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Qualification at a glance 

Industry area Business Support Skills 

City & Guilds qualification 
number 

7857-30 

Age group  16-19 (Key Stage 5), 19+ 

Entry requirements Centres must ensure that any pre-requisites stated in the 
What is this qualification about? section are met. 

Assessment To gain this qualification, candidates must successfully 
achieve the following assessments: 

 One externally set, externally moderated 
assignment 

 Two externally set, externally marked exams, sat 
under examination conditions 

 One optional unit assessment 

Additional requirements to 
gain this qualification 

Employer involvement in the delivery and/or assessment 
of this qualification is essential for all candidates and will 
be externally quality assured. 

Grading This qualification is graded 
Pass/Merit/Distinction/Distinction*  

For more information on grading, please see Section 7: 
Grading. 

Approvals These qualifications require full centre and qualification 
approval 

Support materials Sample assessments 

Guidance for delivery 

Guidance on use of marking grids 

Registration and certification Registration and certification of this qualification is 
through the Walled Garden, and is subject to end dates. 

External quality assurance This qualification is externally quality assured by City & 
Guilds, and its internally marked assignments are subject 
to external moderation. There is no direct claim status 
available for this qualification. 

 

Title and level Size 
(GLH) 

TQT City & Guilds 
qualification 
number 

Ofqual 
accreditation 
number 

Level 3 Advanced Technical 
Certificate for Legal 
Secretaries 

360 600 7857-30 601/7401/8 
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Version and date Change detail Section 

1.1 January 2016 Updated purpose statement 

 

 

Updated assessment component titles 

Section 1: 
Introduction  

 

Section 1: 
Assessment 
requirements and 
employer 
involvement 

 

1.2 March 2016 Small changes to range sections in the 
following units:  

301 Learning outcome 1 and 2; 

305 Learning outcome 2 and 3; 

307 Learning outcome 1, 2 and 4; 

308 Learning outcome 1 to  5; 

309 Learning outcome 1 to 3; 

310 link within suggested learning 
resources; 

311 Learning outcome 6 

312 Learning outcome 1 and 3; 

This is to improve currency and accuracy 
of guidance for centres. 

Units 

1.3 May 2016 Small typographical errors Throughout 

TQT added for qualifications 

Assessment component titles amended 

1. Introduction 

 

Employer involvement guidance 
updated throughout 

4. Employer 
involvement 

Summary of assessment methods and 
conditions 

5. Assessment 

Moderation and standardisation of 
assessment updated throughout 

6. Moderation and 
standardisation of 
assessment 

Awarding individual assessments 

Awarding grades and reporting results 

7. Grading  

Enquiries about results 

Re-sits and shelf-life of assessment 
results 

Malpractice 

Access arrangements and special 
consideration 

8. Administration 

1.4 June 2016 Amended Test Specification for 304 8.Assessment 
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1 Introduction 

What is this qualification about? 

The following purpose statement relates to the Level 3 Advanced Technical Certificate for 
Legal Secretaries 601/7401/8 

Area Description 

OVERVIEW 

Who is this qualification for? This qualification is for you if you are 16 years or older learner. 
It will give you an introduction to working in the legal sector, 
and is recognised by The Chartered Institute of Legal 
Executives (CILEx) and the industry as a good start to a career 
as a legal secretary or legal administrator.  

What does this qualification 
cover?   

This qualification will help you gain an understanding of the 
skills required by a legal secretary, legal administrator or legal 
assistant. You  will cover five compulsory units in 	

 legal text and audio processing 

 business skills in the legal environment 

 working with others in the legal environment 

 proof-reading in the legal environment 

 the legal environment. 
You will also develop English language skills through the proof-
reading unit. 
 
Centres and providers work with local employers who will 
contribute to the knowledge and delivery of training. 
Employers will provide demonstrations and talks on the 
industry and where possible work placements will also be 
provided by the employers. This practically based training is 
ideal preparation for gaining employment in the legal industry 
or specialist further study. 

WHAT COULD THIS QUALIFICATION LEAD TO? 

Will the qualification lead to 
employment, and if so, in which 
job role and at what level? 

This qualification leads to employment as a: 

 Legal Secretary	
 Legal Administrator 

Why choose this qualification 
over similar qualifications? 

City & Guilds offers no other qualifications with this content 
and leading to these roles.	

Will the qualification lead to 
further learning? 

This qualification can lead onto further learning such as the 
Level 3 or Level 6 CILEx Professional qualification, or you can 
undertake an Apprenticeship in Legal Services. 

WHO SUPPORTS THIS QUALIFICATION? 

Employer/Higher Education 
Institutions 

The Chartered Institute of Legal Executives (CILEx) 
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Qualification structure 

For the Level 3 Advanced Technical Certificate for Legal Secretaries the teaching programme 
must cover the content detailed in the structure below:  

Unit 
number 

Unit title GLH 

Mandatory  

301 Legal text and audio processing 90 

302 Business skills in the legal environment 60 

303 Working with others in the legal environment 60 

304 Proofreading in the legal environment 30 

305 The legal environment 60 

Optional – Learners must be taught at least 60 GLH from units 306 - 312  

306 Legal spreadsheets and presentations 60 

307 Conveyancing 60 

308 Law in the workplace 60 

309 Wills and succession 60 

310 Family law 60 

311 Civil litigation 60 

312 Criminal litigation 60 

 Total 360 

Total qualification time (TQT)  

Total Qualification Time (TQT) is the total amount of time, in hours, expected to be spent by a 
Learner to achieve a qualification. It includes both guided learning hours (which are listed 
separately) and hours spent in preparation, study and assessment. 

Title and level GLH TQT 

Level 3 Advanced Technical Certificate for Legal Secretaries 360 600 
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Assessment requirements and employer involvement 

To achieve the Level 3 Advanced Technical Certificate for Legal Secretaries candidates must 
successfully complete all the mandatory assessment components as well as the optional 
assessment components for their chosen optional units. 

Component 
number 

Title 

Mandatory  

001 Level 3 Legal Secretaries - Synoptic assignment (1)* 

002 Level 3 Legal Secretaries - Theory exam (1)* 

304 Level 3 Proofreading in the legal environment - Theory exam 

Optional  

306 Level 3 Legal spreadsheets and presentations - Assignment 

307 Level 3 Conveyancing - Assignment 

308 Level 3 Law in the workplace - Assignment 

309 Level 3 Wills and succession - Assignment 

310 Level 3 Family law - Assignment 

311 Level 3 Civil litigation - Assignment 

312 Level 3 Criminal litigation - Assignment 

In addition, candidates must achieve the mandatory employer involvement requirement for this 
qualification before they can be awarded a qualification grade. For more information, please see 
guidance in Section 4: Employer involvement. 

Employer involvement    

Component 
number 

Title 

Mandatory  

830 Employer involvement   

 
*Number of mandatory assessments per assessment type 
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2 Centre requirements  

Approval 
New centres will need to gain centre approval. Existing centres who wish to offer this qualification 
must go through City & Guilds’ full Qualification Approval Process. There is no fast track approval 
for this qualification. Please refer to the City & Guilds website for further information on the 
approval process: www.cityandguilds.com 

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

Centre staffing 
Staff delivering these qualifications must be able to demonstrate that they meet the following 
requirements: 
 be technically competent in the areas in which they are delivering 
 be able to deliver across the breadth and depth of the content of the qualification being taught 
 have recent relevant teaching and assessment experience in the specific area they will be 

teaching, or be working towards this 
 demonstrate continuing CPD. 

Physical resources 
Centres must be able to demonstrate that they have access to the equipment and technical 
resources required to deliver this qualification and its assessment.  

Internal Quality Assurance 
Internal quality assurance is key to ensuring accuracy and consistency of tutors and markers. 
Internal Quality Assurers (IQAs) monitor the work of all tutors involved with a qualification to ensure 
they are applying standards consistently throughout assessment activities. IQAs must have, and 
maintain, an appropriate level of technical competence and be qualified to make both marking and 
quality assurance decisions through a teaching qualification or recent, relevant experience. 

Learner entry requirements 
Centres must ensure that all learners have the opportunity to gain the qualification through 
appropriate study and training, and that any prerequisites stated in the What is this qualification 
about? section are met when registering on this qualification. 

Age restrictions   

This qualification is approved for learners aged 16 – 19, 19+. 
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3 Delivering technical qualifications 

Initial assessment and induction 
An initial assessment of each learner should be made before the start of their programme to 
identify: 
 if the learner has any specific learning or training needs 

 support and guidance they may need when working towards their qualification 

 the appropriate type and level of qualification. 
 

We recommend that centres provide an introduction so that learners fully understand the 
requirements of the qualification, their responsibilities as a learner and the responsibilities of the 
centre. This information can be recorded on a learning contract.  

Employer involvement 
Employer involvement is essential to maximise the value of each learner’s experience. Centres are 
required to involve employers in the delivery of technical qualifications at Key Stage 5 and/or their 
assessment, for every learner. This must be in place or planned before delivery programmes begin 
in order to gain qualification approval. See Section 4: Employer involvement for more detail. 

Support materials 

The following resources are available for this qualification: 

Description  How to access 

Sample assessments 

Guidance for delivery 

Guidance on use of marking 
grids 

Available in 2016 on the qualification pages on the City & Guilds 
Website: www.cityandguilds.com 
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4 Employer involvement 

Employer involvement is a formal component of Key Stage 5 Technical qualifications. It does not 
contribute to the overall qualification grading, but is a mandatory requirement that all learners must 
meet. As such it is subject to external quality assurance by City & Guilds.  
 
Department for Education (DfE) requirements state: 
 
Employer involvement in the delivery and/or assessment of technical qualifications provides a clear 
‘line of sight’ to work, enriches learning, raises the credibility of the qualification in the eyes of 
employers, parents and students and furthers collaboration between the learning and skills sector 
and industry.  
[Technical qualifications] must:  

 require all students to undertake meaningful activity involving employers during their study; 
and  

 be governed by quality assurance procedures run by the awarding organisation to confirm 
that education providers have secured employer involvement for every student.  

 
Extract from: Vocational qualifications for 16 to 19 year olds, 2017 and 2018 performance 
tables: technical guidance for awarding organisations, paragraphs 89-90 
  
City & Guilds will provide support, guidance and quality assurance of employer involvement. 

Qualification approval 
To be approved to offer City & Guilds technicals, centres must provide an Employer Involvement 
planner and tracker showing how every learner will be able to experience meaningful employer 
involvement, and from where sufficient and suitable employer representatives are expected to be 
sourced.  
 
Centres must include in their planer a sufficient range of activities throughout the learning 
programme that provide a range of employer interactions for learners. Centres must also plan 
contingencies for learners who may be absent for employer involvement activities, so that they are 
not disadvantaged.  
 
As part of the approval process, City & Guilds will review this planner and tracker. Centres which 
cannot show sufficient commitment from employers and/or a credible planner and tracker will be 
given an action for improvement with a realistic timescale for completion. Approval will not be 
given if employer involvement cannot be assured either at the start of the qualification, or through 
an appropriate plan of action to address this requirement before the learner is certificated. 

Monitoring and reporting learner engagement 
Employer involvement is a formal component of this qualification and is subject to quality assurance 
monitoring. Centres must record evidence that demonstrates that each learner has been involved in 
meaningful employer based activities against the mandatory content before claiming the employer 
involvement component for learners. 
 
Centres must record the range and type of employer involvement each learner has experienced and 
submit confirmation that all learners have met the requirements to City & Guilds. If a centre cannot 
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provide evidence that learners have met the requirements to achieve the component, then the 
learner will not be able to achieve the overall Technical Qualification.  

Types of involvement  
Centres should note that to be eligible, employer involvement activities must relate to one or more 
elements of the mandatory content of this qualification.  
 
As the aim of employer involvement is to enrich learning and to give learners a taste of the 
expectations of employers in the industry area they are studying, centres are encouraged to work 
creatively with local employers.  
 
Employers can identify the areas of skills and knowledge in their particular industry that they would 
wish to see emphasised for learners who may apply to work with them in the future. Centres and 
employers can then establish the type of input, and which employer representative might be able to 
best support these aims. 
 
To be of most benefit this must add to, rather than replace the centre’s programme of learning. 
Some examples of meaningful employer involvement are listed below. Employer involvement not 
related to the mandatory element of the qualification, although valuable in other ways, does not 
count towards this element of the qualification. 
 
The DfE has provided the following examples of what does and does not count as meaningful 
employer involvement, as follows1,2: 
 
The following activities meet the requirement for meaningful employer involvement: 

 students undertake structured work-experience or work-placements that develop skills and 
knowledge relevant to the qualification3; 

 students undertake project(s), exercises(s) and/or assessments/examination(s) set with input 
from industry practitioner(s); 

 students take one or more units delivered or co-delivered by an industry practitioner(s). This 
could take the form of master classes or guest lectures; 

 industry practitioners operate as ‘expert witnesses’ that contribute to the assessment of a 
student’s work or practice, operating within a specified assessment framework. This may be a 
specific project(s), exercise(s) or examination(s), or all assessments for a qualification.  

  
In all cases participating industry practitioners and employers must be relevant to the industry 
sector or occupation/occupational group to which the qualification relates. 
 
The following activities, whilst valuable, do not meet the requirement for meaningful 
employer involvement:  

 employers’ or industry practitioners’ input to the initial design and content of a qualification;  
 employers hosting visits, providing premises, facilities or equipment;  
 employers or industry practitioners providing talks or contributing to delivery on employability, 

general careers advice, CV writing, interview training etc;  
 student attendance at career fairs, events or other networking opportunities;  

                                                             
1 As extracted from: Vocational qualifications for 16 to 19 year olds 
2017 and 2018 performance tables: technical guidance for awarding organisations 
2This list has been informed by a call for examples of good practice in employer involvement in the delivery 
and assessment of technical qualifications -  Employer involvement in the delivery and assessment of 
vocational qualifications 
3 DfE work experience guidance	
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 simulated or provider-based working environments eg hairdressing salons, florists, 
restaurants, travel agents, small manufacturing units, car servicing facilities;  

 employers providing students with job references. 

Types of evidence 
For each employer involvement activity, centres are required to provide evidence of which learners 
undertook it, e.g. a candidate attendance register. The types of additional evidence required to 
support a claim for this component will vary depending on the nature of the involvement. Eg for a 
guest lecture it is expected that a synopsis of the lecture and register would be taken which each 
learner and the guest speaker will have signed; expert witnesses will be identified and will have 
signed the relevant assessment paperwork for each learner they have been involved in assessing; 
evidence of contribution from employers to the development of locally set or adapted assignments. 

Quality assurance process 
As the employer involvement component is a requirement for achieving the KS5 Technical 
qualifications, it is subject to external quality assurance by City & Guilds at the approval stage and 
when centres wish to claim certification for learners.  
 
Evidence will be validated by City & Guilds before learners can achieve the employer involvement 
component. Where employer involvement is not judged to be sufficient, certificates cannot be 
claimed for learners. 

Sufficiency of involvement for each learner 
It is expected that the centre will plan a range of activities that provide sufficient opportunities for 
each learner to interact directly with a range of individuals employed in the related industry. 
Centres must also provide contingencies for learners who may be absent for part of their teaching, 
so they are not disadvantaged. Any absence that results in a learner missing arranged activities 
must be documented. Where learners are unable to undertake all employer involvement activities 
due to temporary illness, temporary injury or other indisposition, centres should contact City & 
Guilds for further guidance.  

Live involvement 
Learners will gain most benefit from direct interaction with employers and/or their staff; however 
the use of technology (eg the use of live webinars) is encouraged to maximise the range of 
interactions. Where learners are able to interact in real time with employers, including through the 
use of technology, this will be classed as ‘live involvement’. 
 
It is considered good practice to record learning activities, where possible, to allow learners to 
revisit their experience and to provide a contingency for absent learners. This is not classed as live 
involvement however, and any involvement of this type for a learner must be identified as 
contingency.  

Timing 
A learner who has not met the minimum requirements cannot be awarded the component, and will 
therefore not achieve the qualification. It is therefore important that centres give consideration to 
scheduling employer involvement activities, and that enough time is allotted throughout delivery 
and assessment of the qualification to ensure that requirements are fully met. 
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5 Assessment 

Summary of assessment methods and conditions 
 

Component 
numbers 

Assessment 
method 

Description and conditions 

001 Synoptic 
assignment 

The synoptic assignment is externally set, internally marked 
and externally moderated. The assignment requires 
candidates to identify and use effectively in an integrated way 
an appropriate selection of skills, techniques, concepts, 
theories, and knowledge from across the content area. 
Candidates will be judged against the assessment objectives.  
 
Assignments will be released to centres as per dates indicated 
in the Assessment and Examination timetable published on our 
website. 
 
Centres will be required to maintain the security of all live 
assessment materials. Assignments will be password protected 
and released to centres through a secure method. 
 
There will be one opportunity within each academic year to sit 
the assignment.  Candidates who fail the assignment will have 
one re-sit opportunity.  The re-sit opportunity will be in the next 
academic year, and will be the assignment set for that academic 
year once released to centres. If the re-sit is failed, the 
candidate will fail the qualification. 
 
Please note that for externally set assignments City & Guilds 
provides guidance and support to centres on the marking and 
moderation process. 

002 

304 

Externally 
marked exam 

 

The exams are externally set and externally marked, and 
will be taken online through City & Guilds’ computer-based 
testing platform. 
 
The exams are designed to assess the candidate’s depth and 
breadth of understanding across content in the qualification at 
the end of the period of learning, using a range of question 
types and will be sat under invigilated examination conditions. 
See JCQ requirements for details: 
http://www.jcq.org.uk/exams-office/ice---instructions-for-
conducting-examinations 
 
The exam specification shows the coverage of the exam across 
the qualification content. 
 
Candidates who fail the exam at the first sitting will have one 
opportunity to re-sit. If the re-sit is failed the candidate will fail 
the qualification.  For exam dates, please refer to the 
Assessment and Examination timetable. 
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What is synoptic assessment? 
Technical qualifications are based around the development of a toolkit of knowledge, 
understanding and skills that an individual needs in order to have the capability to work in a 
particular industry or occupational area. Individuals in all technical areas are expected to be able to 
apply their knowledge, understanding and skills in decision making to solve problems and achieve 
given outcomes independently and confidently.  
 
City & Guilds technical qualifications require candidates to draw together their learning from across 
the qualification to solve problems or achieve specific outcomes by explicitly assessing this through 
the synoptic assignment component.  
 
In this externally set, internally marked and externally moderated assessment the focus is on 
bringing together, selecting and applying learning from across the qualification rather than 
demonstrating achievement against units or subsets of the qualification content. The candidate will 
be given an appropriately levelled, substantial, occupationally relevant problem to solve or 
outcome to achieve. For example this might be in the form of a briefing from a client, leaving the 
candidate with the scope to select and carry out the processes required to achieve the client’s 
wishes, as they would in the workplace.  
 
Candidates will be marked against assessment objectives (AOs) such as their breadth and accuracy 
of knowledge, understanding of concepts, and the quality of their technical skills as well as their 
ability to use what they have learned in an integrated way to achieve a considered and high quality 
outcome.  

How the assignment is synoptic for this qualification 
The typical assignment brief could be to design and produce business and legal documentation for 
a certain legal team and support internal and external meetings. 
This will require the candidate to use their knowledge and understanding of different administrative 
procedures within a legal setting, and to apply their word processing and audio transcription skills 
in order to produce a range of business and legal documents. Candidates will also use their 
proofreading skills to ensure the accuracy of produced documentation. 

External theory exam for stretch, challenge and integration 
The external assessment will draw from across the full content of the qualification, using a range of 
shorter questions to confirm breadth of knowledge and understanding while also using extended 
response questions to go into more depth, giving candidates the opportunity to demonstrate 
higher level understanding and integration through discussion, analysis and evaluation, and 
ensuring the assessment can differentiate between ‘just able’ and higher achieving candidates. 
 

Optional units  

306, 307, 
308, 309, 
310, 311, 312 

Unit 
Assignment  

The unit assignments are externally set, internally marked 
and externally moderated. The assignment requires 
candidates to identify and use effectively skills, knowledge and 
understanding from across the unit content area. Candidates 
will be judged against the unit grading criteria 
 
Arrangements for release, security and re-sitting assignments 
are the same as detailed for the synoptic assignment.  
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Assessment objectives  
The assessments for this qualification are set against a set of assessment objectives (AOs) which are 
used across all City & Guilds Technicals to promote consistency among qualifications of a similar 
purpose. They are designed to allow judgement of the candidate to be made across a number of 
different categories of performance. 
 
Each assessment for the qualification has been allocated a set number of marks against these AOs 
based on weightings recommended by stakeholders of the qualification. This mark allocation 
remains the same for all versions of the assessments, ensuring consistency across assessment 
versions and over time.  
 
The following table explains all AOs in detail, including weightings for the synoptic assignments. In 
some cases, due to the nature of a qualification’s content, it is not appropriate to award marks for 
some AOs. Where this is the case these have been marked as N/A. Weightings for exam AOs 1, 2 
and 4 only can be found with the exam specification. 
 

Assessment objective Level 3 Advanced Technical 
Certificate for Legal Secretaries 
Typical expected evidence of 
knowledge, understanding and skills 

Approximate 
weighting 
(Assignment) 

AO1 Recalls knowledge from 
across the breadth of the 
qualification. 

Interpretation of legal documents, 
legislation, processes and procedures 

10% 

AO2 Demonstrates 
understanding of concepts, 
theories and processes from 
across the breadth of the 
qualification. 

Legal systems, legal secretarial 
responsibilities, importance of 
confidentiality, importance of documents 
accuracy 

15% 

AO3 Demonstrates technical 
skills from across the breadth 
of the qualification. 

Document creation, editing, use of word 
processing and audio transcription, use 
of software, proofreading skills 

30% 

AO4 Applies knowledge, 
understanding and skills from 
across the breadth of the 
qualification in an integrated 
and holistic way to achieve 
specified purposes. 

Applying and linking knowledge, 
understanding and practical skills to a 
particular situation, justifying decisions/ 
approaches taken, contingencies, 
reflection and evaluation. 

20% 

AO5 Demonstrates 
perseverance in achieving high 
standards and attention to 
detail while showing an 
understanding of wider impact 
of their actions. 

Accurate documentation format and 
content, diary management, accurate 
proofreading 

15% 

AO6 Undertakes independent 
research for a purpose and 
uses information/data 
effectively. 

Using a range of sources (eg internet, 
books, journals), selection of relevant 
and current research materials and 
sources 

5% 

AO7 Demonstrates originality 
and creativity to experiment 
and innovate beyond 
conventional application of 
designs and/or use of 
materials. 

N/A N/A 
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AO8 Communicates 
effectively, accurately and 
appropriately for the intended 
audience. 

Clarity of advice and opinions, depth and 
breadth of understanding, documents 
structure and content clearly 
communicating intended messages 

5% 
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Exam specification 
AO weightings per exam 
 

AO Exam 002 
weighting (approx. %) 

Exam 304 
weighting (approx. 
%) 

AO1 Recalls knowledge from 
across the breadth of the 
qualification. 

30 80 

AO2 Demonstrates 
understanding of concepts, 
theories and processes from 
across the breadth of the 
qualification. 

50 20 

AO4 Applies knowledge, 
understanding and skills from 
across the breadth of the 
qualification in an integrated 
and holistic way to achieve 
specified purposes. 

20 N/A 

 
The way the exam covers the content of the qualification is laid out in the table below: 
  
Assessment type: Examiner marked, written exam, usually delivered online* 
Assessment conditions: Invigilated examination conditions 
Grading: X/P/M/D 
 

7857-002 Duration: 2 hours   

Unit Unit title 
 

Number of 
marks 

% 

302 Business skills in the legal environment 18 22.5 

303 Working with others in the legal 
environment 

18 22.5 

305 The legal environment 35 44 

N/A Integration across the units 9 11 

 Total 80 100 
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Assessment type: Examiner marked, written exam * 
Assessment conditions: Invigilated examination conditions 
Grading: X/P 
 

7857-304 Duration: 1 hour   

Unit Outcome 
Appendix 1  

Number of 
marks 

% 

*304 Topic 1.2: Spelling 22 44 

 Topic 1.2: Punctuation 16 32 

 Topic 1.2: 
Consistency/Grammatical/Presentation 

12 24 

 Total 50 100 

*Topic 1.1: Comparison passage in Part 1 covers spelling, punctuation, consistency, grammar and 
word omission 
 
 
*These exams are sat under invigilated examination conditions, as defined by the JCQ: 
http://www.jcq.org.uk/exams-office/ice---instructions-for-conducting-examinations. 
 
Entry for exams can be made through the City & Guilds Walled Garden. 
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6 Moderation and standardisation of assessment 

City & Guilds’ externally set assignments for technical qualifications are designed to draw from 
across the qualifications’ content, and to contribute a significant proportion towards the learner’s 
final qualification grade. They are subject to a rigorous external quality assurance process known as 
external moderation. This process is outlined below. For more detailed information, please refer to 
‘Marking and moderation - Technicals centre guidance’ available to download on the City & Guilds 
website. 
 

It is vital that centres familiarise themselves with this process, and how it impacts on their delivery 
plan within the academic year. 

Supervision and authentication of internally assessed work  
The Head of Centre is responsible for ensuring that internally assessed work is conducted in 
accordance with City & Guilds’ requirements.  
City & Guilds requires both tutors and candidates to sign declarations of authenticity. If the tutor is 
unable to sign the authentication statement for a particular candidate, then the candidate’s work 
cannot be accepted for assessment.  

Internal standardisation  
For internally marked work4 the centre is required to conduct internal standardisation to ensure that 
all work at the centre has been marked to the same standard. It is the Internal Quality Assurer’s 
(IQA’s) responsibility to ensure that standardisation has taken place, and that the training includes 
the use of reference and archive materials such as work from previous years as appropriate.  

Provision for reworking evidence after submission for marking by the tutor 
It is expected that in many cases a candidate who is struggling with a specific piece of work may 
themselves choose to restart and rectify the situation during their normal allocated time, and before 
it gets to the stage of it being handed in for final marking by the tutor.  
 

In exceptional circumstances however, where a candidate has completed the assignment in the 
required timescales, and has handed it in for marking by the tutor but is judged to have significantly 
underperformed, may be allowed to rework or supplement their original evidence for remarking 
prior to submission for moderation.  For this to be allowed, the centre must be confident that the 
candidate will be able to improve their performance without additional feedback from their tutor 
and within the required timescales ie the candidate has shown they can perform sufficiently better 
previously in formative assessments.  
 

The reworked and/or supplemented original evidence must be remarked by the tutor in advance of 
the original moderation deadline and the moderator informed of any candidates who have been 
allowed to resubmit evidence. 
The process must be managed through the IQA. The justification for allowing a resubmission should 
be recorded and made available on request. The use of this provision will be monitored by City & 
Guilds. 

Internal appeal  
Centres must have an internal process in place for candidates to appeal the marking of internally 
marked components, ie the synoptic assignment and any optional unit assignments. This must take 

                                                             
4	For	any	internally	assessed	optional	unit	assignments,	the	same	process	must	be	followed	where	
assessors	must	standardise	their	interpretation	of	the	assessment	and	grading	criteria.	



 

  
Level 3 Advanced Technical Certificate for Legal Secretaries (7857-30) 21 

place before the submission of marks for moderation. The internal process must include candidates 
being informed of the marks (or grades) the centre has given for internally assessed components, as 
they will need these to make the decision about whether or not to appeal. 
 

Centres cannot appeal the outcome of moderation for individual candidates, only the moderation 
process itself. A request for a review of the moderation process should be made to 
appeals@cityandguilds.com. 

Moderation  
Moderation is the process where external markers are standardised to a national standard in order 
to review centre marking of internally marked assessments. These markers are referred to as 
‘moderators’. Moderators will mark a representative sample of centre marked, candidate work from 
every centre. Their marks act as a benchmark to inform City & Guilds whether centre marking is in 
line with City & Guilds’ standard.  
 

Where moderation shows that the centre is applying the marking criteria correctly, centre marks for 
the whole cohort will be accepted.    
 

Where moderation shows that the centre is either consistently too lenient or consistently too harsh 
in comparison to the national standard, an appropriate adjustment will be made to the marks of the 
whole cohort, retaining the centre’s rank ordering.  
 

Where centre application of the marking criteria is inconsistent, an appropriate adjustment for the 
whole cohort may not be possible on the basis of the sample of candidate work. In these instances a 
complete remark of the candidate work may be necessary. This may be carried out by the centre 
based on feedback provided by the moderator, or carried out by the moderator directly. 
 

Moderation applies to all internally marked assignments. Following standardisation and marking, 
the centre submits all marks and candidate work to City & Guilds via the moderation platform. The 
deadline for submission of evidence will be available on Walled Garden. See the Marking and 
moderation - Technicals Centre Guidance document for full details of the requirements and process. 
 

In most cases candidate work will be submitted directly to the moderator for moderation. This 
includes written work, photographic and pictorial evidence, or video and audio evidence. For some 
qualifications there will be a requirement for moderators to visit centres to observe practical 
assessments being undertaken. This will be for qualifications where the assessment of essential 
learner skills can only be demonstrated through live observation. The purpose of these visits is to 
ensure that the centre is assessing the practical skills to the required standards, and to provide the 
moderators with additional evidence to be used during moderation. These visits will be planned in 
advance with the centre for all relevant qualifications. 

Post-moderation procedures  
Once the moderation process has been completed, the confirmed marks for the cohort are 
provided to the centre along with feedback from the moderator on the standard of marking at the 
centre, highlighting areas of good practice, and potential areas for improvement. This will inform 
future marking and internal standardisation activities. 
 

City & Guilds will then carry out awarding, the process by which grade boundaries are set with 
reference to the candidate evidence available on the platform. 

Centres retaining evidence  
Centres must retain assessment records for each candidate for a minimum of three years. To help 
prevent plagiarism or unfair advantage in future versions, candidate work may not be returned to 
candidates. Samples may however be retained by the centre as examples for future standardisation 
of marking.   
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7 Grading 

Awarding individual assessments 
Individual assessments will be graded, by City & Guilds, as pass/merit/distinction where relevant. 
The grade boundaries for pass and distinction for each assessment will be set through a process of 
professional judgement by technical experts. Merit will usually be set at the midpoint between pass 
and distinction. The grade descriptors for pass and distinction, and other relevant information (eg 
archived samples of candidate work and statistical evidence) will be used to determine the mark at 
which candidate performance in the assessment best aligns with the grade descriptor in the context 
of the qualification’s purpose. Boundaries will be set for each version of each assessment to take 
into account relative difficulty. 
 

Please note that as the Merit grade will usually be set at the arithmetical midpoint between pass 
and distinction, there are no descriptors for the Merit grade for the qualification overall. 

Grade descriptors 
To achieve a pass, a candidate will be able to  
 Demonstrate the knowledge and understanding required to work in the occupational area, its 

principles, practices and legislation.  
 Describe some of the main factors impacting on the occupation to show good understanding of 

how work tasks are shaped by the broader social, environmental and business environment it 
operates within.  

 Use the technical industry specific terminology used in the industry accurately.  

 Demonstrate the application of relevant theory and understanding to solve non-routine 
problems. 

 Interpret a brief for complex work related tasks, identifying the key aspects, and showing a 
secure understanding of the application of concepts to specific work related tasks.  

 Carry out planning which shows an ability to identify and analyse the relevant information in the 
brief and use knowledge and understanding from across the qualification (including complex 
technical information) to interpret what a fit for purpose outcome would be and develop a 
plausible plan to achieve it.  

 Achieve an outcome which successfully meets the key requirements of the brief.  
 Identify and reflect on the most obvious measures of success for the task and evaluate how 

successful they have been in meeting the intentions of the plan.  
 Work safely throughout, independently carrying out tasks and procedures, and having some 

confidence in attempting the more complex tasks.  
 

To achieve a distinction, a candidate will be able to  
 Demonstrate the excellent knowledge and understanding required to work to a high level in the 

occupational area, its principles, practices and legislation. 
 Analyse the impact of different factors on the occupation to show deep understanding of how 

work tasks are shaped by the broader social, environmental, and business environment it 
operates within.  

 Demonstrate the application of relevant theory and understanding to provide efficient and 
effective solutions to complex and non-routine problems. 

 Analyse the brief in detail, showing confident understanding of concepts and themes from 
across the qualification content, bringing these together to develop a clear and stretching plan, 
that would credibly achieve an outcome that is highly fit for purpose.  
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 Achieve an outcome which shows an attention to detail in its planning, development and 
completion, so that it completely meets or exceeds the expectations of the brief to a high 
standard.  

 Carry out an evaluation in a systematic way, focussing on relevant quality points, identifying 
areas of development/ improvement as well as assessing the fitness for purpose of the 
outcome.  

Awarding grades and reporting results 
The overall qualification grade will be calculated based on aggregation of the candidate’s 
achievement in each of the assessments for the mandatory units, taking into account the 
assessments’ weighting. The Level 3 Advanced Technical Certificate for Legal Secretaries will 
be reported on a four grade scale: Pass, Merit, Distinction, Distinction*.  
 
All assessments must be achieved at a minimum of Pass for the qualification to be awarded. 
Candidates who fail to reach the minimum standard for grade Pass for an assessment(s) will not 
have a qualification grade awarded and will not receive a qualification certificate. 
 
The contribution of assessments towards the overall qualification grade is as follows: 

Assessment method Grade scale %  contribution 

Synoptic Assignment 001 X/P/M/D 60% 

Exam 002 X/P/M/D 40% 

 
Both synoptic assignments and exams are awarded (see ‘Awarding individual assessments’, at the 
start of Section 7, above), and candidates’ grades converted to points. The minimum points 
available for each assessment grade is listed in the table below. A range of points between the Pass, 
Merit and Distinction boundaries will be accessible to candidates. For example a candidate that 
achieves a middle to high Pass in an assessment will receive between 8 and 10 points, a candidate 
that achieves a low to middle Merit in an assessment will receive between 12 and 14 points.  The 
points above the minimum for the grade for each assessment are calculated based on the 
candidate’s score in that assessment. 
 

 Pass Merit Distinction 

Exam: 40% 6 12 18 

Assignment: 60% 6 12 18 

 
The candidate’s points for each assessment are multiplied by the % contribution of the assessment 
and then aggregated.  The minimum points required for each qualification grade are as follows:   
 

Qualification 
Grade 

Minimum 
Points  

Distinction* 20.5 

Distinction 17 

Merit 11 

Pass 6 

Candidates achieving Distinction* will be the highest achieving of the Distinction candidates.  



  

 
24 Level 3 Advanced Technical Certificate for Legal Secretaries (7857-30)  

8 Administration 

Approved centres must have effective quality assurance systems to ensure valid and reliable 
delivery and assessment of qualifications. Quality assurance includes initial centre registration by 
City & Guilds and the centre’s own internal procedures for monitoring quality assurance 
procedures.  
 
Consistent quality assurance requires City & Guilds and its associated centres to work together 
closely; our Quality Assurance Model encompasses both internal quality assurance (activities and 
processes undertaken within centres) and external quality assurance (activities and processes 
undertaken by City & Guilds). 
 
For this qualification, standards and rigorous quality assurance are maintained by the use of:  

 internal quality assurance  

 City & Guilds external moderation.  
 
In order to carry out the quality assurance role, Internal Quality Assurers (IQAs) must have and 
maintain an appropriate level of technical competence and have recent relevant assessment 
experience. For more information on the requirements, refer to Section 2: Centre requirements in 
this handbook.  
 
To meet the quality assurance criteria for this qualification, the centre must ensure that the 
following procedures are followed:  

 suitable training of staff involved in the assessment of the qualification to ensure they 
understand the process of marking and standardisation  

 completion by the person responsible for internal standardisation of the Centre Declaration 
Sheet to confirm that internal standardisation has taken place  

 the completion by candidates and supervisors/tutors of the record form for each candidate’s 
work. 

External quality assurance 
City & Guilds will undertake external moderation activities to ensure that the quality assurance 
criteria for this qualification are being met. Centres must ensure that they co-operate with City & 
Guilds staff and representatives when undertaking these activities. 
 
City & Guilds requires the Head of Centre to  

 facilitate any inspection of the centre which is undertaken on behalf of City & Guilds  

 make arrangements to receive, check and keep assessment material secure at all times,  

 maintain the security of City & Guilds confidential material from receipt to the time when it is no 
longer confidential and  

 keep completed assignment work and examination scripts secure from the time they are 
collected from the candidates to their dispatch to City & Guilds. 
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Enquiries about results 
The services available for enquiries about results include a review of marking for exam results and 
review of moderation for internally marked assessments.  
 
For further details on enquiries and appeals process and for copies of the application forms, please 
visit the appeals page of the City & Guilds website at www.cityandguilds.com. 

Re-sits and shelf-life of assessment results 
Candidates who have failed an assessment or wish to re-take it in an attempt to improve their 
grade, can re-sit assessments once only. The best result will count towards the final qualification. 
See guidance on individual assessment types in Section 5. 

Factors affecting individual learners 
If work is lost, City & Guilds should be notified immediately of the date of the loss, how it occurred, 
and who was responsible for the loss. Centres should use the JCQ form, JCQ/LCW, to inform City & 
Guilds Customer Services of the circumstances.  
 
Learners who move from one centre to another during the course may require individual attention. 
Possible courses of action depend on the stage at which the move takes place. Centres should 
contact City & Guilds at the earliest possible stage for advice about appropriate arrangements in 
individual cases. 

Malpractice 
Please refer to the City & Guilds guidance notes Managing cases of suspected malpractice in 
examinations and assessments. This document sets out the procedures to be followed in 
identifying and reporting malpractice by candidates and/or centre staff and the actions which City & 
Guilds may subsequently take. The document includes examples of candidate and centre 
malpractice and explains the responsibilities of centre staff to report actual or suspected 
malpractice. Centres can access this document on the City & Guilds website.  
 
Examples of candidate malpractice are detailed below (please note that this is not an exhaustive 
list):  
 falsification of assessment evidence or results documentation  

 plagiarism of any nature  

 collusion with others  

 copying from another candidate (including the use of ICT to aid copying), or allowing work to be 
copied  

 deliberate destruction of another’s work  

 false declaration of authenticity in relation to assessments  

 impersonation.  
 
These actions constitute malpractice, for which a penalty (eg disqualification from the assessment) 
will be applied. 
 
Where suspected malpractice is identified by a centre after the candidate has signed the 
declaration of authentication, the Head of Centre must submit full details of the case to City & Guilds 
at the earliest opportunity. Please refer to the form in the document Managing cases of suspected 
malpractice in examinations and assessments.  
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Access arrangements and special consideration 
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. 
 
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. 
 
Please refer to the JCQ access arrangements and reasonable adjustments and Access 
arrangements - when and how applications need to be made to City & Guilds for more information. 
Both 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 

Special consideration 
We can give special consideration to candidates who have had a temporary illness, injury or 
indisposition at the time of the examination. Where we do this, it is given after the examination.  
 
Applications for either access arrangements or special consideration should be submitted to City & 
Guilds by the Examinations Officer at the centre. For more information please consult the current 
version of the JCQ document, A guide to the special consideration process. This document is 
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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Unit 301 Legal text and audio processing 

UAN: L/507/4203 

Level: 3 

GLH: 90 

 
 
 

What is this unit about? 
The purpose of this unit is to enable the learner, who is already competent in word processing skills, 
to develop the additional skills necessary to accurately produce professional documentation 
appropriate for the legal and business environment.  The learner will employ advanced word 
processing techniques and audio transcription skills to edit and manipulate a variety of legal and 
business documents. 

 
Learning outcomes 
In this unit, learners will be able to 

1. Use word processing software to produce  business and legal documents 
2. Produce business and legal documents from recorded speech 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 

 
Learning outcome  
1. Use word processing software to produce business and legal documents 

 
Topics 
1.1 Create business and legal documents from manuscript and printed text 
1.2 Amend and format business and legal documents 
1.3 Name, save and print business and legal documents  
 
Learners will be able to follow written instructions and interpret amendment and correction signs, 
including checking documents for accuracy, rearranging or sorting data as instructed. To enable 
learners to achieve this learning outcome, they will need to develop an understanding of the wide 
range of documentation used in a legal environment.  They will need to develop their speed and 
accuracy skills and be able to apply advanced word processing techniques. The list of correction 
signs is provided in Appendix 1 
 
Topic 1.1 
Learners will create business and legal documents to a given house style, to include: letters, 
emails (using templates ) file notes and attendance notes, information sheets, backsheets, 
frontsheets, Briefs to Counsel, Statements, Deeds (change of name, deed of gift), Wills (including 
Codicils), Sworn Statements, Estate Accounts, Particulars of Claims, Defences, Bills of Costs, 
Articles of Association. 
 
Topic 1.2 
Learners will amend and format the layout and text of documents.  They will use amending and 
formatting techniques, including: delete, insert, cut, copy, move and paste, apply bold, italics, 
underline, font size, font style, small capitals, centring, superscript, subscript, strikethrough, 
borders and shading, currency symbols and special characters ((c) copyright sign, @ sign, TM sign, 
columns, insert and delete page and format breaks, adjust paragraph styles (using text alignment, 
bullets, tabs [right, left, centre, decimal], indentation), apply automatic or manual numbering to 
paragraphs to a maximum of three levels, create and amend headers and footers, adjust page 
setup – orientation, adjust margins, line spacing and justification, insert manual and automatic 
page numbering, apply page borders, recall standard clauses and phrases, use search and 
replace, produce attestation clauses and jurats, appropriately display concluding and signatory 
clauses. 
 
Learners will also: 

 recall documents and amend as instructed 

 insert dates and references where appropriate 

 import graphics (pre-stored images, charts, worksheets, slides, logos) and/or data 

 create and format  tables (insert, delete and adjust columns, rows and cells, merge and 
split cells, apply shading and borders, show or remove gridlines, align cell content [left, 
right, centre, decimalisation, vertical and horizontal], sort data) 

 follow written instructions and interpret amendment and correction signs 

 identify and correct spelling errors 

 identify and correct legal terminology 

 identify and expand general and legal abbreviations 

 route originals and copies as instructed 
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 check calculations in documents (addition, subtraction, multiplication, division, 
percentages). 

 
Topic 1.3  
Learners will name, save and print their worked tasks, as instructed. 
 

Learning outcome  
2. Produce business and legal documents from recorded speech 
 

Topics 
2.1 Interpret and implement audio conventions 
2.2 Create documents from audio dictation 
2.3 Recall document templates and include relevant dictated information 
 
To enable learners to achieve this learning outcome they will need to be able to accurately follow, 
interpret and implement audio conventions and instructions applied to business and legal 
documents.  The learners' speed and accuracy skills should also be developed. 
 
Topic 2.1 
Learners will interpret and implement audio conventions, to include: leave a vertical space, leave a 
space for the signature, include punctuation, amend the spacing, emphasise text, deal with a 
distraction element. 
 
Topic 2.2 
Learners will create documents to a given house style, to include: letters, emails (using templates), 
file notes and attendance notes, information sheets, meetings documentation (agendas, minutes),  
Briefs to Counsel, Statements, Deeds (change of name, deed of gift), Wills, including Codicils, 
Sworn Statements, Particulars of Claims, Defences. 
 
Topic 2.3 
Learners will be able to include dictated information in the documents, eg figures, dates of birth, 
hours worked, fees in recalled document templates (eg letterheads, attendance notes, file notes). 

 

Guidance for delivery 
The learner should have an understanding of the requirement for audio processing within the legal 
environment and the relevance of this skill in the working environment. 
 

Suggested learning resources  
Books 
CILEx course book on Legal text and audio processing 
English dictionary 
Legal dictionary 
 
Websites 
CILEx    http://www.cilex.org.uk 
City & Guilds   http://www.cityandguilds.com 
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Unit 302 Business skills in the legal environment 

UAN: R/507/4204 

Level: 3 

GLH: 60 

 
 
 

What is this unit about? 
 
The purpose of this unit is for learners to explore the roles and responsibilities of those employed in 
an administrative function in the legal sector.  They will develop their knowledge and skills in a range 
of complex administrative functions and activities to the standard required in a legal business 
environment.    
 
Learners will have the opportunity to prepare for employment in legal administrative support roles. 
During the course, learners should have experience of a live legal environment, preparing them for 
employment. 
 

Learning outcomes 
In this unit, learners will be able to  

1. Know the legislation affecting an individual in a legal office 
2. Understand the use of different information and communication equipment and systems in 

a legal office 
3. Understand the importance of continuous improvement within a legal office 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 

Learning outcome 
1. Know the legislation affecting an individual in a legal office 
 
Topics 
1.1 Employer and employee rights and responsibilities in maintaining a safe, healthy and secure 

working environment 
1.2 Employment legislation affecting a legal business environment 
 

In this outcome learners will investigate the rights and responsibilities of employees working in a 
legal business environment.  Learners will need to consider practices generic to an administrative 
support role whilst considering the legal context.  Learners will need to consider safe working and 
identify current employment legislation, recognising its impact on the individual. 
 
Topic 1.1 
Learners will know what employers must provide in order to ensure the safety of the employee in a 
legal business environment.  This will include: 

 safe working environment 

 health, safety and well-being 

 working time 

 data protection. 
 

Learners will know what employees must observe in order to meet their personal responsibilities 
which will include: 

 personal conduct (to include data protection) 

 safe working practices 

 potential hazards 

 accidents 

 evacuation procedures 

 first aid. 
 
Topic 1.2 
Learners will know current, relevant employment legislation and its impact on the individual in a 
legal business environment.  This will include: 

 discrimination 

 equal opportunities 

 terms and conditions of employment 

 data protection. 
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Learning outcome  
2. Understand the use of different information and communication equipment and 

systems in a legal office 
 

Topics 
2.1 Information management systems 
2.2 Manual and electronic communication systems  
2.3 Organisational policies and procedures for using information management systems and 

communication systems 
 
Topic 2.1 
Learners will know the range of information management systems in current use in a legal 
office, including case management systems.  They are not expected to be able to operate one, 
but should be able to identify the key features of a case management system.   
 
Topic 2.2 
Learners will know a range of electronic systems, including databases, intranet, internet, court 
service, land registry.  They should be able to describe the types of information stored in these 
systems.  They will also know manual filing systems, including storage of client records. They 
will compare the key features of both electronic and manual systems. 
 
Topic 2.3 
Learners will understand the importance of organisational policies and procedures for ensuring 
the safe and legal operation of information management systems, including databases, intranet 
and internet.  They will know relevant legislation relating to display screen equipment, data 
protection and computer misuse. 
 

Learning outcome  
3. Understand the importance of continuous improvement within a legal office 
 
Topics 
3.1 Continuous Professional Development (CPD) for the individual in a legal business environment 
3.2 Employer’s contribution to Continuous Professional Development in a legal business 

environment 
 
Topic 3.1 
Learners will understand the benefits of CPD for an individual within a legal business 
environment, and ways of identifying development needs.  This will include: 

 reasons for undertaking CPD 

 tools for identifying CPD needs  

 methods of training/learning. 
 
Learners will understand the function of performance management systems and appraisals, and 
recognise the need for career advancement, professional updating and systems training.  They 
will explore ways in which CPD needs can be identified and analysed, including self-reflection, 
feedback from others, individual psychometric and self-diagnostic measures, organisation and 
professional metrics. 
 
Learners will know the range of training and learning methods available to employees, to 
include: online training, seminars and workshops, work shadowing, outdoor learning (eg team 
building activities), professional qualifications, programmed learning in books, DVDs and 
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software packages. 
 
Topic 3.2 
Learners will understand how employers can support employees with CPD.  This will include: 

 improvement techniques 

 quality reviews 

 external benchmarking. 
 
Learners will know the techniques used by employers to measure quality of service and 
improvement required, to include client and staff feedback, reviews of current practice, 
exception/non-conforming reporting, focus groups, inspections, SWOT and PESTEL analyses.   
Learners will know the quality marks awarded to legal business organisations, for example, 
Investors in People, Matrix, Lexcel, Customer First, ISO9000. 

 

Guidance for delivery 
This unit is designed to provide the learner with an understanding of the administrative support 
function required within the context of a legal business environment.  It is applicable to a range of 
roles and will assist learners in identifying which support area they might wish to pursue when 
progressing to employment. 
 
Centres are encouraged to introduce employers and specific professionals from the legal sector to 
provide interesting and relevant information which will stimulate learners.  Visits to relevant 
establishments, such as legal offices, local or central courts are also encouraged, to provide an 
insight into the wider aspects of the legal profession. 
 
It is recommended that the focus of lessons is interactive with learner centred tasks, in realistic 
environments, encouraging the development of both team working and independent learning.  It is 
accepted that at level 3 some formal lectures will be required. 
 

Suggested Learning Resources  
 
Books 
Continual Professional Development, Megginson, David and Whitaker, Vivien  2007 
Published by Chartered Institute of Personnel & Development 
ISBN: 9781843981664 
 
Human Resource Practice, Martin, Malcolm and Whiting, Fiona  2013 
Published by: Chartered Institute of Personnel & Development 
ISBN: 9781843983477 
 
CILEx course book on Business Skills in the Legal Environment 
 
Journals and magazines 
 
People Management, Chartered Institute of Personal & Development 
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Websites 
 
Information Commissioner’s Office    https://ico.org.uk 
Skills CFA        http://www.skillscfa.org 
Chartered Institute of Personnel & Development “CIPD” http://www.cipd.co.uk 
Data Protection  https://www.gov.uk/data-protection/the-data-protection-act 
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Unit 303 Working with others in the legal 
environment 

UAN: Y/507/4205 

Level: 3 

GLH: 60 

 
 

What is this unit about? 
 
The purpose of this unit is for learners to explore the importance of team working in a legal office. 
They will also develop diary management and event organising skills. Learners will explore the 
effective communication skills and develop an understanding of essential client care within the legal 
environment. 
 

Learning outcomes 
In this unit, learners will be able to  

1. Understand the importance of effective team working within a legal environment 
2. Know how to plan and coordinate an event for a legal office 
3. Carry out effective diary management in a legal office 
4. Understand the principles of effective verbal communication in a legal environment 
5. Understand the principles of client care in a legal business environment 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand the importance of effective team working within a legal environment 
 

Topics 
1.1 Administrative team working in a legal business environment 
1.2 Team development 
1.3 Characteristics of an effective team 
 

Topic 1.1 
Learners will know the types of administrative teams in a legal office (eg case specific, 
departmental, pool/float). Learners will understand their purpose, function, the personnel involved 
and those they support.  
 
Topic 1.2 
Learners will understand the way teams develop, relationships between team members, why 
conflict might occur and how this can be addressed and the importance of delegation.  Learners 
will know communication methods open to teams, including face-to-face, electronic and virtual. 
 
Topic 1.3 
The learner will know the characteristics of effective teams, including the importance of the team 
leader role, setting SMART objectives, prioritising activities, monitoring progress and evaluating 
team performance. 
 

Learning outcome  
2. Know how to plan and coordinate an event for a legal office 
 
Topics 
2.1 Stages in event planning 
2.2 Resourcing of internal and external events 
2.3 Policies, procedures and legislation relating to events 
2.4 Monitoring and evaluation of events 
 

In this outcome learners will focus on the stages necessary for the planning, organisation, 
delivery and evaluation of an event and the key requirements at each stage in terms of 
personnel, resources, communication, documentation, legal and procedural requirements.  
They will be able to plan an event for a given organisation using live, current information.  They 
will not be expected to deliver the event.  
 
Topic 2.1 
Learners will know the stages in event planning, from the original concept to the evaluation of 
its success.  They will know what information is required in order to implement the planning of 
the event, including budget, timescales, target audience, key objectives, personnel involved. 
 
Topic 2.2 
Learners will identify a suitable venue, contributors (eg guest speakers, trainers), relevant 
activities and the resources required to support them.  They will suggest the most appropriate 
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methods of communication for each stakeholder and the travel arrangements required. 
 
Topic 2.3 
Learners will understand how organisational procedures for the delivery of events must be 
followed. They will also identify the relevant legal requirements which could include health, 
safety and well-being, evacuation and critical incident procedures, risk assessment, data 
protection, special licences, security. 
 
Topic 2.4 
Learners will know ways of monitoring progress with regard to event planning, to ensure 
targets and deadlines are met.  Learners will understand the need for contingency planning and 
the issues which might occur on the day of the event.  Learners will know ways of evaluating an 
event, which should include a range of methods such as customer feedback using oral or 
written methods and electronic surveys.  Each aspect of the event should be considered, 
including the venue, catering, communication, activities, contributors and travel.  

 

Learning outcome  
3. Carry out effective diary management in a legal office 
 
Topics 
3.1 Diary management systems available in a legal business environment 
3.2 Manage a manual or electronic diary system 
3.3 Arrange business travel and accommodation 
 

In this outcome learners will focus on the range of diary management systems available in a 
legal business environment.  Learners will need to understand the function of a diary system in 
the context of normal ways of working in a legal office.  They will need to consider both manual 
and electronic systems and identify the relevant software available and in use.  They are not 
expected to demonstrate competence in the use of any software, but access to a system for 
research and practice would be beneficial.  Learners will need to arrange business travel for 
others.  
 
Topic 3.1 
Learners will know the benefits and drawbacks of diary management systems. They will identify 
specific systems (manual and electronic) and compare them, looking at the functions available 
to users. Learners will know the type of appointments (internal, external) relevant to a legal 
office and the processes involved in managing a diary in an administrative support role. They 
will also consider the following: 

 software tools/equipment  

 remote access 

 data protection. 
 
Topic 3.2 
Learners will perform a range of diary management tasks applicable in a legal business 
environment.  This will include: 

 diary entry and amendment 

 effective liaison with internal and external parties 

 confirmation and follow up 

 maintaining confidentiality. 
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Topic 3.3 
Learners will arrange business travel and accommodation.  Learners will use sources of live 
information, produce documentation required and enter details in a diary system. 

 

Learning outcome  
4. Understand the principles of effective verbal communication in a legal environment 
 

Topics 
4.1 Verbal communication techniques 
4.2 Barriers to effective verbal communication 
 

For this outcome learners will need to focus on verbal communication techniques utilised when 
dealing with a range of stakeholders in a legal business environment, including clients, staff of 
own firm and other legal firms and barristers.  They will need to consider the effectiveness of 
different techniques in different situations and how skills can be developed.  They will need to 
identify barriers to communication and how these can be limited or resolved. 
 
Topic 4.1  
Learners will know the verbal communication techniques used in formal and informal situations 
to include: 

 one-to-one situations, including face to face and telephonic 

 group situations (meetings, tele and video conferences, business conferences, 
networking, presentations, social occasions). 

 
The communication techniques to include: 

 interpersonal skills, to include active listening, questioning techniques, paralinguistics, 
body language  

 telephone technique.  
 
Learners will know how to participate in formal and informal discussions, including listening 
more than speaking, allowing others time to speak and complete the message, clear speech, 
use of business language, summarising discussion at key points to check understanding, 
moving the discussion forward, confirming agreements and decisions.  They will know 
questioning techniques designed to elicit and confirm information.  They will need to recognise 
the impact of body language and paralinguistic on face-to-face communication, including non-
verbal signals (posture, gesture, eye contact and tone of voice, facial expressions). 
 
Learners will know effective telephone technique, including planning a call, ensuring contact 
with the right person, keeping to the topic of the conversation, sounding positive and confident, 
speaking clearly, confirming agreements or further actions. 
 
They will also know how to receive a call, including answering promptly, being polite and 
helpful, answering queries within own remit, knowing when to refer to higher authority, taking 
messages, relaying messages. For all situations, learners will know how to maintain 
confidentiality. 
 
Topic 4.2  
Learners will know key barriers to effective verbal communication and techniques to overcome 
them.  Barriers to include: 

 perception – different viewpoints, attitudinal barriers 

 psychological barriers – emotional barriers, taboos, expectations and prejudices 
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 physical barriers – disabilities, such as sight, speech or hearing impairment, inability to 
read body language 

 cultural barriers – norms of social interaction, expression of emotion, personal space 

 language barriers – foreign languages, dialects, regional accents, use of 
technical/specialist language. 

 
Learners will understand how people perceive situations differently, how psychological factors 
such as emotional state can influence communication, how to adapt communication to counter 
physical barriers.  They will understand how cultural and language barriers can influence 
communication, including interpretation, use of jargon, second language needs, presence of a 
third party (interpreter, signer, chaperone, relative). They will know how to respond to barriers, 
limiting the impact or resolving altogether through showing empathy, responding to emotive 
language, assertion, techniques to project confidence and deflect aggression. 
For all situations, learners will know how to maintain confidentiality. 

 

Learning outcome  
5. Understand the principles of client care in a legal business environment 
 

Topics 
5.1 Principles of client care in a legal business environment 
 

Topic 5.1 
Learners will understand the requirement to act impartially on behalf of a client and maintain a 
professional working relationship.  Learners will understand the importance of client 
confidentiality at all times including, disclosure of information.  Learners will understand the 
meaning of conflict of interest and how a client’s money is handled. 

 

Guidance for delivery 
 
This unit is designed to provide the learner with an understanding of the administrative support 
function required within the context of working with others in a legal business environment.  It is 
applicable to a range of roles and will assist learners in identifying which support area they might 
wish to pursue when progressing to employment. 
 
Centres are encouraged to introduce employers and specific professionals from the legal sector to 
provide interesting and relevant information which will stimulate learners.  Visits to relevant 
establishments, such as legal offices, local or central courts are also encouraged, to provide an 
insight into the wider aspects of the legal profession. 
 
It is recommended that the focus of lessons is interactive with learner centred tasks, in realistic 
environments, encouraging the development of both team working and independent learning.  It is 
accepted that at level 3 some formal lectures will be required. 
 

Suggested Learning Resources  
 
Books 
Essential Managers: Managing Teams, Heller, Robert 
Publisher: Dorling Kindersley 
ISBN: 978 0 5713 0628 6 
 
How to Build a Great Team, Jay, Ros 
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Published by: Pearson Education 
ISBN: 9780 273 66323 2 
 
Leading your team, Leigh, Andre and Maynard, Michael 
Published by: Nicholas Brealey, 2002 
ISBN: 9781857883046 
 
The Definite Personal Assistant and Secretarial Handbook, 2nd edition, France, Sue 
Publisher: Kogan Page, 2012 
ISBN: 978 7494 6576 6 
 
CILEx course book on Business Skills in the Legal Environment 

 
Websites 
 
Belbin, Dr Meredith   http://www.belbin.com 
 
Tuckman, Bruce Theory of team development 
http://www.businessballs.com/tuckmanformingstormingnormingperforming.htm 
 
http://www.findlaw.co.uk/law/dispute_resolution/litigation/500480.html 
 
http://www.sra.org.uk/sra/news/compliance-news-12-anti-money-laundering.page 
 
Chartered Institute of Personnel & Development “CIPD”  http://www.cipd.co.uk 
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Unit 304 Proofreading in the legal environment 

UAN: D/507/4206 

Level: 3 

GLH: 30 

 
 
 

What is this unit about? 
The purpose of this unit is for learners to develop the knowledge and skills to accurately proofread 
and amend documentation appropriate for the legal and business environments. 
 
It will provide the opportunity for learners to develop an understanding of the accuracy 
requirements of work produced in those environments.  Learners should be encouraged to detect 
errors within a range of documentation and to identify their accurate replacement. 
 

Learning outcomes 
In this unit, learners will be able to 

1. Proofread legal and business documents 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome   
1. Proofread legal and business documents 

Topics 
1.1 Carry out comparison proofreading of legal and business documents 
1.2 Identify and correct errors in legal and business documents 
 
 

Learners will be able to use legal and standard English or first language dictionaries. Legal and 
standard English dictionaries can be used in the assessment. 
 
Topic 1.1 
Learners will be able to compare passages of text and figures and mark up differences. 
 
Topic 1.2 
Learners will be able to identify and correct errors in a document, to include: 

 missing or surplus punctuation marks, eg apostrophes (superfluous, contractions, 
possession and possessives, missing), quotation marks, exclamation marks, question 
marks, colons, semi-colons, commas, full stops 

 consistency errors eg capitalisation, line spacing between paragraphs, horizontal spacing 
between words and/or sentences, spellings, words and figures, dates, time format, 
underlining, typographical 

 grammatical errors eg errors of agreement - noun and verb, quantity and noun 

 presentation errors eg line spacing between paragraphs, font style, font size, justification, 
underlining (faulty), indented text, alignment, sequencing. 

 

Guidance for delivery 
This unit is designed to provide the learner with an understanding of the requirement for accurately-
produced documentation within their relevant business environment. 
 
Learning for this unit should take place in a classroom environment.  To enable the learners to 
achieve this outcome, they need to develop an understanding of the correct use of punctuation and 
grammar.  Learners should develop the ability to detect and amend incorrect spellings and to 
recognise consistency of presentation.  The use of an English dictionary should be encouraged for 
this unit. 
 
Learners should be given examples of documentation that require to be proofread and amended, 
prior to the production of a final master copy. 

Suggested learning resources  
 
Books 
Standard English dictionary 
Legal dictionary 
 
Websites 
CILEx = http://www.cilex.org.uk 
City & Guilds = http://www.cityandguilds.com 



 

  
Level 3 Advanced Technical Certificate for Legal Secretaries (7857-30) 43 

Unit 305 The legal environment 

UAN: H/507/4207 

Level: 3 

GLH: 60 

 
 
 

What is this unit about? 
 
The purpose of this unit is for learners to consider what ‘law’ is, how it is created, and how and 
where it is enforced. They will examine the various bodies and personnel involved in making and 
enforcing law.  

 
This unit lays down the fundamental foundations of how the legal system of England and Wales 
works and provides a sound basis for the further study of law. 
 

Learning outcomes 
In this unit, learners will be able to 

1. Understand the structure and purpose of English law 
2. Understand the main sources of English law 
3. Understand the operation of the legal system in England and Wales. 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand the structure and purpose of English law  
 

Topics 
1.1 Law as a set of rules, or codes of conduct, which are legally enforceable  
1.2 Aims of law 
1.3 Classification of law 
 

Topic 1.1 
Learners will understand what laws are, namely a set of rules that are legally enforceable. They 
will understand how these differ from, for example, the rules of a social club, like a cricket club.  
 
Topic 1.2 
Learners will know the range of areas laws cover in a complex democratic society such as the UK, 
and understand how laws are essential for achieving social order. For example, laws to:  

 prohibit certain criminal acts   

 protect the vulnerable (the young and elderly, and those with mental illnesses) 

 provide a clear and consistent framework of rules for businesses to operate in  

 to record the rights people have (eg right to drive certain vehicles, rights of ownership of 
land, rights as a spouse/civil partner).  

 
Topic 1.3 
Learners will understand that law can be classified as either criminal and civil or public and 
private. They will understand the differences between criminal and civil laws, to include: 

 the burden of proof 

 standard of proof  

 different courts 

 how the parties are known 

 punishment and/or damages. 

 

Learning outcome  
2. Understand the main sources of English law 
 

Topics  
2.1 Sources of law  
2.2 Organs of government 
2.3 Creation and role of primary and secondary legislation  
2.4 Case law and the doctrine of precedent 
2.5 Forms of European Union (EU) Law and their impact on national law 
2.6 Purpose and effect of the Human Rights Act 1998 

Topic 2.1 
Learners will know the following sources of law: 

 common law 
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 legislation (primary and secondary) 

 European Union. 
 
Topic 2.2 
Learners will understand the roles of the: 

 the Executive 

 the Judiciary 

 the Legislature. 
 
Topic 2.3 
Learners will understand the consultation processes most proposed legislative measures go 
through before being introduced in Parliament as a Bill (Green and White Papers). They will know 
the different types of Bills, and be able to give examples of these: 

 public bills  

 private bills 
 
 
They will know the stages that the Bill must go through in order to become an Act of Parliament: 
First Reading, Second Reading, Committee Stage, Report Stage, Third Reading in the House of 
Commons and House of Lords, (it then goes back to the first House for consideration of any 
amendments), Royal Assent. 
 
 
Learners will understand the need for delegated legislation due to the volume and technical 
nature of laws needed. They will know the three types of delegated legislation (statutory 
instruments, bye-laws, and Orders in Council).   
 
Topic 2.4 
Learners will understand how case law operates as a source of law, including the:  

 importance of a system law reporting 

 court hierarchy. 
 
They will understand that common law is created by judges. The decisions of higher courts will 
bind themselves and any lower court subject to limited exceptions. 
 
Topic 2.5 
Learners will understand the effect of the following primary and secondary sources of EU law: 

 Treaties 

 Regulations 

 Directives. 
 
They will know which law will prevail where there is a conflict between national and EU law.  
 
Topic 2.6 
Learners will know in outline the rights and freedoms contained in section 1 European Convention 
on Human Rights (ECHR). They will understand the impact and purpose of the Human Rights Act 
1998, in particular ss2, 3 and 6. 
 

 



  

 
46 Level 3 Advanced Technical Certificate for Legal Secretaries (7857-30)  

Learning outcome  
3. Understand the operation of the legal system in England and Wales  
 

Topics  
3.1 Hierarchical structure and jurisdiction of the courts  
3.2 Alternatives to court for resolving civil legal disputes 
3.3 Personnel of the English legal system 
3.4 Role of the layperson in the administration of Justice in England and Wales 
 

Topic 3.1 
Learners will understand the classification of criminal offences (ie summary, indictable or ‘either-
way’) and the effect of such classification on the court of trial. They will understand the roles of 
the various criminal courts. 
 
Learners will understand the main work undertaken by the various civil courts in England and 
Wales. They will understand the overriding objective of the Civil Procedure Rules, the three track 
system (ie small claims, fast track and multi-track) and the objective of active management of 
cases by the court. 
 
Learners will know the routes of appeal in civil and criminal courts in outline only. 
 
Topic 3.2 
Learners will understand the Alternative Dispute Resolution (ADR) including the following 
methods:  

 negotiation  

 mediation  

 conciliation  

 arbitration. 
 
They will know the advantages and disadvantages of each method and select the most 
appropriate method for a client’s particular circumstances.  
 
Topic 3.3 
Learners will know the different types of qualified legal representatives:  

 solicitors  

 barristers  

 Chartered Legal Executives. 
 
They will know their roles, training requirements and how they are regulated.  
 
Learners will know the role and different level of judges and the courts to which they are 
allocated: 

 Justices of the Supreme Court  

 Lord Justices of Appeal  

 High Court Judges  

 Circuit Judge  

 Recorders  

 District Judges. 
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Topic 3.4 
Learners will understand the roles of magistrates and jurors. They will know how magistrates 
(also known as Justices of the Peace) are appointed and understand the role of their Legal Advisor 
(Justices’ Clerk).  They will also understand the role magistrates play within the criminal legal 
system and their advantages and disadvantages. 
 
Learners will know the criteria for eligibility for jury service and how juries are selected. They will 
know the reasons for the requirement for secrecy, and the consequences for breaching this. 
Learners will also know the advantages and disadvantages of juries. 
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Guidance for delivery 
 
Learners could follow the passage of a Bill through Parliament on the Parliament website 
(www.parliament.uk). They could go through a local newspaper to find illustrations of the range of 
laws that impact on the lives of citizens of England and Wales. They would benefit from visiting the 
courts to see the law in action, and identify the personnel involved.   
 

Suggested learning resources  
 
Books 
 
Introduction to Law and Practice   (Course Manual), Ed Stone, Edward 
Published by: CILEx Law School 
ISBN: 978-184256-733-3 
This manual is updated annually and the most recent edition should be used. Whilst it is written for 
the CILEx Level 3 course by the same name as the title, it does cover all of the elements covered by 
this course in the correct level of detail, and provides some extra material. 
 
 
AQA Law AS (2nd Revised Edition), Price N 
Published by: Hodder Education 
ISBN: 9781408519462 
 
Journals and magazines 
 
The Gazette – The Law Society 
The Journal – Chartered Institute of Legal Executives 
  
Websites 
 
Courts   
www.gov.uk/government/organisations/hm-courts-and-tribunals-service 
 
https://www.judiciary.gov.uk/you-and-the-judiciary/going-to-court/county-court/ 
 
https://www.justice.gov.uk/courts 
 
www.gov.uk/courts/magistrates-courts 
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Unit 306 Legal spreadsheets and presentations 

UAN: M/507/4209 

Level: 3 

GLH: 60 

 
 

What is this unit about? 
The purpose of this unit is to enable the learner, who is already competent in keyboarding skills, to 
develop the additional spreadsheet and presentation software skills necessary to accurately 
produce professional documents for use in the legal environment. 
 
Using the appropriate software, the learner will create, edit and print a variety of documents which 
are commonly used in a legal office. 
 

Learning outcomes 
In this unit, learners will be able to 

1. Use advanced spreadsheet software features to manipulate and present data for the legal 
environment 

2. Use presentation software to create, modify and present information for the legal 
environment 
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Scope of content 
Learning outcome  
1. Use advanced spreadsheet software features to manipulate and present data for the 

legal environment 

Topics 
1.1 Create spreadsheet files with multiple worksheets, to include a header and/or footer 
1.2 Manipulate data within a spreadsheet 
1.3 Name, re-name, save and print  worksheets, charts and graphs 
 
 

Learners will be able to follow written instructions, check text and figures for accuracy and 
produce printouts as required. 
 
Topic 1.1 
Learners will create spreadsheet files to a given house style.  These will include multiple 
worksheets.  Headers and/or footers will be required.  Spreadsheet files include:  

 expert witness fees  

 client fees  

 income/expenditure for staff 

 conveyancing fees  

 fee earners' claims. 
 
Topic 1.2 
Learners will manipulate data in a spreadsheet following instructions and house style. They will 
demonstrate the following: 

 enter text and figures onto worksheets 

 edit text and figures using the following functions eg insert, delete/clear, 
copy/move/paste, adjust, hide column/row 

 use enhancements to improve the display of worksheets, to include eg bold, underline, 
italics, font style and size, borders and shading, left/right/centre alignment, currency and 
decimal alignment, comma separator, wrap text within cells, merge cells 

 enter and use standard formulae and statistical functions to achieve the required 
outcome, to include:  

o formulae to be used: ADD/SUM, subtract, divide, multiply, percentage 
o Statistical functions to be used: MIN/MAX, AVERAGE, MEDIAN, IF, absolute cell 

references 

 perform primary and secondary sorts within spreadsheet ranges, to include eg 
alphabetical, numerical, alphanumerical, chronological.  Sorts may be ascending or 
descending 

 format charts and graphs (pie, bar, column and line); formatting features eg add legend, 
insert data labels, insert chart title, name axis, display titles and labels according to 
instructions as to font size and style, currency style, whole numbers. 

 
Topic 1.3 
Learners will select appropriate options for saving and printing, to include selecting page 
orientation (portrait/landscape), fitting onto one page, displaying formulae, gridlines, row and 
column headings. 
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Learning outcome  
2. Use presentation software to create, modify and present information for the legal 

environment 

Topics 
2.1 Create legal and business presentations using a master slide 
2.2 Compile presentation content 
2.3 Produce printouts in a variety of formats 
2.4 Name, re-name, save and re-open presentations 
 
 

Learners will be able to follow written instructions, check slides for accuracy and produce 
printouts as required. 
 
Topic 2.1 
Learners will create presentations to a given house style.   
 
Legal presentations, eg: 

 the work of the company (advertisements for reception area) 

 work of each department 

 legal job roles 

 changes to legislation 

 specialist software training. 
 
A master slide will be required for each presentation.  Instructions must be followed in relation to 
the use of headers/footers, styles, specific font sizes, inclusion of an appropriate graphic.  
 
Topic 2.2 
Learners will compile the presentation content using the following techniques: 

 enter text and graphics onto slides; graphics (eg graphs, images); learners will manipulate 
graphics in terms of size and position on the slide 

 amend and format slide content and layout by adding slides, deleting slides, changing 
slide order, hiding slides, adding and formatting speaker notes; amendment of slide 
layout, eg use of bullets/sub–bullets, borders and shading, slide numbering, application of 
colours and backgrounds, font size and style, line spacing 

 import objects such as images, sound files and video clips  from within the software being 
used  

 add transitions to slides to create interactive slide shows; functions involved include the 
use of timings, transitions, action buttons, animations, hyperlinks. 

 
Topic 2.3 
Learners will produce printouts in a variety of formats.  Printouts, eg slides, handouts, notes 
pages, outlines, printouts of a selected slide range or screenprints. 
 
Topic 2.4 
Learners will name the created presentation following instructions and house style. They will save 
and re-name the presentation, and recall and open a saved presentation.  
 

Guidance for delivery 
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This unit is designed to provide the learner with an opportunity to develop the spreadsheet and 
presentation software skills demanded of a legal office.  Centres are encouraged to provide 
adequate opportunity for their learners to access the appropriate software and to undertake 
additional practice exercises. 
 
Centres are also encouraged to offer learners the opportunity to use their technological skills in a 
workplace environment; work experience in a legal office would give learners an opportunity to see 
at first hand the type of documents produced via spreadsheet and presentation software packages. 

Suggested learning resources  
CILEx course books – www.cilex.org.uk 
Sample assignments – www.cityandguilds.com 
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Unit 307 Conveyancing  

UAN: H/507/4210 

Level: 3 

GLH: 60 

 
 

What is this unit about? 
 
The purpose of this unit is for learners to understand what real and personal property is and know 
the procedures for buying and selling land. They will understand the role of estate agents, mortgage 
lenders and the Land Registry in this process. The focus of this unit is on the conveyancing process 
for freehold property. 
 

Learning outcomes 
In this unit, learners will be able to 

1. Understand the differences between real and personal property 
2. Understand the purpose of land registration and what it records 
3. Understand the concept of a mortgage 
4. Understand the procedures for selling and buying registered freehold property 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand the differences between real and personal property 
 

Topics 
1.1 Real and personal property 
1.2 Principles of co-ownership  
1.3 Differences between freehold and leasehold land  
1.4 Registered and unregistered land 
 

Topic 1.1 
Learners will understand what constitutes real property. They will consider the following: 

 the surface, the airspace above and the mines and minerals below it 

 interests others may have in the land such as easements and licences  

 the concept of fixtures and fittings. 
 
Learners will also understand what constitutes personal property. They will know that fittings do not 
form part of the land but are chattels (eg carpets, curtains, light fittings). 
 
Topic 1.2 
Learners will know the differences between joint tenancy and a tenancy in common, including rights 
of survivorship.  
 
Topic 1.3 
Learners will know the characteristics and differences between freehold and leasehold land, to 
include  

 freehold land: an estate in fee simple absolute in possession 

 leasehold land: is a term of years absolute. 
 
Topic 1.4 
Learners will understand the differences between registered and unregistered land. 

 
Learning outcome   
2. Understand the purpose of land registration and what it records 

 
Topics 
2.1 Role and purpose of the HM Land Registry 
2.2 Contents of the registers  
2.3 Overriding interests  
2.4 Restrictive covenants  
 

Topic 2.1 
Learners will understand the role of the HM Land Registry and explain the purpose of land 
registration (eg to make the conveyancing process more efficient, no need to prove title, 
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guaranteed title). They will also understand what events trigger registration (eg the sale and 
purchase of unregistered land).  
 
Topic 2.2 
Learners will know of the three registers (Property Register, the Proprietorship Register and the 
Charges Register) and their contents.  
 
Topic 2.3 
Learners will understand the nature of overriding interests, and how they can be protected by 
Notice, Caution and Restriction.  
 
Topic 2.4 
Learners will understand the nature of a restrictive covenant and its effects.   

 

Learning outcome  
3. Understand the concept of a mortgage 

 

Topics 
3.1 Purpose and sources of mortgage funding  
3.2 Criteria used by lenders to decide whether to lend  
3.3 Features of different types of mortgage  
3.4 Rights and duties of the mortgagor and mortgagee  
 

Topic 3.1 
Learners will know the purpose and sources of mortgage funding, to include: bank, building society 
and other lenders. 
 
Topic 3.2  
Learners will understand the criteria used by lenders to decide whether to lend eg the formulae 
used to determine size of loan, income and age of applicant, term of loan, Loan to Value (LTV), 
credit risk, value of property, location of property, age of property and condition of property. 
 
Topic 3.3 
Learners will understand the different types of mortgages (eg repayment, interest only, 
endowment, pension-linked, buy-to-let, off-set). They will also understand different interest rate 
packages, to include: fixed, capped, variable and discounted rate and tracker mortgages. 
 
Topic 3.4 
Learners will understand the rights and duties of the mortgagor and the mortgagee : 

 mortgagor 
o rights, to include: to redeem, enjoy quiet possession, make over-payments on the 

mortgage  
o duties, to include: to pay the mortgage, insure the property, observe covenants on title, 

keep in good repair 

 mortgagee  
o rights, to include: to take possession, power of sale, change the interest rates 
o duties, to include: to allow quiet enjoyment, allow redemption of mortgage 

 

Learning outcome  
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4. Understand the procedures for selling and buying registered freehold property 

 

Topics 
4.1 Role of estate agents in the sale and purchase of property  
4.2 Procedure for selling a property 
4.3 Procedure for buying a property 
4.4 Significance of exchange of contracts and completion 
 
Topic 4.1 
Learners will know the role of estate agents, which includes marketing the property, obtaining 
energy/performance certificate, introducing and checking the status of prospective buyers, 
releasing the keys to the buyer on completion, arranging mortgage finance.  
 
Topic 4.2 
Learners will understand the procedural steps in the sale of a property. These will include the three 
main stages of sale: 

 pre-contract: taking initial client instructions, verifying identity of client, obtaining official 
copies of the registered title, responding to enquiries from buyer’s lawyer, drafting a 
contract for approval by buyer’s lawyer, obtain client’s signatures to contract, exchange of 
contracts 

 pre-completion: approve draft transfer, obtain transfer executed by client, prepare 
completion statement, obtain any redemption statements from lender(s),  

 post-completion: releasing the keys to the buyer, discharge loan(s) and obtain receipts, 
send completion statement and proceeds of sale to the client 

 
Topic 4.3  
Learners will understand the procedural steps in buying a property. These will include the three 
main stages of buying: 

 pre-contract: taking initial client instructions, verifying identity of client, responding to 
enquiries from seller’s lawyer, pre-contract searches/enquiries which includes Local Search, 
Drainage/Water, Coal mining (where applicable), environmental, Commons, approving draft 
contract, checking client’s finance agreed, reporting to and advising the client, obtain client 
signatures to contract, exchange of contracts, updating estate agents (if any) 

 pre-completion: draft transfer, obtain transfer executed by client, prepare completion 
statement, prepare loan document and obtain client’s signature, request finance from 
lenders, prepare and send completion statement to client, obtain balance of funds from 
client (if any), undertake land registry searches, updating estate agents (if any), attending to 
completion 

 post-completion: obtain keys from seller, report completion to lender(s), register purchase 
with Land Registry within protection period, pay Stamp Duty Land Tax, report to buyer 

 
Topic 4.4 
Learners will understand the significance of exchange of contracts and completion. This will include 
the methods of exchange of contracts and completion. 
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Guidance for delivery 
Learners could look at the Land Registry website (www.landregistry.gov.uk) and obtain Practice 
publications/Guidance Notes on relevant aspects of land registration process and procedures. They 
could approach a lending institution or look at its website for literature on financial products. 
 

Suggested learning resources  
Conveyancing (Course Manual), Ed    Tucker, Hilary 
Published by CILEx Law School 
This manual is updated annually and the most recent edition should be used. Whilst it is written for 
the CILEx Level 3 course, it does cover all of the elements covered by this course in the correct level 
of detail, and some extra material. 
 
Journals and magazines 
 
The Gazette – The Law Society 
The Journal – Chartered Institute of Legal Executives 
 
Websites 
 
www.landregistry.gov.uk 
https://www.gov.uk/bugy-sell-your-home/offers 
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Unit 308 Law in the workplace 

UAN: K/507/4211 

Level: 3 

GLH: 60 

 
 

What is this unit about? 
The purpose of this unit is for learners to explore the range of rights given to individuals in the 
workplace and understand that these rights are dependent on how that individual is classified in 
employment law (as employee, worker, or self-employed). They will examine both statutory rights 
and those implied by the common law.  
 

Learning outcomes 
In this unit, learners will be able to 

1. Understand the differences between employees, workers and the self-employed 
2. Understand the terms of a contract of employment and the requirement for a section 1 

statement 
3. Understand the statutory rights of employees and workers  
4. Understand the differences between wrongful dismissal and unfair dismissal 
5. Understand the protection given to workers by the Equality Act 2010 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand the differences between employees, workers, and the self-employed 
 

Topics 
1.1 Definition of employees, workers and the self-employed 
1.2 Tests used to determine employment status 
1.3 Rights given to employees, workers and the self-employed 
 

Topic 1.1 
Learners will know the definitions of employee, worker and self-employed persons.  
 
Topic 1.2 
Learners will understand how the following tests are applied: 

 control test (Yewens v Noakes [1880], Lane v Shire Roofing Company (Oxford) Ltd [1995]) 

 integration/organisation test (Cassidy v Minister of Health [1951]) 

 the multiple or economic reality test (Ready Mixed Concrete (South East) Ltd v Minister of 
Pension [1968]) 

 
Topic 1.3 
Learners will know the statutory rights given to employees, workers and the self-employed, 
including: 

 pay – the National Minimum Wage Act 1998 and deduction of tax and national insurance 

 protection from discrimination under the equality legislation 

 the Health & Safety at Work requirements  

 protection from unfair dismissal under statute.  

  

 

Learning outcome  
2. Understand the terms of a contract of employment and the requirement for a section 

1 statement 

Topics 
2.1 Section 1 statement 
2.2 Express terms of a contract of employment 
2.3 Implied terms of a contract of employment 
 

Topic 2.1 
Learners will understand the requirement for a ‘Section 1 statement’ (s1 Employment Rights Act 
1996) to be provided within the required time limit. They will know the contents of a section 1 
statement, including those elements that may be provided in a separate document. They will 
know the remedies for failing to provide a section 1 statement (s11 and s38 Employment Rights 
Act 1996).  
 
Topic 2.2 
Learners will understand the nature of express terms in a contract of employment and will 
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understand the following: 

 Restraint of trade (Nordenfelt v Maxim Nordenfelt Guns and Ammunition Co Ltd [1894]), 
including the determination of reasonableness through duration (Fitch v Dewes [1921]), 
type of work (Fellowes v Fisher [1976]) and geographical location; and 

 Garden leave clauses (Crystal Palace FC (2000) Ltd v Bruce [2001]. 
 
Topic 2.3 
Learners will understand the nature of implied terms and the following terms implied by common 
law: 
The implied duties of employers, eg 

 Exercise of reasonable care (Wilsons & Clyde Coal v English [1938]) 

 Mutual trust and confidence (Ogilvie v Neyrfor-Weir Ltd [2001] 

 References (Spring v Guardian Assurance plc [1994]). 
The implied duties of employees, eg 

 Obedience (Pepper v Webb [1969]) 

 Good faith - not to work for a rival employer – (Hivac Ltd v Park Royal Scientific Instruments 
Ltd [1946]) and confidentiality (Faccenda Chicken Ltd v Fowler [1986]). 

 

Learning outcome  
3. Understand the statutory rights of employees and workers 

 
Topics 
3.1 Statutory rights of employees and workers 
 

Topic 3.1 
Learners will understand the rights of adult workers in relation to the  

 eligibility for the various rates of minimum wage 

 the maximum working week (including the ability to opt-out) 

 the entitlement to rest breaks during working hours 

 the entitlement to annual leave 

 amount of notice an employee is entitled to be given on dismissal and required to give on 
resignation. 

 
Learners will understand the family-friendly rights given to employees. They will understand the 
eligibility requirements and the extent of each right. Learners will understand the following rights: 

 the right for both men and women to take leave for antenatal appointments 

 maternity, paternity and adoption leave and pay 

 shared parental leave and pay. 

  

 

Learning outcome  
4. Understand the differences between wrongful dismissal and unfair dismissal 

Topics 
4.1 Requirements for a wrongful dismissal claim 
4.2 Requirements for an unfair dismissal claim 
4.3 Remedies for a successful wrongful dismissal or unfair dismissal claim 
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Topic 4.1 
Learners will understand the requirements for a wrongful dismissal claim, including: 

 lack of or insufficient notice 

 no repudiation of the contract (Pepper v Webb [1969]). 
 
Learners will also know the time limits for bringing a claim for wrongful dismissal. 
 
 
Topic 4.2 
Learners will understand the requirements for an unfair dismissal claim, including: 

 eligibility (employee, dismissal, continuous service) 

 a potentially fair reason for dismissal. 
 
Learners will also know the time limits for bringing a claim for unfair dismissal. 
 
Topic 4.3 
Learners will understand that the main remedy for wrongful dismissal is damages, aiming to put 
the employee in the position they would have been but for the breach of contract. They will know 
what the damages may include.  
 
Learners will understand that the remedies for unfair dismissal are reinstatement, re-engagement 
and damages.  They will know how to calculate the basic award and understand the limits placed 
on the compensatory award. 

 

Learning outcome  
5. Understand the protection given to workers by the Equality Act 2010 

Topics 
5.1 Protected characteristics and key definitions 
5.2 Main types of prohibited conduct 
5.3 Remedies for breach of the Equality Act 2010 
 

Topic 5.1 
Learners will know the nine protected characteristics found in the Equality Act 2010. They will 
understand the definitions of disability, race  and religion or belief.  
 
Topic 5.2 
Learners will understand the meaning of: 

 direct discrimination  

 indirect discrimination  

 discrimination arising from a disability  

 the duty to make reasonable adjustments  

 harassment   

 victimisation . 
 
Topic 5.3 
Learners will understand that compensation is potentially unlimited, with awards for injury to 
feelings following the current Vento bands (Vento v Chief Constable of West Yorkshire Police (No 2) 
[2003]).  
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Guidance for delivery 
 
Centres are encouraged to use examples from the news to highlight the importance of this unit and 
show the extent of rights given to individuals in the workplace. It is accepted that formal lectures 
will be necessary at level 3, but for this unit is recommended that they are linked with activities 
using documentation found in the workplace (e.g. the review of a draft contract or employee 
handbooks) or using scenarios to model acceptable/unacceptable practice in the workplace (e.g. 
discrimination, dismissal without following procedure, etc.). 
 

Suggested learning resources  
 
Book 
 
Level 3 Employment Law (Course Manual), Ed. Carol Kilgannon 
Published by: CILEx Law School 
 
Level 3 The Practice of Employment Law (Course Manual), Ed. Sue Evans 
Published by: CILEx Law School 
ISBN: 978-1-84256-745-6 
 
Journals and magazines 
 
The Journal – Chartered Institute of Legal Executive 
 
Websites 
 
www.gov.uk 
www.acas.org.uk 
www.cipd.co.uk/hr-resources/employment-law.aspx 
www.citizensadvice.org.uk/work/rights-at-work/basic-rights-at-work/ 
www.gov.uk/government/uploads/system/uploads/attachment_data/file/32184/10-1202-starting-
out-your-employment-rights.pdf 
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Unit 309 Wills and succession 

UAN: M/507/4212 

Level: 3 

GLH: 60 

 
 

What is this unit about? 
The purpose of this unit is for learners to understand what will happen to a person’s property after 
their death if they do, or don’t, make a will.  
 

Learning outcomes 
In this unit, learners will be able to 

1. Understand the legal requirements of a valid will 
2. Understand the main clauses in a simple will and the circumstances in which a gift might fail 
3. Understand the rules of intestacy 
4. Understand the role of Personal Representatives (PRs) and the types of grants of 

representation issued by the Probate Registry 
5. Understand the provisions of the Inheritance (Provision for Family and Dependants) Act 

1975 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand the legal requirements of a valid will 

Topics 
1.1 Characteristics of a will 
1.2 Requirements of a valid will  
1.3 How a will can be changed or revoked 
 

In this outcome the learners will explore who can make a will, and the formalities required to 
create a valid will under s9 Wills Act 1837 (WA) (as amended), and how these differ for privileged 
wills. The requirements of capacity will be considered, along with the role of witnesses. How a 
testator can change or revoke their will is considered. 
 
Topic 1.1 
Learners will understand that a will has the following characteristics: 

 it is a declaration of intent 

 it deals with the disposition of property and other arrangements after death 

 it must comply with s9 WA 1837, as amended 

 it can dispose of assets acquired after its execution 

 it can be revoked. 
 
They will also understand the purpose of a codicil to the will and how it is prepared and executed. 
 
Topic 1.2 
Learners will know that anyone over the age of 18 years, of sound mind and acting voluntarily can 
make a will. For a will to be valid: 

 the testator must have sufficient mental capacity 

 the testator must have the necessary intention 

 the proper legal formalities must be met. 
 
With regard to mental capacity, the testator must understand what they are doing, what they 
own and any moral claims they ought to consider. Learners should know the effect of capacity: 
(Banks v Goodfellow [1870], and s3(1) Mental Capacity Act 2005 (MCA 2005)).  
They will understand the presumption of capacity (Scammell v Farmer [2008]) and the need for 
precautions with the vulnerable client. 
 
Learners will know the requirements of s9 WA 1837:  

 the will must be in writing (Hodson v Barnes [1926]) 

 appropriately signed and witnessed (eg Marley v Rawlings  [2011]; Couser v Couser 
[1996]; Wood v Smith [1991]) 

 witnesses must be competent and a minimum of two.  
 
Learners will understand that witnesses cannot also be a beneficiary, or the spouse/civil partner 
of a beneficiary, (s15 WA 1837).  
Learners will understand that witnesses are witnessing the signing of the will not the content of it. 
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They will consider possible issues where the testator is blind, illiterate or where another signs on 
their behalf at their direction.  
 
Learners will know the circumstances in which a privileged will can be made (s11 WA 1837), and 
considered what constitutes ‘actual military service’ eg Re Newland [1952] and Re Rapley [1983].  

 

Topic 1.3 
Learners will understand how a will can be revoked by: 

 physical destruction by the testator, which must be intended (including ‘burning, tearing 
or otherwise destroying’) 

 making another will, which expressly revokes the earlier one 
 marriage or civil partnership (ss18 & 18B WA 1837) 
 divorce or dissolution of civil partnership (ss18A and 18C WA 1837). 
  

 

Learning outcome  
2. Understand the main clauses in a simple will and the circumstances in which a gift 

might fail 

Topic  
2.1 Operative and administrative clauses in a simple will 
2.2 Types of legacies 
2.3 Circumstances in which a gift might fail 
 

Topic 2.1 
Learners will understand the purpose of the following clauses in a simple will: 

 commencement of will – identification of the testator, and confirm their intention that this 
document is their will 

 revocation clause – provides for the express revocation of earlier wills 

 appointment of executors – the testator chooses trusted parties to deal with the 
administration of their estate. They could be professional executors or friends/family 

 payment of professional executors – where professionals are appointed, a payment 
clause is often included 

 legacies – these can take various forms (see topic 2.2 below) 

 administration clauses to give extended powers – this could include, for example, 
enhanced investment rights; the right to run the testator’s business; if there are 
beneficiaries that are minors, these clauses could include the appointment of guardians 
and extended maintenance and advancement powers, and the right to receipts 

 attestation clause – providing evidence that the will has been properly executed; no 
longer compulsory 

 
Topic 2.2 
Learners will know the range of characteristics of different types of legacies and be able to 
distinguish between them. Types of legacies to include: 

 specific (eg ‘my diamond solitaire engagement ring’, or ‘my treasured Constable 
landscape’) 

 my account at Big Bank plc’ 

 residual legacies (including life interest gifts) – the balance, or residue, of my estate after 
payment of all expenses and other legacies 
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Topic 2.3 
Learners will understand the risks of certain types of gifts failing, and the reasons for this, 
including: 

 ademption – this applies to specific gifts only. If, at the testator’s date of death, they no 
longer owned the item that was the subject of the specific gift, the gift will fail. The item 
could have been sold or destroyed (Durrant v Friend [1852]) 

 lapse of a gift – here the gift fails because the beneficiary has predeceased the testator. If 
the intended beneficiary had direct descendants (children or grandchildren) then s33 WA 
1837 saves the gift from lapsing and the descendants will inherit 

 abatement – the will speaks at the date of the testator’s death. If the estate has depleted 
between the date the will was written and the date of death it may be that there is no 
‘residue’ of the estate at the date of death. The gift of the reside will, in such 
circumstances, abate. The learner should know the priorities for payments on death 
(s34(3) Administration of Estates Act 1925 (AEA 1925)). 

 

Learning outcome  
3. Understand the rules of intestacy 

Topics  
3.1 Intestate, or partially intestate, estate 
3.2 The priority of those entitled to a grant of letters of administration 
3.3 How the estate of an intestate will be distributed 
3.4 Special rules for survivorship of spouses  
3.5 The family home on intestacy 
 

Topic 3.1 
The learner will know that a person is intestate when they die without leaving a valid will. They will 
be partially intestate if there is a will but it fails to dispose of the entire estate. They will know the 
effect of statutory requirements in respect of the undisposed estate. 
 
Topic 3.2 
Learners will know that unless it is a partial intestacy and there is a named executor who is willing 
to administer the estate, those with a beneficial entitlement to the estate can apply in strict order 
to be an administrator of the estate (r22 Non-Contentious Probate Rules 1987 (NCPR)). This order 
follows the order of entitlement under s46 AEA 1925. Those lower down the list would have to 
explain why persons with greater interest in the estate are not applying. Maximum of four 
administrators, one would suffice except where there are children, or a life interest involved, 
where the minimum number is two. 
 
Topic 3.3 
Learners will know the order and extent of entitlement provided by s46 AEA 1925 (as amended) 
and the changes made by the Inheritance and Trustees Powers Act 2014.  
 
Topic 3.4 
Learners will understand the special rule that applies to spouse/civil partners in s46(2A) AEA 1925 
which imposes the requirement of survivorship for 28 days in order to inherit from the deceased 
spouse/civil partner’s estate. 
 
Topic 3.5 
Learners will understand that, unless the family home is held on a joint tenancy with the surviving 
spouse/civil partner, they will not automatically inherit it. The Personal Representatives, under 
s41 AEA 1925, have the power to take any of the deceased’s assets towards the satisfaction of 
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any person’s interest, if the value is less than or equal to the sum the surviving spouse is due to 
inherit. The surviving spouse can require the PRs to appropriate the home to them under 
Schedule 2 Intestates’ Estates Act 1952. 

 

Learning outcome  
4. Understand the role of Personal Representatives (PRs) and the types of grants of 

representation issued by the Probate Registry  

Topics 
4.1 How PRs are appointed or can avoid appointment 
4.2 How PRs acquire their powers  
4.3 Types of grants of representation  
4.4 Situations where affidavits may be needed in respect of a will  
 
Topic 4.1 
Learners will understand the differences between the two types of PRs and how they are 
‘appointed’ to the role: 

 Personal Representative are either:  
(i) Executors, or  
(ii) Administrators. 

 Executors – appointed by the testator in the will and can be professional and paid, or an 
unpaid friend or relative. It is an onerous task for which they can recover expenses and 
may be the recipient of a legacy. Must be 18 plus years old and mentally fit to manage 
their own affairs. Few limitations on who can act. See Re S’s Estate [1968]. Generally a 
minimum of one executor is needed, unless child beneficiaries or life interests are 
involved when there must be at least two and the court has power to appoint another 
under s114(4) Senior Courts Act 1981 (SCA). Maximum of four executors will be granted 
Probate (s23 Trustee Act 1925, s114(1) SCA 1981). The role of executor is considered a 
personal one but it is possible to delegate to a competent person, for example a 
Solicitor/Chartered Legal Executive. A named executor may renounce executorship (s5 
AEA) 

 Chain of representation – where an executor dies before completing the administration of 
the estate, s7(1) AEA 1925 creates a chain of representation where the executor of the 
deceased executor get the responsibility of completing the administration of the first (and 
second) estate. They must accept the role for both estates, or neither 

 Administrators – where there is no will, or no valid appointment of any executors in the 
will, or the named executor declines to act, the court will appoint an administrator in line 
with r20 or r22 NCPR 1987. They have a right to renounce (s5 AEA). 

 
Topic 4.2 
Learners will understand where the PRs powers are derived from, the range of tasks they have to 
complete, and when they have authority to start these. 

 Executors – authority to act obtained from the will, and accepts office by making an 
application for a grant of probate. 

 Administrators – authority derived for the grant of letter of administration issued by the 
court  

 
The range of tasks the PRs include: 

 collecting in assets 
 payment of debts, in accordance with the statutory rules relating to the payment of debts 

(s34(3) AEA 1925) 
 distribute the estate in accordance with the will, or intestacy rules, and 
 prepare accounts. 
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Topic 4.3 
Learners will understand the following types of grants of representation and the circumstances in 
which each of these is used. 

1 Grant of Probate – this is granted when there is a valid will which disposes of the entire 
estate and there are executors who are willing and able to act. 

2 Letter of Administration – this is applied for when a person dies intestate (without a 
will/valid will) 

3 Letters of Administration with will annexed – this is applied for when there is a will but it 
either doesn’t appoint executors, or none of those appointed are able or willing to act. 

 
Topic 4.4 
Learners will know the circumstances where additional evidence, in the form of an affidavit, may 
be required on application for a grant of representation. 
 
The types of affidavits that may be needed are affidavits of: 

 Due execution – where there is no attestation clause in the will, or other doubt about 
execution (possibly due to blindness or illiteracy of the testator) r12 NCPR 1987; affidavit 
made by a witness to the will, or another person present at the time. 

 Plight and Condition – r14 NCPR 1987 provides that where there is ‘any obliteration, 
interlineation [insertion] or other alteration’ which has not been validated by the testator 
and witnesses by attestation, evidence will be required to show they were present at the 
time of execution. Additionally, any marks on the will eg staple holes, will need explaining, 
as part of the document may have become separated. r15 NCPR 1987 provides that any 
appearance of attempted revocation of the will by burning, tearing or otherwise must be 
accounted for to the Registrar’s satisfaction.  

 
Learning outcome  
5. Understand the provisions of the Inheritance (Provision for Family and Dependants) 

Act 1975 

Topic  
5.1 Categories of people entitled to make a claim under the Inheritance Act 
5.2 Time limit for making a claim 
5.3 Standards of financial provisions and the factors the court considers for each standard 
5.4 Orders the court can make 
 

Topic 5.1 
Learners will know that claims can be made under the Act where there is no, or inadequate, 
provision in the will or intestacy. The categories of applicants able to make a claim under the I(PFD)A 
1975 are:  

 the spouse or civil partner, or former spouse or civil partner who has not remarried/entered 
into a new civil partnership 

 the cohabitee (of a mixed or same sex couple) who was living with the deceased as 
husband/wife at the date of death and for at least two years immediately prior to the death 

 a child of the deceased or anyone who was treated as a child of the family 

 any other person who was being maintained, partly or wholly, by the deceased immediately 
before their death. 

 
Topic 5.2 
Learners will know that claims must generally be made within 6 months of the date of the grant of 
probate or letters of administration, but that the courts will allow late applications if it is reasonable 
to do so. 
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Topic 5.3 
Learners will know the factors the court will consider for the different standards of financial 
provision (surviving spouse/civil partner standard; maintenance standard (Ilott v Motson [2011]); and 
cohabitees’ maintenance standard). The appropriate standard of financial provision must not be 
met in order for the claim to succeed. The surviving spouse/civil partner standard is the most 
generous. Learners will identify relevant case law to illustrate these standards.  
 
Topic 5.4 
Learners will identify the range of orders the court can make as: 

 periodic payments 

 lump sum payment or  

 settlement (trust). 
 
Learners will also know the factors the court will take into account when making an order.  

 

Guidance for delivery 
 
Learners will benefit from the opportunity to be exposed to a number of simple wills to see this 
subject ‘come alive’. They may gain this opportunity in Unit 301. 
 

Suggested learning resources 
 
Books 
 
Law of Wills and Succession (Course Manual) Ed Merritt, Francis 
Published by: CILEx Law School  
This manual is updated annually and the most recent edition should be used. Whilst it is written for 
the CILEx Level 3 course by the same name as the title, it does cover all of the elements covered by 
this course in the correct level of detail, and some extra material. 
 
Journals and magazines 
 
The Gazette – The Law Society 
The Journal – Chartered Institute of Legal Executives 
 
Websites  
 
Wills, Probate and Inheritance  www.gov.uk/wills-probate-inheritance/overview 
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Unit 310 Family law 

UAN: T/507/4213 

Level: 3 

GLH: 60 

 
 
 

What is this unit about? 
The purpose of this unit is for learners to gain an understanding of the key principles of family law. 
Family law is an area all learners will encounter at some point in their lives and this unit will provide a 
context in statute and common law to enable learners to understand why some of the things they 
take for granted (who can get married and who cannot) are as they are. 
 
The learners will look at, amongst other things, the law which determines who can marry whom, 
what a civil partnership is and how it differs from marriage, how these can be brought to an end and 
what the law has to say about what might happen when parents cannot agree about the upbringing 
of their children. 
 

Learning outcomes 
In this unit, learners will be able to 

1. Understand the legal requirements for a valid marriage and civil partnership 
2. Understand the requirements and procedure for a divorce (marriage) or dissolution (civil 

partnership) 
3. Understand the legal provisions relating to children following the breakdown of a 

relationship 
4. Understand the legal provisions relating to financial matters on the breakdown of a marriage, 

civil partnership or on judicial separation 
 
 



 

  
Level 3 Advanced Technical Certificate for Legal Secretaries (7857-30) 71 

Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 

 

Learning outcome  
1. Understand the legal requirements for a valid marriage and civil partnership 
 

Topics 
1.1 Formalities of a valid marriage and the requirement for capacity in relation to a valid marriage 
1.2 Formalities of a valid civil partnership and the requirement for capacity in relation to a civil 

partnership 
1.3 Law relating to void and voidable marriages 
1.4 Law relating to void and voidable civil partnerships 
 

Topic 1.1 
Learners will understand the requirements for a valid marriage:   

 formalities 

 capacity to include  

 age 

 prohibited degrees 

 parties already married 

 marriage is a polygamous one. 
 
Relevant authorities include the Matrimonial Causes Act 1973 (MCA 1973) as amended by the 
Marriage (Same Sex Couples) Act 2013 (Hyde v Hyde and Woodmansee [1866]). 
 
Topic 1.2 
Learners will need to understand the formalities for a civil partnership and the requirement for 
capacity as contained in Civil Partnership Act 2004 (CPA 2004). 
 
Topic 1.3 
Learners will understand the grounds relating to void and voidable marriages ie void marriage as 
per s11 MCA 1973 (void marriage does not require decree of nullity), voidable marriage as per 
s12 MCA 1973 (voidable marriage requires a decree of nullity). Bars to a decree of nullity s13 MCA 
1973. Learners will consider the following cases: Szechter v Szechter [1970], Singh v Singh [1971], 
Hirani v Hirani [1982], P v R [2003]. 
 
Topic 1.4 
Learners will understand the factors relating to void and voidable civil partnerships ie void as per 
s49 CPA 2004, voidable as per s50 CPA 2004 and bars to a decree of nullity as per s51 CPA 2004. 
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Learning outcome  
2. Understand the requirements and procedure for a divorce (marriage) or dissolution 

(civil partnership) 

Topics 
2.1 The ground, and the facts that can establish this, in relation to divorce or dissolution 
2.2 Distinction between divorce, dissolution and judicial separation 
2.3 Divorce/dissolution procedure for a marriage or civil partnership 
 

Topic 2.1 
Learners will understand the ground for a divorce ie irretrievable breakdown as per s1 MCA 1973, 
and the five facts that support that ground ie adultery, behaviour, desertion, two year separation 
with consent and five-year separation as per s1(2)(a)-(e) MCA 1973.  
They will also need to know the ground for dissolution and the four facts as per s44 CPA 2004.  
 
Learners will consider the following cases: Cleary v Cleary [1974], Thurlow v Thurlow [1976], 
Livingstone-Stallard v Livingstone-Stallard [1974], Mouncer v Mouncer [1972].  
 
Topic 2.2 
Learners will need to understand the distinction between divorce, dissolution and judicial 
separation. Learners will understand, that for judicial separation the five facts become grounds 
and there is no need to establish irretrievable breakdown as per s17 MCA 1973. They will also 
recognise that the marriage is not ended. The consequences of judicial separation should be 
understood such as financial relief becoming available, parties unable to succeed on intestacy, 
parties unable to re-marry and any provision in a will is not affected. 
 
Topic 2.3 
Learners will understand all the stages of the divorce or dissolution process, from the issue of the 
application to the issue of the decree absolute. Learners will be able to complete the relevant 
application form. 

 

Learning outcome  
3. Understand the legal provisions relating to children following the breakdown of a 

relationship 

Topics 
3.1 Key principles relating to arrangements for children 
3.2 The welfare checklist 
3.3 The concept of parental responsibility 
3.4 Orders available to the court in respect of children 
 
Topic 3.1 
Learners will understand the principles found in s1 of the Children Act 1989: welfare, no delay, 
non-intervention and presumption of parental involvement. Learners will be able to define each of 
the principles and be able to explain how they apply in practice.  
 
Topic 3.2 
Learners will understand how the court interprets the welfare checklist found in s1(3) CA1989 and 
how it is applied.  
 
Topic 3.3 
Learners will understand parental responsibility, including who automatically has it, who can 
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acquire it and how. 
 
Topic 3.4 
Learners  will understand the s8 CA1989 orders:  

 child arrangement  

 specific issue  

 prohibited steps. 
 
Learners will consider the following cases: Dawson v Wearmouth [1999], Payne v Payne [2001], 
Re S (Specific Issue Order, Religion Circumcision) [2004]. 
 
Learners will understand who can apply for s8 orders as of right and who will need permission 
from the court. Learners will also understand the criteria the court will consider to when deciding 
whether to grant permission.  

 

Learning outcome  
4. Understand the legal provisions relating to financial matters on the breakdown of a 

marriage, civil partnership or on judicial separation 

 
Topics  
4.1 Statutory criteria which the court must consider when deciding on any orders to make 
4.2 Orders available to the court on the breakdown of a marriage, civil partnership or on judicial 

separation 
4.3 The ‘clean break’ principle 
 

Topic 4.1 
Learners will understand the statutory criteria a court must take into account when deciding 
what, if any, order to make  

 for marriage: s25(1) MCA 1973, s25(2) MCA 1973, s25A MCA 1973  

 for civil partnerships s72 and schedule 5 CPA 2004. 
 
Learners will consider the following cases: White v White [2000], Cowan v Cowan [2001], Lambert 
v Lambert [2003] Miller v Miller; McFarlane v McFarlane [2006], Sorrell v Sorrell [2006], Charman v 
Charman [2007]. 
 
Topic 4.2 
Learners will understand the orders available to the court on the breakdown of a marriage, civil 
partnership or on judicial separation, to include:  

 periodical payment order  

 lump sum order  

 maintenance pending suit 

 settlement of property orders (including Mesher and Martin orders)  

 transfer of property orders  

 pension sharing and attachment orders  

 orders for sale. 
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Guidance for delivery 
 
There are many opportunities to make the study of family law relevant to learners. Make use of 
judgments such as Sorrell v Sorrell [2006] and McCartney v McCartney [2008] to allow students to 
‘find’ the criteria that judges use when deciding applications for financial remedies for themselves. 
Start a regular ‘Family Law in The News’ slot when students must find a reference to family law in 
the news. Family law is a very topical and potentially sensitive area of law and sensitivity must be 
had to the circumstances students may find or have found themselves in.  
 

Suggested learning resources  
 
Books 
The Practice of Family Law, 2014 
Published by CILEx Law School 
 
Family Law, 2014 
Published by CILEx Law School 

 
Websites 
Family Law Week 
http://www.familylawweek.co.uk 
 
UK Legislation 
http://www.legislation.gov.uk 
 
Case Law 
http://www.bailii.org/ 
 
 
https://www.citizensadvice.org.uk 
 
https://www.gov.uk 
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Unit 311 Civil litigation 

UAN: A/507/4214 

Level: 3 

GLH: 60 

 
What is this unit about? 
The purpose of this unit is for learners to develop an understanding and knowledge of the key 
concepts, terms and processes of a claim for personal injury (excluding clinical negligence) through 
the civil court system. 
 

Learning outcomes 
 
In this unit, learners will be able to 

1. Understand how a civil action is funded  
2. Understand the methods of settling a personal injury action before commencement of 

proceedings 
3. Understand how to commence an action in civil proceedings in a personal injury case 
4. Understand how a personal injury case proceeds through the court system 
5. Understand what is required in preparing for trial 
6. Understand the trial process  
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand how a civil action is funded 
 

Topics 
1.1 Methods of funding a civil action 
 

Topic 1.1 
Learners will  understand the different methods of funding a civil action, to include: 

 private funding  

 conditional fee agreements  

 damages-based agreements  

 Before the Event Insurance  

 After the Event Insurance 

 sponsoring organisations eg trade union  

 

Learning outcome 
2. Understand the methods of settling a personal injury action before commencement of 

proceedings 
 

Topics 
2.1 Methods of settling a personal injury action before commencement of proceedings 
 

Topic 2.1 
Learners will understand the methods of settling an action before commencement of proceedings, 
to include: 

 Alternative Dispute Resolution 
o Negotiations  
o Mediation 
o Early neutral evaluation 
o Judicial or expert determination 
o Arbitration 
o Adjudication  

 Part 36 Offer 

 

Learning outcome   
3. Understand how to commence an action in civil proceedings in a personal injury case 
 

Topics 
3.1 Pre-action matters for personal injury matters 
3.2 The procedure for commencement of proceedings   
3.3 Possible responses by a defendant to a claim in personal injury  
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Topic 3.1 
Learners will understand the pre-action matters for personal injury matters, to include:  

 general objectives of pre-action protocols  

 Pre-Action Protocols for Personal Injuries Low Value  

 Personal Injury Claims in Road Traffic Accidents and Low Value Personal Injury (Employers’ 
Liability and Public Liability) Claims.  

 
Topic 3.2 
Learners will understand the procedure for the commencement of proceedings to include:   

 completion of the N1Notification of Claim Form   

 file at court with appropriate documents 

 outline of methods of service including electronic service. 
 
Learners will understand the role of the  Claims Production Centre and County Court Business 
Centre, County Court Money Claims Centre and Money Claims Online (MCOL). 
 
Topic 3.3 
Learners will understand the possible responses by a defendant to a claim in personal injury to 
include 

 defendant’s failure to respond within the time limit 

 acknowledgement of service and agreed extension of period 

 part admission, admission, defence, defence and counterclaim 

 responding to claim issued through MCOL. 

 

Learning outcome  
4. Understand how a personal injury case proceeds through the court system 

 

Topics 
4.1 Key features of trial tracks  
4.2 Types of directions  
4.3 Types of disclosure 
4.4 Interim application  

 
Topic 4.1 
Learners will understand the key features trial tracks:  

 Financial limits of each track 
 Small Claims (no or limited costs, no or limited appeal, individual rather than lawyer 

representation, mediation, limits on witnesses/experts)  
 Fast Track (timetable, usually standard directions and standard disclosure, fixed costs PI 

claims, summary assessment, experts)  
 Multi-track (timetable, case management conferences, case summaries, directions and 

disclosure requirements, detailed assessment of costs, experts). 
 
Learners will understand the criteria for allocation of a matter to the appropriate track and identify 
the Directions Questionnaire. 
 
Topic 4.2 
Learners will understand the difference between standard directions and special directions 
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following a case management conference. 
 
Topic 4.3 
Learners will understand the differences between different types of disclosure: standard disclosure, 
electronic disclosure and disclosure in Multi-track cases. 
 
Learners will understand the importance of the continuing duty of disclosure, the use of electronic 
documents, the meaning of inspection and special disclosure and the meaning of privilege in outline 
only. 
 
Topic 4.4 
Learners will understand the meaning of an interim application and when it is necessary, to include: 

 non-compliance with directions  
 requests for further information under Part 18.  

 

Learning outcome  
5. Understand what is required in preparing for trial 

 

Topics 
5.1 Purpose of witness statements  
5.2 Role of expert witnesses in Fast Track cases 
5.3 Purpose of a pre-trial review  
5.4 Process for preparing for trial  
 
Topic 5.1 
Learners will understand the purpose of witness statements as evidence, the format of a witness 
statement, witness summaries and exchange. 
 
Topic 5.2 
Learners will understand the role of experts, the importance of joint instruction, the expert’s 
impartiality and the expert’s duty to the court. 
 
Topic 5.3 
Learners will understand the purpose and content of a pre-trial review to include pre-trial review 
checklist, listing questionnaire and the setting of the trial window. 
 
Topic 5.4 
Learners will understand the process for preparing for trial to include: 

 instructions to counsel (where appropriate)  
 importance and content of trial bundle prepared by claimant  
 number of copies of trial bundle required  
 costs summary  
 chronology  
 ensuring experts and witnesses know trial date  
 witness summonses. 
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Learning outcome  
6. Understand the trial process  
 

Topics 
6.1 Order of a trial  
 

Topic 6.1 
Learners will understand in outline the order of events from the opening of the case by the 
claimant’s representative to the judgment, and possible awards of costs (outline only on costs). 

 
Suggested learning resources  

 CPR although learners are not expected to know the CPR rule and part numbers 
 Pre-action protocols for Personal Injury for Personal Injuries, Low Value Personal Injury 

Claims in Road Traffic Accidents and Low Value Personal Injury (Employers’ Liability and 
Public Liability) 

 Civil Court diagram 
 Flow chart for overview of the civil procedure process 
 N1 Notification of Claim Form, defence pack (N9A, N9B, N9C), acknowledgement of service 
 Learners should see as many examples as possible of materials relevant to personal injury 

matters. Examples: conditional fee agreements, damages based agreements, letter of claim 
(personal injury), particulars of claim, acknowledgement of service, application notice Form 
N244 setting aside default judgment, notice of proposed allocation, instruction to expert, 
witness statement, witness summons, directions questionnaire, list of documents (standard 
disclosure Form N265), statement of costs for summary assessment (Form N260), Part 18 
Request for Further Information, trial bundle etc. Visits to Small Claims Court and County 
Court would be beneficial 

 Suggested book: CILEx Law School Course Manual on Civil Litigation (Unit 9 CILEx Level 3 
qualification) Edited by Diana Massey. This book is suggested as a resource for tutors rather 
than learners. Tutors should use it as a general guide only due to the greater depth and 
spread of content than is required for Unit 311, particularly in relation to the practical 
application of the civil action process. It includes useful examples of documents and flow 
charts relevant to the civil litigation process. 
 

Websites 
 

www.justice.gov.uk (CPR, courts, procedure, pre-action protocols) 
www.judiciary.gov.uk (civil courts structure) 
www.justice.gov.uk/form/hmcts (form finder) 
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Unit 312 Criminal litigation 

UAN: L/507/4220 

Level: 3 

GLH: 60 

 
What is this unit about? 
The purpose of this unit is to introduce learners to the basic concepts, terms and procedures 
involved in the area of criminal litigation.  
 

Learning outcomes 
In this unit, learners will be able to: 

1. Understand the role of the police in relation to criminal investigations 
2. Understand a suspect’s entitlement to legal representation 
3. Understand the process of a summary trial in the Magistrates Court 
4. Understand the process of an indictable trial in the Crown Court 
5. Understand the main routes of appeal in relation to criminal cases 
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Scope of content 
This section gives details of the scope of content to be covered in the teaching of the unit to ensure 
that all the learning outcomes can be achieved. 
 

Learning outcome  
1. Understand the role of the police in relation to criminal investigations 
 

Topics 
1.1 Police powers to arrest and search 
1.2 Police powers to detain and interview 
1.3 Police powers to grant bail 
 

Topic 1.1 
Learners will understand that the police have powers of arrest and search when it is suspected 
that 

 a crime has been committed 

 a crime is being committed 

 a crime is about to be committed. 
 
Learners will understand when a search may be unlawful. 
 
Topic 1.2 
Learners will understand in outline only police powers to detain and interview suspects and the 
suspects’ rights in police custody specifically under code of practice C of PACE. 
 
Topic 1.3 
Learners will understand that once a suspect has been charged, they might be subject to police 
bail or remanded in custody. Learners will understand the circumstances in which each of these 
could be appropriate.  

 
Learning outcome  
2. Understand a suspect’s entitlement to legal representation 

Topics 
2.1 How a suspect can be represented when in detention 
2.2 How legal representation can be funded in criminal cases 
 
 

Topic 2.1 
Learners will understand a suspect’s entitlement to advice and representation when in detention, 
to include: 

 private lawyer 

 publicly funded police station representative. 
 
Topic 2.2 
Learners will understand the options available to the defendant to fund their defence to include 

 private funding 

 public funding 
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Learning outcome  
3. Understand the process of a summary trial in the Magistrates Court 
 

Topics 
3.1 Process for guilty pleas  
3.2 Process for not guilty pleas  
3.3 The role of the Magistrates Court in granting bail 
3.4 Special arrangements for young offenders 
3.5 Sentencing powers of the Magistrates Court 
 

Topic 3.1 
Learners will understand the process for the disposal of guilty pleas to include aggravating and 
mitigating factors when sentencing. 
 
Topic 3.2 
Learners will understand the process of summary trial, to include the role of: 

 prosecution 

 defence 

 magistrates 

 legal advisor 

 witnesses. 
 
Topic 3.3 
Learners will understand that magistrates have power to grant bail and the circumstances in which 
it would not be granted. Learners will also understand that magistrates can attach conditions when 
granting bail. 
 
Topic 3.4 
Learners will understand that young defendants will be tried in a Youth Court. They will understand 
the differences in process between the Youth Court and Magistrates’ Court procedures. 
 
Topic 3.5 
Learners will understand that magistrates have power to sentence a guilty defendant, to include: 

 custodial sentence 

 fines 

 community orders 

 
Learning outcome  
4. Understand the process of an indictable trial in the Crown Court 
 

Topics 
4.1 Process for guilty pleas  
4.2 Process for not guilty pleas  
4.3 The role of the Crown Court in granting bail 
4.4 Sentencing powers of the Crown Court  
 
Topic 4.1 
Learners will understand the process for the disposal of guilty pleas to include aggravating and 
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mitigating factors when sentencing. 
 
Topic 4.2 
Learners will understand the process of trial on indictment, to include the role of: 

 prosecution 

 defence 

 Judge 
 jury 
 witnesses. 

 
Topic 4.3 
Learners will understand that the Crown Court has power to grant bail, and the circumstances in 
which it would not be granted. Learners will also understand that the Crown Court can attach 
conditions when granting bail. 
 
Learners will understand that the Crown Court has power to sentence a guilty defendant, to 
include: 

 custodial sentence 

 fines 

 community orders. 

 

Learning outcome  
5. Understand the main routes of appeal in relation to criminal cases 
 

Topics 
5.1 Appeals against conviction or sentence in the Magistrates’ Court 
5.2 Appeals against conviction or sentence in the Crown Court 
5.3 The role of the Criminal Cases Review Commission 
 

Topic 5.1 
Learners will understand the routes of appeals against conviction or sentence in the Magistrates’ 
Court, to include: 

 appeal to the Crown Court 

 appeal by way of case stated to the Queen’s Bench Division of the High Court 

 possibility of further appeal to the Supreme Court. 
 
Topic 5.2 
Learners will understand the routes of appeals against conviction or sentence in the Crown Court, 
to include: 

 appeal to the Court of Appeal (Criminal Division) 

 possibility of further appeal to the Supreme Court. 
 
Topic 5.3 
Learners will understand the role of the Criminal Cases Review Commission, to include: 

 review of evidence 

 power to make recommendation for appeal. 
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Suggested learning resources 
 
Books 
 
Criminal Litigation (Course Manual) Ed    Ashmole, Tim 
 
Websites 
 
HM Courts & Tribunals Service   
www.gov.uk/government/organisations/hm-courts-and-tribunals-service 
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Appendix 2 Correction signs 

 

Amendment and correction signs 

New paragraph            or close up 
 
 

run on  leave a space 
 
 

insertion (with word above or 
balloon with arrow) 

          
          or 

move to the right  

transpose horizontally 
or balloon with arrow 

              or move to the left  

 

transpose vertically 
 

 
Let it stand (stet) 

 
- - - - -       in margin 

upper case  ie capital letter(s) u/c underscore  ie underline u/s 

Delete  lower case l/c 

 

 
Punctuation  
Punctuation marks used may include: 

colon : full stop . 

semi-colon ; question mark ? 

hyphen  (no space either side) - exclamation mark ! 

dash     (one space either side) -- brackets (   ) 

apostrophe ’ asterisk * 

inverted commas “  ” oblique or solidus / 

comma , ampersand & 
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Appendix 3 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 the Centres and Training Providers 
homepage on www.cityandguilds.com.  
 
City & Guilds Centre Manual  
This document provides guidance for organisations wishing to become City & Guilds approved 
centres, as well as information for approved centres delivering City & Guilds qualifications. It covers 
the centre and qualification approval process as well as providing guidance on delivery, assessment 
and quality assurance for approved centres. 
 
It also details the City & Guilds requirements for ongoing centre and qualification approval, and 
provides examples of best practice for centres. Specifically, the document includes sections on: 
 the centre and qualification approval process  
 assessment, internal quality assurance and examination roles at the centre 
 registration and certification of candidates  
 non-compliance and malpractice  
 complaints and appeals  
 equal opportunities  
 data protection 
 management systems 
 maintaining records 
 internal quality assurance 
 external quality assurance.  
 
Our Quality Assurance Requirements  
This document explains the requirements for the delivery, assessment and awarding of our 
qualifications. All centres working with City & Guilds must adopt and implement these requirements 
across all of their qualification provision. Specifically, this document: 
 specifies the quality assurance and control requirements that apply to all centres 
 sets out the basis for securing high standards, for all our qualifications and/or assessments 
 details the impact on centres of non-compliance 
 
The centre homepage section of the City & Guilds website also contains useful information on 
 Walled Garden: how to register and certificate candidates on line 
 Events: dates and information on the latest Centre events 
 Online assessment: how to register for e-assessments. 
 



 

  

Useful contacts 

UK learners  

General qualification information 

E: learnersupport@cityandguilds.com 

International learners 

General qualification information 

E: intcg@cityandguilds.com 

Centres 

Exam entries, Certificates, Registrations/enrolment, 
Invoices, Missing or late exam materials, Nominal roll 
reports, Results 

E: centresupport@cityandguilds.com 

Single subject qualifications 

Exam entries, Results, Certification, Missing or late 
exam materials, Incorrect exam papers, Forms 
request (BB, results entry), Exam date and time 
change 

E: singlesubjects@cityandguilds.com 

International awards 

Results, Entries, Enrolments, Invoices, Missing or late 
exam materials, Nominal roll reports 

E: intops@cityandguilds.com 

Walled Garden 

Re-issue of password or username, Technical 
problems, Entries, Results, e-assessment, 
Navigation, User/menu option, Problems 

E: walledgarden@cityandguilds.com 

Employer 

Employer solutions, Mapping, Accreditation, 
Development Skills, Consultancy 

E: business@cityandguilds.com 

 

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

If you have a complaint, or any suggestions for improvement about any of the services that we 
provide, email: feedbackandcomplaints@cityandguilds.com 



 

 

 

About City & Guilds 
As the UK’s leading vocational education organisation, City & Guilds is leading the talent revolution 
by inspiring people to unlock their potential and develop their skills. City & Guilds is recognised and 
respected by employers across the world as a sign of quality and exceptional training.  
 

City & Guilds Group 
The City & Guilds Group is a leader in global skills development. Our purpose is to help people and 
organisations to develop their skills for personal and economic growth. Made up of City & Guilds, 
City & Guilds Kineo, The Oxford Group and ILM, we work with education providers, businesses and 
governments in over 100 countries. 

 

Copyright   
The content of this document is, unless otherwise indicated, © The City and Guilds of London 
Institute 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 

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

The Standard Copying Conditions (see the City & Guilds website) also apply. 

 

City & Guilds 
1 Giltspur Street 
London EC1A 9DD 
www.cityandguilds.com 

 


