
ESOL Administration Essentials



Meet The Customer Excellence Team

Ellie Heath 

Customer 
Excellence 
Manager

Lola Olawuyi 

Customer 
Excellence 

Officer

Narin Riza

Customer 
Excellence 

Officer

Lucy Peoples

Customer 
Excellence 

Officer

Toni Pollington

Customer 
Excellence 

Officer

Doris Akosile 
Customer 
Excellence 

Officer

Joe Baker

Customer 
Excellence 

Team Leader



Purpose of the session

Scheduling assessments (where applicable)

Handling assessment papers

How to claim and obtain your results

Locating result reports

Obtaining learner certificates



➢ Gateway Qualifications Entry Level Award In ESOL Skills for Life (Reading) (Entry 1)

➢ Gateway Qualifications Entry Level Award In ESOL Skills for Life (Reading) (Entry 2)

➢ Gateway Qualifications Entry Level Award In ESOL Skills for Life (Reading) (Entry 3)

➢ Gateway Qualifications Entry Level Award In ESOL Skills for Life (Speaking and 
Listening) (Entry 1)

➢ Gateway Qualifications Entry Level Award In ESOL Skills for Life (Speaking and 
Listening) (Entry 2)

➢ Gateway Qualifications Entry Level Award In ESOL Skills for Life (Speaking and 
Listening) (Entry 3)

➢ Gateway Qualifications Entry Level Award in ESOL Skills for Life (Writing) (Entry 1)

➢ Gateway Qualifications Entry Level Award in ESOL Skills for Life (Writing) (Entry 2)

➢ Gateway Qualifications Entry Level Award in ESOL Skills for Life (Writing) (Entry 3)

➢ Gateway Qualifications Level 1 Award in ESOL Skills for Life (Reading)

➢ Gateway Qualifications Level 1 Award In ESOL Skills for Life (Speaking and Listening)

➢ Gateway Qualifications Level 1 Award in ESOL Skills for Life (Writing)

➢ Gateway Qualifications Level 2 Award in ESOL Skills for Life (Reading)

➢ Gateway Qualifications Level 2 Award in ESOL Skills for Life (Speaking and Listening)

➢ Gateway Qualifications Level 2 Award in ESOL Skills for Life (Writing)

Registrations for ESOL

Guidance on submitting registrations can be 

found on our Website Admin Hub

Also imbedded video resource on MyQuartz:

Registering Learners & Selecting Units at 

Registration on Vimeo

Or sign up to our previous starting the year 

well: prepare for admin excellence webinar for 

full registration and learner onboarding guidance

https://www.gatewayqualifications.org.uk/centre-support/admin-hub/registering-learners/searching-for-cohorts-and-learners/
https://www.gatewayqualifications.org.uk/centre-support/admin-hub/registering-learners/searching-for-cohorts-and-learners/
https://vimeo.com/921991412?share=copy
https://vimeo.com/921991412?share=copy
https://www.gatewayqualifications.org.uk/event/starting-the-year-well-preparing-for-admin-excellence/
https://www.gatewayqualifications.org.uk/event/starting-the-year-well-preparing-for-admin-excellence/


For ESOL Entry 1, Entry 2, Entry 3, Level 1, all levels Speaking & Listening Only:

• Internally assessed
• These papers are available to self-select in the Cohort Documentation option within each cohort 

in MyQuartz
• An attendance register is not mandatory at these levels, though we encourage internal records

For Level 2 ESOL Reading and Writing:

• Externally assessed
• Papers appear in MyQuartz (under Cohort Documentation) from 5 days before the assessment
• An Attendance Register for every sitting held MUST be downloaded and completed

Handling Assessment Papers



Scheduling Assessments 
Level 2 ESOL Reading and Writing



Downloading Assessment Papers



Downloading Attendance Register



• Assessments are internally marked and moderated by the Centre. After this process; If the learners have 
achieved claims are submitted via MyQuartz

• Claims are then passed to your EQA to request sampling if required and to verify results
• Guidance on claiming results can be found on our Website Admin Hub- Claiming Results and Obtaining 

Certificates

For ESOL Entry 1, Entry 2, Entry 3, Level 1, and all levels Speaking & Listening Only

• Assessments are marked by Gateway Qualifications
• Completed assessments and accompanying attendance registers are uploaded via secure link on the same 

day of the assessment wherever possible
• Upload links are provided by Gateway Qualifications
• Once all required documents are uploaded assessments are marked and results released in 10 working days

For ESOL Level 2 Reading and Writing 

How to claim and obtain results 

https://www.gatewayqualifications.org.uk/centre-support/admin-hub/claiming-certificates-and-verifying-results/
https://www.gatewayqualifications.org.uk/centre-support/admin-hub/claiming-certificates-and-verifying-results/


Results Reports



Obtaining Certificates



Useful Links
Assessment Scheduling and Processes

ESOL Frequently Asked Questions

Centre Handbook

Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf

ESOL Webinars

Assessment Scheduling and Processes 

ESOL Frequently Asked Questions

• Answers to the most common questions we are asked about our 
ESOL qualifications

Centre Handbook

• The Internal & External Assessment Practice section includes 
information on Assessment Marking, Assessment Practice, External 
Assessment & Internal Assessment

Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf

ESOL Webinars

• Informative onboarding webinars and standardisation webinar for 
approved Centres

https://www.gatewayqualifications.org.uk/centre-support/admin-hub/external-assessment/
https://www.gatewayqualifications.org.uk/centre-support/faqs/esol-faqs/
https://www.gatewayqualifications.org.uk/centre-support/quality-assurance/centre-handbook/internal-external-assessment-practice/
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/events/
https://www.gatewayqualifications.org.uk/centre-support/admin-hub/external-assessment/
https://www.gatewayqualifications.org.uk/centre-support/faqs/esol-faqs/
https://www.gatewayqualifications.org.uk/centre-support/quality-assurance/centre-handbook/internal-external-assessment-practice/
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/wp-content/uploads/2024/02/Qualification-Specification-ESOL-Skills-for-Life-E1-L2.pdf
https://www.gatewayqualifications.org.uk/events/


Standardisation Webinar 
(For approved Centres)

This session is exclusively for recognised 
Centres. If you would like to attend, please 
email quality@gatewayqualifications.org.uk

This session is exclusively for recognised 
Centres. If you would like to attend, please 
email quality@gatewayqualifications.org.uk



Questions?



Business Development 

Chris Deeprose

 E: Chris.Deeprose@gatewayqualifications.org.uk 

M: 07920 027 375 

Rory Munro                                 

E: Rory.Munro@gatewayqualifications.org.uk 

M: 07740 180 022

Michelle Sparkes                                 

E: Michelle.Sparkes@gatewayqualifications.org.uk

M: 07920 027 370 

Ryan Goward                                                                                              
E: Ryan.Goward@gatewayqualifications.org.uk

M: 07301 243 799

John Hamilton                                                                            
E: John.Hamilton@gatewayqualifications.org.uk                

M: 07498 903029

Paul Saunders                

 E: Paul.Saunders@gatewayqualifications.org.uk

M: 07734 556008
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mailto:Chris.Deeprose@gatewayqualifications.org.uk
mailto:Rory.Munro@gatewayqualifications.org.uk
mailto:Michelle.Sparkes@gatewayqualifications.org.uk
mailto:Ryan.Goward@gatewayqualifications.org.uk
mailto:john.hamilton@gatewayqualifications.org.uk
mailto:Paul.Saunders@gatewayqualifications.org.uk


Contact information

https://www.gatewayqualifications.org.uk/ 

01206 911 220

registrations@gatewayqualifications.org.uk

Customer Excellence Team

Website

https://www.gatewayqualifications.org.uk/
mailto:registrations@gatewayqualifications.org.uk
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