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Completing the Record of Assessment Cycle

Purpose: an ongoing record of planning and feedback between assessor and learner

This will be completed by all assessors to give a clear audit trail of the planning and assessment cycle covering both knowledge and skills.  This will include planning and feedback on the assessment process carried out throughout the assessment of the units, through to qualification completion.  It needs to contain evidence of the planning of assessment and feedback on all assessed evidence.

The content of this document is mandatory for Centres delivering NCFE qualifications; however, Centres may amend this form or create an alternative which complies with the content of the NCFE recording document.

	Learner / Assessor details
	General information to identify the learner and assessor. 
	

	Planned assessments 
	The planning should be clear as to what the learner is required to produce or prepare by a given date. A plan should be in place for all evidence included within a learner’s portfolio. Notes should be recorded on the plan if, for any reason, the plan has had to be changed. We recommend an initial induction assessment of each learner, followed by formative assessment that identifies further learning needs or steps for improvement. The Assessor should work with the learner to identify individual learning styles and the most appropriate methods of assessment to support their learning and assessment.

It is up to Centres and learners how they use this recording document, or their Centre devised alternative. Assessors and learners can plan several different activities at any one time, and these can either all be included on one recording document or across several recording documents, depending on the Centre and learner preference.


	Units / Assessment criteria 
	The planned activities should be linked by the assessor to the range of units or assessment criteria that could be covered by them. There is no necessity to identify down to assessment criteria level in advance if not appropriate for the specific planned activity, but units should always be identified. 


	Due date 
	The assessor should agree a date for the planned activities to be completed, or part completed, by the learner. Both the learner and the assessor should sign and date their agreement to the planned activities and timescales. 


	Feedback 
	The assessment feedback covering both knowledge/understanding and competency/skills should reflect the assessed evidence or practice and confirm, as appropriate, the competency of the learner. It is good practice for the Assessor to record their judgement stating the assessment criteria, learning outcomes or whole units in which the learner has been found competent on the feedback record.
 
If the learner has not yet been seen as competent in the assessment, this needs to be stated sensitively. The Assessor’s judgement with feedback and next steps should be made clear on the feedback record to support the learner.
 
All feedback should be constructive, providing the learners with steps for improvement or guidance to inform their subsequent action plans. It is considered good practice for both the learner and the Assessor to sign and date the feedback record to demonstrate the learner has received and understood the feedback and any associated next steps.
 
Feedback provided by the Assessor must be given promptly in order to support progression throughout the qualification in a timely manner.


	Date 
	To be signed and dated by both the learner and the tutor/assessor at the end of each feedback or review session. 
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Further supportive comments:

The role of the Assessor and the assessment process
The role of the Assessor is to guide and support the learner through their learning journey with delivery, planning and feedback which is discussed with the learner and recorded. Copies of all the planning and feedback records should be retained by the centre throughout the qualification delivery to support a learner should their portfolio be lost. All records must be stored safely and securely throughout the learners’ learning journey and for a minimum of 3 years post certification within the centre.
  
All evidence produced must be legible, with assignments or tasks in ink or word processed. Pencil and correction fluid are not allowed. All evidence must be made available to the Assessor in order to make an informed judgement as to whether the evidence meets the criteria. All the assessments used should be reliable and fit for purpose and should be built on the assessment criteria and referenced accordingly. Assessment tasks and activities should enable learners to produce evidence that is valid, reliable and which minimises bias in direct relation to the specified criteria.
 
Making accurate assessment judgements
We are very keen to safeguard the integrity of our qualifications which means that assessment must be credible for employers and users alike. For both us and our Regulators credible means:

· the assessment judgement is valid
· the qualified Internal Quality Assurer must sample an increased proportion of assessment decisions by trainee Assessors
· the qualified Internal Quality Assurer is also responsible and accountable for arranging the checking and countersigning process










The table below summarises the assessment methods, each state whether it can be used to assess evidence of knowledge/understanding only, or both skills/competency and knowledge/understanding.
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A: Direct observation


Skills/competency	Yes	Knowledge/understanding	Yes


Introduction

When assessing skills Direct Observations are normally a mandatory method and therefore must be used as a preferred choice for collating evidence. All learners attempting to meet skills-based criteria must be observed within the real work environment (RWE). In exceptional circumstances and where assessment criteria cannot be met through Direct Observation, alternative methods may be used.

We are often asked how many observations are required across our qualifications. It is impossible for us to identify a precise number of times a learner will need to be observed before the learner can be described as competent. 

The learner is observed carrying out everyday tasks in the workplace and their performance is formally recorded by the Assessor. This can be recorded in written form or electronically recorded so long as it is easy to locate the referenced criteria.





When is this suitable?
·  To provide evidence of competence in work-based practice in the real work environment.
·  To provide evidence of knowledge and understanding when knowledge and understanding can be derived from observation of practice.
· 



	Do	                                                                                             Do not

	Plan for the Direct Observation allowing the learner time to prepare and agree an appropriate time with the setting.

Give time and date of the observation, include the learner’s name and a brief outline of the setting/workplace. 

Formally record the observation giving a holistic picture of the learner’s performance (using the Direct Observation to assess more than one unit where possible).

Use the Direct Observation to provide evidence of knowledge/understanding as well as skills competence where possible.

Analyse the Direct Observation record and clearly reference against the assessment criteria to ensure the IQA can locate the evidence.

Give verbal and written feedback to the learner as soon after the observation as possible. The feedback should relate to the competency of the learner as relevant to specific outcomes.
	Expect a level of competence, knowledge or understanding beyond the level at which the learner is working.

Undertake an observation of two or more learners at the same time.
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B: Professional discussion

Skills/competency	Yes	Knowledge/understanding	Yes


Introduction

This is a pre-planned and in-depth discussion between learner and Assessor which evidences knowledge and understanding and/or competence in relation to agreed learning outcome(s) and assessment criteria. The professional discussion is formally recorded by the Assessor. The professional discussion can also be digitally recorded so long as it is easy to locate the referenced criteria. 
When is this suitable?
·  To provide evidence of knowledge.
·  To provide evidence of understanding of a topic or work role.
·  To provide evidence of workplace practice that it is not appropriate to observe.



	Do	Do not

	Plan the discussion in advance of the agreed date, giving the learner enough time to prepare or gather sufficient valid evidence to support the discussion.

Ensure that the learner is aware of the requirements of the discussion.

Consider confidentiality when planning a location for the discussion.

Use language and terminology suitable for the level of the learner and the assessment.

Formally record a holistic view and narrative of the discussion, identifying which criteria has been met.

If using digital recording equipment agree this with the setting before use and ensure both the learner and Assessor identify themselves at the start of the recording.

Give verbal and written feedback to the learner as soon after the discussion as possible. The feedback should relate to the competency of the learner relevant to the specific   outcomes.
	Have a question-and-answer session.

Hold a professional discussion without having pre-planned the event.

Use this method for general group discussions in a class environment as each learner cannot be identified.







C: Expert witness evidence

Skills/competency	Yes	Knowledge/understanding	Yes



Introduction

This method must be used with professional discretion and centre staff should always refer to the guidance detailed in each specific qualification.

The breadth and range of activities covered in our qualifications mean that the Assessor may find it useful to draw on the testimony of expert witnesses as part of the assessment process.

Expert witnesses can be drawn from a wide range of people who can attest to performance in the workplace however, they must be familiar with the performance criteria for which they are providing testimony. The evidence must be provided by a credible witness (the Assessor should check this) such as a Line Manager or experienced colleague, so that they understand the person’s job role.

A qualified Assessor will make the final judgement about a candidate’s competence based on testimony provided by the expert witness together with other corroborating evidence.

Expert witness evidence can be recorded electronically or written/typed by the witness, and it must meet the tests of validity, reliability and authenticity.


When is this suitable?
· It is a useful way to capture evidence when the Assessor isn’t available, especially evidence that could be difficult to obtain.
· Expert witnesses can also be used to address any gaps in the technical and occupational competence of Assessors, and for confidential or sensitive activities that are not appropriate for Assessor observation.



	Do	Do not

	Make sure that the Expert Witness has a working knowledge of the assessment criteria on which their expertise is based.

Ensure that the Expert witness meets the requirements to fulfil this role stipulated by the relevant Sector Skills Council and refer to the relevant qualification handbook/specification for specific guidance.

Make sure that they have no conflict of interest in the outcome of the evidence.

The witness testimony needs to be individual to the learner (i.e., not a generic statement).

Ensure that Expert witness evidence is included in the IQA process.
	Forget that an occupationally competent Assessor will make all final decisions and be responsible for signing off the unit as complete.

Forget that it is not the Expert Witness who signs against the assessment criteria in the Learner achievement log.

Use Expert Witnesses where Direct Observation by the Assessor could be undertaken.




D: Learner's own work products

Skills/competency	Yes	Knowledge/understanding	Yes



Introduction

A work product is a resource which is used within the real work environment and produced, or contributed to, by the learner and used in the learner’s job role. This can include evidence such as copies of:

·  daily charts such as attendance or site safety checklist
·  completed records such as fire evacuation record or accident report
·  plans such as lesson plans or activity plans
·  non-confidential documents used in carrying out day to day activities
·  individual care plan reports
·  letters, emails, or information prepared and sent to others
·  reports
·  having contributed towards policies or procedures.

When is this suitable?
·  To inform a professional discussion and support the learner to show competence.
·  To provide some evidence of competency if Direct Observation is not possible due to confidentiality
NB: in some situations, sign-posting the Assessor to a work product that is confidential and kept in a secure place may be necessary.



	Do	Do not

	Analyse the work product information against the assessment criteria.

Ensure work products are completed, designed or contributed to by the learner.
	Use documents pre-written by someone else as evidence for the learner’s portfolio.

Breach confidentiality.

Submit a policy from the workplace as learner evidence as it does not demonstrate the learner’s understanding of the requirements of the policy.



E: Learner log or reflective diary

Skills/competency	Yes	Knowledge/understanding	Yes



Introduction
An ongoing record of activities carried out by the learner, with evaluation and/or reflection indicating how this provides evidence for the requirements of the assessment criteria. A learner should consider their actions or learning and the implications of these to suggest significant developments for future action/learning.
When is this suitable?
·  To evidence knowledge or support competence in assessment criteria or learning outcomes.
·  To show detailed understanding of a topic or work role.
·  As or when required by the assessment task.


	Do	Do not

	Ensure that the learner understands that the activities/entries need to be dated.

Ensure the learner understands that entries should be made regularly.

Ensure that the learner understands that descriptions need to be concise and clear.

Ensure that evaluation and/or reflection meets the assessment criteria.
	Forget to ensure that the learner is aware that they should not:

· use too many words
· include any confidential information
· be judgmental of work setting or colleagues.

Use reflective accounts or learner logs instead of Direct Observation in the real work environment.







[bookmark: _Hlk93501267]F: Activity plan or planned activity

Skills/competency	Yes	Knowledge/understanding	Yes


Introduction
This is a document which identifies the requirements of an activity and the expected outcomes for children, young people or adults. It identifies the resources required and considers any health and safety requirements.
When is this suitable?
·  When the learner has contributed to an activity.
·  When the learner has led an activity.
·  To provide supporting evidence for a professional discussion or Direct Observation.


	Do	Do not

	Ensure that the learner supports the child/ children, young person/people or adult in the activity.

Ensure that the learner understands that when the activity is completed, they should review and reflect on the process and practice.
	Forget to ensure that the learner is aware that they should not:

· be judgmental of work setting
· lead the activity unless that is part of the planned activity.



G: Observation of children, young people, or adults by the learner

Skills/competency	Yes	Knowledge/understanding	Yes



Introduction
A document that records information about children, young people, or adults in a variety of situations or activities which will lead to an understanding of the development and needs of children, young people or adults. Observations must have a focus and be carried out in order to assess the child, young person or adult in a manner that supports their learning
and developmental or needs. Observations must be analysed and used to inform the next steps to be taken i.e., planning activities to support development, informing reports, care plans.

When is this suitable?
·  When required in the work role.
·  When required by the assessment criteria such as a longitudinal study.



	Do	Do not

	Ensure that the learner has:

· gained written permission to carry out the observation from the work setting and parent/carer/named or nominated adult

· chosen a relevant method of observation

· planned observation processes carefully

· evaluated and analysed the observation to ensure that information can support the development and well-being of the child, young person or adult

· linked observation to development stages and individual needs

· maintained confidentiality

· made sure all relevant parties can understand the observation e.g.: children, parents, carers, young people, adults.
	Forget to ensure that the learner is aware that they should not:

· be judgemental of work setting or colleagues

· name the child, young person or adult being observed when including the observation in the Learner portfolio

· influence the child, young person or adult whilst recording an observation.



H: Portfolio of evidence

Skills/competency	Yes	Knowledge/understanding	Yes


Introduction

A collection of evidence used to show competence or knowledge. This can be in any chosen format i.e., paper based, electronically created and stored etc.
When is this suitable?
·  When required by the assessment task.
·  When relevant to the work role.
·  When it meets individual learner needs.



	Do	Do not

	Check whether another evidence method is more suitable.

Make sure the learner understands what the learner needs to do from the planning to produce evidence that will be relevant for their portfolio.

Analyse the evidence against the assessment criteria.  Make sure that the evidence is the learner’s own work.

Use the evidence across units where possible (holistic assessment).
	Do not forget to ensure the learner is aware that they should not put any evidence in that is not required to meet the assessment criteria.



I: Recognition of prior learning

Skills/competency	Yes	Knowledge/understanding	Yes

   
       Introduction
       This assessment method should be used with professional discretion and centres should refer to our    Recognition of     Prior Learning (RPL) Credit Accumulation and Transfer (CAT) policy located on our website for further guidance.

     What is prior learning?
A method of assessment that considers whether the learner can demonstrate that they can meet the assessment   criteria for a unit through knowledge, understanding or skills that they already possess so may not need to develop through a course of learning. Learners should be made aware of the opportunities for RPL when registering for a qualification.
If learners can produce relevant evidence, that meets assessment criteria requirements then, recognition can be given for their existing knowledge, understanding or skills.
If a learner can meet all the learning outcomes and assessment criteria in a unit, then they can claim credit for that unit solely based on their RPL achievement. If however, evidence from RPL is only sufficient to cover one or more assessment criteria, or to partly meet the need of an assessment criteria, then additional assessment methods should be employed to generate the sufficient evidence required to make a safe assessment decision.

  When is this suitable?
· When a learner has evidence of previous achievement (learning) that could be assessed against criteria within a qualification.





















	Do	Do not

	Make sure the centre has a policy, process, procedures, or system in place to enable recognition of prior learning.

Consider conducting a professional discussion to ensure the learner has maintained knowledge to meet the requirements of the assessment criteria.

Ensure learners have successfully completed the assessment criteria for the whole or part of a unit within a qualification.

Ensure the evidence is current, valid authentic, sufficient and reliable.

Ensure learners have evidence of recent prior study which meets assessment criteria of the current programme of study being undertaken in full.

Ensure RPL evidence is included on the appropriate sampling plan as an assessment method and subject to IQA.
	Over assess learners for learning they have clearly evidenced.

Do not use evidence of prior learning that is similar to assessment criteria, but which has been met at a level lower than the current programme of study being undertaken by the learner.

Do not use Prior learning that is not current in meeting the qualification.

Do not use Prior learning that has been referred by an Assessor.

Do not use Prior learning that has not been assessed by an Assessor.
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J: Reflection on own practice in a real work environment

Skills/competency	Yes	Knowledge/understanding	Yes


Introduction

A discreet piece of work where learners should consider their actions, experiences or learning and the implications of these to suggest significant developments for future action, learning or practice.

When is this suitable?
·  To evidence knowledge or competence for a competence-based learning outcome.
·  To show in depth understanding of a topic or work role.
·  To support Direct Observation or provide evidence of skills/competency when direct observation is not an appropriate method due to confidentiality such as safeguarding, when an in-depth review of an action or process is required.



	Do	Do not

	Make sure that there is evidence of review and reflection. 
Ensure that the learner understands the need to:
· make sure that the initial description of action, experiences or learning is clearly written

· make sure that the account is truly reflective and not just a description of the events and written in the first person

· make sure that there are references to developments and future actions or if no developments are required, state why

· make sure they are self-evaluating whilst reflecting	and relate to their own work practice.
	Accept descriptions as reflective accounts.

Forget to ensure that the learner is aware that they should not:

· include any confidential information

· be judgemental of work setting or colleagues.




K: Written and pictorial information

Skills/competency	No	Knowledge/understanding
Yes


Introduction

A combination of written and pictorial information produced by the learner to meet a particular user need. This could include any of the following types of evidence:

· Information     cards - these are cards that the learner will have prepared for a child, young person, or adult in order to present information in a way that the user is able to understand.

· Poster, advert, leaflet, or booklet - a creative method of presenting information which enables the learners to use pictorial or diagrammatical skills in addition to written text.

· Chart or diagram - a logical or sequential or pictorial method of presenting information which supports different learning styles.

· Information board - a series of presentations providing information relevant to the reader.



When is this suitable?
·  When presenting straightforward information required by the assessment task.
·  To evidence knowledge in a knowledge or skills/competence-based learning outcome.
·  To show in-depth understanding of a topic or work role.
·  When information required is most appropriately presented in one or other of these formats.
·  To provide information to a specific client group in a work setting.



	Do	Do not

	Ensure all the information is relevant to the assessment criteria.
Make sure the product is the learner’s own work. Ensure that the learner is aware of the need to:
· title and clearly label the information where appropriate
· ensure any information from other sources is identifiable	and attributed
· display the information clearly giving attention to spelling, grammar and punctuation.
	Allow the learner’s pictorial or diagrammatical skills to influence assessment decisions.

Do not forget to ensure the learner is aware that they should not:
· allow the design to override the information required to meet the assessment criteria
· spend too much time on design
· put too much information on charts or diagrams
· make a direct copy of printed or previously produced information.
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L: Scenario or case study

Skills/competency	No	Knowledge/understanding	Yes


Introduction

This is a detailed description of an activity, incident or story of a work setting.

When is this suitable?
·  When written to introduce the assessment task.
·  When written as an introduction to a set of questions.
·  When it provides a context that will engage the learner and provide the opportunity to demonstrate in-depth knowledge and understanding



	Do	Do not

	Ensure that the learner answers any questions or tasks in the context of the scenario or case study given.

Ensure that the learner is aware of the need to:
· link practice to theory where required
· analyse and evaluate where required
	Introduce issues into the scenario or case study which may detract from the assessment, or which will not be directly relevant to the task or questions.

Do not use in place of a Direct Observation in the workplace.









M: Task set by us

Skills/competency	No	Knowledge/understanding	Yes


Introduction

A task written by us to enable the learner to evidence ‘knowledge’ learning outcomes as applicable.
When is this suitable?
·  For ‘knowledge’ learning outcomes only.
·  When selected by the Assessor or learner.



	Do	Do not

	Use for ‘knowledge’ only learning outcomes.
	Use as evidence of skills/competency learning outcomes.

Change the wording of the NCFE/CACHE task as this may devalue the level of the task or pose a risk to the integrity of the assessment.



N: Oral questions and answers

Skills/competency	Yes	Knowledge/understanding	Yes


Introduction

Oral questions posed by the Assessor to enable the learner to evidence knowledge and understanding in relation to specific aspects of assessment criteria. Oral questions and answers do not need to be pre-planned but must be formally recorded by the Assessor. It is anticipated that oral questioning would be used to supplement other appropriate assessment methods to draw additional information out of the learner.
When is this suitable?
·  To show in depth understanding of a topic or work role.
·  To provide evidence of knowledge within a workplace practice that it is not seen fully during observation.
·  To provide evidence of sufficiency of knowledge.





	Do	Do not

	Ensure that a question is only used to confirm understanding or knowledge against a specific assessment criterion.

Formally record the Assessor’s question and the learner’s answer.

Analyse the record of answers against the assessment criteria.
	Do not have a question-and-answer session to cover whole learning outcomes or whole units.
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