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1 Introduction

The attached document contains the Units which comprise the following SVQs:
Learning and Development at levels 3, 4 and 5

The document contains the NTO reference numbers for each of the Units which make up
the framework for the SVQ in Learning and Development at levels 3, 4 and 5.

Each individual Unit specifies the minimum quantitative evidence required, as devised by
the Employment NTO, comprising the following details:

¢ Product Evidence required
¢ learning programmes
¢ observation



Edited Extract — Employment NTO
assessment strategy (including A and

V uUnits)

| ntroduction

The standards require evidence of consistent occupational competence as defined by the

standards, through relevant work activities. A variety of assessment methods should be used

to confirm competence as defined in the standards. Assessment of knowledge should be
integrated with the assessment of performance wherever possible and appropriate.

The Employment NTO has an Awarding Body Forum which will implement and review
these Assessment Strategy arrangements in the light of the prevailing requirements of the

regulatory authorities.

Assessment of performance and knowledge in the wor kplace

All evidence must be derived from performance within the workplace, with the exception

of:

The standards relating to these aspects of competence have been identified and specific
forms of assessment attached to them as part of the assessment guidance. The following
table produces a summary of the relevant Elements:

Element and criterion | Preferred form of assessment
L5.1.h Assessor questioning using hypothetical context
L5.2d Assessor questioning using hypothetical context
L6.1.c Assessor questioning as to alternatives considered
L7.1.eandf Candidate presentation of ILT alternatives considered
L7.2.h Assessor questioning on checks conducted to ensure training
facilities meet HSEP requirements
L7.2. Assessor questioning using hypothetical context
L9.3.c,d, eandf Assessor questioning using hypothetical context
L12.2.b Candidate presentation of ILT alternatives considered
L13.1.eandg Assessor questioning using hypothetical context
L15.2.d Candidate presentation of ILT alternatives considered
L15.2.h Assessor questioning using hypothetical context




Simulated working conditions

Performance of rea work activitiesin the real working environment means that none of the
Performance Criteriain the standards require the use of simulations.

External quality control

Independent assessment

Thiswill require candidates to present a balance of evidence which must include a
substantive component which has been assessed by someone who is independent from the
candidate. Substantive is defined here as a primary piece of outcome evidence for one or
more Unit of competence. Independence is defined here as a competent job holder who is
qualified as an assessor but will not act as the candidate’ s primary assessor.

Therequirementsfor occupational competence of assessorsand verifiers

Assessors

All assessors selected by centres must have sufficient occupational competence to ensure an
up-to-date working knowledge and experience of the principles and practices specified in
the standards they are assessing.

Sufficient occupational competence is defined as:

¢ having held a post for aminimum of one year within the last two years which involved
performing the activities defined in the standards as an experienced practitioner

or

¢ being an experienced trainer or instructor of at least one year’s standing in the
competence area of the standards

and for both of the above

¢ having demonstrated updating within the last year involving at least two of the
following activities:
— work placement
— job shadowing
— technical skill update training
— attending courses
— studying for Learning and Development Unit
— study related to job role
— collaborative working with Awarding Bodies
— examining
— qualifications development work
— other appropriate occupational activity as agreed with the internal verifier

All assessors will have a sound working knowledge of the content of the standards they are
assessing and their assessment requirements. All assessors will either hold the relevant
qualification for assessors of national occupationa standards or have a development plan
indicating progress towards that qualification.



Assessors of assessor-candidates are required to have achieved their relevant A ssessor
Unit(s) before they can start to assess assessor-candidates. Similarly, assessors of Internal
and External Verifier candidates need to have achieved their own Assessor and Verifier
Units before they can start to assess Verifier-candidates.

Internal verifiers

All internal verifierswill have sufficient experience of having conducted assessments of the
specific national occupational standards they are verifying or in an appropriate and related
occupational area.

Sufficient occupational competence is defined as:

having been an assessor for the standards being assessed, or for a set of standardsin a
related occupational area, for aminimum of one year within the last two years

and

¢ having demonstrated updating within the last year involving at least two of the
following activities:
— attending Awarding Body verification training courses
— studying for a Learning and Development Unit
— study related to job role
— collaborative working with Awarding Bodies
— qualifications development work
— other appropriate occupational activity as agreed with the external verifier.

All internal verifierswill have direct responsibility and quality control of assessments of the
occupational standards or the quality assurance of the assessment process within an
assessment centre which has been approved by an Awarding Body.

All internal verifiers will have a sound working knowledge of assessment and verification
principles as defined in the national standards for internal quality assurance and the
particular internal verification requirements. All internal verifiers will either hold the
relevant qualification for internal verifiers of national occupational standards, or have a
development plan indicating progress towards that qualification.

Internal verifiers of assessor-candidates are required to have achieved their Internal
Verification Unit before they can start to internally verify Assessor-candidates. Similarly,
internal verifiers of internal and external verifier-candidates need to have achieved their
own Assessor and Verifier Units before they can start to internally verify Verifier-
candidates.



External verifiers
All external verifierswill be drawn from experienced senior practitioners in the broad
occupational area of the standards they will verify.

Experienced senior practitioner is defined as:
¢ having held posts of responsibility involving the monitoring and review of the
occupational competence of others

or

having been responsible for internal verification and assessment of national occupational
standards

and for both of the above:

¢ having demonstrated updating and continuing competence within the last year involving

at least two of the following activities:

— attending at least one external verifier induction/training event run by an Awarding
Body

— shadowing an experienced external verifier on centre visits

— collaborative working with Awarding Bodies such as redevelopment of external
monitoring systems

— study related to job role

All external verifiers will have a sound working knowledge and experience of vocational
assessment. They must also be familiar with internal as well as external verification
procedures as defined in the national standards for external quality assurance. They must
also demonstrate competence in the particular external verification procedures set down by
the Awarding Body for the qualification (including appeals and complaints procedures).

All external verifierswill either hold the relevant qualification for external verifiers of
national occupational standards, or have a development plan indicating progress towards
that qualification.

External verifiers of assessor-candidates are required to have achieved their External
Verification Unit before they can start to externally verify assessor-candidates. Similarly,
external verifiers of Internal and external verifier-candidates need to have achieved their
own Assessor and External Verifier Unit(s) before they can start to externally verify
Verifier-candidates.



Additional guidance for assessment of Assessment and Verification
Awards

Independent assessment

While the requirements for independent assessment will work for the Learning and
Development SV Q/NV Qs with eight or more Units, it will create problems with the single
Unit Awards, which could be interpreted to mean that the Unit has to be assessed twice,
once by the primary assessor and then again by an independent assessor. Thiswill have the
effect of undermining the primary assessor and making the process more cumbersome and
bureaucratic.

The Employment NTO proposes therefore that for the Single Unit Awards, independent
assessment should mean:

The candidate is required to present a substantive primary piece of outcome evidence for
each of the specified Units, which has been assessed by a second assessor who is
independent from the candidate. Examples include:

¢ Al1l
¢ A21

an Assessment Plan
an Assessment Plan

¢ V13
candidate
¢ V22

afinal report on avisit to a centre

an observation of an assessor conducting the assessment process with the

The independent assessor may be employed by the same Assessment Centre or by another

Assessment Centre.

In order to assess or

Assessor must

Internal Verifier

External Verifier

D32+ D33+ D35

D32+ D33+ D34 +
D35

verify acandidate for | have: must have: must have:
the Units below, the
Assessor/Verifier
must have the
following awards:
Al Al Al+V1 Al+V2
or or or
D32 + D33 D32+ D33+ D34 D32 + D33+ D35
A2 Al Al+V1 Al+V2
or or or
D32 + D33 D32+ D33+ D34 | D32+ D33+ D35
V1 Al+V1 Al+V1 Al+V1+V2
or or or
D32+D33+D34 |D32+D33+D34 |D32+D33+D34+
D35
V2 Al+V2 Al+V1+V2 Al+V2
or or or

D32+ D33+ D35




The SVQ Award Framework

Learning and Development level 3 (G71T 23)
Learning and Development level 4 (G71V 24)

Learning and Development level 5 (G71W 25)



Framework — level 3
Candidates must successfully complete atotal of eleven Unitsin all.

Mandatory Units:
Candidates must achieve all of the following Units:

Unit
G3
L16
L18
L3
L5
L6
L9

Title

Evaluate and develop own practice

Monitor and review progress with learners
Respond to changesin learning and devel opment
Identify individual learning aims and programmes
Agree learning programmes with learners
Develop training sessions

Create a climate that promotes learning

Optional Units:
Candidates must achieve two of the following Units:

L10
L11
L12
L13

Enable learning through presentations

Enable learning through demonstrations and instruction
Enable individual learning through coaching

Enable group learning

Plus two optional Units from:

Al
A2
L14
L15
L20
L23
L24
L4
L7

Assess candidates using a range of methods

Assess candidates performance through observation
Support learners by mentoring in the workplace
Support and advise individual learners

Support competence achieved in the workplace
Support how basic skills are delivered in the workplace
Support people learning basic skillsin the workplace
Design learning programmes

Prepare and devel op resources to support learning



Framework — level 4
Candidates must successfully complete atotal of twelve Unitsin all.

Mandatory Units:
Candidates must achieve all of the following Units:

Unit Title

G2 Contribute to the development of |earning within the organisation
G3 Evaluate and develop own practice

L17 Evaluate and improve learning and development programmes

L4 Design learning programmes

L5 Agree learning programmes with learners

L8 Manage the contribution of other people to the learning process
L9 Create a climate that promotes learning

Optional Units:
Candidates must achieve either Unit L2 or L3:

L2 Identify the learning and devel opment needs of the organisation
L3 Identify individual learning aims and programmes

Plusfour optional Unitsfrom:

Al Assess candidates using a range of methods

A2 Assess candidates’ performance through observation

L13 Enable group learning

L14 Support learners by mentoring in the workplace

L15 Support and advise individual learners

L16 Monitor and review progress with learners

L18 Respond to changesin learning and devel opment

L19 Provide learning and development in international settings
L21 Plan how to provide basic skillsin the workplace

L7 Prepare and devel op resources to support learning

V1 Conduct internal quality assurance of the assessment process



Framework — level 5
Candidates must successfully complete atotal of twelve Unitsin all.

Mandatory Units:
Candidates must achieve all of the following Units:

Unit

A7 (MSC)
G2

G3

L1

L18

L2

P8

Optional Units:

Title

Establish strategies to guide the work of your organisation

Contribute to the development of |earning within the organisation
Evaluate and develop own practice

Develop a strategy and plan for learning and devel opment

Respond to changesin learning and devel opment

Identify the learning and development needs of the organisation
Develop a strategy and plan for the promotion of equality of opportunity
and diversity

Candidates must achieve either Unit B3 or B5.

B3 (MSC)
B5 (MSC)

Manage the use of financial resources
Secure financial resources for your organisation’s plans

Plusfour optional Units from:

A8 (MSC)
C11 (MSC)
C13 (MSC)
L17

L4

L8

P13

Evaluate and improve organisational perfomance

Develop management teams

Manage the performance of teams and individuals

Evaluate and improve learning and development programmes
Design learning programmes

Manage the contribution of other people to the learning process
Design, deliver and evaluate changes to organisational structure

10



The

Units

Levels3,4and 5

L earning and Development — List of Units

Section 1: Agreed common evidence
Agreed Common Evidence for the Assessment and Verification Units

Unit Al
Unit A2
Unit V1:
Unit V2
Unit L1:
Unit L2:
Unit L3:
Unit L4:
Unit L5:
Unit L6:
UnitL7:
Unit L8:
Unit L9:
Unit L10:
Unit L11;
Unit L12;
Unit L13:
Unit L14:
Unit L15:
Unit L16:
Unit L17;
Unit L18:
Unit L19:
Unit L20:
Unit L21:
Unit L22;
Unit L23:
Unit L24:
Unit G2:
Unit G3:
Unit P2:
Unit P8:

Unit P13: Design, deliver and evaluate changes to organisational structure

Assess candidates using a range of methods

Assess candidates' performance through observation
Conduct internal quality assurance of the assessment process
Conduct external quality assurance of the assessment process
Developing a strategy and plan for learning and devel opment
Identify the learning & development needs of the organisation
Identify individual learning aims and programmes

Design learning programmes

Agree learning programmes with learners

Develop training sessions

Prepare and develop resources to support learning

Manage the contribution of other people to the learning process
Create a climate that promotes learning

Give presentations to groups

Enable learning through demonstrations and instruction
Enable individual learning through coaching

Enable group learning

Support learners by mentoring in the workplace

Support and advise individual learners

Review progress with learners

Evaluate and improve learning and devel opment programmes
Respond to changesin learning and devel opment

Provide learning and development in international settings
Support competence achieved in the workplace

Plan how to provide basic skills in the workplace

Introduce training for basic skillsin the workplace

Support how basic skills are delivered in the workplace
Support people learning basic skillsin the workplace

Contribute to the development of learning within the organisation

Evauate and develop own practice

15
15
15
18
20
23
25
27
28
30
31
33
34
36
37
39
40
41
43
45
47
49
50
52
54
57
59
61
63
65
66
68

Develop a strategy and plan to provide all people resources for the organisation 69

Develop a strategy and plan for the promotion of equality of opportunity

and diversity

11

70
71



Agreed Common Evidence for the Assessment and
Verification Units

The following provides the minimum quantitative evidence required for each Unit but it
must be remembered that it is necessary that al the performance evidence and all the scope
items are demonstrated for each Unit.

Unit ALl: Assess candidates using arange of methods

1 Evidence Requirements

Element AL1.1: Develop plansfor assessing competence with candidates

Evidence:
Three assessment plans for a minimum of two candidates (three plansin total).

Each assessment plan must:

+ cover one full Unit of competence which can be certificated (eg SVQ/NVQ Unit,
National Unit)

¢ indicate which assessment methods will be used
¢ say how and when the assessments will take place

Total:
Three assessment plans.

Over the three plans the assessor-candidate will:

¢ cover aminimum of 4 different assessment methods, including observation of the
candidate

provide one example of where others make a contribution to the assessment process (eg
expert witness testimony from advisers, mentors, line managers).

Provide arecord of written or oral explanation which:

states the assessment methods selected to assess specific aspects of competence

indicates why the assessment methods selected are fair, safe, valid and reliable indicators
of competence

¢ shows how others have been involved in the assessment process and their precise
contribution to the process:

12



Total:
One record.

¢ produce written progress reviews conducted with a minimum of 2 candidates, including
evidence of having updated assessment plans

Total:
Two written reviews.

Element A1.2: Judge evidence against criteriato make assessment decisions

Evidence:
Assessment evidence showing the assessor-candidate’ s decisions for the three assessment plans
generated for A1.1.

A record of written or oral explanation where the assessor-candidate presents how she or he has:

¢ used four different types of evidence (including observation) to demonstrate achievement
of the standards

explained how the assessment methods were implemented
evaluated the effectiveness of the assessment methods in the light of assessing candidates
demonstrated his or her competence in relation to criteriac, d and g for Element A1.2

Total:
One record.

Element A1.3: Provide feedback and support to candidates on assessment decisions

Evidence:

A minimum of one observation by the assessor of the assessor-candidate providing feedback to
one of the candidates planned for in A1.1. This must be supported by written or oral records of
the feedback given to the other candidate(s) planned for in A1.1.

Total:
One record of observation; two records of feedback.

A record of written or oral explanation based on feedback to candidates where the assessor-
candidate indicates how criteriaa, d and f were addressed. This explanation may be gathered
using a professional discussion

Total:
One record.

13



Element Al1.4: Contributeto theinternal quality assurance process

Evidence:

The assessment records for the different candidates planned for in A1.1 which have been used as
part of the internal quality assurance process.

Total:
A minimum of two records.

Written evidence of having contributed to internal standardisation procedures involving the
review of at least two pieces of evidence for each of two different candidates.

See ‘Sources of evidence' for Alin the publication Assessor/Verifier Units: Assessment
Guidance DB2889

Total:
Four reviews — one for each of the pieces of candidate evidence.

A written statement from the person responsible for internal quality assurance (eg an Internal
Verifier for SVQ/NV Q) that the assessor has contributed to agreed quality assurance procedures.

Total:
One statement.

2 Knowledge requirements

Note: The explanations required for any part of this section may be gathered using a professional
discussion.

Evidence:

A record of written or oral explanation by the assessor-candidate, during which the assessor-
candidate reviews any method of assessment not covered by performance evidence. The
explanation should:

indicate the validity and reliability of each method

review any potential issues of fairness and accessin relation to individual assessment
methods

¢ cover al of the following methods if not covered by performance evidence:

— questioning

— accreditation of prior experience and achievement

— formal testing

— projects and assignments

— simulations

— candidate and peer reports

— evidence from others.

14



A record of written or oral explanation of the following procedures used in the assessor-
candidate s centre. This should indicate:

+ how to provide access to assessments for candidates with individual special needs and
special assessment requirements

how disputes and appeal s about assessment decisions are handled
theinternal standardisation and quality assurance arrangements

how assessments are recorded

sources of information regarding assessment requirements and best practice

* & o o

A record of written or oral explanation covering any of the knowledge requirements which have
not been demonstrated through performance evidence.

Unit A2: Assess candidates’ performance through
observation

1 Evidence Requirements

Element A2.1: Agreeand review plansfor assessing candidates performance

Evidence:

Three assessment plans for a minimum of two candidates (three plansin total), covering a
minimum of two full components (Units) of aqualification (e.g. SVQ Units, National Units). Each
assessment plan must:

+ indicate which aspects of competence will be assessed by observation
¢ indicate how and when the observation of performance will be conducted

¢ indicate how issues of safety, minimum disruption to work activities and unobtrusive
assessment have been planned for

Total:
Three plans

Written outcomes from progress reviews conducted with a minimum of two candidates, including
evidence of having updated the assessment plans.

Total:
Two written reviews.

15



Element A2.2: Assess candidates’ performance against the agreed standar ds

Evidence:
The observation records showing the assessor-candidate’ s decisions for the three assessments plans
generated in A2.1.

Total:
Three records

A record of written or oral explanation, which may be gathered using a professional discussion, where the assessor
candidate indicates:

¢ how observation of performance was used to demonstrate the achievement of the
standards.

+ how the effectiveness of observation was evaluated in the light of ng candidates.

Total:
One record

Element A2.3: Assess candidates knowledge against the agreed standards

Evidence:
The knowledge evidence records showing the assessor-candidate’ s decisions for the 3 assessment
plans generated for A2.1.

Total:
Three records.

A record of written or oral explanation, which may be gathered using a professional discussion,
where the assessor-candidate:

+ explains how questioning was used to assess the knowledge requirements of the standards
+ evaluates the effectiveness of questioning in the light of having assessed the candidates.

Total:
One record.

Element A2.4: Make an assessment decision and provide feedback

Evidence:

A minimum of one observation by the assessor of the assessor-candidate providing feedback to one
of the candidates planned for in A2.1. This must be supported by written or oral records of the
feedback given to the other candidate(s) planned for in A2.1.

Total:
One record of observation; two records of feedback.

16



The assessment records for the different candidates planned for in A2.1, which have been passed on
to the person responsible for internal quality assurance of the assessment process (Internal
Verifier).

Total:
Two or three records.

A written statement from the person responsible for interna quality assurance (eg an Internal
Verifier for SVQs) that the assessor has contributed to agreed quality assurance procedures.

Total:
One statement.

2 Knowledge requirements

Evidence:
A record of awritten or spoken explanation of how the assessor-candidate:

identifies relevant evidence from candidates activities
identifies which aspects of competence can be assessed by observing performance

plans and conducts observation, and the factors which he/she takes into account during the
process

¢ identifies the aspects of knowledge that can be inferred from performance, and conducts the
guestioning of candidates taking the various factors into account during the process

Total:
One record.

A record of awritten or spoken explanation of the following procedures in the assessor-candidate’ s assessment centre:

+ how to provide access to assessment for candidates with individua special needs and specia
assessment requirements

how disputes and appeal s about assessment decisions are handled
theinternal standardisation and quality assurance arrangements

how assessments are recorded

sources of information regarding assessment requirements and best practice.

* & o o

Total:
One record.

A record of awritten or oral explanation to cover any of the knowledge requirements which have
not been demonstrated through performance evidence.

17



1 Evidence Requirements

Element V1.1:Carry out and evaluate inter nal assessment and quality assurance systems

Evidence:
A record of written or oral explanation, supported by detailed policies and documentation, of the
organisation’s procedures for:

quality assuring assessment decisions made in relation to one or more national awards

identifying and applying relevant performance measures in relation to one or more
national awards

recording assessment decisionsin away that meets externa awarding body requirements

conducting internal standardisation of assessment in away that meets both internal
quality assurance procedures and external awarding body requirements

¢ dealing with complaints and appealsin away that meets both internal quality assurance
procedures and external awarding body requirements

evaluating the effectiveness of internal quality assurance arrangements

keeping up-to-date with assessment, verification and quality assurance requirements
disseminating information on assessment and feedback from external verification
monitoring health and safety and equal opportunities policies and practices

* & o o

Total:
One record.

A record of awritten statement that the detailed systems documentation and evidence are
acceptable to external awarding bodies (via centre approval, Externa Verifier or systems verifier
reports).

Total:
One record.

Element V1.2: Support assessors

Evidence:

A list of assessors (which could include candidate-assessors) used by the centre for the same
qualification, with an explanation of the criteria used to ensure their vocational experience in
relation to the standards to be assessed.

Total:
One list with an explanation of criteria.

The assessment information and support materials provided to assessors in relation to the same
qualification and an explanation of how assessors are supported in their use.

Total:

18



One set of documents.

The induction programme used in the centre to ensure that assessors can operate the specific
assessment and recording requirements for at least one national qualification.

Total:
One induction pack.

A record of i) assessor standardisation meetings led by the internal verifier candidate and ii)
standardisation activities for at least two assessors. The record should cover the same qualification
over the complete assessment process and should indicate how assessors are consistent and operate
to a common standard.

Total:
One record.

A written or oral explanation on how the standardisation arrangements ensure consistency between
assessors over time and across candidates, which may be gathered using a professional discussion.

Total:
One record.

Personal development plans developed by the internal verifier candidate for at least two assessors
which identify their agreed training and development needs in relation to the conduct of
assessments.

Total:
Two plans.

Actions taken by the candidate-verifier to address the identified needs of assessors in conjunction with others (such as
programme co-ordinators) as appropriate.

Total:
One action list.

Element V1.3: Monitor the quality of assessors performance

Evidence:

Observation of at least two assessors on two occasions, each conducting the assessment process
with differing candidates, including providing feedback to candidates with a written record of the
process.

Total:
Two observations.

One observation by the external verifier of theinternal verifier-candidate monitoring the
performance of one assessor. It would be acceptable for this observation to be conducted by a

19



qualified internal verifier, instead of the external verifier, provided this was supported by awritten
report.

Total:
One observation.

A sampling plan applied to at least two assessors which details:

¢ checksto ensure that the assessors have al the information and materials needed to make
assessment decisions

+ when and how the assessor will be monitored making assessment decisions, including
interim sampling arrangements and how feedback will be given to the assessor on
performance

how the full range of agreed assessment methods will be sampled and recorded

how sampling arrangements will be varied to reflect the numbers and experience of
different assessors

how sampling arrangements will take account of candidate experience of the process
how the assessor/candidate relationship will be monitored

how equality and access procedures are being followed by assessors

the accuracy, completeness and promptness of assessors’ record-keeping

how and when assessors will be provided with timely feedback on their performance, and
any actions they need to take to improve performance

* & & o o

These sampling plans must be supported by appropriate reports from at least one external
moderator for a national qualification, which confirm that the support arrangements for assessors
are satisfactory.

Element V1.4: Meet external quality assurance requirements

The documentation and materials presented for one successful external verification visit (no holds
placed), which contain:

¢ an explanation of their involvement with external verification visits
+ confirmation of the timing and nature of external verification visits
¢ complete assessment records and supporting evidence as required by the awarding body
.

external reports indicating the outcome of the external quality assurance process and the
procedures followed to address quality issues from such reports

¢ records of internal feedback on the quality assurance process and any reviews of
procedures.

Thiswill be supported by documentary evidence from the external verifier confirming the
sufficiency of the materials provided via an Externa Verifier Report.

20



Evidence relating to communication with the Awarding Body which provides details of meeting the
requirements of the Awarding Body and the centre' s procedures for dealing with disagreements and
disputes.

2 Knowledge requirements

The explanations required for any part of this section may be gathered using a professional
discussion.

Evidence:
A record of written or oral explanation during which the candidate-verifier reviews:

¢ procedures for ensuring that valid and reliable assessment methods are being used by
assessors for one national set of standards which cover both knowledge and performance
requirements

+ aternative methods of ensuring the accuracy and consistency of assessor judgements and
why the particular methods used within the centre are effective

+ arrangements for setting up and monitoring sampling frames and internal audit of
assessment process

¢ the complaints and appeals procedures required by awarding bodies and how they can
be/have been applied

+ how access and equality issues have been addressed in relation to assessment processes

how to apply rigorous assessor selection and monitoring procedures and support for
assessors

¢ external developmentsin assessment and national standards and their implications for the
internal assessment process

+ how to use feedback on the assessment process to improve internal quality assurance
arrangements

A record of written or oral explanation to cover any of the knowledge requirements which have not
been demonstrated through performance evidence.

Unit V2 Conduct external quality assurance of the
assessment process

1 Evidence Requirements

Element V2.1: Monitor theinternal quality assurance process
Evidence:

21



Three centre monitoring plans for different types of centre (eg company, college, private training
provider) at different stages of development which indicate how the external verifier-candidate will
review:

the validity of the assessment methods chosen against awarding body requirements
administrative and recording arrangements

assessor selection, induction and support

standardisation arrangements

safety, equality and access arrangements in relation to assessments

internal evaluation and review arrangements

* & & & o o

These will be supported by the final reports of the three visits, which deal with the above aspects
and supporting feedback and recommendations given to the centres.

Element V.2.2: Verify the quality of assessment

Evidence:
Three reports to the awarding body on visits to different types of centre, shown through successful
external verifier visit reports, ie no holds placed which deal with:

checks on assessor and internal verifier competence and experience
assessor support and standardisation arrangements

checks on assessor judgements via appropriate sampling strategies, including at least one
candidate interview

¢ assessment record keeping and administration

Thiswill be supported by written feedback provided to the centre, and by follow-up monitoring and
review arrangements in relation to specific action points/'recommendations.

Written evidence of having sampled the assessment planning, assessment judgements and feedback
to candidates of three different assessors for one national qualification, including one live
assessment of one assessor.

Sampling activities should show how the following were reviewed:

¢ assessment decisions by same assessor on two separate occasions with at least two
different candidates

¢ assessment decisions made by different assessors in relation to the same national
standards

¢ thetiming and quality of assessor/candidate reviews and assessment reviews.

Thiswill be supported by awritten record of feedback provided to the centre and any follow-up
monitoring carried out after the external verifier -candidate has made recommendations on changes
to assessor activity.
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Element V2.3: Provide information, advice and support on internal quality assurance of
assessment processes

Evidence:

Copies of correspondence, reports, telephone logs and follow up contacts with three different types
of centre. This should include at |east one incidence of reporting to the awarding body on the
clarification of issues and concerns.

Element V2.4: Evaluate the effectiveness of external quality assurance of the assessment
process

Evidence:
+ acomplete set of awarding body report forms for three different types of centre, as above,
with endorsement by awarding body officers of their acceptability and compl eteness

+ one monitoring report on the performance of the candidate verifier on avisit by the
person responsible for the quality assurance of external verification processes

¢ participation at a minimum of two awarding body external verifier
updating/standardisation events

2 Knowledge requirements

Evidence:
A record of awritten or oral explanation, which can be gathered using a professional discussion,
where the external verifier-candidate reviews:

how to apply external audit and sampling processes

centre procedures for ensuring that valid and reliable assessment methods are being used
by assessors

methods of ensuring the accuracy and consistency of assessors' judgements

the complaints and appeal s procedures required by awarding bodies, and how they can
be/have been applied

¢ how safety, access and equality issues have been addressed in relation to assessment
processes

+ different types of centre, and the implications of the differences between them for the
external quality assurance process

how to monitor assessor selection and monitoring procedures and support for assessors

developments in assessment and national standards, and their implications for the external
assessment process

+ how to provide feedback on the assessment process to improve internal quality assurance
arrangements

+ theeffectiveness of awarding body procedures for ensuring external quality assurance
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Unit L 1: Developing a strategy and plan for learning and development
Product Evidence
One strategic plan for learning and development for the organisation.
plus
One programme for learning and devel opment for the organisation.
plus
Oneevaluation report.

Note: The plan and the programme and report must be for the same organisation. The
strategic plan and programme and eval uation report should be endorsed by a senior member
of staff.

The strategic plan must show how you:
¢ considered the effects on the organisation of:
external factors that influence the organisation to change
changes and their consequences for learning and development
using learning and development to achieve organisational and individuals goals

+ identified the potential and role of technology-based learning when designing your
overall learning and development plan

¢ balanced the interests and objectives of the organisation and individualsin relation to
learning and development opportunities

¢ quantified the learning and development requirements of the organisation

¢ evauated aternative learning plans and ways of providing development opportunities
against clear criteriafor success

¢ developed flexible structures for managing and delivering learning opportunities within
and outside the organisation

¢ ensured that the interests of all stakeholders are considered when devel oping effective
learning partnerships with individuals and learning providers

+ accurately identified the resources needed to put the plansinto practice

The programme must show how you:
¢ identified the cultural and structural changes necessary to introduce the learning and
development programme
¢ identified the main things needed to bring about change and their roles and
responsibilitiesin learning and development
¢ used the organisation’s human resource strategy to:
ensure that your programme identified the expected outcomes and criteriafor success
related to other areas of the wider HR strategy
investigate alternative ways of achieving the results needed to put your programme into
practice
ensure that your programme clearly promotes equal opportunities and good practicein
human resource devel opment
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developed learning and devel opment opportunities which took account of different learning
styles and methods of delivering learning

developed programmes which get the most cost effective use out of e-learning opportunities
for delivering and supporting learners

ensured that your programme hel ped the organisation and individuals to achieve specific
objectives

secured agreement from the key stakeholders for the delivery of the learning and
devel opment opportunities

The report must show how you:

considered the criteria for the success of the learning and devel opment programme when
developing the methods to be used for collecting, measuring and analysing the
effectiveness of the programme and the resources used

identified specific measures for evaluating changes in how technology and e-learning
delivered, which could improve the learning and development programme

built stakeholder feedback into the monitoring process

ensured that the information you collected was valid, reliable and comprehensive

evaluated the information against the objectives of the organisation and individuals

made recommendations to alter or keep the learning and development programme asit is

put the recommendations into practice and/or incorporate them into the process of analysing
the organisation’ s needs

In preparing the plan and programme you should consider the following:

how to respond to the possibilities and limits within existing systems

how to identify and use criteria of success in persuading people how important learning and
development is

how to compensate for the limits of published information

how to identify the things that motivate people and affect their behaviour, which will make
sure that learning and development is delivered effectively within the organisation

how to identify the external influences on putting learning and development policies into
practice, including economic, socia and political factors
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Unit L2: Identify the learning and development needs of the organisation

Product Evidence

Onerecord which identifies how your organisation can meet its development needs
through the development of its personnel. This record should be confirmed by a senior
member of staff.

plus

Onelearning and development programme for the organisation which has been endorsed
by a senior member of staff.

Note: The record could be in the form of a presentation, a professional discussion, report,
minutes of a meeting.

Therecord and lear ning development programme must show how you identified:

objectives, needs and expectations for learning and development and confirmed these with
key stakeholders

current ability and competences to meet its objectives

future needs on the ability to carry out its business

resources and structures available to meet the needs of the organisation

priority areas for learning and devel opment

The record and lear ning development programme must also show how you:

¢ collected information on the existing skills

+ collected knowledge and experience of individuals

+ matched the abilities of individuals with the needs of the organisation

¢ identified development opportunities for individuals and groups from internal and
external sourcesin linewith individual needs

¢ considered arange of different delivery techniques including technology-based delivery
and support

¢ considered an effective system for monitoring and reviewing learning programmes
proposed

The proposed lear ning and development programme must include:
¢ theresource implications

¢ rolesand responsibilities of the people delivering the programme
¢ review and monitoring mechanisms

In preparing the record you should consider the following:

how issues of equality, equity, diversity and access influence planning learning and
development

what responses and objections to training and development aims you are likely to get and
how to deal with these

how to access sources of information to help forecast trends and developmentsin learning
and devel opment

how to identify the externa influences on delivering learning and development policies,
including economic, social and political

26



Unit L3: Identify individual lear ning aims and programmes
Product Evidence

A record showing how you reviewed learning and development achievements and
opportunities for two individual learners.

plus

Onerecord of an observation by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place).

plus
Onelearning programme for each of the individuals covered by the record.

The record must state how you:

+ reviewed the current and past achievements with the learner

¢ gaveindividua s suitable materials and facilities to help them identify their learning
reguirements

¢ identified the individual’s preferred learning styles

¢ used appropriate types of initial assessments that helped the learner to make arealistic
judgement of their achievements and future learning needs

+ reviewed alternative learning and development programme and |learners needs

¢ helped the learner to choose an appropriate programme and identify their learning
priorities to succeed in that programme

+ refer learnersto other sources if they need more information

¢ identified the resources available within the organisation for delivering learning and
development needs

+ refer learners to other organisationsif your own learning and development programme
cannot meet their needs

The lear ning programme must show how you:
¢ promote the individual’s ability to learn and succeed
¢ made arecord of any outcomes and actions you or the learner have agreed to take

The obser vation must show how you:

¢ encouraged the learner to ask questions and express their views on their learning needs
¢ gave constructive feedback to the learning on their expectations and the development

¢ opportunities available to them
.

gave the relevant information in away which helps them to make an informed choice
about their needs

+ confirmed the learner’ s needs and expectations

In preparing the record you should consider the following:

¢ how to introduce, promote and negotiate learning programmes with learners

+ how to identify issues of equal opportunities and practices that do not discriminate
against other peoplein promoting individua learning
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how to use appropriate interviewing and questioning techniques

how to use devel opments in technology and e-learning in the process of identifying the
competence and needs of |earners

how to decide whether the language you will be using is appropriate for individual
learners

how to apply organisation’s policy on confidentiality and data protection

how to record and store information

how to identify the information other people need to take the action plan forward

how to evaluate developments in education, training and qualifications which have a
direct effect on the design of learning

how to identify the external influences on putting learning and devel opment policies
into practice, including economic, social and political

how to analyse and use developments in learning and new ways of delivery, including
technol ogy-based assessment and e-learning support
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Unit L4: Design lear ning programmes

Product Evidence

A record which identifies how you choose options for meeting learning needs
plus

Onelearning programme for each of the two individual learners. These should be agreed
by an appropriate person (eg supervisor, senior manager).

The report must show how you:

¢ identified the learning needs you must deal with

¢ identified arange of options for meeting the learning needs

¢ identified how technology-based learning and delivery will influence the options
available

¢ chose the most appropriate options to meet the learning needs

¢ provide equal opportunities and access to learning and achievement

The learning programmes must show how you:

¢ set out how learning programmes will meet the learning objectives

¢ choose appropriate methods of delivery to meet learning objectives, including
technology-based and e-learning if appropriate

plan learning experiences that are relevant to the necessary outcomes

combine different learning and assessment opportunities

choose relevant methods of evaluating how effective the learning programmeis
will monitor and review learners progress and assess their achievements
identify the support and guidance that is available to learners

explain the roles and responsibilities of all those involved in delivering the learning
programme

identify the resources needed to deliver the programme

¢ agreelearning programmes with the appropriate people

* & O 6 o o
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In preparing the learning programmes you should consider the following:

+ thefeatures and the conditions needed for successin a given learning process

+ how to identify issues of equal opportunities and practices that do not discriminate
against other peoplein promoting individua learning

¢ how to identify and evaluate changes and devel opments in technology and e-learning
and their relevance to delivering learning and devel opment

+ how to evaluate developments in education, training and qualifications which have a
direct effect on the design of learning programmes

¢ how to identify the external influences on putting learning and development policies
into practice, including economic, social and political

+ how to analyse and use developments in learning and new ways of delivery, including
technology-based delivery and e-learning support
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Unit L5: Agreelearning programmeswith learners
Product Evidence

Onerecord of an observation by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place).

plus
Onerecord on how you review and agree learning programmes with at least two learners.

The obser vation must show how you:

¢ negotiate learning programmes with learners which are based on an accurate assessment
of their learning needs, capabilities, goals and learning situation

¢ explain what learning opportunities, methods and resources are available to learners,
including technology-based learning

¢ identify and explain the boundaries of negotiation and the limits on the options available
to learners

¢ explainto learners how they can progress from the learning programme

¢ explain and discuss ways you expect to work with learners

¢ (givelearners enough information about learning programmes in away which allows
them to make

¢ informed decisions and meets their needs

¢ encourage learnersto express their wishes and concerns and to ask questions

¢ identify an deal with any disagreements with learners about learning programmesin a
way which maintains an effective learning relationship

+ explain and agree with learners how you will use information from the review

¢ Uuse appropriate methods of carrying out reviews within agreed timescales

The recor d must show how you:

¢ encourage learners to comment on the learning programme

¢ identify any issues on the confidentiality of information learners have given you and
agree how you will handle sensitive information

¢ interpret information and views about the learning programme in away that you can
justify, record, pass on and use the results of the review as agreed

¢ make suitable changes with learners and the other people involved in delivering the
learning programme

In preparing for the observation and the record you need to consider the following:

¢ how to use self-directed learning within the design process, based on technol ogy-based
delivery and e-learning support

¢ how to identify and agree the roles and responsibilities of practitioners and learners

+ how to identify and explain how learners can progress and which options are available
to them to gain qualifications

+ what the organisation’s confidentiality policies and other policies cover

+ how reviewsfit into the process of improving the quality of the service offered to
learners
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how to apply issues of equal opportunities and practices that do not discriminate against
people

how to apply health, safety and environmental protection legislation and good practice
how to identify and evaluate changes and devel opments in technology and e-learning
and their relevance to how the organisation delivers learning and devel opment

how to evaluate the effect of the size of groups and the different needs of group
members on the options for the learning programme

how to put information in order and decide whether the language you will beusing is
appropriate for individual learners

how your own opinion is likely to affect your interpretation of results and how to avoid
this

how to follow external requirements for learning contracts and plans

how to analyse and use developments in learning and new ways of delivery, including
technology-based delivery and e-learning support.
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Unit L6: Develop training sessions
Product Evidence

Onetraining plan for an individual.

plus

Onetraining plan for agroup which identifies the aims and objectives and options for the
delivery of the sessions.

plus

Onerecord of questions your assessor asked you which explored the different ways you
could deliver the session.

Note: Thisrefersto 6.1 (C).

Thetraining plans must show how you:

¢ identified the purpose and necessary outcomes for the training session

identified the different ways of delivering the session

considered the appropriate use of technology-based delivery and e-learning
produced specific aims and objectives for the session

chose appropriate ways of delivering the session to meet the specific aims and
objectives including arange of appropriate techniques and activities throughout the
session including technology—based learning

¢ ensured the methods you have chosen will promote equal opportunities and access

¢
¢
¢
¢

The training plans must also show how you identified:

¢ theresources needed to deliver the session

¢ theavailability of the learning materials

¢ an appropriate method of evaluating the effectiveness of the session against the aims
and objectives

In preparing the record you should consider the following:

¢ how to monitor and review learners’ progress in the session

¢ how to identify and evaluate changes and devel opments in technology and e-learning
and their relevance to how the organisation delivers learning and development

+ how to identify and use an appropriate place and environment for effective learning

¢ how to assess which materials are the most suitable for learners

+ how to evaluate developments in education, training and qualifications which have a
direct effect on the design of learning sessions

+ how to analyse and use developments in learning and new ways of delivery, including
technology-based delivery and e-learning support
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Unit L7: Prepare and develop resour cesto support learning
Product Evidence

Onerecord which identifies how you develop and choose materials to support learning.

plus

Three examples of materials you have used to support learning, one of which you have
developed or adapted.

The record must show how you:

L4
¢
L4
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agreed the learning objectives the materials need to support

identified the learners and their needs

chose materials and their delivery appropriate to the subject, learning situation and
programme length

chose appropriate equipment and facilities in order to promote effective learning
adapted materials from external sources taking account of copyright law

evaluated the potential for delivery of computer-based learning

assessed existing computer-based information materialsto seeif they were appropriate
for the learning programme

ensured that the language, style and format of materials was appropriate to the needs of
the learners

ensured that the learners understand the purpose and use of the materials

gave the learners clear guidance and instructions on how to use the materials correctly
tested the materials and changed them as necessary

matched materials to the learning environment

adapted learning materials to meet learning objectives

produced support materials in a style and format appropriate to the needs and
capabilities of the learners

would choose and prepare redlistic simulation and exercise materials relevant to learners
ensured that the materials you chose supported equal opportunities and diversity
ensured that the training facilities were appropriate available, and met health, safety and
environmental protection requirements

kept within agreed budgets when choosing materias and facilities

identified and resolved any problems with the materials and facilities.

In preparing the record you should consider the following:

¢
¢

*

how to use design principles when developing learning materials

how to identify possible design problemsin using computer based |earning materials,
and relating to the learning skills of potential users, cultural and religious barriersto
learning, other parts of the learning programme, links with qualifications and routes for
progression, and cost

how to identify and avoid common design problems

how to identify and evaluate e-learning opportunities when developing materials

how to identify and evaluate changes and devel opments in technology and e-learning
and their relevance to how the organisation delivers learning and devel opment
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how to identify and keep to legal requirements when using materias, including data
protection and copyright

how to analyse and use developments in learning and new ways of delivery, including
technology-based delivery and e-learning support



Unit L8: Manage the contribution of other peopleto thelearning process
Product Evidence

Onerecord of how you manage the contribution of other people to the learning process.
plus

Oneor mor e of the following:

¢ onerecord of an observation by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place)

¢ onerecord of aprofessional discussion

The record must show how you:

¢ ensured that individual contributions are co-ordinated as part of an organised learning
programme

¢ assessed the competence of the contributors to provide the necessary input

gave contributors appropriate support materias including technology-based materials

¢ gave contributors accurate information about |earners and their progress and the
activities of other contributors

¢ gave contributors the opportunities to work together effectively

¢ regularly work with contributors to monitor progress

+ monitor how organised the learning experience is and the value of individual
contributionsto it

¢ ensured that contributors gave evidence of having achieved the agreed outcomes

¢ evauated contributions against agreed criteria

L 4

The observation or professional discussion must show how you gave contributors:

¢ clear and accurate information about the learning programme, the needs of the learners
and the planned outcomes

¢ al necessary guidance and support on requirements, procedures and timescales

¢ the opportunities to respond to comments on their performance and the quality of their
Input

¢ constructive feedback on their performance

The observation or professional discussion must also show how you:

+ agreed the learning objectives to be covered

¢ agreed your evaluation inputs

¢ gaveclear and justified reasonsif you no longer want to use a contributor for future
learning programmes

In preparing for the observation or professional discussion and record:

+ how to apply equal opportunities and practices that do not discriminate against people to
individual contributions

+ how to support contributors to ensure they are effective

¢ how to identify and meet any legal requirements
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+ how to ensure everybody actsin line with health, safety and environmental protection
good practice

+ how to evaluate developmentsin education, training and qualifications which have a
direct effect on the design of learning materials

¢ how to analyse and use developments in learning and new ways of delivery, including
technology-based learning and e-learning

Unit L9: Create a climate that promotes learning
Product Evidence

Onerecord of an observation by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place).

plus
Onerecord of aprofessional discussion between the assessor and yourself.

Note: The product evidence must show how you deal with individuals and groups (four or
more learners), eg if the observation isfor agroup then the professional discussion should
include how you dea with individuals.

The observation record must show how you:

¢ madelearnersfeel welcome by giving them the time and attention they needed

¢ worked with learnersin away that shows you accepted them and wanted to listen to
them

¢ identified and responded to the verbal communication and body language of learners

¢ encouraged learners to express their concerns, make comments and ask questions at
their own speed

¢ encouraged learners to express their views without having a negative effect on the rights
of other people

+ communicated with learnersin a manner, level and speed that was appropriate to their
abilities, personal beliefs and choices

¢ explained to learners where they could find extra support and gave them timely
information on support

¢ explained to learners any limits of extra support

The professional discussion record must address how you would:

¢ identify and reduce any limits or barriers to communicate with learners

¢ promote the rights and choices or learnersin away which is consistent with your role
¢ recognise and review the effect your own competence, values and beliefs have on the
way learners are supported

get appropriate guidance if you have difficulties in supporting learners

recognise and explain any limitsto the support available for learners

carry out referral processesin apositive way that supports learners and their objectives
show that you do not discriminate against individual learners

ensure that you do not exploit learners or misuse your role and power
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get appropriate advice if you are not sure about practices that do not discriminate against
other people or if you think you may have discriminated against someone

take appropriate and consistent action when learners or colleagues discriminate against
other people

support individuals who want to complain about discrimination

take appropriate action if a colleague discriminates against somebody

Y ou should be prepared to discuss the following:

¢

¢
¢
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how to identify issues of equal opportunities and practices that do not discriminate
against people in relation to promoting individual learning

how to promote learners' rights and choices

how to identify and deal with possible barriers to learning and achievement, including
delivery methods, times, places, alack of support for people with special needs, and a
lack of facilities

how to promote equal opportunities and access to learning, including procedures for
choosing and recruiting learners, and the choice of learning programmes and
qualifications that are available to learners

how to develop a good relationship with learners

how to identify and prepare the types of information learners are likely to need

how to put information in an order that is suitable for individual learners

how to decide whether the language you will be using is appropriate for individual
learners

how to identify and deal with any difficulties you may have in supporting learners,
including different values and beliefs

how to identify and give information on learning programmes, qualifications and how to
progress through the learning programme

how to identify and deal with discrimination

how to make sure that everybody actsin line with health, safety and environmental
protection legislation and best practice

how to identify and use the concepts of unlawful, direct or indirect discrimination
how to use equal opportunities codes of practice effectively

how to identify and apply relevant legislation on individuals' rights

how to evaluate developmentsin education, training and qualifications which have a
direct effect on the design of learning materials

how to analyse and use developments in learning and new ways of delivery
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Unit L 10: Give presentationsto groups

Product Evidence

Onerecord of how you prepare to give presentations to groups
plus

Recor ds of two observations by an assessor or awitness of you giving presentations to two
different

groups. (The witness must have been agreed by the assessor prior to the observation taking
place).

The record must show how you:

¢ take account of the size and different needs of the people in the group when deciding on
how to deliver the presentation

¢ recogniseindividual needs and learning styles

¢ choose visual aids to support the information you are presenting

¢ choose exercises and activities which will reinforce the main areas of the presentation

The obser vation must show how you:

¢ presented information in atone, manner and speed which was appropriate to the needs
and capabilities of the learning

¢ responded to individual needs and learning styles

used visua aids

¢ encouraged learners to ask questions and get explanations at appropriate stagesin the
presentation

¢ gave clear and accurate information to reinforce learning points in the presentation

¢ reduced distractions and disruptions as much as possible

¢ ensured group members understood the aims and expected outcomes of the exercises
and activities

¢ gave clear guidance and instructions on how to take part in the exercises and activities

+ ensured that the manner, level and speed of communication throughout the process
encouraged the learner to take part and understand

¢ got involved in the exercises and activities to make sure they were effective

¢ gavelearners positive feedback on the process and learning outcomes

*

In preparing for the observation and the record you should consider the following:

+ how to identify and evaluate changes and devel opments in technology and e-learning
and whether they are relevant to delivering learning and devel opment

+ how to make sure everybody actsin line with health, safety and environmental
protection legislation and best practice

+ how to evaluate developments in education, training and qualifications which have a
direct effect on the design of learning materials

+ how to analyse and use developments in learning and new ways of delivery, including
technology-based learning.
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Unit L11: Enablelearning through demonstrations and instruction
Product Evidence

Onerecord of the activity to be demonstrated

plus

Recor ds of two observations by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place).

These must cover at least one demonstration and one instruction or a combination of
both.

The record must show how you:

¢ decided on the sequence of the demonstration

¢ ensure that the demonstration is accurate and realistic

¢ identified which learning outcomes will be achieved

+ will ensure a safe environment for the demonstration and alow all learners to see the
demonstration clearly

The obser vation must show how you:

¢ structured the demonstration so the learner got the most out of it

¢ encouraged learners to ask questions and get explanations at appropriate stagesin the
demonstration

gave learners the opportunities to practice the skill being demonstrated

gave them positive feedback

reinforced learning by repeating demonstration

responded to the needs of learners during the demonstration

reduced distractions and disruptions as much as possible

matched instruction to the needs of the learners

ensured that the manner, level and speed of the instruction encourages learnersto take
part

regularly check that learners understand and adapt instruction as appropriate

gave learners positive feedback on the learning experience and the outcomes achieved
¢ identified anything that prevented learning and reviewed this with the learners
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In preparing the record you should consider the following:

¢ which types of learning are best achieved and supported through demonstrations

how to choose between demonstration and instruction as learning methods

how to identify individual learning needs

which factors are likely to prevent learning and how to overcome them

how to choose and prepare appropriate materias, including technology-based materials

which types of learning are best achieved and supported through instruction

how to make sure everybody actsin line with health, safety and environmental

protection legislation and best practice

+ how to analyse and use developmentsin learning and new ways of delivery, including
technol ogy-based learning

* & 6 O o o
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Unit L 12: Enableindividual lear ning through coaching

Product Evidence

Records for two individual learners which identifies the support you give through coaching.
plus

Onerecord of an observation by an assessor or awitness for a coaching session with an
individual learner. (This witness must have been agreed by the assessor prior to the
observation taking place).

The recor d must show how you:

identified individual needs and learning styles

chose a style of coaching which meets the learning objectives of the organisation
analysed the skills needed and the order they need to be learned in

regularly checked that learners are making progress towards learning outcomes
altered coaching in the light of learners progress and feedback

identified anything that prevents learning and reviewed this with learners

gave learners the opportunities to practice skills, apply their knowledge and get
experience in a structured way

considered using technol ogy-based support for learners including e-support
identified opportunities for learners to achieve agreed learning objectives

¢ identified opportunities to use different learning opportunities
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The obser vation must show how you:

¢ coached in amanner and speed which is appropriate to learners

¢ gavelearners positive feedback on the learning process and progress towards meeting
their agreed objectives

¢ gavelearnersfeedback on any alterations to the coaching

¢ reviewed with the learners anything which prevents their learning

¢ identified opportunities to use different learning opportunities and agreed action with
learners

¢ gavelearners clear and accurate information on the resources available to help them
apply their learning

¢ gavelearners positive feedback on the learning experiences and the outcomes achieved

reviewed with the learners anything which prevents their learning

+ explained to learners the ongoing support that is available to them

L 4

In preparing for the observation and the record you should consider the following:

how to put information in order and decide whether the language you will be using is
appropriate for individual learners

which types of learning are best achieved and supported through coaching

how to structure learning activities

how to recognise the things that are likely to prevent learning and how to overcome them

how to make sure that everyone actsin line with health, safety and environmental protection
legislation and best practice
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how to analyse and use developments in learning and new ways of delivery, including
technology-based learning.
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Unit L13: Enablegroup learning
Product Evidence

Onerecord of an observation of managing and enabling group learning by an assessor or a
witness. (Thiswitness must have been agreed by the assessor prior to the observation taking
place)

plus

Onerecord of how you managed the group.

plus

Onerecord of questions your assessor asked you using hypothetical context.
Note: Thisrefersto 13.1 (eand g).

The record must show how you:

¢ used an appropriate range of skillsto enable and manage learning within the group
found a balance between the tasks the group had to achieve and the group process
challenged behaviour in groups that discriminated against people

adapted group activitiesto the size and different needs of the people in the group
encouraged members to identify the things which contributed to individual and group
learning within the group

¢
¢
¢
¢

The obser vation must show how you:

¢ encouraged all members of the group to take part effectively

+ ensured that the manner, level and speed of communication was appropriate for group
members

¢ challenged behaviour that discriminated against people in the group

¢ used the power, authority and influence within the group to improve learning

¢ managed any differences within the group so that all members of the group can continue
tolearn

¢ agree the purpose, processes and intended outcomes of group activity with the group

+ getinvolved in group activities, when necessary to improve the learning process

¢ encourage members to identify the things which contribute to individual and group
learning within the group

+ monitor the progress of individual s within the group in an appropriate way

+ give members feedback on the progress they have made and the process of learning
within the group

¢ manage the timing and speed of group activities effectively

¢ identify and manage the dynamics of the group activity effectively

In preparing for the record and for the observation you should consider the following:

¢ which learning situations are appropriate for group work activities

¢ how to identify the typical roles groups performin learning situations

+ how to identify and manage the group dynamicsin learning situations in terms of
formation, maintenance and closing

¢ how to deal with issues of power and authority in groups
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how learning and group processes affect each other

how to identify and manage equal opportunities issues and practices that do not
discriminate in group activities

how to manage the different learning styles of learnersin groups

how to interpret non-verbal communication

how to put information in order and decide whether the language you will beusing is
appropriate for individual s within the group

how to recognise and manage the different aspects of group dynamics

how to ensure that everyone actsin line with health, safety and environmental protection
legislation and best practice

43



Unit L 14: Support learners by mentoring in the workplace
Product Evidence

A mentoring plan for each of two individual learners

plus

Onerecord of how you prepare to mentor learnersin the workplace

plus

A record of an observation of you mentoring learners by an assessor or awitness. (This
witness must have been agreed by the assessor prior to the observation taking place).

The record must show how you will:

¢

* & o o * & o

*

explain your role as a mentor in the workplace and the activities everyone will perform
identify how mentoring can contribute to the training programme in the workplace
identify the resources and facilities needed to perform your role as a mentor

explain the relationship between the mentor, the people the mentor is hel ping and other
people in the organisation

identify sources of information and support to help you in your role as mentor

agree to keep the ethical code for mentoring in your organisation

set aside enough time for each mentoring session

help trainees to express and discuss ideas and any concerns affecting their experiencein
the workplace

give trainees information and advice that will help them to be effective in the workplace
give trainees the opportunities which help them understand and adapt to the working
environment

identify ways of developing trainees’ confidence in performing activitiesin the
workplace

help trainees take increasing responsibility for developing their skillsin the workplace
give trainees the opportunities to get experience in the workplace to increase their
confidence and self-development

help trainees look at issues from an unbiased point of view that helps them make
informed choices

identify when the mentoring relationship needs to change to still be effective

identify when the mentoring relationship has reached its natural end, and review the
process with the trainee

plan how to provide extra support and help

The mentoring plan must show:

¢

¢

when, where and how often mentoring sessions should be arranged to ensure an
appropriate environment for mentoring

the prepared documents and activities which will help your traineesin the early stages
of mentoring



The obser vation must show how you:

¢ behaved in away that showed you accept the trainee you are supporting

¢ discussed, explained and agreed the roles and expectations involved in the mentoring
relationship

¢ gavetrainees honest and constructive feedback

The obser vation must aso show how you agreed:

¢ theaimsof the mentoring process and the rules that you will both work within

¢ the mentoring support which will help trainees meet the needs of their workplace
programme

+ the boundaries of the mentoring relationship and how they will be recognised and

maintained

with trainees where and how often mentoring sessions take place

how progress and any problems will be reviewed during mentoring sessions

any changes with the trainee

what extra support and help the trainee needs or can access

* & o o

In preparing the mentoring plans, the record and for the observation you should consider the

following:

+ how to give an overview of the training programme and see how the different areas of
the workplace fit together

+ how to show you use good practice in the workplace

¢ how to identify and use sources of support

+ how to identify and apply an appropriate code of practice for mentoring which deals
with commitment to best practice

¢ recognising the limits of your own experience and competence

¢ setting and maintaining boundaries within the mentoring relationship

¢ being open and truthful within the mentoring relationship

+ monitoring and evaluating your own performance throughout the mentoring process

¢ using appropriate sources of support

+ managing differences between your own values and beliefs and the agreed ethical code

¢ answering to the trainee and their organisation for your mentoring activities

+ how to redlistically assess the technical and personal skills needed in acting as a mentor
to atrainee

+ how to agree you will keep information confidential during the mentoring process

+ how to identify and apply responsibilitiesin relation to health, safety and environmental
protection legislation

+ how to agree rules on confidentiality and data protection within the mentoring
relationship
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Unit L 15: Support and adviseindividual learners

Product Evidence

Onerecord of how you give individua learners guidance to help them plan their learning.
plus

Onerecord of an observation of you advising one individual learner by an assessor or a
witness. (This witness must have been agreed by the assessor prior to the observation taking
place.)

plus

Onerecord of assessor questioning of how you considered ILT alternatives and how you
support and advise learners other than those you are presently working with.

plus

Onerecord of questions your assessor asked you about what ILT alternatives you
considered and also using hypothetical context.

Note: Discuss with learners an appropriate use of technology-based methods to support
their learning. Identify and deal with any difficulties learners have in managing their
learning and give them guidance on how to overcome the difficulties.

The record must show how you:

¢ identify the types of guidance learners are likely to need when they are planning their
learning

¢ take account of each learner’s personal circumstances, beliefs, capabilities, aspirations
and learning situation

¢ ensureyou give advice in away which encourages the learner to develop and make their
own decisions

¢ givelearners unbiased information and advice

The obser vation must show how you:

+ agreed with the learner the sort of guidance they want

¢ referred the learner to other sources of guidance if they need it

¢ gavethelearner advice and guidance on learning opportunities and methods,
qualification routes and progression

¢ gave guidance appropriate to the learner

¢ gaveadvicein away which encouraged the learner to develop and make their own
decisions

¢ identified and agreed the learner’ s need for advice

¢ identified which areas the learner needs to be responsible for in order to achieve their
learning objectives

¢ helped the learner identify the competencies and resources they will need to manage
their own learning

¢ gavethelearner guidance on how to develop their ability to manage their own learning

¢ explained to the learner the ongoing support that is available to them
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In preparing the record and for the observation you should consider the following:

L
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*

how to identify and evaluate the things that affect learners’ ability to plan their own
learning

how people learn how to identify issues of equal opportunities and practices that do not
discriminate against other peoplein relation to learning support

how to identify and evaluate the potential of using technology to support learners

how to find out the views of learners

how to identify and resolve difficulties in supporting learners, including different values
and beliefs

how to identify and maintain a database of referral sources an procedures

how to identify and work within your own limits of competence in relation to managing
learning

how to identify and give details of routes for progression and further learning
opportunities

how to ensure that everyone actsin line with health, safety and environmental protection
legislation and best practice

how to identify and apply relevant legislation to individuals' rights

how to analyse and use developments in learning and new ways of delivery, including
technology-based learning
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Unit L 16: Review progresswith learners
Product Evidence

A record of an observation by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place.)

plus

A record of how you monitored and reviewed progress with:

¢
¢

an individual
agroup

The record must show how you:

¢

L
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based your reviews of progress on the view of learners and your assessment of progress
to date

checked that the information you usein the review with learnersis accurate and
unbiased

matched information to learning objectives to see what |earners have achieved
identified new learning needs and objectives

identified and agreed any changes to the learning programme as a result of the review
record, pass on and use the results of the review

The observation must show that you:

L

L4
¢
L4

checked that the information you used in the review was accurate
encouraged learners to express their views on their own progress
gave learners positive feedback

agreed any changes to the learning programme with the learner

In preparing the record you should consider the following

¢
¢
¢
¢
¢

¢

how to encourage individuals and groupsto take part in the review process

how to prioritise and summarise information correctly

how to use information technology to keep records

how to apply interview and discussion techniques

how to ensure that everyone actsin line with health, safety and environmental protection
legislation and best practice

how to identify and apply relevant legislation to individuals' rights

48



Unit L17: Evaluate and improve lear ning and development programmes
Product Evidence

Onerecord of how you choose to evaluate learning and devel opment programmes.

plus

One evaluation report which shows how you analysed and made improvements to two
learning and development programmes.

The record must show how you:

¢ identified which of the organisation’ s objectives the learning and devel opment
programme needed to meet and measure how far it did this

¢ identified the main objectives and outcomes of the programme against the needs of the

organisation and the individuals who took part in the programme

identified the purpose, range and level of the evaluation

chose appropriate ways of evaluating how learning was delivered

specified the evaluation criteria for outcomes and delivery

confirmed that the resources were available to carry out the evaluation

agreed with the appropriate people how you would carry out the evaluation

specified a plan for putting the evaluation into practice

* & O 6 o o

The evaluation must show how you:

¢ identified the information you needed to eval uate programmes

collected relevant information using suitable methods and procedures

produced samples which were sufficiently representative to give reliable results

asked questions which were clear

ensured that your evaluation caused as little disruption as possible to the training and

development of learners

told learners why you were carrying out the evaluation and encouraged them to give

their views

recorded information accurately and followed the rules of confidentiality

set out the objectives you would achieve by making improvements

discussed how practically the proposed improvements would be with other people

prioritised improvements according to their cost and benefit

identified the resources you would need to make improvements to programmes

identified how technology-based delivery and e-learning could be introduced to improve

the programme

ensured that plans to make improvements were practical and realistic

+ spoke to people who would put the plans into practice and took account of their viewsin
the fina plan

+ gave people affected by the plan clear information about the changes and the
opportunities to ask for explanations on anything they did not understand

¢ identified and dealt with obstacles and problems when putting the plans into practice
and reported them to the appropriate people

¢ collected enough information to monitor how successful the plans would be

¢
¢
¢
¢

* & & O o o *

L 4
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In preparing the record and evaluation report you should consider the following:

L

how to identify and apply specific conditions to effectively measure

— the quality of the learning experience

— the effectiveness of the delivery methods used, including the potential technology-
based learning and e-learning

— the thoroughness of quality assurance arrangements.

how to identify all valid sources of feedback, including learners and colleagues, and

examining and inspection authorities

how to identify and assess the potential of technology-based learning and e-learning

when evaluating programmes

how to keep to data protection legidation

how to meet the requirements of awarding bodies and inspection authorities

how to ensure that everyone actsin line with health, safety and environmental protection

legislation and best practice

how to analyse and use developments in learning and new ways of delivery, including
technology-based learning and e-learning
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Unit L 18: Respond to changesin learning and development
Product Evidence

Onerecord of how you have resear ched the ways people learn.

plus

Onerecord of how you have developed learning and training methods.

plus

Onerecord of how you tested and changed proposed training and devel opment methods.

The record of research must show how you:

¢

¢

¢

L

¢

¢

identify and review current developmentsin learning styles and methods

identify the things that affect learning

assess how developments in learning theories and concepts affect the organisation and
how current training and development is delivered

identify and assess the effect of technology-based learning and different ways of
delivering learning

identify the advantages and disadvantages of different training and devel opment
methods

share ideas and developments on learning theories and concepts with the appropriate
colleagues

The record of learning and training methods must show how you:

* & & 6 & o o

¢

identified different learning styles and their features

assessed how effective existing methods of |earning were devel oped

methods to improve learning

used appropriate types of technology-based learning and delivery in how to work
involved learners and other people in developing improved methods of learning
gave other people clear and relevant information on improved learning methods
identified the roles and responsibilities of all those involved in putting improved
learning methods into practice

identified the resources you needed to put improved learning methods into practice

Therecord of testing must show how you:

¢
¢
¢

L

*

identify the training and development methods you are going to test

choose valid and cost-effective ways of testing which will produce reliable results

give the people involved clear and accurate information on why you are carrying out the
test

identify the evaluation criteriayou will use for the test

deliver the training using the method you have chosen and get feedback from the people
taking part

assess how effective the method is against agreed evauation criteria

identify parts of the method you could improve or change

explain the new delivery method to the people who will be using it in the future
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In preparing the records you should consider the following:

¢
¢
¢

L R 4
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how to match learning styles with learning methods

how to identify and evaluate developments in technol ogy-based delivery and e-learning
how to identify and assess the things that affect learning, including access to materials,
learning environments, social settings and rel ationships

how to assess the effect of developments on the organisation’s delivery methods

how to apply appropriate techniques to analyse information

how to ensure that everybody actsin line with health, safety and environmental
protection legislation and best practice

how to identify and apply the concepts of unlawful, direct or indirect discrimination
how to use equal opportunities codes of practice effectively

how to identify and apply relevant legislation on individuals' rights

how to evaluate developments in education, training and qualifications which have a
direct effect on the design of learning materials

how to analyse and use developments in learning and new ways of delivery, including
technology-based delivery and e-learning
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Unit L 19: Providelearning and development in inter national settings

Product Evidence

Onerecord of how you identify the things that influence international learning and

development.

plus

Onelearning programme with three pieces of support materials.

plus

A record of an observation of you delivering training internationally by an assessor or a

witness. (Thiswitness must have been agreed by the assessor prior to the observation taking

place.)

The record must show how you:

¢ get appropriate information on the economic and socia structure of the country where
the training will take place

¢ evauate how the economic and social factors will affect the training

¢ identify the main sponsors of the training and their needs

¢ identify the cultural, social and religious needs of learners and how these may affect
their learning and development

¢ identify the nature and styles of current learning and development which learners have
taken part and evaluate how effective these have been

¢ identify the mixture of people taking part and how people from different cultures will
get on with one another

+ find out what resources are available in the training venue, including technology-based
and e-learning opportunities

¢ establish how you will evaluate the cross-cultural issues of the learning and
development programme

The lear ning programme must show how you:

¢ identify the learning outcomes you need to achieve and any cross-cultural issueswhich
may affect them

¢ identify the needs and expectations of the people taking part in the programme

identify the most appropriate language to deliver the programme in

¢ assess whether the people taking part are fluent in the language the training will be
delivered in

¢ identify and plan for using interpreters and tranglators if they are needed

¢ identify any difficulties that might arise from having people from different cultural
backgrounds in the same group and how to cope with these difficulties

¢ choose learning methods that are appropriate to the learning outcomes and learners,
including technology-based learning and e-learning

+ review different styles of working which will create a positive learning environment for
all learners

¢ identify clear procedures for carrying out training sessions, including the times and
places

¢ identify the criteriayou will use to assess training programmes

L 4
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The three pieces of support materials must show how you:

L

¢
¢

¢
¢

chose materials and equipment that were appropriate to the identified training outcomes
and took account of any limits on resources

developed and adapted materials to meet the needs of people from different cultures
identified how the learners’ linguistic skillswould affect written and visual materials
and the speed of the training

identified if you needed to use interpreters and trandators and what skills and
preparation they needed

identified and used opportunities for technology-based learning and e-learning support
for learners

identified how using interpreters would affect the contents and nature of the training
materials

ensured that training materials took account of the language needs of learners
identified how materials would be evaluated during the training programme

The obser vation must show how you:

¢
¢

¢
¢

L R 4
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explained the aims of the training programme and allowed learners to ask questions
agreed how language issues would be managed and the roles of any translators or
interpreters

agreed how technology-based learning and e-learning would be used

agreed an appropriate range of training methods with learners and how these would be
used throughout the programme

allowed enough time at the beginning of the course for learners to ask questions on the
course itself, for example, how it will be delivered, its targets and any ground rules
encouraged learners to respect and support each other

identified the levels of learners’ skills and experience against the necessary outcomes
used appropriate forms of address (for example, calling people by mr, mrs and so on)
and agreed an acceptabl e dress code

used clear, ssmple and jargon-free vocabulary in speech and documents

ensured visual materials were appropriate to learners needs

gave learners appropriate glossaries and explained terminology to them if necessary
gave learners regular opportunities to assess how effective the programme is and
whether it meets their needs

In preparing the record, the learning programme and for the observation you should
consider the following:

¢

¢
¢

how to identify and evaluate the cultural, religious and social factorsthat are likely to
influence the peopl e taking part

how to assess the effect of political and economic conditions on learning

how to recognise different learning styles and procedures and their importance in
different cultures

how to make use of technology-based learning and e-learning to support learners
how cultural, social and religious differences may influence how learners get on with
one another



how to identify and evaluate the needs of the training sponsors and the needs and
expectations of the learners

how to identify the needs and expectations of the training sponsors and the learners
how to identify and respond to differences caused by different work and social
structures

how to decide whether the learners are fluent to a high enough level to take part in the
training programme

how to identify and sensitively deal with any possible differences or tensions between
the learners caused by their social and religious backgrounds

how to identify appropriate uses of names and titles and dress codes which will
encourage learnersto feel at ease

how to identify and provide for different cultural and social backgrounds in written and
visual materials

how to identify any necessary adaptations to materials to provide for social and cultural
differences

how to use interpreters and trandators if they are needed
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Unit L 20: Support competence achieved in the workplace

Product Evidence

An action plan for each of two members of staff which has been agreed by them
plus

A record of observation of you assessing performance in the workplace by an assessor or a
witness. (This witness must have been agreed by the assessor prior to the observation taking
place)

plus

A record of how you reached your performance decisions

plus

A review plan for each of the two staff members which have been agreed by them.

The action plans must show how you:

+ agreed the tasks to be observed with the staff member, when the observation will take
place and the standards they are expected to achieve

¢ advised the staff members what evidence to collect

The observation must include how you:

+ sought agreement from others you identified who may be affected by your assessments
+ watched the staff members performance safely and identified where they have met the
agreed standards

asked questions to check knowledge and understanding

ensured authenticity of evidence provided by the candidate

confirmed your performance decisions prior to giving feedback

ensured the staff member understood your performance decision

* & o o

The observation must include feedback to the staff member which:
was at an appropriate time and place

was as soon as practicable after their assessment

was clear and useful

was constructive and encouraging

identified any further training or development needs

inform staff how they can improve their performance if necessary

The record of performance decisions (for both members of staff) must show how you:

¢ reached your decisions

¢ identified areas where staff have met the required standards

¢ identified areas where staff have not met the required standards and further evidence is
required
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Y ou need to note:

+ what you will do if the staff member does not agree with your decisions about their
performance

¢ who requires these records and how/where are they kept

The review plan must show follow up actions and next steps you and the staff member have
agreed on.

In preparing to support competence in the workplace you should consider the following:

how to ensure that legal requirements to protect the environment and the health and safety
are met during the assessment process

how to take account of the assessment requirements of awarding bodies and others when
assessing competence in the workplace

who to involve when you have a problem making an assessment judgement, and the
procedures you should follow
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Unit L21: Plan how to provide basic skillsin the workplace
Product Evidence

Onedevelopment plan for providing basic skills for one or ganisation supported by one
organisation-wide, basic skills competence audit.

plus
Onerecord of how you work with othersin the organisation to develop basic skills.

The development plan must show how you:

+ worked out the business priorities of the organisation

¢ set the conditions for success and worked out how basic skills would meet the
organisation’ s needs

¢ reviewed current training in the workplace and the learners that prevent people from
getting training

¢ ensured that your plan to put the development of basic skillsinto practice takes account
of work patterns and resources

¢ identified ways of using specialist expertise in assessing basic skills within the practices
of the organisation

¢ analysed the need for basic skillsthat are relevant to the needs of the organisation

¢ identified who in the organisation needs to be involved in planning the devel opment of
basic skills and putting it into practice

The competence audit must be an organisation-wide differentiated basic skills competence

audit and show how you:

¢ identified the genera levels of basic skills that are needed for job roles

¢ identified and recorded the basic skills that individuals in the organisation have already
achieved

The record must show how you:

¢ persuade appropriate members of the organisation that basic skills are important

¢ present basic skills development in a positive way to learners and respond appropriately
to their worries

+ work with learners and line managers to set appropriate goals for developing basic skills

¢ identify opportunities and obstacles in the workplace in relation to individuals' basic
skills development

In preparing the development plan, competence audit and record you should consider the

following:

+ how to relate policy and practice to the organisation’ s management structures and work
processes

+ how to relate policy and practice to the organisation’s employment policies and
priorities, including staff sick leave, choosing, training, keeping and appraising staff,
and staff having avariety of skills

+ how to support developing basic skills by using the organisation’s communication
systems and documents
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how to support policy and practice by recognising internal opportunities and limits

how to analyse training needs which supports assessing basic skills

how to relate basic skills competencies to systems of working

how to identify the things that prevent staff members from taking part in basic skills
programmes and how to overcome skills

how to identify the things that influence individual commitment and motivation in
relation to basic skills

how to relate to ethical factors that influence basic skills work

how to assess the levels of basic skills that |earners currently have

how to identify the coping strategies of the people who need to learn basic skills

how to measure and recognise the basic skills that |earners have achieved

how to identify different learning styles and the effect they have on learning basic skills
how to monitor national and local policies and programmes that relate to basic skillsin
the workplace

how legislation requirements for diversity and fairness at work may affect how basic
skills are developed in the workplace

how social and associated changes in the labour market affect the need for basic skillsin
the workplace
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Unit L22: Introduce training for basic skillsin the workplace
Product Evidence

Onerecord of you working with two individual learners and two examples of learning
materials.

plus

Onerecord showing how you introduce training for basic skills in the workplace.

The record of working with two individual learners must show how you:

L4
¢
L4

¢

influenced conditionsin the workplace to create a positive learning environment
identified the people in the workplace who can support the learners

put learners in touch with the people who can support them to make sure they can learn
effectively

developed learning materials relevant to the individuals work roles and which motivated
the learners

developed the individual’ s learning programmes based on their identified needs and
agreed goals

encouraged an open and safe learning environment

agreed procedures with the learners and supporters to monitor and review their basic
skills programmes

The record must show how you:

L

¢

¢

deliver basic skills programmes which relate to the organisation’ s needs and
circumstances, including work patterns and personal choices

identify which people outside the organisation can deliver basic skills and support and
get them involved in the programme

involve other people and agencies from outside the workplace if appropriate
encourage an open and safe learning environment in the workplace that is based on a
positive approach to basic skills and access for anyone who wants to take part
encourage people to talk about any problems they have with basic skillsin away that
does not threaten or harm other people and is based on trust

identify coping strategies that people who need to learn basic skills use, and how other
people in the workplace can respond to them

set up appropriate support arrangements for people learning basic skills and any
requirements for confidentiality

ensure that other people in the workplace understand basic skills so they can support
learners effectively

ensure that other people in the workplace understand external support arrangements so
they can support learners effectively

establish and make clear the roles of people from inside and outside the organisation to
ensure learners are supported and responsibilities are shared

ensure you can eval uate the outcomes of the support process effectively against the
organisation’s plans and learner’s goals
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In preparing the records you should consider the following:

L
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how to relate delivery to the organisation’saims

how to relate delivery to the organisation’s priorities

how to relate delivery to the organisation’s and the individual’ s work

how to identify the things that influence learners: commitment and motivation towards
basic skills programmes

how to identify ethical factors that influence how basic skills are delivered

how to encourage learners to recognise their achievementsin basic skills

how to identify different learning styles and their effect on how people learn basic skills
how to check learners' understanding and progress

how to evaluate outcomes and build commitment from learners

how to monitor the nature and structure of national and local policies and programmes
on basic skillsin the workplace

how |egislation requirements for diversity and fairness at work may affect delivering
basic skills in the workplace

how to identify and assess appropriate ways of supporting learners and how to use these
how to encourage people to take part in basic skills training
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Unit L23: Support how basic skills are delivered in the wor kplace
Product Evidence

One recor d which shows how you identify the needs and opportunities for learning basic
skillsin the workplace.

plus
Onerecord of how you help to deliver basic skillsin the workplace.

The recor d identifying the needs and opportunities for learning basic skills in the workplace

must show how you:

¢ identified the different demands of individual jobs, work processes and documents

¢ matched the demands of the workplace to particular basic skills

¢ helped to assess existing levels of basic skills

¢ encouraged individualsto identify their learning aims and preferred styles of working

¢ identified how the way work was organised would affect how basic skills could be

developed

identified ways work activities could provide opportunities for learning

identified the effect of the work culture on learning opportunities

+ helped work out an appropriate code of conduct for supporting learning in the
workplace

+ helped persuade people within the organisation that it isimportant to develop skillsin
the workplace

L R 4

The record showing how you help to deliver basic skillsin the workplace must show how

you:

¢ set up and contribute to appropriate ways of delivering learning

give advice and guidance on the learning opportunities that are available

identify appropriate systemsto support learners in the workplace

develop links between existing learning opportunities in the workplace

identify the people in the workplace who can support learners

get the commitment of supports

identify and work with people and organisations who can deliver training and provide

support

help raise awareness of the learning needs of the organisation

identify ways of making learning opportunities part of the organisation

¢ identify and secure the resources you need to deliver learning in the workplace
effectively

* & O 6 o o
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In preparing the reports you should consider the following:

¢ how basic skills are defined

+ how the organisation’s culture can influence learning opportunities

+ how to identify and apply appropriate codes of conduct for supporting learning in the
workplace
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how to identify, evaluate and promote the benefits of developing basic skills to meet the
organisation’sgoals

how to apply the basic skills curriculato work activities

how to identify and access the learning and development opportunities that are available
locally

how to identify appropriate funding for learners

how to apply equal opportunities practices and other practices that do not discriminate
against people

how to monitor the nature and structure of nationa and local developments and policies
on basic skillsin the workplace

how |egislation requirements for diversity and fairness at work may affect how basic
skills are delivered in the workplace
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Unit L24: Support people learning basic skillsin the workplace
Product Evidence

A report identifying the support you have given to two learners in the workpl ace.
or

A record of an observation by an assessor or awitness. (This witness must have been
agreed by the assessor prior to the observation taking place.)

Therecord or observation must show how you:
¢ helped the two learners to work out what they want or need to learn to be effective at
work

¢ ensured that you listened carefully and sympathetically and asked questionsin away
which did not embarrass the learners

¢ gavethem clear and relevant information about basic skills opportunities

¢ madeinitial assessments of their current skills

¢ suggested ways for them to work towards their learning aims

¢ supported them in taking the next steps

¢ involved other colleagues to support the learners

¢ helped learners with reading, writing and numeracy

+ gavethelearners opportunities to practice and develop specific skills

¢ reviewed the progress with the learners and others if necessary

+ arranged on-going support for the learners

In preparing the record you should consider the following:

¢ how the organisation is structured and where to find learning opportunities

+ how to evaluate the demands of the workplace

+ how to identify the reading, writing and numeracy levels needed to be effective at work

¢ how to apply the basic skills curriculato work activities

+ how legidlation requirements for diversity and fairness at work may affect how basic
skills are delivered in the workplace



Unit G2: Contribute to the development of lear ning within the
or ganisation

Product Evidence

Onerecord and/or arecord of aprofessional discussion showing how you contribute to
the development of learning within the organisation.

Note: The evidence provided must be for one organisation with supporting documentation.

The record and/or professional discussion must show how you:
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L 4

contribute to the definition of learning and its role within the organisation

establish how learning will contribute to organisational performance

contribute to a shared understanding of the learning needs of the organisation

establish the indicators for successful organisational learning

identify existing opportunities for learning within the organisation

identify the barriers to organisational |earning and how they may be overcome
maximise access to learning opportunitiesin al the core activities of the organisation
encourage individuals to take responsibility for and structure their own learning and
contribute to the learning of others

build learning potential and opportunities into appropriate aspects of the organisation’s
structures and activities

identify barriersto effective learning inherent in organisational structures and processes
and review ways of overcoming them

match individual learning aspirations to organisational needs

identify alternative forms of delivering learning and development and match them to
individual and organisational priorities

create opportunities for group and team learning

create opportunities for regular personal and team audits or learning successes, mistakes
and future needs

contribute to the review of shared organisational learning goals

review achievements against indicators of success and continuous learning

apply the results of learning throughout the organisation and its processes

gather information on individual and shared future learning needs across the
organisation

share assumptions and results of reviews openly with others

review aternative ways of delivering learning which cater for diversity of need and
differing learning styles

In preparing the record and/or record of professional discussion you should consider the
following:

¢
¢
¢

how the learning culture relates to organisational aims and objectives

how to promote the organisational benefits of a positive learning culture

how to establish and overcome the likely factors which will hinder a positive learning
culture
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the indicators of a successful learning organisation in terms of new ways of interacting,
re-defining relationships and work practices and learning processes and their outcomes
issues of equality, diversity and access, and how they influence learning entitlement
how to develop a culture of sustained organisational learning

ways of accessing |learning opportunities and systems

how to identify the learning processes and tools needed to react to challenges and
change

ways of achieving knowledge and skills transfer

ways of motivating individuals to look for learning opportunities in their work

ways of identifying and pooling shared knowledge and experience

the role of learning groups and teams

how to identify and quantify the external influences on the implementations of learning
systems within the organisation, including economic, social and political

how to analyse and make use of relevant national and international debates relating to
the role of learning within an organisation

66



Unit G3: Evaluate and develop own practice
Product Evidence

One record identifying how you evaluate your own practice and identify your own
devel opment needs.

plus

A personal action plan showing how you review and develop yourself.

Therecord and personal action plan must show how you:

¢
¢

¢
¢

*

evaluate your own practice against set targets and goals

use arange of valid and reliable evidence to assess your own work which includes an
assessment of the effects of your own behaviour and values on others

have involved others in the interpretation of evidence

use evidence to reflect on your own practice and professional issues

are prepared to accept criticism in a positive manner and assess its validity and
importance

revise goals and target in the light of reviewing evidence of performance

set and prioritise clear and realistic goals and targets for your own development

base goals and targets on the accurate assessment of all relevant information relating to
own work and achievement, including developments in professional practice and related
areas

devise apersonal action plan and review it regularly

try out developments in own practice in away which does not cause problems for others
evaluate developments in own practice and ensure continued self-development

In preparing the record you should consider the following:

¢
¢

¢
¢

ways of identifying job and organisational needs

organisational policy relating to professional practice and its implications for own
development

methods of evaluating suggested changes in the context of one's own current work
how to apply external trends and developmentsinto own performance
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Unit P2: Develop a strategy and plan to provide all people resour cesfor
the or ganisation

Product Evidence

Y ou must provide one or more candidate reports showing how each Performance Criteriain
this Unit has been met.

You may, if you prefer, write your candidate report(s) on an event/topic basis rather than
Element by Element or Unit by Unit.

Candidate reports may be written or ora (including audio or video) with sufficient cross-
referencing to enable auditing by assessors and verifiers.

Y ou must aso provide evidence to demonstrate your competence in this Unit.

Y our evidence must include:

¢ areview of the organisation’s strategic objectives and existing structures and processes
and their implications for people resources

¢ quantified and prioritised people resource requirements for the organisation based on
sufficient and accurate data

¢ thedevelopment of an effective and ethical people resourcing strategy and plan

including the impact of e-personnel systems and which is consistent with the plans and

processes of other parts of the organisation

benchmarks for the evaluation of the people resourcing strategy and plan

a strategy to obtain commitment from employees and their representative

the establishment of a people resource budget and related action plan

your role in steering and influencing the implementation of the people resourcing

strategy and plan

+ evauation of the people resourcing strategy and plan against the benchmark criteria
with appropriate recommendations

* & o o

In your candidate report(s), you must:

+ show how each of the knowledge requirements for the Unit have been met and
demonstrated

¢ provide an evidence matrix (or matrices) that cross references your candidate report(s),
the Unit Performance Criteria, the Unit knowledge requirements and the required
evidence

Y our evidence matrix or matrices must clearly indicate in which of piece of evidence or
candidate report each of the Performance Criteria and knowledge requirements from this
Unit have been addressed.
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Unit P8: Develop a strategy and plan for the promotion of equality of
opportunity and diversity

Product Evidence

Y ou must provide one or more candidate reports showing how each Performance Criteriain
this Unit has been met.

You may, if you prefer, write your candidate report(s) on an event/topic basis rather than
Element by Element or Unit by Unit.

Candidate reports may be written or ora (including audio or video) with sufficient cross-
referencing to enable auditing by assessors and verifiers.

Y ou must aso provide evidence to demonstrate your competence in this Unit.

Y our evidence must include:

¢ areview of the existing strategy, policies and procedures for equal opportunities and
diversity within the organisation

¢ advice and guidance from recognised sources of expertise and the involvement of other
interested parties

¢ theimpact of e-personnel systems on equality of opportunity and diversity

¢ development of best practice policies and procedures for equal opportunities and
diversity within the organisation

¢ systemsto monitor compliance with legal requirements, codes of practice and
organisational policy

+ effective communication of the equal opportunity and diversity strategy, policies and
procedures to key stakeholders and records of gaining support

¢ benchmarks of agreed good practice and success criteria for the measurement of internal
procedures

¢ detailed implementation plan demonstrating your responsibility and involvement for
steering and influencing the implementation process

¢ anevaluation of the cost effectiveness and efficiency of the equality and diversity
programme, including stakeholder feedback and the organisation’ s wider strategic
objectives

¢ appropriate recommendations to modify or maintain the equality and diversity
programme

In your candidate report(s), you must:

+ show how each of the knowledge requirements for the Unit have been met and
demonstrated

¢ provide an evidence matrix (or matrices) that cross references your candidate report(s),
the Unit Performance Criteria, the Unit knowledge requirements and the required
evidence

Y our evidence matrix or matrices must clearly indicate in which of piece of evidence or

candidate report each of the Performance Criteria and knowledge requirements from this
Unit have been addressed.
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Unit P13: Design, deliver and evaluate changesto organisational structure
Product Evidence

Y ou must provide one or more candidate reports showing how each Performance Criteriain
this Unit has been met.

You may, if you prefer, write your candidate report(s) on an event/topic basis rather than
Element by Element or Unit by Unit.

Candidate reports may be written or oral (including audio or video) with sufficient cross-
referencing to enable auditing by assessors and verifiers.

Y ou must also provide evidence to demonstrate your competence in this Unit.

Y our evidence must include:

an evaluation of the existing organisational structures against organisational needs
Pjustified recommendations for any change(s) proposed to organisationa structures
an assessment of the impact of the proposed changes

evidence of consultation with key stakeholders

a detailed implementation plan

accurate, complete and up to date records of any changes made

areview and evaluation of the change processes against organisational needs, taking
account of internal and external factors

® & & 6 & o o

In your candidate report(s), you must:

+ show how each of the knowledge requirements for the Unit have been met and
demonstrated

¢ provide an evidence matrix (or matrices) that cross references your candidate report(s),
the Unit Performance Criteria, the Unit knowledge requirements and the required
evidence

Y our evidence matrix or matrices must clearly indicate in which of piece of evidence or

candidate report each of the Performance Criteria and knowledge requirements from this
Unit have been addressed.
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Glossary of terms

Action Plan:

An agreed set of learning and training activities for an individual candidate based on a
review of the requirements of the standards contained within a recognised award. It should
contain a structured programme of |earning experiences within an agreed time frame.

Assessment Plan:

A detailed statement of how and when specific outcomes in the standards will be assessed
and by which method(s). It must also provide a clear set of actionsto be carried out by the
candidate, the assessor(s) and any others involved in the process with atimescal e attached
to each activity. Thiswill be agreed between the candidates and one or more assessor. It
may also indicate how other people such as supervisors, college tutors and others may
contribute to the assessment process and how.

Assessment Record:

A record of which outcomes have been assessed with an indication of the success or
otherwise of the outcome. The record must provide details of the candidate and the assessor
and the outcomes assessed by which method. The record may be a standardised pro-forma
issued by an awarding body, an internal record devised by an organisation or an individual
assessor’ s record system.

Assessor:
Someone who is assessing an assessor-candidate or verifier-candidate for A and V Units.

Assessor -candidate:
Someone who is working towards A Units.

Element/Component of an Award:

A discrete assessable outcome or group of outcomes drawn from a set of national standards
within the national qualifications framework. In NVQs and SVQsthisisusualy a Unit of
competence. It must represent a substantive outcome rather than a set of sub-activities and
relate to a primary function within the qualification

Endor sed Assessment Plan:

A candidate assessment plan which has been counter-signed and approved by a recognised
assessor. The endorsement can relate to both the initial agreed plan and to al/any
subsequent modifications to the plan in the light of progress and assessment activities. There
should be aclear indication of how and why the original plan has been altered and a new set
of agreed actions with timescal e produced.
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External Audit and Sampling:

An agreed set of activities by which internal assessment decisions are monitored, and
checked for intra-assessor and inter-assessor accuracy and consistency. It also includes the
review of internal standardisation processes to ensure the quality of assessment decisions
and the support provided to assessors and others. It is normally aformalised process defined
by an awarding body recognised by the Regulatory Authorities or other appropriate agency.
It will contain procedures for identifying the frequency, level and coverage of the sampling
of assessment decisions within and between recognised centres.

Internal Quality Assurance and Standar disation of assessment:

An agreed set of activities by which internal assessment decisions by different assessors are
monitored and reviewed. Thisincludes specific arrangements for ensuring the selection of
suitable assessors, their induction and training in relation to specific standards and their use
of appropriate assessment methods which are valid in relation to the standards being
assessed. It will aso include specific arrangements for the standardisation of assessment
decisions between different assessors and monitoring the consistency of a single assessor’s
judgements over time and with a number of candidates (if appropriate). The overall quality
assurance system must be endorsed by the organisation and be acceptable to the body
responsible for external quality assurance of the assessment process.

Professional Discussion (verbal or written):

A structured review of practice conducted between an assessor or verifier and a person
making ajudgement on their competence which identifies and explores key aspects of
competence not readily manifested by product evidence. The specific areas of activity to be
explored must be clearly identified and agreed in advance as must the methods by which the
discussion will be conducted. This could be via a presentation followed by questioning,
‘what if questioning’ to cover contingencies or the use of scenarios to explore practice (or
other forms of mutually agreed processes). The common Evidence Requirements clearly
state which aspects of competence are to be covered by each professional discussion and
these must form the basis of the exchange. The purpose of the discussion is to probe the
level of competence of the individual and to be certain that their actions are based on afirm
understanding of principles which support practice. Thus the questioning will normally
centre on the reasons for selecting specific actions, the alternatives considered and the
factors taken into consideration as well as an evaluation of successes and failures and
learning points for the future. The outcomes of the professional discussion should be
captured by means of audio/video-tape, written summaries and evidence of structured
guestioning (eg question checklist or structured interview schedule).

Progress Reviews:

Formal or semi-formal meetings between assessors and candidates to identify progress
within an agreed action plan and achievements against an agreed assessment plan. They
should identify areas of success and identify where additional learning and training
opportunities are needed and how they will be provided, by whom and when. They also
provide opportunities to identify the next stages in the assessment process and the re-
development of an assessment plan for the completion of the qualification.
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Records.

Examples include reports, accounts, action and assessment plans, completed observation
forms or witness testimonies, minutes of meetings (eg of standardisation meetings),
assignments, video or audio tapes (eg of professional discussions or meetings with
candidates), or any other type of evidence that forms an audit trail.

Sampling Framewor k/Str ategy:

The methods to be used by external verifiers to monitor the quality of assessment decisions
and internal quality assurance within arecognised centre using agreed procedures set down
by an external awarding body. It will provide details of the level, nature and frequency of
external reviews of assessment decision, by assessor, by type of evidence, by numbers of
candidates and by type of centre depending upon the requirements of the qualification. It
will meet the requirements for sampling imposed by appropriate external agencies and the
specific monitoring regimes set down by a recognised awarding body.

Systems Documentation:

Those documents used by an assessment centre for recording all appropriate assessment
decisions and internal quality assurance auditing processes. Thiswill include records of
candidates, their action plans, their assessment plans and the outcomes of progress reviews.
It will also include details of assessor selection, induction, standardisation and support as
well as the written outcomes of internal quality auditing and reviews. The documents used
within the system can be designed by the recognised assessment centre or be those required
and produced by recognised awarding bodies.

Verifier-candidate:
Someone who is working towards V Units.
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Appendix A: Blank recording forms

74



Unit progressrecord
Qualification and level:
Candidate:

To achieve the whole qualification, you must prove competencein ___mandatory Units
and __ optional Units.

Unit Checklist

Mandatory

Optional

Mandatory Units achieved

Unit Title Assessor’s Signature | Date
Number

Optional Unitsachieved
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Index of evidence

| SVQ titleand level:

Evidence
number

Description of evidence

Included
in portfolio
(Yes/No)
If no, state
location

Sampled by
thelV
(initialsand
date)
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Element achievement record

Unit:

Element:

Evidence
Index No

Description of Evidence

PCs

Areas of knowledge and under standing

7




Unit:

Element:

Notes’Comments

The candidate has satisfied the Assessor and Internal Verifier that the performance evidence has been met.

Candidate: Date:
ASsessor: Date:
Internal Verifier: Date:
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Per sonal statement

Date Evidence Details of statement Linksto other Unit,
index evidence (enter | Elements,
number numbers) PCscovered

Signed by candidate:

Date:



Observation record
Unit/Element(s):
Candidate: Date of observation:

Evidence index number:

Skilld/activities observed: PCs covered:

Knowledge and under standing appar ent from this observation:

Other Unitg/Elementsto which this evidence may contribute:

Assessor’s comments and feedback to candidate:

I can confirm the candidate’ s performance was satisfactory.
Assessor’ s signature: Date:

Candidate’ s signature: Date:



Witness testimony

SvVQtitleand level:

Candidate' s name:

Evidenceindex no:

Index no of other evidence which
thistestimony relatesto (if any):

Element(s):

Date of evidence:

Name of witness:

Designation/relationship to
candidate:

Details of testimony:

| can confirm the candidate’ s evidence is authentic and accurate.

Signed by witness: Date:

Witness (please tick the appropriate box):
O Holds D32/D33 Award

O Is familiar with the SV Q standards to which the candidate is working



Record of questions and candidate’ sanswers

Unit: | Element(s):

Evidence index number:

Circumstances of assessment:

List of questionsand candidate's r esponses:

Assessor’ssignature:

Date:

Candidate ssignature:

Date:




