
[image: ]

















1st4sport Level 3 Certificate in Assessing Vocational Achievement 


Learner Portfolio



© Coachwise Ltd, 2018

This document is copyright under the Berne Convention. All rights are reserved. Apart from any fair dealing for the purposes of private study, research, criticism or review, as permitted under the Copyright, Designs and Patents Act 1998, no part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by any means, electronic, electrical, chemical, mechanical, optical, photocopying, recording or otherwise, without the prior written permission of the copyright owner. Enquiries should be addressed to 1st4sport Qualifications


[image: ]


Developing and awarding qualifications for the active learning, leisure and well-being industry

1st4sport Qualifications
Coachwise Ltd
Chelsea Close
Off Amberley Road
Armley
Leeds LS12 4HP

Tel: 0113-290 7610
Fax: 0113-231 9606
Email: enquiries@1st4sportqualifications.com
Website: www.1st4sportqualifications.com


The Ofqual, CCEA Regulation and Qualifications Wales -recognised awarding body 1st4sport Qualifications is a brand of Coachwise Ltd, the trading arm of The National Coaching Foundation (known as UK Coaching), the UK-registered charity leading the development of coaches and the coaching system in the UK. Any proceeds go directly back to UK Coaching to help them develop and advance sport in the UK.


National Accreditation Number: 600/1441/6

Version 4: 09 October 2018


	Contents
	
	
	Page

	Welcome
	
	
	1

	Trainee Assessor and Recognised Centre Details
	
	
	2

	Records of Achievement
	
	
	3

	Assessment Plan
	
	
	4

	Tutor Feedback and Action Plan
	
	
	5

	Glossary of Terms
	
	
	6

	General Guidance to Completing Assessed Tasks
	
	
	8

	Tasks
	
	
	

	Task 1 – Assessor Roles and Responsibilities 
	
	
	9

	Task 2 – Selecting Assessment Methods 
	
	
	13

	Task 3 – Assessments Utilising Vocational Assessment Methods
	
	
	15

	Task 4 – Assessments Utilising Work Environment Assessment Methods
	
	
	23

	Appendix 1 - Assessor Paperwork Task 3
	
	
	31

	Appendix 2 - Assessor Paperwork Task 4
	
	
	37

	Appendix 3 - Final Feedback and Action Plan on Completion of the Qualification
	
	
	43





	
Notes:
Click or tap here to enter text.




[image: ]

[image: ]


Product ref: L3CAVAQ LP V4	
 Product ref: L3CAVAQ LP V4
Welcome

Welcome to the 1st4sport Level 3 Certificate in Assessing Vocational Achievement (L3CAVAQ) Learner Portfolio. The Pack helps you to gather and present the appropriate evidence and supports your understanding of what the qualification is about.

How to Use this Learner Portfolio

This Learner Portfolio enables you to record your details, and your assessor to confirm your achievement of each of the four assessed tasks. The following section contains the task descriptions and additional information that you may find useful when completing the tasks. There are some templates provided within the tasks and on the CD. All your work should be stored in hard copy after the relevant task description in your Learner Portfolio for assessment and quality assurance. All work submitted for assessment must be in ink (written or printed), and not in pencil, as this compromises the authenticity of your evidence. When all the assessment tasks have been achieved to the appropriate standard, and the Record of Achievement page has been signed, the Learner Portfolio should be kept intact in case your assessor or quality assurer needs to refer to it. Your Learner Portfolio may be quality assured prior to you receiving your certificate. 

The CD also contains word versions of some templates, and additional reference documents to support your completion of the qualification. 

If you have any questions concerning the qualification or your learning programme, please discuss them with your tutor, assessor or recognised centre.

Throughout this pack, you the learner will be referred to as the trainee assessor.

If you have any questions concerning the qualification or your learning programme, please discuss them with your tutor, assessor or recognised centre.

Equal Opportunities, Complaints and Appeals Procedures

Your recognised centre (the organisation/college that is delivering your learning programme) will provide you with a variety of documents, including its:
· equal opportunities policy
· appeals procedure
· complaints procedure.

You may also be provided with a learning agreement. This document describes your rights to receive an appropriate learning programme and, if you feel you have been unfairly assessed, an opportunity to seek redress via an appeal. 
If, having followed the recognised centre’s appeals procedure fully, you still feel you have reason to appeal against the way your assessment was handled, you may appeal to 1st4sport. Our appeals and/or complaints procedures are available by contacting the following address:

Post:   1st4sport Qualifications, Coachwise Ltd, Chelsea Close, Off Amberley Road Armley,
  Leeds LS12 4HP	
Email:  info@1st4sportqualifications.com


Trainee Assessor Details

	
Learner’s name (Trainee Assessor):
	Click or tap here to enter text.	
Unique Learner Number (ULN):
	Click or tap here to enter text.
	
Address:
	Click or tap here to enter text.	
	

	
	
	
Postcode:
	Click or tap here to enter text.
	
Email address:
	
Click or tap here to enter text.

	
Date of birth:
	Click or tap here to enter text.	
Tel no:
	Click or tap here to enter text.
	
Event no:
	Click or tap here to enter text.	
1st4sport Learner registration no:
	Click or tap here to enter text.


Recognised Centre Details
	
Centre name:
	Click or tap here to enter text.
	
Course venue:
	Click or tap here to enter text.
	
Course start date:
	Click or tap to enter a date.	
Registration end date:
	Click or tap to enter a date.
	
Tutor name:
	Click or tap here to enter text.
	
Assessor name:
	Click or tap here to enter text.
	
Internal quality assurer name:
	Click or tap here to enter text.
	
External quality assurer name:
	Click or tap here to enter text.


Prerequisites Prior to Registration

	
	Administrator/Tutor/Assessor Signature:
	Date:

	
19 years or over:
	Click or tap here to enter text.	Click or tap to enter a date.


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 
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	2
	Selecting Assessment Methods
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	3
	Assessments Utilising Vocational Achievement Assessment Methods
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.
	4
	Assessments Utilising Work Environment Assessment Methods
	Click or tap to enter a date.	Click or tap here to enter text.	Click or tap here to enter text.


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
	Click or tap here to enter text.	Click or tap here to enter text.
	Assess Vocational Skills, Knowledge and Understanding
	2, 3
	Click or tap here to enter text.	Click or tap here to enter text.
	Assess occupational competence in the work environment
	2, 4
	Click or tap here to enter text.	Click or tap here to enter text.




















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):
	Click or tap here to enter text.	Learner signature (trainee assessor):
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.
	I, the undersigned, confirm that I have checked the above to be accurate. 

	Assessor name:
	Click or tap here to enter text.	Assessor signature:
	Click or tap here to enter text.	
Date:
	Click or tap to enter a date.
	Internal quality assurer name:
	Click or tap here to enter text.	Internal quality assurer signature:
	Click or tap here to enter text.	
Date:
	Click or tap to enter a date.
	External quality assurer name:
	Click or tap here to enter text.	External quality assurer signature:
	Click or tap here to enter text.	
Date:
	Click or tap to enter a 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

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap to enter a date.
	Trainee Assessor name:
	Click or tap here to enter text.	Trainee Assessor signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.
	Tutor/Assessor name:
	Click or tap here to enter text.	Tutor/Assessor signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a 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.
[image: ]
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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:

	
Click or tap here to enter text.

	
Trainee assessor action plan:
	
Completed by:

	Click or tap here to enter text.	Click or tap here to enter text.
	
Trainee assessor signature:
	Click or tap here to enter text.	
Date:
	Click or tap to enter a date.
	
Tutor signature:
	Click or tap here to enter text.	
	Click or tap to enter a date.


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.

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

	
Click or tap here to enter text.

	Trainee Assessor Action Plan

	
Click or tap here to enter text.



	Qualification outcome:
	Choose an item.
	Trainee Assessor  name:
	Click or tap here to enter text.	Trainee Assessor signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.
	Assessor name:
	Click or tap here to enter text.	Assessor 
signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.
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