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General guidance for candidates 

General guidance 

This is a formal assessment that you will be marked and graded on. You will be marked on the 
quality and accuracy of your practical performance and any written work you produce. It is 
therefore important that you carry your work out to the highest standard you can. You should 
show how well you know and understand the subject and how you are able to use your 
knowledge and skills together to complete the tasks.  

 

Plagiarism 

This is an assessment of your abilities, so the work must be all your own work and carried out 
under the conditions stated. You will be asked to sign a declaration that you have not had any 
outside help with the assessment.  

Your tutor is allowed to give you some help understanding the assignment instructions if 
necessary, but they will record any other guidance you need and this will be taken into account 
during marking.  

Plagiarism is the failure to acknowledge sources properly and/or the submission of another 
person’s work as if it were your own. Plagiarism is not allowed in this assignment. 

Where research is allowed, your tutor must be able to identify which work you have done yourself, 
and what you have found from other sources. It is therefore important to make sure you 
acknowledge all sources and clearly reference any information taken from them. 

 

Timings and planning 

Where you have to plan your time, you should take care to make sure you have divided the time 
available between tasks appropriately. In some assignments, there are specified timings which 
cannot be changed and which need to be taken into account.  You should check your plan is 
appropriate with your tutor. 

If you have a good reason for needing more time, you will need to explain the reasons to your 
tutor and agree a new deadline date. Changes to dates will be at the discretion of the tutor, and 
they may not mark work that is handed in after the agreed deadlines. 

 

Health and Safety 

You must always work safely, in particular while you are carrying out practical tasks.  

You must always follow any relevant Health and Safety regulations and codes of practice. 

If your tutor sees you working in a way that is unsafe for yourself or others, they will ask you to 
stop immediately, and tell you why. Your tutor will not be able to reassess you until they are sure 
you are ready for assessment and can work safely. 

 

Presentation of work 

Presentation of work must be neat and appropriate to the task.  

You should make sure that each piece of evidence including any proformas eg record/job cards 
are clearly labelled with your name and the assignment reference.  

All electronic files must be given a clear file name that allows your tutor to identify it as your work. 

Written work eg reports may be word processed but this is not a requirement.  
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Assignment Brief 
For this assignment you will demonstrate your knowledge and understanding All-terrain vehicles 
and Rough terrain telescopic forklift. On a given All-Terrain vehicle, you will carry out maintain and 
servicing as per manufacturer’s recommendations. You will also operate a Rough terrain 
telescopic forklift. 

You must ensure that you work safely at all times in accordance with current legislation 
and safe working practices. 

Tasks  

Task 1  
Inspect an All-Terrain Vehicle and produce a written report of your findings. Your report must 
suggest and justify: 

 suitable repairs and replacements of components  

 the materials you will use to carry out this work.   

 

Conditions of assessment: 
Your report must be completed working alone under supervised conditions. 
 
What you must produce for marking: 

 Your report 

 
 
Task 2  
Complete a standard service as recommended by the manufacturer on the All-terrain vehicle. You 
must complete documentation to record maintenance work carried out. 
 
Explain the need for the servicing and the possible consequences of not carrying out the services.  
 
Conditions of assessment: 
You must carry the task out on your own, under supervised conditions. 
 
What you must produce for marking: 

 Your documentation recording maintenance work carried out 

 Your piece of written work  

 
Additional evidence of your performance that must be captured for marking: 

 Your tutor’s notes of your working practice describing the quality, consistency and 
accuracy of the finished work. 
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Task 3  
Prepare and operate a Rough Terrain Telescopic Forklift safely to achieve two given tasks using 
different attachments. Taking into account: 
 

 machine speeds 

 loading of materials  

 machine output checks/quality of work 

 field procedures 

 terrain 

 ground conditions/undulations  

 public access. 
 
Conditions of assessment: 
You must carry the task out on your own, under supervised conditions. 
  
Additional evidence of your performance that must be captured for marking: 

 Your tutor’s notes of your working practice describing the quality, consistency and 
accuracy of the finished work. 
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Task instructions for centres 

Time 
The recommended time allocated for the completion of the tasks and production of evidence for 
this assessment is between ten and twelve hours. It is the centre’s responsibility to arrange how 
this time is managed to fit with timetables. Candidates should be required to plan their work and 
have their plans confirmed for appropriateness in relation to the time allocated for each task. 

 
Resources 
Candidates must have access to a suitable range of resources to carry out the tasks. 
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Centre guidance  

This assessment is designed to require the candidate to make use of the knowledge, 
understanding and skills they have built up over the course of their learning to tackle 
problems/tasks/challenges.  

This approach to assessment emphasises to candidates the importance and applicability of the full 
range of their learning to practice in their industry area, and supports them in learning to take 
responsibility for transferring their knowledge, understanding and skills to the practical situation, 
fostering independence, autonomy and confidence.  

During the learning programme, it is expected that tutors will have taken the opportunity to set 
shorter, formative tasks that allow candidates to be supported to independently use the learning 
they have so far covered, drawing this together in a similar way, so they are familiar with the 
format, conditions and expectations of the assessment. 

You should explain to candidates what the Marking criteria is and how it is implemented in 
marking the assignment, so they will understand the level of performance that will achieve them 
high marks. 

The candidate should not be entered for the assessment until the end of the course of learning for 
the unit so they are in a position to complete the assignment successfully. 

 
Health and safety 
Candidates should not be entered for assessment without being clear of the importance of 
working safely, and practice of doing so. The tutor must immediately stop an assessment if a 
candidate works unsafely. At the discretion of the tutor, depending on the severity of the incident, 
the candidate may be given a warning. If they continue to work unsafely however, their 
assessment must be ended and they must retake the assessment at a later date.  

 
Observation 
Where the tutor is required to carry out observation of performance, detailed notes must be taken 
using the Practical observation (PO) form provided. This may be a generic form or tailored to the 
specific assignment. The centre has the flexibility to adapt the form, or produce their own to suit 
local requirements as long as this does not change or restrict the type of evidence collected (eg to 
use tablet, hand-written formats, or to ease local administration). 

Observation notes form part of the candidate’s evidence and must describe how well the activity 
has been carried out, rather than stating the steps/ actions the candidate has taken. The notes 
must be very descriptive and focus on the quality of the performance in such a way that 
comparisons between performances can be made and which provide the evidence on which the 
award of marks can be made and proven if sampled, by a moderator.  

Identifying what it is about the performances that is different between candidates can clarify the 
qualities that are important to record. Each candidate may carry out the same steps, so a checklist 
of this information would not add information to help differentiate between them, but qualitative 
comments on how well they do it, and quantitative records of accuracy and tolerances would.   

The tutor should refer to the marking criteria and the Practical observation form to ensure 
appropriate aspects of performance are recorded. These notes will be used for marking and 
moderation purposes and so must be detailed, accurate and differentiating. 

Tutors should ensure that any required additional supporting evidence including eg photographs 
or video can be easily matched to the correct candidate, are clear, sufficiently well-lit and showing 
the areas of particular interest for assessment (ie taken at appropriate points in production, 
showing accuracy of measurements where appropriate). They should also be annotated to justify 
their relevance to the candidate’s performance.  



 

Unit 335 All-Terrain vehicles and rough terrain telescopic forklifts [version A]     8 

If candidates are required to work as a team, each candidate’s contribution must be noted 
separately. The tutor may intervene if any individual candidate’s contribution is unclear or to 
ensure fair access (see below). 

See the Technical qualifications – marking and moderation centre guidance document for 
further information on gathering evidence suitable for marking and moderation. 
 
The unit assignments are centre marked, however they may be sampled in the moderation 
process. Therefore evidence submitted must clearly show how the candidate achieved the grade 
awarded. 
 
Minimum evidence requirements 
The sections: 

 What you must produce for marking, and  

 Additional evidence of your performance that must be captured for marking  

in the assignment list the minimum requirements of evidence to be submitted for marking and 
moderation. Evidence above and beyond this may be submitted, but should provide useful 
information for marking and moderation. 
 
Where candidates have carried out some work as a group, the contribution of each candidate 
must be clear. It is not appropriate to upload identical information for each candidate without 
some way for the candidate’s work to be moderated individually.  

Where the minimum requirements have not been met, the moderation remark and any 
subsequent adjustment will be based on the evidence that has been submitted. Where this is 
insufficient to provide a mark on moderation, a mark of zero may be given. 

 
Preparation  
Candidates should be aware of which aspects of their performance will give them good marks in 
assessment. This is best carried out through routinely pointing out good or poor performance 
during the learning period, and through formative assessment. Candidates should be encouraged 
to do the best they can and be made aware of the difference between these summative 
assessments and any formative assessments they have been subject to. See the Technical 
qualifications – teaching, learning and assessment centre guidance document for further 
information on preparing candidates for Technical qualification assessment. 

 
Guidance on assessment conditions 
The assessment conditions that are in place for this assignment are to:  

 ensure the rigour of the assessment process  

 provide fairness for candidates  

 give confidence in the outcome. 

 

They can be thought of as the rules that ensure that all candidates who take an assessment are 
being treated fairly, equally and in a manner that ensures their result reflects their true ability. 

The conditions outlined below relate to this summative assignment.  These do not affect any 
formative assessment work that takes place.  Formative assessment will necessarily take a 
significant role throughout the learning programme where support, guidance and feedback (with 
the opportunity to show how feedback has been used to improve outcomes and learning) are 
critical.  This approach is not, however, valid for summative assessment.  The purpose of 
summative assessment is to confirm the standard the candidate has achieved as a result of 
participating in the learning process.  



 

Unit 335 All-Terrain vehicles and rough terrain telescopic forklifts [version A]     9 

 
Authentication of candidate work 

Candidates are required to sign declarations of authenticity, as is the tutor. The relevant form is 
included in this assignment pack. 

The final evidence for the tasks that make up this assignment must be completed under the 
specified conditions.  This is to ensure authenticity and prevent malpractice as well as to assess 
and record candidate performance for assessment in the practical tasks. Any aspect that may be 
undertaken in unsupervised conditions is specified. It is the centre’s responsibility to ensure that 
local administration and oversight gives the tutor sufficient confidence to be able to confirm the 
authenticity of the candidate’s work. 

Where it is indicated that written tasks may be completed in unsupervised conditions tutors are 
expected to follow guidelines for ensuring authenticity of the work on submission, such as looking 
for changes in the candidate’s usual writing style and using supplementary (oral) questioning to 
gauge familiarity with the topic if there is any doubt. 

Candidate evidence must be kept secure to prevent unsupervised access by the candidate or 
others.  Where evidence is produced over a number of sessions, the tutor must ensure learners 
and others cannot access the evidence without supervision.  This might include storing written 
work or artefacts in locked cupboards and collecting memory sticks of evidence produced 
electronically at the end of each session. 

Where the candidate or tutor is unable to, or does not confirm authenticity through 
signing the declaration form, the work will not be accepted at moderation and a mark of 
zero will be given. If any question of authenticity arises eg at moderation, the centre 
may be contacted for justification of authentication. 

 
Accessibility and fairness 
Where a candidate has special requirements, tutors should refer to the Access arrangements and 
reasonable adjustments section of the City& Guilds website. 
 
Tutors can support access where necessary by providing clarification to any candidate on the 
requirements or timings of any aspect of this assignment.  Tutors should not provide more 
guidance than the candidate needs as this may impact on the candidate’s grade, see the guidance 
and feedback section below.  

All candidates must be provided with an environment and resources that allows them access to 
the full range of marks available. 

Where candidates have worked in groups to complete one or more tasks for this assessment, the 
tutor must ensure that no candidate is disadvantaged as a result of the performance of any other 
team member.  If a team member is distracting or preventing another team member from fully 
demonstrating their skills or knowledge, the tutor must intervene. 

 
Guidance and feedback 
Guidance must only support access to the assignment and must not provide feedback for 
improvement. The level and frequency of clarification and guidance should be recorded fully on 
the Assignment result and justification form, this must be taken into account along with the 
candidate’s final evidence during marking and must be made available for moderation. Tutors 
must not provide feedback on the quality of the performance or how the quality of evidence can 
be improved. This would be classed as malpractice. Tutors should however provide general 
reminders to candidates throughout the assessment period that they must check their work 
thoroughly before submitting it to be sure that they are happy with their final evidence as it may 
not be worked on further after submission.  
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Candidates can rework any evidence that has been produced for this assignment during the time 
allowed.  However, this must be as a result of their own review and identification of weaknesses 
and not as a result of tutor feedback.  Once the evidence has been submitted for assessment, no 
further amendments to evidence can be made. 

Tutors should ensure that candidates’ plans or completion of the tasks distribute the time 
available appropriately and may guide candidates on where they should be up to at any point in a 
general way. Any excessive time taken for any task should be recorded and should be taken into 
account during marking if appropriate. 

It is up to the marker to decide if the guidance required suggests the candidate is lacking in 
subject knowledge, the severity of the issue, and how to award marks on the basis of this full 
range of evidence. The tutor must record where and how guidance has had an impact on the 
marks given, so this is available should queries arise at moderation or appeal. 

 
What is, and is not, an appropriate level of guidance  

 A tutor should intervene with caution if a candidate has taken a course of action that will 
result in them not being able to submit the full range of evidence for assessment. However 
this should only take place once the tutor has prompted the candidate to check that they 
have covered all the requirements. Where the tutor has to be explicit as to what the issue 
is, this is likely to demonstrate a lack of understanding on the part of the candidate rather 
than a simple error, and full details should be recorded on the Assignment result and 
justification form. 

 The tutor should not provide guidance if the candidate is thought to be able to correct 
the issue without it, and a prompt would suffice. In other words only the minimum support 
the candidate actually needs should be given, since the more guidance provided, the 
larger the impact on the marks awarded. 

 A tutor may not provide guidance that the candidate’s work is not at the required 
standard or how to improve their work. In this way, candidates are given the chance to 
identify and correct any errors on their own, providing valid evidence of knowledge and 
skills that will be credited during marking.   

Both prompts and details of the nature of any further guidance must be recorded and reviewed 
during marking and moderation.  
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Guidance on marking 

 
Marking assignments 
The assignment is made up of a series of tasks. Each task must be marked and most can be 
awarded a Pass, Merit or Distinction. Specific guidance for marking the tasks is provided in the 
marking criteria.  
 
Learners must pass all tasks within the assignment. The formula for determining the grade is 
given below. 
 
Grading the assignment 
The mark that can be awarded for each completed task is: 
 

Pass 1 

Merit 2 

Distinction 3 
 
To award an overall assignment grade, the number of marks given for each task are totalled and 
then divided by the number of tasks. If tasks are pass/fail only their mark should be excluded from 
this calculation. This gives the average mark and then grade. Learners must achieve at least a pass 
for every task to be successful in the overall assignment. 
 

Average Grade 
1 to 1.5 Pass 
1.6 to 2.5 Merit 
2.6 to 3 Distinction 

 
 
For example, below is a completed assignment result and justification form table. It shows how an 
overall grade of Merit was produced. 

 

 

*Note: In the example above task 2 is pass/fail only and is not included in the calculation of the 

grade 

The grade is provisional until the moderation process has been completed.  

Task The learner: 
Mark 

Pass Merit Distinction 

1 examined the roles of providers and sources of 
funding 

1   

2 formatted a cover letter Pass/Fail (delete as appropriate) 
3 investigated a career  2  
4 created a job specification   3 

Total  6 
Average mark (total divided by 3) 2 

  Provisional overall Grade Merit 
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Please see the Technical qualifications – marking and moderation centre guidance 
document for further information on gathering evidence suitable for marking and moderation.  
 
The Assignment result and justification form is used to record: 

 Details of any guidance or the level of prompting the candidate has received during the 
assessment period 

 Summary justifications of how the candidate achieved the mark for each task. 

 
Feedback to learners  
Each assignment has a candidate feedback form. All feedback to candidates must be recorded on 
this sheet and given in such a way that any work resubmitted reflects additional work by the 
learner, rather than specific information provided by the tutor. If a learner fails a task, they can 
repeat it, but assessors should allow seven days before resubmission or reassessment.   
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Marking criteria 
 
Pass  Merit  Distinction  

Written work was carried out 
to a satisfactory, basic 
standard with most points 
covered.  
 
The candidate 
demonstrated a basic 
understanding but gave 
limited explanations and 
justifications.   

Written work was detailed and 
most points were covered. 
 
The candidate demonstrated 
a clear understanding and 
where required provided 
explanations and 
justifications.  

Written work was 
comprehensive with all points 
covered, with developed, 
detailed responses. 
 
The candidate demonstrated 
an excellent understanding 
and where required gave full 
and detailed explanations and 
reasoned justifications.   

Practical tasks safely 
completed to a satisfactory 
standard.  
 
The candidate 
demonstrated familiarity 
with practical skills and 
capability, but may have 
shown some awkwardness 
in implementation. The work 
completed was fit for 
purpose.  

Practical tasks safely 
completed to a well-
developed standard.  
 
The candidate demonstrated 
a successful application of 
skills, and were able to deal 
with complexity efficiently and 
confidently.  

Practical tasks safely 
completed to an excellent 
standard.  
 
The candidate demonstrated 
consistent high levels of skill, 
showing ability to successfully 
make adjustments to practice 
and were able to deal 
successfully with complexity. 
They used their own initiative 
and double checked their 
work throughout.  
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Practical observation form task 2  

 
Candidate Name:        
Candidate number: 
 

 
 
 
Notes for Assessor: 
Use the above Assessor checklist. The learner’s performance should be marked against the criteria on 
the Assessor checklist and the Marking criteria. Additional Assessor notes must be included to comment 
on how well the candidate carried out each criteria. The learner should be familiar with the performance 
criteria above before commencement of the task but should not have a copy with them during the 
assessment. Candidates must pass all parts of the tasks in order to pass the task.  

 
 
Assessor signature:       Date: 

  

The learner: 
Mark 

Pass Merit Distinction 

worked safely at all times in accordance with current 
legislation 

Pass/Fail (delete as appropriate) 

selected the correct tools and carried out servicing 
requirements as recommended by the manufacturer 

   

Completed documentation to record maintenance work 
carried out 

   

produce a piece written work explaining the need for the 
servicing and the possible consequences of not carrying out 
the services 

   

Total   
Average mark (total divided by 3)  

  Provisional Grade  

Assessor observations and mark justification: 
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Practical observation form task 3  

 
Candidate Name:        
Candidate number: 

Notes for Assessor: 
Use the above Assessor checklist. The learner’s performance should be marked against the criteria on 
the Assessor checklist and the Marking criteria. Additional Assessor notes must be included to comment 
on how well the candidate carried out each criteria. The learner should be familiar with the performance 
criteria above before commencement of the task but should not have a copy with them during the 
assessment. Candidates must pass all parts of the tasks in order to pass the task.  

 

Assessor signature:       Date: 

Operation 1:____________________________ 
Mark 

Pass Merit Distinction 

Prepared and operated a Rough Terrain Telescopic Forklift safely to achieve a given tasks using 
different attachments. Taking account of: 
worked safely at all times in accordance with current 
legislation 

Pass/Fail (delete as appropriate) 

machine speeds    
loading of materials    
machine output checks/quality of work    
field procedures    
terrain, ground conditions/undulations    

Operation 2:_____________________________ 
Mark 

Pass Merit Distinction 
Prepared and operated a Rough Terrain Telescopic Forklift safely to achieve a given tasks using 
different attachments. Taking account of: 
worked safely at all times in accordance with current 
legislation 

Pass/Fail (delete as appropriate) 

machine speeds    
loading of materials    
machine output checks/quality of work    
field procedures    
terrain, ground conditions/undulations    

Total  
 
 

Average mark (total divided by 10) 
 
 

  Provisional Grade 
 
 

Assessor observations and mark justification: 
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Assignment result and justification form 

 

Candidate Name: Centre Name:  
Candidate Number: Centre Number: 
 
Notes for assessors: 
All tasks must be passed in order for the candidate to achieve the unit. If the candidate fails any of the 
tasks they will need to retake the assignment at a later date.  
 

 
 

  

Task The learner: 
Mark 

Pass Merit Distinction 

1 inspected an All-Terrain Vehicle and produced a 
written report of their findings. Their report suggested 
and justified: 

 suitable repairs and replacements of 
components  

 the materials they will use to carry out the 
work. 

   

2 completed a standard service as recommended by the 
manufacturer – Please refer to Practical observation 
form 

   

3 prepared and operated a Rough Terrain Telescopic 
Forklift safely to achieve two given tasks using 
different attachments -  Please refer to Practical 
observation form 

   

Total  
 
 

Average mark (total divided by 3) 
 
 

  Provisional overall Grade 
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Task Mark justification 

Task 1  

Task 2  

Task 3  

 
Assessor signature:      Date: 
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Declaration of Authenticity 

 
Candidate name Candidate number 

 Centre name Centre number 

  

   
Candidate: 
 
I confirm that all work submitted for this assignment is my own, and that I have acknowledged all 
sources I have used. 
 

Candidate signature:  

 

Date: 

 
 

Tutor: 
 
I confirm that all work was conducted under conditions designed to assure the authenticity of the 
candidate’s work, and am satisfied that, to the best of my knowledge, the work produced is solely 
that of the candidate. 
 
 

Tutor signature: 

 

Date: 
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Candidate feedback form 
 
Candidate name:      Tutor name: 
Candidate number:      Date of assessment: 

Task Feedback 
Provisional 
Mark 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Provisional assignment grade:  

Tutor signature and date:  
 


