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WELCOME TO 

OCN NI’s 

ASSESSMENT WORKSHOP
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Aims of Workshop

		 To outline the responsibilities of the centre



		 To outline the responsibilities of the tutor



		 To clarify what a unit is



		 To share good practice in assessment methods



		 To clarify requirements for recording and   



   standardisation of evidence



		 To clarify the role of verification and standardisation     



   in relation to assessment
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National Open College Network

NOCN IS:



		  The UK’s foremost provider of accreditation services for adult learning



		  Recognised as an Awarding Body and accredited by the Regulatory Authorities in England, Wales and Northern Ireland







		  NOCN provides national qualifications and courses in a wide range of subject areas and offers a local accreditation service, through its regional offices. 
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Open College Network - NI

Licensed by NOCN we offer nationally recognised, flexible, credit-based qualifications with local and national organisations.



We provide:

		Innovative new products in the QCF



		Quality assured accredited learning



		Expertise in credit developments



		Opportunities to expand your current provision



		A comprehensive programme of training to support delivery



		Advice and guidance on learning materials



		Prompt, efficient and friendly service
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The Process of Certification



Learning

Assessment

Internal Verification

Certification

Standardisation











*

Talk about the learning and assessment process from a student and tutors perspective









Responsibilities of a Centre

		 Ensure all tutors are provided with relevant 



  OCNNI/NOCN documentation



		 Ensure all new tutors are inducted into relevant 



  procedures and internal quality assurance requirements



		 Ensure all tutors are appropriately qualified to deliver  



  OCNNI/NOCN programmes in relation to the curriculum 

  area and the target group



		 Ensure all tutors are kept up to date with any changes in 



  practice and processes
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Responsibilities of a Tutor

		Be familiar with what an NOCN accredited UNIT is



		Be familiar with the details of the ASSESSMENT STRATEGY being used





		Provide learners with the agreed tasks that assist  them in meeting the LEARNING OUTCOMES and   ASSESSMENT CRITERIA





		Provide CONSTRUCTIVE FEEDBACK to learners



		RECORD assessment activity and decisions



		Assist learners to put together their ASSESSED  EVIDENCE for INTERNAL VERIFICATION





*











Unit Structure

All OCN accreditation has the learning

written as units of assessment (units)



What does a unit contain?









		Title		This sums up the achievement of the
skills and knowledge in the unit   

		Level of Achievement		This indicates the depth and complexity of knowledge, understanding and skill required of the learner.

		Credit Value		This is an indication of the amount of time the average learner would need to achieve the learning described within the unit. This is based on notional learning hours and may include class contact time and/or any additional independent study or practically based learning.  1 Credit equals 10 notional hours of learning.

		Learning Outcomes		These identify what the learner is expected to know, understand and/or be able to do at the end of the learning experience.

		Assessment Criteria		These set the standards of achievement that indicate that each learning outcome has been fully achieved.  The wording of the assessment criteria is directly linked with the level.























*











Assessment Strategy

What is it?



      The assessment strategy is the detail of the activity to be used in order to achieve the unit.  The assessment activities for each unit are indicated as:



P = Prescribed – this assessment method MUST be used to assess the unit.



O = Optional – this assessment method COULD be used to assess the unit.
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Using Teamwork Skills

Now complete this activity for the other 3 Learning Outcomes of this unit

		Learning Outcome

3. Be able to contribute to planning group
activities.
(SLd/L2.1; SLd/L2.3)
		Assessment Criteria

3.1. Participate constructively in discussion
and negotiation to plan activities that
enable a group to reach its goals.

3.2. Identify own responsibilities towards a group in relation to the planned activities.
		Assessment Task

Group Discussion – Discussion of goals of group and development of plan to achieve these 
Identify objectives and responsibilities  for individuals within the group  		Assessment Method

Tutor assessment of group discussion

		Evidence of Achievement

Tutor observation sheet
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Assessment Feedback – Good practice

     Assessment involves judgement and it is vital that these judgements are constructive;



		Reinforce positive  aspects 



		Offer only constructive criticism



		Compare an individuals development with their previous work and not with peers work



		Be specific about what exactly is positive and what could be done differently



		Help the learner to decide their own future action



		Finish feedback on a positive  note  and be open and transparent
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Collection of Evidence

Assessed evidence of ACHIEVEMENT ONLY should be collected for each individual learner. It should:



		 Be well organised and structured



		 Be clearly cross referenced to the learning outcomes and assessment criteria



		 Be complete – evidence that all assessment criteria of a unit have been achieved



		 Show that assessment has taken place including feedback to learners



		 Be available for verification and standardisation
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Recording of Assessed Achievement

It is the tutor’s responsibility to record assessed achievement and to track this against the unit.



OCN Assessment Forms;(A1 & A2 forms are included in each Learner Assessment Booklet and available via the Belfast Met Intranet)



A1 - 	Learner Assessment Grid; placed at the beginning of the portfolio 	and used to summarise the assessment process.

A2 -  	Tutor Assessment Record; used to confirm that assessment has 	taken place and that the learner has achieved the unit.

A3 - 	Summary of Assessment Class Record; used to track achievement 	for a class of learners.

A4 - 	Tutorial Record; can be used in a variety of ways to supplement other 	evidence.
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What To Include In a Portfolio

		A title sheet giving:	The title of the programme



			The unit/s completed

			Learner name

			Name of the provider of learning

			Date of portfolio submission

		A record of evidence mapped against the learning outcomes and assessment criteria, signed and dated by assessor



		A contents list



		Completed evidence of achievement signed by assessor
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Verification

The role of the approved course Internal Verifier is to:



		 Scrutinise and record a SAMPLE of evidence



		 Review records of assessment decisions



		 Provide and record feedback to assessors about



  consistency & validity of assessment



		 Sign off the RAC form



		 Bring samples of verified evidence to regional



  standardisation
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Regional Standardisation

		This is conducted by the External Subject Moderator who represents OCN NI.



		The purpose of OCN NI standardisation is to ensure that:





		 Assessment activity is consistent within and across centres



		 Assessment criteria are applied consistently by assessors and internal verifiers
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Summary

		 Responsibilities of the centre



		 Responsibilities of the tutor



		 Clarify what a unit is



		 Share good practice in assessment methods



		 Clarify requirements for recording and   



   standardisation of evidence



		 Clarify the role of verification and standardisation     



   in relation to assessment

 



*

















THANK YOU



For further information contact OCNNI on;



Tel: 028 90650200



Email:  info@ocnni.org.uk

Web: www.ocnni.org.uk



*
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Handout 10 – Example of Learner Assessment Booklet

Learner Assessment Booklet
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UNIT TITLE: 

Using Teamwork Skills


LEVEL: 





Two


CREDIT VALUE:

3


NOCN UNIT CODE:

HC1/2/QQ/019


ACCREDITED UNIT NO: 


H/501/3701

I certify that all the work in this portfolio is my own.
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Tutor Name:


Student Name:


Completion Date:
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Form A1: Learner Assessment Grid  
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		Course:




		Course code:




		Learner name:






		Unit title: 


Using Teamwork Skills

		Unit code:


HC1/2/QQ/019

		Tutor/Assessor:






		Level: 2

		Credit value: 3




		Internal Moderator:








		Learning Outcomes




		Achieved


(Delete)

		Portfolio


Page

		Assessor


Signature

		Date

		Internal Moderator


Signature

		Date



		1




		Yes/No

		5/6/7

		

		

		

		



		2




		Yes/No

		8/9/10


Progress Report



		

		

		

		



		3




		Yes/No

		12

		

		

		

		



		4




		Yes/No

		12/13


Feedback Sheet




		

		

		

		





Additional evidence may be included for this assessment unit
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Form A2: Tutor Assessment record: individual learner
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		Course: 




		Course code: 




		Learner name:






		Unit title: 


Using Teamwork Skills




		Unit code: 


HC1/2/QQ/019

		Tutor/Assessor:






		Level: 2

		Credit value: 3

		Internal Moderator:








		Assessment decisions:






		Achievement of unit is confirmed: Yes/No


Signature of Tutor:


Date:








This form is used to confirm that assessment has taken place and that the learner has achieved the unit.  


This unit has 4 learning outcomes


		ASSESSMENT CRITERIA




		Page Reference



		1.1 Participate constructively in discussion and negotiation to contribute to setting the group’s goals and agreeing a group contract which identifies acceptable standards of behaviour




		5&6



		1.2 Describe the process involved in planning and deciding the group’s goals




		7



		2.1 Organise own activities effectively within the agreed goals of the group




		8


Progress Report






		2.2 Describe own and other group members’ responsibilities in relation to the goals




		9



		2.3 Conform consistently to the terms of the group contract




		10 


Progress Report






		3.1 Participate constructively in discussion and negotiation to plan activities that enable a group to reach its goals




		12



		3.2 Identify own responsibilities towards a group in relation to the planned activities




		12



		4.1 Carry out own responsibilities and contribute to the completion of a group’s activities




		12



		4.2 Feed back on own actions in relation to overall group goals and describe other group members’ contributions




		12&13


Feedback Sheet








AC 1.1 Insert learner name here: has participated in the discussion and negotiation of the group’s goals/contract.

Tutor signature:





Date:


Please provide three behaviour standards identified/agreed by the group


		Agreed standards:

· 1


· 2


· 3








Please include a copy of the GROUP CONTRACT for AC1.1

[image: image11.wmf]


INSERT YOUR SIGNED & DATED 

GROUP CONTRACT HERE


AC 1.2 Describe the PROCESS involved in planning and deciding the group’s goals


		Background information:


Course:


Selected vocational area:








		Describe the PROCESS for planning/deciding the group’s goals








Identify below, three goals the group decided upon


		Goal 1:




		Goal 2:




		Goal 3:





Tutor signature:





Date:

Your tutor will observe the following activity and complete a progress report


AC 2.1 Organise your own activities effectively within the agreed goals of the group

Please include a signed & dated 


progress report here


AC 2.2 Describe your own AND other group members’ responsibilities in relation to the goals


		My responsibilities were:
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		Name of group member:


Role/responsibility:










		Name of group member:


Role/responsibility:








Tutor signature:





Date: 


Your tutor will observe the following activity and complete a progress report


AC 2.3 Conform consistently to the terms of the group contract


Please include a signed & dated 


progress report here





CLASS TASK



Please include details of the class TASK here





Your tutor will observe and record the following:


		Activity

		Tutor Initial

		Date



		AC 3.1 Participate constructively in discussion and negotiation to plan activities that enable a group to reach its goals




		

		



		AC 3.2 Identify own responsibilities towards a group in relation to the planned activities




		

		



		AC 4.1 Carry out your OWN responsibilities and contribute to the completion of a group’s activities




		

		





AC 4.2 Feedback on your OWN actions in relation to overall group goals and describe other group members’ contributions

		Feedback



		How did YOU do?






		What went well?






		What didn’t go so well……why?






		What would YOU change next time?








AC 4.2 How did OTHER members of the group perform (what skills/aptitudes did they have or lack?)


		








Please include a copy of your

feedback sheet HERE




Please include any additional evidence (referenced, signed & dated) to support this assessment



I can confirm that: ____________________________ contributed to group discussion and took part in oral questions & answers for this unit


Tutor signature:




Date:
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		Handout 11- Feedback Form

TRAINING PARTICIPANT FEEDBACK FORM
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		Name:

		



		Organisation:

		



		Telephone No.:

		

		Email:

		



		Training Event:

		



		Training Date:

		

		Facilitator:

		





Your feedback is valuable because it will help us in improving the quality of this training and in making it more effective in future. Please consider each question carefully and respond honestly with specific examples.


		A

		The training objectives and content

		

		

		

		

		



		

		

		Strongly Disagree

		Disagree

		Neither Agree nor Disagree

		Agree

		Strongly Agree



		

		The training objectives were clear.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		The training content and activities were relevant to the training objectives.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		The length of the training was appropriate.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		The examples and activities were relevant to my job.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		Comments:



		B

		The facilitator



		

		

		Strongly Disagree

		Disagree

		Neither Agree nor Disagree

		Agree

		Strongly Agree



		

		- is highly competent in the subject area

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		- delivered a clear and logical session

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		- was well organized and prepared

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		- presented material at an appropriate pace

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		- encouraged participation

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		- responded to participant needs


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		- allowed ample opportunity to discuss/explore issues

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		C

		Comments:


The participant materials:

		

		

		

		

		



		

		

		Strongly Disagree

		Disagree

		Neither Agree nor Disagree

		Agree

		Strongly Agree



		

		– were sufficient, clear and relevant

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		– will be useful back on the job

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		Comments: 



		D

		The environment

		

		

		

		

		



		

		

		Strongly Disagree

		Disagree

		Neither Agree nor Disagree

		Agree

		Strongly Agree



		

		The building facilities, seating arrangements, room temperature and lighting were conducive to learning.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		The location was convenient and directions were clear.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		Comments:



		E

		The assessment

		

		

		

		

		



		

		

		Strongly Disagree

		Disagree

		Neither Agree nor Disagree

		Agree

		Strongly Agree



		

		– activities were clear

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		– activities were relevant

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		– activities covered all of the training objectives

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		Comments: 






		F

		Workplace impact

		

		

		

		



		

		

		Not at all

		Briefly

		Moderately

		Extensively



		

		My manager/supervisor and I discussed this training before I arrived.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		

		

		

		

		



		

		Comments: 






		

		I attended this training because:



		

		

		

		

		

		

		



		

		 FORMCHECKBOX 


		
work is light at the moment

		 FORMCHECKBOX 


		
may be of some use in the future



		

		 FORMCHECKBOX 


		
OCN NI requirement 

		 FORMCHECKBOX 


		
started/starting new project



		

		 FORMCHECKBOX 


		
job/responsibilities changed

		 FORMCHECKBOX 


		
new technology/processes introduced



		

		 FORMCHECKBOX 


		
part of my development plan

		 FORMCHECKBOX 


		
Other, please explain:



		

		

		

		

		



		

		

		Strongly Disagree

		Disagree

		Neither Agree nor Disagree

		Agree

		Strongly Agree



		

		This training will have an impact on how I do my work.

		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 


		 FORMCHECKBOX 




		

		

		

		

		

		

		



		

		Please explain how it will impact your work: 



		

		How could this training be improved to make it more effective? 



		

		Do you have any suggestions for follow-up activities? If so what area of OCN accreditation and procedures interests you?






		

		Would you have any objections to OCN NI contacting you at a later date to check if you have implemented this process?  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 




		

		





Thank you for taking the time to participate in this questionnaire.
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Using Teamwork Skills

UNIT TITLE:

LEVEL: Two

CREDIT VALUE: 3

NOCN UNIT CODE: HC1/2/QQ/019

ACCREDITED UNIT NO: H/501/3701

This unit has 4 learning outcomes.

LEARNING OUTCOMES

ASSESSMENT CRITERIA

The learner will:

The learner can:

1. Be able to contribute to the setting of group | 1.1. Participate constructively in discussion
goals and agreement of a group contract. and negotiation to contribute to setting the
(SLd/L2.1; SLd/L2.3; SLd/L2.4) group’s goals and agreeing a group

contract which identifies acceptable
standards of behaviour.

1.2. Describe the process involved in planning
and deciding the group’s goals.

2. Understand own and others’ 2.1. Organise own activities effectively within
responsibilities in achieving the group’s the agreed goals of the group.
goals and adhering to the group contract. 2.2. Describe own and other group members’

responsibilities in relation to the goals.
2.3. Conform consistently to the terms of the
group contract.

3. Be able to contribute to planning group 3.1. Participate constructively in discussion
activities. and negotiation to plan activities that
(SLd/L2.1; SLd/L2.3) enable a group to reach its goals.

3.2. Identify own responsibilities towards a
group in relation to the planned activities.

4. Be able to contribute to group activities. 4.1. Carry out own responsibilities and

(SLc/L2.1; SLc/L2.3)

4.2.

contribute to the completion of a group’s
activities.

Feed back on own actions in relation to
overall group goals and describe other
group members’ contributions.

Mapped to the Adult Literacy Core Curriculum, 2001.

© NOCN 2005






UNIT TITLE:

LEVEL:
CREDIT VALUE:
NOCN UNIT CODE:

Using Teamwork Skills

Two
3
HC1/2/QQ/019

ACCREDITED UNIT NO: H/501/3701

ASSESSMENT INFORMATION

Guidance:

nocn

NATIONAL OPEN
COLLEGE NETWORK

This grid gives details of the assessment activities to be used with the unit attached.
Please refer to the NOCN Handbook for definitions of each activity and the expectations
for assessment practice and evidence for moderation.

The assessment activities for this unit are indicated in the table below:
Key: P =Prescribed - this assessment method must be used to assess the unit.
O = Optional — this assessment method could be used to assess the unit.

Case study Project

Written question & Role play/simulation
answer/test/exam

Essay Practical demonstration

Report Group discussion P
Oral question and answer P Performance/exhibition

Written description 0] Production of artefact

Reflective log / diary @) Practice file

Signposting Key Skills

This unit offers clear opportunities for learners to provide evidence of achievement in Key
Skills achievement in the following skill area/s:

Key Skill

Wider Key Skill

Communication

v Working with others

Information Technology

Problem solving

Application of Number

Performance

Improving Own Learning and






		ASSESSMENT INFORMATION
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Handout 3: LEVELS EXPLAINED

		Level 

		Intellectual Skills and Attributes 

		Processes 

		Accountability 



		Entry 

		Employ recall and demonstrate elementary comprehension in a narrow range of areas with dependency on ideas of others 


Exercise basic skills 


Receive and pass on information 

		Operate mainly in closely defined and highly structured contexts 


Carry out processes that are repetitive and predictable 


Undertake performance of clearly defined tasks 


Assume a limited range of roles 

		Carry out directed activity under close supervision 


Rely entirely on external monitoring of output and quality 



		1 

		Employ a narrow range of applied knowledge and basic comprehension 


Demonstrate a narrow range of skills 


Apply known solutions to familiar problems 


Present and record information from readily available sources 

		Show basic competence in a limited range of predictable and structured contexts 


Utilise a clear choice of routine responses 


Co-operate with others 

		Exercise a very limited degree of discretion and judgment about possible actions 


Carry out responsibility for quality and quantity of output 


Operate under direct supervision and quality control 



		2 

		Apply knowledge with underpinning comprehension in a number of areas 


Make comparisons 


Interpret available information 


Demonstrate a range of skills 

		Chose from a range of procedures performed in a number of contexts, some of which may be non-routine 


Co-ordinate with others 

		Undertake directed activity with a degree of autonomy 


Achieve outcomes within time constraints 


Accept increased responsibility for quantity and quality of output subject to external quality checking 



		3

		Apply knowledge and skills in a range of complex activities, demonstrating comprehension of relevant theories 


Access and evaluate information independently 


Analyse information and make reasoned judgments 


Employ a range of responses to well defined but often unfamiliar or unpredictable problems 

		Operate in a variety of familiar and unfamiliar contexts using a range of technical or learning skills 


Select from a considerable choice of procedures 


Give presentations to an audience 

		Engage in self directed activity with guidance/evaluation 


Accept responsibility for quality and quantity of output 


Accept limited responsibility for the quantity and quality of output from others 



		4

		Develop a rigorous approach to the acquisition of a broad knowledge base 


Employ a range of specialised skills 


Determine solutions to a variety of unpredictable problems 


Generate a range of responses, a limited number of which are innovative, to well defined but often unfamiliar problems 


Evaluate information, using it to plan and develop investigative strategies 

		Operate in a range of varied and specific contexts involving creative and non-routine activities 


Exercise appropriate judgment in planning, selecting or presenting information, methods or resources 

		Undertake self directed and a limited amount of directive activity 


Operate within broad general guidelines or functions 


Take responsibility for the nature and quantity of outputs 


Meet specified quality standards 






 


Top of Form
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NOCN Credit and Qualification Framework


Assessment Definitions


Assessment Definitions


Assessing Learning - Descriptors


Assessment activity


1.
Case Studies


Consideration of a particular, relevant situation or example, selected by the tutor or by learners, which enables learners to apply knowledge to specific situations.  May be used as a collective / group activity and discussed in a group of learners or by an individual learner.  Or may be used with individual learners as a written activity through case study materials and learner responses.


The learning may be assessed by:


· Tutor observation


· Class discussion


· One to one


· Group tutorial discussion


Evidence could include:


· Tutor record of observation


· Learner notes


· Summary of class discussion


· Tutorial notes


· Audio/video/photographic record


		

		Activity

		Assessment

		Evidence



		Entry Level

		Case studies should be simple, immediate and familiar to the learner.  Discussion should be short, structured and supervised (group or one-to-one).  Written work should be short structured and supervised.

		Assessment through tutor observation and discussion or tutor assessment of written work.

		Evidence could be; tutor record of observation, summary of discussion, audio / video / photographic record or written work.



		Level One

		Case studies should be limited in range, familiar and require a narrow range of knowledge.  Discussion should be structured and involve a limited degree of judgement (group or one-to-one).  Written work should be structured and involve a limited degree of judgement.

		Assessment through tutor observation, discussion or tutor assessment of written work.

		Evidence could be; tutor record of observation, summary of discussion, learner notes, audio / video / photographic record or written work.



		Level Two

		Case studies should allow the application of knowledge in a number of areas and contexts.  Discussion should be directed but should allow for a degree of autonomy (group).  Written work should be directed but allow for a degree of autonomy (GL
 = 500 words).

		Assessment through peer assessment, self-assessment, tutor observation, or assessment of written work.

		Evidence could be; tutor record, learner record, peer checklist, summary of discussion or audio / video / photographic record or written work.



		Level Three

		Case studies should allow the application of knowledge in a range of complex areas, in a variety of familiar and unfamiliar contexts.  Discussion should be guided but self-directed (group).  Written work should allow for autonomy, evaluation and reasoned judgements to be made (GL = 1000 words).

		Assessment through peer assessment, self-assessment, tutor observation or assessment or written work.

		Evidence could be; tutor record, learner record, peer checklist, summary of discussion, audio / video / photographic record or written work.





2.
Oral Question and Answer


Specific, open or closed questions for immediate response.  Can range from quite formal questions, for example, an oral test, to a quick, fun way of finding out where learners are up to, for example, a quiz.  Allows response and questioning from learners and immediate feedback from tutor.


The learning may be assessed through:


· Responses by both tutor and individual learners.


Evidence could include:


· Tutor record/notes


· Learner notes or log


· Audio / video record


		

		Activity

		Assessment

		Evidence



		Entry Level

		Process should be informal and non-threatening and questions should cover a narrow range of areas.  Learners should be supported in answering and given a number of opportunities to respond.

		Assessment by tutor.

		Evidence could be; tutor / record notes or audio / video record.



		Level One

		Process should be informal and should include both open and closed questions covering a narrow range of knowledge.  Learners should be encouraged by the use of supplementary questions.

		Assessment by tutor.

		Evidence could be; tutor record / notes or audio / video record.



		Level Two

		Open and closed questions should be included, covering a number of topics.  Learners should be encouraged to expand on their answers.

		Assessment by tutor, with a degree of self-assessment.

		Evidence could be; tutor records, learner log or audio / video record.



		Level Three

		Questions should cover a wide range of knowledge and contexts.  They should allow responses to unfamiliar and unpredictable problems.  The process may be time limited and formal, or may be a structured two-way discussion.

		Assessment by tutor, with a degree of self-assessment and evaluation of own learning.

		Evidence could be; tutor record, learner log or audio / video record.





3.
Written Question and Answer / Test / Exam


Specific, open and closed questions for immediate response.  Can range from formal exams and tests, to a quick, fun way of finding out where learners are up to, for example, a quiz.  Allows response and questioning from learners and feedback from tutor.


The learning may be assessed through:


· Responses by individual learners.


· May make use of on-line assessment.


Evidence could include:


· Written questions


· Learner responses


· Tutor feedback


		

		Activity

		Assessment

		Evidence



		Entry Level

		Process should be informal and non-threatening and questions should cover a narrow range of areas.  Possible use of multi-choice questions.

		Assessment by tutor.

		Evidence could be; written responses.



		Level One

		Process should be informal and non-threatening.  Questions should encourage learners to make use of knowledge rather than just testing recall.

		Assessment by tutor or external marker (for exams / tests).

		Evidence could be; written responses.



		Level Two

		Open and closed questions should be included, covering a number of areas.  Learners should be encouraged to make use of / interpret knowledge rather than just testing recall.  May be time limited.

		Assessment by tutor or external marker (for exams / tests).

		Evidence could be; written responses.



		Level Three

		Questions should cover a wide range of knowledge and contexts, and allow responses to unfamiliar and unpredictable problems.  Learners should be encouraged to make use of / interpret knowledge rather than just testing recall.  The process may be time limited.

		Assessment by tutor or external marker (for exams / tests).

		Evidence could be; written responses.





4.
Essay


A discursive, written response to a question or statement which involves the learner in finding and presenting information and opinion in a structured way, which normally includes an introduction, the information / opinions / evaluation / analysis and a conclusion.


The learning may be assessed by:


· Tutor against clear criteria.


Evidence could include:


· Essay


· Detailed tutor feedback


		

		Activity

		Assessment

		Evidence



		Entry Level

		It would be unlikely that an essay would be used as an assessment activity at Entry Level as it would not be appropriate for the learner.  However, it could be used in a very simple form to allow learners to demonstrate recall and comprehension in a narrow range of ideas.

		Assessment by the tutor through discussion.

		Evidence could be; the essay and tutor feedback.



		Level One

		The essay subject should be simple and the response should be descriptive and not analytical or evaluative.  A narrow range of applied knowledge and demonstration of basic comprehension would be expected.  Learners should be given detailed information on how to structure the essay and on the criteria for achievement.

		Assessment by the tutor.

		Evidence could be; the essay and tutor feedback.



		Level Two

		The essay subject should be familiar and the response should demonstrate the ability to interpret information, make comparisons and apply knowledge and demonstrate comprehension in a number of different areas.  Learners should be given information on the expected structure of the essay and criteria for achievement.  GL = 500 words.

		Assessment by the tutor.

		Evidence could be; the essay and tutor feedback.



		Level Three

		The essay subject should allow the learner to access and evaluate information independently, to analyse information and to make reasoned judgements and demonstrate comprehension of relevant theories.  Learners should be given information on possible structures for an essay and for the criteria for achievement.  GL = 1000 words.

		Assessment by the tutor.

		Evidence could be; the essay and tutor feedback.





5.
Report


A record of an activity and / or a summary of research which presents information in a structured way.  Does not include opinion, but may include analysis or evaluation.  May be presented in written or oral form.


The learning may be assessed by:


· Tutor for written report.


· Tutor and / or peers for oral presentation of report.


Evidence could include:


· Written report with tutor feedback


· Notes for oral presentation with tutor and / or peer feedback.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Report should be oral and informal.  The information or activity being reported on should be simple and familiar.  Learners should be supported in preparing and giving a report and given a number of opportunities to respond.

		Assessment by tutor.

		Evidence could be; tutor record.



		Level One

		Report could be presented orally or in written format.  Oral presentation should be informal.  Information used in the report should be readily available and activities should be in familiar contexts.  Learners should be clear on the expected structure and criteria for the report and given support on planning and presentation.

		Assessment by tutor.

		Evidence could be; a written report with tutor feedback or learner notes of oral presentation with tutor feedback.



		Level Two

		Report could be presented in orally or in written format.  Oral presentation should be to a familiar audience.  Information should be from a range of sources and activities, should be from familiar or unfamiliar but predictable contexts.  Learners should be clear on possible structures for the report and the criteria for achievement.  GL = 4 minutes for oral / 500 words for written.  Learners should be given guidance on planning and presentation.

		Assessment by tutor and / or peers for oral presentation.

		Evidence could be; written report with tutor feedback or learner plan for oral presentation with peer and / or tutor feedback.



		Level Three

		Report could be presented orally or in written format.  Oral presentation should be formal and could include a range of methods.  Information should be from a wide range of sources and should be evaluated.  Activities should be well defined but could be unfamiliar or unpredictable.  Learners should be clear on the criteria for achievement but would be expected to decide on the format and structure of the report.  GL = 8 minutes for oral / 1000 words for written

		Assessment by tutor and or peers for an oral presentation.

		Evidence could be; written report with tutor feedback or plan for oral presentation with peer and / or tutor feedback.





6.
Project


A specific task involving private study and research for individuals or groups.  Normally involves selection of a topic, planning, finding information and presenting results orally or in writing.


The learning may be assessed by:


· Tutor, learner or peers, during and at the end of process through discussion and observation.


Evidence could include:


· Notes, plans, record of project process.


· Tutor record.


· Peer records.


· Learner log.


· Audio / video / photographic record.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Task should be simple, familiar, informal and supervised.  It should involve repetitive and predictable processes.

		Assessment through tutor observation and questioning during and at end of process.

		Evidence could include, tutor record, learner notes, plans, reports, learner log or audio / video / photographic record.



		Level One

		Task should be selected with support from tutor to allow the demonstration of knowledge and skills in a range of predictable, structured and familiar contexts.

		Assessment through tutor observation and questioning during at the end of the process.

		Evidence could be; tutor record, learner notes, plans, reports, learner log or audio / video / photographic record.



		Level Two

		Task should be selected with tutor guidance to allow the demonstration of knowledge and understanding in a range of areas and contexts, and the interpretation of information.  The project should be completed within an agreed timescale.

		Assessment through tutor / learner discussion during and at the end of the process, and through self-assessment.

		Evidence could be; tutor record, learner notes, plans, reports, learner log or audio / video / photographic record.



		Level Three

		Task should be selected with tutor guidance to allow the demonstration of knowledge and skills in a range of areas and contexts, and to show the use of reasoned judgements.  The project should be planned and completed within an agreed timescale.

		Assessment through tutor / learner discussion and self-assessment.

		Evidence could be; tutor record, learner notes, plans, reports, learner log or audio / video / photographic record.





7.
Production of artefact


Production of a relevant artefact selected by the tutor or by learners, which enables learners to demonstrate skills and to apply knowledge.


The learning may be assessed by:


· Tutor / peer observation.


· One to one tutorial.


· Discussion.


· Self-assessment.


Evidence could include:


· Tutor record of observation.


· Learner notes.


· Tutor lesson plan.


· Tutorial notes.


· Audio / video / photographic record.


· Learner log.


· Completed artefact.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Artefact should be simple, familiar and informal.  Its production should be supervised and involve repetitive and predictable processes.

		Assessment through tutor / peer observation, one to one tutorial, discussion, self-assessment and questioning during and at end of process.

		Evidence could be; tutor record, learner notes, plans, reports, learner log, audio / video / photographic record and completed artefact.



		Level One

		Artefact should be selected with support from tutor to allow the demonstration of skills and apply knowledge in a range of predictable, structured and familiar contexts.

		Assessment through tutor, peer observation, one to one tutorial, discussion, self-assessment and questioning during and at end of process.

		Evidence could be, tutor record, learner notes, plans, reports, learner log, audio / video / photographic record and completed artefact.



		Level Two

		Artefact should be selected with tutor guidance to allow the demonstration of skills and the application of knowledge in a range of areas and contexts.  A degree of learner autonomy should be encouraged within the scope of the demonstration.  The artefact should be completed within an agreed timescale.

		Assessment through tutor / peer observation, one to one tutorial, discussion, self-assessment and questioning during and at end of process.

		Evidence could be; tutor record, learner notes, plans, reports, learner log, audio / video / photographic record and completed artefact.



		Level Three

		Artefact should be selected with tutor guidance to allow the demonstration of skills and application of knowledge in a range of areas and contexts.  Production of the artefact should be guided but self-directed.  Production of the artefact should be planned and completed within an agreed timescale.

		Assessment through tutor / peer observation, one to one tutorial, discussion, self-assessment and questioning during and at end of process.

		Evidence could be; tutor record, learner notes, plans, reports, learner log, audio / video / photographic record and completed artefact.





8.
Role Play / Simulation


Use of a situation selected by the tutor or by learners, to enable learners to practice and apply skills and to explore attitudes.


The learning may be assessed by:


· Tutor / peer observation.


· One to one tutorial.


· Discussion.


· Self-assessment.


Evidence could include:


· Tutor record of observation.


· Learner notes.


· Tutor lesson plan.


· Tutorial notes.


· Audio / video / photographic record.


· Learner log.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Role-plays should be simple with scenarios that are familiar to the learner.  Role-plays should be short, structured and supervised.

		Assessment through, tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could be; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record or learner log.



		Level One

		Role-plays should be limited in range, be familiar and require a narrow range of skills.  Role-plays should be structured and involve limited degree of learner choice.

		Assessment through, tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could be; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record or learner log.



		Level Two

		Role-plays should allow the application of skills in several areas and contexts.  Role-plays should be directed, but allow for a degree of learner autonomy.

		Assessment through tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could be; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record or learner log.



		Level Three

		Role-plays should allow the application of skills in a range of complex areas and in a variety of familiar and unfamiliar contexts.

		Assessment through tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could be; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record or learner log.





9.
Written Description


Consideration of a particular subject, situation or example selected by the tutor or by learners, which enables learners to apply knowledge to specific situations and to present them in written format.


The learning may be assessed by:


· Tutor.


· One to one tutorial.


· Discussion.


Evidence could include:


· Tutor record of observation.


· Learner notes.


· Tutorial notes.


· Completed report.


· Charts.


· Plans.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Subjects should be simple and familiar to learner.  Written work should be short, structured and supervised.

		Assessment through tutor assessment and discussion.

		Evidence could be; tutor record of observation and feedback, summary of discussion or completed work.



		Level One

		Subjects should be limited in range, be familiar and require a narrow range of knowledge.  Written work should be structured and involve limited degree of judgement.

		Assessment through tutor assessment and discussion.

		Evidence could be; tutor record of observation, summary of discussion and feedback or completed work.



		Level Two

		Subjects should allow the application of knowledge in a number of areas and contexts.  Written work should be directed but should allow for a degree of autonomy.  GL = 500 words.

		Assessment through self-assessment and tutor assessment.

		Evidence could be; tutor record, learner record, summary of discussion and feedback or completed work.



		Level Three

		Subjects should allow the application of knowledge in a range of complex areas, in a variety of familiar and unfamiliar context.  GL = 1000 words.

		Assessment through self-assessment and tutor assessment.

		Evidence could be; tutor record, learner record, summary of feedback or completed work.





10.
Practical Demonstration


A practical demonstration of a skill/situation selected by the tutor or by learners, to enable learners to practise and apply skills and knowledge.


The learning may be assessed by:


· Tutor.


· Peer observation.


· One to one tutorial.


· Discussion.


· Self-assessment.


Evidence could include:


· Tutor record of observation.


· Learner notes.


· Tutor lesson plan.


· Tutorial notes.


· Audio / video / photographic record.


· Learner log.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Practical demonstrations should be simple with situations that the learner is familiar with.  They should be short, structured and supervised.

		Assessment through tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could be; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record and learner log.



		Level One

		Practical demonstrations should be limited in range, be familiar and require a narrow range of skills and knowledge.

		Assessment through tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could include tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record and learner log.



		Level Two

		Practical demonstrations should allow the application of skills and knowledge in several areas and contexts.  A degree of learner autonomy should be encouraged within the scope of the demonstration.

		Assessment through tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could include tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record and learner log.



		Level Three

		Practical demonstrations should allow for the application of skills and knowledge in a range of complex areas and in a variety of familiar and unfamiliar contexts.

		Assessment through tutor / peer observation, one to one tutorial, discussion and self-assessment.

		Evidence could include tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video / photographic record and learner log.





11.
Group Discussion


Discussion of a topic or situation selected by the tutor or by learners, to enable learners to share knowledge and thoughts and to assess their learning.


The learning may be assessed by:


· Tutor.


· Peer observation.


· One to one tutorial.


· Discussion.


· Self-assessment.


Evidence could include:


· Tutor record of observation.


· Learner notes.


· Tutor lesson plan.


· Tutorial notes.


· Audio/video/photographic record.


· Learner log.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Discussions should be simple with subjects that are familiar to the learner.  The discussion should be short, structured and supervised.

		Assessment through tutor, peer observation, one to one tutorial discussion and self-assessment.

		Evidence could include; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video record and learner log.



		Level One

		Discussions should be limited in range, cover topics that are familiar to the learner.  These should require a narrow range of skills.  The discussion should be structured and involve a limited degree of learner choice.

		Assessment through tutor, peer observation, one to one tutorial discussion and self-assessment.

		Evidence could include; tutor record of observation, learner notes, tutor lesson plan, tutorial notes, audio / video record and learner log.



		Level Two

		Discussions should allow for consideration of several topics covering a number of contexts.  The discussion should be directed, but allow for a degree of learner autonomy.

		Assessment through tutor, peer observation, one-to one tutorial discussion and self-assessment.

		Evidence could include; tutor record observation, learner notes, tutor lesson plan, tutorial notes, audio / video record and learner log.



		Level Three

		Discussion should allow for consideration of a range of complex topics and in a variety of familiar and unfamiliar contexts.

		Assessment through tutor, peer observation, one to one tutorial discussion and self-assessment.

		Evidence could include; tutor record observation, learner notes, tutor lesson plan, tutorial notes, audio / video record and learner log.





12.
Performance / Exhibition


A performance or exhibition or music or drama with an audience, or a rehearsal or learner demonstration for individuals or groups.


The learning may be assessed by:


· Tutor, learner or peers, at end of performance through discussion and observation.


Evidence could include:


· Notes.


· Plans.


· Audio/video/photographic record of performance/exhibition.


· Tutor records.


· Peer records.


· Learner log.


		

		Activity

		Assessment

		Evidence



		Entry Level

		The performance / exhibition should be simple, informal and supervised.

		Assessment through peer assessment, self-assessment and / or tutor observation.

		Evidence could include; tutor record, notes, plans, audio / video / photographic record of performance / exhibition, peer records, learner log and summary of feedback.



		Level One

		The performance / exhibition should be limited in range, familiar and require a narrow range of knowledge.

		Assessment through peer assessment, self-assessment and / or tutor observation.

		Evidence could include; tutor record, notes, plans, audio / video / photographic record of performance / exhibition, peer records, learner log and summary of feedback.



		Level Two

		The performance / exhibition should be chosen with tutor guidance to allow the demonstration of knowledge and understanding in a range of areas.  Provide the opportunity for interpretation of the chosen piece.

		Assessment through peer assessment, self-assessment and / or tutor observation.

		Evidence could include; tutor record, notes, plans, audio / video / photographic record of performance / exhibition, peer records, learner log and summary of feedback.



		Level Three

		The performance / exhibition should be chosen with the tutor to allow for the application of knowledge in a range of complex areas, in a variety of contexts.  Performance should be guided but self-directed.

		Assessment through peer assessment, self-assessment and / or tutor observation.

		Evidence could include; tutor record, notes, plans, audio / video / photographic record of performance / exhibition, peer records, learner log and summary of feedback.





13.
Reflective log or diary


A description, normally in writing but may be oral, by the learner reflecting on how and what they have learned.  Often completed at regular intervals during the learning process thus allowing discussion on individual progress and how further learning could be supported.


The learning may be assessed by:


· Learner, often supported through tutorial discussions with tutor.


Evidence could include:


· Log / diary (however this may be confidential and therefore not available for moderation).


· Tutorial notes.


· Tutor record.


		

		Activity

		Assessment

		Evidence



		Entry Level

		The reflection process should normally be oral and supported.  It may be supplemented by the use of drawings or diagrams.  Learners should be asked to describe simply what they have learned with direction from the tutor.

		Assessment by learner with tutor support.

		Evidence could include; drawings, diagrams and tutor record.



		Level One

		The reflection process should be written and may be in the form of brief, structured notes.  Learner should be asked to record what they have learner at regular intervals and advised on what information to include.  Learners should make limited judgements on what has been learned in terms of, for example, usefulness or interest.

		Assessment by learner supported by tutor through tutorials.

		Evidence could include; log / diary, tutorial notes and tutor record.



		Level Two

		The reflection process should be written in a structured format that allows some autonomy in recording.  Learners should be asked to record regularly what they have learned and to make judgements on the learning in terms of, for example, usefulness, interest, how it has extended their knowledge / skills, what else they need to learn.

		Assessment by learner supported by tutor through tutorials.

		Evidence could include; log / diary, tutorial notes and tutor record.



		Level Three

		The reflection process should be written and learners given guidance on appropriate methods.  Learners should be asked to record regularly what they have learned and to make judgements on how effective the learning process has been in terms of, for example, usefulness, interest, extension of knowledge / skills, their own learning style and what else they need to learn.

		Assessment by learner, discussed with the tutor.

		Evidence could include; log / diary and tutor notes.





14.
Practice File


A structured collection of documents from real situations such as work or voluntary activity, which evidence the application of knowledge and / or skills.  The documents should be mapped to specific learning outcome/s in a unit of assessment.  May need a short explanation of how the particular document evidences achievement of a specific learning outcome.


The learning may be assessed through:


· Discussion with the tutor.


Evidence could include:


· Form mapping to learning outcomes, plus explanation if necessary and the documents, for example, minutes, reports, brochures, plans, witness statements, letters or e-mails.


		

		Activity

		Assessment

		Evidence



		Entry Level

		Practice evidence should be simple and specific.  Learners should be directed on what to include.  The tutor should map the evidence to specific learning outcome/s.

		Assessment through discussion with the tutor.

		Evidence could include; document/s and tutor notes.



		Level One

		Practice evidence should demonstrate the application of a narrow range of skills and / or knowledge.  Learners should be given detailed guidance on what documents would be appropriate, how the evidence should be presented, and on mapping to learning outcomes.

		Assessment through discussion with the tutor.

		Evidence could include; documents, learner notes and tutor comments.



		Level Two

		Practice evidence should be chosen from a number of possible contexts to demonstrate application of a range of skills and / or knowledge.  Learners should receive guidance on the type of document which could be appropriate, for example, a list, and advice on how to ensure the documents evidence specific learning outcomes, for example, highlighting sections, notes and on how the file should be presented.

		Assessment through discussion with the tutor.

		Evidence could include; structured file with tutor feedback.



		Level Three

		Practice evidence should be chosen to demonstrate the application of knowledge and skills in a range of complex activities.  Learners should be expected to select appropriate and relevant evidence with minimal guidance, and to present the evidence in a structured format with sufficient information to demonstrate achievement.

		Assessment through discussion with the tutor.

		Evidence could include; structured file with tutor feedback.
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Handout 6: Good Practice in Assessment 
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Good Practice in Assessment Means………………………

A wide range of tutors and trainers have been asked what good practice in assessment means - this is their response:


· Taking the assessment process seriously, even (or especially) if this is the thousandth time you’ve done it


· Respect and equality in the relationship between  tutor and learner


· Having a fair and consistent approach to all learners


· Seeing assessment as a positive part of the learning process and not as a barrier


· Having a clear, agreed, negotiable assessment process


· Making sure that assessment happens at appropriate and agreed time and places


· Using assessment activities which are appropriate an relevant to the learner and the learning


· Giving opportunities for learners to improve and try again


· Having clear and consistent standards


· Giving clear and appropriate feedback


· Acknowledging existing knowledge and skills


· Making assessment as interesting and enjoyable as possible
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 7: Form A1, A2, A3 and A4





Form A1: Learner Assessment Grid  

		Course:

		Course code:

		Learner name:






		Unit title:

		Unit code:

		Tutor/Assessor:






		Level:

		Credit value:

		Internal Moderator:








The assessment tasks chosen for this unit must include the prescribed tasks (P) from the unit assessment grid.  Other tasks used must be chosen from the optional (O) tasks.


		Learning Outcomes




		Assessment


Tasks

		Achieved

		Evidence for moderation

		Ref in File

		Assessor

		Date

		IM

		Date



		1




		

		

		

		

		

		

		

		



		2




		

		

		

		

		

		

		

		



		3




		

		

		

		

		

		

		

		



		4




		

		

		

		

		

		

		

		



		5




		

		

		

		

		

		

		

		



		6




		

		

		

		

		

		

		

		



		7




		

		

		

		

		

		

		

		



		8




		

		

		

		

		

		

		

		





This form would be kept at the front of a learner’s portfolio and used to summarise the assessment process.


Form A2: Tutor Assessment record: individual learner


		Course:

		Course code:

		Learner name:






		Unit title:

		Unit code:

		Tutor/Assessor:






		Level:

		Credit value:

		Internal Moderator:








		Assessment decisions:






		Achievement of unit is confirmed:


Signature of tutor:


Date:








This form would be used to confirm that assessment has taken place and that the learner has achieved the unit, particularly in cases where learners are not assessed at the same time, for example, distance learning, portfolio building.  


Form A3: Summary of assessment: class record

		Course:

		Course code:

		



		Unit title:

		Unit code:

		Tutor/Assessor:






		Level:

		Credit value:

		Internal Moderator:








		Learner name:

		LO1

		LO2

		LO3

		LO4

		LO5

		LO6

		LO7



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		





Tutor signature:


Date:


This form would be used to track achievement of a unit for a group / class of learners.


Form A4: Tutorial record

		Course:

		Course code:

		Learner name:






		Unit title:

		Unit code:

		Tutor/Assessor:






		Level:

		Credit value:

		Internal Moderator:








		Learning outcome 1


Evidence:


Achieved:                                     Date:

		Action



		Learning outcome 2


Evidence:


Achieved:                                     Date:

		Action



		Learning outcome 3


Evidence:


Achieved:                                     Date:                     

		Action



		Learning outcome 4


Evidence:


Achieved:                                     Date:

		Action








Signature of learner:


Signature of tutor:


Date:


This form would be used for assessment in a number of ways, for example, supplementing other evidence, filling gaps, discussing the choice of diverse evidence, supporting learners.




Sample of a completed Learner Assessment Record

Form A1: Learner Assessment Grid

Course: Job Search

Course code: M1234

Learner name: Anne Wilson

Portfolio

Unit title: Building a Personal

Unit code: HC6/1/QQ/001

Tutor/Assessor: Eve Berry

Level: One

Credit value: 3

Internal Moderator: Mary Smith

The assessment tasks chosen for this unit must include the prescribed tasks from the unit
assessment grid. Other tasks used must be chosen from the optional tasks.

Learning Assessment Achieved Evidence Ref | Assesso | Date IM | Date
Outcomes Tasks for in r
moderation | File

1.Demonstrate Prepare list of Completed | Pp Eve Berry | 5/02/05
an personal listin 4,5
understanding of | attributes in v personal
self in current personal portfolio
situation portfolio
2. Make use of Assemble Structured Pp Eve Berry | 5/02/05
information evidence of personal 12 -
resources to relevant v portfolio 16
identify a range | attributes in
of opportunities. | personal

portfolio
3. Demonstrate | Organise above Structured | All “EveBerry | 23/02/0 | afs | 31/03/5
familiarity with information in a v personal 5
setting personal | logical manner portfolio
goals.
4. Show List components Completed | Pp Eve Berry | 23/02/0 | afs | 31/03/5
awareness of of and produce a v cv 12 - 5
the pragtical basic CV 20
implications of
pursuing
personal goals.
5. Make plans to | Action plan for Compieted | Pp Eve Berry | 23/02/0
achieve the achievement actionplan | 21- 5
personal goals of a personal v 24

goal related to

jobsearch
6
7
8

This form would be kept at the front of a learner’s portfolio and used to summarise
the assessment process.
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 9: Creating a Portfolio

CREATING A PORTFOLIO OF EVIDENCE FOR OCN ACCREDITATION


WHAT TO INCLUDE:


•
 A TITLE SHEET GIVING:


THE TITLE OF THE PROGRAMME


THE UNIT/S YOU HAVE COMPLETED


YOUR NAME


THE NAME OF THE PROVIDER OF LEARNING


DATE OF PORTFOLIO SUBMISSION


•
 A RECORD OF EVIDENCE MAPPED AGAINST THE LEARNING

           OUTCOMES AND ASSESSMENT CRITERIA, SIGNED AND DATED

 
 BY THE ASSESSOR


•
 A CONTENTS LIST


•
 COMPLETED EVIDENCE OF ACHIEVEMENT SIGNED BY THE

           ASSESSOR


WHAT NOT TO INCLUDE:


•
 HANDOUTS


•
 PERSONAL (AND POSSIBLY ILLEGIBLE) NOTES


•
 CLASS WORK NOT RELATED TO THE ASSESSMENT



