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1st4sport Level 3 Certificate in Assessing Vocational Achievement 


Learner Portfolio






Trainee Assessor Details

	
Learner’s name (Trainee Assessor):
	
	
Unique Learner Number (ULN):
	N/A

	
Address:
	
	
	

	
	
	
Postcode:
	

	
Email address:
	


	
Date of birth:
	
	
Tel no:
	

	
Event no:
	
	
1st4sport Learner registration no:
	



Recognised Centre Details
	
Centre name:
	Sport \structures (784) 

	
Course venue:
	

	
Course start date:
	
	
Registration end date:
	

	
Tutor name:
	

	
Assessor name:
	

	
Internal quality assurer name:
	

	
External quality assurer name:
	



Prerequisites Prior to Registration

	
	Administrator/Tutor/Assessor Signature:
	Date:

	
19 years or over:
	
	



NB: To achieve the qualification learners (trainee assessors) must have access to assessment opportunities in the work environment and in a vocational (simulated) environment in own specialist area.


Records of Achievement

Task Record of Achievement

The following four assessment tasks must be completed to the required standard to achieve the three mandatory units for this qualification.

	Task
	Title
	Date achieved 
	Assessor signature
	Internal quality assurer signature

	1
	Assessor Roles and Responsibilities 
	
	
	

	2
	Selecting Assessment Methods
	
	
	

	3
	Assessments Utilising Vocational Achievement Assessment Methods
	
	
	

	4
	Assessments Utilising Work Environment Assessment Methods
	
	
	



Unit Record of Achievement

All three mandatory units must be achieved to pass this qualification.

	Unit Title
	Tasks to be achieved
	Assessor signature
	Internal quality assurer signature

	Understanding the Principles and Practices of Assessment
	1, 2
	
	

	Assess Vocational Skills, Knowledge and Understanding
	2, 3
	
	

	Assess occupational competence in the work environment
	2, 4
	
	



Trainee Assessor’s Personal Statement

To be completed by the trainee assessor (learner) prior to the final assessment at the conclusion of the programme of learning.

	I confirm that the work contained within this Learner Portfolio and all evidence and products associated with the achievement of this qualification are my own work. I also confirm that my assessment took place as described in the Learner Portfolio.

	Learner name (trainee assessor):
	
	Learner signature (trainee assessor):
	
	Date:
	

	I, the undersigned, confirm that I have checked the above to be accurate. 

	Assessor name:
	
	Assessor signature:
	
	
Date:
	

	Internal quality assurer name:
	
	Internal quality assurer signature:
	
	
Date:
	

	External quality assurer name:
	
	External quality assurer signature:
	
	
Date:
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Assessment Plan for Assessments of the Trainee Assessor 
To be completed by the tutor/assessor with the trainee assessor. Photocopy if additional plans are required.

	
Date, time and location of planned assessments
	
Criteria to be assessed
(Learning outcomes/ assessment criteria)
	
What will be assessed? 
(Describe the activity, process or task) 
	
Planned assessment methods1
	
Date assessment completed

	
	
	
	
	

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	

	Tutor/Assessor name:
	
	Tutor/Assessor signature:
	
	Date:
	


[bookmark: OLE_LINK6][bookmark: OLE_LINK8]1 A – Assignment, CS – Case study, OSE/OWE – Observation (simulated environment/work environment), P – Project, PD – Professional Discussion, QO/QW– Question (oral/written), RPL – Recognition of Prior Learning, ST – Skills Test, WT – Witness Testimony, PoW - Products of  Work, LS – Learner Statements.
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Trainee Assessor Feedback, Notes and Reflections
Completed by the Trainee Assessor

This sheet is for you to log the informal feedback from your tutor and peers on your performance during the learning programme activities or discussions, which isn’t recorded anywhere else. If required, this feedback can help identify areas for an action plan, which needs to be developed to support the completion all the tasks.  

	
Trainee assessor feedback from peers and tutor:

	


	
Trainee assessor action plan:
	
Completed by:

	
	

	
Trainee assessor signature:
	
	
Date:
	

	
Tutor signature:
	
	
	



Glossary of Terms

	Roles
	Description

	
Assessor
	
A qualified assessor who meets the workforce criteria to assess the 1st4sport Level 3 Certificate in Assessing Vocational Achievement, employed/contracted by the recognised centre. This person does not have to be an assessor in the same subject area (eg specific sport) as the trainee assessor is being assessed in. If the assessor also meets the Level 3 Certificate in Assessing Vocational Achievement tutor workforce criteria, they could also undertake the tutor role for the same course.


	
Counter signatories

	
Counter signatories provide the validation of the assessment decision for trainee assessors who are not fully signed off by their own centre. Counter signatories are permitted to attend assessments used for Tasks 3 and 4, for qualifications where the Level 3 Certificate in Assessing Vocational Achievement assessor does not meet the assessor criteria for the qualification being assessed.

	
Learner
	
The learners being assessed by the trainee assessor in Tasks 3 and 4.

	
Non simulated assessments
	
The assessment of the learner (by the trainee assessor) must not be simulated, i.e. the learner must be on a current programme of learning/qualification necessitating an assessed outcome. The learners’ environment, however, can be simulated if permitted within the assessment specification for the qualification (i.e. not a real coaching session, as the participants could be peers/other learners on the same qualification as the learner).

	
Mentor
	
An experienced assessor providing ongoing support to the trainee assessor. 

	
Recognised Centre

	
The approved 1st4sport Qualifications Recognised Centre (organisation/college) which delivers the learning programme and assessments.  

	
Trainee assessor
	
You, the learner registered for this qualification.

	
Tutor
	
A qualified tutor delivering the learning programme, who meets the Level 3 Certificate in Assessing Vocational Achievement tutor workforce criteria. 
If the tutor also meets the Level 3 Certificate in Assessing Vocational Achievement assessor workforce criteria, they could also undertake the assessor role for the same course.




	Glossary of Terms Relating to Assessments

	Assessing context
	A combination of the subject, environment and type of learners the trainee assessor is assessing. 

	Assessment criteria
	The knowledge, understanding or skills that will be assessed against. These make up the content of each unit.

	Assignment
	A planned and structured written document. 

	Bibliography
	List of resources used or referred to during research for assignments.

	Describe 
	Provide details in an account that gives the characteristics of someone or something. 

	Evidence
	The information the trainee assessor submits for assessment against the assessment criteria (e.g. assignment, session plan, completed assessment paperwork). 

	Explain 
	Give a clear, understandable description (e.g. of how something works).   

	Identify
	Name or list the information specified, without the need to add any further detail. 

	Summarise
	Express the information in a concise form.

	Referencing
	Citing a resource that supports the argument/point being made in an assignment.  
Use the Harvard Referencing System (search online for guides).

	Rationale 
	Logical reasoning behind a decision.





General Guidance to Completing Assessment Tasks

You should use the resource provided and other relevant books, documents, articles or journals to support your learning for this qualification. 

Suggested reading includes:
· A Gravells. Principles and practice of assessment in the lifelong learning sector (2012)  
· Professional Standards for Teachers and Trainers in Education and Training (May 2014) provided on the CD
· National Occupational Standards in Learning and Development (March 2010) provided on the CD
· Articles from the Education and Training Foundation http://www.et-foundation.co.uk
· Articles on the Excellence Gateway www.excellencegateway.org.uk 
· Organisational documents related to the assessing environment you plan to work in. 

The CD provides additional resources and some Word templates that can be printed and inserted into your Learner Portfolio. However, some tasks do not have templates provided, as you are required to structure answers to those tasks yourself in order to evidence the required depth of understanding. These are highlighted with the following statement:

There is no template provided for this task, you are required to create your own document.

All tasks must be answered using your own words and not copied from other sources. Any quotes or references should be added where appropriate, and a bibliography included at the end of each assignment if relevant.

When writing assignments, you are advised to:
· plan the structure of the assignment 
· word process your final version and check grammar and spelling
· limit your assignments to 2000 words (excluding quotes and references) 
· structure in sentences and paragraphs for explanations, with tables and bullet points used only to list information
· use sub-headings for different sections, if relevant (not for each assessment criteria)
· make reference to the assessing environment you plan to work in (where relevant)
· take into account the verb at the beginning of each assessment criteria (e.g. explain, describe, justify).

Preparation for Task 3 and 4 Assessments 
It is strongly recommended that prior to completing these tasks, as part of your home study, you have had several opportunities to shadow experienced assessors and been mentored through live assessments in order to reach the standard of occupational competence. These tasks are to evidence your occupation competence in assessment practice, and therefore you should only start collecting evidence for these tasks once you are confident you possess the required skills and knowledge to meet the standards.

Approval to assess qualifications
You must fully meet the workforce criteria to assess each qualification used as performance evidence in Tasks 3 and 4, as your assessment decisions must result, or contribute to a unit/qualification/work-based standard being awarded to the learners. NB: The assessing qualifications cannot be used as the qualifications being assessed by the trainee assessor.  

Eg. To assess the 1st4sport Level 1 Award in Coaching Football, you must meet the workforce criteria, which includes being on the FA assessor list for the 1st4sport Level 1 Award in Coaching Football. This principle applies for all 1st4sport sports specific coaching qualifications.

Task 1 – Assessor Roles and Responsibilities 

Task Overview

This task requires you to evidence your knowledge and understanding of the range of roles and responsibilities an assessor might have. 

To fully cover all the assessment criteria for this task with the detail required, you will need copies and an understanding of the Qualification Specifications for the qualifications you assess, and the following Recognised Centre policies for the centre(s) you are assessing for:

· health and safety policy
· equality and diversity policy
· data protection policy
· child/vulnerable adult safeguarding policy 
· quality assurance policy
· malpractice/maladministration policy
· complaints reporting and handling procedure
· appeals reporting and handling procedure
· Internal Quality Assurance Policy (IQA Policy)

Task Description

a Produce a written assignment covering the range of responsibilities included in the role of an assessor, where relevant draw on your current assessing experience, however the wider roles and responsibilities must be considered which maybe relevant to different assessing contexts than your own.

The following areas must be covered by providing explanations, examples or considerations of their application for assessors in own or other assessment contexts. To evidence the depth of knowledge required for this task, more than one example should be provided for each area listed below. 

· Responsibilities of an assessor 
· Assessment process - the functions, key concepts and principles of assessment
· Regulations and requirements within own assessing context
· Planning process – factors to consider when planning, managing risks in assessments through planning and how to minimise them, how to plan an holistic approach and the benefits
· Learner centred approach to assessment – involving learners and others, access to  information about assessments, use of peer and self-assessment, and application of access arrangements 
· Contribution using technology makes to assessment process 

For details of the specific assessment criteria to be covered see unit details for Understanding the principles and practices of assessment in the Learner Portfolio Part Two.

The assignment should be word processed with your name or 1st4sport Learner Number on each page. Guidance word count 1500 - 2000 words. 

There is no template provided for this task, you are required to create your own document. 




b Select appropriate assessment method(s) to evidence the assessment criteria below relating to Assessor Responsibilities for Quality Assurance. The evidence must be clearly referenced/mapped to identify where criteria has been evidenced. The evidence should cover specific requirements relating to Education and Training (including work-based assessment), but also where relevant the wider employment and equality legislation which all organisations and staff must adhere to. 

There is no template provided for this task, you are required to create your own document, and mapping. 

	Title: Assessor Responsibilities for Quality Assurance  

	AC Ref.
	Assessment criteria to cover the following:

	

5.1




5.2





7.1


7.2
	
Core assessment principles

Explain how to judge whether evidence is:
· Sufficient 
· Authentic 
· Current 

Explain how to ensure that assessment decisions are: 
· made against specified criteria 
· valid 
· reliable 
· fair

Explain the importance of following procedures for the management of information relating to assessment

Explain how feedback and questioning contribute to the assessment process

	

6.1

6.2

6.3


8.4
	
Quality Assurance 

Evaluate the importance of quality assurance in the assessment process 

Summarise quality assurance and standardisation procedures in own area of practice 

Summarise the procedures to follow when there are disputes concerning assessment in own area of practice

Explain the value of reflective practice and continuing professional development in the assessment process

	

8.1


8.3

	
Legislation/Regulation

Explain legal issues, policies and procedures relevant to assessment, including those for confidentiality, health, safety and welfare 

Evaluate requirements for equality and diversity and, where appropriate, bilingualism in relation to assessment  






Feedback and Action Plan – Task 1
(Assessor use only)

	Assessor’s Feedback to Trainee Assessor

	














	Trainee Assessor Action Plan
	Completed by

	
	


	Task 1 outcome:
	Competent/Not Yet Competent (delete as required)

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor 
signature:
	
	Date:
	




	
Notes:




Task 2 – Selecting Assessment Methods

Task Overview

This task requires you to demonstrate your knowledge and understanding, of how to select the most appropriate assessment method for the assessment criteria, type of qualification and learners, by producing detailed explanations of all fourteen assessment methods. The task is split into two parts to cover assessment methods for both vocational achievement and assessment methods for work environment. Although some assessment methods may appear in both lists, they do need to be covered in both environments either together or individually.  


Task Description

Produce a document explaining each assessment method and the context in which each could be used. The following information should be included, and related to own context where relevant:

· description of the assessment method
· examples of contexts in which the assessment method could be effectively used 
· how it can meet learner needs
· strengths and limitations 
· resources required; people, facilities, equipment etc  
· an example of standardisation procedures for the specific assessment methods, with an explanation of assessor involvement.

There is an optional template provided on the CD for this task, or you can create your own document. 


a Assessment Methods for Vocational Achievement Unit

1. Assessment of the learner in simulated environments (Observation of performance)
2. Skills tests 
3. Oral and written questions
4. Assignments 
5. Projects
6. Case studies
7. Recognising Prior Learning (RPL) 

b Assessment Methods for Work Environment Unit 

8. Observation of performance in the work environment 
9. Examining products of work
10. Questioning the learner
11. Discussing with the learner (Professional Discussion)
12. Use of others (witness testimony)
13. Looking at learner statements
14. Recognising Prior Learning (RPL) 
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Feedback and Action Plan – Task 2
(Assessor use only)

	Assessor’s Feedback to Trainee Assessor

	













	Trainee Assessor Action Plan
	Completed by

	

	

	Task 2 outcome:
	Competent/Not Yet Competent (delete as required)

	Trainee assessor name:
	
	Trainee assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor 
signature:
	
	Date:
	


Task 3 - Assessments Utilising Vocational Achievement Assessment Methods

Task Overview

This task requires you to evidence your occupational competence of assessing vocational achievement assessments/qualifications (non-work environment), of assessment practice utilising a minimum of three different assessment methods from the list below, which must include the one highlighted in bold. 

	1. observation of performance in simulated environment
	5. projects

	2. skills tests
	6. case studies

	3. oral and written questions
	 7. recognising prior learning (RPL)

	4. assignments
	



Key Requirements for the Assessments

· A minimum of two different learners must be assessed
· Each of the two learners must be assessed for a minimum of two assessments each (four assessments in total). 
· All the assessments must be on genuine learners, and your assessments decisions must result or contribute to a unit/qualification/standard being awarded to the learners. 
· The assessments can take place all on the same day or on different days.
· Performance evidence for the trainee assessor (eg assessor observations, witness testimonies and/or authentic records of real work activities), must be submitted for the four assessments which cover a minimum of three of the seven listed assessment methods. 
· Your Assessor must observe a minimum of one assessment, which includes the use of observation of performance in simulated environment. 
 
The Task

Parts a, and d to be completed prior to the day of the assessments
a   Produce detailed individual assessment plans with each learner, one plan per learner could cover both assessments, if appropriate. Number the plans for easy referencing. A template is provided within the task and on the CD.

Identify which assessment methods are covered in each assessment plan.
 
	
	Utilising Vocational Achievement Assessment Methods

	
	
	Assessment Plans

	Assessment Methods
	1
	observation of performance in simulated environment 
	

	
	2
	skills tests
	

	
	3
	oral and written questions
	

	
	4
	assignments
	

	
	5
	projects
	

	
	6
	case studies
	

	
	7
	recognising prior learning (RPL)
	





Parts b and c to be completed on the day of the assessments
b Conduct the planned four assessments as outlined in the plans in 3a, giving the learners the assessment outcomes, feedback and action plans for each of the four assessments. Copies of the completed assessment paperwork must be stored in your Learner Portfolio. Evidence must include; accurate records of the assessment outcomes for the four assessments including examples of specific feedback/annotations on learners work, feedback and action planning. Specific paperwork will depend upon the qualifications being assessed and the selected assessment methods. 

The assessor paperwork is provided in Appendix 1 within the Learner Portfolio and on the CD. 

c Evaluate your performance as an assessor across all four assessments. You may wish to also include any feedback from the learners you assessed and/or your mentor/counter signatory (if relevant). A template is provided within the Learner Portfolio and on the CD.

d Explain how you have maintained your occupational competence and currency of your subject specialist knowledge in the last 12 months for the qualifications assessed in task 3, and how you plan to continue to maintain your occupational competence in the next 12 months in your specialist subject area and in assessment practice. Copies of certificates of any relevant training should be included. 



Task 3a, b, c, d – Assessment Paperwork for Learners One and Two

Insert copies of the completed assessment paperwork from each of the four assessments for the two learners. Ensure the evidence for each learner and assessment is clearly labelled in separate ‘bundles’. 

Learner One Bundle
a. Assessment plan(s)
b. Audit of assessment paperwork for both assessments

Learner Two Bundle
a. Assessment plan(s)
b. Audit of assessment paperwork for both assessments

Other documents Bundle
c. Trainee assessor reflections
d. Maintaining Occupational Competence 



[image: ]
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Task 3a Assessment Plan – Learner One 
To be completed by the trainee assessor with learner one 

	Qualification being assessed:
	

	Date, time and location of planned assessments:
	Criteria to be assessed
(Learning outcomes/ assessment criteria):
	What will be assessed 
(Describe the activity, process or task): 
	Planned assessment methods:1
	Date assessment completed:

	
	
	
	
	

	Contingency:


	Learner name:
	
	Learner signature:
	
	Date:
	

	Trainee Assessor name:
	
	Trainee assessor signature:
	
	Date:
	


1  A – Assignment, CS – Case study, OSE/OWE – Observation (simulated environment/work environment), P – Project, PD – Professional Discussion, QO/QW– Question (oral/written), RPL – Recognition of Prior Learning, ST – Skills Test, WT – Witness Testimony, PoW - Products of  Work, LS – Learner Statements.

Task 3a Assessment Plan – Learner Two
To be completed by the trainee assessor with learner two 

	Qualification being assessed:
	

	Date, time and location of planned assessments:
	Criteria to be assessed
(Learning outcomes/ assessment criteria):
	What will be assessed 
(Describe the activity, process or task): 
	Planned assessment methods:1
	Date assessment completed:

	
	
	
	
	

	Contingency:

	Learner name:
	
	Learner signature:
	
	Date:
	

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	


[image: ]
1  A – Assignment, CS – Case study, OSE/OWE – Observation (simulated environment/work environment), P – Project, PD – Professional Discussion, QO/QW– Question (oral/written), RPL – Recognition of Prior Learning, ST – Skills Test, WT – Witness Testimony, PoW - Products of  Work, LS – Learner Statements. 
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Task 3c – Trainee Assessor Reflections for Learners One and Two

	
Evaluate your assessment practice across the four assessments considering the following areas:
· the assessment plan 
· arrangements and organisation of the assessments 
· any changes made on the day 
· application of the assessment process
· management of paperwork/documentation

	


	
On reflection, what do you consider to be your strengths in these assessments?

	


	On reflection, what do you consider to be the areas for you to develop further?

	





Task 3d - Maintaining Occupational Competence

	Explain how you have maintained your occupational competence in the subject area for these qualifications in the last 12 months (include copies of certificates where relevant).

	



	Explain how you plan to continue to maintain your occupational competence in the subject area for these qualifications in the next 12 months.

	
 

	Explain how you plan to maintain your occupational competence in assessment practice in the next 12 months.

	
  


	
Notes:


Task 4 - Assessments Utilising Work Environment Assessment Methods

Task Overview

This task requires you to evidence your occupational competence of assessing work environment assessments/qualifications, utilising a minimum of the three assessment methods highlighted in bold from the list below. NVQs are the most common type of Work environment qualifications, as they assess the competence of a learner doing a specific role, over time, in a real work environment, rather than through simulation or in a classroom. Prior to starting this task, check with your Assessor that the qualifications you plan to assess meet the task requirements.

	 8.  Observation of performance in the work   environment
	12.  Use of others (witness testimony)


	 9.  Examining products of work
	13.  Looking at learner statements

	10. Questioning the learner
	14.  Recognising prior learning (RPL)

	11. Discussing with the learner (Professional Discussion)
	



Key Requirements for the Assessments

· A minimum of two different learners must be assessed
· Each of the two learners must be assessed for two assessments each (four assessments in total). 
· All the assessments must be on genuine learners, i.e. trainee assessors need to assess learners that are on a regulated qualification and the assessment decisions must result or contribute to a unit/qualification being awarded to the learners. 
· The assessments can take place all on the same day or on different days.
· Performance evidence (e.g. assessor observations, witness testimonies and/or authentic records of real work activities), must be submitted for the four assessments which cover a minimum of the three assessment methods in bold listed above. 
·  Your Assessor must observe a minimum of one assessment, which includes the use of observation of performance in the work environment. 

The Task

Parts a, and d to be completed prior to the day of the assessments

a    Produce detailed individual assessment plans with each learner. One plan per learner could cover both assessments, if appropriate. Number the plans for easy referencing. A template is provided within the task and on the CD.

Identify which assessment methods are covered in each assessment plan.

	
	Utilising Work Environment Assessment Methods
	Assessment Plans

	Assessment Methods
	8
	Observation of performance in the work environment 
	

	
	9
	Examining products of work
	

	
	10
	Questioning the learner
	

	
	11
	Discussing with the learner (Professional Discussion)
	

	
	12
	Use of others (witness testimony)
	

	
	13
	Looking at learner statements
	

	
	14
	Recognising Prior Learning (RPL) 
	


Parts b and c to be completed on the day of the assessments

b Conduct the planned four assessments as outlined in the plans in 4a, giving the learners the assessment outcomes, feedback and action plans for each of the four assessments. Copies of the completed assessment paperwork must be stored in your Learner Portfolio. Evidence must include; accurate records of the assessment outcomes for the four assessments including examples of specific feedback/annotations on learners work, feedback and action planning. Specific paperwork will depend upon the qualifications being assessed and the selected assessment methods.

The assessor paperwork is provided in Appendix 2 within the Learner Portfolio and on the CD. 

c Evaluate your performance as an assessor across all four assessments. You may wish to also include any feedback from the learners you assessed and/or your counter signatory (if relevant).  A template is provided within the task and on the CD.

d explain how you have maintained your occupational competence and currency of your subject specialist knowledge in the last 12 months for the qualifications[footnoteRef:1] assessed in task 4, and how you plan to continue to maintain your occupational competence in the next 12 months in this subject area. Copies of certificates of relevant training should be included. A template is provided, or you can create your own document. [1:  If this is the same subject area as task 3, reference your task 3d response in the template.] 




Task 4a, b, c, d – Assessment Paperwork for Learners Three and Four

Insert copies of the completed assessment paperwork from each of the four assessments for the two learners. Ensure the evidence for each learner and assessment is clearly labelled in separate ‘bundles’. 

Learner Three Bundle
a. Assessment plan(s)
b. Audit of assessment paperwork

Learner Four Bundle
a. Assessment plan(s)
b. Audit of assessment paperwork

Other documents Bundle
c. Trainee assessor reflections
d. Maintaining Occupational Competence 




Task 4a Assessment Plan – Learner Three
To be completed by the trainee assessor with learner three

	Qualification being assessed:
	

	Date, time and location of planned assessments:
	Criteria to be assessed
(Learning outcomes/ assessment criteria):
	What will be assessed 
(Describe the activity, process or task): 
	Planned assessment methods:1
	Date assessment completed:

	
	
	
	
	

	Contingency:

	Learner name:
	
	Learner signature:
	
	Date:
	

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	


1  A – Assignment, CS – Case study, OSE/OWE – Observation (simulated environment/work environment), P – Project, PD – Professional Discussion, QO/QW– Question (oral/written), RPL – Recognition of Prior Learning, ST – Skills Test, WT – Witness Testimony, PoW - Products of  Work, LS – Learner Statements.

Task 4a Assessment Plan – Learner Four
To be completed by the trainee assessor with learner four

	Qualification being assessed:
	

	Date, time and location of planned assessments:
	Criteria to be assessed
(Learning outcomes/ assessment criteria):
	What will be assessed 
(Describe the activity, process or task): 
	Planned assessment methods:1
	Date assessment completed:

	
	
	
	
	

	Contingency:

	Learner name:
	
	Learner signature:
	
	Date:
	

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	



1  A – Assignment, CS – Case study, OSE/OWE – Observation (simulated environment/work environment), P – Project, PD – Professional Discussion, QO/QW– Question (oral/written), RPL – Recognition of Prior Learning, ST – Skills Test, WT – Witness Testimony, PoW - Products of  Work, LS – Learner Statements. 
Product ref: L3CAVAQ LP V4	42	
	43	Product ref: L3CAVAQ LP V4
Task 4c – Trainee Assessor Reflections for Learners Three and Four

	
Evaluate your assessment practice across the four assessments considering the following areas:
· the assessment plan 
· arrangements and organisation of the assessments 
· any changes made on the day 
· application of the assessment process
· management of paperwork/documentation

	


	
On reflection, what do you consider to be your strengths in these assessments?

	

	On reflection, what do you consider to be the areas for you to develop further?

	


Task 4d - Maintaining Occupational Competence

	Explain how you have maintained your occupational competence in the subject area for these qualifications in the last 12 months (include copies of certificates where relevant).

	



	Explain how you plan to continue to maintain your occupational competence in the subject area for these qualifications in the next 12 months.

	
 

	Explain how you plan to maintain your occupational competence in assessment practice in the next 12 months.

	
  


	
Notes:



Appendix 1:
Task 3b Assessment Observation Checklist
For Assessor use only

The trainee assessor must be assessed as occupationally competent in all the assessment criteria to achieve a competent outcome overall. C for Competent, NYC for Not Yet Competent. If any criteria are NYC, a reassessment is required.

	Learner Name:
	
	Venue:
	

	Qualification:
	
	Task/topic:
	

	Overall Outcome:
	Competent / Not yet Competent
Delete as appropriate

	Planning for assessment
The learner is able to:
	Outcome
C / NYC
	Evidence reference

	1
	Prepare resources and conditions for the assessment ensuring health and safety is maintained
	
	

	2
	Select and use assessment methods which address learner needs and meets assessment requirements
	
	

	Briefing of learner

	3
	Meet the learner punctually and be appropriately presented
	
	

	4
	Introduce themselves and explain their role as assessor
	
	

	5
	Communicate the purpose, requirements and the format of the assessment to the learner
	
	

	6
	Make reference to the complaints and appeals procedures
	
	

	Observation and analysis of assessment

	7
	Observe and record what was seen
	
	

	8
	Assess learners’ performance, knowledge and understanding against the agreed criteria using agreed methods
	
	

	Observation and analysis of assessment 

	9
	Judge whether evidence is:
· sufficient
· authentic
· current
	
	

	10
	Apply requirements for equality and diversity and, where appropriate, bilingualism
	
	

	Questioning (if selected as assessment method)

	11
	Use open questions which are clear and not leading
	
	

	12
	Use appropriate and relevant questions based on the criteria
	
	

	13
	Clarify and resolve inconsistencies in the evidence (if relevant)
	
	

	Decision and feedback
	Outcome
C / NYC
	Evidence reference

	14
	Make assessment decisions relating to against specific criteria
	
	

	15
	Make assessment decisions which are:
· valid
· reliable
· fair
	
	

	16
	Clearly confirm the outcome of the assessment to the learner 
	
	

	17
	Provide feedback to the learner 
	
	

	Action planning
The learner is able to:

	18
	Involve the learner in the assessment process by use of self-evaluation
	
	

	19
	Provide action planning which identifies any further implications for learning, assessment and progression
	
	

	Documentation

	20
	Make accurate records of the assessment outcomes
	
	

	21
	Complete the appropriate documentation for recording assessment
	
	

	22
	Follow procedures to maintain the confidentiality of assessment information
	
	

	23
	Follow relevant policies, procedures and legislation for the assessment, including those for health, safety and welfare
	
	

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	





Task 3b - Holistic Assessment Record
(Assessor use only)

This sheet is for the assessor to record their observations of the assessments for Task 3. These notes form part of the evidence of the trainee assessor meeting the assessment criteria, alongside the Assessment Observation Checklist. 

Continue on additional pages if required, or this template can be completed electronically from the CD.

	Trainee Assessor Name:
	
	Date:
	

	Assessor name:
	

	
Notes of Observation
	Assessment Observation Checklist Reference

	

	




Task 3b - Holistic Assessment Record (Continued)
(Assessor use only)

	Trainee Assessor Name:
	
	Date:
	

	Assessor name:
	

	
Notes of Observation (Continued)
	Assessment Observation Checklist Reference

	
	


T3b Additional Questions
(Assessor use only)

This question record sheet can be used to support other assessment methods to confirm assessment criteria have been fully met. If using as supplementary evidence, questions must be referenced by including the question number from this sheet, next to the other evidence to meet the same assessment criteria.

	Q1:



	A1:



	Q2:



	A2:



	Q3:



	A3:



	Q4:



	A4:



	Q5:


	A5:


Task 3 Feedback and Action Plan to the Trainee Assessor 

	Assessor’s feedback to the trainee assessor:

	


	Trainee assessor’s action plan:
	Date to be completed by:

	
	

	
Outcome of Task 3:
	
Competent / Not Yet Competent (delete as required)

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	



Appendix 2
Task 4b Assessment Observation Checklist
For Assessor use only

The trainee assessor must be assessed as occupationally competent in all the assessment criteria to achieve a competent outcome overall. C for Competent, NYC for Not Yet Competent. If any criteria are NYC, a reassessment is required.

	Learner Name:
	
	Venue:
	

	Qualification:
	
	Task/topic:
	

	Overall Outcome:
	Competent / Not Yet Competent
Delete as appropriate

	Planning for assessment
The learner is able to:
	Outcome
C / NYC
	Evidence reference

	1
	Prepare resources and conditions for the assessment ensuring health and safety is maintained
	
	

	2
	Select and use assessment methods which address learner needs and meets assessment requirements
	
	

	Briefing of learner

	3
	Meet the learner punctually and be appropriately presented
	
	

	4
	Introduce themselves and explain their role as assessor
	
	

	5
	Communicate the purpose, requirements and the format of the assessment to the learner
	
	

	6
	Make reference to the complaints and appeals procedures
	
	

	Observation and analysis of assessment

	7
	Observe and record what was seen
	
	

	8
	Assess learners’ performance, knowledge and understanding against the agreed criteria using agreed methods
	
	

	Observation and analysis of assessment 

	9
	Judge whether evidence is:
· sufficient
· authentic
· current
	
	

	10
	Apply requirements for equality and diversity and, where appropriate, bilingualism
	
	

	Questioning (if selected as assessment method)

	11
	Use open questions which are clear and not leading
	
	

	12
	Use appropriate and relevant questions based on the criteria
	
	

	13
	Clarify and resolve inconsistencies in the evidence (if relevant)
	
	

	Decision and feedback
	Outcome
C / NYC
	Evidence reference

	14
	Make assessment decisions relating to against specific criteria
	
	

	15
	Make assessment decisions which are:
· valid
· reliable
· fair
	
	

	16
	Clearly confirm the outcome of the assessment to the learner 
	
	

	17
	Provide feedback to the learner 
	
	

	Action planning
The learner is able to:

	18
	Involve the learner in the assessment process by use of self-evaluation
	
	

	19
	Provide action planning which identifies any further implications for learning, assessment and progression
	
	

	Documentation

	20
	Make accurate records of the assessment outcomes
	
	

	21
	Complete the appropriate documentation for recording assessment
	
	

	22
	Follow procedures to maintain the confidentiality of assessment information
	
	

	23
	Follow relevant policies, procedures and legislation for the assessment, including those for health, safety and welfare
	
	

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	





Task 4b - Holistic Assessment Record
(Assessor use only)

This sheet is for the assessor to record their observations of the assessments for Task 4. These notes form part of the evidence of the trainee assessor meeting the assessment criteria, alongside the Assessment Observation Checklist. 

Continue on additional pages if required, or this template can be completed electronically.

	Trainee Assessor Name:
	
	Date:
	

	Assessor name:
	

	
Notes of Observation
	Assessment Observation Checklist Reference

	
	




Task 4b - Holistic Assessment Record (Continued)
(Assessor use only)

	Trainee Assessor Name:
	
	Date:
	

	Assessor name:
	

	
Notes of Observation (Continued)
	Assessment Observation Checklist Reference

	
	



T4b Additional Questions
(Assessor use only)

This question record sheet can be used to support other assessment methods to confirm assessment criteria have been fully met. If using as supplementary evidence, questions must be referenced by including the question number from this sheet, next to the other evidence to meet the same assessment criteria.

	Q1:



	A1:



	Q2:



	A2:



	Q3:



	A3:



	Q4:



	A4:



	Q5:


	A5:


Task 4 Feedback and Action Plan to the Trainee Assessor 

	Assessor’s feedback to the trainee assessor:

	


	Trainee assessor’s action plan:
	Date to be completed by:

	
	

	Outcome of Task 4:
	Competent / Not Yet Competent (delete as required)

	Trainee Assessor name:
	
	Trainee Assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	




Appendix 3:
Final Feedback and Action Plan on Completion of the Qualification
(Assessor use only)

This sheet is for the assessor to record their overarching feedback to the trainee assessor relating to the outcome of the qualification. Specific feedback already provided in each task feedback sheet does not need to be duplicated here.
 
	Assessor’s Feedback to Trainee Assessor

	


	Trainee Assessor Action Plan

	




	Qualification outcome:
	Competent/Not yet competent (delete as required)

	Trainee Assessor  name:
	
	Trainee Assessor signature:
	
	Date:
	

	Assessor name:
	
	Assessor 
signature:
	
	Date:
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