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EXAMINATIONS HANDBOOK 
 

This handbook is issued for the guidance of all those involved in the examinations of the Institute of 

Tourist Guiding and those preparing or conducting accredited guide training programmes. It has been 

prepared by the Institute’s Examinations Committee and Language Committee, whose Roles and 

Remits are set out in the Appendices, and are published on the Institute website on www.itg.org.uk 

 

It sets out the Institute’s procedures for Blue Badge (Level 4), Green Badge (Level 3) and Level 2 

examinations. The first and most important contact will be the Chief Examiner, who will be appointed 

by the Institute Qualifications Board. Any queries concerning the examinations procedures should be 

addressed in the first instance to the Chief Examiner. Further advice is available from the Examinations 

Co-ordinator of the Institute. 

 

 

AMENDMENTS AND DATE OF ISSUE 

 

Amendments to this handbook can be authorised only by the Chair of the Qualifications Board in 

consultation with that Board, Examinations Committee or Language Committee as appropriate. 

 

This issue is dated January 2017.  

 

Revisions agreed by QB 

March 2017- QB decision to remove sending back candidate papers 

March 2017 – QB decision to add appendix on number of examiners 

3rd July 2017 – QB approved a revised Background Knowledge Syllabus for England: APPENDIX A 

 

http://www.itg.org.uk/
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SECTION 1: INTRODUCTION AND PREFACE 
 

1.1 Participants on Institute-accredited training programmes and any external candidates seeking 

recognition at any level must pass all modules of the Institute examinations at that level in order 

to obtain the relevant qualification. 

 

1.2 Guides or students wishing to work in a language other than their first language (or first 

languages, in the case of bilingual candidates) must have an ITG recognised qualification to 

demonstrate their competence in the second and subsequent languages. They will be issued 

with the Institute’s Language Proficiency Certificate. The language(s) will be included in the 

Institute’s database and directory against the guide’s name (in the case of a student, once they 

have obtained the relevant guiding qualification). 

 

1.3 Examinations (including resit examinations) will take place at certain points in the year, as 

determined by the Institute. 

 

1.4 It is Institute policy to permit individuals to achieve qualifications at Levels 2, 3 and 4 by taking 

and passing the required examinations, subject to the Institute of Tourist Guiding policies. 

 
1.5 Candidates on Institute-accredited programmes, and other candidates who have enrolled for 

examinations (“external candidates”), will be informed of the dates of examinations and the 

timing of any resits. 

 

1.6 On payment of the full ITG registration fee Candidate Membership is granted to all those 

enrolled on accredited training programmes and, to others registered for the Institute 

examinations. 

 

1.7 For those in ITG accredited training programmes the Course Director will confirm the 

following information to the Examinations Co-ordinator: 

• The names and addresses of candidates entered for the examination (the names should be 

in the form required to be printed on their certificates and engraved on their badges should 

they be successful) 

• Details of candidates’ first language 

• Any special needs of the candidates. See Section 8 

 

1.8 By the third week following the above information being supplied to the Examinations Co-

ordinator ‘Student membership cards’ will be issued. In the case of those on accredited 

programme this will be via the Course Director, for others they will be send to the address 

supplied by the ‘external candidate’. 

 

1.9 A register of those who qualify at each level is maintained and published by the Institute. 

Membership of the Institute is offered to those who qualify and pay the respective annual 

subscription as follows: 

 

Level Two  –  Affiliate membership 
 

Level Three  –  Associate membership 

 

Level Four  –  Full membership 
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1.10 GLOSSARY 

 

The Institute of Tourist Guiding (The Institute) is responsible for professional standards in 

tourist guiding in England, Wales and Northern Ireland, which includes the award of qualifications 

at three levels – Level 2, Level 3 (also known as the Green Badge) and Level 4 (the Blue Badge) 

– and in candidates’ second languages. 

 

The Qualifications Board (QB) is the body responsible for the Institute’s qualifications policy 
and procedures, e.g. by recommending the accreditation of training programmes and awarding 

tourist guiding and language qualifications. 

 

The Examinations Committee is responsible for the proper conduct of examinations and 

providing advice to QB on examination policy and procedure (see Appendix W for the Role and 

Remit of the Committee). 

 

The Language Committee is responsible for the ‘contract’ for language examinations, and 

advising on policy on language policy issues such as assessment requirements and bilingualism 

(see Appendix X for the Role and Remit of the Committee). 

 

The Accreditation Committee considers programmes submitted to the Institute and makes 

recommendation for their accreditation. 

 

The Examinations Co-ordinator is the Institute staff member responsible for the 

administration of examinations. 

 

The Operations Manager is the Institute member of Staff who manages the office and the 

Examinations Co-ordinator. 

 

The Course Director is the person with overall responsibility for the delivery of a specific 

accredited training programme. 

 

The Chief Examiner is the person with overall responsibility for guiding examinations at Levels 

2, 3 and 4. 

 

A Candidate is someone who has enrolled for Institute run examinations, they may be on an 

accredited training course or external. In the case of candidates not on accredited training 

courses they will be referred to as External Candidates where procedures differ.  

 
Enrolment date is the date when candidates pay their enrolment fees to the ITG office, the 

deadline is set for each individual course.  
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SECTION 2: EXAMINATIONS AT LEVEL TWO 
 

PRIOR TO EXAMINATIONS COMMITTEE ACTION 

2.1 Prior to accreditation of a course or the running of a course which is under existing 

accreditation the Chair of Accreditation Committee will check with the Examinations 

Committee to ensure there are sufficient examiners and compilers in the area covered by the 

course to be able to examine the course. In the case of a proposed new course it is expected 

that 8 weeks’ notice will be given to Examinations committee, for a reaccreditation 6 weeks’ 

notice should be given to allow for the checks and advert for Chief Examiner. 

 

APPOINTMENT OF CHIEF EXAMINER 

2.2 After each Level 2 programme has been accredited by the Institute, a Chief Examiner will be 

appointed as early as possible by the Qualifications Board, on the recommendation of the 

Examinations Committee, from the Institute’s register of accredited examiners, and will where 

possible be qualified for the area being assessed. 

 

2.3 The Chief Examiner will have wide experience of examining, be a working Guide and a member 

of the Institute, independent of the programme and the candidates. He or she will have 

completed an Institute examiners’ course and have good report writing and facilitation skills. 
 

2.4 Advertisements will be placed for Chief Examiners in the Institute communication to members, 

and other suitable places. Candidates will be asked to submit a CV and a supporting statement 

no more than one sheet of A4 (size 12 font). These will be assessed by the Examinations 

Committee and a recommendation made to Qualifications Board. 

 

2.5 On appointment, the Chief Examiner will receive from the Examinations Co-ordinator a copy 

of the syllabus for all modules. 

 

2.6 The Chief Examiner, together with the Examinations Co-ordinator, will be responsible for all 

examination arrangements, and will advise on all examination procedures. 

 

2.7 The duties and responsibilities of the Chief Examiner – Level 2 are set out in Appendix O 

 

EXAMINATIONS FEES 

2.8 The Candidates Registration fee normally covers the cost of examinations at Level 2. Where 

there are fewer than 12 candidates registered with the Institute for a particular examination, a 

total payment equal to 12 registration fees will be required. 

 

2.9 All fees will be paid in full to the Institute at enrolment, these are non-refundable. 

 

2.10 Where candidates choose to resit failed examinations, the cost of the resit examinations will 

be borne by the candidates themselves, or their sponsoring body. The payment to be made will 

be decided by the Examinations Co-ordinator and Director of Finance. 

 

2.11 Candidates whose examination fees have not been paid in full at enrolment will not be allowed 

to take the exam. 

 

ARRANGEMENTS 

2.12 The Course Director will supply a full list of enrolled candidates and a copy of the accredited 
syllabus to the Examinations Co-ordinator at the start of the training programme, including any 

special needs or requirements, and will advise the Examinations Co-ordinator of any changes 

immediately. 
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2.13 The Examinations Co-ordinator will provide details of examination procedures and 

arrangements to the Course Director, together with the name and contact details of the 

appointed Chief Examiner. 

 

2.14 The Examinations Co-ordinator will agree with the Course Director, in consultation with the 

Chief Examiner, the dates and time of all examinations. In the advent of a dispute the final 

decision rests with the ITG. 

 

2.15 The Course Director will agree with the Chief Examiner the stopping points for presentations 
within the site or on the walking route to be covered in the examination. The Course Director 

must ensure that there are sufficient stops for presentations and that the stops proposed afford 

sufficient and equal opportunities for the candidates to demonstrate their knowledge and ability. 

This information must be given to the students in a timely manner. 

 

2.16 The Examinations Co-ordinator will advise all the enrolled candidates of the full details for the 

examinations as soon as they are agreed. This will include a date, agreed by the Chief Examiner 

and the Examinations Co-ordinator, on which the results will be made known, which will 

normally be within six weeks of the last examination. 

 

2.17 All candidates, whether enrolled on an Institute-accredited programme or attending as external 

candidates, are required to take all written and practical examinations at the first opportunity 

offered by the Institute. Failure to attend any examination offered, including a resit examination, 

will be recorded as a ‘fail’, except in exceptional circumstances (see also Section 9). 

 

2.18 Once the examinations timetable has been set and circulated changes to the timetable, 

examination groups and other matters relating to the conduct of the examinations will be 

granted on compassionate grounds, or unforeseen circumstances at the examination site only. 

 

2.19 One week after enrolment is complete the Course Director will confirm the following 

information to the Examinations Co-ordinator: 

• The names and addresses of candidates entered for the examinations. The names should 

be in the form required to be printed on candidates’ certificates should they be successful. 

• Any special needs of the candidates. See Section 8. 

 

By the third week following the Course Director passing on the above information, the 

Examinations Co-ordinator will issue the Candidate cards to the candidate via the Course 

Director. 

 

2.20 The Course Director will confirm the following information to the Examinations Co-ordinator: 

• Suggested examinations groups for the practical assessment. 

 

2.21 The Examinations Co-ordinator will have allocated a unique candidate number to each 

candidate and inform both the Chief Examiner and the Course Director. 

 

CRITERIA 

2.22 The examination will consist of TWO modules of equal weighting, both of which must be 

successfully completed: 

 

1) An unseen written paper taken under test conditions. 

2)  A practical assessment for the selected examination site, or walking route, or 

(exceptionally), a fixed moving vehicle route. 

 

Details of the modules are outlined below: 
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MODULE ONE: An unseen WRITTEN PAPER taken under test conditions, to be completed within 

ONE HOUR. 

 

2.23 A compiler, who will be independent of the Course Director and tutors, will write the paper. 

The compiler will normally be a local expert, and does not necessarily need to be a working 

tourist guide. On appointment, the compiler will be sent a copy of the Guidance Notes for 

Compilers (Appendix B), the Guidance Notes for Markers (Appendix C).  

 
2.24 The Course Director will provide to the Examinations Co-ordinator all aides memoire, 

handouts and sample questions as soon as possible at the start of the course. Delay in providing 

this information may result in the examinations being delayed. 

 

2.25 Immediately the Examinations Co-ordinator receives the above information from the Course 

Director they will provide the compiler with: 

• A copy of the syllabus. 

• Sample questions submitted by tutors and other programme material, such as handouts 

and aides memoire, provided by the Course Director. 

• Available past papers. 

 

2.26 The paper should reflect the whole of the syllabus as accredited, and a copy will be lodged with 

the Examinations Co-ordinator. It will consist of between 75 and 100 short questions, requiring 

one-word, short-phrase or short-sentence answers to be completed within ONE HOUR. 

 

2.27 The draft paper will be moderated and approved by the Chief Examiner and a final version 

agreed at least TWO weeks before the date of the first examination. See Appendix D for the 

role of the moderator. 

 

2.28 The Examinations Co-ordinator will liaise with the Course Director and Chief Examiner to 

ensure independent invigilators are appointed to oversee the written examinations. 

 

2.29 On the day of the examination, but not before, the Examinations Co-ordinator will send, by 

first class post, a hard copy of the examination paper (without answers) to the Course Director. 

 

CONDUCT OF EXAMINATION 
 

2.30 The Examinations Co-ordinator will provide sufficient copies of the paper to the lead invigilator 

at least TWO days before the examination, together with a list of those taking the paper, their 

unique candidate numbers, and a list of candidates who are eligible for 25% extra time (see 

section 8). Posting of all papers will be by Registered Post or Special Delivery. 

 

2.31 On the day of the examination the invigilators will record the names of candidates who attend. 

Candidates will be required to show their show ITG Candidate photo card as evidence of their 

identity. Failure to show their show ITG Candidate photo card may result in the candidate 

being excluded from the examinations. No mobile phones or other electronic devices may be 

brought into the examination room. 

 

2.32 See Appendix E “Instructions for Invigilators”. 

 

2.33 Any candidate who arrives more than 30 minutes after the start of the examination will not be 

admitted to the examination, and will be assessed as having failed. Candidates may not leave 

the examination room until the end of the exam.  
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2.34 The invigilator will ensure that the correct candidate number only (not the candidate’s name) 

is entered on the first and every page of the answer booklet including any loose sheets. 

 

2.35 See also Section 8 – Equal Opportunities and Special Needs. 

 

2.36 Immediately after the examination, the Invigilator will send, by special delivery, the completed 

papers with a full list of candidate numbers to the marker in the envelopes provided, together 

with a report of any physical or other problems encountered on the day and a list of any 

candidates who failed to attend. 
 

MARKING 

 

2.37 The papers will normally be marked by the compiler (see Appendix C – Guidance Notes for 

Markers) who will submit a short written report to the Chief Examiner indicating the overall 

spread of marks and any problems with any question or questions. The report should also 

include: 

• The number of candidates entered for the examination. 

• The number who sat the examination. 

• The marks awarded for each candidate. 

• The number of successful candidates and the number of candidates who failed. 

• Any mark scheme used. 

• Any reported physical or other problems encountered on the day. 

 

2.38 The marker will send the marked papers to the Chief Examiner for moderation within TWO 

weeks of the examination. 

 

 

MODULE TWO: A PRACTICAL EXAMINATION at the chosen site or on the chosen walking 

route, or exceptionally on a fixed moving vehicle route. 

 
2.39 The Course Director should provide stopping point, instructions and any scope of each stop 

for approval to the Chief Examiner. The Course Director must ensure that there are sufficient 

stops for presentations and that the stops proposed afford sufficient and equal opportunities 

for the candidates to demonstrate their knowledge and ability. Where this is not possible (e.g. 

because of the constraints of the site), and as a result, additional examiner time (or additional 

examiners) is needed, the cost of this will be borne by the candidates or their sponsoring body. 

 

2.40 A second examiner may be invited by the Chief Examiner to examine as a local expert – e.g. 

employee of the site where the examination is being held and where successful candidates will 

be guiding. Such examiners will not normally be paid. Their assessment of the candidates may 

be taken into account in the Chief Examiner’s report and recommendations to the 

Qualifications Board. 

2.41 Tutors on the candidates’ training programme and those acting as mentors are not eligible for 

appointment as examiners. Examiners must also declare to the Examinations Co-ordinator or 

Chief Examiner if a candidate is known or related to him/her. 

 

2.42 Examiners will use the mark sheets provided by the Examinations Co-ordinator. Copies of the 

mark sheets may be made available to all students during the training programme. 

 

2.43 Where possible there should be a maximum of 8 candidates in each examination group. 

 

2.44 Any candidate arriving after the start of a practical examination will not be admitted to the 

examination, and will be assessed as having failed. This counts as a Fail for resit purposes. 
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2.45 At the start of the examination, the examiners will confirm that candidates’ identity 

corresponds to the ITG Candidate photo card which they are instructed to bring with them. 

 

2.46 Candidates will be called at random and will make TWO presentations, each one lasting 

approximately five minutes. If the presentation exceeds six minutes the Candidates should be 

asked to stop. 

 

2.47 Time should be allowed for the possibility of a further presentation by candidates, at the 
discretion of the examiners. 

 

2.48 Candidates should be aware of any rules of the site, and of site facilities, and should inform the 

group where appropriate. 

 

2.49 Candidates are expected to have a full knowledge of the items on the syllabus. They are also 

expected, through their in depth knowledge of the route or the site, to bring it to life for their 

group. They should show understanding of all relevant elements including: 

• In the case of a guided walk: historical background, modern development, personalities, 

flora, fauna, architecture, land use. 

• In the case of a religious building: its history, architecture, decoration, monuments, burials 

and the religious life today. 

• In the case of a museum or gallery: the history of the building, its architecture, its purpose 

and how it is funded. 

• And be able to explain and interpret what is seen. 

 

2.50 Each candidate should be given the opportunity to lead the group from one stop to another in 

order to demonstrate, for example, their group positioning and group control, and their 

awareness of the surroundings. 

 

2.51 Candidates should: 

• Always stop and face the group when speaking. 

• Demonstrate that they are mindful of the safety of the group and are aware of hazards. 

• On a guided walk, show awareness of other road and pavement users. 

• Demonstrate their concern for the comfort of the group. 

• Be audible and show awareness of the need to adjust their volume according to 

conditions.  

• Show ability to handle questions confidently and briefly and always repeat the question 

for the benefit of the whole group. 

 

2.52 The use of visual aids (e.g. signs, pictures, photographs, lasers and pointers) either physical or 

electronic during an examination is not permitted. 

 

2.53 The audio or visual recording of candidates’ examination performance is not permitted. 

 

2.54 Where, exceptionally, candidates are assessed on a fixed moving vehicle route, the 
arrangements for the examination are set out under the relevant module in the Level 4 section. 

 

RESULTS 

2.55 The Chief Examiner will present the results for ratification by the Qualifications Board in the 

form of a full report and in the time frame set out on all aspects of the examination. See 

Appendix T. 
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2.56 The Qualifications Board will consider the report and, where the results are ratified, will notify 

the Board of Directors and the Examinations Co-ordinator accordingly. Candidates are notified 

of the results by first class post, normally within SIX weeks of the final examination. The 

Course Director is notified of the results at the same time. The results are expressed as a ‘Pass’ 

or ‘Fail’ in respect of each module, and not as individual percentages. 

 

2.57 Unsuccessful candidates at practical modules will receive feedback after their examinations from 

the Institute via the Course Director, in the form of individual Evaluation Sheets produced by 

the Chief Examiner. They will be informed of this procedure at the Chief Examiner’s pre-
examination briefing. 

 

2.58 The Examinations Co-ordinator will prepare certificates for all candidates who have passed the 

examinations, which will be signed by or on behalf of the Chair of the Qualifications Board. 

 

2.59 The Examinations Co-ordinator will invite all the newly qualified guides to join the Institute as 

Affiliate Members. Paid membership will commence at the start of the following renewal year. 

 

2.60 In case of postal delay, and at the request of the candidate, results may be e-mailed to the 

candidate by the Examinations Co-ordinator  

 

RESIT EXAMINATIONS 

2.61 Candidates are required to complete all modules successfully within 12 months of the first 

examination after the end of the relevant training programme, except in exceptional 

circumstances at the discretion of the Qualifications Board. 

 

2.62 Candidates are entitled to one opportunity to resit a failed examination. 

 

2.63 Practical resits may take place no less than four weeks from the date of notification of the 

examination results. Written resits will normally take place no less than six months after 

notification of results. (see above under Criteria for candidates who fail to appear) 

 

2.64 Examiners who have failed a candidate at a practical module will not examine the same candidate 

at the resit examination. 

 

2.65 Examinations, including resit examinations, will take place only as determined by the Institute. 

 

APPEALS 

See Section 7. 
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SECTION 3: EXAMINATIONS AT LEVEL THREE 

 
PRIOR TO EXAMINATIONS COMMITTEE ACTION 

3.1 Prior to accreditation of a course or the running of a course which is under existing 

accreditation the Chair of Accreditation Committee will check with the Examinations 

Committee to ensure there are sufficient examiners and compilers in the area covered by the 

course to be able to examine the course. In the case of a proposed new course it is expected 

that 8 weeks’ notice will be given to Examinations committee, for a reaccreditation 6 weeks’ 

notice should be given to allow for the checks and advert for Chief Examiner. 

 

APPOINTMENT OF CHIEF EXAMINER 

3.2 After each Level 3 programme has been accredited by the Institute, a Chief Examiner will be 

appointed as early as possible by the Qualifications Board, on the recommendation of the 

Examinations Committee, from the Institute’s register of accredited examiners, and will where 

possible be qualified for the area being assessed. 

 

3.3 The Chief Examiner will have wide experience of examining, be a working Blue Badge guide and 

a full member of the Institute, independent of the programme and the candidates. He or she 

will have completed an Institute examiners’ course and have good report writing and facilitation 

skills. 

 

3.4 Advertisements will be placed for Chief Examiners in the ITG communication to members, and 

other suitable publications. Candidates will be asked to submit a CV and a supporting statement 

no more than one sheet of A4 (size 12 font). These will be assessed by the Examinations 

Committee who will make recommendations to the Qualifications Board who will appoint the 

Chief Examiner. 

 

3.5 On appointment, the Chief Examiner will receive from the Examinations Co-ordinator a copy 
of the syllabus for all modules. 

 

3.6 The Chief Examiner, together with the Examinations Co-ordinator, will be responsible for all 

examination arrangements, and will advise on all examination procedures. 

 

3.7 The duties and responsibilities of the Chief Examiner – Level 3 are set out in Appendix P 

 

EXAMINATION FEES 

3.8 Candidates will receive invoices from the Examinations Co-ordinator at least NINE weeks 

before the first examination. The invoice will indicate the unique candidate number. 

 

3.9 Examination fees will be paid in full to the Institute at least SIX weeks before the date of the 

examination; refunds will be given in exceptional circumstances only. Candidates who have not 

paid the examination fees in full will have their names removed from the examination lists and 

will not be admitted to the examinations. 

 

ARRANGEMENTS 

3.10 The Course Director will supply a full list of enrolled candidates and a copy of the syllabus to 

the Examinations Co-ordinator at the start of the programme and will advise the Examinations 

Co-ordinator of any changes. 

 

3.11 The Examinations Co-ordinator will provide details of examination procedures and 

arrangements to the Course Director, together with the name and contact details of the 

appointed Chief Examiner. 
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3.12 The Examinations Co-ordinator will agree with the Course Director, in consultation with the 

Chief Examiner, the dates and time of all examinations. 

 

3.13 The Course Director will agree with the Chief Examiner the stopping points, instructions and 

any scope of each stop for presentations at the site and on the walking route, to be covered in 

the examinations. The Course Director must ensure that there are sufficient stops for 

presentations and that the stops proposed afford sufficient and equal opportunities for the 

candidates to demonstrate their knowledge and ability. This information may be disclosed to 
the students at such times as the Course Director sees fit, but no later than THREE months 

before the examinations. 

 

3.14 The Chief Examiner will notify the Examinations Co-ordinator when to send out the dates of 

the examinations, this will be done at the earliest possible opportunity. 

 

3.15 All candidates, whether enrolled on an Institute-accredited programme or attending as external 

candidates, are required to take all written and practical examinations at the first opportunity 

offered by the Institute. Failure to attend any examination offered, including a resit examination, 

will be recorded as a ‘fail’, except in exceptional circumstances (see also Section 9). 

 

3.16 Once the examinations timetable has been set and circulated, changes to the timetable, 

examination groups and other matters relating to the conduct of the examinations will only be 

granted on compassionate grounds, or unforeseen circumstances. 

 

3.17 At least THREE months before the first examination the Course Director will confirm the 

following to the Examinations Co-ordinator: 

• Suggested examination groups for practical assessment,  

 
3.18 The Chief Examiner will at the same time send examination groups to the Course Director. 

Where possible there should be a maximum of 8 candidates in each examination group. 

 

3.19 The Examinations Co-ordinator will allocate a unique candidate number to each candidate and 

inform both the Chief Examiner and the Course Director. 

 

CRITERIA 

3.20 The Examination will consist of FOUR modules of equal weighting, all of which must be 

successfully completed. 

 

1) An unseen written paper taken under test conditions 

2) A Tour Planning Project in the form of coursework 

3) A practical assessment for the selected examination walking route 

4) A practical assessment for the selected examination site 

 

Details of each of these four modules are outlined below: 

 

MODULE ONE: An unseen WRITTEN PAPER in two sections taken under test conditions, to be 

completed in TWO hours. 

 

3.21 The examination paper will be written by a compiler, appointed by the Examinations 

Committee, on the recommendation of the Chief Examiner, who will be independent of the 

Course Director and any tutors involved in the programme. The compiler will normally be a 

local expert, and need not necessarily be a working tourist guide. The compiler should be 

appointed for one examination only in the first instance, and may be reappointed for a further 
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two examinations. On appointment, the compiler will be sent a copy of the Institute Guidance 

Notes for Compilers (Appendix B), the Guidance Notes for Markers (Appendix C)  

 

3.22 The Course Director will provide to the Examinations Co-ordinator sample questions 

submitted by tutors, and other programme material such as handouts and aides memoire from 

tutors and lecturers, at least SEVEN weeks before the examinations. 

 

3.23 SIX weeks before the examinations, the Examinations Co-ordinator will provide the compiler 

with: 

• A copy of the syllabus. 

• Sample questions submitted by tutors and other programme material (such as handouts 

and aides memoire) provided by the Course Director. 

• Available past examination papers. 

 

3.24 The paper should reflect the whole of the syllabus as accredited. 

 

SECTION A will consist of 100 short questions requiring one-word, short-phrase or short-

sentence answers, worth one mark each. 

 

SECTION B will comprise THREE essay questions, which may be answered in note form or in 

bullet points, from a choice of SIX. Each essay will be marked out of a total of 25 marks. 

 

The Pass mark will normally be 60% of the total available marks. Where questions are 

disregarded, a candidate’s percentage will be calculated by dividing the number of marks 

awarded by the total number of questions then remaining. 

 

3.25 The City of London examinations are set as follows: 

 

One two-hour paper comprising: 

 

SECTION A will consist of 50 short questions requiring one-word, short-phrase or short 

sentence answers, worth one mark each. Reflecting the syllabus as accredited. 

 

SECTION B will comprise FOUR essay questions, which may be answered in note form or in 

bullet points, from a choice of 4 sections each containing two questions. Reflecting the 
syllabus as accredited. 

 

3.26 The compiler will send the draft paper to the Examinations Co-ordinator FOUR weeks before 

the examination date to forward to the moderator. 

 

3.27 The draft paper will be moderated and approved by the Chief Examiner and a final version 

agreed with the compiler at least TWO weeks before the date of the examination. See 

Appendix D for role of moderator. The Chief Examiner will send the final paper to the 

Operations Manager at least TWO weeks before the examination. 

 

3.28 The Course Director will notify the name and contact details of two independent invigilators 

(unconnected with the programme) to the Examinations Co-ordinator at least FOUR weeks 

before the examination. One of the Invigilators will be the designated ‘lead’ invigilator. In some 

cases the Examinations Co-ordinator may supply invigilators. 

 

3.29 On the day of the examination, but not before, the Examinations Co-ordinator will send, by 

first class post, a hard copy of the Examination paper (without answers) to the Course Director. 
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CONDUCT OF EXAMINATION 

 

3.30 The Examinations Co-ordinator will provide sufficient copies of the paper to the lead invigilator 

at least TWO days before the date of the examination together with a list of those taking the 

paper, their unique candidate numbers, and a list of candidates who are eligible for 25% extra 

time – see section 8. Posting of all papers will be by Registered Post or Special Delivery. The 

reporting forms for the invigilators will be included in this pack. 

 

3.31 On the day of the examination the invigilators will record the names of candidates who attend. 
Candidates will be required to show ITG Candidate photo card evidence of their identity. 

Failure to have ITG candidate photo card evidence may result in the candidate being excluded 

from the examination. No mobile phones or other electronic devices may be brought into the 

examination room. See Appendix E “Instructions for Invigilators”. 

 

3.32 Any candidate who arrives more than 30 minutes after the start of the examination will not be 

admitted to the examination, and will be assessed as having failed. Candidates may not leave 

the examination room during the first 30 minutes and the last 30 minutes of the examination. 

 

3.33 The invigilator will ensure that the correct candidate number only (not the candidate’s name) 

is entered on the first and every page of the answer booklet including any loose sheets. 

 

3.34 See also “Equal Opportunities and Special Needs” Section 8. 

 

3.35 Immediately after the examination, the Invigilator will send, by special delivery, the completed 

papers with a full list of candidates to the marker in the envelopes provided, together with a 

report on any physical or other problems encountered on the day and a list of any candidates 

who failed to attend. 

 

MARKING 

 

3.36 The papers will normally be marked by the compiler (see Appendix C – Guidance Notes for 

Markers) who will submit a written report to the Chief Examiner indicating the overall spread 

of marks and any problems with any question or questions. The report should also include: 

• The number of candidates entered for the examination 

• The number who sat the examination 

• The marks awarded for each candidate 

• The number of successful candidates and the number of candidates who failed 

• Any mark scheme used 

• Any reported physical or other problems encountered during the day 

 

3.37 The marker will send the marked papers to the Chief Examiner for moderation within TWO 

weeks of the examination. 

 

MODULE TWO: A TOUR PLANNING PROJECT 

 

3.38 Candidates will be assessed on their ability to plan a half-day tour in the area under examination 

for a group of people of the candidate’s nationality, of mixed ages and including a wheelchair 

user with a carer. It will comprise two elements: a guided walk and a visit to a site. Course 

Directors must give students a choice of 3 project themes from which students may choose 1. 

Themes will have been agreed with the chief Examiner in advance. 

 

3.39 The guided walk will be in a part of a town, a city, in the countryside or any public area, usually 

where no admission is charged. It will not take place principally at an interior site. The site visit 
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will include a guided tour of the site. Where, exceptionally, it is not possible to conduct a guided 

tour throughout the entire visit, the project should: 

• Make clear how the guide will prepare the group for that visit, including relevant health 

and safety and comfort aspects including where a ‘reasonable adjustment’ has been made 

in respect of the person with a disability. 

• Give a comprehensive introduction 

• Indicate details of the commentary where it is possible to guide. 

• Advise the arrangements for the end of the tour. 

 

3.40 The project should not exceed 1.500 words.  

 

3.41 Candidates will be required to submit their projects to the Examinations Co-ordinator at a date 

set by the Chief Examiner. The time allowed for completion of the project is 2 months from 

the date of notification of the title options.  

 

3.42 The project will be marked by a tutor assigned by the Chief Examiner. Projects will be assessed 

as either “Pass” or “Fail”. The projects will be moderated by the Chief Examiner. 

 

3.43 Working Green Badge guides who have completed a Level 3 project, and who are seeking a 

further Level 3 qualification in a different area, will not need to complete a tour planning project 

for the new Level 3 area. 

 

3.44 Working Blue Badge guides who have completed a Level 4 project, and who are seeking a Level 
3 qualification, will not need to complete a tour planning project for the Level 3 area. 

 

3.45 Candidates are to be advised to make a copy of the project submitted as project will not be 

returned. 

 

MODULE THREE: A PRACTICAL EXAMINATION of a guided tour at the chosen SITE, which 

may be exterior, interior or a combination of both. 

 

MODULE FOUR: A PRACTICAL EXAMINATION for the chosen ROUTE, which will be a 

WALKING TOUR. 

 

3.46 The Course Director will submit the accredited site and walking route, together with the 

proposed stops for presentations to be covered in the examination, to the Chief Examiner for 

approval. The Course Director must ensure that there are sufficient stops for presentations 

and that the stops proposed afford sufficient and equal opportunities for the candidates to 

demonstrate their knowledge and ability. 

 

3.47 Each group of candidates will be examined by two examiners, one of whom will usually be the 

Chief Examiner. Examiners will be nominated by the Chief Examiners and approved by the 

Examinations Committee from the Institute’s register of accredited examiners who are full or 

associate members of the Institute, independent of the programme and, where possible, 

qualified for the area of study. 

 

3.48 On occasion a guest Examiner may be invited to observe the examinations, they will generally 

be connected with the site being examined. 

 

3.49 With the agreement of the Chief Examiner, one observer may be invited to attend a practical 

examination. This will usually be a newly-accredited examiner who wishes to shadow more 

experienced examiners. The appointment of shadowers is made via the Examinations Co-

ordinator. 
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3.50 Tutors on the candidates’ training programmes and those acting as mentors are not eligible for 

appointment as examiners. Examiners must disclose to the Examinations Co-ordinator or Chief 

Examiner if a candidate is known or related to her/him. Lectures who know the Students well 

should also not be used as examiners. 

 

3.51 Examiners will use the mark sheets provided by the Examinations Co-ordinator. Copies of the 

mark sheets may be made available to all students during the training programme. 

 
3.52 There should be a maximum of eight candidates in each examination group. 

 

3.53 Any candidate arriving after the start of a practical examination will not be admitted to the 

examination, and will be assessed as having failed. 

 

3.54 At the start of the examination, the examiners will confirm that candidates’ identity 

corresponds to the ITG candidate photo card which they are instructed to bring with them. 

 

3.55 Candidates will be called at random and will make TWO presentations, each one lasting 

approximately five minutes, candidates who exceed six minutes should be asked to stop. 

 

3.56 Time should be allowed for the possibility of a further presentation by candidates, at the 

discretion of the examiners. 

 

3.57 Candidates should be aware of any rules of the site and of site facilities, and should inform the 

group where appropriate. 

 

3.58 Candidates are expected to have a full knowledge of the items on the syllabus. They are also 

expected, through their in depth knowledge of the route or the site, to bring it to life for their 

group. They should show understanding of all relevant elements including: 

• In the case of a guided walk: historical background, modern development, personalities, 

flora, fauna, architecture, land use. 

• In the case of a religious building: its history, architecture, decoration, monuments, burials 

and the religious life today. 

• In the case of a museum or gallery: the history of the building, its architecture, its purpose 

and how it is funded. 

• And be able to explain and interpret what is seen. 

 

3.59 Each candidate should be given the opportunity to lead the group from one stop to another in 

order to demonstrate, for example, their group positioning and group control, and their 

awareness of the surroundings. 

 

3.60 Candidates should: 

• Always stop and face the group when speaking. 

• Demonstrate that they are mindful of the safety of the group and are aware of hazards. 

• On a guided walk, show awareness of other road and pavement users. 

• Demonstrate their concern for the comfort of the group. 

• Be audible and show awareness of the need to adjust their volume according to 

conditions.  

• Show ability to handle questions confidently and briefly and always repeat the question 

for the benefit of the whole group, Candidates are expected to be able to answer the 

question, this will be restricted to the topics on the syllabus for this stop. 
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3.61 The use of visual aids (e.g. signs, pictures, photographs, lasers and pointers) either physical, or 

electronic, during an examination is not permitted. 

 

3.62 The audio or visual recording of candidates’ examination performance is not permitted. 

 

RESULTS 

3.63 The Chief Examiner will present the results for ratification by the Qualifications Board in the 

form of a full report on all aspects of the examination. 

 
3.64 The Qualifications Board will consider the report and, where the results are ratified, will notify 

the Board of Directors and the Examinations Co-ordinator accordingly. Candidates are notified 

of the results by first class post, normally within SIX weeks of the final examination. The 

Course Director is notified of the results at the same time. The results are expressed as a ‘Pass’ 

or ‘Fail’ in respect of individual modules, and not as individual percentages. 

 

3.65 Unsuccessful candidates at practical modules will receive feedback after their examinations. The 

Chief Examiner will send individual evaluation sheets to the Course Director, or in the case of 

external candidates to the Examinations Co-ordinator to be passed on to the candidates. 

 

3.66 The Examinations Co-ordinator will prepare certificates for all candidates who have passed the 

examinations, which will be signed by or on behalf of the Chair of the Qualifications Board, and 

arrange for the manufacture of Green Badges which will be presented to the successful 

candidates. 

 

3.67 The Examinations Co-ordinator will invite all the newly qualified guides to join the Institute as 

Associate Members, by sending information about the ITG and a direct debit mandate form. 

Paid membership will commence at the start of the following renewal year. 

 

3.68 In case of postal delay, and at the request of the candidate, results may be e-mailed to the 

candidate by the Examinations Co-ordinator. 

 

RESIT EXAMINATIONS 

3.69 Candidates are required to complete all modules successfully within 24 months of the first 

examination after the end of the relevant training programme. Except in exceptional 

circumstances at the discretion of the Qualifications Board. 

 

3.70 Candidates are entitled to one opportunity to resit a failed examination. 

 

3.71 Practical resits may take place no less than EIGHT weeks from the date of notification of the 
examination results. Written resits will normally take place no less than six months after 

notification of results. (See under Criteria above for candidates who fail to appear). 

 

3.72 Project resits – candidates who fail the project are given one opportunity to resist. They must 

complete a new project; the title will be one of the unused titles from the list originally given. 

They have two months to complete the project, which should be started no less than 4 weeks 

from the date they are informed they have failed the project. They will need to pay a fee as 

determined by the treasurer for the marking of the project. 

 

3.73 Examinations, including resit examinations, will take place only as determined by the Institute. 

 

3.74 Candidates at all resit examinations will pay the current fee applicable. 

 

3.75 Examiners who have failed a candidate at a practical module will not examine the same candidate 
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at the resit examination. 

 

3.76 Candidates must confirm, in writing to the Examinations Co-ordinator, their wish to retake no 

more than two weeks after the results are published. If they do not, they will not be able to 

retake until the next time the course and exams are run. 

 

APPEALS 

See Section 7. 
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SECTION 4: EXAMINATIONS AT LEVEL FOUR 

 
PRIOR TO EXAMINATIONS COMMITTEE ACTION 

4.1 Prior to accreditation of a course or the running of a course which is under existing 

accreditation the Chair of Accreditation Committee will check with the Examinations 

Committee to ensure there are sufficient examiners and compilers in the area covered by the 

course to be able to examine the course. In the case of a proposed new course it is expected 

that 8 weeks’ notice will be given to Examinations committee, for a reaccreditation 6 weeks’ 

notice should be given to allow for the checks and advert for Chief Examiner. 

 

APPOINTMENT OF CHIEF EXAMINER 

4.2 After each Level 4 programme has been accredited by the Institute, a Chief Examiner will be 

appointed as early as possible by the Qualifications Board on the recommendation of the 

Examinations Committee from the Institute’s register of accredited examiners, and will where 

possible be qualified for the area being assessed. 

 

4.3 The Chief Examiner will have wide experience of examining, be a working Blue Badge guide and 

a full member of the Institute, independent of the programme and the candidates. He or she 

will have completed an Institute examiners’ course and have highly-developed report writing 

and facilitation skills. 

 

4.4 Advertisements for Chief Examiner will be placed in the ITG communication to members, and 

other suitable publications. Candidates will be asked to submit a CV and a supporting statement 

no more than one side of A4 (size 12 font). These will be assessed by the Examinations 

Committee, who will make a recommendation to the Qualification Board who will appoint the 

Chief Examiner. 

 

4.5 On appointment, the Chief Examiner will receive from the Examinations Co-ordinator a copy 

of the syllabus for all modules. 
 

4.6 The Chief Examiner together with the Examinations Co-ordinator will be responsible for all 

examination arrangements, and will advise on all examination procedures. 

 

4.7 The duties and responsibilities of the Chief Examiner are set out in appendix Q for Level 4 

Chief Examiner and Appendix R Chief Examiner Level 4 (London). 

 

EXAMINATION FEES 

4.8 Candidates will receive invoices from the Examinations Co-ordinator at least NINE weeks 

before the first examination. The invoice will indicate the unique candidate number. 

 

4.9 Examination fees will be paid in full to the Institute at least SIX weeks before the date of the 

examination; refunds will be given in exceptional circumstances only, and where fewer than 12 

candidates have enrolled for the Background Knowledge examination at one location. 

Candidates who have not paid the examination fees in full will have their names removed from 

the examination list and will not be admitted to the examinations. 

 

ARRANGEMENTS 

4.10 The Course Director will supply a full list of enrolled students and a copy of the syllabus to the 

Examinations Co-ordinator at the start of the programme and will advise the Examinations Co-

ordinator of any changes. 

 

4.11 The Examinations Co-ordinator will provide details of examination procedures and 

arrangements to the Course Director, together with the name and contact details of the 
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appointed Chief Examiner. 

 

4.12 The Examinations Co-ordinator will agree with the Course Director, in consultation with the 

Chief Examiner, the dates and time of all examinations. 

 

4.13 The Course Director will agree with the Chief Examiner the specific sites and walking routes, 

with stopping points instructions and any scope of each stop for presentations, to be covered 

in the examinations. This information may be disclosed to the students at such times as the 

Course Director sees fit, but no later than THREE months before the examinations. 
 

4.14 For examinations outside London, the Course Director will also agree with the Chief Examiner 

the coach route or routes to be covered. This information may be disclosed to the candidates 

no earlier than SIX weeks before the date of the examinations. The Chief Examiner will notify 

the details to the Examinations Co-ordinator who will circulate them to any other candidates 

registered for the examination immediately. For the London examination, candidates will not 

be informed in advance of the coach route or routes to be covered.  

 

4.15 The Chief Examiner will notify the Examinations Co-ordinator when to send out the dates of 

the examinations, this will be done at the earliest possible opportunity. 

 

4.16 All candidates, whether enrolled on an Institute-accredited programme or attending as external 

candidates, are required to take all written and practical examinations at the first opportunity 

offered by the Institute. Failure to attend any examination offered, including a resit examination, 

will be recorded as a ‘fail’, except in exceptional circumstances (see also Section 9). 

 

4.17 Once the examinations timetable has been set and circulated, changes to the timetable, 

examination groups and other matters relating to the conduct of the examinations will only be 

granted on compassionate grounds, or unforeseen circumstances. 

 

4.18 One week after registration is complete the Course Director will confirm the following 

information to the Examinations Co-ordinator: 

• The names and addresses of candidates entered for the examination (the names should 

be in the form required to be printed on their certificates and engraved on their badges 

should they be successful). 

• Any special needs of the candidates – see Section 8. 

• Details of candidates’ first language. 

 

4.19 By the third week following the Course Director supplying all the above information, the 

Examinations Co-ordinator will issue the Candidate cards to the candidate via the Course 

Director. 

 

4.20 At least THREE months before the first examination the Course Director will confirm the 

following information to the Examinations Co-ordinator: 

• Suggested examinations groups for the practical assessment. 

 

4.21 The Examinations Co-ordinator will allocate a unique candidate number to each candidate and 

inform both the Chief Examiner and the Course Director. 

 

4.22 At least TEN weeks before the examinations, the Course Director will provide to the 

Examinations Co-ordinator sample questions submitted by tutors, other programme material 

such as handouts and aide memoire from tutors and lecturers, and details of routes taken to 

and from sites on coach practical, and walking tour routes. 
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4.23 The Chief Examiner will at the same time send examination groups to the Course Director. 

 

CRITERIA 

4.24 The examination will consist of at least EIGHT modules of equal weighting. Four of these are 

written and four are practical assessments. In some areas (e.g. London) it has been found 

necessary to include additional modules. All modules must be successfully completed. 

 

 The individual modules are:  

 
MODULE ONE: An unseen written paper taken under test conditions on the subject of 

background knowledge (Paper One) 

 

MODULE TWO/THREE: Two unseen written papers taken under test conditions on the 

subject of the area being studied (Papers Two and Three) 

 

MODULE FOUR: A tour planning project. 

 

MODULE FIVE: A practical assessment on the selected examination walking route. 

 

MODULE SIX: A practical assessment in the selected religious building. 

 

MODULE SEVEN: A practical assessment in the selected museum or gallery. 

 

MODULE EIGHT: A practical assessment on a moving vehicle in the area being studied. 

 

4.25 Written Examinations will be held, with the exception of the Background Knowledge paper, at 

one location. Candidates will be expected to make suitable arrangement to attend examinations 

on time. 

 

Details of the modules are below. 

 

WRITTEN ASSESSMENTS: 

 

MODULE ONE: an unseen WRITTEN PAPER on the subject of Background Knowledge in two 

sections taken under test conditions, to be completed in TWO hours. 

 

4.26 This paper is normally set twice a year. There should be a minimum number of 12 candidates 

sitting the examination at any one location. If insufficient candidates have enrolled for the 

examination overall by the deadline for receipt of fees (paragraph 8 above), then it will not take 
place at that time, and fees will be returned. 

 

4.27 It will be written by a compiler, appointed by the Examinations Committee on the 

recommendation of the Chief Examiner - London, who will be independent of all Course 

Directors and any tutors involved in any Level 4 programme running at the time whose students 

will be candidates for the examination. The compiler will be asked to prepare a primary paper 

for the examination as well as a back-up paper for possible re-sits. The compiler should have 

previous experience of compiling other papers, either for the Institute or for other examining 

bodies, and might also have had moderating experience. The compiler should be appointed for 

one examination only in the first instance, and may be reappointed for a further two 

examinations. On appointment, the compiler will be sent a copy of the Guidance Notes for 

Compilers (Appendix B), the Guidance Notes for Markers (Appendix C), and the Content and 

Allocation of Question Categories (Appendix A) 
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4.28 The paper should reflect the whole of the syllabus.  

 

SECTION A will consist of 150 short questions requiring one-word, short-phrase or short-

sentence answers, worth one mark each. Two-part questions should be limited to a maximum 

of 10 in any 100. See Appendix A for a table of question subjects in the proportions used for 

this paper. 

 

SECTION B will comprise one essay question (from a choice of two) on the history of the 

United Kingdom and one essay question (from a choice of four) on other topics. Both may be 
answered in note form or as bullet points. Each essay will be marked out of a total of 25 marks.  

 

4.29 The Pass mark will normally be 60% of the total available marks. Where questions are 

disregarded, a candidate’s percentage will be calculated by dividing the number of marks 

awarded by the total number of questions then remaining. 

 

4.30 The compiler will send the draft paper to the Examinations Co-ordinator SIX weeks before 

the examination date to forward to the moderator. 

 

4.31 The draft paper will be moderated and approved by at least two moderators, appointed by the 

Examinations Committee, on the nomination of the Chief Examiner – London. See Appendix 

D for role of moderators. 

 

4.32 A final version will be agreed with the compiler at least FOUR weeks before the date of the 

examination. The moderators will send the final paper to the Examinations Co-ordinator at 

least FOUR weeks before the planned date for the examination.  

 

4.33 Level 4 students only need to take this paper ONCE. A Pass in this paper remains valid 

throughout an individual’s career. Working Blue Badge tourist guides subsequently seeking 

qualification in another area will not need to sit this paper again. 

 

MODULES TWO AND THREE: unseen WRITTEN EXAMINATIONS taken under test 

conditions on the subject of Regional Knowledge. 

 

4.34 Papers Two and Three will be sat separately and will in total comprise: 

• A minimum of 200 short questions requiring one-word, short-phrase or short-sentence 

answers, worth one mark each. 

• Four essay questions which may be answered in note form or as bullet points, from a 

choice of eight on a wide range of subjects related to the area of study. Each essay will 

be marked out of a total of 25 marks. 

 

The total time allowed is FOUR hours for both papers, normally two hours per paper. 

 

4.35 These two papers should reflect the character of the area, and may be distinguished either on 

the grounds of subject matter (e.g. one on the north of the area, one on the south), or in format 

(e.g. one comprising short questions and one essay questions). 

 
4.36 The Pass mark will normally be 60% of the total available marks. Where questions are 

disregarded, a candidate’s percentage will be calculated by dividing the number of marks 

awarded by the total number of questions then remaining. 

 

4.37 The Institute's policy is that the written papers should examine and test the candidates' 

knowledge of (a) region-wide issues such as history, landscape and agriculture, literature, 

historical and contemporary figures, economy and commerce, (b) specific individual sites from 
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across the whole region – such as museums, galleries, churches, other religious sites, towns, 

villages and gardens. Essay topics should therefore wherever possible seek to elicit knowledge 

of areas, sites and locations not covered by the practical examinations.  

 

4.38 The papers will be written by compiler(s) nominated by the Chief Examiner and appointed by 

the Examinations Committee, who will be independent of the Course Director and any tutors 

/ candidates involved in the programme. The compiler will normally be a local expert; need not 

necessarily be a working tourist guide. The compiler should be appointed for one examination 

only in the first instance, and may be reappointed for a further two examinations. On 
appointment, the compiler will be sent a copy of the Institute Guidance for Compilers 

(Appendix B), the Guidance Notes for Markers (Appendix C)  

 

4.39 SIX weeks before the examinations, the Examinations Co-ordinator will provide the compiler 

with: 

• A copy of the syllabus. 

• Sample questions submitted by tutors and other programme material (such as handouts and 
aide memoire) provided by the Course Director.  

• Routes taken to and from sites on coach practicals, and walking tour routes, provided by 

the Course Director. 

• Available past examination papers.  

 

4.40 The compiler(s) will send the draft papers to the Examinations Co-ordinator FOUR weeks 

before the examination date to forward to the moderator. 
 

4.41 The draft papers will each be moderated and approved by the Chief Examiner and one other 

moderator appointed by the Examinations Committee, and a final version agreed with the 

compiler at least TWO weeks before the date of the examination. 

 

4.42 The Chief Examiner will send the moderated paper to the Examinations Co-ordinator at least 

TWO weeks before the examination. 

 

4.43 On the day of the examination, but not before, the Examinations Co-ordinator will send, by 

first class post, a hard copy of the examination paper (without answers) to the Course Director. 

 

CONDUCT OF ALL WRITTEN EXAMINATIONS (Modules One, Two and Three) 

 

4.44 The Examinations Co-ordinator will appoint two independent invigilators for each agreed 

examination centre. Any external candidates who are not enrolled on a current training 

programme will be allocated to an appropriate examination centre and added to the list of 

candidates at that centre by the Examinations Co-ordinator.  

 

4.45 The Examinations Co-ordinator will provide sufficient copies of the papers and a full list of 

candidates to the lead invigilator for each examination centre at least TWO days before the 

date of the examination, together with a list of those taking the paper, their unique candidate 

numbers, and a list of candidates entitled to 25% extra time (see section 8). The reporting forms 

for the invigilators will also be in the pack. One of the Invigilators will be the designated ‘lead’ 

invigilator.  

 

4.46 See Appendix E ‘Instructions for Invigilators’. 

 

4.47 Any candidate who arrives more than 30 minutes after the start of the examination will not be 

admitted to the examination, and will be assessed as having failed. Candidates may not leave 

the examination room during the first 30 minutes and the last 30 minutes of the examination. 
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4.48 On the day of the examination the invigilator will record the names of candidates who attend. 

Candidates will be required to show ITG candidate photo card evidence of their identity. Failure 

to have ITG candidate photo card evidence may result in the candidate being excluded from 

the examination. No mobile phones or other electronic devices may be brought into the 

examination room. 

 

4.49 The invigilator will ensure that the correct candidate number only (not the candidate’s name) 

is entered on the first and every page of the answer booklet including any loose sheets. 
 

4.50 See also “Equal Opportunities and Special Needs” Section 8. 

 

4.51 Immediately after the examination, the Invigilator will send the completed papers, by special 

delivery in the envelope provided, to the marker for marking, together with a report of any 

physical or other problems encountered during the examination and a list of any candidates 

who failed to attend. 

 

MARKING OF MODULES ONE, TWO AND THREE 

 

4.52 The papers will normally be marked by the respective compiler who will submit a written report 

to the Chief Examiner indicating the overall spread of marks and any problems with any question 

or questions and any reported physical or other problems encountered on the day. The report 

should also include the number of candidates entered for the examination, the number who sat 

the examination, the marks awarded for each candidate, the number of successful candidates 

and the number of candidates who failed, and the mark scheme used. 

 

4.53 The marker will send the marked papers to the Chief Examiner for moderation within TWO 

weeks of the examination. The Chief Examiner, together with the appointed moderator, will 

scrutinise a sample of scripts, including all the papers marked as “Fail” (see Appendix D). 

 

 

 

MODULE FOUR: a TOUR PLANNING PROJECT 

 

4.54  Candidates will be assessed on their ability to plan a full day’s tour within the region under 

examination, for a group of people of the candidate’s nationality, of mixed ages and including a 

wheelchair user with a carer. It will comprise three elements: a guided walk, a visit to a site and 

a coach tour. 

 
4.55 The guided walk will be in a part of a town, a city, in the countryside or any public area, usually 

where no admission is charged. It will not take place principally at an interior site. 

 

4.56 The site visit will include a guided tour of the site. Where, exceptionally, it is not possible to 

conduct a guided tour throughout the entire visit, the project should: 

• Make clear how the guide will prepare the group for that visit, relevant health and safety 

and comfort aspects, including where a reasonable adaptation has been made in respect of 

the person with a disability, candidates can assume that the wheelchair users can board a 

standard coach. 

• Give a comprehensive introduction. 

• Indicate details of the commentary to be given, in areas where it is possible to guide. 

• Advise the arrangements for the end of the tour. 

 

4.57 The project should not exceed 3,000 words. 
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4.58 A sample project brief, which will vary from year to year, can be found at Appendix G, by way 

of example. External candidates will be provided with the brief, and the themes from which 

they can choose, at the same time as the course students are given the brief. 

 

4.59 Candidates will be required to submit their projects to the Course Director or Examinations 

Co-ordinator (external candidate). The time allowed for completion of the project is three 

months from the date of receiving the brief. 

 
4.60 The project will be marked by a marker nominated by the Chief Examiner and agreed by the 

Examinations Committee. Projects will be assessed as either ‘Pass’ or ‘Fail’. The project will be 

moderated by the Chief Examiner. 

 

4.61 Candidates are to be advised to make a copy of the project submitted as project will not be 

returned. 

 

4.62 Working Blue Badge guides who have completed a Level 4 project, and who are seeking a 

further Level 4 qualification, will not need to complete a tour planning project again. 

 

PRACTICAL ASSESSMENTS: 

4.63 The practical examinations covering the walking route, the religious site and the gallery/museum 

(the site examinations) should each be held wherever possible in one of the three or more 

centres included in the application for accreditation. Ideally, no two site examinations should 

take place in the same centre. 

 

4.64 The Course Director will submit the specific sites and walking route, with stopping points 

instructions and any scope of each stop for presentations to be covered in the examinations, 

for approval by the Chief Examiner. The Course Director must ensure that there are sufficient 

stops for presentations and that the stops proposed afford sufficient and equal opportunities 

for the candidates to demonstrate their knowledge and ability. 

 

4.65 Two examiners for each module will be nominated by the Chief Examiner and approved by the 

Examinations Committee from the register of accredited examiners who are full members of 

the Institute, independent of the programme and, where possible, qualified for the area being 

examined. On occasion a guest examiner may be invited to observe the examinations, they will 

generally be connected with the site being examined. 

 

4.66 Tutors on the candidates’ training programme and those acting as mentors are not eligible for 

appointment as examiners. Examiners must disclose to the Examinations Co-ordinator or Chief 
Examiner if a candidate is known or related to her/him. Lecturers who know the students well 

should also not be used as examiners. 

 

4.67 In the absence of a suitable locally qualified person, the Examinations Committee may appoint 

examiners who are not qualified in the region they are examining, as long as at least one of the 

examiners has local knowledge. 

 

4.68 With the agreement of the Chief Examiner, one observer may be invited to attend a practical 

examination. This will usually be a newly-accredited examiner who wishes to shadow more 

experienced examiners. The appointment of shadowers is made via the Examinations Co-

ordinator. 

 

4.69 Examiners will use the mark sheets provided by the Examinations Co-ordinator. Copies of the 

mark sheets may be made available to all students during the training programme. 
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4.70 There should be a maximum of eight candidates in each examination group, except in 

exceptional circumstances. 

 

4.71 Any candidate arriving after the start of a practical examination will not be admitted to the 

examination, and will be assessed as having failed. 

 

4.72 At the start of the examination, the examiners will confirm that candidates’ identity 

corresponds to the ITG candidate photo card which they are instructed to bring with them. 
 

4.73 The use of visual aids (e.g. signs, pictures, photographs, lasers and pointers), either physical or 

electronic, during an examination is not permitted. 

 

4.74 The audio or visual recording of candidates’ examination performance is not permitted. 

 

MODULES FIVE, SIX AND SEVEN: a practical examination on the chosen WALKING TOUR, 

RELIGOUS BUILDING (e.g. Cathedral), and MUSEUM or GALLERY. 

 

4.75 The Course Director will submit the proposed walking route, or stops in the sites, instructions 

and any scope of each stop for approval to the Chief Examiner. A good quality sketch map is 

required and the proposed stops for presentations should be highlighted and sequentially 

numbered. 

 

4.76 Candidates will be called at random and will make TWO presentations in all, each one lasting 

approximately five minutes, candidates who exceed six minutes should be asked to stop 

 

4.77 Time should be allowed for the possibility of a further presentation by candidates, at the 

discretion of the examiners. 

 

4.78 Candidates are expected to have full knowledge of the items on the syllabus. They should show 

understanding of all relevant elements. This includes for the following: 

• Walk. An in-depth knowledge of the route, and the ability to bring this to life for their 

group, historical background, modern development, personalities, flora, fauna, architecture, 

land use, and be able to explain and interpret what is seen. 

• Religious site - They are also expected, through their in-depth knowledge of the building 

(including its history, architecture, decoration, monuments, burials, and the religious life 

today), to bring it to life for their group and be able to explain and interpret what is seen. 

• Museum or gallery - They should in addition have a good knowledge of the history of the 

building, its architecture, its purpose and how it is funded, and be able to explain and 

interpret what is seen. 

 

4.79 Each candidate should be given the opportunity to lead the group from one stop to another in 

order to demonstrate, for example, their group positioning and group control, and their 

awareness of the surroundings. 

 

4.80 Candidates should: 

• Always stop and face the group when speaking. 

• Demonstrate that they are mindful of the safety of the group and are aware of hazards. 

• Show awareness of other road and pavement or site users. 

• Demonstrate their concern for the comfort of the group. 

• Be audible and show awareness of the need to adjust their volume according to the 

conditions (traffic, road works etc.). 
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• Show good group positioning and group control. 

• Show ability to handle questions confidently and briefly and always repeat the question for 

the benefit of the whole group, candidates are expected to be able to answer the question; 

this will be restricted to the topics on the syllabus for this stop. 

• Be aware of any rules of the site and of site facilities, and should inform the group when 
appropriate. 

• Should show awareness of and sensitivity to others users of the site, especially religious 

sites where people may be at prayer, and the clergy and staff 

 

MODULE EIGHT: a practical examination on a MOVING VEHICLE (e.g. coach) in the area being 

studied. 

 

4.81 Except in the case of the London Level 4 examination, the Course Director will agree with the 

Chief Examiner the coach route or routes to be covered 6 weeks in advance. 

 

4.82 In the case of the London Level 4 coach examination, the Chief Examiner will decide the routes 

for the coach. This will not be revealed in advance to the candidates or the Course Director. 

There should be more than one coach route used at any one session. 

 

4.83 On one examination module, usually on the moving vehicle, the Committee may appoint a 

representative from the tourist industry or a user of guide services. Such examiners will not 

normally be paid. Their assessment of the candidates will be taken into account in the Chief 

Examiner’s report and recommendations to the Qualifications Board. 
 

4.84 The chosen route should (except in London) include a mix of urban and rural areas and be of 

sufficient length to give each of the candidates an opportunity for a total of FIFTEEN minutes 

in which to make presentations. 

 

4.85 Candidates will be called at random and will make THREE presentations in all, of varying length, 

e.g. 2 minutes, 8 minutes, 5 minutes. The Chief Examiner will arrange for a Co-ordinator who 

will call up the candidates at the required times. (This may in some cases be one of the 

examiners.) 

 

4.86 Candidates should have a detailed knowledge of the coach route, showing understanding of all 

relevant elements, including the important sites, historical background, modern development, 

personalities involved, flora, fauna and land use. They should present a coherent and 

entertaining commentary moving smoothly from Top Visual Priorities (TVP) to non-TVP. Their 

commentary should be based on accurate knowledge, demonstrating sensible selection of 

material. Whilst not choosing to mention all sites passed, they should point out the most 

important. Their voices should be pleasant to listen to over several hours. 

 

4.87 Candidates should in addition: 

• Give clear physical indications (pointing) and clear, accurate verbal indications (“the house 

with the green door and the sloping red roof on the left” – not simply “the house on the 

left”); they should not indicate “in front of the coach” or “behind us” or “we have just 

passed”. 

• Time their indication so that passengers can see clearly what is intended. 

• Be able to give concise information on TVPs and show ability to expand their commentaries 

when necessary – dependent upon traffic conditions. 

• Demonstrate their concern for the comfort of the group. 

 

4.88 Policy on wearing of seat belts on coaches during guide training and examining 
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When called to present, candidates should sit down and fasten their seat belt before starting 

to address the group. Candidates must at all times comply with the legal requirement of working 

in a moving vehicle.  

 

RESULTS 

4.89 The Chief Examiner will present the results for ratification by the Qualifications Board in the 

form of a full report on all aspects of the examination. 

 

4.90 The Qualifications Board will consider the report and, where the results are ratified, will notify 
the Board of Directors and the Examinations Co-ordinator accordingly. Candidates are notified 

of the results by first class post, normally within SIX weeks after the final examination. The 

Course Director is notified of the results at the same time. The results are expressed as a ‘Pass’ 

or ‘Fail’ in respect of individual modules, and not as percentages. 

 

4.91 Unsuccessful candidates at practical modules will receive feedback after their examinations. 

The Chief Examiner will send individual evaluation sheets to the Course Director, in the case 

of external candidates the Chief Examiner will send these to the Exams Co-ordinator who 

will forward to unsuccessful candidates. 

 

4.92 The Examinations Co-ordinator will prepare certificates for all candidates who have passed 

the examinations, which will be signed by or on behalf of the Chair of the Qualifications Board, 

and arrange for the manufacture of Blue Badges which will be presented to the successful 

candidates. 

 

4.93 The Examinations Co-ordinator will invite all the newly qualified guides to join the Institute as 

Full Members by sending information on the Institute and a direct debit mandate form. Paid 

membership will commence at the start of the following renewal year. 

 

4.94 In case of postal delay, and at the request of the candidate, results may be e-mailed to the 

candidate by the Examinations Co-ordinator. 

 

RESIT EXAMINATIONS 

4.95 Candidates are required to complete all modules successfully within 48 months of enrolment 

date. Except in exceptional circumstances at the discretion of the Qualifications Board. 

 

4.96 Candidates are entitled to two opportunities to resit a failed examination. 

 

4.97 Candidates sitting Module One (Background Knowledge) are entitled to two resits which 

must be completed within 36 months of the first examination attempt. 
 

4.98 Practical resits may take place no less than EIGHT weeks from the date of notification of the 

examination results. Written resits will normally take place no less than six months after 

notification of results. Second resits will take place no less than six months after the first resit 

examination. 

 

4.99  Project resits – candidates who fail the project are given one opportunity to resit. They must 

complete a new project; the title will be one of the unused titles from the list originally given. 

They have three months to complete the project, which should be started no less than 4 

weeks from the date they are informed they have failed the project. They will need to pay a 

fee as determined by the treasurer for the marking of the project. 

 

4.100 Examinations, including resit examinations, will take place only at certain points in the year, 

and only as determined by the Institute. 
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4.101 Candidates at all resit examinations - except Module Eight (moving vehicle) - will pay the 

current fee applicable. 

 

4.102 Candidates for a Module Eight (moving vehicle) resit examination will pay an additional 25% 

of the main fee for the first resit; and will pay an additional 50% of the main fee for the second 

resit. 

 

4.103 Examiners who have failed a candidate at a practical module will not examine the same 
candidate at the resit examination. 

 

4.104 Candidates must confirm, in writing to the Examinations Co-ordinator no more than two 

weeks after the results are published, their wish to retake at the next opportunity as 

determined by the Institute. 

 

APPEALS 

See Section 7. 
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5. SECTION: LANGUAGE EXAMINATIONS 
 

5.1 Course Directors must inform students of the ITG language requirements at level 3 and level 

4.  

 

5.2 Chief examiners at the first meeting with the students will inform them of the language 

requirements. Institute visitors will monitor student’s awareness of this. 

 

5.3 A summary of the language requirements can be found on the Institute website. 

  



 

Institute of Tourist Guiding – Examinations Handbook (Jan 2017) review v 1.4.2   Page 32 of 86 

 

 

SECTION 6: ENDORSEMENTS 
 

6.1 The Institute accepts endorsement qualifications for guides who a) hold a Level 4 (Blue Badge) 

qualification, b) have registered for and fully participated in an accredited endorsement training 

programme and c) have performed successfully in an examination for this qualification. 

Absences on the training programme may be agreed at the discretion of the Course Director. 

 

6.2 The Institute would recommend, as a matter of good practice, that guides who have been 

unsuccessful in the above examination may, at the discretion of the Course Director, resit the 

examination once. 

 

6.3 The function of an Institute Endorsement qualification is to build on one, or several, existing 

Institute qualification(s). Access to the endorsement should be open to as wide a range of 

Institute-qualified guides as possible. An assessment must be made of the prior knowledge and 

prior skills on which the endorsement content is based and access to the endorsement may 

require participants to hold qualifications for a specific area or at a specific level. It is necessary 

therefore, when formulating or assessing proposals for endorsements, to be able to 

demonstrate how the content and function of the endorsement will enhance existing 

qualifications within that qualification's parameters (including whether parameters are for a fixed 

or flexible area qualification). 

 



 

Institute of Tourist Guiding – Examinations Handbook (Jan 2017) review v 1.4.2   Page 33 of 86 

 

SECTION 7: APPEALS 
 

7.1 Candidates in the first instance are encouraged to consult their Course Director. If, however, 

a candidate wishes to make a formal appeal, the procedure is set out in the Institute’s bye laws 

which are published on the Institute’s website and set out below. 

 

7.2 It is the responsibility of the candidate to read and understand the appeal procedure. In 

particular, the candidate should be aware that the outcome of any reconsideration of the 

assessment could be favourable or unfavourable. 

 

7.3 The appropriate fee must be paid in full at the time the appeal is made. 

 

GROUNDS FOR APPEAL 

7.4 The Bye Laws of the Institute prescribe the only acceptable grounds as: 

i) That the examination had not been in accordance with the Institute’s examination 

procedures such that the result may have been adversely affected. 

ii) That the candidate believed that his/her performance in the examination had been 

materially impaired by ill health or other circumstances which the candidate had been 

unable, for valid reasons, to divulge to the Examinations Co-ordinator or to an examiner 
on the day of the examination. 

iii) That the candidate had reason to believe that one or more of the examiners was 

prejudiced or biased against them. 

 

PROCEDURE 

7.5 A candidate wishing to appeal on the grounds listed shall give notice in writing to the Chair of 

the Qualifications Board at the Institute within 28 days from the date of notification of results. 

 

7.6 No member of the Appeals Committee may have a direct interest in the candidate’s case. 

 

7.7 The remit of the Appeals Committee is to consider whether judgements made were consistent, 

fair and applied correctly. 

 

7.8 The Appeals Committee shall have authority to determine the case put to it. Its decision shall 

be final and not be subject to further appeal. 

 

7.9 Where the appeal is upheld, the Appeals Committee may recommend that the result of the 

examination be changed; that the candidate’ work be reassessed; that the candidate be given a 

further opportunity to take the examination, with or without further payment of a fee; that the 

candidate in a written examination be offered the opportunity to retake the examination orally 

or that other changes be made to provide the candidate with the opportunity to achieve a fair 

result. 

 

7.10 Where an appeal is upheld, the fee (under 7.3 above) will be refunded. 

 

7.11 The decisions of the Appeals Committee shall be reported to the appellant, the Chair of 

Qualifications Board, the President of the Institute, the Chair of the Examinations Committee, 

the relevant Course Director, the Operations Manager, and the relevant Chief or Chief 

Examiner. 

 
7.12 If the decision results in an award, the Chair of the Qualifications Board will approve the award 

on behalf of the Institute. 
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SECTION 8: EQUALITY ACT AND SPECIAL NEEDS 
 

POLICY 

 

8.1 The Institute will take account of all current legislation in relation to equality of opportunity. 

 

8.2 It is the policy of the Institute to take disabilities into account when assessing candidates' 

performance at examinations. 

 

8.3 The aim of special examination arrangements is to establish equitable circumstances under 

which all candidates can demonstrate their ability and attainment, but not to put any candidate 

at an advantage or disadvantage. 

 

SPECIAL ARRANGEMENTS 

8.4 Special arrangements may be put into place for Institute examinations at all levels. These 

arrangements can cover a variety of requirements such as extra time, the use of a computer 

(see below: Use of Laptop), extended rest breaks etc. 

 

8.5 Candidates, normally via their Course Director, must identify their special examination needs 
to the Examinations Co-ordinator no later than THREE months before the date of the 

examination. 

 

8.6 It is the candidate's responsibility to ensure that appropriate professional assessments, and/or 

medical certificates, to support the need for any special arrangements are given to the 

Examinations Co-ordinator. 

 

8.7 It is the candidate’s responsibility to provide any specialist equipment or in the case of 

profoundly deaf sign language users to notify the exams co-ordinator of the names of the 

interpreters they will be employing. The Institute will make reasonable adaptations to enable 

candidates to sit Institute examinations. 

 

8.8 Any additional time for written examinations depends on the recommendations made in the 

individual candidate’s assessment or medical certificate. The standard allowance for most 

candidates will be an additional 15 minutes per hour (25%). 

 

USE OF LAPTOP 

8.9 The Institute may permit the use of laptops, provided by the Institute, during written 

examinations for candidates with special needs, subject to appropriate supporting medical 

documentation. Such candidates will also be entitled to 25% extra time. 

 

8.10 The use of a laptop will not be permitted on the grounds of poor handwriting or for candidates 

unfamiliar with Roman script. 

 

CANDIDATES WHOSE FIRST LANGUAGE IS NOT ENGLISH 

8.11 Candidates whose first language is not English will be permitted to bring a bilingual or 

monolingual dictionary of their choice to the examination room. Such candidates will be entitled 

to an additional 15 minutes per hour (25%). 
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SECTION 9: MITIGATING CIRCUMSTANCES 
 

9.1 It is the Institute’s policy to permit, in certain circumstances, special consideration to be given 

to candidates who suffer temporary illness, injury or indisposition, be it emotional or physical, 

that may affect performance at the time of assessment. Special consideration measures will be 

considered if performance in the examination or in the production of coursework is affected 

by adverse circumstances beyond their control. 

 

9.2  Any special consideration: 

• Must treat candidates fairly. 

• Must not invalidate the assessment requirements set out in the specification for the 

relevant qualification. 

• Must require the candidate to fully meet the assessment requirements. 

• Must not give the candidate an unfair advantage compared to candidates for whom special 

considerations are not being made. 

• Must maintain the relevance, reliability and comparability of the assessment. 

 

9.3 All recommendations for special consideration will be submitted to the Qualifications Board for 

approval by either the Course Director directly or the Chief Examiner (in his or her report on 

the examinations). 

 

9.4 A candidate who misses one or more examination modules as a result of an illness or an accident 
must notify the Institute as a matter of urgency with immediate effect, and must produce 

supporting documentation, e.g. medical evidence, as soon as possible and no later than TWO 

weeks of the first examination missed. 

 

9.5 Candidates must normally wait to resit examinations at the next available opportunity. In these 

circumstances, the examination missed will not count as one of the candidate’s consecutive 

attempts at the examination module. 
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SECTION 10:   

 

APPENDICES 
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APPENDIX A 

 

BACKGROUND KNOWLEDGE PAPER - ENGLAND: CONTENT AND 

ALLOCATION OF QUESTION CATEGORIES 

 

Short answer questions in the following subject proportions. To ensure conformity with the European 

standard CEN15565, all subject categories should where possible be placed in the European context 

and the intercultural dimension should be explored.   

 
1. Physical Geography & Geology (10) 

Students should 

• Be able to describe the geology of the British Isles 

• Be able to locate major rivers, mountain ranges, islands and coastal features 

• Be able to give an overview of the British climate 

• Be able to summarise land use across the British Isles 

• Be able to give statistics of industry versus agriculture 

• Be able to explain the main issues facing urban and rural communities 

• Know key facts regarding population numbers 

• Be able to demonstrate a basic familiarity with location and any unique features of 

major counties, cities, towns, major rivers and landmarks (see also Tourism and 

Transport sections) 

• Be able to describe a variety of British flora and fauna (with particular emphasis on 

unique or heritage species) 

• Be able to identify the National Parks 

 

2. History (15) 

Students should 

• Be able to relate a basic outline of English history from pre-history to the present day, 

linked to key sites across the country 

• Have a detailed understanding of the following key events, topics and periods and the 

related personalities: 

o Roman occupation, including key dates, cities, roads, and remaining Roman 

sites 

o Anglo Saxons and Vikings 

o Norman invasion, castle building and feudal system 

o Magna Carta and the development of Constitutional Monarchy and Parliament 

o The Wars of the Roses 

o The Tudor period 

o The Reformation, its origins in England, the dissolution of the monasteries and 

the Anglican Church 

o The English Civil War 

o The Industrial Revolution 

o The British Empire 

o 20th Century, including World Wars 

 

3. Architecture & Landscape Design (10) 

Students should 

• Be able to recognise and describe the key features of the English architectural styles 

below and be able to give examples of each of the following: 

o Roman building techniques 

o Norman/Romanesque  

o Gothic 
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o Tudor/Renaissance 

o Jacobean/Baroque 

o Neoclassical 

o Georgian 

o Victorian/Gothic Revival 

o Arts & Crafts Movement 

o Modern Architecture (including International, Brutalist, High Tech and Post 

Modern) 

• Be able to relate an outline biography of key British architects and be able to give 

examples of their work and influence: 

• Be able to explain the development of English Church & Cathedral architecture, with 

detailed understanding of the main architectural terms 

• Be able to relate an overview of the development of country houses/stately homes 

including: 

o Chatsworth House 

o Blenheim Palace 

o Castle Howard 

• Be able to explain the development of castles in Britain with a detailed understanding 

of castle architectural terms 

• Be able to outline the historic development of the English garden 

• Be able to list the main features of different English landscape styles 

• Be able to name some key landscape gardeners and give an example of their work  

 

4. Language & Literature (7) 

Students should 

• Be able to list the indigenous languages spoken in the British Isles 

• Show a basic understanding of the development of the English language and its 

relationship with foreign languages 

• Know the approx. number of English speakers in the world and be able to explain the 

influence of the English language in the world today 

• Be able to outline the development of British literature, including major writers, their 

biographical details and significant works 

• Explain the post of Poet Laureate and know who holds the position currently 

• Have an awareness of the Hay Festival 

 

5 Visual Arts (8) 

Students should 

• Be able to describe the development of European painting through its main movements 

including modern and street art 

• Be able to give a brief biography of major British painters and sculptors which would 

include their life, works, related sites and influence 

• Be aware of the development of English fashion, particularly since WWII, being able 

to name and describe the style and significance of internationally known designers  
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6 Performing Arts (10) 

Students should 

• Be able to summarise the current theatre scene in England including: 

o Reparatory 

o Musicals 

o Pantomime 

• Be able to show a familiarity with the careers of key English actors and actresses of 

the 20th century 

• Be aware of the development of English classical music, and know the works and 

careers of major figures and major sites associated with them 

• Be able to display an overview of the contemporary English music scene, and the work 

of key performers and writers/composers 

• Be able to list some of the major festivals and describe the music associated with them, 

for instance: 

o Glastonbury 

o Glyndebourne Festival 

o The Proms 

o Edinburgh Festival  

• Know of the Arts Council England and its role  

• Be able to give an historic overview of the BBC, its structure and funding. 

• Be able to list other major broadcasters 

• Know about long standing British Radio productions including: 

o Desert Island Discs 

o The Archers 

• Be able to give a brief description of British TV productions sold globally, for example 

EastEnders and Downton Abbey 

Have a superficial knowledge of the film industry in England including key franchises, films, 

Computer Generated Imagery (CGI) and studios 

 

7 Constitution & Government (5) 

The student should 

• Be able to outline the main institutions that comprise the UK constitution 

• Be able to explain the relationship between the UK and the Channel Islands & Isle of 

Man 

• Explain the difference between the UK versus Great Britain 

• Be aware of Scottish, Welsh, Northern Irish and Westminster Parliaments/Assemblies 

and governments including knowing the names of the main Office holders 

• Know the national patron saints, days, emblems, flags and anthems of the 4 UK 

countries 

• Know how many countries are in the EU 

• Be able to discuss broadly the role of the European Parliament, MEPs, European Court, 

currencies and topical aspects of the UK’s relationship with the EU 

• Have an overview of the Brexit process 

 

 

8. Monarchy (5) 

 The student should  

• Know the extent of the powers of the Monarch 

• Be able to explain the order of succession and basic rules 

• Be able to give a brief biography of the following members of the Royal Family including 

their marriages, children, titles and roles: 
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o Queen 

o Duke of Edinburgh 

o Prince of Wales & Duchess of Cornwall 

o Duke & Duchess of Cambridge and their children 

o Prince Harry 

o Princess Royal  

o Duke of York  

o Earl of Wessex  

• Be able to overview the royal year including: 

o Maundy Thursday 

o State Opening of Parliament 

o Trooping the Colour (official versus actual birthday) 

o Balmoral holiday 

o Remembrance Sunday 

o Christmas Broadcast  

• Be able to list the Royal Residences and their uses and public opening: 
o Buckingham Palace 

o Windsor Castle 

o Sandringham House 

o Balmoral Castle 

o Holyrood House 

o Hillsborough Castle 

• Know which countries have the Queen as Head of State 

• Broadly explain the Commonwealth and Queen’s role  

• Be able to explain how the Royal Family is financed 

 

9. Multi-culturalism & Religion (5) 

 The student should 

• Be able to explain the historic and current ethnic make-up of the British Isles and 

England in particular, including immigration from former colonies and the EU 

• Be able to overview distinct communities and their concentrations across the country 

• Know which are the main faiths in Britain and officially how many followers each has 

• Be able to explain the concept of the Established Church 

• Have a basic understanding of the following religious festivals, what they mean, which 

religions they relate to, how they are celebrated and when: 

o Ash Wednesday/Lent 

o Easter 

o Whitsun/Pentecost 

o Christmas 

o Holi 

o Diwali 

o Ramadan 

o Eid-ul-Adha 

o Passover 

o Rosh Hashanah 
o Yom Kippur 

o Hanukah 

o Vaisakhi 

o Birthday of Guru Nanak 
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10. The Economy (5) 

 The student should 

• Be able to state the percentage of the UK economy as part of the world economy 

• Be able to recall broadly current GDP, average earnings, current inflation rate 

• Be able to describe key sectors of the economy and quantify Services versus 

Manufacturing 

• Be able to list the main industries and give examples of where they are located 

• Be able to describe the development of historical industries and respective locations 

including: 

o Coal mining 

o Tin mining 
o Potteries 

o Cotton weaving 

o Shipbuilding 

 

11. Finance and Taxation (5) 

 The student should 

• Be able to give examples of taxation, including local and property taxes, National 

Insurance, road and fuel taxes, VAT and Income tax 

• Be able to state current Income tax rates/bands  

• Be able to state current VAT rates and system, including explaining refunds for visitors 

 

12. Law (5) 

 The student should   

• Be able to explain the role of the different courts below: 
o Magistrates 

o County Courts 

o Crown Courts 

o Supreme Court 

o European Courts 

• Be able to explain the role of the Crown Prosecution Service 

• Explain Criminal versus Civil law and illustrate with examples 

• Be able to explain the difference between Common Law and Statute law 

• Be able to give examples of links with other jurisdiction and countries 

• Be able to broadly explain the jury system 

• Be able to state that there are regional Police forces and explain the political oversight 

 

13. Education (5) 

The student should 

• Be able to describe the English education system including schools, colleges and 

universities and ages for compulsory education 

• Be able to explain the difference between Independent versus State systems and 

percentage of each 

• Know that religious schools exist and know the percentage of total 

• Be able to give a broad overview of qualifications, more specifically GCSEs and A levels 

• Be able to compare English universities in the global context, universities ranked in top 

10 in the world 

• Be able to outline the cost of university education, fees and student loans 
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14. Health and Social Services (5) 

 The student should  

• Be able to recount a basic history of the NHS 

• Be able to overview the current NHS including GPs, local, general and university 

hospitals 

• Have a knowledge of the current NHS budget and number of employees 

• Be able to describe  

o Main types of benefit (child, unemployment, housing etc) 

o State pension arrangements 

 

15. Sport (10) 

 The student should 

• Be able to cover the British sporting calendar with background information about 

specific sports, key teams, venues and major competitions, particularly: 

o FA Cup (Wembley) 

o Premiership football  

o Rugby 6 Nations (Twickenham) 

o Horse racing (particularly the Derby and Grand National) 

o Wimbledon (Wimbledon) 

o Formula 1 British Grand Prix 

o Open Golf/Ryder Cup 

o Cricket Test Matches (e.g. Lords, Trent Bridge, Oval, Old Trafford, 

Headingley) 

• Be able to recount some historical background to the following sports with specific 

English origins: 

o Football 

o Rugby 

o Cricket 

• Understand that some major English football teams have large overseas followings, 

including: 

o Chelsea 

o Manchester United 

o Liverpool 

o Arsenal 

 

16. Tourism (10) 

 The student should 

• Be able to quantify the significance of tourism in the overall economy 

• Be able to give approximate number of visitors each year 

• Know which are the most visited destinations 

• Be able to list popular English seaside resorts and traditional activities 

• Know examples of popular theme parks 

• Be able to list the English public holidays and know broadly school holiday dates 

• Be able to give an overview of sustainable tourism including: 

o WTO definition 

o Green Tourism Business Scheme and certification 

• Be able to demonstrate an understanding of the requirements of the Equality Act 

2010, particularly in relation to reasonable adaptations of tours 

• Be able to explain the roles of the ITG, Guild and APTG in the tourist guiding 

profession 

• Be able to explain the role of heritage and tourism organisations including: 
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o VisitBritain/England 

o Historical England 

o National Trust 

o Landmark Trust 

• Be able to describe the following traditional festivities: 

o Guy Fawkes Night 

o Halloween 

o Pancake Day 

o April Fools’ Day 

 

17. Cuisine & Hospitality (10) 

 The student should 

• Be able to give an overview of British eating times and habits 

• Explain the difference between English versus Continental breakfast 

• Describe English afternoon tea and “High Tea” 

• Be able to describe traditional foods including: 

o Fish & Chips 

o Ploughman’s Lunch 

o Roast Beef & Yorkshire Pudding 

o Cornish Pasties 

o Shepherd’s Pie 

o Cumberland Pie 

o Scotch Eggs 

o Hot Cross Buns 

o Mince Pies 

o Christmas Pudding 

• Be familiar with English products with PDO status (protected designation of origin), 

particularly: 

o Stilton 

o West Country Farmhouse Cheddar 
o Cornish Clotted Cream 

o Yorkshire Forced Rhubarb 

o Fal Oysters 

• Know popular non-traditional cuisine, especially British variations such as Balti’s and 

Chicken Tikka Masala 

• Be able to explain the Gastro Pub and slow food and organic movement 

• Be able to name some celebrity chefs 

• Be able to give examples of English Michelin starred restaurants 

• Explain tipping and service charges 

• Explain pub etiquette and measures 

 

18. Countryside (5) 

 The student should 

• Be able to give an overview of current English agriculture, including types of farming 

(mixed, intensive etc) 

• Be able to recognise wheat, barley, oats, sugar beet, rape seed  

• Be able to recognise key domestic animals and breeds 

• Be able to describe the farming calendar in terms of harvesting, winter crops (winter 

wheat), lambing, etc… 

• Be able to explain the right to roam 
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19. Housing & environment (5) 

 The student should 

• Be able to explain the leasehold/freehold system 

• Be able to describe social housing models (council, housing association, shared 

ownership etc) 

• Be able to state the proportions of home ownership v private rental v social housing 

• Be able to explain the reasoning behind Green Belts and what they are. 

• Be aware of the existence of planning procedure 

• Be aware of Listed status - buildings/views and conservation areas 

 

20. Transport (5) 

 The student should 

• Be able to list the major airports and ports in England 

• Be able to describe Cross Channel/North Sea transport (tunnel and ferries) 

• Have an overview of sea routes to Ireland, Channel Islands and Isle of Man 

• Display an overview of the rail network, including: 

o Main intercity routes, especially West & East Coast, Great Western, HS1 

o Advance, Anytime, Peak and Off-Peak fare structure 

o How to book tickets 

o Journey times for routes between capitals (London, Cardiff, Edinburgh, Paris 

and Brussels) 

• Possess an overview of coach transport, knowing main companies and how to book 

• Be able to describe the road network -Motorway, A and B road classifications 

• Be able to state speed limits – mph & km/h 

 

21. Science & inventions (5) 

The student should 

• Be able to give a brief description of the following major British/English scientific 
discoveries and inventions, to include names of scientists/engineers and associated 

sites: 

o Steam Engine 

o Railways 

o Television 

o Nuclear Fission 

o DNA 

o The internet 

o Penicillin 

• Be aware of the development of science in Britain, and know the work and careers 

of the key scientists and any major sites associated with them 
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Exam Format 

Part 1: 150 short answer questions as set out above 

Part 2:  Candidates are required  to answer 10 questions from a choice of 15, each accounting for 

5 marks.  Candidates must answer at least one question from each section.  These questions would 

require a more topical understanding of the above, the ability to link themes or provide more detail 

on a topic.  Questions to be answered in short note/bullet point form, with ½ mark awarded for 

each key fact provided in the answer. 

The sections are listed below, there will be a choice of 3 questions in each of the sections: 

• history 

• biographies/sites relating to people specifically mentioned above 

• tourism and leisure activities 

• contemporary Britain (government, economy, law, finance etc) 

• architecture, landscape and the arts 
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APPENDIX B 

 

GUIDANCE NOTES FOR COMPILERS OF WRITTEN PAPERS 

 

CRITERIA FOR WRITTEN PAPERS AT ALL LEVELS 

 

The Compiler: 

1. The Compiler must be independent of the Course Director and tutors but may, in compiling 

the paper, use questions and aide memoire and other materials supplied by those involved in 
the delivery of training, as well as past question papers. The compiler must ensure that all 

questions relate directly to the syllabus and that the syllabus is fairly covered in the paper. 

 

The Paper(s): 

2. The compiler must ensure that questions on the paper are submitted to the Examinations Co-

ordinator in the correct format. This will be provided to the compiler on appointment. 

Answers, which will have been verified by the compiler, must be submitted with the question 

paper. 

 

3. The Papers at Levels 3 and 4 will comprise both (a) short-answer questions and (b) essay 

questions. The Paper at Level 2 will comprise short-answer questions, no essay questions. 

 

4. The Institute’s general approach is that the written papers should examine and test the 

candidates’ knowledge of (i) region-wide issues, such as history, landscape and agriculture, 

literature, historical and contemporary figures, economy and commerce, as well as (ii) specific 

individual sites from across the whole region or area under examination – museums, galleries, 

churches, other religious sites, towns, villages, gardens. It follows that essay topics should seek 

to elicit knowledge only of areas, sites and locations not covered by the practical examinations. 

Quick questions on the other hand should also aim to test the candidates’ in-depth knowledge 

of key sites, including those which are the subject of practical examinations. 

 

5. Category (a) (short-answer questions) should consist of questions to which one word, a short 

phrase or, at most, a single sentence is sufficient answer. 

 

6. The questions should be clear and unambiguous: They should have only one possible answer. 

Any complicated or technical terms should appear in the question, not in the answer. 

 

7. Because of the nature of guiding (where the guide may be asked questions not related to the 

topic about which s/he is speaking) the questions should not be grouped under topics but should 

be random. 
 

8. Some of the questions may be divided into two parts (a and b) but there should be a limited 

number of these questions. At most 10 in any 100 questions. Questions should not be divided 

into 3 parts. Questions should not be linked to one another but should be independent. 

 

9. There should be no multiple-choice questions. 

 

10. One mark should be given for each correct answer. Half marks are allowed for a partially 

correct answer. 

 

11. The compiler should be careful (for the sake of the marker) to limit the number of answers 

possible - e.g. “Name two of the works of a writer”; if the writer has written 25 books all titles 

would have to be given as possible answers and the marker would need to be provided with a 

list of all these titles. 
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12. Category (b) (essay questions): Answers may be in note form or in bullet points, and must 

answer the question, and only the question, fully. Each answer will be marked out of a possible 

25 marks. 

 

13. Questions may require short notes on a selection of headings all related to one topic (e.g. 

authors, churches, paintings). 

 

14. In the case of Paper One for Level 4 examinations (Background Knowledge), the compiler will 
ensure that the range of questions encompasses all countries of the United Kingdom and that 

subject headings (see Appendix A) are covered in the prescribed proportions. Maps, road signs, 

drawings of architectural features may be included, but pictures of personalities may not. 

 

15. Compilers should in addition include information on the points that would need to be included 

in an answer for the question to score within the top range of the mark scheme (see Appendix 

C). 
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APPENDIX C 

 

GUIDANCE NOTES FOR MARKERS OF WRITTEN PAPERS 

 

1. The pass mark will normally be 60% of the total available marks. Where questions are 

disregarded, a candidate’s percentage will be calculated by dividing the number of marks 

awarded by the total number of questions then remaining. 

 

2. The marker should bear in mind that in examination conditions it is unlikely that any answer 
will be ‘perfect’. By using the word "significant" we can distinguish between fundamental facts 

or information, which we would expect every guide to have, and minor supporting points. 

Although the answers may be only in note or bullet point form the best candidates will indicate 

some structure in their answers. 

 

3. A positive marking system should always be used; no marks should be deducted for errors or 

omissions, and no penalties should be applied for grammatical or spelling errors. No subjective 

or negative comments should be written by the marker in pen on the examination script; if 

need be, comment should be written only in pencil, or on a separate sheet. 

 

4. Each essay answer is marked out of 25. The pass mark will normally be 15 or more. 

 

5. The table below sets out the marking scheme to be used for answers to all essay or essay-type 

questions. 

 

 

 

23-25. All relevant points and information covered. The candidate identifies a 

comprehensive range of relevant information and indicates a strong structure for 

presenting the information. In the case of describing a walk or coach tour he/she 

indicates a logical order and relates information to sites/sights. 

 

 

19-22. Most relevant points and information covered. The candidate identifies a range of 

relevant information and there is a good attempt at structuring the information. In the 

case of describing a walk or coach tour there is a good attempt to indicate a logical 

order and relate information to site/sights. 

 

 

15-18. An adequate number of points and information covered. The candidate still 

identifies a good range of information but perhaps less than for bands 1 & 2. There is a 

limited attempt to indicate a structure. In the case of a walk or coach tour, there is 

some attempt to indicate a logical order and relate information to site/sights, but this 

may contain some errors, - i.e. sites in wrong order, sites omitted, information 

attributed to inappropriate site. 

 

 

9-14. Insufficient relevant points and information covered. There is a limited range of 

information containing some inaccuracies and/or irrelevancies and little attempt at 

structure. In the case of describing a walk or coach tour, there is little attempt to 

indicate a logical order or relate information to sites/sights. The order may be partly 

inaccurate with sites/sights omitted or information attributed inappropriately. 
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4-8. Few relevant points and information covered. The information is limited and there 

is no real attempt at structure. In the case of describing a walk or coach tour, there is 

no attempt to indicate a logical order or relate information to sites/sights. 

 

 

0-3. An entirely limited answer. Fails to understand the question and demonstrates little 

knowledge or understanding of the issues. 
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APPENDIX D 

 

THE ROLE OF THE MODERATOR 

 

1. The Examinations Committee will appoint one moderator for the written paper at Level 2 and 

Level 3. This will normally be the Chief Examiner, but not the compiler. The Examinations 

Committee will appoint two moderators for each paper at Level 4. One will normally be the 

Chief Examiner, but not the compiler.  

 
2. The compiler will submit the draft question paper to the moderators (via the Examinations Co-

ordinator) not later than FOUR weeks before the date of the examination, accompanied by 

model answers or, where this is not appropriate (for example with questions which require 

essay-type answers), by an indication of the length, style and content of the desired answer, with 

a suggested allocation of marks (a mark scheme). 

 

3. The moderators must satisfy themselves that the question paper: 

• Is appropriate to the level of the examination. 

• Is an appropriate means of testing whether candidates have achieved the stated aims and 

outcomes of the syllabus. 

• Covers the full range of the syllabus, geographically and thematically. 

• Ensures that some candidates will not be at an advantage other than by virtue of their ability 

and commitment. 

 
4. The moderators will therefore check for: 

• Balance. 

• Consistency. 

• Accuracy. 

• Difficulty. 

• Ambiguity. 

• Clarity. 

• Length of paper. 

 

5. The moderator(s) may in discussion and consultation with the compiler substitute 
alternative questions, and – where changes to essay-type questions are involved – alternative 

marking schemes. 

 

6. After the paper has been marked (usually by the compiler) the moderators will scrutinise a 

sample of scripts – i.e. the two highest-marked and the two lowest-marked papers, together with 

any other borderline scripts and all the papers marked as “Fail”. The moderators may also have 

sight of other papers for this purpose. 
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 APPENDIX E 

 

INSTRUCTIONS FOR INVIGILATORS 

 

1. Receipt of Examination Papers 

The papers should be counted to confirm the correct number. The examination package should 

normally contain: 

• A list of candidates’ names and numbers for the invigilator. 

• A list of candidates who are eligible for 25% extra time (candidates whose first language 

is not English and other candidates with special needs). 

• A list of candidates with only their candidate numbers for the marker and two sticky 

labels addressed to the examination marker. 

 

2. Preparation for Examination 

Please take with you to the examination room (in addition to the above): 

a) For examinations at Levels 3 and 4, six sheets of A4 lined paper (with margin) per candidate 

plus at least double this in spare paper with a hole pre-punched at the top left corner of each 

sheet.  

b) For examinations at Levels 3 and 4, treasury tags to bind loose sheets for every candidate. 

c) A whiteboard marker pen to write up start and finish time on a board which can be seen by 

all candidates. 

d) A clock, if this is not provided by the examination centre. 

 

3. Before the Examination 

Place the candidate number on each desk together with an examination paper face down, six sheets 

of A4 paper and one treasury tag. 

a) Check that each candidate’s identity corresponds to the ITG candidate photo card that 

candidates are instructed to bring with them. 

b) Advise all candidates if necessary of their candidate number and tell them to find their place 

in the room. They should leave coats, bags, etc. at the back of the room. Candidates who 

have been granted extra time should be seated as far away from the exit as possible so they 

are not disturbed by other candidates leaving.  

c) Candidates whose first language is not English are allowed to bring a bilingual or monolingual 

dictionary to their desk. Invigilators should check that no additional material is brought into 

the examination room, e.g. inside the dictionary, that may compromise the candidate or their 
performance. 

d) Candidates should be reminded that no mobile phones or other electronic devices may be 

brought into the examination room. 

e) Candidates should be told that no candidate may leave the room within the first half hour or 

during the last 30 minutes of the examination. 

f) A few minutes before the examination, ask the candidates to turn over the paper and go 

through the instructions on the front page with them. 

• QUICK QUESTIONS should be answered in the examination booklet. 

• ESSAY/NOTE QUESTIONS should be answered on the A4 lined paper provided. Each 

question should be started on a different sheet and one side of the paper only should be 

used. 

g) Candidates should put their candidate number (not their name) on the top right-hand 

corner of the front page and on ALL loose sheets. 
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4. The Examination 

a) Once the instructions have been clarified, the candidates should be instructed to begin 

writing. 

b) Write the start and finish time of the examination on a board which can be seen by all 

candidates. Give the candidates with extra time a slip informing them of the finish time of 

their examination. 

NB. Candidates officially notified to you by the Examinations Co-ordinator (candidates whose 

first language is not English and other candidates with special needs) are allowed an additional 

15 minutes per hour (25%) for each paper. If possible these candidates should be seated 
together at the back or to the side of the room furthest from the door. 

c) Ensure the candidates conduct the examination with full propriety, with no candidate gaining 

unfair advantage over others. 

d) The invigilator will immediately contact, and subsequently report in writing to the 

Examinations Co-ordinator, any reasonable suspicion of fraudulent examination practice by 

a candidate involved in an Institute examination. 

e) Any candidate who arrives more than 30 minutes after the start of the examination will not 

be admitted to the examination, and will be assessed as having failed. 

f) A candidate who leaves the room during the examination may not return unless s/he has 

been accompanied by an assistant to the Invigilator. 

g) Inform the candidates about the time on two occasions during the examination – i.e. after 

one hour and when there are 15 minutes left. 

h) At the end of the time inform the candidates that they must stop writing. 

 

5. After the Examination 

a) Check with the candidates that their examination number is at the top of the front page and 

on all loose sheets. 

b) Ask them to tag all their loose sheets to their main paper. 

c) All notes and rough drafts, including those made on scrap paper, should be collected in. No 

written material is to be taken out of the examination room. 

 

6. Dispatch 

Place all the examination papers (both used and unused) in numerical order into an envelope, 

addressed to the compiler of the examination. Post by guaranteed next day post (special delivery) 

at the nearest post office. We are assuming that they will catch the post on the day of the examination. 

If, for any reason, this is not possible, please dispatch at the first opportunity and let the Examinations 

Co-ordinator know. 

 

If you have any queries about any of the above, please contact the Examinations Co-

ordinator on 020 7680 7146 
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APPENDIX F 

 

SAMPLE TOUR PLANNING PROJECT BRIEF FOR CANDIDATES AT LEVEL THREE 

 

SCENARIO 

 

You have been asked to prepare a half-day tour for approximately 15 people of your nationality or 

first language group, of mixed ages and including a wheelchair user with a carer, who are attending a 

conference in Canterbury. (In practice the location specified will be within the area covered by the 
examination) 

 

The theme of the tour must be taken from ONE of the following (these themes are given here by way 

of example and will change from year to year): 

• Architecture 

• Famous personalities 

• The development of Christianity 

 

You should plan to include a visit to a major site and a walking tour, together with time for 

refreshment and comfort stops. 

 

The Project should be no more than 1,500 words and candidates will be penalised for exceeding this 

length. No leaflets or other publicity material produced by relevant sites should be included. 

 

Projects will be assessed as either ‘Pass’ or ‘Fail’. They will address all the points listed below and in 

doing so will demonstrate an understanding of the practical nature of guiding. Itineraries and timings 

will be achievable.  

 

The selection of the site and the route for the walking tour will meet the criteria of the brief and 

demonstrate a coherent approach to the day. The commentary will be relevant, accurate and 

entertaining.  

 

ELEMENTS: 

 

Itinerary 

This should show accurately and clearly the routing and timings. You should ensure that the route is 
suitable for your group. A photocopy of a map should be used highlighting your route. 

 

You should provide a map of the walk, indicating the route and stops, with the position of both the 

guide and the group. 

 

Practical Arrangements 

Details should be provided of the practical aspects of your tour. You should include the following: 

• Pre-tour checks i.e. letters written, calls made, obtaining permission to visit an interior 

• Timetable for the day 

• Meeting group – meeting point and time, coach pick up time /place 

• Looking after the group – safety when crossing roads, difficulty with steps etc. 

• Comfort stops, refreshment suggestions, facilities for the wheelchair user and their carer 

• Opening times and entrance charges for any sites visited  

• Indicate possible problems, e.g. poor weather, and consider strategies for coping with 

such eventualities 

• Recommending specialist shops/bookshops relevant to the tour 

• Any follow-up after the tour 
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Commentary 

In note form you should supply the information which will form the basis for your commentaries for 

each of the following:  

• For the walking tour, indicate where you would position both yourself and your group, 

what the group will be looking at and main points of your commentary 

• For the site visit, indicate introduction, number of stops, commentary, links 

• The importance of relevant, accurate facts and figures mixed with interesting and 

entertaining commentary plus anecdotes where appropriate 

• Relevance of the theme 

 

DATES AND DEADLINES 

 

All projects to be submitted to the Course Director two months after the date of receiving the 

title options. Any late Projects will be an automatic fail. 

 

Projects will not be returned, so candidates are advised to keep a copy of their project. 

 

MARKING SCHEME 

 

Itinerary – 30%, consisting of  

• Timing (achievable within a half day, and a sufficiently full programme) 15% 

• Route and order of stops 5% 

• Relevance to them 10% 

 

Practical – 30%, consisting of  

• Maps clear with stops marked 10% 

• Group requirements met 10% 

• Contingencies planned for 10% 

 

Commentary – 40%, consisting of  

• Content is relevant to theme 10% 

• Interesting and entertaining 10% 

• Accurate and factually correct 10% 

• Relates to what can be seen at each stop 10% 

 

The pass mark is 60% 
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APPENDIX G 

 

SAMPLE TOUR PLANNING PROJECT BRIEF FOR CANDIDATES AT LEVEL FOUR 

 

SCENARIO 

 

A Tour Operator has requested planning for the following: 

 

Approximately 25 people of your nationality or first language group, of mixed ages and including a 
wheel chair user with a carer would like a full day tour to include a coach panoramic (candidates can 

assume that the wheelchair user can access a standard coach), a visit to a major site and a walking 

tour as well as some free time for shopping, etc. 

 

The theme of the day must be taken from ONE of the following (these themes are given here by way 

of example and will change from year to year): 

• Gardens 

• Science and Industry 

• Literary figures 

 
The project should be no more than 3,000 words in length. Candidates will be penalised for exceeding 

the word limit. No leaflets or other publicity material produced by relevant sites should be included. 

 

Projects will be assessed as either ‘Pass’ or ‘Fail’. They will address all the points listed below and in 

doing so will demonstrate an understanding of the practical nature of guiding. Itineraries and timings 

will be achievable. The selection of sites for the coach tour, the walk and the site will meet the criteria 

of the brief and demonstrate a coherent approach to the day. The commentary will be relevant, 

accurate and entertaining. 

 

ELEMENTS 

 

Itinerary:  

This should show accurately and clearly the routing, timings and mileage for your tour. You should 

ensure that the route is suitable for your coach, and that the walk is suitable for your group. 

 

You should provide a map of the walk, indicating the route and stops, with the position of both the 

guide and the group, and a map of the route for the coach tour. 
 

Practical arrangements:  

Details should be provided of the practical aspects of your tour. You should include the following: 

• Pre-tour checks i.e. letters written, calls made, obtaining permission to visit an interior 

• Timetable for the day 

• Meeting group – meeting point and time, coach pick up time /place 

• Looking after the group – safety when crossing roads, difficulty with steps etc. 

• Comfort stops, refreshment suggestions, organising lunch/tea, facilities for the wheelchair 

user and their carer 

• Opening times and entrance charges for any sites visited 

• Recommending specialist shops/bookshops relevant to the tour 

• Indicate possible problems, i.e. heavy traffic, poor weather, and consider strategies for 

coping with such eventualities 

• Any follow-up after the tour 
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Commentary: 

You should list the highlights of each part of the tour, and provide notes (in bullet form) which will 

form the basis for your commentaries in each of the following:  

• For the coach tour, outline your Introduction and indicate TVPs, reason for route, 

commentary and links 

• For the walking tour, indicate where you would position both yourself and your group, 

what the group will be looking at and main points of your commentary 

• For the site visit, indicate introduction, number of stops, commentary, links 

• The importance of relevant, accurate facts and figures mixed with interesting and 

entertaining commentary plus anecdotes where appropriate 

• Relevance of the theme 

 
DATES AND DEADLINES 

 

All projects to be submitted to the Course Director (or Examinations Co-ordinator for external 

students) Three months after the date of receiving the title options.  

Any late Projects will be an automatic fail.  

 

Projects will not be returned, so candidates are advised to keep a copy of their project. 

 

MARKING SCHEME 

 

Itinerary – 30%, consisting of  

• Timing (achievable within one day, and a sufficiently full programme) 10%  

• Route and order of visits 5%  

• Relevance to theme 10%  

• Balance between components 5% 

 

Practical – 30%, consisting of  

• Quality of maps 10%  

• Lunch, shops, toilets identified 5%  

• Recognition of groups requirements 5%  

• Contingencies – weather, traffic 5%  

• Details of coach, entrances and costs 5%  

 

Commentary – 40%, consisting of  

• Content is relevant to theme 10%  

• Interesting and entertaining 10%  

• Accurate and factually correct 10%  

• Relates to what can be seen 10%  

 

The pass mark is 60% 
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APPENDIX H 

 

GUIDANCE NOTES FOR EXAMINERS IN PRACTICAL EXAMINATIONS 

 

1. The role of an examiner is to ensure that the candidates meet the Institute's standards of 

assessment. 

 

2. Candidates will undoubtedly perform better if the atmosphere is positive and encouraging. It is 

the examiner’s initial duty to provide such an atmosphere. 
 

3. On appointment, examiners will receive from the Examinations Co-ordinator detailed 

information on the conduct of examinations, which will include information in this appendix, as 

well as details of what is expected from candidates, set out under the respective sections of the 

Handbook dealing with the module under examination. 

 

4. Examiners should play the role of informed tourists but NOT experts on any one aspect (such 

as architecture, art history, literature, etc). Candidates should be given the opportunity to 

demonstrate their knowledge and skills. They are not expected to know everything, or tell the 

examiners all they know. 

 

5. Examiners should provide writing materials, and a stop watch or equivalent, and will use the mark 

sheets provided by the Examinations Co-ordinator. 

 

6. Before the assessment, examiners should discuss the route, making references to tutor notes on 

how it has been taught. They should agree between them which examiner should call up the 

candidates, what routine to employ and who should ask questions. 

 

7. Groups of up to eight candidates will be assessed by two examiners over half a day. Each 

candidate will be allowed a minimum of 10 minutes to make two or more presentations (in the 

case of a moving vehicle, they will make at least three presentations over a minimum of 15 

minutes). 

 

8. If any candidate does not turn up, or someone comes who is not on the list for that session, the 

examiners should contact the Examinations Co-ordinator as soon as possible. Any candidate 

arriving after the start of the examination will not be admitted to the examination, and will be 

assessed as having failed. 

 

9. At the start of the assessment, examiners must check that each candidate’s identity corresponds 

to the ITG candidate photo card that they are instructed to bring with them. Examiners should 
introduce themselves and explain carefully to candidates how they intend to conduct the 

assessment and what they are looking for. 

 

10. Candidates should be called up at random initially and not in alphabetical order. The location 

where a candidate speaks, and the number of minutes of each presentation should be noted on 

the mark sheet, and may be important in the case of an appeal. 

 

11. Candidates may be asked to proceed according to the planned route or may be asked to choose 

the next stop. Either alternative is acceptable but a candidate would be expected to choose the 

next logical stop. 

 

12. Candidates should: 

• Be aware of any rules of the site – no photography, no touching, etc – and of site facilities, 

and should inform the group when appropriate. 
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• Show awareness of and sensitivity to staff and other users of the site (e.g. in the case of a 

religious building, those at prayer), or of other road and pavement users on a guided walk. 

• Demonstrate their concern for the comfort of the group. 

• Always stop and face the group when speaking. 

• Be audible and show awareness of the need to adjust their volume according to conditions. 

• Show good group positioning and group control. 

• Show the ability to handle questions confidently and briefly and always repeat the question 

for the benefit of the whole group. 

 

13. On a guided walk examination, candidates should in addition demonstrate that they are mindful 

of the safety of the group and are aware of hazards. 

 

14. Examiners should be aware of the time available and, if a candidate gives too lengthy a 

presentation (which, in the case of an appeal, could be seen as unfair on other candidates), should 

be prepared to cut the presentation short tactfully when it reaches 6 minutes. 

 

15. Time should be allowed for the possibility of a further presentation by candidates, at the 

discretion of the examiners. 

 

16. At least one straightforward question should be asked of each candidate (except on the coach). 

The reply should be assessed as if it were being given to a visitor. If the candidate is unable to 

give a specific reply, the matter should not be pursued, but the candidate should be assessed in 

accordance with the way the question was handled, and not assessed on their knowledge. 

 

17. Any incident(s) affecting the examination must be noted and reported as soon as possible to the 

Chief Examiner. 

 

18. Mark sheets must be completed fully and clearly. Reasons for decision MUST be given in detail, 

including concrete examples of what the candidate said, how they behaved, or the techniques 

they were lacking (e.g. examples of inaccurate statements or faulty positioning). This is 
particularly important where a candidate has failed. These sheets may be used in future, including 

as part of any appeal process. 

 

19. Examiners should not allow candidates to enter into discussion with them. 

 

20. Examiners should remember that the tourist guiding examination is in a number of parts; 

candidates may pass one module but fail the written or another practical. Please do NOT discuss 

candidate performance until the results are publicly known. Candidates should not be 

prematurely recruited for work nor should examiners give out their business cards. 

 

21. At the end of the day examiners will gather to collate their marks. This takes a little time 

especially on the coach examination. Examiners should not, therefore, make evening 

arrangements earlier than 7.00-7.30pm before checking with the Examinations Co-ordinator or 

the Chief Examiner. 

 

22. The Chief Examiner will pass on any feedback received (e.g. from candidates) on the conduct of 

the examinations. In cases of concern, this will be discussed with the individual examiner. Record 

of this feedback, including the examiner’s response and any action agreed between the examiner 

and the Chief Examiner, will be held confidentially by the Chair of the Examinations Committee. 
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APPENDIX I 

 

CODE OF CONDUCT FOR EXAMINERS 

 

This Code of Conduct applies to all persons who are commissioned to work on Institute of Tourist 

Guiding examinations in whatever capacity, hereafter referred to as ‘the Examiner’. Acceptance of a 

commission indicates willingness to abide by the Code of Conduct. The objective of the Code of 

Conduct is to make sure that all examination procedures are carried out consistently, competently 

and impartially and that all those involved in the process are clear about what may be expected from 
them. 

 

Any infringement of the Code of Conduct could result in the removal of the Examiner from the 

Institute's Register of Accredited Examiners. 

 

1. General Conditions 

 

1.1 Upon acceptance of a commission, the Examiner agrees to comply with the brief given to 

him/her and to work only to that brief. 

1.2  The Examiner is working as a representative of the Institute of Tourist Guiding and will 

therefore not act in any manner likely to discredit the Institute. 

1.3 The Examiner will not enter into any correspondence on an examination subject with a 

Candidate unless specifically authorised to do so by the Chief Examiner. 

1.4 The Examiner will not publicise the fact that s/he is an Institute Examiner as this may 

compromise her/his objectivity. 

 

2. Examination Security 

 

2.1  The Examiner will maintain confidentiality concerning all examination procedures, material 

and information and will refer any queries on such to the Institute. 

2.2  The Examiner will maintain the highest level of integrity concerning Institute examinations. 

2.3 The Examiner will immediately contact and subsequently report in writing to the Chief 

Examiner any reasonable suspicion of fraudulent examination practice by a candidate or by 

another Examiner involved in an Institute examination. 

 

3  Administration 

 

3.1 Where an Examiner is unable to fulfil her/his obligations s/he must notify the Operations 

Manager and the Chief Examiner as soon as possible. In the case of a Practical Examiner, at 

least 7 days’ must be given if s/he is unable to conduct the examination. 
3.2 The Examiner must not subcontract or delegate commissioned work, or accept delegated 

work, without the formal authorisation of the Chief Examiner.  

3.3 The Examiner must ensure that s/he complies with any deadlines stated in the commissioning 

document. 

3.4 Claims for incidental expenses, including travel, must be authorised by the Operations 

Manager before being incurred. 

3.5 The Examiner must submit invoices and claims for expenses within a maximum of one month 

after completion of the assignment.  

3.6 Material supplied to the Examiner by the Institute remains the property of the Institute and 

the Institute may ask for it to be returned at any time during the examination or immediately 

after it. 
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4  Competence 

 

4.1 The Examiner is expected to carry out any preparatory work necessary for the completion 

of the commission. This would include familiarisation with the sites to be examined, with the 

current syllabus, and with any aides-memoire or other documents issued to the students by 

the respective tutors. 

4.2 The Examiner is expected to confer with other examiners on the method of conduct of the 

examination. 

4.3 The Examiner is required to attend a Briefing Meeting organised by the Chief Examiner. 
 

5 Professional and Ethical Issues 

 

5.1 The Examiner must be reliable and punctual at all times. 

5.2 The Examiner will act in an impartial, objective and professional manner at all times. 

5.3 The Examiner will not discriminate against any candidate, either directly or indirectly, on the 

grounds of race, colour, ethnic origin, political affiliation, age, nationality, religion, gender, 

sexual orientation or disability. 

5.4 The Examiner will, at the time of commissioning, disclose any information, which may make 

her/him unsuitable to carry out that commission. 

5.5 The Examiner will disclose to the Examinations Co-ordinator or to the Chief Examiner, if a 

candidate is known or related to her/him.  

 

5.8 The Examiner will not accept any form of reward, whether in cash or otherwise, for Institute 

examination work, other than from the Institute of Tourist Guiding. 

 

 

I have read and agree to be bound by the above code of conduct. 

 

 

Name _____________________________________________ 

 

 

Signature __________________________________________ 

 

 

Date______________________________________________ 
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APPENDIX J 

 

HOW TO USE THE MARK SHEET 

 

1. Each examiner will have a mark sheet for each candidate in the group. 

 

2. In completing the mark sheet, account should be taken of the candidate’s performance on each 

occasion s/he guides. It is suggested therefore that only a faint pencil mark be placed against the 

relevant box on each scale until the end of the session when the overall mark should be filled 
clearly in ink. 

 

3. General impressions MUST be avoided. The scales have been designed to highlight the more 

important skill and knowledge that a tourist guide should possess. Examiners should rate the 

candidate on one scale at a time. Examiners should NOT allow a good or bad impression on one 

point to affect the marking on another. 

 

4. Examiners should not write comments which are outside their remit and not in support of their 

decision. 

 

5. After the examination and following discussion, examiners should complete the mark sheets 

independently. 

 

6. Candidates must pass all sections which are added up separately. The totals represent the total 

number of ticks in each column. 

 

7. A pass will normally be recommended when the marks in the unshaded columns to the right of 

centre outweigh those in the shaded columns to the left of centre, in each section. 

 

8. There are some asterisked fail points on the mark sheet. A candidate will fail the module if the 

examiners assess the candidate as failing to demonstrate the skill, either by marking NO in the 

shaded column in Section C (Essential Guiding Skills) or by marking Accuracy (in Section B) in the 

shaded column (-3 to -1). 

 

***BE SURE TO FILL IN THE ‘REASONS FOR DECISION’ SECTION OF THE MARK 

SHEET, AND INCLUDE EXAMPLES OF WHERE THE CANDIDATE HAS NOT 

REACHED THE STANDARD, ESPECIALLY IF A CANDIDATE IS ‘BORDERLINE’ OR 

HAS FAILED*** 

 

The following table sets out criteria against which candidates must be assessed. They correspond to 
the criteria in Sections A, B and C, on the mark sheets. 

N.B. Candidates must demonstrate satisfactory ability in all 3 sections independently 

 

A GENERAL TECHNIQUES 

Instructions and Group Management – authority and care of whole group – candidates should demonstrate 

ability to take control in an authoritative but friendly (non-bossy) manner when leading a group. 

Positioning and Awareness – for group to see, not to obstruct, with sensitivity to surroundings – 

candidates should position themselves and the group to guide the view or object, before they start speaking. The use 

of appropriate guiding techniques, e.g. the 45-degree angle for paintings, should be used. Candidates should be aware 

of both the social and environmental sensitivities as well as the comfort of the group 

Engaging group – eye contact, body language, smile, voice – the candidate should make eye contact with 

everyone in the group. 
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Delivery – is it fluent, is voice varied and well-pitched? The voice should flow with rhythm and maintain attention, 

and should be lively and interesting to listen to, with appropriate change of speed, pitch, emphasis 

Indication of sights – clear physical and verbal location – candidates should use positive movement of the arm 

to point things out physically and clear methods of visual description to indicate objects verbally 

Handling Questions – question should be repeated, brief answer given and the candidate should check the 

question is satisfactorily answered 

A1 Additional GENERAL TECHNIQUE for the Coach Module 

Timing – did candidate talk about the sight in time to see it? 

B   PRESENTATION OF KNOWLEDGE 

*Accuracy – was the information given by the candidate accurate? Substantial and/or repeated inaccuracies will 

attract negative marks here. 

Content – well-structured, quality information – the candidate should illustrate a sound knowledge and 

understanding of the subject 

Selection – the commentary should be relevant, balanced with well-linked facts, presented in a positive manner 

without negative comment, and delivered in 5 minutes. The commentary should be contextualised, linking, and not 

isolating the facts. 

Interest – humour/anecdotes, enthusiastic (boring candidates rate low score) 

Appropriate use of words – descriptive, comprehensible; technical terms explained - the commentary should 

be both easy to listen to and to understand. Simple words should be used in explanation. 

C1 ESSENTIAL GUIDING SKILLS – Site & Walk 

*Audibility and Clarity – clear diction, audible in all circumstances. It is imperative that everyone can hear, 

that the words are distinct, and yet the volume should be such that it is easy to listen to without strain or irritation. In 

cases where examiners find it hard to hear a candidate, they should ask the candidate to speak up; if this does not 

make a difference the candidate is likely to fail. 

*Safety – did guide show due care for the safety of the group at all times – candidates should be fully aware of 

safety hazards on town and country walks. The candidate should demonstrate full care and attention towards the 

group and others (members of the public, staff etc). [this criterion only appears on walking tours mark 

sheets] 

*Always talks facing the group – turning one’s back on the group for any length of time would score negatively; 

the occasional glance would not merit a fail 

*Only begins once everyone is assembled – the commentary should not begin until the whole group is 

assembled. 

*Professional Attitude – see below 

C2 ESSENTIAL GUIDING SKILLS – Coach  

*Audibility and Clarity – clear diction, audible in all circumstances, with good microphone technique. It is 

imperative that everyone can hear, that the words are distinct, and yet the volume should be such that it is easy to 

listen to without strain or irritation. The microphone should be held firmly in place on the chin and the volume checked. 

*Professional Attitude – see below 

 

 

*This is an automatic fail point if the candidate scores in the shaded area 
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*EXAMINATION FAIL POINTS 

Examiners should also note the following individual criteria which may result in an automatic fail.  

 

*Accuracy. Substantial and/or repeated inaccuracies will attract negative marks here. 

 

*Audibility and Clarity. The candidate should be heard by the group at all times. Examiners should 

ask a candidate to speak up if they have trouble hearing the candidate. Only if this does not make a 

difference, should the examiners consider a negative mark.  

 
*Professional Attitude. This criterion goes to the heart of professional tourist guiding, and is 

correspondingly difficult to define. Examiners must therefore give concrete examples with full and 

precise descriptions of behaviour which they find to be unprofessional on the part of the candidate. 

This might include – though this list is not exclusive – not pausing and continuing to talk during a 

public prayer in a religious building; arriving late without an adequate or reasonable explanation; 

discourtesy to fellow candidates, members of staff, other visitors to the site or members of the public; 

racist or sexist behaviour or language; telling another tourist guide to move on from an object or 

painting. 

 

*Safety (which only appears on the Walk mark sheet). 

 

*Always talks facing the group (which does not appear on the Coach mark sheet) 

 

*Only begins once everyone is assembled (which does not appear on the Coach mark sheet) 

 

ADDITIONAL POINTS  

Examiners will want to have regard to the points indicated by the five questions on the second page 

of the mark sheet.  

 

Q1. (lateness) relates to Professional Attitude. Any candidate arriving after the start of a practical 

examination will not be admitted to the examination, and will be assessed as having failed. 

Q2. (appropriate dress). Tourist guides, as professionals, are expected to dress appropriately for all 

engagements. For example, jeans and trainers would be considered inappropriate dress in a site such 

as a religious or public building, which in turn may suggest a lack of professional attitude. For a practical 

examination, this is likely to mean smart or smart casual dress, i.e. that which would be appropriate 

for an examination setting.  

Q3. (examination nerves). A candidate displaying excessive nerves is unlikely to be performing to 

their best capability. Examiners, or the Chief Examiner when moderating the result, may well take 

this into consideration when making a final decision and this should therefore be recorded.  

Q4 and Q5 underline the need for an examiner to reach a decision and for that decision to be 
supported by the marks on the front page of the mark sheet. The Chief Examiner has a role here.  

 

REASONS FOR DECISION 

In addition, each examiner should clearly set out their reasons for decision, and where possible give 

concrete examples (e.g. on inaccuracy, unacceptable vocabulary, how their positioning was poor, what 

was inadequate about their content).  

 

ANY OTHER COMMENTS 

There is space here for the examiner to record other factors or aspects about the examination – e.g. 

heavy showers, fire alarm, security issue, disruptive member of the public – that occurred during the 

examination.  
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APPENDIX K 

 

MARK SHEET WALK 
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APPENDIX L 

MARK SHEET SITE (MUSEUM, GALLERY OR RELIGIOUS BUILDING) 
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APPENDIX M 

MARK SHEET MOVING VEHICLE (COACH) 
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APPENDIX N 

MARK SHEET (BACK PAGE) 
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APPENDIX O 

 

DUTIES AND RESPONSIBILITIES OF CHIEF EXAMINER – LEVEL 2 

 

The Chief Examiner must:  

• Understand the examinations handbook which sets out the ITG rules for conducting 

examinations. 

• Work within the framework of the ITG- including reporting and use of standard forms 

and templates. 

 

The Chief Examiner will become familiar with the syllabus and examination site, then agree with 

the Course Director: 

• Stops to be covered in the examinations, and providing sufficient opportunities to 

test safety awareness. 

• Provision of syllabus and aide memoire for the site, including stops, for use by 

students and examiners. 

• A date to brief candidates on examination procedure. 

 

The Chief Examiner will: 

 

• Set examination dates in liaison with the Examinations Co-ordinator and Course 

Director. 

• Monitor the work of and liaise with Examiners, Compilers, Moderators, Independent 

Assessors and External Verifiers. 

• Moderate the compiled examination papers and the subsequent marking of them. 

 

The Chief Examiner will be responsible for practical arrangements: 
 

• Together with the Institute Examinations Co-ordinator will be responsible for all 

examination arrangements (including re-sits), and will advise on all examination 

procedures. 

• During the run-up to the examinations they will liaise with Examinations Co-ordinator 

and approve completed template detailing times, venues contact details. 

• Work with the Examinations Co-ordinator to ensure that all venues for examinations 

have been confirmed. This includes invigilators for written examinations. 

• Be aware of any special needs of candidates and ensure appropriate arrangements 

have been made. 

 

The Chief Examiner will during the practical examinations: 

 

• Assess the candidates along with representatives from the site. 

• See each candidate perform at least twice. 

• Attend examination debriefing sessions. 

• Ensure that the language used for assessment is English, or where appropriate an 

interpreter in the case of sign language. 

 

Following the examinations, the Chief Examiner will: 

 

• Collate, moderate (including analysing consistency of marking) and verify results from 

all examination modules. 

• Produce Candidate Evaluation Sheets for any unsuccessful candidates at practical 

modules. 
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• Produce a comprehensive written report and pass/fail recommendations to the 

Qualifications Board. 

• Provide necessary information for any appeals, and other activity following 

examinations 

• Attend award ceremony if requested and with the agreement of the examination 

committee. 

• Respond to any additional responsibilities agreed from time to time by the 

Examinations Committee and included as amendments to the Examinations 

Handbook. 

 

 

CRITERIA FOR THE APPOINTMENT OF CHIEF EXAMINER LEVEL 2 

 

Essential  Desirable 

• Member of the Institute of Tourist Guiding 

• Qualified at Level 4 - Blue Badge 

• Qualified in the region of examination or knowledge of the 

region 

• Experience as an examiner at Level 3 or above 

• Ability to use IT - Word, Excel, Email, PowerPoint (as a 

minimum) 

• Ability to work within the guidance, templates and checklists 

supplied by the Examinations Co-ordinator 

• Good presentation and communication skills 

• Ability to work under pressure and to deadlines 

• Available for the duration of the examination process 

 

• Experience of 

shadowing a 

Chief Examiner 
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APPENDIX P 

 

DUTIES AND RESPONSIBILITIES OF CHIEF EXAMINER – LEVEL 3 

 

The Chief Examiner must: 

• Understand the Examinations Handbook which sets out the ITG rules for conducting 

examinations. 

• Work within the framework of the ITG- including reporting and use of standard forms 

and templates. 

 

The Chief Examiner will become familiar with the syllabus and suggested examination sites of the 

area of examination, then agree with the Course Director: 

• Subjects for the Tour Planning Project brief together with marking scheme and 

completion date. 

• Specific sites for place of worship/art gallery/museum examinations identifying selected 

stops to be covered. 

• Walking routes, with stopping points to be covered in the examinations, and providing 

sufficient opportunities to test safety awareness. 

• Provision of syllabus and aide memoire for each site and the walking tour, including route 

plans identifying stops, for use by students and examiners. 

• A date to brief candidates on examination procedure. 

 

The Chief Examiner will: 

• Set examination dates in liaison with the Examinations Co-ordinator and Course Director. 

• Monitor the work of and liaise with Examiners, Compilers, Moderators, Independent 

Assessors, and External Verifiers before and during the course of the examinations. 

• Moderate the compiled examination papers and the subsequent marking of them. 

• Moderate the marked Tour Planning Projects. 

 

The Chief Examiner will be responsible for practical arrangements: 

• Together with the Institute Examinations Co-ordinator will be responsible for all 

examination arrangements (including re-sits), and will advise on all examination procedures 

• Obtain the current list of Examiners from the Institute Office and select suitably qualified 

examiners for each aspect of the examinations 

• Provide the Examinations Committee with recommendations for practical Examiners (as 

above), Compilers, and Moderators for appointment, including a brief biography of each 

candidate 

• Having the agreement of the Examinations Committee ask the Examinations Co-ordinator 

to send out appointment letters for examiners 

• During the run up to the examinations, liaise with Examinations Co-ordinator and approve 

completed template detailing times, venues and Examiners’ contact details 

• Work with the Examinations Co-ordinator to ensure that all venues for examinations and 

coach companies have been booked by the office.  This includes invigilators for written 

examinations 

• Brief Examiners at a pre-examination meeting for each set of examinations at least two 

weeks before the examinations begin 

• Obtain the list of shadow examiners from the Examinations Co-ordinator, allocate them 

to examinations, and inform the office of this allocation 

• Be aware of any special needs of candidates and ensure appropriate arrangements have 

been made 
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The Chief Examiner will during the practical examinations oversee the following: 

• See each candidate perform at least twice 

• See each examiner at least twice 

• Attend examination debriefing sessions 

• As appropriate attend examiner marking discussion sessions after each examination 

• Ensure that the language used for assessment is English 

 

Following the examinations, the Chief Examiner will: 

• Collate, moderate (including analysing consistency of marking) and verify results from all 

examination modules 

• Produce Candidate Evaluation Sheets for any unsuccessful candidates at practical modules 

• Produce a comprehensive written report and pass/fail recommendations to the 

Qualifications Board 

• Provide necessary information for any appeals, and other activity following examinations 

• Attend award ceremony if requested and with the agreement of the Examinations 

Committee 

• Respond to any additional responsibilities agreed from time to time by the Examinations 

Committee and included as amendments to the Examinations Handbook 

 

CRITERIA FOR THE APPOINTMENT OF CHIEF EXAMINER LEVEL 3 

 

Essential  Desirable 

• Member of the Institute of Tourist Guiding 

• Qualified at Level 4 - Blue Badge 

• Qualified in the region of examination or knowledge of the 

region 

• Experience as an examiner at Level 3 or above 

• Ability to use IT - Word, Excel, Email, PowerPoint (as a 

minimum) 

• Ability to work within the guidance, templates and checklists 

supplied by the Examinations Co-ordinator 

• Good presentation and communication skills 

• Ability to work under pressure and to deadlines 

• Available for the duration of the examination process 

• Experience of 

shadowing a 

Chief Examiner 
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APPENDIX Q 

 

DUTIES AND RESPONSIBILITIES OF CHIEF EXAMINER – LEVEL 4 

 

The Chief Examiner must: 

• Understand the Examinations Handbook which sets out the ITG rules for conducting 

examinations. 

• Work within the framework of the ITG- including reporting and use of standard forms 

and templates. 

 

The Chief Examiner will become familiar with the syllabus and suggested examination sites of the 

area of examination, then agree with the Course Director: 

• Subjects for the Tour Planning Project brief together with marking scheme and 

completion date. 

• Suitable route(s) for the coach examination, combining rural and built environment 

where appropriate. 

• Specific sites for place of worship/art gallery/museum examinations identifying 

selected stops to be covered. 

•  Walking routes, with stopping points to be covered in the examinations, and 

providing sufficient opportunities to test safety awareness. 

• Provision of syllabus and aide memoire for each site and the walking tour, including 

route plans identifying stops, for use by students and examiners. 

• A date to brief candidates on examination procedure. 

 

The Chief Examiner will: 

• Set examination dates in liaison with the Examinations Co-ordinator and Course 

Director. 

• Monitor the work of and liaise with Examiners, Compilers, Moderators, Independent 

Assessors, External Verifiers and the Coach Co-ordinator before and during the 
course of the examinations. 

• Moderate the compiled examination papers and the subsequent marking of them. 

• Moderate the marked Tour Planning Projects. 

 

The Chief Examiner will be responsible for practical arrangements and: 

• Together with the Institute Examinations Co-ordinator will be responsible for all 

examination arrangements (including re-sits), and will advise on all examination 

procedures. 

• Obtain the current list of Examiners from the Institute Office and select suitably 

qualified examiners for each aspect of the examinations. 

• Provide the Examinations Committee with recommendations for practical Examiners 

(as above), Compilers, Moderators and Coach Co-ordinator for appointment, 

including a brief biography of each candidate. 

• Having the agreement of the Examinations Committee ask the Examinations Co-

ordinator to send out appointment letters for examiners. 

• During the run-up to the examinations, liaise with Examinations Co-ordinator and 

approve completed template detailing times, venues and Examiners’ contact details. 

• Work with the Examinations Co-ordinator to ensure that all venues for examinations 

and coach companies have been booked by the office. This includes invigilators for 

written examinations. 

• Brief Examiners at a pre-examination meeting for each set of examinations at least 

two weeks before the examinations begin. 
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• Obtain the list of shadow examiners from the Examinations Co-ordinator, allocate 

them to examinations, and inform the office of this allocation. 

• Be aware of any special needs of candidates and ensure appropriate arrangements 

have been made. 

 

The Chief Examiner will during the practical examinations oversee the following: 

• See each candidate perform at least twice. 

• See each examiner at least twice. 

• Attend all coach examinations. 

• Attend examination debriefing sessions. 

•  As appropriate attend examiner marking discussion sessions after each examination. 

• Ensure that the language used for assessment is English. 

 

Following the examinations, the Chief Examiner will: 

• Collate, moderate (including analysing consistency of marking) and verify results from 

all examination modules. 

• Produce Candidate Evaluation Sheets for any unsuccessful candidates at practical 
modules. 

• Produce a comprehensive written report and pass/fail recommendations to the 

Qualifications Board. 

• Provide necessary information for any appeals, and other activity following 

examinations. 

• Attend award ceremony if requested and with the agreement of the Examinations 

Committee. 

• Respond to any additional responsibilities agreed from time to time by the 

Examinations Committee and included as amendments to the Examinations 

Handbook. 

 

 

 

CRITERIA FOR THE APPOINTMNET OF CHIEF EXAMINER LEVEL 4 

 

Essential Desirable 

• Member of the Institute of Tourist Guiding 

• Qualified at Level 4 - Blue Badge 

• Qualified in the region of examination or knowledge of the 

region 

• Experience as an examiner at Level 3 or above 

• Ability to use IT - Word, Excel, Email, PowerPoint (as a 

minimum) 

• Ability to work within the guidance, templates and checklists 

supplied by the Examinations Co-ordinator 

• Good presentation and communication skills 

• Ability to work under pressure and to deadlines 

• Available for the duration of the examination process 

• Experience of 

shadowing a 
Chief Examiner 
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APPENDIX R 

 

DUTIES AND RESPONSIBILITIES OF CHIEF EXAMINER – LEVEL 4 (London) 

 

The Chief Examiner must: 

• Understand the examinations handbook which sets out the ITG rules for conducting 

examinations. 

• Work within the framework of the ITG- including reporting and use of standard forms 

and templates. 

 

The Chief Examiner will become familiar with the syllabus and suggested examination sites of the 

area of examination, then agree with the Course Director: 

• Subjects for the Tour Planning Project brief together with marking scheme and 

completion date. 

• Devise sufficient routes (usually 6 different routes) for the coach examinations which 

will not be disclosed to candidates or; 

•  Specific sites for place of worship/art gallery/museum examinations identifying 

selected stops to be covered. 

•  Walking routes, with stopping points to be covered in the examinations, and 

providing sufficient opportunities to test safety awareness. 

• Provision of syllabus and aide memoire for each site and the walking tour, including 

route plans identifying stops, for use by students and examiners. 

• A date to brief candidates on examination procedures. 

 

The Chief Examiner will: 

• Set examination dates in liaison with the Examinations Co-ordinator and Course 

Director. 

• Monitor the work of and liaise with Examiners, Compilers, Moderators, Independent 

Assessors, External Verifiers and the Coach Co-ordinator before and during the 
course of the examinations. 

• Moderate the compiled examination papers and the subsequent marking of them. 

• Moderate the marked Tour Planning Projects. 

• Be responsible for the production of the Background Knowledge paper to be used 

nationally. 

 

The Chief Examiner will be responsible for practical arrangements: 

• Together with the Institute Examinations Co-ordinator will be responsible for all 

examination arrangements (including re-sits), and will advise on all examination 

procedures. 

• Obtain the current list of Examiners from the Institute Office and select suitably 

qualified examiners for each aspect of the examinations. 

• Provide the Examinations Committee with recommendations for practical Examiners 

(as above), Compilers, Moderators and Coach Co-ordinator for appointment, 

including a brief biography of each candidate. 

• Having the agreement of the Examinations Committee ask the Examinations Co-

ordinator to send out appointment letters for examiners. 

• During the run up to the examinations, liaise with Examinations Co-ordinator and 

approve completed template detailing times, venues and Examiners’ contact details. 

• Work with the Examinations Co-ordinator to ensure that all venues for examinations 

and coach companies have been booked by the office. This includes invigilators for 

written examinations. 
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• Brief Examiners at a pre-examination meeting for each set of examinations at least 

two weeks before the examinations begin. 

• Obtain the list of shadow examiners from the Examinations Co-ordinator, allocate 

them to examinations, and inform the office of this allocation. 

• Be aware of any special needs of candidates and ensure appropriate arrangements 

have been made. 

 

The Chief Examiner will, during the practical examinations, oversee the following: 

• See each candidate perform at least twice 

• See each examiner at least twice 

• Attend all coach examinations 

• Attend examination debriefing sessions 

• As appropriate attend examiner marking discussion sessions after each examination 

• Ensure that the language used for assessment is English 

 

Following the examinations, the Chief Examiner will: 

• Collate, moderate (including analysing consistency of marking) and verify results from 

all examination modules. 

• Produce Candidate Evaluation Sheets for any unsuccessful candidates at practical 

modules. 

• Produce a comprehensive written report and pass/fail recommendations to the 

Qualifications Board. 

• Provide necessary information for any appeals, and other activity following 

examinations. 

• Attend award ceremony if requested and with the agreement of the Examinations 

Committee. 

• Respond to any additional responsibilities agreed from time to time by the 

Examinations Committee and included as amendments to the Examinations 

Handbook. 

 

 

CRITERIA FOR THE APPOINTMENT OF CHIEF EXAMINER LEVEL 4 

 

Essential  Desirable 

• Member of the Institute of Tourist Guiding. 

• Qualified at Level 4 - Blue Badge. 

• Qualified in the region of examination or knowledge of the 

region. 

• Experience as an Examiner at Level 3 or above. 

• Ability to use IT - Word, Excel, Email, PowerPoint (as a 

minimum). 

• Ability to work within the guidance, templates and checklists 

supplied by the Examinations Co-ordinator. 

• Good presentation and communication skills. 

• Ability to work under pressure and to deadlines. 

• Available for the duration of the examination process. 

• Experience of 

shadowing a 
Chief Examiner 
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APPENDIX S 

ACADEMIC CRITERIA FOR PASSING LANUGAGE EXAMS 

Required English language skills to guide visitors and to communicate  

in the area of qualification 

Language 

Skills 

CEFR Performance Criteria 

(Level C2) 

Institute Comments / Guidelines 

Range 

Vocabulary 

Shows great flexibility reformulating 

ideas in differing linguistic forms to 

convey finer shades of meaning 

precisely, to give emphasis, to 

differentiate and to eliminate ambiguity. 

Also has a good command of idiomatic 

expressions and colloquialisms. 

The candidate should in addition 

demonstrate a knowledge of 

important region-specific words, or of 

technical terminology, such as styles 

of architecture; or failing that the 

ability to work effectively round the 

gap in knowledge by circumlocution 

and paraphrase. 

Accuracy 

Grammar 

Maintains consistent grammatical 

control of complex language, even 

while attention is otherwise engaged 

(e.g. in forward planning, and in 

monitoring others' reactions). 

The candidate should demonstrate 

the ability to keep the audience 

interested for a whole day without 

strain, and the delivery should not be 

marred by grammatical inaccuracies. 

Fluency 

Spontaneity (of 

Delivery) 

Intonation 

Pronunciation 

Clarity 

Can express him/herself spontaneously 

at length with a natural colloquial flow, 

avoiding or backtracking around any 

difficulty so smoothly that the 

interlocutor is hardly aware of it. 

The candidate should demonstrate 

ability to keep clients interested for a 

whole day. Delivery should not be 

marred by a hesitant style, or by the 

candidate "running out of steam" 
during delivery. 

Interaction 

Spontaneity of 

Response 

Formality 

Empathy 

Comprehension 

Can interact with ease and skill, picking 

up and using non-verbal and 

international cues apparently 

effortlessly. Can interweave his/her 
contribution into the joint discourse 

with fully natural turn taking, 

referencing, allusion-making, etc. 

The candidate should demonstrate 

the ability to interact with the 

audience in a spontaneous and 

empathetic way, but still maintaining 
the necessary degree of formality. 

 

Coherence 

Planning Ahead 

Compensating 

Can create coherent and cohesive 

discourse, making full and appropriate 
use of a variety of organisational 

patterns and a wide range of 

connectors and other cohesive 

devices. 

Examiners should look for evidence 

that the candidate has planned the 
delivery in advance in order to 

prevent the need to backtrack, but if 

this need occurs he/she handles it 

effectively. 

Replying to 

Questions 

Comprehension 

Listening 

Not covered by CEFR standards. This skill has been added by the Institute 

to the CEFR table in order to test 

candidates' competence in a listening 

role. Examiners should ask two or more 

questions at the end of parts 2, 3 or 4 of 

the examination, and look for evidence 

that the candidate has listened effectively 

to these and gives a suitable response. 

Ideally candidates will repeat back the 

questions, but it will not be a fail point if 

they do not. 
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Required non-English language skills to guide visitors and to communicate  

in the area of qualification 

Language 

Skills  

CEFR Performance Criteria 

(Level C1) 

Institute Comments / Guidelines 

Range 

Vocabulary 

Has a good command of a broad range of 

language allowing him /her to express 

him/herself clearly in an appropriate style 

on a wide range of general, academic, 

professional or leisure topics without 

having to restrict what he/she wants to 

say. 

 

The candidate should in addition 

demonstrate a knowledge of important 

region-specific words, or of technical 

terminology, such as styles of 

architecture; or failing that the ability to 

work effectively round the gap in 

knowledge by circumlocution and 

paraphrase. 

Accuracy 

Grammar 

Consistently maintains a high degree of 

grammatical accuracy; errors are rare, 

difficult to spot and generally corrected 

when they do occur. 

The candidate should demonstrate the 

ability to keep the audience interested 

for a whole day without strain, and the 

delivery should not be marred by 

grammatical inaccuracies. 

Fluency 

Spontaneity of 

Delivery 

Intonation 

Pronunciation 

Clarity 

Can express him/herself fluently and 

spontaneously, almost effortlessly. Only a 

conceptually difficult subject can hinder a 

natural, smooth flow of language. 

The candidate should demonstrate ability 

to keep clients interested for a whole 

day. Delivery should not be marred by a 

hesitant style, or by the candidate 

"running out of steam" during delivery. 

Interaction 

Spontaneity of 

Response 

Formality 

Empathy 

Comprehension 

Can select a suitable phrase from a readily 

available range of discourse functions to 

preface his/her remarks in order to get or 

keep the floor and to relate his/her own 

contributions skilfully to those of other 

speakers. 

The candidate should demonstrate the 

ability to interact with the audience in a 

spontaneous and empathetic way, but still 

maintaining the necessary degree of 

formality. 

Coherence 

Planning Ahead 

Compensating 

Can produce clear, smoothly flowing, 

well-structured speech, showing 

controlled use of organizational patterns, 

connectors and cohesive devices. 

Examiners should look for evidence that 

the candidate has planned the delivery in 

advance in order to prevent the need to 

backtrack, but if this need occurs he/she 

handles it effectively. 

Replying to 

Questions 

Comprehension 

Listening 

Not covered by CEFR standards. This skill has been added by the Institute 

to the CEFR table in order to test 

candidates' competence in a listening 

role. Examiners should ask two or more 

questions at the end of parts 2, 3 or 4 of 

the examination, and look for evidence 

that the candidate has listened effectively 

to these and gives a suitable response. 

Ideally candidates will repeat back the 

questions, but it will not be a fail point if 

they do not. 

APPENDIX T 

Level 2 – Chief Examiner’s Report 
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Title of Qualification  

Name of Chief Examiner  

No. of Candidates registered for the examinations  

TOTAL NUMBER PASSED  

TOTAL NUMBER FAILED  

  

Written Examination 

Date of Written Examination  

Primary Examination or Resit?  

Compiler and Marker  

Moderator(s)  

No. of Candidates who took the examination  

No shows:     

Number passed:  Number failed:  
 

REPORT 

 

 

 

 

 

 

 

Practical Examination 

Date of Practical Examination  

Primary Examination or Resit?  

Second examiner  

No. of Candidates who took the examination  

No shows   

Number passed:  Number failed:   
 

REPORT 

 

 

 

 

 

 

Individual results by candidate number: 

NUMBER WRITTEN % PRACTICAL 
FINAL 

RESULT 
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Specific Comments: 

 

 

 

 

 

 

 

 

 
 

 

I confirm that the examinations were carried out in a professional manner and 

according to the provisions set out in the Examinations Handbook 

Name: 

Signed: 

Date: 

Please send this report electronically to the Examinations Co-ordinator at bgrice@itg.org.uk 

Handwritten reports will not be accepted 
 

NOTES: 

Try to keep the report concise. It will be given to the Institute’s Qualifications Board in order to ratify the results. 
 

Please confirm that the examinations were carried out in a professional manner according to the Examination 

Handbook. This includes confirming that all the mark sheets were filled in correctly, and the mark sheets of 

unsuccessful candidates clearly and constructively state why they were unsuccessful. Briefly outline the reasons for 

unsuccessful presentations. 
 

Please alert us to any unusual or extreme situations which may have affected the candidates’ performance, and 

identify any areas which you consider should merit closer attention. 
 

*Please remember to complete a Candidate Evaluation Sheet for all unsuccessful practical modules* 

 

 

Level 3 – Chief Examiner’s Report 

mailto:bgrice@itg.org.uk
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Title of Qualification  

Name of Chief Examiner  

No. of Candidates who registered for the 

examination 

 

TOTAL NUMBER PASSED  

TOTAL NUMBER FAILED  

  

Written Examination 

Date of Written Examination  

Primary Examination or Resit?  

Compiler and Marker:  

Moderator(s):   

No. of Candidates who took the 

examination:  

 

No shows:      

Number passed:  Number failed:  

REPORT 

 

 

 

 

Project 

Name of tutors/markers:  

No of candidates who submitted a 

project: 

 

Number passed:  Number failed:  

REPORT 

 

 

 

 

Practical Examinations 

Date of Practical Examinations:  

Primary Examination or Resit?  

2nd examiner  

Chief Examiner/Examiner  

No. of Candidates who took the 

examination:  

 

No shows:   

Number passed:   Number failed  
 

REPORT 

 

 

 

 

 

 

Individual results by candidate number: 
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NUMBER PROJECT WRITTEN % SITE WALK 
FINAL 

RESULT 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Specific Comments: 

 

 

 

 

 

I confirm that the examinations were carried out in a professional manner and 

according to the provisions set out in the Examinations Handbook 

Name: 

Signed: 

Date: 

Please send this report electronically to the Examinations Co-ordinator at bgrice@itg.org.uk 

Handwritten reports will not be accepted 
 

NOTES: 

Try to keep the report concise. It will be given to the Institute’s Qualifications Board in order to ratify the results.  
 

Please confirm that the examinations were carried out in a professional manner according to the Examinations 

Handbook. This includes confirming that all the mark sheets were filled in correctly, and the mark sheets of 

unsuccessful candidates clearly and constructively state why they were unsuccessful. Briefly outline the reasons for 

unsuccessful presentations. 
 

Please alert us to any unusual or extreme situations which may have affected the candidates’ performance, and identify 

any areas which you consider should merit closer attention. 

 

*Please remember to complete a Candidate Evaluation Sheet for all unsuccessful practical modules* 
 

Level 4 – Chief Examiner’s Report 

mailto:bgrice@itg.org.uk
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Title of Qualification  

Name of Chief Examiner  

No. of Candidates registered for the examination  

TOTAL NUMBER PASSED  

TOTAL NUMBER FAILED  

  

Written Examination – Paper One 

Date of Written Examination  

Primary Examination or Resit?  

Compiler and Marker:  

Moderator(s):   

No. of Candidates who took the examination:   

No shows:   

Number passed:  Number failed:  
 

REPORT 

 

 

 

 

Written Examination – Paper Two 

Date of Written Examination:  

Primary Examination or Resit?  

Compiler and Marker:  

Moderator(s):   

No. of Candidates who took the examination:   

No shows:   

Number passed:  Number failed:  
 

REPORT 
 

 

 

 

Written Examination – Paper Three 

Date of Written Examination  

Primary Examination or Resit?  

Compiler and Marker:  

Moderator(s):   

No. of Candidates who took the examination:   

No shows:  

Number passed:  Number failed:  
 

REPORT 

 

 

 

 

 

 

Project 
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Name of tutors/markers  

No. of candidates who submitted a project  

Number passed  Number failed  

REPORT 

 

 

 

 

Practical Examinations 

Dates of Practical Examinations:  

Primary Examination or Resit?  

 Examiner 1  

Examiner 2   

No. of Candidates who took the examination:   

No shows:  

Number passed:   Number failed:  

REPORT 

 

 

 

 

 

Individual results by candidate number: 

NUMB

ER 
Paper 

One 

Paper 

Two 

Paper 

Three 
Project Coach Walk 

Gallery/

museu

m 

Religiou

s 

building 

FINAL 

RESUL

T 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

Specific Comments: 
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I confirm that the examinations were carried out in a professional manner and 

according to the provisions set out in the Examinations Handbook 

Name: 

Signed: 

Date: 

Please send this report electronically to the Examinations Co-ordinator at bgrice@itg.org.uk 

Handwritten reports will not be accepted 
 

NOTES: 

Please write a concise report to be given to the Institute’s Qualifications Board in order to ratify the results.  
 

Please confirm that the examinations were carried out in a professional manner according to the Examinations 

Handbook. This includes confirming that all the mark sheets were filled in correctly, and the mark sheets of 

unsuccessful candidates clearly and constructively state why they were unsuccessful. Remember to briefly outline the 

reasons for unsuccessful presentations. 
 

Remember to alert us to any unusual or extreme situations which may have affected the candidates’ performance, 

and identify any areas which you consider should merit closer attention. 
 

*Please remember to complete a Candidate Evaluation Sheet for all unsuccessful practical modules* 
 

  

mailto:bgrice@itg.org.uk
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APPENDIX U 

 

ROLE AND REMIT OF EXAMINATIONS COMMITTEE 

 
July 2013 

 

1 POLICY 

a) To implement, monitor and review policy for all examinations except Language examinations 

and make recommendations to Qualifications Board. 

b) To review, maintain and where necessary update the Examinations Handbook. 

 

2 EXAMINATIONS 

a) To ensure, with the Examinations Co-ordinator, that the criteria for examinations set by 

Qualifications Board are met. 

b) To determine procedures for all written and practical examinations at Levels 2, 3 & 4. 

c) To determine procedures for endorsement examinations. 

d) To determine the range and timing of information to be provided to candidates NOTE: This 

includes candidates (“external candidates”) taking the examinations who have not undertaken an 

accredited training course. 

e) To consider equivalences in assessment by other awarding bodies and make recommendations 

to Qualifications Board. 

f) To review and monitor reasonable adjustments and special consideration procedures and make 

recommendations to Qualifications Board. 

 

3 APPOINTMENT OF EXAMINERS 

a) To facilitate training events for examiners and compilers as the need arises. 

b) To consider the accreditation of individual examiners who have undertaken a training event and 

make recommendations to Qualifications Board. 

c) To ensure that an up-to-date database of accredited examiners is maintained. 

d) To recommend Chief and Chief Examiners for appointment by Qualifications Board. 

e) To appoint all other examiners and compilers and notify the Chair of Qualifications Board of 

such appointments. 

 

4 To notify the Examinations Co-ordinator of any changes to be made to the Examinations section of 

the Institute website. 
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Appendix V 
 

Number of examiners at each level of award 
 
 
 
Level 2 
Chief examiner  
 
 
 
Level 3 
2 examiners for the Site 
2 examiners for the walk 
Chief examiner 
 
For re-takes the Chief examiner can examine with one other examiner. 
 
 
 
Level 4 
2 examiners at each practical exam  
Project marker  
Chief examiner  
 
On the coach there may be representatives from the tourism industry as well. 
 
At both level 3 & 4 the examiners should be different examiners for each module – 
only in exceptional circumstances will an examiner examine more than one module. 
 


