



























Assessors/Internal Quality
Assurers
Induction Pack




Assessment


The Assessors/Internal Quality Assurers induction pack is an introduction to Assessment/Quality Assurance for new Assessors/Quality Assurers. It provides advice and information which will aid individual Assessors.


There are two sections to the pack Section 1 – relates to the role of the Assessor whilst Section 2 – deals with the role of the Internal Quality Assurer. However as the two roles are parallel to each other you may find the information you are looking for can be found in either section. Ensure you check all sections when exploring answers to questions.


All Assessors/Quality Assurers are required to be aware of the documents which are applied to work colleagues, Assessors, Quality Assurers or learners. Relevant documents include the Equal Opportunities Policy, Complaint and Appeals Procedure, Data Protection Policy, Health and Safety and the Lone Worker Policy.

Staff that are new to Centres should be made aware of all the policies during their induction but the documents are also available from the asfi website (www.asfi.org.uk).


Before you begin to Assess/Quality Assure


All Assessors/Quality Assurers should be aware and have access to the following;


    Copies of all the Policies/Procedures/Assessment and Quality Assurance documents

    Copies of the relevant National Occupational Standards (often referred to as NOS)


    Be aware of what is acceptable/appropriate evidence

    Access to the Assessment and Quality Assurance Strategy

    Copy of the Code of Practice

    A completed Continual Professional Development Log (CPD)


	Calendar of Meetings for the year – including team and identified standardisation activity

    Allocation of learners
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Assessors should also familiarise themselves with the induction process undertaken by the learners.
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What is an Assessor?


An Assessor is responsible for the quality of the assessment that is being undertaken by the Learner. They will be occupationally competent and meet the requirements as stipulated by the Awarding Organisation to undertake the confirmation of the assessment process for the Learner.


Assessors have a responsibility to administer decisions based on Learner competence whilst demonstrating equality, reliability, authenticity and validity of evidence.


Lead Quality Assurers/Centre Managers must ensure that the assessment decisions of unqualified Assessors are checked, authenticated and countersigned by an Assessor or Internal Quality Assurer who is appropriately qualified and an occupational expert for the qualification in question.


The Internal Quality Assurer must sample an increased proportion of assessment decisions by unqualified Assessors. The Internal Quality Assurer is also responsible and accountable for arranging the checking and countersigning process. Internal Quality Assurers may only verify evidence they have not assessed.

Any Assessor who may hold a personal interest in any part of any assessment activity on any qualification must declare a conflict of interest to the Awarding Organisation asfi.


Assessor/Quality Assurer Introduction


All Assessors/Quality Assurers must undergo an induction into the Centre they are entering. The induction should focus on the assessment/Quality Assurance procedures and qualifications used within the relevant Centre, where policies and procedures are discussed and/or provided.


The induction should be conducted by an Internal Quality Assurer for Assessors or the Lead Internal Quality Assurer/Centre Management Team for Quality Assurers. The Assessor/Quality Assurer checklist may be used to evidence that all Assessors/Quality Assurers have taken part in an induction programme.





	Name of Internal Quality Assurer
	

	Date of Commencement at Centre
	



	Action
	Signed by
Internal Quality
Assurer
	Date

	Provided CV and qualification certificates to prove required occupational competence at the appropriate level.
	
	

	Received the Centre organisation chart.
	
	

	Received Centre procedures and assessment guidance.
	
	

	Understood Centre Quality Assurance requirements.
	
	

	Initial contact with Internal Quality Assurer.
	
	

	Equal Opportunities policy and monitoring explained and understood.
	
	

	Appeals procedure received explained and understood.
	
	

	Aware of resources available.
	
	

	Initial Assessment practice explained and understood.
	
	

	Received copies of qualification standards.
	
	

	Assessment and Quality Assurance practices, procedures, processes, tracking and monitoring
explained and understood.
	
	

	Provided with an allocation of learners.
	
	

	CPD Log completed.
	
	

	CPD requirements discussed.
	
	





	Signed by Assessor
	

	Signed by Internal Quality
Assurer
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The Structure of the Qualification


Qualifications are written to specify the exact performance, knowledge and evidence required to demonstrate competence within an area of work.  Competence is being able to do something and to understand why it is done in a particular way.  Competence indicates actual and not potential ability or skills.

Individuals should be able to prove that they can perform particular tasks in line with the standards.


How are the Qualifications completed?


They are completed by both mandatory/core and optional units within the occupational area.


Mandatory/Core


These are units which must be achieved by learners in order to achieve their chosen qualification.


Optional Units


These are units learners select or are selected which relate to their area of work to complete their qualification.


A unit consists of:


    An overall description of the unit.

    Outcomes show what needs to be done to achieve a unit.

    The performance criteria must be achieved to complete the outcome.

    The scope must be covered to complete the outcome.

	The essential knowledge requirements must be covered and will enable learners to transfer competence to a variety of situations.

Starting the Learner
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All learners must undergo an Initial Assessment prior to starting their chosen course of study– this normally consists of evaluating the learners’ current level of knowledge and


understanding by making a judgement of their Literacy and Numeracy capability. Some programmes may also require the practical skills of the learners to be initially assessed in which case learners will be required to undergo dexterity skills evaluation as well.
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The Initial Assessments will provide all learners with a report which summarises their current level of ability. It is recommended that the learners’ initial assessment level be appropriate for the program they are entering, or that support mechanisms are put in place to ensure they are provided with the best opportunity to succeed prior to any individual starting a qualification.
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How to start the Assessment Process?
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Claim certification from Awarding
Organisation

START Select Qualification Enrol and undertake Induction







Initial
Assessment




External Quality Assurer sample
monitoring

Enrol with Centre and Register with Awarding
Organisation


T h e
A s s e s s m e n t
P r o c e s s

Internal Quality Assurance process, sign off unit/ portfolio


Assessment plan agreement with Learner




Assessment decision and feedback to
the Learner                    Is it valid,
sufficient, reliable, and
authentic?

Collect evidence, observation by Assessor





It is important to work through the process in a logical sequence.


Induction of new Learners on a Qualification


Assessors will be allocated a caseload of Learners for whom they will have a responsibility to advise and guide them through their chosen course of study to full qualification achievement.


Assessors will ensure that Learners are registered with the appropriate Awarding Organisation. This must be completed within 12 weeks of the Learners starting the qualification. Non- registered learners are at risk of any assessments that they have undertaken prior to registration being deemed null and void by the Awarding Organisation.


learners will collect their Log book (if applicable) and any departmental policies and procedures when they start their course.  They will be given a copy of their role and the Assessor’s role within their qualification.


All Assessors should inform their learners of the glossary of terms in their qualification, and the terms used in their evidence requirements.  The Assessor needs to explain how the assessment portfolio is collated so that the Learner fully understands the process.


The Assessor and learners will choose the optional units that are most relevant to the Learner’s current position.  Once the agreement has been made between the Assessor and the Learner a copy should be placed in the learners file which is kept within the Centre.


The Assessor will provide the Learner with a programme of targets – as per the Assessment Schedule. This will identify when they will be expected to have achieved individual units which will accumulate to the full qualification, across the duration of the qualification.


The Assessor will explain the assessment planning documentation to the Learner. The Learner is required to understand how to undertake the planning of their assessment activity to ensure they achieve their targets.


The Assessor will explain to the Learner in an appropriate manner, how the performance criteria, range/scope and knowledge requirements should be met for each unit.  Allowing the Learner to understand exactly what is required for putting a unit together.


The Assessor will explain all the paperwork which is used for the qualification.


The Assessor will explain and advise learners how to prepare the collation of the portfolio.


The Assessor will explain how the Learner records the achievement of each unit/element on to the tracking documents. In addition an explanation of how the Learner needs to use the tracking records to plan the next round of assessments is required.
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The Assessor will explain how the under pinning knowledge element of individual units is to be obtained. This element may be achieved in a variety of forms – the most common being by written format, assignment or by electronic testing.


The complaints and appeals procedure should be explained to the Learner from the beginning of the course, and regularly checked by the Assessor that the Learner is fully aware of this process. A copy of the appeals procedure should be given to the Learner to place into the portfolio for reference.

The Assessor should explain to the Learner the Internal Quality Assurance process, and how it works.

The Assessor should also explain the procedure on Quality Assurance, how to book their evidence in for marking and how to collect it back.


What is the role of the Assessor?


Assessors are responsible for the planning of assessments with learners making assessment decisions, providing feedback to learners and giving guidance on further action.


The Assessor will support the Learner they are assessing by:
	Giving advice and guidance on appropriate evidence which is relevant to the learners units

    APL - consideration of prior experience and learning

    Support learners to build and structure a portfolio of evidence

	Support learners to gather appropriate and relevant information required for their assessment

    Treat each Learner as an individual, recognising their level of ability and pace of working

	Judge Learner performance and evidence against the criteria of the occupational standards only

	Ensure that learners understand that they need to produce sufficient evidence to meet the requirements of each unit of competence

    Complete all documentation required by the Centre and the Awarding Organisation

Learners must take some responsibility in working towards achieving their qualification by:




    Familiarising themselves with the qualification they are working towards.

    To work within the occupational standards as produced by the Awarding Organisations.

    To ensure that work produced is valid and agreed with their Assessor.

    Agree targets set by their Assessor and meet to discuss and track the targets set.

	Build their portfolio of evidence to support their competence to the required standard set down for their qualification.

    Attend sessions when required to do so by the Assessor, Internal Quality Assurer or
External Quality Assurer.

How do you assess competence?


Formal assessment will take place when the Learner and Assessor feel that the Learner is ready, assessments should occur at frequent intervals. During the assessment the Assessor may ask questions to confirm the learners underpinning knowledge.


All assessments should be planned with the Learner. After the assessment is completed, feedback should be given to the Learner.  There are different sources of evidence and different methods of assessing performance evidence.  When judging performance evidence a variety of assessment methods should/can be used to show competence.


Performance evidence must be produced to meet all the performance criteria in an outcome. The performance evidence will show the Assessor that the Learner has the required knowledge and understanding requirements.


Some of the units may have range statements attached to them; these must be clarified with the Learner. An explanation of the ranges which are appropriate and those which are to be covered within the assessment should take place.  Once all observations have been carried out all the range should have been completed.


Some units identify what must be assessed by observation and what can be assessed by other forms of evidence e.g. written, oral or assignments.  As the Assessor you will need to discuss with the Learner to determine whether this will be sufficient or whether further evidence is required.




Different assessment methods


As you are aware there are different ways of judging competence, different methods of assessing and different forms of evidence that can be presented.  Most of the evidence generated will
come from:


    Target setting

    Assessment plans

    Being observed carrying out real work activities

    Simulation activity

    Written questioning of knowledge and understanding

    Oral questioning of the knowledge and understanding

    Work based generated evidence

    Witness testimony

    Professional discussion

    Assignment evidence

    Project evidence

    Case study evidence

    Multi task activities

    Product evidence

    Learner and peer report

    APL

    Online testing

    Portfolio of supplementary or supporting materials e.g. assignments or written questions
– remember if using formal written questions they must not be kept in the portfolio but in a secured place


    There are various other methods of generating evidence. Whichever methods are selected
– it must be explained to the Learner and appropriate to the qualification

The Quality of Evidence


Evidence must be valid, authentic, and sufficient.


    Valid means appropriate and relevant to the outcome or unit.

    Authentic means the Learner own work.


	Sufficient means that the Learner can perform consistently to the required level, over a period of time.

Standardisation


A good method of ensuring Assessors standardise their evidence is to produce standardisation folders for each level of the qualifications available in the Centre. The folders will include examples of assignments, the methods used to record the achievement of written papers and any other specified award requirements. Assessors can refer to this sample evidence at any time providing them with guidelines to work within.


All Centres are responsible for verifying the assessment process and ensuring that Assessor’s decisions are reliable.  This is done through the Internal Quality Assurers which have a responsibility to ensure that the quality of the programme meets the requirements of the Awarding Organisation.


It is the responsibility of the lead Quality Assurers/Centre Management Team to ensure Quality Assurers are competent to perform their role. Lead Quality Assurers/Centre managers must therefore provide appropriate training and development opportunities to ensure that Internal Quality Assurers;


	Hold a licence from the Awarding Organisation and have received their Unique Quality Assurer Number (UVN) – This is obtained following a period of Internal Quality Assurance training with the Awarding Organisation.

	Hold qualifications specified by the regulatory authorities, except where this requirement is replaced by equivalent measures contained within an assessment strategy approved by the regulatory authorities.

	Carry out Internal Quality Assurance activity to the Awarding Organisation standard at regular intervals throughout the learners programme.


	Have the occupational expertise specified by the Awarding Organisation or in the relevant assessment strategy before commencing their role and maintain the currency of this expertise for the duration of their role.

	Understand the content, structure and assessment requirements for the awards they are verifying.

	Whilst C.A.M.E.R.A. is a model used by the Awarding Organisation City and Guilds it is deemed best practice and therefore worthy of considering when undertaking internal Quality Assurance activity.

	Though the C.A.M.E.R.A. model cannot be enforced Internal Quality Assurers are encouraged to operate within the guidelines which involves creating a sampling plan that considers the elements of Candidates, Assessors, Methods, Evidence Records and Assessment locations which during Quality Assurance activity are all ratified for validity, reliability and authenticity as stated in the Unit Assessment and Quality Assurance declaration (BD037).

	Should Quality Assurers decide not to enforce the C.A.M.E.R.A model, lead Quality Assurers/Centre Management Team must ensure that all methods are considered within the sampling plan.

	Prior to Quality Assurers taking-up their role they must undergo an Induction. Centre managers and lead Internal Quality Assurers need to be confident that when Internal Quality Assurers are undertaking their duties that they fully understand the process and have been provided with all the relevant documents to complete the task. Access to policies and guidance notes are essential to aid Internal Quality Assurers monitor the quality assurance of all programmes.





C        all candidates
A        all assessors
M        all methods of assessment
E         all elements of the qualification
R        all range requirements
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A        all assessment locations

	Name of Internal Quality Assurer
	

	Date of Commencement at Centre
	



	Action
	Signed by
Lead Internal
Quality Assurer
or School Manager
	Date

	Provided CV and qualification certificates to prove required occupational competence at the appropriate level.
	
	

	Provided Unique Quality Assurer Number (UQAN)
	
	

	Received the organisation chart.
	
	

	Received centre procedures and assessment/quality assurance guidance.
	
	

	Understood Centre quality assurance requirements.
	
	

	Initial contact with Lead Internal Quality Assurer/ Centre Management Team.
	
	

	Received Centre Internal Quality Assurance Policy, procedures and recording documentation.
	
	

	Received qualification specifications – appropriateness explained.
	
	

	Understand where to access relevant qualification updates.
	
	

	Equal Opportunities policy and monitoring explained and understood.
	
	

	Received allocation of Assessors and their learners
	
	

	Aware of qualification Resources available.
	
	

	Received information on the processing of records for registration and certification of learners
	
	

	Received copies of NOS standards.
	
	

	Assessment and Quality Assurance practices, procedures, processes, tracking and monitoring
explained and understood.
	
	

	Received calendar of compulsory meetings including team and standardisation activity.
	
	

	CPD Log completed.
	
	

	CPD requirements discussed.
	
	





	Signed by New Internal Quality Assurer
	

	Signed by Lead Internal Quality
Assurer/School Manager
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Quality Assurers will be provided with an allocation of Assessors for whom they have a responsibility to ensure the assessment decisions they have undertaken conform and meet the requirements of C.A.M.E.R.A.


The sampling plan for the year is agreed at the beginning of each year, and will be distributed to Assessors. The regularity of Assessors being observed by Internal Quality Assurers will be dependent on their experience and performance.  But most will be seen at least once a year. New, less experienced or poor performing Assessors will be visited more regularly.


The Quality Assurance Practice document should be followed to ensure effective quality monitoring.


It is not expected that Quality Assurers will undertake quality assurance duties on any qualifications they hold an assessment responsibility for.


Any Quality Assurer who may hold a personal interest in any part of the quality assurance activity on any qualification must declare a conflict of interest to the Awarding Organisation asfi.


This document should be available for each Assessor and the appropriate Internal Quality
Assurer/Quality Assurance Centre.


Quality Assurance will take place at set times:-
    A plan for the year is agreed

    At the beginning of each year, this will be distributed to all Assessors

    All Assessors will be seen by an Internal Quality Assurer at least once within the year
– dependant on the performance of the Assessor


When Assessors are informed of a visit they will be required to provide the following:
    Ensure attendance of the learners whenever possible

    Provide appropriate resources for the learners to be assessed/observed

    Have the Learner’s portfolios available for viewing

    Have up to date Learner records available

    Provide any other information which is relevant and appropriate as requested by the
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Internal Quality Assurer

	Quality Assurers will require a copy of any tracking documents with learner names and details on the first visit

    Quality Assurers will observe both the learners and the Assessor during the visit –
though it is the Assessor that is undergoing the Quality Assurance process

    Quality Assurers will work with the Centre documentation during their visit

	Quality Assurers will pre-notify the Assessors which learners, units/elements they wish to observe

	On the Internal Quality Assurers arrival a discussion will take place with the Assessor to confirm learners, and units to be observed, this will be recorded on the Internal Quality Assurer paperwork.

    Observation will take place and a record with comments made on the Quality
Assurance activity paperwork.

    Quality Assurers will follow Awarding Organisation recommendations.

	On completion of the Internal Quality Assurer visit, Internal Quality Assurers and Assessors will discuss their findings and provide feedback to the Assessor commenting on their assessment practice using precise focused comments. Written feedback to the Assessor using the Assessor Activity document will be provided and discussed within ten working days of the activity taking place. Assessors can request a copy of the documentation for their own records if they wish. Activity documents will be stored in the Centre Internal Quality Assurance file.

	Quality Assurers will sign the Learner log book/documentation. The Internal Quality Assurer should indicate the actual items of evidence sampled within the learner portfolios by initialling and dating the work reviewed. The use of a coloured pen will provide a clear tracking system to audit internal Quality Assurance within the Learner portfolio.

	The Internal Quality Assurer must record the unit, and elements sampled, on the report form to ensure that an auditable system exists in the Centre records. Depending on the experience and qualifications of Assessors, the Internal Quality Assurer may be reviewing more than one unit during a Quality Assurance session, and should indicate all the units considered on the report form.

	In addition to the sampling of evidence the Internal Quality Assurer will also record the method of assessment used, the assessment focus and whether the evidence is valid, authentic, and sufficient, and that there is evidence of consistent practice.

	Where necessary the Internal Quality Assurer will check that assessments are countersigned.
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	If a standardisation issue is identified, the Internal Quality Assurer will need to record and discuss this at the next standardisation meeting.
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	When completing the action plans for Assessors, the Internal Quality Assurer will record what action is required by when and, at a later date, whether the action was completed.

	When observation of Assessor practice is undertaken during the internal Quality Assurance, the outcomes should be recorded on the appropriate form, Assessor Practical Observation Monitoring Form (BD035), and stapled to the Internal Quality Assurance Activity document.

    All Quality Assurance paperwork will be logged in the Internal Quality Assurer file.

	Any unresolved problems will be recorded on appropriate Quality Assurance paperwork and forwarded to the Centre co-ordinator/lead Quality Assurer for action.

    Any problems will be acted on or agreement made to resolve issues within 2 weeks.

	Any problems still unresolved will be reported to the Centre Manager within 5 working days for action.

	Quality Assurers will meet every quarter to discuss progress of courses. These meetings will have minutes and records and will be kept in the Internal Quality Assurer file.

	On completion of any qualification, when certification is to be claimed – complete the appropriate forms and ensure Internal Quality Assurer signatures are applied before passing to the Centre Management Team for final checks to be carried out – The forms will then be passed for processing.

	Learners who leave or withdraw from assessment, prior to the achievement of their full qualification, are entitled to have achieved units certificated. The Internal Quality Assurer must ensure that the same process identified for unit and qualification completion is followed, to ensure certification takes place and the necessary records are retained by the Centre.

	Learners may have their completed portfolios returned after the EQA visit following the claim but must be advised to keep them intact and safe for a period of three years.


	The Lead Internal Quality Assurer/Centre Management Team will arrange Assessor/Quality Assurer standardisation/CPD meetings to which all Assessors/Quality Assurers are expected to attend and contribute, including up- dating on legal requirements in relation to Health & Safety, Equality and Diversity and all other regulatory policies, procedures and acts.


NB - if any of these events include updating of Assessor or Internal Quality Assurer skills and knowledge they may contribute to evidence of continuing professional development (CPD).

Conflict of Interest


A conflict of interest occurs when an individual or organisation has an interest that might compromise their reliability.


Quality Assurers may be required to investigate Centres declaring a potential conflict of interest as part of the Centre approval process. All conflicts of interest must be declared to asfi in writing prior to any assessment either by the Centre or the individual taking place on any of asfi qualifications.


All conflicts of interest will be presented to the Quality Committee who may as part of their consideration request a formal report from the External Quality Assurer as to the exact nature of the conflict.


Decisions on the outcome of potential conflicts with actions/recommendations will be made and reported directly to Centres within 30 days of receipt. External Quality Assurers will be included in all responses.


Potential conflict of interest declared by External Quality Assurers must be reported to the Managing Director stating the relationship and nature of the potential conflict prior to any acceptance or signing of any contract being offered.


All External Quality Assurer declarations will be forwarded to the Quality Committee for consideration.


In the case of an investigation being required in relation to any declarations of potential conflicts of interest made by an External Quality Assurer the Managing Director will be engaged to conduct any interviews/investigations and will report to the committee all
findings.


Personal Development - CPD


Assessors and Quality Assurers are required to undertake a period of development each year. External Quality Assurers appointed on behalf of ASFI must commit to attending update and standardisation training each quarter.


It is the responsibility of Assessors and Quality Assurers within Centres to ensure that evidence of their own competencies provided for External Quality Assurers.  Centres must ensure that individuals’ qualifications are suitable for the qualifications they intend to assess or verify with External Quality Assurers validating qualifications during visits.


Awarding Organisation requirements and Sector Skills Councils Assessment Strategies identify the requirements for Assessor and Quality Assurer development and can be very

specific. It is the responsibility of the Assessor and Quality Assurer to ensure they are familiar with the relevant strategy and that appropriate arrangements are made with the
agreement of the Centre manager to ensure compliance.


Conclusion


From the moment a Learner enters their qualification we are tracking their progress to ensure that their needs and requirements are met in an appropriate and effective manner, allowing the Learner to achieve their chosen qualification.


From the various assessment methods we can identify areas that need to be improved or whether assistance is required to assist the Learner to achieve their aim.


For a complete overview of qualifications refer to the appropriate Assessors guides or Awarding Organisation qualification documentation for each individual qualification.
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