Information for providers from City and Guilds
Providers may choose any of the units listed below. Each unit has a credit value of 3. For more information please click on the hyperactive link to the unit’s entry on NDAQ. A Certificate of Unit Credit is issued for successful completion of each unit.
List of units available
	A5016877
	Effective skills, qualities and attitudes for learning and work
	E2

	K5016907
	Career planning and making applications
	E2

	M5016908
	Rights and responsibilities in the workplace
	E2

	M5016911
	Introduction to ICT
	E2

	R5016920
	Personal skills
	E2

	T5016876
	Planning for progression
	E2

	T5016912
	Managing personal finance
	E2

	D5016922
	Effective skills, qualities and attitudes for learning and work
	E3

	F5016931
	Managing personal finance
	E3

	F5016945
	Personal skills
	E3

	J5016946
	Candidate project
	E3

	K5016924
	Rights and responsibilities in the workplace
	E3

	K5016938
	Supporting others
	E3

	K5016941
	Work-based experience
	E3

	L5016947
	Enterprise activity: producing products or services
	E3

	M5016925
	Introduction to ICT
	E3

	M5016942
	Community project
	E3

	T5016943
	Contributing to a team
	E3

	Y5016921
	Planning for progression
	E3

	H5016923
	Career planning and making applications
	E3

	F5016878
	Planning for progression
	L1

	J5016879
	Effective skills, qualities and attitudes for learning and work
	L1

	A5016880
	Career planning and making applications
	L1

	A5016894
	Contributing to a team
	L1

	L5016883
	Rights and responsibilities in the workplace
	L1

	R5016884
	Managing personal finance
	L1

	H5016887
	Supporting others
	L1

	H5016890
	Enterprise activity: producing products or services
	L1

	K5016891
	Work-based experience
	L1

	T5016893
	Community project
	L1

	Y5016899
	Candidate project
	L1


Rapid response courses for unemployed learners

The following units may be of particular relevance to these learners:

Career planning and making applications includes agreeing career options, looking for and applying for jobs or courses, preparing for (observing or taking part in) an interview
Planning for progression includes recognising personal strengths and agreeing areas for improvement
Effective skills, qualities and attitudes for learning and work – includes demonstrating positive qualities, attitudes and behaviours for learning and work
Qualifications

The units listed above are part of the City & Guilds Award and Certificate in Employability and Personal Development (7546) at Entry 2, Entry 3 and Level 1. Learners can build up credit from the individual units to achieve these qualifications.

In summary, an Award is 9 credits (3 units) and a Certificate is 15 credits (5 units). For both the Award and the Certificate the Planning for progression and Effective skills, qualities and attitudes for learning and work at the level of the qualification are mandatory units. 
More information is available on NDAQ:
Entry 2 Award – 500/4080/7

Entry 2 Certificate – 500/4081/9

Entry 3 Award – 500/4083/2

Entry 3 Certificate – 500/4079/0

Level 1 Award – 500/4082/0

Level 1 Certificate – 500/4078/9

Assessment

All units are assessed entirely by a candidate portfolio of evidence which is internally assessed and externally verified. A wide variety of different types of evidence is acceptable as long as the candidate has met the assessment criteria.
Literacy/numeracy requirements

There are no minimum requirements for literacy or numeracy for these units. However, many providers teach literacy and numeracy alongside them.

Qualification handbook

This is available to download from www.cityandguilds.com/employability Candidate log sheets appear in the appendix.

How to get approval to deliver these units/qualifications

Providers approved for City & Guilds 7546 Employability and Personal Development
No action required, you are approved to deliver these units/qualifications 
Providers who are active approved City & Guilds 3797 Preparation for Employment centres
Complete a fast track form for approval to offer 7546 (www.cityandguilds.com/employability) and return to your local City & Guilds office. Fast track approval is free of charge.
Providers who are City & Guilds centres but not approved for 7546 or 3797

Complete a Qualifications Approval (QAP) form http://www.cityandguilds.com/cps/rde/xchg/SID-0BCDF6EC-3CAB68E5/cgonline/hs.xsl/9238.html and return to your local City & Guilds office
Providers who are not City & Guilds centres

Follow the centre approval process http://www.cityandguilds.com/cps/rde/xchg/SID-0BCDF6EC-3CAB68E5/cgonline/hs.xsl/3017.html with help from your local office
How to find your local City & Guilds office

For a list of local offices visit www.cityandguilds.com/regionsandnations 

Fees 

Registration: There is a single registration fee of £10.00 per candidate. This fee gives access to all units at all levels. Providers don’t need to state on registration which units/qualifications the candidate will be taking. Registration lasts for 36 months. 

Unit submission: Each unit is £5.00, regardless of level. A Certificate of Unit Credit is issued by City & Guilds.
Qualification certification: If your learners are aiming for a full qualification then please submit the units they have achieved. You then need to claim the appropriate Award or Certificate (using certification codes 901-906, as appropriate). 
	 
	Registration fee (per candidate)
	Unit fees

(£5 per unit)
	Certification fee to claim the Award or Certificate

(per candidate)
	Total price

	Entry 2 Award
	 £10.00 

This single    registration fee gives access to all units and all six qualifications
	 £15.00

 (3 units)
	 £0.00
	 £25.00

	Entry 2 Certificate
	
	 £25.00

 (5 units)
	 £5.00
	 £40.00

	Entry 3 Award
	
	 £15.00

 (3 units)
	 £0.00
	 £25.00

	Entry 3 Certificate
	
	 £25.00

 (5 units)
	 £5.00
	 £40.00

	Level 1 Award
	
	 £15.00

 (3 units)
	 £0.00
	 £25.00

	Level 1 Certificate
	
	 £25.00

 (5 units)
	 £10.00
	 £45.00


How to register candidates and obtain certification

Once a provider is approved to deliver the 7546 then they go onto our Walled Garden www.walled-garden.com and register the candidate for 7546-01. They can then claim the appropriate unit and they will receive unit certification.  
More information

employability@cityandguilds.com
Customer Relations Helpline: 020 7294 2800
