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1 Introduction to the qualification 
 

This document contains the information that centres need to offer the following qualification: 
 
Qualification title and level (NVQ) Level 3 Diploma in Policing  
City & Guilds qualification number (7467) 
Ofqual accreditation number 100/1000/100 
Last registration date 31/12/2010 
Last certification date 31/12/2013 
  
 
This qualification is intended for Probationary Police Officers during their first two years of duty.  It 
can also be used for continuing professional development.  This qualification is the national 
qualification for Probationary Police Officers. 
 
 

1.1 Qualification structure 
 
To achieve the Level 3 Diploma in Policing, learners must achieve 38 credits from the 10 mandatory 
units below.  
 
 

Accreditation 
unit 
reference 

City & 
Guilds unit 
number 

Unit title Mandatory/ 
optional for full 
qualification 

Credit value 

D/502/5732 Unit 001 Provide initial support to 
victims and witnesses 

Mandatory 3 

D/502/5734 Unit 002 Gather and submit 
information to support 
law enforcement 
objectives 
 

Mandatory 2 

H/502/5735 Unit 003 Provide an initial response 
to incidents 
 

Mandatory 4 

M/502/5737 Unit 004 Arrest detain or report 
individuals 
 

Mandatory 4 

J/502/5596 Unit 005 Conduct priority and 
volume investigations 
 

Mandatory 5 
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R/502/5598 Unit 006 Interview victims and 
witnesses in relation to 
priority and volume 
investigations 
 

Mandatory 5 

Y/502/5599 Unit 007 Interview suspects in 
relation to priority and 
volume investigation 
 

Mandatory 5 

R/502/5603 Unit 008 Searching people in a 
policing context 
 

Mandatory 3 

D/502/5605 Unit 009 Search vehicles premises 
and open spaces 
 

Mandatory 4 

L/502/5731 Unit 010 Manage conflict in a 
policing context 
 

Mandatory 3 

 
 
 

1.2 Opportunities for progression  
On completion of this qualification candidates may progress onto the Police Promotions Framework 
qualifications which are currently being developed by Skills for Justice (sector skills council). 
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2 Centre requirements  
 

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

Centres already offering City & Guilds qualifications in this subject area 

Centres approved to offer the qualification Level 3 and 4 NVQs in Policing (7464-03, 04, 9455-01) 
may apply for approval for the new Level 3 Diploma in Policing (7467) using the fast track approval 
form, available from the City & Guilds website.   
Centres may apply to offer the new qualification using the fast track form  

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

• if they meet all of the approval criteria specified in the fast track form guidance notes. 
 
Fast track approval is available for 12 months from the launch of the qualification. After this time, 
the qualification is subject to the standard Qualification Approval Process. It is the centre’s 
responsibility to check that fast track approval is still current at the time of application. 
 

2.1 Resource requirements  

Assessors  

All assessors must  
 
1. be qualified as an assessor (A1) or have been trained to assess through a programme that 

meets the requirements of the Police Learning Descriptor for Assessor Training.  Assessor 
training authorised and monitored by an Awarding Organisation (although not necessarily 
leading to A1) would also be acceptable.  Where centres use trained assessors they must 
provide evidence of the training undertaken to Awarding Organisations. 

2. have the role of assessor identified within their role profile, where assessment forms part of 
an individuals role 

3. be occupationally competent in the unit they are assessing.  This means that each assessor 
must, according to current sector practice, be competent in the functions covered by the 
units they are assessing.  They will have gained their occupational competence working 
within the Justice Sector or within an appropriate occupational sector.  They are not 
required to occupy a position in the organisation more senior than that of the candidate 
they are assessing.  Centres must be alert to the risks that all such arrangements could 
present and ensure that sufficient quality controls are in place through the internal 
verification process to minimise the possibility of collusion between candidates and 
assessor.  Assessors must be able to demonstrate consistent application of the skills and 
the current supporting knowledge and understanding in the context of a recent role directly 
related to the units they are assessing as a practitioner, trainee or manager. 

4. be familiar with the units that relate to the qualification and must be able to interpret and 
make judgements on current working practices and technologies within the area of work 

5. maintain their occupational competence by either actively engaging in continuous 
professional development activities or by performing the operational role as part of their 
regular responsibilities in order to keep up-to-date with developments relating to the 
changes taking place in the Justice sector. 

6 Level 3 Diploma in Policing (7467) 



 

6. have an appropriate induction to qualifications and the standards that they are assessing 
provided to them by the Centre, and have access to ongoing training and updating on 
current issues relevant to these qualifications.  Information on the induction and continuing 
professional development of assessors must be made available to the external verifier. 

 

Internal verifiers 

All internal verifiers must: 
 
1. be either qualified as a Verifier (V1) or have been trained to perform the function of 

verification.  A programme that meets the requirements of any Police learning Descriptor 
for Verification Training or V1 training authorised and monitored by an Awarding 
Organisation (although not necessarily leading to V1) would also be acceptable.  Where 
centres use trained Verifiers, they must provide evidence of the training undertaken to  
Awarding Organisations. 

2. be occupationally knowledgeable across the range of units for which they are responsible 
prior to commencing the role.  Due to the risk critical nature of the work and the legal 
implications of the assessment process, Internal Verifiers must understand the nature and 
context of the assessors’ work and that of their candidates.  IVs must also sample the 
assessment process and resolve differences and conflicts on assessment decisions. 

3. ensure that assessment has been carried out by persons who are ‘occupationally 
competent’ within the area they are assessing. 

4. maintain their occupational knowledge by actively engaging in continuous professional 
development activities in order to keep up-to-date with developments relating to the 
changes taking place in the Justice sector. 

5. have an appropriate induction to qualifications and the standards that they are verifying 
provided to them by the Centre, and have access to ongoing training and updating on 
current issues relevant to these qualifications.  Information on the induction and continuing 
professional development of internal verifiers must be made available to the external 
verifier. 

 

Age restrictions  

This qualification is not approved for use by candidates under the age of 18, and City & Guilds 
cannot accept any registrations for candidates in this age group.  
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3 Units 
 

Availability of units  

 
The units for this qualification follow.  
 
The learning outcomes and assessment criteria are also viewable on the National Database of 
Accredited Qualifications (NDAQ) www.accreditedqualifications.org.uk
 

Structure of units  

The units in this qualification are written in a standard format and comprise the following: 

• City & Guilds reference number 
• title 
• level 
• credit value 
• unit aim 
• learning outcomes 
• guided learning hours 
• details of the relationship between the unit and relevant national occupational standards 
• endorsement by a sector or other appropriate body 
• information on assessment  
 

Summary of units 

City & Guilds 
unit number 

Title QCF unit 
number 

Credits 

001 Provide initial support to victims and witnesses R/502/5732 3 

002 Gather and submit information to support law 
enforcement objectives 

D/502/5734 2 

003 Provide an initial response to incidents H/502/5735 4 

004 Arrest detain or report individuals M/502/5737 4 

005 Conduct priority and volume investigations J/502/5596 5 

006 Interview victims and witnesses in relation to 
priority and volume investigations 

R/502/5598 5 

007 Interview suspects in relation to priority and 
volume investigations 

Y/502/5599 5 

008 Searching people in a policing context R/502/5603 3 

009 Search vehicles premises and open spaces D/502/5605 4 

010 Manage conflict in a policing context L/502/5731 3 
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Unit 001 Provide initial support to victims and 
witnesses 

 

Level:  3 
 
Credit value: 3 
 
Unit aims 
This unit is about providing initial support to those affected by offending or anti-social behaviour 
(victims and witnesses). This initial support may be practical (e.g. relating to safety and security, 
compensation claims, paperwork) or emotional (e.g. listening, reassurance). The learner must also 
assess the individual’s need for further support, and identify and discuss possible sources of such 
support. Of key importance throughout is the ability to communicate effectively to encourage 
individuals to express their own feelings and needs. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will: 
1. Know and understand the factors that affect victims and witnesses and impact on their need for 

support. 
2. Be able to communicate effectively with victims and witnesses. 
3. Be able to provide initial support to victims and witnesses. 
4. Be able to assess the needs and wishes of victims and witnesses for further support. 
 
Guided learning hours 
It is recommended that 15 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit BE2, AA1, AB1, AE1 AF1, CA1. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the work place. 

• Workplace assessment 
Competence must be practically demonstrated on two occasions in the workplace. 
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Unit 001 Provide initial support to victims and 

witnesses 
Learning outcomes and assessment criteria 

Outcome 1 Know and understand the factors that affect victims and 
witnesses and impact on their need for support 

The learner can: 

1 describe how crime impacts on victims and witnesses 

2 explain the reasons why it is important to recognise and address the needs of victims and 
witnesses 

3 identify the range of needs that victims and witnesses (including those who are particularly 
vulnerable) may have, and the ways in which they can be addressed  

4 explain why it is important to involve those with parental responsibility when working with 
children affected by crime or anti-social behaviour 

5 describe how to use legislation, guidelines of good practice, charters and service standards 
to benefit and protect victims and witnesses  

6 identify appropriate sources of advice and support to assist meeting an individual need for 
support. 

Outcome 2 Be able to communicate effectively with victims and witnesses 

The learner can: 

1 communicate with individuals appropriately taking account of: 

• pace 

• their level of understanding 

• their preferred form of communication 

2 encourage individuals to express their own views about their immediate needs by creating 
an appropriate environment, actively listening and using appropriate: 

• body language 

• position 

• tone of voice 

3 explain clearly to individuals your organisation’s policy in respect of: 

• confidentiality 

• who will have access to information provided by individuals 

• how the information will be recorded and stored 

4 maintain contact with individuals communicating as necessary 

5 when communicating with victims and witnesses ensure your actions: 

• apply principles of equality, diversity and anti-discrimination practice  

• manage risks to health and safety 

• are recorded timely and accurately to meet requirements/deadlines. 
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Outcome 3 Be able to provide initial support to victims and witnesses 

The learner can: 

1 give initial support that is appropriate to the individuals’ needs 

2 explain clearly to individuals the range of services available from his/her organisation, 
providing details of how to access these services and those of other relevant organisations 

3 make clear and accurate records of: 

• the individuals’ immediate needs 

• the initial support provided to them 

4 when providing initial support to victims and witnesses ensure your actions: 

• apply principles of equality, diversity and anti-discrimination practice  

• manage risks to health and safety. 

 

Outcome 4 Be able to assess the needs and wishes of victims and 
witnesses for further support 

The learner can: 

1 discuss with individuals the nature and extent of their needs helping them to identify their 
priorities and how they could be addressed 

2 explain clearly to individuals the range of support and other services available from his/her 
and other organisations 

3 make clear and accurate records of: 

• the individuals’ needs and wishes 

• the agreements reached with them 

• the resulting actions taken 

4 when assessing the needs of victims, and witnesses ensure actions: 

• apply principles of equality, diversity and anti-discrimination practice  

• manage risks to health and safety. 
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Unit 002 Gather and submit information to support law 
enforcement objectives 

 

Level:  3 
 
Credit value: 2 
 
Unit aims 
This unit is about gathering information which has the potential to become intelligence and which is, 
therefore, likely to assist and support law enforcement objectives. The learner will need to be able 
to work in accordance with the requirements of the National Intelligence Model used in their 
organisation (for example, National Intelligence Model for policing). They must identify information 
that has the potential to become intelligence from a variety of situations and sources (human and 
technical), and conduct an initial assessment and grading of that information. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 
1 Know and understand relevant legal and organisational requirements related to gathering and 

submitting information. 

2 Be able to gather and submit information that has the potential to support law enforcement 
objectives. 

 
Guided learning hours 
It is recommended that 10 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CB1, AA1, AB1, AE1, AF1, CA1. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the workplace. 

• Workplace assessment 
Competence must be practically demonstrated on three occasions of which at least two must 
be in the work place. 
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Unit 002 Gather and submit information to support law 
enforcement objectives  

Learning outcomes and assessment criteria 

Outcome 1 Know and understand relevant legal and organisational 
requirements related to gathering and submitting information  

The learner can: 

1 identify the legislation, policies, procedures, codes of practice and/or guidelines that relate 
to: 

• gathering, submitting, retaining, recording and disseminating information 

• race, diversity and human rights 

• health and safety 

• disseminating and disclosing confidential information and contacts 

2 identify the types and sources of information that has the potential to support law 
enforcement objectives  

3 describe the National Intelligence Model or a model relevant to their organisation and 
explain how it fits within their organisation 

4 explain the importance of maintaining the security, integrity and continuity of information 
and sources, and how this is achieved 

5 distinguish between information and evidence, and the procedures to follow for each. 

Outcome 2 Be able to gather and submit information that has the potential 
to support law enforcement objectives  

The learner can: 

1 use ethical and lawful methods to gather information, ensuring that it’s security, integrity 
and confidentiality is maintained 

2 conduct an initial evaluation of information, including an assessment of risk and take any 
necessary immediate action 

3 record information (including provenance) using appropriate systems and protocols 

4 submit information to the appropriate person in an appropriate format and using recognised 
submission methods 

5 communicate effectively when gathering information and act in a way which: 

• promotes equality 

• respects diversity  

• values people as individuals  

• manages risks to health and safety. 
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Unit 003 Provide an initial response to incidents 
 

Level:  3 
 
Credit value: 4 
 
Unit aims 
This unit covers providing an initial response to incidents, including: crime, non-crime and traffic 
incidents. The learner will need to be able to gather information on the incident, establish the nature 
of the incident, and plan their actions accordingly. In the case of a major or critical incident, when 
first on the scene, they will need to take control of the incident until relieved by the appropriate 
person. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will: 
1 Know and understand relevant legal and organisational requirements for responding to an 

incident. 
2 Be able to gather information and plan a response to an incident. 
3 Be able to respond to incidents. 
 
Guided learning hours 
It is recommended that 20 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CD1, AA1, AB1, AE1, AF1, CA1 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the workplace.  

• Workplace assessment 
Competence must be practically demonstrated on three occasions, covering two types of 
incident. 
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Unit 003 Provide an initial response to incidents 
Learning outcomes and assessment criteria 

Outcome 1 Know and understand relevant legal and organisational 
requirements for responding to an incident  

The learner can: 

1 identify the legislation, policies, procedures, codes of practice and/or guidelines that relate 
to: 

• race, diversity, human rights 

• health and safety (self and others) 

• working with vulnerable groups  

• using personal safety techniques (including force) 

2 explain the reasons why it is important to provide an initial response to incidents in 
accordance with relevant legal and organisational requirements 

3 identify different types of incident for which an initial response is required, explaining the 
different procedures for response. 

Outcome 2 Be able to gather information and plan a response to an 
incident 

The learner can: 

1 establish the nature of incidents based on an assessment of available information 

2 obtain any necessary additional information which will support response to the incident:  

3 prioritise and plan actions in accordance with the nature of the incident.. 

Outcome 3 Be able to respond to incidents 

The learner can: 

1 liaise and communicate effectively with the following people regarding the incident, 
requesting other resources as necessary: 

• members of the public 

• control room 

• line management 

• other specialists, including external agencies 

2 respond and take control of incidents, within appropriate timescales, according to current 
policy, demonstrating the ability to: 

• challenge and deal appropriately with unacceptable behaviour 

• use appropriate personal safety techniques  

• recognise individual needs with respect to race, diversity and human rights 

3 demonstrate how to provide support to victims, witnesses and/or others 

4 identify and prioritise casualties, and provide necessary assistance  

5 take action to protect the scene of the incident and preserve evidence 
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6 record the following and submit for supervision within agreed timescales: 

• information, intelligence and sources from the incident 

• decisions 

• actions 

• rationale 

7 respond to incidents ensuring that they: 

• act in a way that values people as individuals  

• use law enforcement actions proportionately, recording actions correctly, within agreed 
timescales. 
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Unit 004  Arrest, detain or report individuals  
 

Level:  3 
 
Credit value: 4 
 
Unit aims 
This unit is about conducting arrests, detentions and reporting procedures. The learner will need to 
be able to conduct their actions legally and in a balanced and proportionate manner, considering 
the impact of their actions on others. They will need to use the correct techniques and deal with any 
contingencies that arise. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will: 
1 Know and understand relevant legal and organisational requirements relating to the arresting, 

detention and reporting of individuals.  
2 Be able to arrest and detain individuals.  
3 Be able to report individuals.  
 
Guided learning hours 
It is recommended that 20 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CD5, AA1, AB1, AE1, AF1, CA1, GC10 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the work place 

• Workplace assessment 
Competence must be practically demonstrated in the workplace on two occasions each for 
learning outcomes 2 and 3.  
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Unit 004  Arrest, detain or report individuals 
Learning outcomes and assessment criteria 

Outcome 1 Know and understand relevant legal and organisational 
requirements relating to the arresting, detention and reporting 
of individuals 

The learner can: 

1 identify the legislation, policies, procedures, codes of practice and/or guidelines that relate 
to: 

• arrest, detention and reporting procedures (including the legal rights of individuals 
subject to these actions) 

• documentation of actions, options, and decisions  

• documentation of rationale 

2 explain why it is necessary to release the individual without delay where information is 
received that negates the need for arrest, detention or reporting 

3 describe the types of contingencies that may occur and how to deal with them. 

Outcome 2 Be able to arrest and detain individuals 

The learner can: 

1 ensure that there is sufficient evidence and legal authority to justify actions 

2 select and conduct actions in a manner that is justifiable and proportionate to the 
circumstances  

3 take action to prevent the loss, damage, destruction or contamination of material/evidence 

4 document decisions, actions, and rationale and submit the documentation in accordance 
with current policy and legislation 

5 when conducting an arrest ensure you communicate effectively and that actions: 

• are lawful 

• ensure the safety of self and others 

• recognise diversity issues 

• value people as individuals. 

Outcome 3 Be able to report individuals  

The learner can: 

1 ensure that there is sufficient evidence and legal authority to justify actions 

2 select and conduct actions in a manner that is justifiable and proportionate to the 
circumstances 

3 document decisions, actions, and rationale submitting the documentation in accordance 
with current policy and legislation 

4 when reporting individuals ensure that communication is effective and that actions: 

• are lawful 
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• ensure the safety of self and others 

• recognise diversity issues 

• value people as individuals. 
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Unit 005 Conduct priority and volume investigations
  

 

Level:  3 
 
Credit value: 5 
 
Unit aims 
This unit is about conducting investigations for priority and volume investigations and is applicable 
to the investigation of all types of priority and volume incidents.  They will need to be able to gather 
and assess the available information and intelligence, conduct a risk assessment, identify and 
preserve the initial scene(s), and identify and deal with material.  They must also be able to develop 
initial lines of enquiry and deal with any victim(s), witnesses and suspects appropriately.  In addition, 
they will need to ensure that the appropriate people are briefed about the status of the 
investigation to maintain continuity. 
 
Learning outcomes 
There are four learning outcomes to this unit. The learner will: 
1 Know and understand the legal and organisational requirements in relation to conducting 

priority and volume investigations. 
2 Know and understand the professional practice applicable to conducting priority and volume 

investigations. 
3 Be able to conduct priority and volume investigations. 
4 Be able to complete and submit documentation relating to priority and volume investigations. 
 
Guided learning hours 
It is recommended that 25 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CI101, AA1, AB1, AE1, AF1, CA1 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the workplace.  

• Workplace assessment 
Competence must be practically demonstrated on two occasions in the workplace. 
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Unit 005 Conduct priority and volume investigations 
Learning outcomes and assessment criteria 

Outcome 1 know and understand the legal and organisational requirements 
in relation to conducting priority and volume investigations 

The learner can: 

1 describe the legislation, policies, procedures, codes of practice in relation to conducting 
investigations 

2 explain what support should be provided to victim(s), potential witnesses and suspects 

3 outline the types of investigation that are within their limits of responsibility 

4 specify the restrictions that apply to the disclosure of sensitive information 

5 explain the purpose and importance of risk assessments within the context of priority and 
volume investigations. 

Outcome 2 Know and understand the professional practice applicable to 
conducting priority and volume investigations 

The learner can: 

1 recognise the impact of crime and criminality upon the community 

2 describe the characteristics of crimes and how they are committed 

3 describe the investigative process including the activities and decision making required to 
progress an investigation 

4 explain how applying an investigative mindset can contribute to the investigative process. 

Outcome 3 Be able to conduct priority and volume investigations 

The learner can: 

1 investigate the incident ensuring that they understand it’s nature 

2 identify the need for any additional support (e.g. specialist, line management, external 
agencies) and take appropriate action to minimise risk 

3 identify and deal appropriately with victims, suspects and potential witnesses, assessing the 
factors likely to impact on the investigation (e.g. vulnerability, language, culture, lifestyle, 
repeat/linked incidents) 

4 identify and take the necessary steps to protect and preserve the scene 

5 gather all available material, retain and record in line with current legislation and policy 

6 identify and prioritise all lines of enquiry (e.g. suspects, witnesses, victims, 
forensic/scientific, intelligence, property, technology) 

7 identify and take steps to deal with any suspects 

8 deal with persons in custody diligently and expeditiously, ensuring the custody officer is kept 
informed of progress to reach a decision on disposal 

9 ensure that victims, witnesses and families are kept informed, and provided with any 
necessary support and protection 

10 demonstrate whilst conducting an investigation that their actions 
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• are lawful 

• promote equality and respect diversity  

• are communicated effectively. 

Outcome 4 Be able to complete and submit documentation relating to 
priority and volume investigations  

The learner can: 

1 fully document all actions taken in accordance with current policy and legislation 

2 prepare and submit case files in compliance with legislation and the manual of guidance for 
file completion 

3 prepare evidence for presentation to courts and other hearings 

4 pass on any information and intelligence that may be relevant to other investigations, 
promptly, to the appropriate person or department. 
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Unit 006 Interview victims and witnesses in relation to 
priority and volume investigations 

 

Level:  3 
 
Credit value: 5 
 
Unit aims 
This unit is about interviewing victims and witnesses as part of priority and volume investigations. 
The unit covers interviews conducted at police premises or elsewhere. The learner must plan and 
prepare for both formal and informal interviews by developing an interview strategy, assessing the 
interviewee’s fitness for interview, and setting up an appropriate location. They must conduct 
interviews in accordance with legislation, policy and other guidelines using appropriate interviewing 
techniques and communication skills. Finally, learners are expected to evaluate interviews 
(including their own performance) and take any necessary further action in relation to 
investigations. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will: 
1 Know and understand relevant legal and organisational requirements in relation to interviewing 

victims and witnesses. 
2 Know and understand the principles of interviewing victims and witnesses. 
3 Be able to plan and prepare interviews with victims and witnesses. 
4 Be able to conduct interview with victims and witnesses. 
5 Know how to evaluate and carry out post-interview procedures with victims and witnesses. 
 
Guided learning hours 
It is recommended that 25 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CJ101, AA1, AB1, AE1, AF1, CA1. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the workplace. 

• Workplace assessment 
Competence must be practically assessed on three occasions in the workplace, two interviews 
must be with a victim(s) and one interview must be with a witness. 

Level 3 Diploma in Policing (7467) 23 



 

  

Unit 006 Interview victims and witnesses in relation to 
priority and volume investigations 

Learning outcomes and assessment criteria 

Outcome 1 Know and understand relevant legal and organisational 
requirements in relation to interviewing victims and witnesses 

The learner can: 

1 identify the key features of legislation, policies, procedures, codes of practice, professional 
practice and   organisational requirements and guidelines in relation to: 

• conducting interviews with victims and witnesses  

• race, diversity and human rights 

• health, safety, security and welfare 

• dealing with victims and witnesses in an ethical and effective manner  

• rules of evidence and disclosure. 

Outcome 2 Know and understand the principles of interviewing victims and 
witnesses 

The learner can: 

1 describe the features of an interview strategy and indicate resources which can assist in 
developing the strategy 

2 identify the relevant points they need to prove during the interview 

3 classify the categories of interviewee (e.g. vulnerable, intimidated, significant or other 
influencing factor) 

4 explain the importance of appropriate timings, locations and environmental conditions to 
the conduct of interviews 

5 describe the features of approved interview techniques and communication methods 

6 describe the types of contingencies (e.g. medical, welfare, hostile/reluctant behaviour, 
environmental conditions) that might arise during interview and how to deal with them.  

Outcome 3 Be able to plan and prepare interviews with victims and 
witnesses 

The learner can: 

1 prepare a written plan for an interview taking into account the legal nature of the incident to 
be investigated and the circumstances under which interviews can be conducted  

2 determine whether the individual is fit for interview by making a basic assessment of: 

• physical condition 

• mental condition 

• emotional condition 

3 plan and prepare for interviews by: 

• identifying the category of interviewee (e.g. vulnerable, intimidated, significant) 
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• reviewing all available material  

• consulting with relevant others (e.g. prosecutors, legal representatives, appropriate 
adults, health care professionals, custody officers, officers required for legal authorities, 
colleagues, interpreters) 

• establishing an appropriate time, place and environmental conditions for the interview 

• setting up the necessary interview location and resources (e.g. relevant documentation, 
exhibits, appropriate adult or interpreter). 

Outcome 4 Be able to conduct interview with victims and witnesses  

The learner can: 

1 explain the interview process to all those present and confirm their understanding 

2 conduct interviews with victims and witnesses in a manner which: 

• maintains the security and welfare of all present 

• is ethical and effective 

• employs appropriate interview techniques and communication methods to obtain an 
accurate account 

• makes appropriate use of exhibits 

• addresses any contingencies which arise (e.g. medical, welfare, hostile/reluctant 
behaviour, environmental conditions)  

3 complete all relevant documentation, and obtain any necessary endorsements (e.g. 
interview notes, pocket notebook, criminal justice statements, including victim personal 
statements and exhibit forms) 

4 conclude the interview by informing all those present of the next steps including, where 
appropriate, the relevant legal processes. 

Outcome 5 Know how to evaluate and carry out post-interview procedures 
with victims and witnesses  

The learner can: 

1 evaluate the interview and all available material and prioritise any further action (e.g. pursue 
further lines of enquiry, brief others, update intelligence systems) 

2 update relevant others based on the evaluation of the interview 

3 evaluate their own performance in interviews and identify any learning points 
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Unit 007 Interview suspects in relation to priority and 
volume investigations 

 

Level:  3 
 
Credit value: 5 
 
Unit aims 
This unit is about interviewing suspects as part of priority and volume investigations. The unit 
covers interviews with suspects who are under arrest and those who are not under arrest, whether 
the interview is conducted at police premises or elsewhere. The learner must plan and prepare for 
interviews by developing an interview plan, assessing the suspect’s fitness for interview, and setting 
up an appropriate location. They must conduct interviews in accordance with legislation, policy and 
other guidelines using appropriate interviewing techniques and communication skills. Finally, 
learners are expected to evaluate interviews (including their own performance) and take any 
necessary further action. 
 
Learning outcomes 
There are five learning outcomes to this unit. The learner will: 
1 Know and understand relevant legal and organisational requirements in relation to interviewing 

suspects 
2 Know and understand the principles of interviewing suspects. 
3 Be able to plan and prepare interviews with suspects. 
4 Be able to conduct an interview with a suspect. 
5 Be able to evaluate interviews with suspects and carry out post-interview procedures. 
 
Guided learning hours 
It is recommended that 25 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CJ201, AA1, AB1, AE1, AF1, CA1. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge must be demonstrated in a learning and development environment 
prior to application in the workplace. 

• Workplace assessment 
Competence must be practically assessed on three occasions in the workplace 
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Unit 007 Interview suspects in relation to priority and 
volume investigations 

Learning outcomes and assessment criteria 

Outcome 1 Know and understand relevant legal and organisational 
requirements in relation to interviewing suspects 

The learner can: 

1 identify the legislation, policies, procedures, codes of practice, professional practice and 
organisational requirements and guidelines in relation to: 

• conducting interviews with suspects 

• race, diversity and human rights 

• health, safety, security and welfare 

• dealing with suspects and relevant others in an ethical and effective manner  

• rules of evidence and disclosure. 

Outcome 2 Know and understand the principles of interviewing suspects 

The learner can: 

1 describe the features of an interview strategy and indicate resources which can assist in 
developing the strategy 

2 describe the role of ‘relevant others’ regarding the interview of suspects (e.g. prosecutors, 
legal representatives, appropriate adults, health care professionals, custody officer, officers 
required for legal authorities, colleagues, interpreters) 

3 describe the features of approved interview techniques and communication methods 

4 explain the importance of appropriate timings locations and environmental conditions to the 
conduct of interviews (e.g. urgent interviews, interviews at the scene, in police premises, 
healthcare facility) 

5 describe the types of contingencies (e.g. legal, medical, welfare, abusive or aggressive 
behaviour, technical faults, complaints and environmental conditions) that might arise 
during interview and how to deal with them 

6 describe the procedures and reasons for assuming responsibility for suspects. 

Outcome 3 Be able to plan and prepare interviews with suspects  

The learner can: 

1 review the material in relation to the incident in question (e.g. information, objects, written 
documentation, audio recording, passive data generators, visual images)  

2 identify the factors that affect a suspect’s fitness for interview, and explain how these inform 
their approach to interviews (e.g. intoxication by drink or drugs, behaviour, age, physical 
disorder or disability, learning disability, mental health) 

3 describe the use of the following resources during interviews: 

• audio/video recording equipment 

• appropriate documentation 
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• exhibits 

4 prepare for a pre-interview briefing with a legal advisor by determining the extent and 
supply of appropriate material. 

Outcome 4 Be able to conduct an interview with a suspect 

The learner can: 

1 deliver a pre-interview briefing to a legal representative prior to interview 

2 assume responsibility for a suspect ensuring their safety, security and welfare and that of 
relevant others (e.g. legal representatives, appropriate adults, healthcare professionals, 
interpreters and colleagues) 

3 explain the interview process to all those present and confirm understanding 

4 use the required caution, evidential or special warning and confirm the suspect’s 
understanding  

5 conduct interviews with suspects in a manner which: 

• is ethical and effective 

• employs appropriate interview techniques and communication methods  

• makes appropriate use of exhibits 

• addresses any contingencies which arise (e.g. medical, welfare, hostile/reluctant 
behaviour, environmental conditions)  

6 conclude the interview by informing all those present of the next steps including, where 
appropriate, the relevant legal processes  

7 complete all relevant documentation, and obtain any necessary endorsements e.g. interview 
notes, pocket notebook, criminal justice statements and exhibit forms. 

Outcome 5 Be able to evaluate interviews with suspects and carry out post-
interview procedures 

The learner can: 

1 evaluate the interview and all available material and prioritise any further action (e.g. other 
lines of enquiry, charge, release, arrest or no further action) 

2 update relevant others and intelligence systems based on the evaluation of the interview  

3 evaluate their own performance in interviews and identify any learning points. 
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Unit 008 Searching people in a policing context 
 

Level:  3 
 
Credit value: 3 
 
Unit aims 
This unit is about searching individuals for items suspected of being evidence of an offence, or for 
prevention of harm to self or others. 
 
Learning outcomes 
There are two learning outcomes to this unit. The learner will: 
1 Know and understand legal and organisational requirements in relation to searching individuals. 
2 Be able to search individuals. 
 
Guided learning hours 
It is recommended that 15 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CK1, AA1, AB1, AE1, AF1, CA1, GC10. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the workplace. 

• Workplace assessment 
Competence must be practically demonstrated on two occasions in the workplace for all 
learning outcomes.  
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Unit 008 Searching people in a policing context 
Learning outcomes and assessment criteria 

Outcome 1 Know and understand legal and organisational requirements in 
relation to searching individuals 

The learner can: 

1 identify the legislation, policies, procedures, codes of practice and/or guidelines that relate 
to: 

• searching individuals 

• race, diversity and human rights 

• health and safety 

• working appropriately with children and young people 

• the use of personal safety techniques (including force) 

• dealing with individuals in an ethical manner 

• documenting decisions, actions, options and rationale 

2 explain the reasons why it is important to search individuals in accordance with relevant 
legal and organisational requirements 

3 describe how to ensure that they have the grounds, legal authority and correct conditions 
for carrying out searches 

4 describe the types of risks and contingencies that may arise when searching individuals and 
how to deal with them. 

Outcome 2 Be able to search individuals 

The learner can: 

1 establish the grounds and legal authority to carry out the search 

2 communicate effectively with those present throughout the search (including informing the 
individual of the purpose and grounds for the search, their rights, and the results of the 
search) 

3 control individuals in order to prevent loss or contamination of evidence, escape of 
individual(s) or harm to any person, using appropriate personal safety techniques where 
necessary 

4 conduct the following searches using appropriate search methods: 

• of individuals not under arrest 

• of individuals post arrest 

• of any connected property 

5 identify and seize any item covered by the relevant search power 

6 package and store evidence seized in order to maintain its integrity and continuity 

7 document the following: 

• decisions 

• actions 
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• options 

• rationale 

8 search individuals, communicate effectively and: 

• promote equality 

• respecting diversity  

• valuing people as individuals  

• manage risks to health and safety 

• use law enforcement actions proportionately, recording actions correctly in agreed 
timescales. 
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Unit 009 Search vehicles, premises and open spaces 
 

Level:  3 
 
Credit value: 4 
 
Unit aims 
This unit is about searches of vehicles, premises and open spaces. 
The search must be conducted in a legal and ethical way, using approved search methods. They will 
need to establish that they have the grounds and legal authority to carry out the search. Where 
evidence is found this may be seized, packaged and stored in a manner that maintains its integrity 
and continuity. They will also need to complete any necessary documentation. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will: 
1 Understand legal and organisational requirements in relation to searching vehicles, premises 

and open spaces. 
2 Be able to prepare to search vehicles, premises and open.  
3 Be able to conduct searches of vehicles, premises and open spaces. 
 
Guided learning hours 
It is recommended that 20 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit CK2, AA1, AB1, AE1, AF1, CA1, GC10. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Knowledge element 

Application of knowledge should be demonstrated in a learning and development environment 
prior to application in the work place.  

• Workplace assessment 
Competence must be practically demonstrated, in the workplace, on three occasions, once for 
each type of search, ensuring that all assessment criteria are covered. 
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Unit 009 Search vehicles, premises and open spaces 
Learning outcomes and assessment criteria 

Outcome 1 Understand legal and organisational requirements in relation to 
searching vehicles, premises and open spaces 

The learner can: 

1 identify current and relevant legislation, policies, procedures, codes of practice and 
guidelines for searching premises, vehicles and open spaces 

2 identify current and relevant legislation, organisational requirements and national guidelines 
in relation to: 

• race, diversity and human rights 

• health and safety 

• working appropriately with children and young people 

3 explain how to maintain the health and safety of yourself and others during the search 

4 identify the contingencies that may occur and explain how to deal with them (e.g. firearms, 
drugs, explosives) 

5 identify the information which must be provided to relevant person(s) during the search 
procedures. 

Outcome 2 Be able to prepare to search vehicles, premises and open 
spaces 

The learner can: 

1 establish the grounds and legal authority to carry out the search 

2 carry out planning appropriate to the circumstances and conduct an accurate risk 
assessment 

3 manage the health and safety of self and others prior to the search 

4 identify the search area (e.g. vehicles, premises, open spaces), confirming that the location 
corresponds with the details on any search authority 

5 inform the appropriate individuals of the purpose, authority and grounds for the search, and 
their rights in accordance with legislation 

6 deal with individuals in an ethical manner, recognising their needs with respect to race, 
diversity and human rights. 

Outcome 3 Be able to conduct searches of vehicles, premises and open 
spaces 

The learner can: 

1 conduct the search in an ethical and effective manner, recognising the individuals’ and 
community needs with respect to race, diversity and human rights and management of the 
health and safety of self and others during and after the search 

2 deal with personal property respectfully and in accordance with current policy 

3 respond to any contingencies appropriately and in accordance with current policy and 
legislation 
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4 liaise with all relevant parties to maintain the effectiveness of the search 

5 conduct the search using approved and appropriate search methods 

6 identify and seize any item suspected of being evidence of an offence 

7 package and store any evidence seized to maintain its integrity and continuity 

8 leave the search area (e.g. vehicles premises, open spaces) in an appropriate condition and 
conclude the search procedures in accordance with current legislation and policy 

9 document all decisions, actions, options and rationale in accordance with current policy and 
legislation. 
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Unit 010 Manage conflict in a policing context 
 

Level:  3 
 
Credit value: 3 
 
Unit aims 
This unit covers managing conflict i.e. recognising and dealing with a range of behaviours and 
actions. The learner must respond in ways that do not provoke conflict, and seeking to defuse 
situations where such behaviour is present. They must use appropriate personal safety skills 
(including self defence and restraint) and equipment. 
 
Learning outcomes 
There are three learning outcomes to this unit. The learner will be able to: 
1 Understand legislation and other relevant guidance related to managing conflict. 
2 Be able to apply conflict management skills and techniques. 
3 Use personal safety skills and any issued equipment 
 
Guided learning hours 
It is recommended that 15 hours should be allocated for this unit. This may be on a full-time or part-
time basis. 
 
Details of the relationship between the unit and relevant national occupational standards 
This unit is linked to: unit GC10, AA1, AB1, AE1, AF1, CA1. 
 
Endorsement of the unit by a sector or other appropriate body 
This unit is endorsed by Skills for Justice, the Sector Skills Council for Justice. 
 
Assessment  
This unit will be assessed by: 
• Workplace assessment 

Competence must be practically demonstrated in the workplace for all learning outcomes 
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Unit 010 Manage conflict in a policing context 
Learning outcomes and assessment criteria 

Outcome 1 Understand legislation and other relevant guidance related to 
managing conflict 

The learner can: 

1 identify the legislation, organisational requirements, national guidelines and personal 
responsibilities (including level of training and duty of care) that relate to managing conflict 

2 explain why it is important to adhere to national guidelines relating to working appropriately 
with children and young people 

3 explain the procedures for recording and reporting incidents involving personal safety skills 
and equipment. 

Outcome 2 Be able to apply conflict management skills and techniques 

The learner can: 

1 gather information in order to make a threat assessment 

2 select and apply an appropriate tactical option, based on a threat assessment, legislation, 
training and organisational policy, calling for any necessary assistance, back-up and support 
if required 

3 communicate with people in a way that: 

• shows respect for them, their property and their rights 

• is appropriate to them 

• is free from discrimination and oppressive behaviour  

• ensures that your actions and words signal non-aggression at the appropriate times 

• remains alert to verbal and non-verbal communication pertaining to danger cues 

• uses language and speech; actions, gestures and body language; space and position 
appropriately 

4 take action to defuse conflict with both compliant and non-compliant people that: 

• will not make the situation worse and promotes calmness and reassurance 

• is consistent with the organisation’s policies, procedures and your legal responsibilities 
and training 

5 when applying conflict management skills ensure your actions: 

• act in a way that values people as individuals  

• manage risks to health and safety 

• use law enforcement actions proportionately, recording actions correctly and timely.  

Outcome 3 Use personal safety skills and any issued equipment 

The learner can: 

1 use appropriate skills at the incident ensuring that: 

• force used during the incident is reasonable, proportionate and necessary 
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• a duty of care and aftercare is demonstrated 

2 carry and use approved personal protective and communication equipment in line with 
organisational operating procedures and training in order to: 

• communicate accurate and clear information to the individual(s), colleagues and other 
specialist staff 

• promptly and accurately report on the incident, justify or evidence the action taken 

3 promptly inform a supervisor of the actions taken during the incident 

4 When using personal safety skills and equipment ensure  

• people are valued as individuals   

• risks to health and safety are managed 

• law enforcement actions are used proportionately and actions are recorded and used 
correctly and timely. 
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4 Assessment 
 

4.1 Workplace assessment 

The following text is extracted from the Skills for Justice document ‘Assessment Strategy for Police 
Competence based qualifications other than NVQs in the QCF’ August 2009 

‘Skills for Justice believes that direct observation in the workplace by a competent assessor (as 
outlined in Section 6.1) is always to be preferred.  Workplace assessment is any real policing 
situation where a candidate demonstrates their competence against a unit or units and does this 
entirely without intervention from a tutor, supervisor or fellow officer (for example, candidate can 
provide evidence of competence during their tutor period – provided that the activities are 
completed without the intervention of their tutor, supervisor or fellow officers). 

Skills for Justice recognises that there are alternative evidence sources which may be used where 
direct observation is not possible or practical e.g. work products, records, reflective accounts, 
professional discussion, simulations etc.  Where other forms of evidence are used the Assessor is 
responsible for making the final judgement in terms of the candidate meeting the evidence 
requirements for the unit. 

Scenario/simulation based assessment of knowledge and understanding may take place in a 
different environment, for example, in a training and development centre or another environment, 
which is not the immediate workplace. 

Scenarios/simulations can be used when 

• there are limited opportunities to demonstrate competence in the workplace against all of 
the learning outcomes or that the length of time for opportunities to arise is considered too 
long 

• scenarios/simulations would provide a more consistent demonstration of competence 

• it would enable candidates to be assessed in circumstances which are more demanding that 
might be encountered in their everyday work 

The use of scenarios/simulations cannot be used to cover all of the workplace assessment 
requirements.  They should only supplement when necessary for the reasons listed above.  

Where simulations are used, they must replicate the working environment as closely as possible and 
the methodology should have previously been agreed as part of the ongoing quality assurance by 
the awarding organisation. 

4.2 Recording forms and e-portfolio systems 
Candidates and centres may decide to use a paper-based or electronic method of recording 
evidence. 
 
A full set of generic recording forms which are suitable for recording candidates’ 
details/progress/achievements is available as a downloadable pdf or Word document at the City &  
Guilds website at www.cityanadguilds.com  under Centres/Centre Support/Generic NVQ &  SVQ 
Candidate and Centre Guides.  Alternatively, centres may devise or customise their own set of 
forms, which must be approved for use by the external verifier, before they are used by candidates 
and assessors at the centre.  
 
City & Guilds endorses a range of e-portfolio systems.  Full details are available at the City &  Guilds 
website at www.cityandguilds.com under Centres/E-Learning/E-portfolios (It should be noted that 
City &  Guilds does not produce its own e-portfolio system) 
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5 Course design and delivery 
5.1 Initial assessment and induction 

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

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

• any units the candidate has already completed, or credit they have accumulated which is 
relevant to the qualification they are about to begiin. 

 
City & Guilds recommends that centres provide an induction programme to ensure the candidate 
fully understands the requirements of the qualification they will work towards, their responsibilities 
as a candidate, and the responsibilities of the centre. It may be helpful to record the information on 
a learning contract.  
 
Further guidance about initial assessment and induction, as well as a learning contract that centres 
may use, are available on the City & Guilds website at www.cityandguilds.com  
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5 Course design and delivery 
5.2 Recommended delivery strategies 

Centre staff should familiarise themselves with the structure, content and assessment requirements 
of the qualification before designing a course programme.   
 
Centres may design course programmes of study in any way which: 

• best meets the needs and capabilities of their candidates  

• satisfies the requirements of the qualification.  
 
In particular, staff should consider the skills and knowledge related to the national occupational 
standards. 
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Appendix 1 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.  
 
Providing City & Guilds qualifications – a guide to centre and qualification approval 
contains detailed information about the processes which must be followed and requirements which 
must be met for a centre to achieve ‘approved centre’ status, or to offer a particular qualification. 
Specifically, the document includes sections on: 
• The centre and qualification approval process and forms 
• Assessment, verification and examination roles at the centre 
• Registration and certification of candidates  
• Non-compliance 
• Complaints and appeals  
• Equal opportunities  
• Data protection 
• Frequently asked questions.  
 
Ensuring quality contains updates and good practice exemplars for City & Guilds assessment and 
policy issues. Specifically, the document contains information on: 

• Management systems 
• Maintaining records 
• Assessment 
• Internal verification and quality assurance 
• External verification.  
 
Access to Assessment & Qualifications provides full details of the arrangements that may be 
made to facilitate access to assessments and qualifications for candidates who are eligible for 
adjustments in assessment. 
 
The centre homepage section of the City & Guilds website also contains useful information such 
on such things as: 

• Walled Garden 
Find out how to regiister and certificate candidates on line 

• Qualifications and Credit Framework (QCF) 
Contains general guidance about the QCF and how qualifications will change, as well as 
information on the IT systems needed and FAQs 

• Events 
Contains dates and information on the latest Centre events 

• Online assessment 
Contains information on how to register for GOLA assessments.  
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Useful contacts 
 

Type Contact Query 

UK learners T: +44 (0)20 7294 2800 
E: learnersupport@cityandguilds.com 

• General qualification information 

International 
learners 

T: +44 (0)20 7294 2885 
F: +44 (0)20 7294 2413 
E: intcg@cityandguilds.com 

• General qualification information  

Centres T: +44 (0)20 7294 2787 
F: +44 (0)20 7294 2413 
E: centresupport@cityandguilds.com 

• Exam entries  

• Registrations/enrolment  

• Certificates  

• Invoices  

• Missing or late exam materials  

• Nominal roll reports  

• Results 

Single subject 
qualifications 

T: +44 (0)20 7294 8080 
F: +44 (0)20 7294 2413 
F: +44 (0)20 7294 2404 (BB forms) 
E: singlesubjects@cityandguilds.com 

• Exam entries  

• Results  

• Certification  

• Missing or late exam materials  

• Incorrect exam papers  

• Forms request (BB, results entry)  

• Exam date and time change 

International 
awards 

T: +44 (0)20 7294 2885 
F: +44 (0)20 7294 2413 
E: intops@cityandguilds.com 

• Results  

• Entries  

• Enrolments  

• Invoices  

• Missing or late exam materials  

• Nominal roll reports 

Walled Garden T: +44 (0)20 7294 2840 
F: +44 (0)20 7294 2405 
E: walledgarden@cityandguilds.com 

• Re-issue of password or username  

• Technical problems  

• Entries  

• Results  

• GOLA  

• Navigation  

• User/menu option problems 

Employer T: +44 (0)121 503 8993 
E: business_unit@cityandguilds.com 

• Employer solutions  

• Mapping  

• Accreditation  

• Development Skills  

• Consultancy 

Publications T: +44 (0)20 7294 2850 
F: +44 (0)20 7294 3387 

• Logbooks  

• Centre documents  

• Forms  

• Free literature 

If you have a complaint, or any suggestions for improvement about any of the services that City & Guilds 
provides, email: feedbackandcomplaints@cityandguilds.com  
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