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1. Introduction  

This guidance explains what to do if emergencies affect any City & Guilds assessments, 

including dated and on-demand exams. Emergencies are defined in this instance as a 

serious, unexpected situation that requires immediate action. This document seeks to 

provide mitigation for any instance where either City & Guilds or affected centres are unable 

to complete an aspect of the assessment process due to emergency situations.  

 

1.1. Examples of emergencies   

Situations that are considered as emergencies include (but are not limited to):  

• significant damage to centre property (eg fire), 

• criminal activity (eg bomb threat), 

• severe weather (eg snow, flooding), 

• public health incidents (eg flu pandemic). 

 

It is for situations which are unforeseeable and outside the centre’s control.  

 

1.2. Responsibilities for centres  

Centres must ensure that any dated exam takes place on the scheduled date unless 

explicitly advised otherwise by a relevant organisation (e.g. police, fire brigade). In instances 

of emergencies, centres must contact City & Guilds immediately if: 

• the exam cannot take place, 

• candidates miss an exam. 

 

In emergency situations, the primary concern is the safety of centre staff and candidates.  

 

For internal assessment, there is more flexibility on the date of the assessment. However, 

some assessment must take place within a set window and some emergencies could have 

an effect for a prolonged period. The centre should contact City & Guilds immediately if: 

• they need to reschedule or change the location of an assessment activity that will be 

subject to a moderator or EQA visit,  

• there is risk that the deadline for submitting results may be missed. 
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1.3. Responsibilities for City & Guilds  

City & Guilds has a duty to: 

• mitigate any adverse effect on candidates, and 

• maintain qualification standards. 

 

This means that City & Guilds will take all reasonable steps to mitigate any adverse effect on 

candidates, but cannot take any action that would affect qualification standards. Where City 

& Guilds becomes aware of an emergency affecting centres, we will support centres, 

providing additional and specific instructions. 

 

2. Dated Exams  

Dated exams must be completed on the scheduled date and time. Exams can be sat earlier 

or later on the scheduled day, providing the requirements of the JCQ Instructions for 

Conducting Examinations are met.  

 

This guidance applies where the exam cannot be sat on the scheduled day due to an 

emergency situation.  

 

2.1. Centre status 

If the centre is open and running the exam, but candidates cannot attend, they must be 

marked absent and entered for the next available exam date.  

 

If a centre identifies any risks to assessment delivery, including strike action, they must 

inform City & Guilds as soon as possible. The centre 
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2.2.1. Rescheduling the exam for another date  

This option is only considered where there has been national disruption and no candidate 

across all centre cohorts, has been able to sit the exam. For example, because:  

• there is only one centre with entries for the exam, 

• all the centres with entries for the exam are closed. 

 

In these cases, City & Guilds will agree an alternative exam date with the affected centres. 

All centres will need to sit the exam on the same rescheduled date.  

 

2.2.2. No action 

Where the emergency situation has not affected all centres with entries then it will not be 

possible to reschedule or set up an additional exam date. In these cases, candidates must 

be entered for the next scheduled exam date. Once the exam has been rebooked, the 

original exam can then be cancelled. The centre must email 

customersupport@cityandguilds.com with the cancellation and credit note request.  

 

2.3. Special Consideration  

When candidates have missed a dated examination due to an emergency situation and the 

centre is prepared to support an application for special consideration, the centre should 

contact City & Guilds.  

 

Please remember, special consideration is not available where:  

• there is another resit opportunity available to the candidate, 

• the candidate has already taken and passed the examination, 

• 
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used. City & Guilds will contact centres where this is the case. Centres must not reschedule 
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3.3. Remote invigilation 

Exams booked for Remote Invigilation must have at least five working days between the date 

of the booking and the intended date of the test. There are three slots per day for remote 

invigilation tests to be taken. These slots begin at 8am, 11:30am and 4pm. Only one test can 

be booked for each available slot and for one candidate at a time. 

 

Please contact City & Guilds if you need to reschedule any tests. City & Guilds will work with 

the centre to find an alternative slot for the test.  

 

3.4. End-point assessment  

3.4.1. EPA knowledge tests  

For End-point assessment (EPA), e-volve knowledge tests should be booked five working 

days in advance and can be sat on the scheduled date or up to 30 days after. 

 

3.4.2. Other EPA assessment components   

This includes any assessment component where City & Guilds is organising an event, for 

example professional discussions, interviews, presentations and practical assessments/ 

observations.  

 

Please contact City & Guilds if you need to reschedule any tests. City & Guilds will work with 

the centre to find an alternative date for the EPA.  

 

4. Other issues  

4.1. Internal assessments  

It is the centre’s decision whether to reschedule any internal assessments. Where there is an 

issue with accessing the centre address, remote assessment (as described below) may be 

an option. 

 

4.1.1. Remote assessment  

Whether an assessment can be completed remotely (eg using a webcam) will depend on the 

specific requirements of the assessments. Centres should check the relevant qualification 

and/or assessment documentation for this information.  
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If none of these are possible, City & Guilds will consider whether it is possible to complete 

the moderation process without a visit and what evidence may be required to support this 

(e.g. audio/video evidence).  

  

4.5. Last assessment and certification dates  

If candidates are unable to complete a qualification before the last certification date, City & 

Guilds will consider: 

 

Assessment type  Possible action  
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• any other types of qualification,  

• internal assessments, 

• externally marked projects.  

 

5.2. Collecting evidence  for exams  

Centres should collect evidence for exam components from any mock exams or practice 

tests. Where possible, centres should do this in the first half of the academic year, where 

possible. Centres should not introduce additional mock exams purely for the purpose of 

gathering evidence, the idea is to use existing exam preparation to gather evidence.  

 

5.3. Selecting a question paper and marking 

Centres should use the past or sample question papers published by City & Guilds. They can 

then be marked using the published mark schemes. Where this is not possible, centre 

devised mock exams can also be used, providing they cover the same content. 
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5.5. Access arrangement s and special consideration 



 

 

  

October 2024 Emergency Situations affecting assessment delivery, Version: 3.2 | 12 

 

Contact us  

Giltspur House 5-6 Giltspur Street London EC1A 9DE 
general.enquiries@cityandguilds.com  
01924 930 801  
www.cityandguilds.com 

About City & Guilds  

Since 1878 we have worked with people, organisations and economies to help them identify 
�D�Q�G���G�H�Y�H�O�R�S���W�K�H���V�N�L�O�O�V���W�K�H�\���Q�H�H�G���W�R���W�K�U�L�Y�H�����:�H�×�X�Q�G�H�U�V�W�D�Q�G���W�K�H���O�L�I�H���F�K�D�Q�J�L�Q�J���O�L�Q�N���E�H�W�Z�H�H�Q��
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