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Induction Checklist
New Centre Assessor

	Assessor  Name  
	 
	Workplace(s)
	 

	Centre Rep.
	 
	Award(s)

	 

	Checklist

	Item
	Tick

	Introduction to the role of SVQ Assessor (based on L&D 9 DI Award)
	 

	Introduction to Recording Documentation & Systems including the Statement of Standards Systems & Procedures (Centre Policies)
	 

	Explanation of Portfolio system and layout

	 

	Explanation of the Centre Appeals and Grievance Procedures
	 

	Explanation of Planning for Assessment & Candidate Allocation
	 

	Sub-contractor agreement in place

	 

	Arrangements for and induction date set for undertaking the relevant Learning and Development Unit(s) if applicable.
	 

	Internal Verifier allocated.
	 

	Notified of Centre requirements for attendance at Standardization meetings (Schedule given)
	 

	Relevant contact information given (inc. Central Contact, IV, website links etc.)
	 

	Aware of necessity to inform Central Contact in writing about any potential conflict of interest related to allocated SVQ Candidates. (e.g. related to previous connections with the Candidate or workplace or anything which might bias assessment decisions.)
	 

	 Assessor Candidate informed about GDPR SQA Privacy Statement 

(Re. Candidate stored data)   HTTPS://www.sqa.org.uk/sqa/97458.html
	 

	Signatures

	Assessor
	 
	Date
	 

	Centre Representative
	 
	Date
	 


_______________________________________________________

Candidate Profile
Include reference to the following Regulatory Requirements: that you have at least 1 year’s experience in the last two of performing the activities you will be assessing. Include reference to your qualifications and knowledge about the Awards you will assess. 
	The TWO Candidates I have used in evidence are:
	Experienced or Inexperienced

	Name
	Work Role
	Award
	

	Candidate No.1
	
	
	

	
	
	
	

	Candidate No.2
	
	
	

	
	
	
	


Organisation Profile or Brochure
	CANDIDATE ASSESSMENT PLAN

	UNIT/EL. No(s)
	L&D 9DI
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	Area
	Activity
	Method
	Date

	1
	Prepare to assess
	Product

Written / Oral

Questions
	

	2
	Plan assessments
	Product

Written / Oral

Questions
	

	3
	Assess candidate performance and knowledge
	Product

Written / Oral

Questions

Observation
	

	4
	Confirm progression and achievement 
	Product

Written / Oral

Questions
	

	

	Others Involved who have agreed to this assessment

	

	Planned Start date
	End Date
	1st Review date

	
	
	

	Signed

	Candidate
	
	Assessor
	
	Date
	

	

	Review Update

	Date ……………………..

	Review Update

	Date ……………………..
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Assessor Candidate
L&D 9DI
Assess workplace competence using direct and indirect methods
	Candidate Name
	

	Date of Completion
	

	Centre Name
	Grampian SVQ Accredited Centre

	

	Signed

	Assessor-Candidate
	Assessor
	Verifier
	Completion Date

	
	
	
	



	VARCS defined

	Throughout the L&D 9DI Unit there are references to “VARCS” 

Valid, Authentic, Reliable, Current, Sufficient. Each of these is defined below

	Valid
	Selecting and using an appropriate method of assessment in relation to the skills and or knowledge being assessed.

	Authentic
	Being the candidate’s own work.

	Reliable
	Assessors achieving a consistent approach to the way they make judgements about candidate evidence.

	Current/Currency
	Evidence that the candidate still possesses the skills and knowledge being claimed.

	Sufficient
	Enough evidence as specified in Evidence Requirements or Assessment Strategy

	Other terms used in this Unit

	Assessment method
	Observation, questioning, checking products of work

	Equality 


	A state of fair treatment that is the right of all the people regardless of differences in, for example, culture, ability, gender race, religion, wealth, sexual orientation, or any other group characteristic 

	Diversity 


	Acknowledging that each individual is unique and recognising individual differences in, for example, culture, ability, gender, race, religion, wealth, sexual orientation, or any other individual characteristic. 

	Identify and collect evidence
	This is done through the assessment process, for example by assessor observations, checking products of work, asking questions

	Requirements
	These are the requirements of the practitioner’s own organisation and those of an external organisation, such as awarding organisation. 

	Risk assessment
	Risk relates to breach of quality assurance principles (VARCS).

	Fair
	Ensuring candidates are assessed consistently and objectively to the standards

	Safe
	This covers the health, safety and welfare of the person being assessed

	Special Assessment Arrangement
	An agreement made with the candidate and the organisation to ensure fair assessment of the candidate without diluting the standards, for example taking account of shift working by arranging assessment opportunities to suit the candidate’s work patterns.


	1.  Prepare to assess

	Performance Criteria
	Section 2 Pg.
	Assessor

	a
	Ensure candidates understand the purpose, requirements and processes of assessment 
	12, 20, 21
	

	Knowledge
	Section 2 Pg.
	Assessor

	1
	How to judge when the candidate is ready for assessment
	19
	

	2
	The range of information that should be made available to candidates before assessment begins
	12
	

	3
	The concepts and principles of assessment
	10 
	

	4
	Standards to be assessed, assessment/evidence requirements, regulatory requirements 
	9, 13, 20, 21,

Candidate Profile
	

	5
	The candidates’ job role and their work environment and how this influences which assessment approach to use
	11, 14, 19
	

	Evidence Requirements

	1
	Performance
	Section 2 Pg.
	Ass
	IV

	
	An explanation of how the assessor candidate made sure their candidates understood the purpose, requirements and processes of assessment, supported with documentation confirming the candidates’ agreement to be assessed and that they have received all of the relevant information.   This evidence must cover two assessments of two candidates (four assessments in total). 
	19, 20, 21
	
	


	2.  Plan assessments

	Performance Criteria
	Section 2 Pg.
	Assessor

	a
	Identify evidence that is valid, authentic and sufficient
	21
	

	b
	Plan to use valid, fair and reliable and safe assessment methods.
	21
	

	c
	Plan assessment to meet requirements and candidate needs
	21
	

	Knowledge
	Section 2 Pg.
	Assessor

	1
	The principles of assessment (validity, authenticity, reliability, currency, sufficiency (VARCS))
	10
	

	2
	The uses, benefits and drawbacks of the different assessment methods, including those that use technology
	11
	

	3
	Types of risks, including health, safety and welfare and quality assurance risks, when assessing and how to manage them
	14, 19
	

	4
	How to plan assessments in own area of responsibility, involving candidates and allowing access. 
	1,2,3,4,21
	

	5
	How assessment arrangements can be adapted to meet the diverse needs of individual candidates.    
	14
	

	6
	How disputes and appeals will be handled and how confidentiality will be maintained
	15, 21
	

	Evidence Requirements

	1
	Performance
	Section 2 Pg.
	Ass
	IV

	An explanation, with supporting documentation, showing how the assessor candidate:



	
	· identified evidence sources and assessment opportunities that ensured they could collect valid, authentic and sufficient evidence 

	1,2,3,4,10,13 
	
	

	
	· ensured they planned to use valid, fair, reliable and safe assessment methods
	1,2,3,4,10,11,  13, 14, 19
	
	

	Evidence of planning and agreeing how and what is to be assessed for at least two assessments of two candidates (four assessments in total) to meet the candidates’ needs.  Planning must cover the following assessment methods as a minimum:

	
	· Observation of performance 
	1,2,3,4
	
	

	
	· Examining work products (both created and not created at the time of observation) 
	1,2,3,4 
	
	

	
	· Questioning
	1,2,3,4
	
	

	Evidence of planning to use ONE of the other methods listed below and knowledge evidence* of how to plan and use the other methods:

* When explaining how to plan and use methods not used in practice, the assessor candidate must include the benefits and drawbacks of using each of these methods. The evidence generated may also cover the requirements in element 3.

	
	· Discussing with candidates
	11
	
	

	
	· Testimony of others (witnesses)
	11
	
	

	
	· Examining candidate statements
	1,2,3,4
	
	

	
	· Assessing candidates in simulated environments 
	11
	
	

	
	· Recognising Prior Learning (RPL) – otherwise known as the Accreditation of Prior Achievement (APL)
	11
	
	


	3.  Assess candidate performance and knowledge

	Performance Criteria
	Section 2 Pg.
	Assessor

	a

	Collect evidence that is valid, authentic and sufficient 
	5,6,7,8
	

	b

	Use valid, fair, reliable and safe assessment methods
	5,6,7,8
	

	c

	Make assessment decisions against specified criteria
	5,6,7,8
	

	d
	Work with others to ensure the standardisation of assessment practice and outcomes 
	16,17,18
	

	Knowledge
	Section 2 Pg.
	Assessor

	1
	The principles of competence based assessment (competent versus not yet competent) 
	10
	

	2
	How to judge evidence in relation to specified criteria ensuring the quality assurance principles are applied (valid, fair, reliable, current, safe)
	5,6,7,8
	

	3
	Achieving objectivity and consistency when making assessment decisions and what to do when there is doubt
	19
	

	4
	Standardisation processes and how to contribute to those
	16,17,18
	

	5
	How to cooperate and work effectively with others involved in the assessment process
	5,6,7,8,9,16,17, 18
	

	Evidence Requirements

	1
	Performance 
	Section 2 Pg.
	Ass
	IV

	Assessment records showing how assessments were carried out against specified criteria for two candidates (four assessments in total).    There must be evidence that the candidate assessor has used as a minimum:

	
	· Observation of performance 

 
	5,6,7,8
	
	

	
	· Examining the candidate’s products of work (both created and not created at the time of the observation)  

	5,6,7,8
	
	

	
	· Questioning    


	5,6,7,8
	
	

	Assessment records showing use of at least one of the methods listed below and as knowledge evidence of how to assess using the other such methods: 

	
	· Discussing with candidates


	11
	
	

	
	· Testimony of others (witnesses)


	11
	
	

	
	· Examining candidate statements 


	5,6,7,8
	
	

	
	· Assessing candidates in simulated environments      


	11
	
	

	
	· Recognising Prior Learning (RPL) – otherwise known as the Accreditation of Prior Achievement (APL) 


	11
	
	

	
	The assessor candidate must also provide a statement confirming why they felt the assessment methods they used ensured validity, reliability, fairness and safety in assessment. 
	11
	
	

	
	The assessor candidate should also provide an explanation of the methods they have not used. The evidence generated for methods not used in element 2 may, if appropriate, be used to cover this requirement.     
	11
	
	

	
	An endorsing statement and /or supporting record(s) from the person responsible for internal quality assurance, confirming the assessor-candidate has met all criteria in this element.       
	16, 18
	
	

	
	There must also be evidence of how the assessor candidate contributed to standardisation in assessment practice and outcomes, evidenced through records of the standardisation decisions made, supported by witness testimony.
	16, 18
	
	


	4.  Confirm progression and achievement 

	Performance Criteria
	Section 2 Pg.
	Assessor

	a
	Provide feedback to the learner that affirms achievement and identifies any additional requirements
	5,6,7,8,21
	

	b
	Maintain required records of the assessment process, its outcomes and candidate progress 
	5,6,7,8
	

	Knowledge
	Section 2 Pg.
	Assessor

	1
	The purpose and value of feedback in the assessment cycle
	13
	

	2
	How to deliver constructive feedback and the next steps in the assessment process
	13,21
	

	3
	How to ensure access and data protection requirements are adhered to when maintaining records of assessment and candidate progress.
	21
	

	4
	Internal quality assurance processes and procedures and how to apply these in practice
	15,16,17,18
	

	5
	The value and purpose of continuing professional development for assessment practitioners
	13
	

	Evidence Requirements

	1
	Performance 
	Section 2 Pg.
	Ass
	IV

	
	An observation by the assessor of the assessor candidate providing feedback and reviewing progress with a minimum of one candidate.
	21
	
	

	
	Records of feedback and reviewing progress are required in relation to two candidates covering four assessments in total.           
	5,6,7,8
	
	

	
	Authentication from the person responsible for internal quality assurance confirming the assessor-candidate has maintained records of candidate progress and the outcomes of the assessment process.
	16,18
	
	


.0

	Feedback - all elements

	Assessor
	Internal Verifier

	
	

	Signed Assessor
	
	Date
	
	Signed IV
	
	Date
	


SECTION TWO

Pocket 1
Over the next few pockets you will enter evidence of assessment for at least TWO Candidates. 

It is advisable to stick to the same TWO Candidates where possible.

Candidate No.1 

Unit Plan

Pocket 2

Candidate No.1 

Second Unit Plan

Pocket 3

Candidate No.2 

Unit Plan


Pocket 4

Candidate No.2 

Unit Plan

Pocket 5


Pocket 6


Pocket 7


Pocket 8

Pocket 9


Pocket 10


Pocket 11


Pocket 12


Pocket 13


 Pocket 14


Pocket 15 

Pocket 16


Pocket 17


Pocket 18


Pocket 19


Pocket 20
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In this pocket place an Assessment Plan for Candidate 1





Plan must show 	a complete Unit and all the following methods:


Observation


Questioning


Reflective Accounts


Work Products


AND


Plan must show 	a Review Section completed and the plan being updated


			(NB a short comment saying no-change is not an adequate 


review of Candidate progress and updating!!)





In this pocket place another Assessment Plan for Candidate 1





Plan must show 	a complete Unit (NOT SAME UNIT AS POCKET 1) 


AND


Plan must show 	a Review Section completed and the plan being updated


			(NB a short comment saying no-change is not an adequate 


review of Candidate progress and updating!!)





In this pocket place an Assessment Plan for Candidate 2





Plan must show 	a complete Unit 


AND


Plan must show 	a Review Section completed and the plan being updated


			(NB a short comment saying no-change is not an adequate 


review of Candidate progress and updating!!)





In this pocket place another Assessment Plan for Candidate 2





Plan must show 	a complete Unit 


AND


Plan must show 	a Review Section completed and the plan being updated


			(NB a short comment saying no-change is not an adequate 


review of Candidate progress and updating!!)





Enter in this pocket the Assessment pages that arose from Plan 1 in Pocket 1


i.e. Observation Checklists, Reflective Accounts, Records of Questions and Answers etc.





Ensure you gave feedback to the Candidate.





Enter in this pocket the Assessment pages that arose from Plan 2 in Pocket 2


i.e. Observation Checklists, Personal Statements, Records of Questions and Answers etc.





Ensure you gave feedback to the Candidate.





Enter in this pocket the Assessment pages that arose from Plan 3 in Pocket 3


i.e. Observation Checklists, Personal Statements, Records of Questions and Answers etc.





Ensure you gave feedback to the Candidate.





Enter in this pocket the Assessment pages that arose from Plan 4 in Pocket 4


i.e. Observation Checklists, Personal Statements, Records of Questions and Answers etc.





Ensure you gave feedback to the Candidate.





In this pocket enter all the following:





A copy of the standards (i.e. the PCs, Range and Knowledge) for the Units in Pockets 5,6,7,8





Copies of the Internal Verifier signed off pages for the Units in Pockets 5,6,7,8





The Principles of Assessment 


Write a statement detailing your understanding of the principles of assessment. This should include an explanation of the terms Validity, Authenticity, Reliability, Currency, & Sufficiency. (VARCS) when applied to your Candidates’ assessment evidence.










































































How do you identify sources of evidence and assessment opportunities that meet the principles above?








Here you should review all the main methods of assessment. 


Questioning,


Accreditation of Prior Experience/Achievement,


Discussion with Candidates


Work Products


Simulations,


Reflective Accounts,


7.	Evidence from Others e.g. Witnesses





For each of these state it’s advantages and disadvantages in terms of it’s Validity, Authenticity, Reliability, Currency, & Sufficiency. You should also comment on:





The role of technology (e.g. use of computers when gathering sending and assessing evidence.) 


The work environment and job role when choosing and using assessment methods.








You are likely to need an additional sheet(s) to cover all methods. 


Add sheet(s) as required.(11a, b etc)








Place in this wallet a copy of:


a completed Induction Checklist





Feedback to Candidates





What is the purpose and value of giving Feedback?




















Based on your feedback to Candidates, state how you:


Gave Candidates feedback at an appropriate time and place























Gave or would give Candidates advice when they cannot prove their competence


and on how they can develop the necessary skills or provide more evidence.























Identified and agreed the next steps in the assessment process and how 


candidates will achieve these


























Continuing Professional Development





What is the value and purpose of CPD?








Explanation of Procedures


Assessment arrangements can be adapted to meet the diverse needs of individual Candidates. How do you ensure this is done when working with diverse candidates for example when assessing those who are confident / non-confident or who work nights only, or have specific needs such as dyslexia etc. etc.)













































































Risks


What risks are present when assessing Candidates?


Include reference to:





Health and Safety (i.e. physical risks)


Welfare (e.g. risks to Candidate or Service User well-being or disruption to service provision etc.)








What are the procedures for Disputes/Appeals about Assessment decisions?   






























































Describe the Internal Verification system and how this is recorded.
























































State sources of information on assessment requirements and best practice.








Enter in this pocket proof of your work as an Assessor being passed to the Internal Verification stage. This may take the form of:





A copy of an Internal Verification Checklist relating to one of your Candidates





OR





A copy of an Internal Verification Report on one of your Candidates





Enter in this pocket proof of your contributing to the Standardisation process.





A copy of minutes showing your attendance at a Standardisation meeting where Assessors meet with the Internal Verifier(s)

















As______________________________’s Internal Verifier, I confirm that he/she has contributed to and participated in, the Centre’s agreed quality assurance and standardisation procedures.

















Signed _____________________________  Date _____________________





Objective and Consistent Assessments





How do you judge when your Candidate is ready for assessment? (If the workplace makes this decision, what action do / would you take, if you find the Candidate is not ready or badly matched to the award?)









































How do you ensure your Candidates understand the purpose and requirements of being assessed?












































Quality Assurance


How have you ensured that the assessments you have done were objective and consistent?  (i.e. How do you manage any favouritism and bias and ensure your assessments are not affected by your moods and feelings?)   


















































Place in this Pocket


Copies of the


signed and dated Candidate Contracts


For both your Candidates





Pocket 21





This pocket is for use by your L&D DI Unit Assessor 


do not enter anything here





ASSESSOR LOG DIRECT OBSERVATION








The Observation is intended to cover a feedback session that includes time spent planning for the next assessment with the Candidate. You will also observe how / where the Assessor stores confidential material.





Your notes on the Observation should therefore include:


How the Assessor-Candidate gave Feedback 


Were the assessments VARCS compliant?


At an Appropriate time / place, supportive / encouraging?





How the Assessor plans for the next assessment?





How the Assessor deals with access to records (ref. Confidentiality) and whether this meets Data Protection Act requirements.

















Signed ASSESSOR ________________________________  Date _________________





Pocket 22





ASSESSOR QUESTIONS TO ASSESSOR-CANDIDATE








This pocket is for use by your L&D 9DI Unit Assessor 


do not enter anything here





To be used for questioning any remaining gaps in the evidence. This page number should be added to the index as appropriate.




















Signed ASSESSOR ____________________________________  Date ______________
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