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 Induction Checklist

SVQ Candidates

	Candidate Name  
	
	Workplace
	

	Assessor
	
	Award

	

	Mentor/Supervisor
	
	Start Date
	

	Checklist

	Induction must be carried out by the Assessor during the first visit /session with the Candidate. Induction must cover the items listed on the checklist below: In addition the Assessor must allow sufficient time or arrange a follow-up visit/session to deal adequately with any questions or problems identified by the Candidate. Induction should not take place before a site-checklist has been agreed with the Centre.

	Item
	Tick

	Introduction to Award and Methods of Assessment
	

	Introduction to Recording Documentation
	

	Explanation of how Knowledge Evidence will be met

	

	Explanation of Portfolio Layout

	

	Explanation of the Centre Appeals and Grievance Procedures

	

	An Explanation of the Planning of Assessment


	

	Readiness for Assessment (e.g. Job role, Prior Learning, Time in Job, Understanding)
	

	Any special assessment requirements identified (permission must be sought from Senior IV and only disclosed with Candidate’s permission to third parties, Managers/EV/SV etc.)
	

	Construction and Agreement of first Plan
	

	Agreement on the Date of first assessment

	

	Candidate given sufficient time to ask questions, deal with problems

	

	Candidate informed about Centre policy and penalties for plagiarism

	

	Candidate informed about Certificate receipt


	

	Candidate informed about GDPR SQA Privacy Statement (Re. Candidate stored data)
HTTPS://www.sqa.org.uk/sqa/97458.html
	

	Signatures

	Candidate
	
	Date
	

	Assessor
	
	Date
	

	Mentor/Supervisor
	
	Date
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