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1 Introduction to the qualification 
 

This document contains the information that centres need to offer the following qualification: 

 

Qualification 
title and level 

GLH TQT City & 
Guilds 
qualification 
number 

Qualification 
accreditation 
number 

Grading 

City & Guilds 
Level 2 Award 
in Business for 
the 
Environment 
and Land-based 
Sector 

60 100 0070-25 500/9311/3 

 

Pass/Merit/Distinction 

 

Qualification Summary 

 
Qualification title and level 
 

Credits Guided 
Learning 
Hours (GLH) 

City & Guilds Level 2 Award in Business for the 
Environment and Land-based Sector 

10 60 

 
City & Guilds Level 2 Award in Business for the Environment and Land-based Sector 0070-25 
is a new knowledge-based qualification for learners completing the Apprenticeship Framework 
in Environmental Conservation. 
 
This qualification meets the needs of learners in a work-based environment within the 
countryside and environment industry or those who wish to progress to further learning and/or 
training.  This qualification has been developed as a result of a specific request from Lantra 
SSC to use an existing unit to cover knowledge for the Apprenticeship Framework for 
Environmental Conservation. It is a single unit, knowledge based qualification aimed at 
learners taking the Apprenticeship. 

 

1.1 Qualification structure 

 

Level 2 Award 

 

To achieve the City & Guilds Level 2 Award in Business for the Environment and Land-
based Sector, learners must achieve 10 Credits from one mandatory unit.  

 

Unit 
accreditation 
number 

City & 
Guilds 
unit 
number 

Unit title Credit 
value 

Excluded 
combination 
of units (if 
any) 

Mandatory Unit 

F/600/9357 Unit 500 Environmental 
and Land-based 
Business 

10  
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Total Qualification Time 

TQT is the number of notional hours which represents an estimate of the total amount of time 
that could reasonably be expected for a learner to demonstrate the achievement of the level of 
attainment necessary for the award of a qualification. 

TQT consists of the following two elements: 

the number of hours that an awarding organisation has assigned to a qualification for guided 

learning 

an estimate of the number of hours a learner will reasonably be likely to spend in preparation, 

study or any other form of participation in education or training, including assessment, 

which takes place as directed by – but, unlike guided learning, not under the immediate 

guidance or supervision of – a lecturer, supervisor, tutor or other appropriate provider of 

education or training. 

 

Title and level GLH TQT 

NPTC Level 2 Award in Business for the 
Environment and Land-based Sector 

60 100 

 

1.2 Opportunities for progression  

Taken as part of the Apprenticeship in Environmental Conservation, this qualification leads 
directly into employment or onto the Advanced Apprenticeship.  Learners can also progress 
onto the suite of centre based qualifications in Countryside and Environment.  

 

Qualification support materials 

 

City & Guilds also provides the following publications and resources specifically for this 
qualification: 

 

Description  How to access 

Assignment guide  information@nptc.org.uk 

Information Sheets www.nptc.org.uk 

Fast track approval forms/generic fast track approval 
form 

www.nptc.org.uk 
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2 Centre requirements 
 

 

This section outlines the approval processes for Centres to offer this qualification and any 
resources that Centres will need in place to offer the qualification including qualification-
specific requirements for Centre staff.  

Centres already offering the Level 2 National Certificate in Environmental Conservation 
(0342-02) 

Centres approved to offer the qualification Level 2 National Certificate in Environmental 
Conservation (0342-02) or Certificate, Extended Certificate and Diploma in Countryside and 
the Environment (0076-02) may apply for approval for the new City & Guilds Level 2 Award in 
Business for the Environment and Land-based Sector using the fast track approval form, 
available from the City & Guilds website. 

Centres may apply to offer the new qualifications using the fast track form  

• providing there have been no changes to the way the qualifications are delivered, and 

• if they meet all of the approval criteria specified in the fast track form guidance notes. 

 

Fast track approval is available for 12 months from the launch of the qualification. After this 
time, the qualification is subject to the standard Qualification Approval Process. It is the 
centre’s responsibility to check that fast track approval is still current at the time of application. 

 

New centres must apply for centre approval (contact Sales and Marketing Team at City & 
Guilds) or qualification approval (contact Verification Services at verification@nptc.org.uk). 

 

Existing City & Guilds centres that do not offer the Level 2 National Certificate in 
Environmental Conservation will need to get specific qualification approval to run this 
qualification (contact Verification Services at City & Guilds). 

2.1 Resource requirements  

Centre staffing 

Staff delivering this qualification must be able to demonstrate that they meet the following 
occupational expertise requirements. They should: 

• be technically competent in the areas for which they are delivering training and/or have 
experience of providing training. This knowledge must be at least to the same level as the 
training being delivered 

• have recent relevant experience in the specific area they will be assessing 

• be occupationally knowledgeable in the area of  business in the environmental and land-
based sector for which they are delivering training. This knowledge must be at least to the 
same level as the training being delivered 

• have credible experience of providing training. 

 

Centre staff may undertake more than one role, e.g. tutor and assessor or internal verifier, but 
must never internally verify their own assessments. 

Assessors and internal verifiers 

While the Assessor/Verifier (A/V) units are valued as qualifications for centre staff, they are 
not currently a requirement for the qualification. 

 

Assessors should be occupationally knowledgeable in the area of business in the 
environmental and land-based sector and be either qualified to at least Level 3 in business in 
the environmental and land-based sector or have significant and current experience of 
working in the industry at this level. They should have had formal training in assessment, 
which may be A1, D32/33 or other training that allows the assessor to demonstrate 
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competence in the practice of assessment. This training may be carried out in-house or with 
an external agency. It would be envisaged that the training would encompass, but not be 
limited to  

• Assessment planning 

• Methods of assessment 

• Feedback 

• Recording of evidence. 

 

Internal verifiers/qualification coordinators must be occupationally knowledgeable in the area 
of business in the environmental and land-based sector, either qualified to at least Level 3 in 
business in the environmental and land-based sector or have significant and current 
experience of working in the industry at a supervisory level. They should have had formal 
training in assessment, as above and have experience of internal verification or training in the 
quality assurance systems required by the awarding organisation. 

Continuing professional development (CPD) 

Centres are expected to support their staff in ensuring that their knowledge remains current of 
the occupational area and of best practice in delivery, mentoring, training, assessment and 
verification, and that it takes account of any national or legislative developments. 

2.2 Learner entry requirements 

There are no formal entry requirements for learners undertaking these qualifications. 
However, centres must ensure that learners have the potential and opportunity to gain the 
qualifications successfully.  

 

2.3 Age restrictions  

These qualifications have been approved/accredited for learners aged 16-18, 18+ and 19+. 
However, there are no age limits attached to learners undertaking the qualification unless this 
is a legal requirement of the process or the environment.   

 

2.4 Quality assurance 

Approved centres must have effective quality assurance systems to ensure optimal delivery 
and assessment of qualifications. Quality assurance includes initial centre approval, 
qualification approval and the centre's own internal procedures for monitoring quality. Centres 
are responsible for internal quality assurance and City & Guilds is responsible for external 
quality assurance. All external quality assurance processes reflect the minimum requirements 
for all verified and/or moderated assessments undertaken by City & Guilds, as detailed in the 
Centre Assessment Standards Scrutiny (CASS), section H2 of Ofqual’s General Conditions. 
For more information on both CASS and City & Guilds quality assurance processes visit the 
What is CASS? and Quality Assurance Standards documents on the City & Guilds website.  
 

Standards and rigorous quality assurance are maintained by the use of: 
• internal quality assurance  
• City & Guilds external quality assurance.  

 
In order to carry out the quality assurance role, Internal Quality Assurers (IQAs) must: 

• have appropriate teaching and vocational knowledge and expertise 
• have experience in quality management/internal quality assurance 
• hold or be working towards an appropriate teaching/training/assessing qualification 
• be familiar with the occupation and technical content covered within the qualification. 

  
External quality assurance for the qualification will be provided by City & Guilds. External 
Quality Assurers (EQAs) are appointed by City & Guilds to approve centres, and to monitor 
the assessment and internal quality assurance carried out by centres. External quality 

https://www.cityandguilds.com/delivering-our-qualifications/centre-development/quality-assurance
https://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library/policies-and-procedures/access-arrangements-reasonable-adjustments
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assurance is carried out to ensure that assessment is valid and reliable, and that there is good 
assessment practice in centres. 
 

The role of the EQA is to: 
• provide advice and support to centre staff 
• ensure the quality and consistency of assessments and marking/grading within and 

between centres by the use of systematic sampling 
• provide feedback to centres and to City & Guilds. 

 

2.5 Access arrangements, reasonable adjustments and special consideration 

City & Guilds has considered the design of this qualification and its assessments in order to 
best support accessibility and inclusion for all learners. City & Guilds understands however 
that individuals have diverse learning needs and may require reasonable adjustments to fully 
participate. Reasonable adjustments, such as additional time or alternative formats, may be 
provided to accommodate learners with disabilities and support fair access to assessment. 

 

Access arrangements are adjustments that allow candidates with disabilities, special 
educational needs, and temporary injuries to access the assessment and demonstrate their 
skills and knowledge without changing the demands of the assessment. These arrangements 
must be made before assessment takes place. 

 

The Equality Act 2010 requires City & Guilds to make reasonable adjustments where a 
disabled person would be at a substantial disadvantage in undertaking an assessment. 

 

It is the responsibility of the centre to ensure at the start of a programme of learning that 
candidates will be able to access the requirements of the qualification. 

 

Special consideration is a post examination adjustment to a candidate’s mark or grade to 
reflect temporary injury, illness or other indisposition at the time of the 
examination/assessment.  

 

Please refer to the documents ‘Joint Council for Qualifications (JCQ) Access Arrangements 
and Reasonable Adjustments’, ‘JCQ – A Guide to the special consideration process’ and 
‘Access arrangements – When and how applications need to be made to City & Guilds’ for 
more information. All of these are available on the City & Guilds website 

http://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library/policies-and-procedures/access-arrangements-reasonable-adjustments
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3 Course design and delivery 
 

 

Initial assessment and induction 

Centres will need to make an initial assessment of each learner prior to the start of their 
programme to ensure they are entered for an appropriate type and level of qualification.  

 

The initial assessment should identify: 

• any specific training needs the learner has, and the support and guidance they may 
require when working towards their qualifications. This is sometimes referred to as 
diagnostic testing. 

• any units the learner has already completed, or credit they have accumulated which is 
relevant to the qualifications they are about to begin. 

 

City & Guilds recommends that centres provide an induction programme to ensure the learner 
fully understands the requirements of the qualifications they will work towards, their 
responsibilities as a learner, and the responsibilities of the centre. It may be helpful to record 
the information on a learning contract.  

3.1 Recommended delivery strategies 

Centre staff should familiarise themselves with the structure, content and assessment 
requirements of the qualifications before designing a course programme.   

 

Centres may design course programmes of study in any way which: 

• best meets the needs and capabilities of their learners  

• satisfies the requirements of the qualifications.  

 

When designing and delivering the course programme, centres might wish to incorporate 
other teaching and learning that is not assessed as part of the qualifications. This might 
include the following:  

• functional skills 

• personal learning and thinking skills (PLTS) 

 

Where applicable, this could involve enabling the learner to access relevant qualifications 
covering these skills. 

 

3.2 Inclusion and diversity  

City & Guilds is committed to improving inclusion and diversity within the way we work and 
how we deliver our purpose which is to help people and organisations develop the skills they 
need for growth. More information and guidance to support centres in supporting inclusion and 
diversity through the delivery of City & Guilds qualifications can be found here:  

Inclusion and diversity | City & Guilds (cityandguilds.com)  

 

3.3 Sustainability  

City & Guilds are committed to net zero. Our ambition is to reduce our carbon emissions by at 
least 50% before 2030 and develop environmentally responsible operations to achieve net 

https://www.cityandguilds.com/about-us/inclusion-and-diversity
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zero by 2040 or sooner if we can. City & Guilds is committed to supporting qualifications that 
help our customers to consider sustainability and their environmental footprint.  

More information and guidance to support centres in developing sustainable practices through 
the delivery of City & Guilds qualifications can be found here:  

Our Pathway to Net Zero | City & Guilds (cityandguilds.com)  

Centres should consider their own carbon footprint when delivering this qualification and 
consider reasonable and practical ways of delivering this qualification with sustainability in 
mind. This could include:  

• reviewing purchasing and procurement processes (such as buying in bulk to reduce the 

amount of travel time and energy and considering and investing in the use of components 

that can be reused, instead of the use of disposable or single use consumables)  

• reusing components wherever possible 

• waste procedures (ensuring that waste is minimised and recycling of components is in 

place wherever possible) 

• minimising water use and considering options for reuse/salvage as part of activities 

wherever possible. 

 

https://www.cityandguilds.com/about-us/net-zero
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4 Assessment 
 

 

 

4.1 Summary of assessment methods 

For this qualification learners will be required to complete the following assessments: 

• one assignment  

 

City & Guilds provides the following assessments: 

• An assignment guide containing the assignment for the unit 

Time constraints 

The following time constraints must be applied to the assessment of this qualification: 

• The assignment must be completed and assessed within the learner’s period of 
registration. Centres should advise learners of any internal timescales for the completion 
and marking of individual assignments. 

4.2 Assignments 

The assignment guide for these qualifications is available from www.nptc.org.uk.  

4.3 Recognition of prior learning (RPL) 

Recognition of Prior Learning (RPL) recognises the contribution a person’s previous 
experience could contribute to a qualification. RPL is allowed and is also sector specific. 

4.4 Resubmission of Assignments 

Where a learner has failed an assignment they may resubmit their work once in order to try to 
achieve a Pass grade.  Merit and distinctions grades may not be awarded to any resubmitted 
work. 

http://www.nptc.org.uk/
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5 Units 
 

 

 

 

 

Summary of units 

City & Guilds 
unit number 

Title Unit number Credits 

500 Environmental and Land-based Business  F/600/9357 10 

    

 

Certification/Grading Modules 

 

City & Guilds 
unit number 

Title 

900 Level 2 Award in Business for the Environment and Land-based 
Sector  - Pass Grade 

901 Level 2 Award in Business for the Environment and Land-based 
Sector  - Merit Grade 

902 Level 2 Award in Business for the Environment and Land-based 
Sector  - Distinction Grade 
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6 Registration and Certification 
 

 

The City & Guilds Level 2 Award in Business for the Environment and Land-based Sector 
qualification has been grouped into one programme for registration. 

 

Tutors and Examination Officers should ensure that learners are registered onto 0070-25 and 
that all 0070-25 documentation for teaching and administration with City & Guilds is used. 

 

When learners’ results are submitted to City & Guilds, centres should also submit the relevant 
certification/grading module, according to the grade the learner has achieved, so that the 
appropriate certificate is generated.  

 

Please note: There are three certification/grading modules for the qualification which 
differentiates the three grades – pass, merit and distinction. Once the overall grade for the 
assignment has been calculated, the correct certification/grading module needs to be 
indicated on the results entry. 

 

For example, if a learner achieves the City & Guilds Level 2 Award in Business for the 
Environment and Land-based Sector at an overall merit grade, then the certification module 
901 needs to be submitted. Please see the Rules of Combination below or the City & Guilds 
catalogue. 

 

City & Guilds Level 2 Award in Business for the Environment and Land-based 
Sector  500/9311/3 

Rules for achievement of qualification  

 

10 credits from 500 

Plus 900 for certification at pass grade 

 

City & Guilds Level 2 Award in Business for the Environment and Land-based 
Sector 500/9311/3 

Rules for achievement of qualification  

 

10 credits from 500 

Plus 901 for certification at merit grade 

 

City & Guilds Level 2 Award in Business for the Environment and Land-based 
Sector 500/9311/3 

Rules for achievement of qualification  

 

10 credits from 500 

Plus 902 for certification at distinction  
grade 

 

• Learners must be registered at the beginning of their course. Centres should submit 
registrations using Walled Garden or Form S (Registration), under scheme/complex 
0070-25. 

• When the assignment has been successfully completed results should be submitted on 
Walled Garden or Form S (Results submission). One of the certification/grading modules 
900 to 902 need to be submitted to generate the appropriate certificate and grade. 
Centres should note that results will not be processed by City & Guilds until verification 
records are complete 

 

Full details on the procedures for all City & Guilds qualifications registered and certificated 
through City & Guilds can be found on the City & Guilds online catalogue.  
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 Unit 500 Environmental and Land-based Business  

 

Level:   2 

 

Credit value:  10 

 

Unit aim 

 

This unit aims to provide learners with an understanding of the principles of business within 
the environmental and land-based sector, and how these can be applied in practice. This unit 
is primarily aimed at learners within a centre-based setting looking to progress into the sector 
or to further education and training. 

 

The learner will investigate the structure of one industry within the land-based sector and the 
principal organisations within it. They will explore regulations and legislation relevant to that 
industry. The learner will develop the knowledge of common business operations and the 
simple administrative tasks.   

 

Learning outcomes 

There are four learning outcomes to this unit. The learner will: 

1. Know an industry within the environmental and land-based sector  

2. Know the relevant legislation and codes of practice within the environmental and land-
based sector  

3. Know common business operations  

4. Know how to carry out simple administrative tasks  

 

Guided learning hours 

It is recommended that 60 hours should be allocated for this unit. This may be on a full-time or 
part-time basis. 

 

Details of the relationship between the unit and relevant national occupational 
standards  

n/a  

 

Endorsement of the unit by a sector or other appropriate body  

This unit is endorsed by Lantra SSC. 

 

Assessment and grading 

This unit will be assessed by: 

• An assignment covering practical skills and underpinning knowledge 
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Unit 500 Environmental and Land-based Business 

Outcome 1 Know an industry within the environmental and 
land-based sector  

Assessment Criteria  

The learner can: 

1. Describe the structure of one industry within the environmental and land-based sector 
covering: 

• size 

• employment 

• main activities 

• geographical influence 

• economic contribution 

2. Identify the principal organisations and trade associations within an industry in the 
environmental and land-based sector.  

 

Unit content 

 

Structure 

Features and characteristics of the industry, different types of businesses and organisations 
and the type of goods and services they provide, size of these businesses/organisations e.g. 
numbers employed, regional differences, allied industries (what they are, the goods and 
services they supply and the role they play), trends and issues currently affecting the industry 

 

Principal organisations and trade associations  

Roles and aims of key selected organisations in the industry e.g. statutory, Department for 
Environment, Food and Rural Affairs ((Defra) England), Welsh Assembly Government 
(Wales), Scottish Executive Environment and Rural Affairs Department (SEERAD), or 
Department of Agriculture and Rural Affairs (DARD (Northern Ireland), Health and Safety 
Executive, Department of Trade and Industry (DTI), Environment Agency, Food Standards 
Agency, non-governmental, major land-owning or representative e.g. The Royal Society for 
the Prevention of Cruelty to Animals (RSPCA), British Veterinary Association (BVA), Royal 
Horticultural Society (RHS), Institute of Groundsmanship (IOG), Lantra Sector Skills Council, 
British Horse Society (BHS), National Farmers Union (NFU), National Trust, Natural England 
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Unit 500 Environmental and Land-based Business 

Outcome 2 Know the relevant legislation and codes of 
practice within the environmental and land-
based sector  

Assessment Criteria  

The learner can: 

1. Identify the main United Kingdom or European legislation and codes of practice 
relating to one industry within the environmental and land-based sector 

2. Identify key requirements of current employment law on the environmental and land-
based sector 

 

Unit content 

 

Legislation and codes of practice  

United Kingdom legislation: consideration of the main relevant current legislation relating to an 
industry in the land and environment sector for example Agriculture Tenancies Act (1995), 
Animal Health Act (2002), Welfare of Animal (Transport) Order 2006, Animal Welfare Act 
2006, Environment Protection Act 1990 (as amended 1995), Control of Pesticides Regulations 
1986 (COPR), Riding Establishments Act 1970, Horse Passports (England) Regulations 2004, 
Control of Dogs Order 1992, Dangerous Dogs Act 1991(as amended 1997), codes of practice 
e.g. welfare of farm or companion animals 
European legislation: relevant European directives e.g. relating to employment, the 
environment and the specific industry in the land and environment sector 

 

Employment law  

The main relevant current legislation relating to employment e.g. Health and Safety at Work 
etc Act 1974, Control of Substances Hazardous to Health Regulations (2002) (COSHH), 
Working Time Regulations 1998 (as amended 2002), Disability Discrimination Acts 1995 (as 
amended 2005), Employment Act 2002, National Minimum Wage Act 1998, Race Relations 
Act 1976 (as amended 2003), Sex Discrimination Act 1975 
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Unit 500 Environmental and Land-based Business 

Outcome 3 Know common business operations  

Assessment Criteria  

The learner can: 

1. Describe how common IT software can be used in everyday business operations 
2. State the purpose and operation of common business tasks 

• financial and banking 

• marketing 

• administrative tasks 

 

Unit content 

 

Common IT software  

Examples of business uses of: word processor (e.g. letters, notices), spreadsheets (e.g. 
records, timesheets), database (e.g. records), graphics (e.g. advertisements, posters), e-mails 

 

Common business tasks  

Financial and banking: taking payments by cash, cheque, debit card and credit card, ordering 
procedure for supplies, invoices, types of bank account (current, savings), loans, overdraft,  
methods of payment (debit card, cheques, bank giro credit, standing order, direct debit) 
Marketing: ways to promote a business (advertisements, promotional events, referral / word of 
mouth, importance of customer care), preparation of promotional materials 
Administrative tasks: file documents, complete simple records (e.g. production, customers), 
check stock levels and complete stock control records, communicate using written and 
electronic media, importance of security and confidentiality of business records 
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Unit 500 Environmental and Land-based Business 

Outcome 4 Know how to carry out simple administrative 
tasks  

Assessment Criteria  

The learner can: 

1. Use appropriate methods to prepare, present, sort and retrieve information 
2. Carry out simple accounting and administrative tasks appropriate to the business 

 

Unit content 

 

Prepare, present, sort and retrieve information 

Use of IT and paper filing systems, completion of simple business records, preparation of 
business documents (e.g. letters, advertisements) 

 

Accounting and administrative tasks  

Completion of orders, invoices, cheques, conduct stock check and complete stock records 
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Unit 500 Environmental and Land-based Business 

Notes for guidance 

This unit can be applied to any of the industries in the environmental and land-based sector, 
and delivery should be specifically tailored to the vocational interests of learners and the 
qualification being studied. They will learn about the industry and legal context in which 
businesses in the chosen sector takes place, and important operations necessary to manage 
a business.   

 

In Outcome 1, learners will study the structure of their industry. They may be encouraged to 
represent graphically the range of businesses and their products/services, and also the 
ancillary businesses on which the primary businesses depend. They could relate these ideas 
to a specific business, whilst also investigating the range of businesses found locally and 
nationally. Learners will also find out about the principal organisations and trade associations 
concerned with their industry, and will investigate the roles and impact of selected 
organisations. They will investigate some of the key trends and issues facing their industry 
and how it is responding. Delivery of this outcome would be enriched by speakers from 
selected organisations.   

 

Outcome 2 examines the UK and European legal framework affecting businesses in the 
particular land-based industry. Learners are not expected to become legal experts, but to 
develop an awareness of the main pieces of legislation and how they impact on business in 
their industry. Delivery of this outcome could be enhanced by guest speakers with experience 
of running a business or becoming self employed for the first time.  

 

In Outcome 3, learners will identify how common IT software can be used to perform a range 
of everyday business operations. Some of these are common to all businesses (e.g. writing 
letters), but tutors should ensure that examples are vocationally relevant to the subject area of 
the learners. It would be helpful for learners to have the opportunity to practice some of the IT 
skills to carry out simulated business tasks. Learners should find out about day-to-day 
business activities involving finance and banking, but will not be expected to learn about 
accounts. It would help learners to have the opportunity to study a range of records (financial 
and non-financial) that are kept in a specific business, and how these are maintained and 
used.  

 

Outcome 4 links closely with Outcome 3 and gives learners the opportunity to understand and 
engage in operations and tasks identified previously. This should include preparing a range of 
business outputs using the IT applications listed. These could relate to other items in the 
content, e.g. advertisements, posters, specific records appropriate to businesses in their 
industry. They will also complete examples of paper based records and ensure that both IT 
and paper records are filed appropriately.   
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http://www.nationaltrust.org.uk/
http://www.naturalengland.org.uk/
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Appendix 1  Relationships to other qualifications 

 

Literacy, language, numeracy and ICT skills development 

These qualifications include opportunities to develop and practise many of the skills and 
techniques required for success in the following qualifications: 

• Functional Skills (England) – see www.cityandguilds.com/functionalskills 

• Essential Skills (Northern Ireland) – see www.cityandguilds.com/essentialskillsni  

• Essential Skills Wales (from September 2010). 

 

There might also be opportunities to develop skills and/or portfolio evidence if learners are 
completing any Key Skills alongside these qualifications. 

http://www.cityandguilds.com/functionalskills
http://www.cityandguilds.com/essentialskillsni
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Appendix 2 Sources of general information 
The following documents contain essential information for centres delivering City & Guilds 
qualifications. They should be referred to in conjunction with this handbook. To download the 
documents and to find other useful documents, go to www.cityandguilds.com or click on the 
links below: 

Centre handbook: quality assurance standards   

This document is for all approved centres and provides guidance to support their delivery of 
our qualifications. It includes information on:   

• centre quality assurance criteria and monitoring activities  

• administration and assessment systems  

• centre-facing support teams at City & Guilds/ILM  

• centre quality assurance roles and responsibilities. 

The centre handbook should be used to ensure compliance with the terms and conditions of 
the centre contract.   

Centre assessment: quality assurance standards 

This document sets out the minimum common quality assurance requirements for our 
qualifications that feature centre-assessed components. 

It incorporates our expectations for centre internal quality assurance and the external quality 
assurance methods we use to ensure that assessment standards are met and upheld. It also 
details the range of sanctions that may be put in place when centres do not comply with our 
requirements or actions that will be taken to align centre marking/assessment to required 
standards. Additionally, it provides guidance on administering portfolios and controlled 
assessments, including a definition of supervised conditions. 

Access arrangements: when and how applications need to be made to City & Guilds This 
provides full details of the arrangements that may be made to facilitate access to assessments 
and qualifications for candidates who are eligible for adjustments in assessment.  

The centre document library also contains useful information on such things as:  

• conducting examinations 

• registering learners 

• appeals and malpractice. 

 

Useful contacts 

Please visit the contact us section of the City & Guilds website. 
or 

City & Guilds NPTC 

Building 500 Abbey Park 

Stareton 

Warwickshire CV8 2LY 

United Kingdom 

T +44 (0)24 7685 7300     

F +44 (0)24 7669 6128  

 

or 

 

download from  www.nptc.org.uk under the ‘Qualifications’ tab and then click on 
Environmental Conservation and Gamekeeping.  

 

http://www.cityandguilds.com/
https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-handbook-pdf.ashx?la=en&hash=4A5447E601FBB9B560AAE285C5ECD56173ED22DA
https://www.cityandguilds.com/-/media/ilm-website/sharepoint-documents/_published-documents/qas-centre-assessment-pdf.ashx?la=en&hash=2E8427DC28E5517AFE5778E08398F69DF48EB554
https://www.cityandguilds.com/-/media/cityandguilds-site/documents/delivering-our-qualifications/access-arrangements-when-and-how-to-apply-pdf.ashx?la=en&hash=8358C1BB86F242D18E468D771939693867E9CBEE
https://www.cityandguilds.com/delivering-our-qualifications/centre-development/centre-document-library
https://www.cityandguilds.com/help/contact-us
http://www.nptc.org.uk/
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City & Guilds 

For almost 150 years, we have worked with people, organisations and economies to help 
them identify and develop the skills they need to thrive. We understand the life-changing link 
between skills development, social mobility, prosperity and success. Everything we do is 
focused on developing and delivering high-quality training, qualifications, assessments and 
credentials that lead to jobs and meet the changing needs of industry.   

We partner with our customers to deliver work-based learning programmes that build 
competency to support better prospects for people, organisations and wider society. We create 
flexible learning pathways that support lifelong employability because we believe that people 
deserve the opportunity to (re)train and (re)learn again and again – gaining new skills at every 
stage of life, regardless of where they start.  

Copyright 

The content of this document is, unless otherwise indicated, © City & Guilds Limited and may 
not be copied, reproduced or distributed without prior written consent. However, approved City 
& Guilds centres and candidates studying for City & Guilds qualifications may photocopy this 
document free of charge and/or include a PDF version of it on centre intranets on the following 
conditions:  

• centre staff may copy the material only for the purpose of teaching candidates working 
towards a City & Guilds qualification, or for internal administration purposes 

• learners may copy the material only for their own use when working towards a City & 
Guilds qualification. 

The Standard Copying Conditions (which can be found on the City & Guilds website) also 
apply. 

Contains public sector information licensed under the Open Government Licence v3.0. 

 

Published by City & Guilds 

5 – 6 Giltspur Street 
London 
EC1A 9DE 
customersupport@cityandguilds.com 
 
www.cityandguilds.com 

City & Guilds is a global skills partner, empowering people, organisations and economies to 
develop the skills they need for growth. 

 


