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Conduct Outcomes Based Assessment
	LEARNER INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	Postal address

	

	ASSESSOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	

	MODERATOR INFORMATION

	Name
	

	Identity number
	

	Telephone no
	

	E-mail address
	


Matrix for Assessment Evidence and Competence Judgement

	Unit Standard
	115753
	Title
	Conduct Outcomes Based Assessments
	NQF Level
	5
	Credits Achieved
	15

	Specific Outcome Number
	SO Description
	Assessment Criteria Number
	Assessment Criteria Description
	
	Competent
	NYC
	Comments

	1
	Demonstrate understanding of outcomes-based assessment.
	1.1
	Comparisons between outcomes-based and another form of assessment of learning highlight key differences in terms of the underlying philosophies and approaches to assessment, including an outline of advantages and disadvantages.
	Formative Activity 4
	
	
	

	
	
	1.2
	RPL is explained in terms of its purpose, processes and related benefits and challenges. Explanations highlight the potential impact of RPL on individuals, learning organisations and the workplace.
	Formative Activity 4 and 9
	
	
	

	
	
	1.3
	A variety of assessment methods are described and compared in terms of how they could be used when conducting assessments in different situations.
	Summative assessment
Formative activity 1, 2, 6

Practical assessment
	
	
	

	
	
	
	The description of methods should cover situations for gathering evidence of:
	
	
	
	

	
	
	
	·  Problem solving ability,

·  Knowledge and understanding,

·  Practical and technical skills,

· Attitudinal skills and values.
	
	
	
	

	
	
	1.4
	Key principles of assessment are described and illustrated in practical situations. The descriptions highlight the importance of applying the principles in terms of the possible effect on the assessment process and results.
	Formative Activity 7, 8
	
	
	

	
	
	1.5
	The approach to giving feedback on assessment results is described in terms of the possible impact on learners and further learning and assessment.
	Formative Activity 10
Practical assessment
	
	
	

	2
	Prepare for assessments.
	2
	Preparation for assessments relates to organising and preparing resources, people, schedules, venues, assessment instruments and documentation for a particular assessment and/or related assessments for an individual or a number of assessment learners/learners. Preparation is to be carried out in situations where the learner assessor has access to:
	Formative Activity 3
Summative assessment

Practical assessment
	
	
	

	
	
	2
	·  Relevant organisational assessment and moderation policies and procedures, and
	
	
	
	

	
	
	2
	· Assessment guides and instruments for the assessment at hand, including the relevant outcomes and criteria.
	
	
	
	

	
	
	2.1
	Preparation of assessment resources, logistics, documentation and environment meets the requirements of the assessment at hand and ensures fairness and safety of assessment.

	
	
	
	

	
	
	2.2
	Parties involved in the assessment are notified in good time. Checks are carried out to ensure parties involved in the 
assessment are ready and available to meet required schedules.
	
	
	
	

	
	
	2.2
	Parties include assessment learners and moderators, and may include assessment facilitators and/or assistants, teachers, trainers, invigilators, and safety personnel.
	
	
	
	

	
	
	2.3
	All pre-assessment moderation requirements are carried out in accordance with relevant assessment policies, moderation plans and ETQA requirements.
	
	
	
	

	
	
	2.4
	Assessment details are explained to learners clearly and constructively. Opportunities for clarification are provided and responses promote understanding of the requirements.
	
	
	
	

	
	
	2.4
	Assessment details cover the specific purpose, process, expectations, roles, responsibilities and appeals procedures related to the assessment at hand, as well as the general context of assessment in terms of the principles and mechanisms of the NQF, as applicable to the situation and assessment context.
	
	
	
	

	
	
	2.5
	Inputs are sought from learners regarding special needs and possible sources of evidence that could contribute to valid assessment, including RPL opportunities. Modifications made to the assessment approach on the basis of the inputs do not affect the validity.essment.
	
	
	
	

	
	
	2.6
	Learner readiness for assessment is confirmed. In cases where learners are not yet ready, actions taken are in line with assessment policies.
	
	
	
	

	3
	Conduct assessments.
	3
	The ability to make assessment judgements using diverse sources of evidence must be demonstrated. Assessments to include cases where learners have special needs and where evidence arises through RPL situations. Should it not be feasible to gather evidence for assessments of special need learners or in RPL situations, evidence may be produced through scenarios.
	Formative Activity 5, 6
Practical assessment
	
	
	

	
	
	3
	Learner-assessors must show they can make judgements in situations where:
	
	
	
	

	
	
	3
	·  Learners meet all criteria for a particular outcome,
	
	
	
	

	
	
	3
	·  Learners clearly do not meet the criteria for a particular outcome,
	
	
	
	

	
	
	3
	·  Learners meet some, but not all criteria, and
	
	
	
	

	
	
	3
	· More evidence is required in order to make a judgement of competence.
	
	
	
	

	
	
	3.1
	Assessment practices promote effective, manageable, fair and safe assessment. Assessment practices are in line with quality assurance requirements, recognised codes of practice and learning-site or work-site standard operating procedures where applicable.
	
	
	
	

	
	
	3.1
	Professional, industry or legislated codes of practice.
	
	
	
	

	
	
	3.2
	The assessment is carried out according to the assessment design and in line with the assessment plan. Adjustments are justified by the situation, and unforeseen events and special needs of learners are addressed without compromising the validity or fairness of the assessment.
	
	
	
	

	
	
	3.3
	Questioning techniques are appropriate and have the potential to successfully elicit appropriate responses. Communication with learners is non-leading, and is appropriate to the assessment at hand and the language ability of the learner.
	
	
	
	

	
	
	3.3
	"Leading" refers to the practice of inadvertently or deliberately influencing the evidence learners produce through the style of questioning, instructions, or responses to learners.
	
	
	
	

	
	
	3.4
	Sufficient evidence is gathered, including evidence generated over time, to enable valid, consistent, reliable, and fair assessment judgements to be made.
	
	
	
	

	
	
	3.5
	Assessment judgements are consistent with judgements made on similar evidence and are justified by the authenticity, validity, sufficiency, and currency of the evidence.
	
	
	
	

	
	
	3.6
	Records of the assessment are in line with the requirements of the organisation’s quality assurance system. Records meet requirements for making assessment judgements, giving meaningful feedback, supporting internal and external moderation, and addressing possible appeals.
	
	
	
	

	4
	Provide feedback on assessments.
	4
	· Parties include learners, educators, trainers, managers and moderators as applicable to the situation.
	Formative activity 10
Practical assessment
	
	
	

	
	
	4
	· Evidence must be provided of the ability to give written and oral feedback.
	
	
	
	

	
	
	4
	·  The ability to give feedback must be demonstrated in situations where:
	
	
	
	

	
	
	4
	- Learners meet all criteria in relation to an outcome,
	
	
	
	

	
	
	4
	- Learners clearly do not meet the criteria in relation to an outcome,
	
	
	
	

	
	
	4
	- Learners meet some, but not all criteria, and
	
	
	
	

	
	
	4
	- More evidence is required before a judgement is possible.
	
	
	
	

	
	
	4.1
	Feedback is given to relevant parties in accordance with confidentiality requirements, in an appropriate sequence and within agreed timeframes.
	
	
	
	

	
	
	4.2
	Feedback is clear and confined to strengths and weaknesses in performance and/or requirements for further evidence in relation to the outcome/s at hand.
	
	
	
	

	
	
	4.3
	The type and manner of feedback is constructive, culturally sensitive and related to the relevant party’s needs. Sufficient information is provided to enable the purpose of the assessment to be met, and to enable parties to make further decisions.
	
	
	
	

	
	
	4.3
	Further decisions include awarding of credit, redirecting learners to further learning or guiding learners to further application or re-assessment.
	
	
	
	

	
	
	4.4
	Feedback on the assessment process is obtained from the learner and opportunities are provided for clarification and explanations concerning the entire assessment.
	
	
	
	

	
	
	4.5
	Disputes and/or appeals that arise are dealt with according to the assessment policy.
	
	
	
	

	
	
	4.6
	Agreements reached and key elements of the feedback are recorded in line with the requirements of the organisation’s quality assurance system.
	
	
	
	

	5
	Review assessments.
	5
	The review should address at least the following aspects:
	Formative activity 8
Summative assessment

Practical assessment
	
	
	

	
	
	5
	·  The quality of the assessment instruments, including the outcomes against which assessment takes place and Assessment Guides used,
	
	
	
	

	
	
	5
	·  The assessment process, and
	
	
	
	

	
	
	5
	· Learner readiness for assessment.
	
	
	
	

	
	
	5.1
	The review identifies strengths and weaknesses in the instruments and process, and records these for incorporation in assessment redesign.
	
	
	
	

	
	
	5.2
	Feedback from relevant parties is analysed and used to influence future assessments positively.
	
	
	
	

	
	
	5.3
	Weaknesses in the assessment design and process that could have compromised the fairness of assessment are identified and dealt with according to the organisation’s assessment policy.
	
	
	
	

	
	
	5.4
	Weaknesses in the assessment arising from poorly defined outcomes and criteria are identified, and effective steps are taken to inform relevant bodies.
	
	
	
	

	EEK
	eek1
	·  Outcomes-based education, training and development
	Formative Activity 4,5,6
Practical assessment
	
	
	

	
	eek2
	· Principles of assessment - directly assessed through assessment criterion `Key principles of assessment are described and illustrated in practical situations. The descriptions highlight the importance of applying the principles in terms of the possible effect on the assessment process and results. `, and Directly assessed via a requirement to apply the principles throughout the standard.
	Formative activity 10
	
	
	

	
	eek3
	· Principles and practices of RPL – directly assessed through assessment criteria `RPL is explained in terms of its purpose, processes and related benefits and challenges. Explanations highlight the potential impact of RPL on individuals, learning organisations and the workplace.`, `Inputs are sought from learners regarding special needs and possible sources of evidence that could contribute to valid assessment, including RPL opportunities. Modifications made to the assessment approach on the basis of the inputs do not affect the validity of the assessment. ` And specific outcome `Conduct assessments. `, as well as through application in the rest of the standard.
	Formative activity 4, 9
	
	
	

	
	eek4
	·  Methods of assessment – directly assessed through assessment criterion `A variety of assessment methods are described and compared in terms of how they could be used when conducting assessments in different situations.`, and directly assessed through application of the methods

	Practical assessment
	
	
	

	
	eek5
	· Potential barriers to assessment - assessed when dealing with special needs.
	Summative assessment
	
	
	

	
	eek6
	·  The principles and mechanisms of the NQF – this knowledge underpins the standard
	Formative activity 3
Summative assessment


	
	
	

	
	eek7
	·  Assessment policies and ETQA requirements
	
	
	
	

	
	eek8
	·  Moderation requirements
	
	
	
	


	Final outcome
	( C or ( NYC

	Signature learner


	
	Date:
	

	Signature Assessor
	
	Date:
	

	Moderator signature

	
	Date:
	


Part A – Learner Assessor Demographics
A1 - Learner Assessor Application in case of RPL

	Learner assessor name
	

	Learner assessor ID number
	

	Assessor name
	

	Centre name
	

	Centre number
	ETDP10119

	Date of training
	

	Target award(s)
	Assessor Certification

	Unit code(s)
	115753

	Signature of applicant
	

	
	Has an action plan been drawn up for the learner?
	

	
	Is there a variety of strong evidence available?
	

	
	Has the appeals and disputes procedure been explained?
	

	
	Has a copy of the target unit standard(s) been supplied to the learner?
	

	
	Does the learner understand the requirements of the unit standard(s)?
	

	
	Have all costs and fees been outlined to the learner or company?
	

	
	Have the roles and responsibilities of all parties involved been explained?
	

	
	Does the learner have the documents to assist with the building of a Portfolio?
	

	
	Does the learner have a ‘current’ portfolio of evidence that can be used for RPL?
	


A2 - Learner Assessor Personal Information

	Learner Assessor’s Expression of Interest to Part-take in a Learning Program

	Program Applied for:
	115753 - Conduct Outcomes-Based Assessment 

	Surname
	

	Name
	

	ID
	

	If you do not have an ID, please tick any of the following:

	I am not an SA Citizen
	I am under 18 years of age
	I have lost my ID / am waiting for a new ID from Home Affairs

	 
	 
	 

	If you are not an SA citizen, please tell us where you are from:
	 

	Gender

	Male
	 
	Female
	

	Home address

 

 
	

	
	

	
	

	
	 

	
	 

	 

Postal Code
	

	Contact Tel Number
	

	Contact Cell Number
	

	Contact Fax number
	

	Contact Email
	

	Work   Status

	Employed
	
	Unemployed
	

	Disabilities

	Yes
	
	No
	

	If you have indicated that you have a disability, please explain the extent of your disability
	 

	Please tell us about your language abilities:

	Your Home Language / Mother Tongue:

	

	PLEASE INDICATE IF YOU WILL COMPLETE THE PoE PARTLY IN AFRIKAANS:

YES                                   NO




A3 - CV and ID
Dear Learner Assessor,
Please attach a certified copy of your ID, CV as well as certified copies of all certificates that proves your educational record and qualifications, place it here in the portfolio.
A4 - Learner Assessor declaration of commitment

Dear Learner Assessor,
You have requested to be assessed (or Your company has requested an assessment) through our organisation. To ensure effective assessment, there needs to be a commitment from you, that you will attend training if required and submit evidence of workplace application as required by the assessor.
	Declaration of commitment:


I undertake to fulfil all the requirements of the assessment practices as specified by the assessor and service provider. 

	


	Position in Company:
	

	Full names of learner assessor:
	

	Signature:
	

	Date:
	

	



A5 - Learner Assessor Declaration of Authenticity

	The following evidence were completed as groupwork in the class:


	Declaration of Authenticity:


I hereby declare that the rest of the following documentary evidence is my own.  I certify that the process followed was ethical and did not infringe on the copyright of any individual or organisation.

	


	Position in Company:
	

	Full names of learner assessor:
	

	Signature:
	

	Date:
	

	


	Assessor’s Signature:

	Assessor Number:
	 

	Name and Surname:
	

	Signature:
	

	Date:
	


A6 - Learner assessor assessment contract and pre-assessment meeting
Dear Learner Assessor,

The assessor and / or the facilitator holds a pre-assessment briefing with you before the learning program starts in order to guide you and assist you to make sure that you understand exactly what is expected from you in order to become competent in this learning module.

As part of the pre-assessment briefing, the learner assessment contract must be signed.  The assessor will assist you and explain the agreement to you in detail.

	Learner Assessment Contract

	Learner Assessor’s Name:
	

	Assessor’s Name:
	

	Unit Standard:
	115753

	Your rights as a learner are:

1. You have a right to appeal against any judgment given as a result of any assessment.  You must have valid reasons for doing this.
2. You have the right to an interpreter if you need one.  However, if one of the learning assumptions for the unit standard is that you are competent within the language of assessment, you may not have an interpreter.
3. You can ask that an impartial observer attend any assessment.  This observer may not take any part in the assessment.
4. If you do not agree with the assessment, you have the right to have your assessment internally moderated.  If you still do not agree with the result of the assessment you can ask that the ETQA to perform an external moderation on the assessment.  If any verification upholds the assessment findings, you will be held liable for all the costs of the verification.  If any verification rules that you have been aggrieved as a result of the assessment, your assessor will be held liable for all cost of verification.
5. If during the assessment you are found not yet competent, your assessor will encourage you to master the areas where you have not reached competency.  This will be recorded on a development plan.  You are required to arrange with the assessor for a new assessment schedule.  The assessor can only permit three such re-assessments.  If a learner has not reached mastery after three additional attempts, the assessor reserves the right to remove you from the program.


	Qualification

This standard leads to the award of credits for unit standard 115753. Once the assessment is complete application will be made to register and certify you for that standard with the ETDP SETA.  You may contact the assessor or facilitator at any time for information to assist you with further studies.

	Confidentiality

Each assessment application, the outcomes, results and reviews will be treated as a confidential matter by you, the learner, the assessor(s) and moderator(s).  No references will be made to anyone or any organisation outside the SETA about the status of an application during the assessment process.

	Consent
I, ................................................................................................... the learner assessor, hereby state that I have read the above and understood the contents thereof.  I was given the opportunity to clarify any issues relating to the assessment process and my assessment plan.  I have requested this assessment of my own free will and without duress. 


	Learner Assessor’s Signature
	
	Date: 

	Assessor’s Signature

	
	Date:



[image: image1.emf]PRE - ASSESSMENT   MEETING CHECKLIST      

Learner   assessor   Unit Standard  Number  115753  Credits  15  

Assessor   Unit Standard  Title  Conduct outcomes  based assessment  Level  5  

Moderator   

Nr  Points to be Covered   

1  Welcome the Learner and put them at ease .   

2  Expla in the purpose and objectives of the meeting .   

3  Provide clear explanations of the key elements and implications of standards  based assessments within the context of the NQF .   

4  Explain the assessment process and the principles of good assessment  practic e .   

5  Explain the roles and responsibilities of the Learner, assessors and  moderators .   

6  Explain the Learner’s rights, discuss the appeal process and reassessment  policies .   

7  Provide Learner with a copy of the relevant unit standard and criteria again st  which they will be assessed .   

8  Discuss and identify any special assessments needs of the Learner .   

9  Identify and eliminate any unfair barriers e.g. language, disabilities .   

10  Discuss the evidence requirements with the Learner, and agree on evidenc e  the Learner  must submit.   

11  Explain and agree the best assessment methods, instruments and activities  to be used   

12  Ensure the assessment environment and activities are aligned with  recognized codes of practice, health and safety procedures and stand ards  operating procedures   

13  Agree on   an assessment schedule with the Learner, which reflects:   assessment criteria, types of evidence to be collected, assessment methods,  timing of assessments, sequence of activities, deadlines and arrangements  for revi ewing the assessment plan.     

14  Discuss the importance of confidentiality of all information .   

15  Discuss the moderation and certification process .   

16  Give the Learner opportunity to seek clarification on any items discussed .   

17  Provide the Learner  with a copy of the assessment contract which is signed  and safely stored away .   

18  Explain how the learner will be supported during the assessment process.  

Declaration of understanding    

I  am ready to be assessed against this unit standard.   

I declare that the point s of the Pre - Assessment Meeting Checklist were explained by the  assessor .   

I declare that I have received copies of the Unit standards, assessment plan / schedule and  copies of the relevant policies and procedures pertaining to my assessment .   

ASSESSOR’S SIGNATURE  DATE  

LEARNER   ASSESSOR  ’S SIGNATURE  DATE  

A7 - Assessment Plan and Assessment Schedule for Learner Assessor

Please confirm with the evidence collecting facilitator or with the assessor, that this is the case before continuing with the process.

	Learner Assessor & Assessor Assessment Plan Overview

	Unit Standard Title
	Conduct outcomes-based assessment

	Registration Number
	115753

	Reference Date/s & Signatures when planning meeting took place
	Planned Step Description and Tasks
	Assessment/Completion / Submission Dates and Times agreed upon
	Venue agreed upon
	Resources, Other role-players, Arrangements agreed upon

	
	Foundational Competence Assessment - Learner Workbook with Knowledge Based Questions and Activities

· In this step, you complete certain tasks in class or as homework.

· It is important that you complete every task and understand why it is necessary, because it will help you to gain the knowledge, skills, and attitudes that you need to be found competent in this learning module.

· If there are things that you are unsure about, please ask the facilitator or the assessor to explain it to you again.

· You hand in the completed workbook to the facilitator or assessor who will help you to check your progress.

· The assessor or facilitator mark it and discuss areas that need more work with you.”
· You will also complete a Summative assessment.
	Learner Workbook handed in 
All foundational competence will be assessed by completion of an integrated workbook containing knowledge questions and activities.

POE handed in no later than 

	
	Resources & Role-players

· Learner Guide

· Learner Workbook

· Template for PoE Development

· Stationary

· Facilitator & Assessor

	
	Practical and Reflexive Competence Assessment 

Two different tools will be used in order to measure your competence:

Portfolio of Evidence containing a minimum of two work samples of assessment

· The evidence collecting facilitator will provide you with detailed guidance and a template for the preparation of this portfolio of evidence.

Scale

· You also have to develop very specific practical skills, character traits and attitudes and to be able to do specific tasks to be competent in this learning module, good in this job and before you can move on to the next learning level.

· Practically performing your duties, showing and explaining certain skills and attitudes, is the most appropriate way for you to show that you are competent in the skills and attitudes that are needed.

· You will have an opportunity to practice these tasks and develop these attitudes during your practical learning module.

· There is a list of all the things that you would have to b able to show and explain in this guide.

· Please prepare yourself well and remember to ask the facilitator or assessor to explain anything that you don’t understand”
	
	
	Resources & Role-players

· Learner Guide

· Learner Workbook

· Template for PoE Development

· Stationary

· Standard

· Facilitator & Assessor.

Access to:

· Evidence Collecting Facilitator

· Peer Learner Assessor group

· Workplace Mentor / Coach



	
	Re-Assessment Procedure

· What if the assessor tells you that you have not met the right standard or that you still need more evidence to prove your competence?

· The assessor explains to you exactly what you need to do or learn to become competent.

· You and the assessor and / or facilitator, develop an action plan together, and you may be granted a second or even a third opportunity to prove your competence.

· Remember you have the right to appeal against the assessor’s decision, if you feel it is unfair.  There is a copy of the form in the back of this guide if you need it.”
	
	
	

	
	Administration and Paperwork

· If you have met the standard that is explained for each step of the process you will be found competent in this unit standard.

· The assessor will discuss everything with you in detail and will ask you to fill in and sign forms throughout the process.

· You will also be given an opportunity to write down any comments you might have on the assessment process.”
	
	
	

	
	Improving the Learning and Assessment Process

· Once the assessor has given you the final declaration of competence, you will be asked to give some feedback in order to help everyone to improve the learning and assessment process.

· Please think carefully.  It might really help other learners in the future.

	
	
	

	
	Career Pathing and Lifelong Learning - Into the Future

· The assessor will discuss what happens next and when you will get a certificate of competence.

· It is also important to remember that you learnt this module for a specific reason.  Discuss with the assessor, facilitator, mentor, and coach how you can move forward in your career with this level of competence.

· Also remember that the learning process never stops.  Plan together with the assessor, facilitator, coach, or mentor what you need to learn next.
	
	
	

	Learner Assessor’s Signature:
	
	Date:
	

	Assessor’s Signature:


	
	Date:
	


	UNIT STANDARD TITLE
	Conduct Outcomes-based assessment 
	NUMBER
	115753

	LEVEL
	5
	CREDITS
	15

	ENTRY LEVEL REQUIREMENTS
	None

	PURPOSE OF ASSESSMENT
	This generic assessor unit standard is for those who assess people for their achievement of learning outcomes in terms of specified criteria using pre-designed assessment instruments. The outcomes and criteria may be defined in a range of documents including but not limited to unit standards, exit level outcomes, assessment standards, curriculum statements and qualifications. 

Those who achieve this unit standard will be able to conduct assessments within their fields of expertise. This unit standard will contribute towards the achievement of a variety of qualifications, particularly within the fields of Education Training and Development Practices and Human Resource Development.


People credited with this unit standard are able to carry out assessments in a fair, valid, reliable, and practicable manner that is free of all bias and discrimination, paying particular attention to the three groups targeted for redress: race, gender and disability.


In particular, people credited with this unit standard will be able to: 

· Demonstrate understanding of outcomes-based assessment; 

· Prepare for assessments; 

· Conduct assessments; 

· Provide feedback on assessments; and 

· Review assessments. 

	ASSESSMENT APPROACH
	Integrated assessment

The integration of assessment involves choosing a variety of assessment methods, which can integrate a number of assessment activities on a particular occasion. The integration can be across one specific outcome or across a series of specific outcomes and unit standards.
Formative assessment refers to assessment that takes place during the process of learning and teaching.
Summative assessment is assessment for making a judgement about achievement. This is carried out when a learner is ready to be assessed at the end of a learning program.

	Role-players in the Assessment

	Assessor
	Anyone assessing a learner against this unit standard must be registered as an assessor with ETDP Seta, against this specific unit standard, with specific traceable subject matter expertise in the skills area of this unit standard.

	Learner
	Any person who has made specific application to be assessed in this unit standard by completing the Learner Expression of Interest Form and submitting all the relevant information stating that they are ready for assessment in line with the POE format that forms part of this program.

Any learner who is enrolled in a skills program or learnership which requires competence in this unit standard.

	Facilitators, Mentors & Coaches, Workplace Subject Matter Experts and or Learner Supervisors
	Mentors & Coaches, Workplace Subject Matter Experts and or Learner Supervisors might be asked specifically to assist in the assessment process by completing specific testimonials, observation reports and checks or gathering naturally occurring evidence for the learner POE.

Please note:

It is important to note that these role-players should be involved and act only under guidance and specific instruction of the assessor and with full knowledge of the learner. 

The assessor should take care to provide these role-players with pro-forma checklists, procedures, etc. to maintain VACS principles.

The assessor should also take care to ensure that such role-players remain objective and does not “lead” or place undue stress on the learner.

	Moderators
	Anyone moderating this assessment must be registered as a moderator with ETDP seta/s, and should apply VACS principles in their moderation.


PART B: FORMATIVE ASSESSMENTS
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	Activity


	Activity 1:

Think about the reasons why you would like to be an assessor.  Briefly summarise the reasons and your motivations below.

Draw a conclusion regarding the reason/s why you are undertaking this learning program, by ticking off the criteria listed below the summary box.

Then rate your level of commitment to the completion of this course as indicated in the relevant section


Think about the reasons why you would like to be an assessor.  Briefly summarise the reasons and your motivations below.

	Reasons why I want to be a qualified assessor:

	


Draw a conclusion regarding the reason/s why you are undertaking this learning program, by ticking off the criteria listed below the summary box.

	I am undertaking this learning program because

	
	I work in the training and education field where I need to assess learners as part of my day-to-day job

	
	I am interested in pursuing a career in the training and educational field and would like to build my own capacity and competence

	
	I work in an organisation where workplace assessment form part of our duties and responsibilities

	
	I am a professional facilitator or educator who would like to extend my own learning and activities to include outcomes-based assessments


Then rate your level of commitment to the completion of this course as indicated in the relevant section. 
	Rate the following statements in order of importance to you – with the most important being awarded the number 1 and the least important being awarded the number 3.

	
	I need to complete this learning program and get the credits as soon as possible in order to qualify as assessor, because it is of vital importance to my career.  I would like to complete everything within the next month.

	
	I am interested in being an assessor and I would like to complete this learning program in the next 2-3 months in order to progress along my learning path.  I don’t have too many other commitments and have set aside dedicated time to complete my learning.


	
	I have to complete this learning program, but I also have a lot of other duties and responsibilities that might be more important.  I aim to finish the program in about 3-6 months.

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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	Activity


	Activity 2:

Complete the following questionnaire - to evaluate which personal qualities of an excellent OBE-assessor you already posses, and which you still have to develop.


Instructors and facilitators play a key role in making education and training events a success, because they are responsible for assisting learners to achieve what they want to learn.  It is impossible to be an effective learning program developer unless you have thorough understanding and experience related to ETD-facilitation.

The following checklist may be useful as a self-assessment test for future learning program developers, to identify own developmental areas. 

	Complete the following checklist objectively and honestly.  It is related to your competence in this learning program but should be used as a tool to identify developmental areas and focus areas for yourself in terms of your own lifelong learning.



	A. Content Knowledge
	On target
	Some self-development needed
	Focus area for self-development

	1. I have sufficient knowledge of the content to enable me to facilitate with ease and credibility

	
	
	

	2.  I can answer most questions related to the content

	
	
	

	3. I have practiced in the relevant field and can apply what I facilitate

	
	
	

	B. Competence in the process of instruction
	On target
	Some self-development needed
	Focus area for self-development

	1. I am competent in a number of training activities
	
	
	

	2. I can match the activity to the content appropriately
	
	
	

	3. I am able to adapt these activities appropriately to the learners

	
	
	

	4. I am able to provide helpful feedback and evaluate what the learners have learned

	
	
	

	C. Ability to respond effectively to learner’s background and experience
	On target
	Some self-development needed
	Focus area for self-development

	1. I am able to interact with various groups of learners regardless of diversity etc.
	
	
	

	2. I am able to establish credibility with a diverse group of learners by 'tapping' into their experiences
	
	
	

	D. Belief that caring for learners matters

	On target
	Some self-development needed
	Focus area for self-development

	1. I care about my learners and demonstrate this by providing an environment where respect, trust and cultural richness are key terms
	
	
	

	E. Credibility
	On target
	Some self-development needed
	Focus area for self-development

	1. My position, background, experiences, and personal impact enhance credibility
	
	
	

	F. Enthusiasm and commitment
	On target
	Some self-development needed
	Focus area for self-development

	1. I am enthusiastic and passionate about my subject
	
	
	

	2. I am committed to teaching it to others
	
	
	

	3. I create a motivating environment in the classroom as a result of this passion and commitment
	
	
	

	4. I am always prepared to try something new, when the old is not working
	
	
	

	G. Personal effectiveness
	On target
	Some self-development needed
	Focus area for self-development

	1. I am organised and prepared
	
	
	

	2. I am able to use humour effectively
	
	
	

	3. I have a genuine interest in whether or not the learners learn
	
	
	

	4. I model the behaviour I teach
	
	
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Activity


	Activity 3:

Explain how much knowledge you might have regarding assessment, outcomes-based education and the national qualifications framework.  (Remember that you should complete this activity individually and should write down your own words and understanding).


1. What I know about assessment…

	


2. What I know about Outcomes based training and education…

	


3. What I know about the National Qualifications Framework…

	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Activity


	Activity 4 – Knowledge Questionnaire:

Complete the following questionnaire – to help us understand whether you have all the foundational knowledge that is required in order to conduct outcomes- based assessment


1. Briefly explain the difference between Outcomes based education and other methods of learning methodologies – any four
	


2. List five possible advantages of outcomes-based learning and assessment methodologies:

	


3. Define the concept of RPL assessment (Recognition of prior learning), in your own words:

	


4. Explain why RPL methodologies can play such a valuable role in education and training in South Africa:
	The potential impact of RPL on  learners is…

	


	The potential impact of RPL on training organisations is…

	


	The potential impact of RPL on the workplace is…

	


5. Draw a flow chart of the ideal RPL process.

	


6. For each of the example situations on the left, choose an appropriate assessment method on the right. (GROUPWORK)

	a. “If I was a new employee, how would you explain to me how to make a call to a client?” 
	observing learner

	b. “Conclude answers to the following questions by interviewing your immediate superior in the workplace”
	asking learner to complete a written questionnaire

	c. “If you had to fell an opinion on the legitimacy of this author’s statements, how would you rate him?” 
	questioning learner

	d. “Show me how to prune peach trees”
	interviewing supervisors/colleagues/managers of learner

	e. “I will, as assessor, listen to and make comment on your presentation”
	listening to learner

	f. “Look at kettle a, b and c and tell me which is the more durable, based on the material from which it is made”
	review written material

	g. “Please complete the following questionnaire in your own words and as per your own understanding”
	testing products


7. Describe in your own words at least 3 different categories of assessment evidence.

	

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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	Activity
	Activity 5 – Classification of Evidence
Looking at the following examples, identify if the evidence required will be Historical, Direct or Direct (Motivate your choice)

Note: Some of these might target more than one area. 



	Example of Evidence required
	Direct
	Indirect
	Historical
	Motivation

	· Please supply certified copies of all formal qualifications that you have obtained

	
	
	
	

	· Write a list of ingredients to include in the baking of a chocolate cake in your workbook 

	
	
	
	

	· Ensure that the chef under whose supervision you are working signs the checklist off as proof of your successful completion of the duties listed


	
	
	
	

	· Simulate the steps to follow when a fire breaks out in your workplace

	
	
	
	

	· Provide minutes of a community meeting which you have attended

	
	
	
	

	· Explain to a co-worker how to assemble this piece of equipment
	
	
	
	

	· Show the maintenance procedures for garden implements


	
	
	
	

	· Write a research report on your workplace findings of the disciplinary procedures relevant to junior managers
	
	
	
	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Activity


	Activity 6 – Evaluation of fit for purpose assessment instruments

Looking at the following examples, identify if the activity/evidence targets the Knowledge, Skill or Attitude  of the learner (motivate your choice)

Note: Some of these might target more than one area.




	Example of Evidence required

	Targets Knowledge
	Targets Skill
	Targets Attitude
	Motivation

	· If you were the manager of the team, how would you personally motivate your team?

	
	
	
	

	· Explain the step-by-step evacuation procedures in your workplace in case of emergency.


	
	
	
	

	· Bake a cake for an 8-year-old girl’s birthday party – the cake must be chocolate

	
	
	
	

	· Sand the door with an electric sander and then varnish the door with exterior varnish

	
	
	
	

	· Write down the benefits to the employer of the increased productivity of its workforce.


	
	
	
	

	· How do you feel about Global Warming and its effects on the South African economy?

	
	
	
	

	· Interview an expert to find out what options are available for effluent treatment.


	
	
	
	

	· Do you think it is appropriate to accept tips from customers when your contract forbids it?
	
	
	
	

	· Talk me through the evacuation routes of your workplace in case of an emergency.

	
	
	
	

	· Give a multi-media presentation in terms of HIV awareness in your industry

	
	
	
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Activity


	Activity 7 – Summary to clarify own understanding:

Summarise in your own words – There are 11 elements related the “Principles of Good Assessment” as listed in the assessor unit standard 115753.

Define each of these principles in your own words.



	Systematic:

	

	Open: 

	

	Consistent:

	

	Flexible:

	

	Reliable:

	

	

	Fair: 

	

	Valid:

	

	Authentic:

	

	Sufficient:

	

	Current:

	

	Integrated:

	

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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	Activity


	Activity 8 – implementation strategy:

Draft a personal strategy – As prospective assessor you will have to adhere to the Principles of Assessment.  Draft a strategy for yourself in which you outline your plan/s of action to ensure that you Assess with the Principles of Assessment in mind to ensure that you adhere to them.




My personal strategy to adhere to the Principles of Good Assessment when I become an Assessor:

	

	First attempt

Second attempt

Third attempt

Competent

Not yet competent

Competent

Not yet competent

Competent

Not yet competent
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	Activity


	Activity 9 RPL – Adaptation of understanding:

If you had to submit evidence to an assessor for RPL purposes in your field of expertise: 
What would you expect to submit in terms of evidence?

What kind of support would you expect from the assessor?

What do you think your responsibilities would be in terms of the RPL process?



My field of expertise for which I might submit RPL evidence:

	


What evidence I would expect to have to submit:

	


What support I would expect from the assessor:

	


What I think my own responsibilities would be in terms of the RPL process :

	

	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent
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	Activity


	Activity 10 – Giving Feedback:

When giving a learner feedback during assessment, you should ensure that the feedback is constructive.

Think of an example of “constructive feedback” that you have given in the past or might give in the future.



Explain how you will give “constructive feedback” :
	


	First attempt
	Second attempt
	Third attempt

	Competent
	Not yet competent
	Competent
	Not yet competent
	Competent
	Not yet competent

	 
	
	
	
	
	


PART C: SUMMATIVE ASSESSMENT
	1. Explain in your own words what the NQF is?
	(3)

	

	

	

	

	2. Explain 3 principles of the NQF?
	(3)

	

	3. Which body will register assessors?
	(1)

	

	4. Which body oversees the implementation of the NQF?
	(1)

	

	5. Define the term "unit standard".
	(4)

	

	6. In what way/s do you believe the NQF can have an impact on:
	(6)


Your life

	

	

	


The lives of others

	

	

	

	7. Complete the following acronyms:
	(7)

	SETA
	

	NQF
	

	SGB
	

	ETQA
	

	SAQA
	

	RPL
	

	NSB
	

	8.Match the following terms with the definitions given below:
	(5)

	No
	Term
	Definition

	1
	Embedded knowledge
	

	2
	Learning assumed to be in place
	

	3
	Specific outcomes
	

	4
	Critical cross field outcomes
	

	5
	Assessment criteria
	

	9.Define assessment.
	(3)

	

	10.Explain the difference between formative & summative assessment.
	(2)

	

	

	

	

	


	11. In assessment, what does the principle of appropriateness mean?  Explain your answer by using a practical example.
	(2)

	.

	12. What is the purpose of an assessment plan?
	(1)

	


	13. What are the potential barriers to assessment? List at least two.
	(2)

	.


	14. What are the key principles that underpin assessments?
	(5)

	

	15. An appropriate assessment instrument/guide on a unit standard would typically include:
	(5)

	

	16.Assessments can be used for various reasons, give four examples.
	(4)

	.



	17. What is the purpose of the portfolio of evidence (POE)?
	(2)

	

	18.Your assessment plan should include:
	(5)

	.

	19. Describe a typical assessment process
	(7)

	

	

	

	

	

	

	

	20.Who is responsible for quality during the assessment process?
	(2)

	

	21. Explain what is meant by sufficient and valid evidence.
	(4)

	

	


	22. If you are having problems when judging evidence, who can you ask for help?  
	(1)

	


	Assessment Decision
	
	Date
	

	Learner Assessor Signature
	
	Date
	

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


PART D: Practical– Assessment of Learner 1 
Instructions

Print Handout D for  Leaner 1 and assess with your blue pen, remember to add your sticky notes, and courier part D as indicated the instructions..

 PART E: Practical– Assessment of Learner 2 
Instructions

Print Handout E for  Leaner 2 and assess with your blue pen, remember to add your sticky notes, and courier part E as indicated the instructions..

PART F – Assessor marksheets of Learner Assessor
Assessor feedback to learner assessor
	Assessor Feedback to learner

	Assessor Declaration of Competence
	1st Attempt
	2nd Attempt
	3rd Attempt

	
	Competent
	NYC
	Competent
	NYC
	Competent
	NYC

	
	
	
	
	
	
	

	Date of declaration
	
	
	

	Feedback to the learner 
	
	
	

	Action Plan for Competence and Re-assessment

	The learner was assessed on the following date:


	

	The learner has not submitted sufficient evidence and is therefore not yet competent.


	The learner is required to submit additional evidence against the following:
(List the specific outcome and assessment criteria relevant below)
	The learner is required to improve in the following areas:

	
	

	Learner Assessor Declaration
	I, …………………………………………………………declare that I am satisfied that the feedback given to me by the Assessor was relevant, sufficient and done in a constructive manner.  I accept the assessment judgment and have no further questions relating to this particular assessment instrument.

	Learner Assessor ’s Signature
	
	Date:


	

	Assessor’s Signature
	
	Date:
	

	Moderator’s Signature

	
	Date:
	


CCFO marksheet

	Critical Cross-fields


	Competent/ Not Yet Competent
	Assessor Comments

	Identifying
	C
	The learner assessor was able to identify information such as all the necessary documents that the learner assessor must use when assessing.

	Organising
	C
	The learner assessor was able to organize the assessment activities necessary to assess. 

	Collecting
	C
	The learner assessor was able to collect enough activities to provide sufficient evidence to be able to declare the 2 learners competent.

	Communicating
	C
	The learner assessor showed effective communication skills during the assessment process. See feedback to the learner (1 and 2), etc.

	Demonstrating
	C
	The learner assessor demonstrated understanding of the impact of the assessment process as well as the impact of the tools used in the portfolio.

	Contributing
	C
	The learner assessor was able to show competence in constructive participation throughout the process, e.g.  feedback to the 2 learners.

	Science
	C
	The learner assessor showed effectiveness in working in a team – feedback and meeting with the assessor as well as during the activities in the process.

	Working
	C
	The learner assessor was able to identify information such as all the necessary documents that the learner assessor must use in the assessment process.


	Assessor Signature

	
	Date
	

	Moderator Signature

	
	Date
	


Learner assessor: Assessment Review

	Learner name
	

	Assessor name
	

	Date of assessment
	

	Question
	Yes
	No

	Was the assessment process explained to you before the assessment?
	
	

	Did the assessor have a pre-assessment meeting with you?
	
	

	Did you receive feedback after the assessment? 
	
	

	Was the assessment feedback clear enough?
	
	

	Did you receive your feedback within the agreed timeframes?
	
	

	Do you feel that the assessment was fair?
	
	

	Do you feel that you received enough opportunities during the assessment to provide evidence to the assessor?
	
	

	Did the assessor explain all the evidence requirements to you?
	
	

	Were you given the chance to give your input in terms of the assessment process?
	
	

	Was the evidence judged in accordance with the requirements outlined to you?
	
	

	Was the feedback provided constructive? 
	
	

	Was the assessment documentation clear and user-friendly?
	
	

	Learner Assessor Signature
	
	Date
	

	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessor: Assessment Review

	Assessor name
	

	Date of assessment
	

	Assessment Review
	Agree
	Disagree

	The learner provided inputs into the assessment process.
	
	

	Before the assessment was conducted the learner understood what criteria and evidence will be used in the assessment process.
	
	

	The assessment process was conducted in the learner ’s work environment. 
	
	

	The assessment instruments were clear and easily understood by the assessor.
	
	

	In similar circumstances the assessor will make the same judgment again. 
	
	

	The evidence requirements are relevant to the unit standards.
	
	

	The evidence identified for this portfolio is sufficient.
	
	

	The evidence produced by the learner can be verified as being authentic.
	
	

	The assessment methods are suitable for the outcomes being assessed.
	
	

	The assessment does not present any barriers for the learner.
	
	

	All special needs have catered for and considered during the assessment.
	
	

	The assessment instruments were manageable and user-friendly.
	
	

	General Comments: I am satisfied with the process.


	Assessor Signature
	
	Date
	

	Moderator Signature
	
	Date
	


Assessment Review Report

	Unit Standard Title
	Conduct outcomes-based assessment
	Unit Standard Number
	115753

	NQF Level
	5
	Credits
	15

	Venue
	Peritum Agri Institute training room
	Date
	

	Learner Name 
	
	Learner ID Number
	

	Assessor Name 
	
	Assessor Registration Number
	


Assessment Guide

	Strengths

	Clear instructions to the assessor.

 Well structured and easy to use.

Evidence matrixes are available to the assessor.

Outlines the assessment process.

	Weaknesses:

	None.

	Recommendations:

	None.


Assessment Process

	Strengths

	The learner assessor was able to identify the different steps in the process.

Low cost.

Easy manageable.

	Weaknesses:

	None to report on.

	Recommendations:

	None at this stage.


Assessment Methods Used

	Strengths

	Knowledge assessment available.

Practical assessment of 2 learners available.

	Weaknesses:

	None to report on.

	Recommendations:

	None at his stage.


Assessment Instruments Used

	Strengths

	Because not all the learners can provide assessments documents to assess, we used a Unit Standard from the AgriSETA with the necessary assessment tools for learner 1. We also used a real PoE workbook for learner 2.

	Weaknesses:

	None to report on.

	Recommendations:

	Not at this stage.


Learner 's Readiness for Assessment 

	Strengths

	Were prepared in the pre-assessment meeting.

Support was given to the learner assessors with regards to the assessment plan and the use of the assessment tools that they had to use.

	Weaknesses:

	The learners felt a bit overwhelmed before the assessment process started but gained confidence as the process continued.

	Recommendations:

	Keep motivating the learners during the process.


Unit Standard

	Strengths

	Outcomes are specific.

	Weaknesses:

	None.

	Recommendations:

	None at this stage.


	Assessor Signature


	
	Date
	

	Moderator Signature


	
	Date
	


APPEAL PROCEDURE

Learner completes the re-assessment and appeals application and delivers to the assessor

Assessor decides on actions to be taken:

· Discuss reasons and appropriate actions with learner 

· Learner accepts and follows actions

· Assessor re-assess

Assessor or learner still not satisfied

· Appeals application together with actions taken and complete assessment portfolio to the internal moderator

Internal moderator discuss with assessor and learner together next steps and recommendations

· Re-assessment by moderator

Learner still not satisfied with results

· Appeals application, actions taken and complete assessment portfolio to the ETQA for verification

The assessor has to provide the moderator with all appeals and re-assessment applications regardless if the learner accepts the results of the re-assessment or not.
Reassessment should comply with the following conditions:

· Reassessment should take place in the same situation or context and under the same conditions

· The same method and assessment instrument may be used, but the task and materials should be changed. However, they should be of the same complexity and level as the previous one(s). 

· Where the methods and instruments are changed, they must be appropriate for the outcomes specified.

· On Appeal the learner  must complete and sign the appeals application (see appendix B)

· On reassessment the initial assessment plan should be extended and accepted by the learner. 

NOTE:

Where several outcomes have been assessed and some, but not all, were achieved successfully, a decision has to be made about the credits for the successful outcomes, i.e. will the learner be able to retain these credits without having to be reassessed? If so, what would the assessment consist of then? 

Care should be taken regarding how often reassessment can be taken, and the length of time between the original assessment and the reassessment. At the initial discussion of the assessment process and appeals procedure the learner and assessor agree on the number of re-assessments.  A learner who is repeatedly unsuccessful should be given guidance on other possible and more suitable learning avenues.

Learners should be secure in the knowledge that they can appeal against an unfair assessment. 

Appeals can be brought against:

· Unfair assessment

· Invalid assessments

· Unreliable assessments

· The assessor’s judgment, if considered biased

· Inadequate expertise and experience of the assessor if it influenced the assessment.

· Unethical practices.

Appeals Application

	Unit Standard Title
	
	Unit Standard number
	

	NQF level
	
	Credits
	

	Venue
	
	Date
	

	Learner Name 
	
	Learner ID number
	

	Assessor Name and Surname
	
	Assessor Registration number
	


	1. Please explain how you were assessed:

	

	

	

	

	

	2. Please list the reason(s) for your appeal:

	

	

	

	

	

	3. Please indicate what course of action you would find acceptable in order to resolve this issue. (For example another assessor, a different assessment method, etc)

	

	

	

	

	

	4. Please specify any additional requirements or needs you may have:

	

	

	

	

	


	Learner assessor 
Signature
	
	Date
	

	Moderator

Signature
	
	Date
	


Final Assessment Decision

	OVERALL ASSESSMENT SCORE

	1. Meets all the criteria for all the specific outcomes of the unit standard. 
	

	2. Meet some, but not all the criteria for the specific outcomes of the unit standard.
	

	3. Clearly do not meet the criteria for the specific outcomes of the unit standard.
	

	4. More evidence is required in order to make a judgement of competence.
	


VACS Analysis

	Assessor Name
	

	Assessment Evaluated
	Conduct outcomes-based assessment

	Date of Evaluation
	

	
	PRINCIPLE
	ASSESSOR REPORT
	MODERATOR REPORT

	Validity of evidence
	Is the evidence appropriate and related to the specific outcomes?
	Yes
	Yes

	
	Was there any evidence that prohibited the learner from meeting the assessment criteria?
	No
	No

	Authenticity of evidence
	Is there proof that the evidence is the learner’s own work?
	Yes
	Yes

	Currency of evidence
	Currency refers to the applicability of skills, knowledge and understanding in the present circumstances.  Is the evidence current to the situation?
	Yes
	Yes

	Sufficiency of evidence
	Is there enough evidence to meet all the criteria of the specific outcome to certify competency?
	Yes
	Yes

	
	Will the learner be deemed competent if the learner’s performance is to be reported?
	Yes
	Yes

	Moderator Signature
	
	Date
	

	Assessor 

Signature
	
	Date
	


SPECIAL NEED ASSESSMENT
NAME OF COURSE: _____________________________________________________________

DATE OF COURSE:  _____________________________________________________________

NAME OF LEARNER: ____________________________________________________________

ID OF LEARNER:     _____________________________________________________________

NAME OF ASSESSOR:  ___________________________________________________________

EXPLANATION OF SPECIAL NEED:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

ACTIONS TAKEN BY ASSESSOR TO COMPLETE THE ASSESSMENT:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
LEARNER COMPETENT                                      YES    / NO

REASONS IF NOT YET COMPETENT:

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
	LEARNER SIGNATURE
	
	DATE
	

	ASSESSOR SIGNATURE
	
	DATE
	

	MODERATOR SIGNATURE
	
	DATE
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PRE-ASSESSMENT

MEETING CHECKLIST


		Learner assessor

		

		Unit Standard Number

		115753

		Credits

		15



		Assessor

		

		Unit Standard Title

		Conduct outcomes based assessment

		Level

		5



		Moderator

		



		Nr

		Points to be Covered

		



		1

		Welcome the Learner and put them at ease.

		



		2

		Explain the purpose and objectives of the meeting.

		



		3

		Provide clear explanations of the key elements and implications of standards based assessments within the context of the NQF.

		



		4

		Explain the assessment process and the principles of good assessment practice.

		



		5

		Explain the roles and responsibilities of the Learner, assessors and moderators.

		



		6

		Explain the Learner’s rights, discuss the appeal process and reassessment policies.

		



		7

		Provide Learner with a copy of the relevant unit standard and criteria against which they will be assessed.

		



		8

		Discuss and identify any special assessments needs of the Learner.

		



		9

		Identify and eliminate any unfair barriers e.g. language, disabilities.

		



		10

		Discuss the evidence requirements with the Learner, and agree on evidence the Learner must submit.

		



		11

		Explain and agree the best assessment methods, instruments and activities to be used

		



		12

		Ensure the assessment environment and activities are aligned with recognized codes of practice, health and safety procedures and standards operating procedures

		



		13

		Agree on an assessment schedule with the Learner, which reflects:  assessment criteria, types of evidence to be collected, assessment methods, timing of assessments, sequence of activities, deadlines and arrangements for reviewing the assessment plan.  

		



		14

		Discuss the importance of confidentiality of all information.

		



		15

		Discuss the moderation and certification process.

		



		16

		Give the Learner opportunity to seek clarification on any items discussed.

		



		17

		Provide the Learner with a copy of the assessment contract which is signed and safely stored away.

		



		18

		Explain how the learner will be supported during the assessment process.



		Declaration of understanding




		I am ready to be assessed against this unit standard.

		



		I declare that the points of the Pre-Assessment Meeting Checklist were explained by the assessor.

		



		I declare that I have received copies of the Unit standards, assessment plan/schedule and copies of the relevant policies and procedures pertaining to my assessment.

		





		ASSESSOR’S SIGNATURE

		DATE



		LEARNER ASSESSOR ’S SIGNATURE

		DATE














