Evidence Tracker: L&D11 Internally Monitor and Maintain the Quality of Workplace Assessment (FD43 04)
This document includes the following: 

1 Advice relating to cross-referencing evidence to standards

2 An example evidence index

3 An example evidence record

4 Evidence referencing system for Unit L&D11
5 Feedback and sign-off record for Unit L&D11
Evidence referencing

Part of your responsibility as an internal verifier-candidate is to organise and present your evidence to enable your assessor to check your claim for competence against the national standard to which you are being assessed.

To do this effectively, you have to: 
· Understand the standards of the Unit/SVQ.
· Ensure that if you are unsure about the meaning of a performance or knowledge requirement you check it out with your assessor.
· Understand the Evidence Requirements for the Unit/SVQ. This will ensure that you don’t either under or over evidence. 
Your assessor will check the sufficiency of evidence you collect. If there is insufficient evidence, you will have to collect more and your assessor will agree with you the best way of doing that.

A number of internal verifier-candidates find cross-referencing a bit of a challenge, but if done well, it can be beneficial to everyone in the assessment process: 

· As an internal verifier-candidate, it offers you the opportunity to check the evidence you have gathered against the standards and identify any gaps. 
· It helps your assessor to find their way around your evidence, and therefore speeds up the process of making assessment decisions. 
· For your verifiers — internal and external — it will assist in the sampling process and in standardisation.

There’s a range of different methods that can be used — some more complicated than others. The following example shows the use of a numeric system where evidence is matched against performance and knowledge.
How to reference evidence 

Assemble your evidence and start listing it on the Evidence Index, numbering it as you go along 1, 2, 3, 4, 5 and so on. This means that you don’t have to worry about keeping evidence together by type, or putting it in any kind of chronological order. As you identify a piece of evidence, add it to the index. It is often easier to do the numbering and indexing as you collect the evidence rather than do it all at the end.

Decide whether you are including all the evidence in your portfolio or are leaving some in situ. In all cases, you would complete the right hand column of the index accordingly. For example, if evidence of you working with your candidate to agree an assessment plan is normally recorded in the candidate’s file, then use the location column to signpost it. If the evidence is an explanation of how you worked with your candidates, then include it in your portfolio. 

The Evidence Requirements provide you with guidance on the quantity and type of evidence you need to assemble. As you collect your evidence, add its number to the column to the right of the Evidence Requirements on the Tracker grid.  For each piece of evidence look at the performance standard that you feel is met, and then enter the number of that piece of evidence against the standard on the Evidence Record. Most of your evidence will meet more than one performance standard. As you begin to work on each new Unit, go back through your Evidence Index to see if there is anything there already which can be claimed against the performance standards for the new Unit. Evidence items can be used more than once. 
Follow a similar process for the knowledge requirements, ie if you feel a piece of evidence already listed shows your knowledge then put the number of that piece of evidence on the knowledge section of the record. This means you may only have to deal with those requirements for which you have no evidence when taking part in the professional discussion or your final statement.

If an evidence item is a multi-page document, it’s helpful if you guide your assessor and verifier to the part of the document that you feel meets a specific performance or knowledge requirement, by writing on the document the performance standard number or knowledge requirement number. Likewise, if you’ve written an explanation, refer to the performance standard or knowledge requirement in the text or down the margin.

You can carry out these processes at any stage in your evidence collection but it can be helpful to do the numbering and cross-referencing as an ongoing exercise rather than wait until you’ve assembled all your evidence. This means that if you do identify any gaps, you can pick up on them and fill them by writing an explanation or adding another piece of evidence. 

Exemplar Evidence Index: L&D9D Assess Workplace Competence Using Direct Methods 
	Evidence no
	Location
	Type of evidence, eg my explanation
	Evidence no
	Location
	Type of evidence, eg my explanation

	1
	Portfolio
	My explanation of how I inducted two candidates to the SVQ level 2.
	
	
	

	2
	Candidate file in office
	Buck Mulligan’s job description, choice of optional Units and SVQ induction form signed by him.
	
	
	

	3
	Candidate file in office
	Mary Jones’ job description, choice of optional Units and SVQ induction form signed by her.
	
	
	

	4.
	Candidate file on my laptop
	Confirming assessment planning arrangements via e-mail to candidates and managers.
	
	
	

	5
	Office
	SVQ portfolio level 2.
	
	
	

	6
	Portfolio
	My personal statement about assessment methods.
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Performance

What the assessor-candidate must do:
	Evidence

reference
	Knowledge

What the assessor-candidate must know:
	Evidence

reference
	Evidence Requirements
	Evidence reference

	1
Prepare and plan for assessments 

(a) Ensure candidates understand the purpose, requirements and processes of assessment. 

(b) Identify evidence that is valid, authentic and sufficient. 

(c) Plan to use valid, fair and reliable and safe assessment methods. 

(d) Plan assessment to meet requirements and candidate needs.

	1, 2, 3

1, 5
	1 The range of information that should be made available to candidates before assessment begins. 

2 The standards to be assessed and the assessment/evidence regulatory requirements. 

3 The candidates’ job role and their work environment and how this influences the assessment approach adopted.
4 How to judge when the candidate is ready for assessment.
5 The uses, benefits and drawbacks of the different assessment methods, including those that use technology.
6 Types of risks when assessing and how to manage them. 

7 How to involve candidates in planning assessments and ensuring they have access to the assessment process. 
8 How assessment arrangements can be adapted to meet the diverse needs of individual candidates. 

9 How disputes and appeals will be handled and how confidentiality will be maintained. 


	1, 2, 5

1, 5

1, 2, 3

1, 4

1, 2, 3, 4

1

1


	Performance

A brief explanation with supporting documentation of how the 
assessor-candidate confirmed: 
· That their candidates understood the assessment process/requirements. 

· That there were evidence sources and assessment opportunities that ensured valid, authentic and sufficient evidence could be collected. 

Evidence of planning and agreeing when, where, how and what is to be assessed with two candidates, providing for four assessments in total to meet the candidates’ needs, job role and work environment, using as a minimum:
· observation of performance 

Performance evidence of planning to use the other methods listed below or knowledge evidence of the benefits and drawbacks of using such methods:
· examining the candidate’s products of work (created at the time of the observation) 

· questioning 

Knowledge
The assessor-candidate must demonstrate they have the knowledge specified. This may be evidenced through one or more of the following:
· discussion with their assessor

· answering written or oral questions
· providing a personal statement

	1,2,3

5

5,6

6


Unit L&D11
Internally Monitor and Maintain the Quality of Workplace Assessment (FD43 04)
Source: Learning and Development Standard 11
Who this Unit is for 

This Unit is for those monitoring assessment processes and decisions within an organisation and helping to maintain and improve the quality assurance systems. The internal quality assurance process being conducted by the internal verifier-candidate can be for SVQs, work-based qualifications or in-company standards. 

What this Unit is about

The types of activities the internal verifier-candidate will be involved in include:
1 Preparing to carry out internal quality assurance

2 Planning internal quality assurance

3 Carrying out planned internal quality assurance

4 Providing the organisation with feedback, advice and support to help them maintain and improve their assessment practice

5 Meeting appropriate external quality assurance requirements

To achieve this Unit the internal verifier-candidate is required to carry out the monitoring activities defined in their organisation’s quality assurance procedures in accordance with appropriate external quality assurance requirements. 

Their knowledge will be assessed by taking part in a discussion with their assessor, answering questions (written or oral), internal 
verifier-candidate statement or a combination of all of these.

The internal verifier-candidate’s performance will be assessed by the assessor looking at products of work, for example:
· Notes of meetings with assessors and other quality assurance staff in the organisation.
· Notes on the planning process for their monitoring activities.
· Quality Assurance documentation the internal verifier-candidate uses to record their monitoring of at least two assessors’ work with at least two candidates each, covering at least three assessment decisions in total. Monitoring will include observation of assessors providing feedback to their candidates.
· Records of their use of the results of monitoring to provide feedback, including advice and support on practice and planned CPD processes, to assessors and other relevant people and agreeing any remedial action or changes to assessment procedures to meet internal and external quality assurance requirements.

The internal verifier-candidate will be observed monitoring the activities of one assessor. 

Assessment Guidance

This Unit is suitable for those who carry out the internal quality assurance (QA) of the assessment process in accordance with appropriate external quality assurance requirements. It involves carrying out internal verification or auditing of assessments, supporting assessors through feedback and ensuring consistency in the assessment process. Unlike the previous V1 Unit, it does not require the candidate to be directly involved with the external QA process and does not require a responsibility for the overall management of the QA system. 
The Evidence Requirements of the new Units compared to the 2001 versions are more succinct. They provide more contexts in terms of the type of evidence required whilst providing flexibility in terms of how the evidence can be assessed.  

There is no requirement for independent assessment in any of these Units. Research in relation to the previous SVQ/Units, concluded that this type of assessment did not generally enhance the quality assurance of the assessment process as intended.

The qualifications are based on the new, more compact NOS with a very much reduced set of Performance Criteria compared with the previous Units. This is intended to improve the clarity of measurement for users when conducting assessments against the standards. 
The Units have been designed in a way that will allow the simultaneous assessment of knowledge and performance. The knowledge and Evidence Requirements have been framed in such a way to facilitate this process. 
All performance evidence must come from real workplace practice in learning and development, assessment and verification. The use of simulation is not allowed for these qualifications. 
Terminology

Within this Unit the following explanations and examples apply:


Assessment method
Observation, questioning, checking of products of work, witness testimony.

Authentic evidence
Being the candidate’s own work.

Candidate
The person being assessed.
Organisation
An awarding organisation, internal department or other organisation involved in assessment.
Reliable
Assessors achieving a consistent approach to the way they make judgements about candidate evidence.
Role requirements
Could include holding an assessor/verifier qualification and/or occupational experience in the area being assessed.
Special assessment arrangement
An agreement made with the candidate and the organisation to ensure fair assessment of the candidate without diluting the standards, for example taking account of shift working by arranging assessment opportunities to suit the candidate’s work patterns.

Sufficient
Enough evidence as specified in Evidence Requirements or Assessment Strategy.

Valid
Relevant to the criteria against which the candidate is being assessed.

Evidence Index:  L&D11 Internally Monitor and Maintain the Quality of Workplace Assessment (FD43 04)
	Evidence no
	Location
	Type of evidence, eg my explanation
	Evidence no
	Location
	Type of evidence, eg my explanation

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Performance

What the internal
verifier-candidate must do:
	Evidence

reference
	Knowledge

What the internal 
verifier-candidate must know:
	Evidence

reference
	Evidence Requirements
	Evidence reference

	1
Prepare to carry out internal quality assurance

(a) Prepare to monitor the quality of assessment.

	
	1 The standards being assessed and the assessment/Evidence Requirements.
2 The relevant Assessment Strategy and external and internal quality assurance requirements.
3 The principles of assessment and quality assurance.
4 Procedures to follow when preparing for monitoring activity.
5 Agreed procedures for planning, preparing for and carrying out assessment.
6 Criteria for judging the quality of the assessment process.
7 Roles, responsibilities of, and requirements for, assessors/lead IV/IVs/EVs.
8 Special assessment arrangements.
9 The uses, benefits and drawbacks of different assessment methods.

10 Legal issues, policies and procedures including those for health, safety and welfare.
	
	Performance

The information the internal 
verifier-candidate gathered to inform planning of their monitoring of the assessment process covering at least two assessors’ work with at least two candidates each, covering at least three assessment decisions in total. A report (verbal or written) with supporting documentation on how they gathered information on the standards being assessed, assessment and quality assurance requirements, numbers of candidates and assessors, assessment context, quality assurance risks.
Knowledge

Evidence that you have all the knowledge specified. This may be evidenced through one or more or a combination of the following:
· discussion with their assessor

· answering written or oral questions 

· providing a personal statement
	

	2
Plan internal quality assurance

(a) Plan monitoring activities to ensure the quality of assessment is maintained.
	
	1 Procedures to follow when planning monitoring activity.
2 Principles of assessment (Validity, Authenticity, Reliability, Currency, Sufficiency (VARCS)). 

3 Assessment cycle — when you would use interim and final verification.
4 Principles and techniques of sampling, and their application including the appropriate use of technology.
5 Quality assurance risk management.
6 Internal quality assurance policies/procedures/strategy.
7 Policies, procedures and requirements re information management, data protection and confidentiality in relation to assessment and quality assurance.
	
	Performance
A plan for the monitoring of at least two assessors appropriate to their experience, the assessment cycle, candidate cohorts, assessment methods, assessment principles, VARCS, Assessment Strategy, external quality assurance requirements. The monitoring plan should cover each assessor’s work with at least two candidates covering at least three assessment decisions in total.

A record of the internal 
verifier-candidate’s communications with relevant people about the plan and the administrative arrangements 

Knowledge
Evidence that the internal
verifier-candidate has all the knowledge specified. This may be evidenced through one or more or a combination of the following:
· discussion with their assessor

· answering written or oral questions 

· providing a personal statement
	


	Performance

What the internal 
verifier-candidate must do:
	Evidence

reference
	Knowledge

What the internal 
verifier-candidate must know:
	Evidence

reference
	Evidence Requirements
	Evidence reference


	3
Carry out planned monitoring of the quality of assessment 

(a) Determine whether assessment processes and systems meet and operate according to quality requirements.
(b) Check that assessors meet the requirements for their role.
(c) Check that assessments are planned, prepared for and carried out according to agreed procedures.

(d) Check that assessment methods are safe, fair, valid and reliable.
(e) Check that assessment decisions are made using specified criteria. 
(f) Compare assessor decisions to ensure that they are consistent.
(g) Provide assessors with feedback, advice and support to help them maintain and improve their assessment practice.


	
	1 Assessment and quality assurance principles, requirements, policy and practice (Validity, Authenticity, Reliability, Currency, Sufficiency (VARCS)).
2 Agreed procedures for planning, preparing and carrying out assessment.
3 Assessor/IV roles and requirements.
4 Assessment specifications and risk identification and management.
5 Criteria for judging quality of assessment.
6 Methods of monitoring assessor practice and recording sampling to showing a clear audit trail. 

7 Standardisation processes and how to co-ordinate and contribute to these.
8 Types of feedback, advice and support that assessors need and how to meet those needs.

9 Procedures to use when there are disputes and concerns about quality of assessment and quality assurance.
10 Equality and diversity issues in relation to assessment and quality assurance and how these should be addressed.
11 Requirements for information management, data protection and confidentiality and communication in relation to assessment and quality assurance.
12 Continuous Professional Development (CPD) planning and implementation including working towards national standards in assessment and verification.
	
	Performance
Internal quality assurance records of planned monitoring activity for at least three assessment decisions for at least one qualification including monitoring of at least two assessors’ practice including observation of them providing feedback to their candidates.

Observation of the internal 
verifier-candidate monitoring the activities of one assessor. The observation need only cover a sample of the monitoring activities such as planning, feedback, or standardisation. 

A statement on how their monitoring activities were appropriate to assessor experience, the assessment cycle, candidate cohorts, assessment methods, assessment principles, VARCS, Assessment Strategy, external quality assurance requirements.
Records of the internal 
verifier-candidate’s feedback, including advice and support to relevant people, agreements about any remedial action or changes to assessment processes to ensure consistency and to inform plans for CPD activity.
Knowledge
Evidence that the internal 
verifier-candidate has all the knowledge specified. This may be evidenced through one or more or a combination of the following:
· discussion with their assessor

· answering written or oral questions 

· providing a personal statement
	


	Performance

What the internal 
verifier-candidate must do:
	Evidence

reference
	Knowledge

What the internal 
verifier-candidate must know:
	Evidence

reference
	Evidence Requirements
	Evidence reference

	4
Meet appropriate external quality assurance requirements

(a) Work with others to ensure the standardisation of assessment practice and outcomes.
(b) Follow agreed procedures when there are significant concerns about the quality of assessment.
(c) Follow agreed procedures for the recording, storing, reporting and confidentiality of information.
	
	1 External quality assurance requirements prior to, during and post monitoring activities.
2 Procedures to use when there are disputes and concerns about quality of assessment.
3 Standardisation processes and how to co-ordinate and contribute to these.
4 Methods of reporting on internal quality assurance and reviews of practice.
5 Organisation’s quality assurance responsibilities and requirements re information management, data protection, confidentiality and communication.
	
	Performance
Internal quality assurance reports covering the activities in ‘Carry out planned monitoring of the quality of assessment’ and an endorsing statement in relation to the acceptability of the internal 
verifier-candidate’s work from a quality assurance practitioner such as a qualified internal verifier, centre 
co-ordinator or External Verifier.

Records of their contribution to standardisation activities/events to ensure consistency in assessment.
Knowledge
Evidence that the internal 
verifier-candidate has all the knowledge specified. This may be evidenced through one or more or a combination of the following:
· discussion with their assessor

· answering written or oral questions 

· providing a personal statement
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	Comments/feedback from the assessor 



	The internal verifier-candidate has satisfied the assessor and internal verifier that all the requirements for the qualification/Unit have been met. 
Internal verifier-candidate signature
Date
Assessor signature
Date
Internal verifier signature
Date
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