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Assessment

Assessment of candidates is the process of determining whether or not the candidates have achieved a specified level of performance or ability. This may involve formal examinations and assignments which are conducted to a specific timetable, but in the case of the assessment of competence in the workplace may involve a range of activities designed to provide evidence that the candidates have achieved the required standard or criteria. 

For regulated qualifications, candidates are required to pass units in order to obtain the qualification. The particular units that a candidate has to pass are specified by the Awarding Organisation that confers the qualification. Some qualifications may be obtained by passing just one unit, other qualifications may require ten or more units to be achieved.

In order for a candidate to pass a unit, he or she must satisfy the Awarding Organisation that they have achieved the learning outcomes for that unit. Learning outcomes state what a candidate should know, understand or be able to do. In order to achieve the learning outcome, candidates must meet the assessment criteria specified for that particular learning outcome.  Assessment criteria specify the standard a candidate is expected to meet and make clear what the candidate needs to be able to demonstrate in order to achieve the learning outcome.

For example, if a learning outcome stated: The learner is able to turn a motor vehicle 180°on a public road,

the assessment criteria might be:

1. Check that it is safe to move the vehicle before starting manoeuvres

2. Use the vehicle’s controls appropriately to manoeuvre the vehicle through 180°.

3. Ensure the safety of pedestrians and other road users by monitoring the position of these in relation to the position of the vehicle 

4. Maintain a speed whilst moving that is consistent with the road conditions and ensures the safety of the driver, other road users, pedestrians and the vehicle.

An assessment must provide candidates with the opportunity to demonstrate that they can meet some or all of the assessment criteria and learning outcomes for a unit. Depending on the requirements of the units in a qualification, an assessment might provide an opportunity for candidates to meet some or all of the learning outcomes and assessment criteria for more than one unit.

For vocationally related qualifications and units, the assessment of competence (the ability to carry out a job or task to the required standard) may be required. This usually requires assessment in the workplace, a workshop or in a realistic working environment by methods such as:

· Observation
· Professional Discussion
· Witness statements
· Questions 

· Personal Statements

A combination of these methods will enable the candidate to provide evidence that they meet the learning outcomes and assessment criteria for a unit. The assessors’ role is to work with the candidate to determine what evidence might be valid (relevant to the assessment criteria) and how it can be obtained, and to then judge whether or not the evidence presented is authentic (relating to the candidate), current and sufficient. It is unlikely that a candidate would be able to demonstrate achievement of a learning outcome or unit on evidence obtained solely by one of these assessment methods. It is also important to note that a candidate must achieve all of the assessment criteria and learning outcomes of a unit to be awarded that unit. 

Evidence of Assessment

During assessment an assessor might use a tool such as a checklist and their judgement and experience to determine whether or not a candidate has met the assessment criteria. Although this will enable the assessor to satisfy him / herself whether or not the candidate has achieved a particular learning outcome or unit, it will not be sufficient to satisfy an external verifier (EV) that the learning outcomes or units have been achieved.

The EV is appointed by the Awarding Organisation and is independent of the assessor. Their role is that of quality assurance, to scrutinise the judgements made by the assessor and confirm that the judgements made are appropriate. The assessor therefore has to provide the EV with evidence of assessment which will demonstrate to the EV how the assessor reached their judgement on a particular candidate. 

Evidence of assessment is unlikely to be provided by (for example) a check-list with a series of boxes ticked. The check-list should include a commentary to provide detail and explain why the assessor believes that the learning outcome or specific assessment criteria have been achieved. The EV would expect to receive a number of items of evidence of achievement for the same learning outcome (for example assessor Observation combined with Witness Statements from line managers). Additional evidence could be provided by photographs, completed work products and digital recordings or transcripts of a Professional Discussion. 

Portfolio of Evidence

Evidence of achievement and evidence of assessment for all of the learning outcomes and units for a particular qualification need to be combined into a portfolio of evidence for submission to the EV. The construction of this portfolio, how the candidate can provide evidence that he / she has achieved the various learning outcomes, how the assessor can provide evidence that his / her judgements are correct, all need careful Planning by both the candidate and assessor. Evidence portfolios should provide evidence of a balance of assessment methods, to include assessor Observation of the candidate’s work, Questioning, Witness Statements etc. The evidence presented should be cross-referenced to the specific assessment criteria and learning outcomes for the qualification units. For RSPH qualifications this can be achieved by use of the Candidate Assessment Summary Forms for the qualification obtainable from the Centre Resources area of the RSPH web-site.
Assessment Planning

Assessment of candidates in the workplace will normally require a range of activities in order to provide evidence of achievement for the candidate to present to the assessor, and evidence of assessment for the assessor to present to the external verifier. 

The assessment process therefore has to be planned carefully in order to ensure that the candidate can achieve all of the learning outcomes of the units in the qualification being taken, and that the evidence provided is able to be verified.

It is important that the assessor discusses the requirements and options for workplace assessment with the candidates at an early stage in the process. This can be on a one-to-one basis or as a group discussion if part of the course leading to the qualification includes all of the candidates being brought together at the centre for tuition. Different methods of assessment, evidence requirements and how the candidates can provide evidence of meeting the learning outcomes and assessment criteria all need to be covered. Candidates will also need to be advised on how tp put together their portfolio of evidence and any specific requirements for this

Candidates need to know what evidence the assessor will be looking for in advance of any workplace visit, and the assessor will need to ensure that the candidate will be undertaking a particular activity or operation during the time of the visit if the assessor is to carry out an Observation of the candidate working, and that workplace supervisors or other line managers will be available during the visit to provide evidence if required. If Witness Statements are to be used as evidence of achievement, the potential witnesses need to be notified of this in advance, their agreement obtained and also be informed of the requirements for the statement. 

If Workplace Diaries are to be included in the portfolio of evidence (for example to demonstrate that a particular work activity has been carried out on a number of occasions) the assessor and candidate may need to discuss the level of detail that will be required in the diary. The diary on its own will only provide part of the evidence so the assessor will need to set aside time with the candidate and / or line managers to confirm this evidence by the use of Questioning or Witness Statements.

A pro-forma that can be used for assessment planning is shown below. Care should be taken to ensure that the assessment plan includes all of the assessment criteria for all of the learning outcomes of a unit.
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Assessment Plan
Unit 
Candidate Name                                                          
	Evidence to be obtained
	Learning Outcome / Assessment Criterion
	Date / Visit Number

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 

	 
	 

 
	 


 

Observation

Observation by an assessor is a key piece of evidence. It is arguably the most valid and reliable form of evidence for assessment of competence (the ability to carry out a job or task to the required standard). Direct observation of the candidate carrying out a specific activity or task by an assessor will ensure that the evidence is current and authentic. For the assessment of work-related units observations would normally occur in the workplace, but for some activities observation could be in a realistic work environment in order to avoid hazardous situations or the use of hazardous chemicals and equipment.

It is important that the assessor records what they see. No evidence of assessment is provided by a statement such as “I observed Fred carrying out his duties to the required standards”. The assessor should break the task down and record exactly what is seen to enable the EV to confirm the assessor’s judgement concerning achievement of the assessment criteria.

The learning outcomes and assessment criteria for which the observation provides evidence of attainment should be recorded and linked to the account of the observation (eg in a margin provided for this purpose on the report form). This ensures that the learning outcomes and assessment criteria are related to what has been observed. 

Ideally observations should be holistic in nature, i.e. providing evidence for a number of learning outcomes and assessment criteria and possibly from more than one unit for the qualification. 
The context and objectives of an Observation are important and should be noted at the beginning of the observation record. This will help the external verifier decide if the observation record provides relevant evidence of attainment.
Advance Planning with the candidate is key to a successful Observation. The work activities that the candidate will be carrying out during the assessor’s time at the workplace must provide suitable opportunities for gathering evidence for the required learning outcomes and assessment criteria. Observations will often be combined with a Professional Discussion and Questioning, plus discussions with writers of Witness Statements at the same visit, so planning will help to make the visit go smoothly and avoid any waste of time. Flexibility is also important; if situations arise outside of the plan which may provide assessment evidence they should be taken advantage of.

Questioning should be used during the Observation to seek more in-depth understanding or clarification. After the Observation any supplementary questions that are necessary to make sure that the candidate understands the operation he/she has been observed carrying out should be asked. Details of these questions and the candidate’s responses must be recorded if they are to provide evidence of assessment.

The assessor should always make sure the candidate is given feedback and that any other assessment requirements are agreed, especially if a further Observation is needed. Further observations may be necessary due to the assessment requirements of the Awarding Organisation or SSC, because the observed activities did not provide enough evidence for all the learning outcomes / assessment criteria wanted or because on the occasion of the workplace visit the candidate did not meet the required standard.
If possible any product created during the work activity observed should be included as evidence, or photos or video of the product could be taken during the observation.
Observation records should be produced in a Template that has space for recording the learning outcomes and assessment criteria for which evidence is provided (and also units if the observation provides evidence across more than one unit) and an area for signatures of the assessor and candidate and any witnesses to the observation carried out, attesting to the authenticity of the observation. Any individuals referred in the observation record (other than the candidate) should be identified in terms of their relationship to the candidate (eg supervisor, colleague).

Some records of observations are shown overleaf, one providing good evidence of assessment in terms of detail and one not! There should be sufficient detail in the record to enable the External Verifier to determine that the assessment decisions are valid (NB detail need not mean length, one of the records provided is very long, but this may be because the observation provided evidence for a large number of assessment criteria). These records do not show links to learning outcomes and assessment criteria and neither of them are prefaced by an introduction which outlines the context and objectives of the observation. The records are taken from SQA Understanding Standards (www.understandingstandards.org.uk ).
Observation 1

When I arrived to assess Ken today he was updating his Monitoring Form for the homeless unit using Excel. He explained that he needs to update this on a daily basis and it is used to provide information to Sue on the occupancy of the rooms. If rooms are unoccupied Ken needs to find out why and ensure they are back into use as quickly as possible. 95% occupancy is the rates Charity are looking to have. This is collated monthly and yearly and is used to judge the success of the project. Ken used the Daily Log kept by staff which shows who is currently registered to use the facilities here. If a resident is checked out he updates the Departures sheet. Some residents have passes so they can spend the night with friends or family but this is carefully logged as a client who is able to spend many nights away should not be classed as homeless and other people could make better use of the opportunity. 

Ken showed me the Length of Stay, this is a very important part of the analysis as residents have access for a total of three months then they need to be moving on either into private housing or council housing. Some residents are family groups, others are couples but it is mainly single people who come to the project. Ken explained that all residents are supported by a keyworker and frequently have a social worker working with them to get them back onto the housing ladder. The data is organised by room and any unoccupied rooms, there were two last night, are easily spotted as they have no occupant against them.

Ken looked up the repairs book and saw that room A6 was waiting for an electrician to fix a socket – this has been arranged for today so the room should be available for tonight. He told me that A26 needed to be redecorated as the previous tenant had damaged the walls and soiled the carpet. Ken got an update from Tony who confirmed the plasterer had come yesterday and the painter was coming later this afternoon to repair the damage. Ken then spoke to Jenna who confirmed that the cleaner had managed to get the carpet cleaned and Ken told me that the room should be ready for re-occupation by tomorrow. 

Room A29 was unoccupied last night as the previous resident left the project late on in the afternoon and there was not enough time to get the room checked ready for habitation last night. Ken told me a new resident has been allocated to this room and they are undergoing their orientation at the moment. He will report this information this afternoon to Sue during their briefing. Ken said that before the Repairs Book was introduced some minor repairs were going unreported and rooms were lying empty for days at a time because no-one had reported the damage and arranged for repair. Ken said he inspects the Repair Book daily and this forms part of his meeting with Sue – she doesn’t need to know the intricate details just what the problem is and when it will be resolved. Ken showed me the occupancy figures since the Repairs Book was introduced in October, the number of void rooms has reduced dramatically owing to small problems but major damage such as fire damage can still take a room out of use for a couple of weeks. Sue is pleased that this simple step has made such a difference to occupancy levels.

Ken showed me his cumulative Monitoring spreadsheet, this is split by month and has quarterly totals. It summarises the monthly totals and details which rooms were void and why. There was a period in September when referrals were down, this was noticed quickly and dealt with. He provided a sample of a month and a quarter as evidence. I also observed him updating his daily monitoring information sheet. From the spreadsheet files it is obvious that Ken has been amassing this information over the past year and can provide information to Sue whenever she needs it regarding occupancy, reasons for void rooms, referrals, refusals of referrals and evictions. The results are unbiased as they are based on a very specific categorisation of each entry and exit to the project. Ken showed me the formulae he has used in his spreadsheet and explained he had tested this with easy to calculate test data when he was setting it up. He explained that initially this information was just used within the project but it is now sent weekly and monthly to the Council via email. The spreadsheet has grown as a result of requests for additional information but Ken was able to check the paper records and retrospectively include all the information required for the months prior to the additional data requested. He said the format of the spreadsheets had been developed over time but provides an accurate and detailed record on who has been referred and tracks them through their stay. It also details any specialist help that has been requested for that resident.

Additional evidence and clarification:

Ken provided a copy of the daily monitoring form he updated today for current and departed residents, a copy of the monthly monitoring form for December 2011 and for the Quarter October – December 2011. He also submitted the Information Sheet he uses to track residents and their status for the monthly stats.

Comments/feedback to candidate:

Good observation today Ken, well done. This is good evidence for Unit XXXX and it is clear that your analysis of the information as it develops helps to ensure that the project runs smoothly with maximum occupancy.
Observation 2

Today I observed Ken agree with Sue the aims, objectives and deadline for the information search she had asked him to carry out. 

Ken identified the sources of information he was asked to research. He checked for and obtained the information and checked it was suitable for this purpose. 

Ken met his deadlines for completing the research and identified and selected relevant, valid and reliable data. 

Ken recorded the data and stored it securely. 

He made a record of the information sources he had used and obtained feedback from Sue on what he had researched.

Personal statements

A personal statement can be thought of as a Witness Statement written by the candidate. This is often an account of how the candidate performed a particular task or sequence of tasks, but it is important that they are not used as a substitute for more objective / independent assessment methods.

The Personal Statement needs to be sufficiently detailed so that it can be used as evidence for specific learning outcomes and assessment criteria, candidates should use the personal statements to justify why they carry out an operation in a particular way, and should explain why alternative approaches are not used. It is important to note that a Personal Statement only provides evidence of a particular situation or event. It is the assessor’s role to determine if the statement provides evidence of achievement of a learning outcome or assessment criterion.

The assessor should discuss the statement with the candidate and use Questioning to confirm that it is the candidate’s own work and that it is an accurate account of how the task or series of tasks is undertaken by the candidate. A line manager or supervisor should also be asked to attest to the statement’s accuracy.

Personal Statements should be produced in a Template that has space for the assessor to record the learning outcomes and assessment criteria for which the statement provides evidence (and also units if the statement provides evidence across more than one unit) and an area for signatures of the assessor and candidate, attesting to the authenticity of the statement (and also any line manager or supervisor of the candidate who is asked to verify the statement). The learning outcomes and assessment criteria for which the Personal Statement provides evidence should be agreed by the candidate and assessor.

An account of the Questioning by the assessor to authenticate the Personal Statement should accompany the statement.

Without additional supporting evidence the personal statement will not provide suitable evidence of achievement. The personal statement must be accompanied by assessor Questioning or a Witness Statement from a supervisor or line manager to authenticate any claims made by the candidate. The personal statement can, however, be an effective means of demonstrating knowledge and understanding.
Professional Discussion
A Professional Discussion is a two way conversation between the assessor and candidate. It can be used to provide evidence for competency-based learning outcomes or to assess the knowledge and understanding of a candidate for a competency unit, but its effectiveness may be affected by the communication skills of the candidate and the ability of the assessor to ‘draw out’ the required information. Planning and preparation are essential for this as time will need to be set aside if the professional discussion is to take place during a workplace visit (professional discussions could also take place during time-tabled tutorials set-aside for this purpose during formal tuition at the centre). The assessor should plan in advance which learning outcomes and assessment criteria will be covered but be prepared to widen the discussion if the opportunity arises.

If the candidate feels at ease, has agreed with the assessor in advance which learning outcomes and assessment criteria would be covered, and is well prepared for the discussion, then there is every chance the Professional Discussion will provide the evidence required. 
A professional discussion, coupled with Witness Statements and / or direct Observation in the workplace can provide sufficient evidence of achievement of a learning outcome or unit.

During a Professional Discussion the assessor should: 


· encourage the candidate by actively listening – making eye contact, nodding etc 

· remind the candidate to focus on the discussion if he / she starts to deviate from the agreed topics– there is a difference between leading the discussion and leading the candidate 

· gather evidence towards other learning outcomes or units if the opportunity arises

· provide feedback and agree the next steps (especially if additional evidence or assessment is required).

Professional discussions can be recorded by digital recorders, or an account of the discussion should be written either at the time of the discussion or as soon as possible afterwards. A transcript or log of any digital recording should be cross-referenced to the assessment criteria to facilitate internal and external verification. Transcripts should be countersigned by the candidate to confirm their authenticity. 

Accounts or transcripts of  Professional Discussions should be recorded in a Template that has space for recording the learning outcomes and assessment criteria for which evidence is provided (and also units if the observation provides evidence across more than one unit) and an area for signatures of the assessor and candidate. The account of the discussion does not need to be long, but it does need to be sufficiently detailed to ensure that the external verifier can confirm the assessor’s judgements. Any individuals referred in the account (other than the candidate) should be identified in terms of their relationship to the candidate (eg supervisor, colleague).

Professional Discussions may also arise from other assessment activities, for example Questioning or Observation could develop into a wider discussion that provides additional evidence of attainment.
An account of a workplace observation that developed into a professional discussion is shown below. This is taken from SQA Understanding Standards (www.understandingstandards.org.uk ). Occasions on which discussion took place are highlighted. The account should have been prefaced with an introduction which explained the context and objectives of the discussion and cross-referenced to the specific assessment criteria and learning outcomes.

When I arrived at Ken’s office today, I was escorted by Ken to his office from Reception. Ken made sure the security door was firmly closed behind us as we left Reception. When we arrived at Ken’s desk I observed him log into his pc by typing in his password. He explained it is company practice to lock the screen of any computer when away from his desk for any length of time.

I asked why this is important, Ken explained that this ensures unauthorised people can’t access information on the computer system and keeps the data secure. He explained that ensuring the security door is firmly closed is also company procedure and he would speak to Sue if he found the door lying ajar at any time. I asked if he had ever had any concerns about security or confidentiality, he explained that once he noticed his login was a term he didn’t recognise so he notified Sue of this when he noticed it.
Ken explained he had just received a stationery order. He told me that to ensure there is sufficient stock available of common items, he and Sue have agreed a minimum stock to hold of each thing. The more expensive or less frequently used items are only ordered when they are required and Ken explained this means he is not spending money on an item to sit on a shelf. He said that his supplier usually gets his order to him on a next day basis. Ken started off by showing me his stationery cupboard, he keeps this locked so he unlocked it and showed me that he has each shelf well laid out and items are labelled so he can see immediately if there are any items he has run out of. He has loaded the paper and other heavy items on the lower shelves and items such as scissors are placed with the blades facing towards the back of the cupboard, items are not stacked too high and where boxes are opened, the opened box is stored at the front of the shelf. I asked if running out of items happens often, he said that only occasionally does the last item get used, usually when he is on holiday. Ken explained that he tries to review his stationery weekly but only needs to make an order every fortnight or so. He said that he issues stationery to most staff but some staff have a key and help themselves.

Ken told me that most people are very good at letting him know when they have taken things and stocks are running low but some don’t and that is when items run out. Ken told me he does a full stock take every six months and showed me the form he uses to do this. He said the stock taking forms are kept and analysed along with the orders so Sue can see if the stationery budget is being kept to or if there are increases in usage of particular items, this is company procedure. Ken showed me the emails he had from colleagues requesting particular stock items, he said all staff know he orders stationery on a Tuesday and email him to let him know what they need. He told me that before he goes on holiday he emails all staff and asks for their stationery requirements so he can get this organised beforehand. He explained that he looked at the cupboard yesterday and checked his email requests, he said that where there is sufficient stock already in the cupboard to meet the staff request he would not order additional stock. 

He made his list of items then made out his online order to the suppliers ensuring he had the correct part number and quantity and that the description matched what he was looking for. I observed Ken checking the contents of the order against the delivery note, where he agreed that the item tallied with the number delivered he ticked the line on the delivery note then carefully stored the item in the stationery cupboard. He noticed a problem, he had ordered red pens and the delivery note said red pens but the box contained blue pens. He marked a cross against this item and said he would phone the supplier once he had finished with the delivery. The rest of the order was checked and put away without any problems. I then observed Ken ring his account manager, he used Marie’s direct number and explained the problem, giving the account number, the part number and description and explaining that blue pens had been delivered instead of red pens and the delivery note stated red pens. Ken agreed to photocopy the delivery note and attach it to the box of blue pens and confirmed with Marie that the delivery driver would pick up the box of pens tomorrow when he delivered a replacement box of red pens. Ken confirmed with Marie that a restock note would be raised against this item and a replacement delivery note will be provided with the box of red pens. Marie gave Ken a reference number which he wrote on the delivery note. 

He annotated the delivery note - ‘blue pens delivered in error, replacement being delivered tomorrow’ then put this in the basket for the accounts department. I then observed Ken deal with the staff stationery requisitions. He started by looking at the emails from staff, he printed out the email then picked the relevant items from the stationery cupboard, passed the items to the relevant staff member and had them sign the email to confirm receipt, this is in accordance with Charity’s procedures. He then brought the signed email back to his desk and filed this in his stationery folder. He moved the email into his stationery requests completed folder. He explained that the system is not foolproof as staff are able to access the cupboard in evenings and at weekends but he has spoken to Sue about this and suggested a nominated person records any items removed from the cupboard and gets the recipient to sign for the item. 

Additional evidence and clarification:
Ken will submit copies of the delivery note, a copy of the online order and samples of paperwork showing stock-take and confirming receipt of stationery by staff. I suggested he finds his email to Sue covering the changes to the stationery system he suggested or if he can’t find this gets a witness testimony from Sue.
Comments/feedback to candidate:
Thank you for the opportunity to observe you today Ken, this has provided good evidence against Units A101, B202 and C303, if Unit D404 was not already complete your call to Marie would have been further evidence for this unit too.

Questioning
Questions are used to: 


· establish a candidate’s Knowledge and Understanding 

· clarify something 

· find out how candidates would have dealt with an unexpected event 
and form an important part of candidate Observation and Professional Discussion.

Questions can be asked during a review of the candidate’s evidence portfolio to fill in any gaps in the evidence requirements that are not covered by other assessment evidence such as workplace Observation or Witness Statements. 

Questions can also be used to authenticate other evidence, such as Personal Statements or Work Diaries. 

There are many types of questions: 
	Closed
	Yes/No responses

	Open
	More than one word answers. Responses to “Why?”, “How?”, “Who?” etc

	Follow up
	To seek more depth or to confirm competence

	Hypothetical
	“What ifs?”


Questioning should arise naturally during an Observation or Professional Discussion. Appropriate questioning may result in an Observation developing into a Professional Discussion. Simply providing candidates with a set of written questions covering the Knowledge and Understanding requirements of a competency unit may enable the candidate to prepare suitable (or ‘required’) answers but will not enable the assessor to check that the candidate understands and knows the context of any operation that is being carried out.

Whenever questions are asked, whether as part of an Observation, Professional Discussion or in a general conversation about the candidate’s work, the candidate’s response (and the question asked) must be documented. Statements such as “The candidate was asked questions relating to ........ and gave appropriate answers” will not provide evidence of assessment for the External Verifier. 
Records of questions asked and the candidate’s responses should be produced in a Template that has space for recording the learning outcomes and assessment criteria for which the questions and answers provide evidence (and also units if the observation provides evidence across more than one unit) and an area for signatures of the assessor and candidate attesting to the authenticity of the record. If the questions and answers are part of an Observation or Professional Discussion they should be recorded on the Templates used for these.
Witness Statements

Witness statements can be used as evidence for achievement of an assessment criterion or learning outcome, but they should not form the only piece of evidence for a unit. The evidence portfolio should include additional evidence such as workplace Observation by the assessor, Professional Discussion etc. 

Witness statements can be completed by, for example, an employer, a practitioner, a work supervisor, or the candidate (these are Personal Statements). It can be someone who does not have direct knowledge of the qualification, unit or evidence requirements as a whole but who is able to make a professional judgement about the performance of the candidate in the given situation. A witness is someone who has seen a candidate’s performance at work and can provide a statement that will help the assessor judge the candidate’s competence.

It is important to note that a witness statement only provides evidence of a particular situation or event. It is the assessor’s role to determine if the statement provides evidence of achievement of a learning outcome or assessment criterion.

Witness statements are written or oral accounts of a candidate’s performance. Witnesses must only describe what they observed the candidate doing, they should not refer directly to assessment criteria or state that the candidate successfully achieved a learning outcome. This is an assessment decision which can only be made by the assessor who will evaluate a number of different pieces of evidence to determine whether or not the candidate has met the assessment criteria for a learning outcome (see below). 

Assessors should discuss the statement with the witness to ensure its authenticity and accuracy. Witness statements do not have to be written by the witness: they may be recorded by the assessor after discussion with the witness and confirmed as accurate by the witness. 

Witness statements must include the following information:

· signature of the witness and date
· the  relationship of the witness to the candidate
· the number of times the candidate was observed by the witness
· an indication of the standard at which the work was carried out.

They must be sufficiently detailed to enable the assessor to determine if there is evidence of achievement of a particular learning outcome or assessment criterion. Witness statements must only refer to what the witness has themselves observed, it must not refer to what the witness has been told by other members of staff. If necessary these members of staff should supply their own witness statements. 
The witness statement does not confer an assessment decision. This is the role of the assessor who must: 

· consider all the information in the witness statement

· note the relevant professional skills of the witness to make a judgement of performance (ideally the witness will provide a CV if their professional skills are not evident from the position that they hold) 
· determine which learning outcomes / assessment criteria the statement provides evidence for

· consider the amount of involvement or supervision of the witness with the candidate
· review supporting evidence when making an assessment decision

· review the statement with the candidate to enable a greater degree of confidence in the evidence

· be convinced that the evidence presented by the witness statement is valid, sufficient and authentic.
The assessor will also need to take witness testimony, and the extent to which it provides the required evidence, into account when Planning any further assessment of the candidate.

Witness statements should be produced in a Template that has space for the assessor to record the learning outcomes and assessment criteria for which the statement provides evidence (and also units if the witness statement provides evidence across more than one unit) and an area for signatures of the assessor and witness, attesting to the authenticity of the statement. 

Information relating to the witness, such as CVs etc, should be included in the candidate’s evidence portfolio.

Examples of witness statements are shown overleaf.

Examples of Witness Statements

(from SQA Understanding Standards www.understandingstandards.org.uk) 
	 I hereby confirm that I have observed Ken D Date over a period of time to witness his competence in delivering a presentation. During this period he has consistently: 


	1 
	Choose equipment and plan how to use the equipment’s features to best effect 
	( 

	2 
	Develop contingency plans in case of equipment failure or other problems 
	(

	3 
	Practice and time the delivery of the presentation 
	(

	4 
	Obtain feedback on the presentation and make necessary adjustments 
	(

	5 
	Make sure the equipment and resources are in working order 
	(

	6 
	Make sure the audience receive presentation materials 
	(

	7 
	Introduce self to the audience and state the aims of the presentation 
	(

	8 
	Address the audience by speaking clearly and confidently, using language which is appropriate to the topic and the audience 
	(

	9 
	Use equipment, where appropriate, to enhance the presentation and deal with any problems that may occur 
	(

	10 
	Vary your voice tone, pace and volume to emphasise key points and maintain the audience’s interest 
	(

	11 
	Use your body language in a way that reinforces your message 
	(

	12 
	Gauge audience reaction during the presentation and adapt accordingly 
	(

	13 
	Summarise the key points 
	(

	14 
	Provide the audience with the opportunity to ask questions 
	(

	15 
	Listen carefully to questions and respond in a way that meets the audience’s needs 
	(

	16 
	Collect feedback on the presentation 
	(

	17 
	Reflect on own performance and identify learning points 
	(

	18 
	Evaluate the presentation and identify changes that will improve future presentations 
	(


The checklist above has been taken from the assessment criteria for the unit. It does not provide evidence of assessment that can be verified by the EV. In order to provide this evidence each of the points in the checklist should be accompanied by a short narrative which explains how the criterion was met, what was observed, what corroborating evidence there may be (for example, for point 6 a copy of the presentation materials could be provided) etc.

 I confirm that Ken Date regularly analyses and reports data in a number of ways. Ken recently told me he was concerned with the stationery budget as we were spending ahead of schedule. I asked him to analyse this and report his findings to me by the end of the week. He analysed the breakdown of invoices and concluded that one branch office was vastly overspending compared to the other two, bigger offices. He suggested that an order approval system be implemented to control this. I was surprised by the discrepancy of spend related to areas and found Ken’s reporting of the facts helpful. The result was unbiased and his conclusion has resulted in bringing in an order approval system so this situation cannot recur. He also discovered a number of invoices that had been wrongly coded. Ken discussed his findings with me. Ken presents his data to me well within timescales or explains why a timescale cannot be met – usually as a result of information being unavailable to complete his analysis. Ken uses a variety of analysis and evaluation techniques and is very good at setting up spreadsheets to efficiently organise information and manipulate and process it. He always ensures that the data he is using is reliable and current getting information from staff members, our management information systems and the internet.
In this statement the witness is not attempting to state that learning outcomes have been achieved or assessment criteria met, but the information provided in the statement will enable the assessor to use it as evidence of achievement. 
Work Diaries

Work diaries on their own will not provide sufficient evidence of achievement for an assessor to ‘sign-off’ a learning outcome or assessment criterion. They can, however, be used as evidence that the candidate has carried out particular tasks or activities over a period of time. 

The entries in a work diary must be confirmed as accurate by a supervisor or line manager, who must also explain how they know that the diary is an accurate account. They can be used as part of a Witness Statement or Personal Statement or form the starting point of a Professional Discussion with the assessor. 

The work diary can be an official document that is routinely used in the workplace (eg a workplace log that has to be completed and signed-off every time that a particular activity is undertaken) or it could be something that the candidate is asked to complete in order to produce evidence for the assessor (such as a reflective journal).

In the latter case the format of the diary should be agreed between the assessor and the candidate. The entries can then be discussed during a workplace visit or time set aside specifically for the purpose during a teaching day at the centre. Questioning of the candidate will authenticate the diary entries and can be used to confirm knowledge and understanding requirements for a unit.

Reflective journals and work diaries can be used as forms of Personal Statements, but as always the key requirement is that there is sufficient detail in the account.
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Competency Unit Candidate Assessment Evidence Form

Qualification Title

Unit 

Candidate Name



Assessment Form Reference No.








Evidence type: (Tick whichever is / are applicable)
Observation
            ( 
Personal Statement
(
Professional Discussion
( 

Witness statement
(
Questioning
            ( 
	Evidence
	LO / AC 

	
	

	Additional supporting evidence


	

	Comments / Feedback


	

	Signatures
Assessor

Candidate

Witness





Relationship of witness to








candidate
	Date


How to complete this form
	Qualification Title
	The name of the qualification to which this assessment relates should be entered here.

	Unit
	The name(s) of the unit(s) to which this assessment relates should be entered here.

	Candidate Name
	The name of the candidate as it will appear on any certificate issued by RSPH should be entered here.

	Assessment form reference no.
	The number entered here should facilitate an audit trail of candidate evidence and should be entered into the Candidate Assessment Summary Form against the relevant learning outcome and assessment criteria.

	Evidence Type
	Tick whichever type of evidence is provided by this form.

	Evidence
	This section of the form should contain a detailed account of the observations made, questions asked and their answers, or transcript of the professional discussion, witness statement or personal statement, and should be prefaced by a short paragraph outlining the context and objectives of the evidence. If this evidence is available in another format, such as a video or audio recording, reference to this should be entered here.

	LO / AC
	The learning outcome(s) or assessment criteria which are covered by the evidence should be entered here, on the same line as the relevant section of the evidence.

	Additional supporting evidence
	Any additional supporting evidence mentioned in the evidence section should be referenced here, such as finished work product, supporting witness statement, log of work carried out, etc

	Comments / Feedback
	The assessor should use this section to provide feedback to the candidate and indicate what evidence should be provided for any further visits. This will also provide additional evidence to the External Verifier with respect to the standard of the work.

	Signatures
	This section must be signed and dated by the assessor and candidate to confirm that the evidence is a true and accurate account. If the evidence is a witness statement the witness should also sign here and enter his / her relationship to the candidate. Any witness who is used to verify the details of a personal statement should also sign this section.
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