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Supporting you
Heads of Centre/Principals,
Thank you for your commitment to the calculated grades process at this incredibly challenging time, and for
your support as we seek to ensure as many learners as possible receive a result that reflects the outcome
they would have achieved had they taken the examinations under the usual conditions.
We hope the additional support provided here will be of use to you as you oversee, review and sense check
calculated assessment grades ahead of submission to City & Guilds for quality assurance checks.
This information should be read alongside the detailed guidance on determining centre assessment
grades, and in addition to reviewing the recorded presentation, teacher’s checklist, pass descriptors and any
other material provided to support the process.
Separate and more detailed guidance will also be available to support completion of the centre declaration
and submission of centre assessment grades.
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Which steps are we mostly referring to in this guide?
Step 1

Step 2

Step 3

Identify your
candidates; only
include candidates that
are on programme and
aiming to complete in
summer 2020

Review the evidence
available for each
candidate, for each
assessment
component that they
have not yet achieved

Assign a centre
assessment grade for
each candidate, for
each component

Step 4

Step 5

Rank order candidates

Complete internal signoff within the centre
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Submit centre
assessment grades
and declaration
form to City & Guilds
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Internal sign-off within the centre
▪ The Head of Centre will be required to confirm that the centre assessment grades and the rank order of
candidates are a true representation of candidate performance. If the Head of Centre is unavailable to
do this, it may be delegated to a Deputy. In reviewing these centre assessment grades, the Head of
Centre should consider how the distribution of centre assessment grades compares with grades
achieved by the centre in previous years.

▪ Each set of centre assessment grades must be signed off by at least two teachers/staff members, one
of whom should be the relevant Head of Department (or where there is only one teacher or only one is
available, by the Head of Centre).
▪ Where a staff member might have a personal interest in a candidate (for example as a relative), Heads
of Centre should make sure that additional controls are put in place, as appropriate.
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Head of Centre Declaration
The Head of Centre will be required to submit a declaration when the centre assessment grades are
submitted. The declaration should include details of the evidence that was used, and a justification if
the distribution is significantly different from previous cohorts.
The Head of Centre is:
▪ the head of a school; or
▪ the principal of a college; or
▪ the chief officer of an institution that is approved by City & Guilds as an examination/assessment
centre (including employers).
Note: Evidence must be stored securely for 6 months.
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Head of Centre declaration
Centres must submit one declaration that covers all relevant qualifications for each of the following
areas:
3850-01 Stage 1 Certificate in Mathematics
3850-02 Stage 2 Certificate in Mathematics
3850-03 Stage 3 Certificate in Mathematics
3850-11 Stage 1 Certificate in English
3850-12 Stage 2 Certificate in English
3850-13 Stage 3 Certificate in English
The declaration templates can be found on the 3850 qualification page of our website here.
Once completed, the declaration should be sent via email to mathandenglish2020@cityandguilds.com
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Next steps and quality assurance
Centres must not, under any circumstances, share the centre assessment grades or the rank
order of candidates with candidates, or their parents/carers or any other individuals outside the
centre, before results have been issued by City & Guilds.
City & Guilds will undertake quality assurance of all submitted centre assessment grades to ensure
their validity and reliability.
This includes
• centre and qualification risk analysis
• comparisons with the performance of previous cohorts
• comparisons with previous years' qualification performance and national standards
• comparisons across centres
• review of prior attainment information
• reviewing Head of Centre declarations
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Next steps and quality assurance

In some instances, City & Guilds may request further information regarding the derivation of
centre assessment grades, and centres must provide evidence upon request within agreed
timescales in order to ensure that final results can be issued on time.
City & Guilds will only issue qualification results once the quality assurance requirements are
satisfied.
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Considering objectivity and bias
To support centres in making professional judgements based on the evidence they have available, we
have outlined some key points from recent regulatory guidance to consider when reflecting on centre
judgements:
Centres should use different sources of evidence and data (where applicable) to make a holistic
professional judgement when providing centre assessment grades and rank ordering.
• Teachers should only take account of existing records and available evidence of a candidate’s
knowledge, skills and abilities against that assessment component, and must be as objective as
possible. The judgment should reflect each candidate’s likely performance, had they taken the
assessment component this year as planned.
• Judgements should not be influenced by any factors under equality legislation, such as sex, race,
disability, religion or belief, gender reassignment, sexual orientation or other factors such as good
or poor behaviour, social background, appearance or character.
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Considering objectivity and bias
Centres are required to avoid unconscious bias when making judgements. Teachers must reflect upon
whether their decisions have been unduly influenced by preconceptions about each candidate’s
performance and the effect of irrelevant factors.
Centres should be aware of:
▪ confirmation bias, for example noticing only evidence about a student that fits with pre-existing views
about them
▪ masking or halo effects, for example a particular view about an aspect of a student that hides, or overly
accentuates, their actual knowledge, skills and abilities
▪ recency effects, for example giving undue weight to the most recent interaction with a student or the
most recent piece of work done by a student
▪ primacy effects, for example giving undue weight to ‘first impressions’ of a student
▪ selective perceptions, for example giving undue weight to a student’s performance on a particular part
of the content of the specification rather than considering performance across all the material
▪ contrast effects, for example over- or under-estimating a student’s likely performance having first
considered a large number of students who are all working at a different standard
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Considering objectivity and bias
Consideration of previous years' comparative data and internal centre records may identify where
unconscious bias is influencing the estimation process.
Centres should review any potential evidence of unconscious bias when undertaking internal quality
assurance of their grading and ranking judgements.

Regulatory guidance
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Further advice and information
• Please visit the 3850 qualification pages of our website here for the full range of information relating
to the process for calculating grades in summer 2020.

• For all queries relating to the arrangements for summer exams and assessments, contact the City &
Guilds Jamaica Representative Office. You may ring at 876-9247804/ 7808/ 7950 or email at
Jamaica@cityandguilds.com.
• The team is available Monday to Friday between 8:00 am and 4:00 pm.
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Thank
you

