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Assessor Observation Report 
Section 1: Observation details
	Appointed IQA:
	
	Assessor name:
	

	Qualification title:
	
	Event number:
	

	Date:
	
	Learner being observed:
	



Section 2: Observation of performance
O=Observed, AP = action point, BP = best practice, NS = Not seen
	[bookmark: _Hlk207721970]Observation Area
	Criteria
	Outcome (O/AP/BP/NS)
	Comments

	Planning & Preparation
	Plans effectively for assessment
	
	

	
	Chooses suitable methods aligned to learner needs and assessment requirements
	
	

	
	Ensures resources and environment meet H&S standards
	
	

	Conducting Assessment
	Clearly briefs learners (role, purpose, logistics)
	
	

	
	Adapts communication style to suit learner understanding or context
	
	

	
	Shares information on the appeals and complaints procedure
	
	

	
	Creates a supportive environment
	
	

	
	Follows the assessment process
	
	

	Observation & Decision Making
	Uses agreed methods to gather valid, reliable evidence
	
	

	
	Makes sound, criteria-based assessment decisions
	
	

	
	Actively avoids assessor bias and demonstrates objectivity
	
	

	
	Enables the learner to self-evaluate independently
	
	

	
	Applies fairness, equality, diversity, and inclusion principles
	
	

	Questioning & Dialogue
	Uses relevant open questions based on the assessment criteria
	
	

	
	Probes for clarification if needed
	
	

	
	Encourages self-evaluation and learner reflection
	
	

	Feedback & Action Planning
	Communicates decisions clearly
	
	

	
	Gives constructive, timely feedback
	
	

	
	Involves learner in setting next steps/action plan
	
	

	
	Identifies actions for the future development of the learner
	
	

	Documentation & Compliance
	Completes records accurately, clearly and in a way that reflects the assessment requirements.
	
	

	Continuous improvement
	Implements previous action points or CPD recommendations
	
	



Section 3: Outcome of observation (highlight as appropriate)
	Outcome
	Description 


	Outstanding
	Exemplary practice consistently demonstrated. The assessor exceeds expectations, models best practice, and has the potential to support standardisation activity

	Very good
	The assessor meets expectations and follows procedures effectively. Good practice is evident. Minor refinements may be suggested.


	Requires improvement
	Aspects of good practice observed, but key development areas exist. Action plan needed to address specific developmental areas.

	Unsatisfactory
	The assessor did not meet key requirements of assessment practice. Immediate support and intervention are required



Section 4: IQA feedback and recommendations
	Area
	Comments


	Strengths observed
	· 

	Areas for development
	· 

	Observations on paperwork

	· 

	Recommended support/CPD actions
	· 
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