
 

   

 
 
 
Qualifications Essential Skills (NI) 
  
Number 3800 
 
This news sheet contains the following information: 
• New process for obtaining live Level 1-2 desktop tasks and Entry level tasks 

(all documents now available to download from our website) 
• Certification modules for 3800-40 and -50 

(please ensure you include these when claiming) 
• Revised Essential Skills handbook 

(v2.1 – the one without birds on the front cover) 

 
This update follows the one issued in March 2013. 
 
 
New process for obtaining live Level 1-3 desktop tasks and 
Entry level tasks 
(all documents now available to download from our website) 
 
We announced in March that CCEA were no longer operating a centralised print 
and distribution service for the live Level 1-2 desktop tasks (DTTs) and Entry level 
tasks, and that we would be making these documents available via our own 
website. 
 
We’re pleased to report that this has now been done. The documents are 
password-protected (the password can be obtained from the 3800-40 and 3800-50 
Catalogue page on the Walled Garden). The documents are all in PDF format and 
organised in .zip folders – with the documents relating to each title organised in a 
separate folder.  
 
Some of the documents (eg candidate question/answer booklets and Entry level 
assessment schemes) are ‘consumable’ – that is, a copy is required for every 
candidate. However the tutor guide/scripts and handouts may be reused. 
 
Please note all of these documents are live assessment materials. They may only be 
used to carry out the assessment of registered Essential Skills candidates, or to assist with 
the internal standardisation of assessment decisions. Any electronic or paper copies of the 
materials must be stored securely at all times and presented to candidates unseen. 
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Every effort has been made to ensure that the information contained in this publication is true and correct at time of going to press. 
However, City & Guilds products and services are subject to continuous development and improvement and the right is reserved to change 
Products and services from time to time. City & Guilds cannot accept liability for loss or damage arising from the use of information in this 
publication. City & Guilds is a registered charity established to promote education and training.  
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Obtaining the materials 
All Essential Skills assessment documents are on the 3800 webpage 
(www.cityandguilds.com/essentialskillsni) under ‘Assessment Materials’ on the ‘General 
Information’ tab. 
 

 
 
 
Please note centres are now responsible for downloading and printing their own 
assessment documents. The ordering system previously operated by CCEA is no longer 
available to City & Guilds centres and there is no longer a mechanism for ordering hard 
copies of these documents. 
 
Nevertheless, please contact the local City & Guilds office (028 9082 3750 or 
belfast@cityandguilds.com) if you experience any particular problems when downloading 
these materials. 
 
 
Certification modules 3800-40 and 50 
(please ensure you include these when claiming) 
Following the introduction of new Accreditation Numbers (QANs) for each of the Essential 
Skills Communication/Literacy and Application of Number/Numeracy qualifications in 
December 2012, we’ve had to make a technical change to the way these qualifications are 
set-up on our systems. 
 
An additional certification module has been added for each qualification within 3800-40 
and 3800-50. When submitting candidates’ results, the relevant certification code (eg 
3800-901, -902…) must now be entered in addition to the assessment module (eg 3800-
340. -341…). Our systems will now only release candidates’ certificates once both 
modules have been entered. 
 
Why have these modules been introduced? 
Certification modules are widely used in many City & Guilds qualifications (eg in the 
Employability and Personal Development qualifications – 7546). Their main purpose is to 
prevent candidates from inadvertently receiving multiple certificates. 

http://www.cityandguilds.com/essentialskillsni
mailto:belfast@cityandguilds.com
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We recently became aware that Essential Skills candidates were in some cases receiving 
additional certificates displaying the old QANs previously in operation until December 
2012. The certification modules enable us to prevent that from happening. 
 
Won’t this create extra work? 
Only insofar as it means there are now two codes to enter for each candidate instead of 
one. It might mean results take longer to enter if this is done directly onto the Walled 
Garden via a Form S, although the impact can be lessened if results are submitted via an 
Electronic Data Interchange (EDI) file upload.  
 
Why was there no advance warning of this change? 
There should have been, and we can only apologise for this. However, our operational 
teams considered it necessary to act quickly once the problem of ‘old QAN’ certificates 
became apparent. A change of this kind would normally have a lead-in or grace period, 
and we’re sorry that this did not happen in this case. We were also hoping that an 
alternative fix could have been found that did not require the use of certification modules, 
although unfortunately that has not proved possible. 
 
The new certification modules are displayed on the 3800-40 and 3800-50 Walled Garden 
Catalogue pages, although for reference they are: 
 
City & Guilds 
product code 

Qualification title QAN Rules of 
combination 

3800-40 

Entry Level Certificate In Essential 
Skills - Adult Literacy (Entry 1) 

600/7131/X 

3800-340 plus 
-901 

Entry Level Certificate In Essential 
Skills - Adult Literacy (Entry 2) 

3800-341 plus 
-902 

Entry Level Certificate In Essential 
Skills - Adult Literacy (Entry 3) 

3800-342 plus 
-903 

Level 1 Certificate In Essential Skills - 
Communication 

600/7136/9 3800-343 plus 
-904 

Level 2 Certificate In Essential Skills - 
Communication 

600/7133/3 3800-344 plus 
-905 

3800-50 

Entry Level Certificate In Essential 
Skills - Adult Numeracy (Entry 1) 

600/7132/1 

3800-350 plus 
-906 

Entry Level Certificate In Essential 
Skills - Adult Numeracy (Entry 2) 

3800-351 plus 
-907 

Entry Level Certificate In Essential 
Skills - Adult Numeracy (Entry 3) 

3800-352 plus 
-908 

Level 1 Certificate In Essential Skills - 
Application of Number 

600/7134/5 3800-353 plus 
-909 

Level 2 Certificate In Essential Skills - 
Application of Number 

600/7137/0 3800-354 plus 
-910 

 
Please note certification modules are not required for Essential Skills ICT (3800-60). 
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Revised Essential Skills handbook 
(v2.1 – the one without birds on the front cover) 
 
Finally, the Essential Skills handbook has been updated to incorporate these recent 
changes. The new version (v2.1) is now available on the 3800 webpage 
(www.cityandguilds.com/essentialskillsni) – under ‘Centre Documents’. 
 
The new handbook no longer has the ‘birds’ imagery on the front cover – they’ve been 
replaced by this image: 

 

http://www.cityandguilds.com/essentialskillsni

