is option unit. Chose one that completed Employer

representative and meets the covers the largest Involvement planner and tracker

requirements set out in 6.2.1. representation of the cohort if to the Documents tab plus a
possible. small sample of evidence that

demonstrates the DfE minimum

Don't upload evidence for requirement has been met.

knowledge tests or health and
safety units.

ng.gﬁ.‘

uilds
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Accessing the »
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Accessing the
Moderation Portal

To access the Moderation Portal, please use the link below or use
the link in the Moderation Portal menu on the Technical Qualification
Resources and Support page.

Enter your Username and Password and click Login.

If you're logging into the Portal for the first time you will be
prompted to change your password.

Please follow the instructions on the screen and create a secure
password which you will remember.

Password reset

Please use the Reset Password option if you can't remember your
password. You'll need to enter your username first, then you'll be
sent an email with a link to reset your password.

The email will say its from Learning Assistant. However follow the link
to the Moderation Portal.

Cit
Gxilds

A City & Guilds Group Business
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Moderation Portal

Login

n

> Reset Password  Customer Support

https://moderation.cityandguilds.com/MODERATION



https://moderation.cityandguilds.com/MODERATION

Accessing the Moderation Portal

Once you have logged in successfully and changed your password, the Moderation Portal homepage will load.

This is the navigation pane. You will use this to
access the different sections of the portal.

The ‘Assessments’ tab will take you to the page to
upload marks and evidence for moderation.

2

999990 City and Guilds

The "Team Member’ tab will take you to the page G Homoese
where you can create additional marker accounts. 2 [ e

R Team Members
By clicking this wheel icon next to your avatar, you
can change your user preferences, amend your
password and upload a profile picture should you
wish to do so.

® o000

Useful guidance documents and recording forms are
stored here. This list may change as the academic
year moves on.

Cityﬁ*
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0 999990 City and Guilds

© | Homepage

Hi 999990 City and Guilds

Welcome to the City & Guilds ion Portal for Technical Qualif

Overview

The Moderation Portal is the online administration platform used to facilitate the submission of marks and evidence and the moderation of the synoptic assignment, centre assesset

centre will be prepopulated in the portal based upon the bookings you have made on Walled Garden

Moderation Portal ngﬁ

A

components and employer involvement. Candidates for each qualification and cohart for your

Gentres are gespansible for uploading candidate marks, grades and outcomes as well as the correct sample of evidence for moderation. City & Guilds Moderators also have access to the Moderation Portal to allow them to view centre marks and carry out the moderation process.

We havl Jof resources to support you using the portal
Centre User Guide

Video Guidance (Coming soen!)

Customer Events

Help & Support

If you require support with the portal please contact the Technicals & Moderation Support team on the details below:

9 moderationsupport@cityandguilds.com

e 01524206 719

Resources

[ Resources
[ Generic Recording Forms
Marking and Moderation Guide
Guidance on uploading evidence:

Moderation Portal Centre Guide



ahagement

\




Account management

Account roles & responsibilities

There are two different types of account for use within the Moderation Portal. Please ensure you understand the
roles and responsibilities of the accounts available, as outlined below.

Primary Account Additional User Accounts

This is the generic account provided by City & Guilds. When the primary user creates additional users, these
Centres should notify us of a primary user for the portal users will only see the qualifications they are responsible
using the contact update form. This person will have for in the portal. The primary user is required to assign
received a secure email link containing these initial each additional user their qualifications.

credentials to access the Moderation Portal.

Additional users can undertake the process of uploading
You will be able to identify this as the username will be marks and evidence for cohorts or candidates by using the
your Centre Number, e.g. 012345A. The main purpose of ‘assessment’ tab on the portal.
this account is to create and manage the user accounts for
other colleagues (markers and assessors) who require
access to the portal.

The main centre account has the functionality to upload
marks and evidence for assessment components, however
it is recommended all marks and evidence should be
uploaded through the additional user accounts.

Cit
Guilds

A City & Guilds Group Business




Account management

Creating an additional user account

Only the primary user can be used to create additional users.

To create an additional user account:

Click on the Team Members tab from the navigation pane.

This will take you to the Team Manager page.

a Click on Create New Staff. A pop up window will appear.

City&
ity o

A City & Guilds Group Business

.

999990

m Homepage

D Assessments

g Team Members

Team Manager

@

Team Manager

Team Manager

Il Show Adiive M Show Inactive

Search By Firstnama:

Roles
Marker

Markar

Marker

Marker

Marker

Marker

Marker

Marker

Marker

Marker

Markar

Marker

Markar

Marker

Marker

Marker

Assassor

Additional Centre User

Assessor

Head of Centre

Assessor

[ Search J

Company
999990

999930

999930

999930

999930

995930

999980

999950

999930

999950

999990

999950

999930

999950

999930

999930

Ry N Ry R R

LY

VY VY RVYRYE
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Account management

Creating additional user accounts

e In the pop up window, input all details for your user. All fields marked with an asterisk (*)
are mandatory requirements and must be completed.

ﬁ When creating an additional user account, Email is also a mandatory requirement and
under roles, the Marker option must be ticked. Without this information, the user will not
receive the link to their log in details to be able to access the Moderation Portal.

e Once all relevant information has been entered, click Create & Assign Courses.

You should receive the following message;

Team Member created successfully.

City 2.
Guilds

A City & Guilds Group Business

Create mew team member

First Name #

Last Name #

Username #

Gender *[ Please select a Gender... | - ]

Company *[ Please select a Company...

|v]

Position

Password #

Confirm Password #

Email

Phone Number

Mabile Number

Roles &
=) Trainer

¥ Marker




Account management

Creating additional user accounts

You will need to select the qualifications the marker requires access to, to allow them to upload marks and evidence to the Moderation Portal.

Select the qualification(s) required from the Available
Courses list on the right.

To transfer the qualification(s) to the Assigned Courses list
on the left, click the left facing arrow.

If you make a mistake or need to remove a qualification
from the Assigned Courses list, select the qualification and

use the right facing arrow to remove.

m Once you are confident that the qualifications have been
correctly assigned to your marker, click Update.

You should receive the following message;

Data successfully updated.

m Click OK.

3.

909990

m Homepage

I:I Assessments

ﬁ Team Members

Team Manager
fit © Team Manager

Team Manager

@ back

A Marker&d
999330
Assessor

T:
E:

Assigned Courses

(6720-21) Level 2 Technical Award in Constructing and
Maintaining the Built Environment

(0172-20) Level 2 Technical Certificate in Animal Care

Assessor

Available Courses

(6106-20) Level 2 Technical Award in Cookery and Service for |-*
the Hospitality Industry

(0170-20) Level 2 Technical Award in Land Based Studies -

(7837-30) Level 3 Advanced Technical Certificate for Legal
Secretaries

(0171-20) Level 2 Advanced Technical Certificate in
Agriculture

(0172-20) Level 3 Advanced Technical Certificate in Animal
Managemant

(6720-34) Level 3 Advanced Technical Certificate in
Constructing the Built Environment

(D172-35) Level 2 Advanced Technical Certificate in Equine
Management

(0174-35) Level 3 Advanced Technical Certificate in Forestry
=nd Arbariculture (260)

(0174-20) Level 2 Advanced Technical Certificate in
Horticulture (3607




Account management o o

Creating additional user accounts [] .

Next you will need to send the login credentials to the marker the account is assigned to.

Team Manager ®
On the same page, on the right hand side click Email Login B Team Manager
Details.

Team Manager
909990

You should receive the following message; @ baok

m Homepage ‘
A Marker&d Email Login Details

I:l Assessments THEZIL ﬁ Appointments
Assessor

Assessor
: [#] eor w
ﬁ Team Members = WBR

Arg you sura you want to email thie pargon
thair login details?

Assigned Courses Available Courses

(6720-21) Level 2 Technical Award in Constructing and (6106-20) Level 2 Technical Award in Cookery and Service for |-*
Maintaining the Built Environment the Hospitality Industry

(0172-20) Level 2 Technical Certificate in Animal Care (0170-20) Level 2 Technical Award in Land Based Studies -
Cl iCk Yes (7857-30) Level 3 Advanced Technical Certificate for Legal

Secretaries

(0171-20) Level 2 Advanced Technical Certificate in
Agriculture

You will then have the option to view the message sent to the

o ) ! ; ) ] [E '(wouz—ao) Ltevel 3 Advanced Technical Certificate in Animal
additional user, confirming their login credentials should you = P
wish. The additional user will receive an email with a link. Constructing the Built Environment

. . . . (0172-35) Level 2 Advanced Technical Certificate in Equine
They will need to follow the instructions on the email to set Management
up a paSSWO rd for the aCCOUHt. ii:T:;bBOSr)icLh::: (33.:1:01\)ram:ed Technical Certificate in Forestry

(0174-20) Level 2 Advanced Technical Certificate in
Horticulture (3607

Citvs e e
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Input of marks and uploading evidence

Using the Assessment tab

Q Centres should input all marks and upload the following samples of evidence types to
the Assessment Records tab:

Candidate Evidence

Candidate record form

Declaration of authenticity = Assessment Records E4 Messages

Candidate assessment evidence e

Practical observation form

Centre Assessed Components — sample of
candidate evidence

When inputting marks into this area of the portal you must ensure that you regularly reconfirm what you have
entered by saving. The system will not save details of marks and/or the marker information automatically.

To save your marks and evidence
Q Click on Select action and from the drop down menu choose Marking in progress.

e Click Save.

Confirmation of saved changes will be highlighted on screen for your reference.
We We recommend you do this as regularly as possible.

= Assessment Records

Displaying 19 Assessment Records

Set status:

[% Documents
B4 Messages [ Documents
Select action... [B) Save




Input of marks and uploading evidence : o

Using the Assessments Tab N .

ﬁ Clicking on the Assessments tab from the navigation
pane will take you to the page where you can input marks
and upload evidence.

Moderation Moderation Portal C&tyfi!g

I f

1 H . Q Search Assessment Records
a On th|S page you will see 3 t.abs' . . ST Msg/Dos Age : 6 Months, Company : 999890 Gity & Guilds
* Assessment Records which will show candidate and

o

H lomepage Academic UK Sep 2018-Aug 2019 - Msg/Doc Age & Months .

assessment component details, dependent on the fah Homoeeo Wodows
sea I’Ch Critel’ia app|led |:| Assessments Company 999990 City & Guilds Marker Select a marker -
* The Messages section allows for communication B Toomembers Courss | seectacouse - Loamer | el eame: -
Assessment Select an assessment record... - Status. Any stalus. v

within your Centre and any external parties. This
functionality is part of Learning Assistant, of which this
portal originates. However the function is limited
within the Moderation Portal for 2019 and therefore we
would recommend this is not used for essential
messages or communication with your moderator.

* The Documents section is where you would upload

T

I i= AssessmentRecords = 2 Messages  [J Documem.sp

Displaying 202 Assessment Records

Set status: Select action v

. . . . Filter.. Displaying 1 to 25 of 202 Assessment Records 25 per page v < 1of9 v >
evidence relating to the entire cohort for a particular
LEARNER 14 ComPANY % COURSE % ASSESSMENT % ASSESSED % MARKER $ HAS & STATUS % ACTIONS
RESULT EVIDENCE?

assessment (e.g. centre standardisation declaration

999990 017230 0172030 . [N . Ready ForMarks 1= [E
form) 999990 City & Level 3 Advanced Technical Level 3 Animal Management - st i
Guilds Cerificate in Animal Management ~ Synoplic assignment (1)
99990 017230 0172:306 | serecta marser B Ready ForMarks  {= [E
H 999990 City & Level 3 Advanced Technical Level 3 Biological systems of - B
Under Search Assessment Records you are able to filter Eore Corcae et orsgoment vt

using the 8 search fields displayed, in order to identify e oomw o amam N pr— . ReagyFortians 1= B
Certificate in Animal Management  animals

certain candidates, cohorts or assessment components to
allow you to input marks and upload evidence for.

City&
ity o

A City & Guilds Group Business

Please ensure you communicate with
your Moderator via email and not the
Messages tab.




Input of marks and uploading evidence

Assessment Status

The first time you access the portal to input marks and upload evidence, you will find that all assessment components
have a status of Ready for marks. This will need to be changed as you work through your candidates and cohorts on
the Portal.

There are three statuses a qualification or assessment component can have in relation to marks and evidence upload:

Ready for marks
No marks or evidence have yet been submitted for the cohort of candidates for this assessment/qualification.

Marking in progress
The marker has started to input marks and upload evidence for some candidates within the cohort and has saved
their progress.

Marking complete
The marker has now inputted all marks and uploaded all the necessary evidence for the full cohort for a particular

assessment/qualification. This has now been submitted to your City & Guilds Moderator ready for the moderation
process to take place.

City
Gxilds

A City & Guilds Group Business




Input of marks and uploading evidence : o

Using the filters N .

There are several filters which can be applied to the candidates listed within the Moderation Portal for your centre, in order for
you to identify the ones you wish to input marks for and upload evidence against.

®
ﬁ Academic Windows - This will be locked to UK Sep 2018 — Aug 2019 for the current academic year
a Course — Allows you to filter by the 6 digit qualification number (e.g 1234-56)
Assessment — Allows you to filter to a specific unit number within a qualification, this should be searched for
using the following format: 1234-001
ﬁ Marker — Where you have already started the input of marks and evidence, you can filter by marker to identify
which candidates have been assigned to a particular marker on the portal
e Learner — You can filter by individual learner to bring up all of their assessments at once, this may be useful for
centres with smaller cohorts
a Status — Here you can filter _
. C& Search Assessment Records ~
Candldates by the Statuses from Msg/Doc Age : 6 Months, Company : 999990 City & Guilds
the previous page, this is useful to _
identify candidates and cohorts 0 Windows X SP 2018 A0 2019 T Medeehee | Ghoms ’
yOU havenlt Started the marking Company 999990 City & Guilds Marker Select a marker... - ﬁ
process for
Course Select a course - Learner Select a learner - e
Assessment Select an assessment record. - Status Any status.. v a
" Ty e Reset Search Form
City

Guilds
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Input of marks and uploading evidence : o

Recommended filter for input of marks and upload of evidence [ .

Centres can approach the filter option how they wish, as long as the end result is that all required marks and sample of
evidence is uploaded to the portal and the status for each learner at an assessment component (unit) level is set to
‘Marking Complete’ for each qualification. ®

The City & Guilds recommended approach to using the filters on a live example is as follows:

o o ) Gl\l\/loderation Moderation Portal ngﬁ
ﬁ Course — select the 6 digit qualification number you x
H H 0 Q, search Assessment Records ~
want to begin to upload marks and evidence for RSB oo 5 oo 5559t G
{3} Homepage szl:.addemic UK Sep 2018-Aug 2019 v Msg/Doc Age 6 Months
a Assessment — next you need to select the first Rp— crerr |
assessment component (e.g. Synoptic Assignment) P .
Select an assessment record - Status Any status
e Click Search Learners. The learners who have bookings \a
made in Walled Garden against the assessment

component (unit) will display

Displaying 202 Assessment Records

You can change the number of records displayed per

. Fiter. Displaying 1 to 25 of 202 Assessment Records 25 per page v 10f9 Al
page to suit your needs, we recommend however you
LEARNER 12 company & COURSE % ASSESSMENT 4 ASSESSED % MARKER $ HAS $ STATUS % ACTIONS
RESULT EVIDENCE?

increase the number per page from the default of 25

999990 017230 0172030 « Ml Seiect 2 marker . Ready For Marks 1= [E
| H 999990 City & Level 3 Advanced Technical Level 3 Animal Management - Seleea mane
records. You can then navigate between pages using Gt Corteaain Al Nanagamant | Smepc ssnment (1
Adkins, Ema 999990 017230 0172306 | soecta maner . Ready For Marks = [E
t e a rrOWS LwJo 999990 City & Level 3 Advanced Technical Level 3 Biological systems of Selecta marke
w 54002010 Guilds Certficate in Animal Management | animals
ar, Gerald 999990 017230 0172306 Ml setect a mater . Ready For Marks = [E
0983 999990 Gty & Level 3 Advanced Technical Level 3 Biological systems of Selectamarke
uK 5-a00 2019 Guilds Certificate in Animal Management  animals

Cityc
ity

A City & Guilds Group Business



Input of marks and uploading evidence

Inputting marks

1

2]

When you have filtered and searched for the
candidates or cohort you wish to upload marks
and evidence for, their assessment records will
show in a list under the Assessment Records
tab.

Under the Assessed Result column, you will be
able to select from a drop down list the mark
or grade for each learner. For the synoptic
assignment, this will be a mark out of 60, for all
other assessments (units), this will be a grade
(e.g pass or fail). You will see there is also a
'WNS' option within the drop down. This
stands for Work Not Submitted and can be
used where a candidate is no longer on
programme this academic year and you are not
submitting a result.

Under the Marker column, you will need to
select the marker responsible for that
learner/assessment. If the marker you are
assigning already has a marker account, they
will appear in a dropdown list to select, if not
you can simply type in their name.

Once you have inputted marks for your chosen
learners, you must save your progress. To do
this, select the Marking in progress status
from the dropdown and click Save.

Moderation

3 B

999990 City & Guilds

Cy search Assessment Records
Msg/Doc Age - & Months, Company - $59990 City & Guilds

Moderation Portal cgz:?ﬁ

~

(A} Homepage ey UK Sep 2018-Aug 2019 MsglDoc Age & Months
Windows
E] Assessments Company 999990 City & Guilds Marker
ﬁ Team Members Coupe lect a course Learner
Assessment Select an assessment record Status Any status

x

W AssessmentRecords | Messages  [) Documents

Displaying 202 Assessment Records

Set status: Select action v

Filter Displaying 1 o 25 of 202 Assessment Records

25 per page 10f9 v >
& ASSESSMENT PN SSESSED $ MARKER s HAS & STATUS % ACTIONS
SULT EVIDENCE?

LEARNER 14 COMPANY & COURSE
999990 017230 0172030 | setect a marker . Ready ForMarks = [E]
939990 City & Level 3 Advanced Technical Level 3 Animal Management - e §

ug 2019 Guilds Certificate in Animal Management  Synoptic assignment (1)

Adkins, Ema 999990 017230 0172-306 ] e ——— . Ready ForMarks 1= [

LWJor 999990 City & Level 3 Advanced Technical Level 3 Biological systems of e E

UK Sep 2018-Aug 2019 Guilds Certificate in Animal Management | animals

Aguilar, Gerald 999990 0172-30 0172306 | setect a marker . Ready ForMarks = [E]

v 999890 City & Level 3 Advanced Technical Level 3 Biological systems of e a e

u Guilds Certificate in Animal Management  animals

Remember to reconfirm your status every
time you add in more marks and evidence,
your changes will not be saved if you don't!




Input of marks and uploading evidence

Uploading evidence

0 Once you have established the learners required for your sample of evidence, and have found them in the list of

assessment records, at the end of the row you will find an icon which looks like this:

] —
z_

f—

e If you click on this icon the upload evidence dropdown will appear as below. You have the option to either ‘Drag
and Drop’ files to the area highlighted by the red box, or you can click to browse for multiple files from your

system.

e If you have multiple files to upload, do this using the option to upload from your system, holding down the ‘CTRL
key on your keyboard whilst selecting the files. Files uploaded will display in the box to the right. Please ensure
that files uploaded comply with our acceptable file formats.

ﬁ Once your evidence has
been uploaded, you will
see the below icon appear
in the 'Has evidence?’
column:

&

Cit
Gxilds
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Set status: Select action... v [B) Save

Displaying 1 to 19 of 19 Assessment Records

LEARNER ¥ COMPANY 5 COURSE

0172-20
Lev T 1 t it

test one, test one

999990
KRE €

-

ASSESSMENT

0172-205

Upload Evidence

Drag and Drop Evidence or Browse Files

Browse Files

25 per page

% ASSESSED % MARKER

RESULT

—— W

Uploaded Evidence A/e

REF TITLE UPLDADED
6 word o Feb12 218
5 P Feb 12 2018

Feb 12,2018

As well as the learner evidence from
the assessment, the Candidate Record
form and Declaration of Authenticity
form are required for ALL candidates
within your sample.

This is to enable the Moderator to see
the breakdown of marks for the
assessment and how the final result has
been decided upon.

10f1 W

HAS ¥ STATUS ACTIONS
EVIDENCE?
‘ﬁ Ready For Marks = B8
SIZE REMOVE
28 KB (m}
10KB g
13 K8 {m]




Uploading evidence.
at cohort level -




Uploading evidence at cohort level o o

Using the Documents tab N .

Centres should upload the following evidence types to the documents tab:

Cohort Evidence

Employer involvement evidence*

Employer involvement planner *
‘= Assessment Records E4 Messages [7 Documents

Centre standardisation declaration

. . . Documents
Personal interest form (if required)

All other documents relating to the full
cohort of learners

0 The documents tab is separate to the assessment records tab. When you upload documents in this tab the
document is linked to the assessment component (unit) and qualification you specify. It does not link to
individual learners. This means that no matter what additional filters are set, the documents displayed will
always link to the course and the assessment and all documents will show.

*For more information please refer to the Employer Involvement Centre Guidance

Qualification specific recording forms
. are found under the relevant

City qualification webpage.

Guilds
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https://www.cityandguilds.com/~/media/cityandguilds-site/documents/technical-qualifications/deliver/employer-involvement-guide pdf.ashx

Uploading evidence at cohort level

Using the Documents tab

We recommend that evidence for each cohort of learners is uploaded after
you have finalised the marks, grades and sample of evidence at a learner
level but before you confirm the status as Marking Complete.

Q

add documents to.

Marking in progress and click Save.

Now select the Documents tab.

options you previously set.

200 ©

City&
ity o
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Using the filters search for the Course and Assessment you wish to

Once you have inputted all marks and your sample of evidence
under the assessment records tab you should select the status

The documents page will display and will be locked to the filter

Click on Create Document and a pop up box will display.

Moderation . Ci
Moderation Portal City:
' P Guilds
o Q search Assessment Records. ~
999990 City & Guilds
J Msg/Doc Age : 6 Months, Company : 999990 City & Guilds.
Academic UK Sep 2018-Aug 2019 Msg/Doc Age 6 Months
Windows
Company 999990 City & Guilds Marke "
Course Learner
Assessmen it Sele ssment record Status. Any status.
= AssessmentRecords 5 Messages Document s
Displaying 202 Assessment Records
Displaying 1 to 25 of 202 Assessment Records 25 per page v 10f9 vl >
LEARNER 14 company 4 COURSE $ ASSESSMENT ¢ ASSESSED 4 MARKER s HAS ¢ STATUS % ACTIONS
RESULT EVIDENCE?
999990 0172:30 0172:030 T Ready ForMarks 1= [
999990 City & Level 3Ad evel 3A Select a marke
Gu Certficate
999990 017230 0172306 = Ready ForMarks  i= [E
999990 City & Level Level 3 Biological syster e
Guilds Cert animals
999990 017230 0172306 . T . Ready ForMarks  {= [E
999990 City & Level Biological systems . e
Guilds Cer
L seareh Assessment Records B
MsgiDoc Ags : & Months, Company : 399990 City & Guilds
Academic UK Sep 2015-Aug 2013 Msg/Doc Age 6 Months
Windows
Company 999930 Clty & Gullds Marker
Course Leamner
Assessment Status. Any status.

CEEE TN scarch Leamers

AssessmentRecords £ Messages Documents




Uploading evidence at cohort level

Using the Documents tab

6 4
7
¢ 4

® 9

12/

The pop up box allows you to upload multiple
documents at one time.

Give a brief description of what the file you are
uploading is and its content.

Either drag files from your File Explorer folder
or click on Browse Files which will
automatically open your file explorer window.

Locate the file(s) you want to upload. If you
want to select more than one file you can drag
and select over all files or select the first file,
hold down the CTRL key on your keyboard and
use your mouse to select the additional files.

Ensure that the correct Qualification and

Assessment (unit) show in the Assessment field.

The files you select will take a few seconds to
upload to the evidence wizard. Once this has
completed click Save.

The files uploaded will display in the
Documents tab. If you need to delete any
documents just click on the Remove icon.

& Choose Fieto Ugload

« +

Organize =

o Quick access

8 ThispC
& CO/DVD Divve (0

3,

999990

{a} Homepage
[[] Assessmenss

&R Team Members

+ ThaPC + Documents » Example File

Create Document

Content B I u

§ Compressed Folder Eampleip

Fil name: | New Btmap image.bmp

Att nts

= [an e

Moderation
in]

Q search Assessment Records

Assessment : (0172-205) Level 2 Animal nursing - Assignment, Centre : 999990, Course : 0172-20 (601/4525/0) - Level 2 Technical Certificate in Animal Care

i= Assessment Records

Documents.

NAME
Word Example
Text Example
Excel Example:
Exaple Image

Compressed Folder Example

& Messages

[ Documen ts

UPLOADED

14 Mar 2018 09:13
14 Mar 2018 09:13
14 Mar 2018 09:13
14 Mar 2018 09:13

14 Mar 2018 09:13

-]

iii
fii

[ o ~
ﬁ/y Example files 1

Drag and Drop Evidence or Br

Browse Files

n
g
El

owse Files E

Assessment *01 72-021) Level 2 Animal Care - Synoptic assignigent X -

Close

Save

Moderation Portal C'Gtzl‘?ﬁ

REMOVE

a
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Completing the marking process : o

Setting the status to ‘Marking Complete’. [ .

Once you are confident that all required marks, grades, evidence and documents have been uploaded for
an assessment component (unit) then you need to set the status to Marking Complete. This notifies the ®
Moderator assigned to the qualification and your centre that it is ready for moderation.

For each qualification and ALL its assessment components (e.g synoptic assignment, optional units,
employer involvement) you should follow this recommended procedure to ensure all learners for the
assessment component are set to Marking Complete.

ﬁ Reset your search form by clicking ‘Reset Search Form'.

Q Re-select the Course (Qualification) and Assessment (Unit) you want to set to complete ready for
moderation.

e Ensure all other filters are blank.

. ’ 1
ﬁ ClICk Sea rCh Learners (), Search Assessment Records ~
Academic UK Sep 2018-Aug 2019 v Msg/Doc Age 6 Months v
Windows
Company 999990 City & Guilds Marker Select a marker...
Course 0172-20 (601/4525/0) - Level 2 Technical Certificate in Animal Care Learner Select a leamner... p/

. 8* Assessment (0172-021) Level 2 Animal Care - Synoptic assignment (1) x = Status Any status. v
Gy. Id L Reset Search Form Search Leamers ﬁ

A City & Guilds Group Business



Completing the marking process

Setting the status to ‘Marking Complete’.

ﬁ Your learners will appear under the Assessment Records tab.

When completing the marking process we recommend you increase the number per page to the
maximum, as saving your changes only applies to the page you are on.

You will need to select the learners/assessments you wish to complete. To do this, tick the boxes
next to the candidates name on the left. To select all of the learners you can click the box at the
side of the ‘Learner’ header. Selected learners will appear highlighted in green.

ﬁ Once you have selected your learners, set the status to Marking Complete and click Save.

A pop up will appear with the

. 1
following message:

= Assessment Records 2 Messages

Displaying 23 Assessment Records

[ Documents

‘Once saved this status cannot be changed'".

Once you confirm the status as
‘Marking Complete’ it cannot be changed
without contacting the Technicals & Moderation
Support team.

You can still view all learner marks and evidence
once the status has been set however no
changes can be made.

Set status: Marking Complete v
Click OK.
Filte Displaying 1 to 23 of 23 Assessment Records 25 per page M I < Toft
Th|s message W||| appear under the drop LEARNER ¥ COMPANY 5 COURSE % ASSESSMENT + ASSESSED l; MARKER = HAS =
N RESULT EVIDENCE?
box to confirm your changes have been
. | | testone, test one 999990 0172-20 0172021 40 v Default Marker P &
m ade . - Assessments saved successfully FKRB685 999990 Level 2 Technical Certificate in Level 2 Animal Care - Synoptic
’ Animal Care assignment
| | test t\fvo; test two ??9990 0172-20 ) 0172021 60 v Default Marker P
FKR8697 939990 Level 2 Technical Certificate in Level 2 Animal Care - Synoptic
Animal Care assignment
- " tE‘St ttwee, test three ‘_3?9990 0172-20 ) - 0172021 ) i ) 46 v Default Marker P
. L) FKR8746 999990 Level 2 Technical Certificate in Level 2 Animal Care - Synoptic
‘ Ity Animal Care assignment
.

b4 >
STATUS + ACTIONS
Ready For Marks = B
Ready For Marks = B
Ready For Marks = B
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What happens next?

The Moderation process.

Once you have submitted marks and uploaded all evidence
required for each cohort of learners, City & Guilds Moderators then
carry out re-marking of a sample of candidates to determine how
closely the marking aligns with the common standard.

The outcome of this exercise dictates whether centre marks are
accepted and if not, how much they should be adjusted in order to
bring them into alignment with the set standard.

The Moderator may request further evidence from a larger sample
size for the cohort in order to make their decision on final marks.
Any further evidence requests must be uploaded through the
Moderation Portal. The Moderator will communicate the request
with your centre via email and the assessment component(s) of the
qualification(s) that require further evidence will be referred back to
your centre on the portal. This will allow you to upload additional
evidence where it has been requested.

Centres who do not provide any additional evidence requested risk
candidate certificates not being released as per the published date
for the academic year.

There are three potential outcomes from

the moderation process.

Outcome Situation

Centre marks are accepted

The marks of the candidates sampled
by the Moderator are found to be within
tolerance

Moderator marks are accepted

One or more candidate marks is found
to be out of tolerance, and where all
moderator marks are available for the
cohort

Centre marks are adjusted

One or more candidate marks is out of
tolerance, regression* is then applied to
adjust marks

Note: tolerance is

set at +/- 3 marks




Regression

|~* Linear Regression Analysis
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Iteration:
Created By:
Base Mark:
Tolerance:

Tolerance on Marks

Regression Coefficient:

Intercept:

Slope:

Notes:

29 Jun 2018 12:12

60

5
(+-0)
0.9590
24717
0.8027

Sample minus biggest difference

Where moderation identifies centre marking to
be out of tolerance (either by being too harsh or
too lenient), we will use the centre and Moderator
marks from the sample to carry out linear
regression to calculate suggested adjustments.

This regression means that whatever adjustments
are made to the candidates in the sample are also
to be applied to the remaining candidates in the
cohort.




Regression

|~* Linear Regression Analysis

eu — Regression takes the centre marks and moderator

Iteration: 29 Jun 2018 12:12
S—— marks from the sample and uses an algorithm to
Base Mk & calculate an adjustment to all candidates in the

Tolerance 5 cohort based on the difference between them.

Tolerance on Marks (+-0)

Regression Coefficient: 0.9590

City & Guilds have to decide whether a

S - regression is appropriate and does not unfairly
Noes: P advantage or disadvantage any candidates

In some instances we can remove ‘outlier’ marks,
to get a stronger regression.

Intercept: 24717

If a regression is not appropriate, we need to
request the full cohort is remarked by a
moderator

City&,
ity ¢+m
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Communication with your Moderator

Moderator allocations

There are two stages to the allocation of your Moderator for each qualification: *
1. Moderation visits (where applicable)
2. Remote moderation PY
Where a centre has been visited by a City & Guilds Moderator as part of their delivery of the technical qualification
the same moderator (where possible) will be allocated to complete the remote moderation process. However there
may be situations where we cannot allocate the same Moderator. Where this is the case you will be notified of who
your Moderator is by the Technicals & Moderation Support team. L 2
All centres with qualifications that did not require a moderation visit will each receive an overview of the name of the
Moderator(s) assigned to their centre.
All communication with your Moderator should be by telephone or email. Please do not use the message function
within the portal. Moderators are provided with the contact details of the main contact person. Moderators will only
contact centres if there is a requirement for further evidence or to discuss a query or question with you.
If you don’t think this contact person is correct, please notify the Technicals & Moderation Support team via
email. You may be asked to complete and return a contact update form.
®

moderationsupport@cityandguilds.com

City
ity
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https://www.cityandguilds.com/-/media/cityandguilds-site/documents/technical-qualifications/technical-qualifications-contact-update-form-pdf.ashx?la=en&hash=A6AB4EDA0A2C14C653DD629183028DF1DB4F95BA
mailto:moderationsupport@cityandguilds.com




What happens next?

Awarding of Results

Following marking and moderation, an awarding process is carried out by City & Guilds, where the grade boundaries ®
for Pass, Merit and Distinction will be agreed for each practical synoptic assessment.

To do this City & Guilds hold an awarding consultation with a panel of subject experts, including the Principal
Moderator for the qualification. ®

At this event each awarder will scrutinise a number of pieces of work across a range of marks to identify the raw mark
they feel is the boundary for the grade. They will have reference to grade descriptors and, where available, previously
archived boundary benchmarks. Their findings will be discussed and the final boundary will be determined through
consensus and referenced to all of the available information. Grade boundaries for all assignments will be made
available to centres once the awarding process is completed.

Additional candidate evidence for awarding

In some instances City & Guilds may request centres to upload additional candidate evidence samples in order to
facilitate the awarding process. Where this is required centres will be contacted with a list of specific candidates
whose evidence is required. This should be uploaded to the Moderation Portal.




Requesting Additional Evidence

During both the moderation process and the awarding process we may need to request
additional evidence for assessments from your centre. For the moderation process this could
be across any assessment, however for the awarding process it will only be for the synoptic
assignment.

Moderation

Where there is not sufficient evidence to make an informed decision, or evidence is missing the
moderator will refer individual records or even whole cohorts back to you on the portal. They
will also notify you by email of what evidence they require. This may be because some required
evidence was missing from the original upload, or perhaps the moderator needs to extend
their sample, and they wish to see work from additional learners.

Awarding

City and Guilds may request additional evidence so that we can determine a national standard
for a specific mark awarded by centres. We will only request evidence at this stage for
candidates that were not part of the original sample of evidence provided for moderation.

For the purpose of this process we have released two new statuses so you and City and Guilds
can easily identify and track which records require the evidence.

This is a critical part of the moderation process, therefore we respectfully ask that additional
evidence required is uploaded to the portal within 2 working days after receipt of the request.
Any delays regrettably may result in late release of learner results in August.

Overview of Statuses on the Portal
For Moderation:

‘Referred to Centre’
This status will be used by the Moderator to refer
records back to you for additional evidence.

‘Referred to Moderator’

This is the status you will use to confirm that the
evidence requested has been uploaded and returned
to the moderator.

For Awarding:

‘Centre Evidence Requested’

This status will be used by City and Guilds to refer
record(s) back to you for additional evidence, in order
to complete awarding.

‘Centre Evidence Uploaded’
This is the status you will use to confirm that the
evidence requested has been uploaded.

‘Centre Evidence Received’

This status is automatically set by the system. You wont
be able to set this yourself, however once ‘Centre
Evidence Uploaded’ has been saved, the record
automatically updates to this status after the page has
been refreshed.




Requesting Additional Evidence

Once you have received a request for additional evidence from your Moderator (for Moderation) or the Technicals and Moderation Support Team (for

Awarding) we recommend that you enter the details into the following filters in order to find the candidate(s) affected:

Moderator Request

This will come direct from your allocated
Moderator and could be for any
assessment component.

City 2.
Guilds
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Awarding Request

This will come from the Technicals &
Moderation Support team and will be for
the Synoptic assessment only. Look out
for ‘Awarding Request’ in the title of the
email.

Assessment
(Unit) Code

Synoptic
Assessment
Code

Status:
‘Referred
to Centre’

Status:
‘Centre
Evidence

Requested’

REEVE
Records

Relevant
Records

¢ 0¢



By using the correct filters, the Portal will only show the relevant records for which you

= Assessment Records

E2 Messages

Displaying 3 Assessment Records

Set status:

Filter...

LEARNER

Select action...

Seventeen, Candidate

LGABB56

Upload Evidence

Ten, Candidate
LGAG795

Twelve, Candidate
LGABB18

The records are now unlocked and open for you to upload additional files. You will not be able to change the assessed results, marker details or delete

| Documents

v @) 5ave
Displaying 1 to 3 of 3 Assessment Records
1 company + COURSE
999000 303821
999990 Level 2 Technical Award in Hair &

Beauty Studies

Drag and Drop Evidence or Browse Files

Browse Files
999990 303221
999950 Level 2 Technical Award in Hair &

Beauty Studies

999980 3038-21
999990 Level 2 Technical Award in Hair &
Beauty Studies

any evidence you may have submitted prior to this request.

ASSESSMENT + ASSESSED
RESULT
3038-001 10

Level 2 Hair and Beauty Studies -
Synoptic assignment (1)

Uploaded Evidence

25 per page

-
-

No evidence has been uploaded.

3032001 58
Level 2 Hair and Beauty Studies -
Synoptic assignment (1)

3038-001 7
Level 2 Hair and Beauty Studies -
Synoptic assignment (1)

MARKER

Example Marker

Example Marker

Example Marker

are being requested to upload evidence.

< 1of1 v >

HAS S STATUS + ACTIONS
EVIDENC
Centre Evidence Requested = =

Cenrre Evidence Requested EE E

Centre Evidence Requested 3= [E

Please Note: If your Moderator has asked you for additional cohort evidence, this should be uploaded within the Documents tab. Therefore you will not
need to follow the above process.
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Completing and Confirming the Additional Evidence Upload

Once evidence has been uploaded please select and Save the records with the following status; [ .
For requests from your Moderator for the Moderation process: Referred to Moderator

For requests from City & Guilds for the Awarding process: Centre Evidence Uploaded *

@ Ssclect the candidates you need to change the status for
© Select the correct status

9 Click Save

i= Assessment Records 52 Messages [ Documents

Displaying 3 Assessment Records

| Set status: Cencre Evidence Uploaded vI

ﬁ Filter... Displaying 1 to 3 of 3 Assessment Records 25 per page M . 1of1 7 I
LEARNER l‘:‘l COMPANY + COURSE + ASSESSMENT % ASSESSED S MARKER s HAS + STATUS + ACTIONS
RESULT EVIDENCE?
w Seventeen, Candidate 099590 3038-21 3038-001 10 Example Marker & Centre Evidence Requested = E
LGABB56 999990 Level 2 Technical Award in Hair & Level 2 Hair and Beauty Studies -
Beauty Studies Synoptic assignment (1)
~  Ten, Candidate 999990 3038-21 3038-001 58 Example Marker & Centre Evidence Requested = E
LGAG795 000900 Level 2 Technical Award in Hair & Level 2 Hair and Beauty Studies -
Beauty Studies Synoptic assignment (1)
v Twelve, Candidate 000000 3032-21 3038-001 7 Example Marker é Centre Evidence Requested = E
LGABE18 069900 Level 2 Technical Award in Hair & Level 2 Hair and Beauty Studies -
Beauty Studies Synoptic assignment (1)
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Support with
Technical Qualifications =

Online support:

5 . e .
Technical Qualifications: Resources and Support ® ®

Support by telephone and email: ‘

9 moderationsupport@cityandguilds.com
e 01924 206 719

Technical Advisors

Where you have specific queries about the qualification(s) you are delivering
you should consult the qualification handbook and guidance on the specific
qualification pages here. Alternatively contact your Technical advisor, you can
find their details on our website here.

Cltygg

Gwldﬂss ®



https://www.cityandguilds.com/qualifications-and-apprenticeships#fil=techbac
https://www.cityandguilds.com/what-we-offer/centres/technical-advisors
mailto:moderationsupport@cityandguilds.com
https://www.cityandguilds.com/techbac/technical-qualifications/resources-and-support
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ank you for your time, we
hope you found this session e o o
informative and useful.
¢
Don’t forget to complete the N
feedback form, your views are
really important to us. o
4
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