Agreed Common Evidence for the Assessment and Verification Units

The following provides the minimum quantitative evidence required for each Unit but it must be remembered that it is necessary that all the performance evidence and all the scope items are demonstrated for each Unit.

A1 Assess candidates using a range of methods

A.1.1. Develop plans with candidates for assessing competence

a) 3 assessment plans for a minimum of 2 different candidates. Each assessment plan must:

i. cover one full unit of competence which can be certificated

ii. indicate which assessment methods will be used 

iii. state how assessments will take place

total: three plans

over the three plans the assessor-candidate will

i. cover a minimum of 4 assessment methods to be used over the 3 assessment plans including 
observation of the candidates

ii. provide one example across the 3 assessment plans which includes involving others making 
a contribution to the assessment process  

b) a record of a written or spoken explanation which:

i. states the assessment methods selected to assess specific aspects of  competence 

ii. indicates why they are valid, reliable and fair indicators of competence

iii. covers a minimum of 4 assessment methods reviewed

iv. shows how others have been involved in the assessment process and their  precise 
contribution to the process.

total: 1 record

c)  written outcomes from progress reviews conducted with a minimum  of 2  candidates, including evidence of having updated assessment plans.

total: 2 written reviews

A.1.2. Judge evidence against criteria to make assessment decisions

a) 3 assessment decision records for a minimum of 2 different candidates for the 3 assessment plans generated for A.1.1.

total: 3 plans

b) a record of a written or spoken explanation between the assessor and the assessor candidate where the assessor candidate presents how s/he has:

i. used 3 different types of evidence to demonstrate achievement of particular standards

ii. used observation of the candidate as an assessment method

iii. explained how the assessment methods were implemented 

iv. evaluated the effectiveness of the assessment methods in the light of assessing candidates

v. demonstrated his/her competence in relation to criteria c),d) and g) for Element A.1.2. of the
 standards 

total: 1 record

A.1.3. Provide feedback and support to candidates on assessment decisions

a) a minimum of one observation by the assessor of the assessor candidate  providing feedback to a candidate. 

     This must be supported by evidence of feedback on two other occasions in the form

      of written records or endorsement by another recognised assessor from a

      registered centre.

total: 1 observation and 2 records, covering two different candidates

b) a record of a professional discussion between the assessor and the assessor candidate based on feedback to candidates where the assessor candidate  indicates how criteria a),d) and f) were addressed. 

total 1 record

A.1.4. Contribute to the internal quality assurance process

a) one assessment record each for 2 different candidates which have been used as part of the internal quality assurance process

total: 2 records

b) written evidence of having contributed to internal standardisation procedures involving the review of at least 2  pieces of evidence for each of 2 different candidates

total: 4 reviews, one for each of the 4 pieces of candidate evidence

c) a written statement from the person responsible for internal quality assurance (eg an internal verifier for N/SVQs) that the assessor has contributed to agreed quality assurance procedures.   

total: 1 statement

Knowledge Requirements

a) a record of a professional discussion between the assessor and the assessor candidate during which the assessor candidate reviews any method of assessment not covered by performance evidence and:

i. indicates the validity and reliability of each method

ii. reviews any potential issues of fairness and access in relation to individual assessment 
methods

iii. covers all of the following methods if not covered by performance evidence:

· questioning 

· accreditation of prior experience and achievement

· formal testing

· projects and assignments

· simulations 

· candidate and peer reports

· evidence from others

b) a written or spoken explanation of the following procedures used within the assessor candidate’s centre:

· how to provide access to assessment for candidates with individual special

needs and special assessment requirements

· how disputes and appeals about assessment decisions are handled

· the internal standardisation and quality assurance arrangements

· how assessments are recorded

· sources of information regarding assessment requirements and best practice 

A2 Assess candidates’ performance through observation

A.2.1. Agree and review plans for assessing candidates’ performance

a) 3 assessment plans for 2 different candidates covering a minimum of 2 full components (units) of          a qualification (eg 2 N/SVQ units). Each plan must indicate:

i. which aspects of competence will be assessed by observation 

ii. indicate how and when observation of performance will be conducted

iii. how issues of safety, minimum disruption to work activities and unobtrusive assessment have 
been planned for

total 3 plans

b) written outcomes from progress reviews conducted with a minimum of 2 candidates, including evidence of having updated assessment plans.

total: 2 written reviews

A.2.2. Judge candidates’ performance evidence against criteria 

a) 3 assessment decision records for a minimum of 2 different candidates for the 3 assessment plans generated for A.2.1.

total: 3 records

b) a record of a professional discussion between the assessor and the assessor candidate where the assessor candidate presents how s/he has:

i. used observation of performance to demonstrate achievement of particular standards

ii. evaluated the effectiveness of observation in the light of assessing candidates

total: 1 record

A.2.3. Judge candidates’ knowledge evidence against criteria

a) 3 assessment decision records for at least 2 of the 3 different assessment plans generated for A.2.1.

total: 3 records

b) a record of a professional discussion between the assessor and the assessor candidate where the assessor candidate presents how s/he has:

i. used questioning to demonstrate the knowledge requirements in particular standards

ii. evaluated the effectiveness of observation in the light of assessing candidates

total: 1 record

A.2.4. Make an assessment decision and provide feedback

a) a minimum of one observation by the assessor of the assessor candidate providing feedback to 1 candidate.

This must be supported by evidence of feedback on two other occasions in the form of written records or endorsement by another recognised assessor from a registered centre.

total: 1 observation and 2 records covering two different candidates

b) assessment records for 2 different candidates which have been passed on to the person responsible for internal quality assurance of the assessment process (internal verifier)

total: 2 records

c) a written statement from the person responsible for internal quality assurance (eg an internal verifier for N/SVQs) that the assessor has contributed to agreed quality assurance procedures  

total: 1 statement)

Knowledge Requirements

a) a record of a written or spoken explanation of how the assessor candidate :

i. identifies relevant evidence from candidate activities

ii. identifies which aspects of competence can be assessed by observing performance

iii. plans and conducts the observation process and the factors which he/she takes into account 
during the process

iv. identifies which aspects of knowledge can be inferred from performance plans and conducts 
the questioning of candidates and the factors which takes into account during the process

total: 1 record

b) a record of a written or spoken explanation of the following procedures within the assessor candidate’s assessment centre:

i. how to provide access to assessment for candidates with individual special needs and special 
assessment requirements

ii. how disputes and appeals about assessment decisions are handled

iii. the internal standardisation and quality assurance arrangements

iv. how assessments are recorded

v. sources of information regarding assessment requirements and best practice

total: 1 record

V1 Conduct internal quality assurance of the assessment process

V1.1. Operate and evaluate internal assessment and quality assurance systems

a) a written record of a written or spoken explanation, supported by detailed policies and documentation,  of the organisation’s procedures for:

i. quality assuring assessment decisions made in relation to one or more national awards

ii. identifying and applying relevant performance measures in relation to one or more national 
awards

iii. recording assessment decisions in a way that meets external awarding body requirements

iv. conducting internal standardisation of assessment in a way that meets both internal quality 
assurance procedures and external awarding body requirements  

v. dealing with complaints and appeals in a way that meets both internal quality assurance 
procedures and external awarding body requirements

vi. evaluating the effectiveness of internal quality assurance arrangements

vii. keeping up to date with assessment, verification and quality assurance requirements

viii. disseminating information on assessment and feedback from external verification

ix. monitoring health and safety and equal opportunities policies and practices  

total: 1 record

b) a record of a written statement that the detailed systems documentation and evidence are acceptable to external awarding bodies (via centre approval or external verifier reports)

 total: 1 record

V1.2. Support assessors

a) a list of assessors (which could include candidate assessors) used by the centre for the same qualification with an explanation of the criteria used to ensure their vocational experience in relation to the standards to be assessed

total: 1 list with an explanation of criteria

b) the assessment information and support materials provided to assessors in relation to the same qualification and an explanation of how assessors are supported in their use

total: 1 set of documents

c) the induction programme used within the centre to ensure that assessors can operate the specific assessment and recording requirements for at least one national award

total: 1 induction pack

d) a record of assessor standardisation meetings and activities for at least 2 assessors which covers the same qualification over the complete assessment period  up to and including final assessment of candidates which indicate how assessors are consistent and operate to a common standard.

total: 1 record

e) a record of a professional discussion on how the standardisation arrangements

      ensure consistency between assessors over time and across candidates.

total: 1 record

f) personal development plans for at least 2 assessors which identifies their training and development needs in relation to the conduct of assessments

total: 2 plans

g) actions taken by the internal verifier to address the identified needs of assessors

in conjunction with others (such as programme co-ordinators) as appropriate

total: 1 action list

V1.3. Monitor the quality of assessor performance

a) observation of at least 2 assessors on 2 occasions each conducting the assessment process with differing candidates, including providing feedback to candidates with a written record of the process

total: 2 observations

b) one observation by the external verifier of the internal verifier monitoring the performance of one assessor. It would be acceptable for this observation to be conducted by qualified second internal verifier instead of the external verifier provided this was supported by a written report 

total: 1 observation

c) a sampling framework applied to at least 2 assessors which details:

i. checks to ensure that assessors have all the necessary information and materials needed to 
make assessment decisions 

ii. when and how the assessor will be monitored making assessment decisions, including interim 
sampling arrangements and how feedback will be given to the assessor on performance

iii. how the full range of agreed assessment methods will be sampled and recorded 

iv. how sampling arrangements will be varied to reflect the numbers and experience of different 
assessors

v. how sampling arrangements will take account of candidate experience of the process 

vi. how the  assessor/candidate relationship will be monitored

vii. how equality and access procedures are being followed by assessors

viii. the accuracy, completeness and promptness of assessor record keeping

ix. how and when assessors will be provided with timely feedback on their performance and any 
actions they need to take to improve performance

This sampling framework must be supported by appropriate reports from at least one external verifier for a national award which verifies that assessor support arrangements are satisfactory.

V.1.4. Meet  external quality assurance requirements

a) a portfolio of the documentation and materials presented for one external verification involving the signing off of candidate achievement which contains:

i. an explanation of their involvement with external verification visits

ii. confirmation of the timing and nature of external verification visits

iii. complete assessment records and supporting evidence as required by the awarding body

iv. external reports indicating the outcome of the external quality assurance process and the 
procedures followed to address quality issues from such reports

v. records of internal feedback on the quality assurance process and any reviews of procedures

This will be supported by documentary evidence from the external verifier confirming the sufficiency of the materials provided

b) a portfolio of evidence relating to the relationship with the Awarding Body which provides details of the internal verification strategy in relation to a particular national award

Knowledge requirements

a) a written record of a professional discussion during which the internal verifier reviews:

i. procedures for ensuring that valid and reliable assessment methods are being used by 
assessors for one national set of standards which cover both knowledge and performance 
requirements

ii. alternative methods of ensuring the accuracy and consistency of assessor judgements and 
why the particular methods used within the centre are effective

iii. arrangements for setting up and monitoring sampling frames and internal audit of the 
assessment process

iv. the complaints and appeals procedures required by awarding bodies and how they can 
be/have been applied

v. how access and equality issues have been addressed in relation to assessment processes

vi. how to apply rigorous assessor selection and monitoring procedures and support for 
assessors  

vii. external developments in assessment and national standards and their implications for the 
internal assessment process

viii. how to use feedback on the assessment process to improve internal quality assurance 
arrangements 

V2. Conduct external quality assurance of the assessment process

V2.1. Monitor the internal quality assurance process

a) 3 centre monitoring plans for different types of centre (eg company, college, private training provider) at different stages of development which indicate how the external verifier will review:

i. the validity of the assessment methods chosen against awarding body requirements

ii. administrative and recording arrangements

iii. assessor selection, induction and support

iv. standardisation arrangements

v. safety, equality and access arrangements in relation to assessments

vi. internal evaluation and review arrangements

These will be supported by the final reports of the three visits, which deal with the above aspects and supporting feedback and recommendations given to the centres.

V.2.2. Verify the quality of assessment

a) 3 Awarding Body reports on centre visits to different types of centre involving the signing off of assessment decisions which deal with:

i. checks on assessor and internal verifier competence and experience

ii. assessor support and standardisation arrangements

iii. checks on assessor judgements via appropriate sampling strategies, including at least one 
candidate interview

iv. assessment record keeping and administration

This will be supported by written feedback provided to the centre and follow up monitoring and review arrangements in relation to specific recommendations.

b) written evidence of having sampled the assessment planning, assessment judgements and feedback to candidates of 3 different assessors for one national award, including one live assessment of one assessor, which reviewed:

i. assessment decisions by same assessor on two separate occasions  with at least 2 different 
candidates

ii. assessment decisions made by different assessors  in relation to the same national standards

iii. the timing and quality of assessor/candidate reviews and assessment reviews

This will be supported by a written record of feedback provided to the centre and any follow up monitoring carried out following recommendations made by the external verifier on changes to assessor activity.

V2.3. Provide information, advice and support on internal quality assurance of assessment processes

a) copies of correspondence, reports, telephone logs and follow up contacts with 3 different types of centre. This should include at least one incidence of reporting to the awarding Body on the clarification of issues and concerns.

V2.4. Evaluate the effectiveness of external quality assurance of the assessment process

a) a complete set of Awarding Body report forms for 3 different types of  centre as above with endorsement by Awarding Body officers of their acceptability and completeness.

b) one monitoring report on the performance of the external verifier on a visit by the person responsible for the quality assurance of external verification processes

c) participation at a minimum of 2 Awarding Body external verifier updating /standardisation events 

Knowledge requirements

b) a written record of a professional discussion during which the external verifier candidate reviews:

i. how to apply external audit and sampling processes

ii. centre procedures for ensuring that valid and reliable assessment methods are being used by 
assessors 

iii. methods of ensuring the accuracy and consistency of assessor judgements 

iv. the complaints and appeals procedures required by awarding bodies and how they can 
be/have been applied

v. how safety, access and equality issues have been addressed in relation to assessment 
processes

vi. different types of centres and the implication of their differences for the  external quality 
assurance process

vii. how to monitor assessor selection and monitoring procedures and support for assessors  

viii. developments in assessment and national standards and their implications for the external 
assessment process

ix. how to provide feedback on the assessment process to improve internal quality assurance 
arrangements

x. the effectiveness of Awarding Body procedures for ensuring external quality assurance 

Agreed Common Evidence February 2002 


