Assessment Method Templates
In this document you will find templates which can be adapted for use when creating individual Assessment Instruments or whole sets of Assessment Tools.

Below is a list of some assessment methods, a description of each method and tool and suggestions about when to use them. 


	Assessment Method
	Description
	Examples of Appropriate Use
	Tools and Individual Instruments

	Observation in workplace
	Applicant undertakes real work activities at the workplace and demonstrates processes and/or the steps to produce products. 
	To demonstrate job specific skills, e.g.

· receptionist, taking telephone calls, greeting clients

· personnel officer conducting interview.

Can be used to provide RPL evidence.
	· Instruction to candidates and assessors

· Observation checklist

· Description of competent performance

	Observation in simulated work environment
	As above except the workplace situation is simulated.
	Job specific skills are applied off the job, e.g.

· training kitchen

· college workshop

· industry training centre.
	· Instructions to candidates and assessors

· Observation checklist

· Description of competent performance 

	Fault finding
	Product is given to applicant to analyse for errors or problems. Can be written or practical.
	Identify why the engine does not work.

Identify the inaccuracies in meeting minutes and correct them.
	· Assessor observation checklist, or

· Candidate checklist (with diagrams if needed)

	Role-play
	Participants are assigned roles and a scenario to enact potential responses to situations. Clear guidelines are required for all participants. Assessor must also undertake a careful role in briefing, debriefing.
	Exploration of potential responses to situation, eg

· meeting procedures

· leadership techniques

· conflict resolution

· client complaint

· management techniques.
	· Instructions to candidates and assessors

· Scenario and outline of roles and key steps or issues to be covered

	Construction of role-play
	Applicant designs own role-play to demonstrate issues and responses. Requires applicant to consider potential scenarios and responses. Guidelines for design of role-play needed.
	As above, except candidate develops roles and scenarios.

Could be useful at higher AQF levels.
	· Instructions to candidates and assessors

· Boundaries, rules and guidance for the scenarios and roles to be constructed

	Games
	Formats such as quiz shows, board games such as Monopoly, Scruples, can be adapted to specific areas to enable participants to explore potential options, difficulties, short cuts, etc.
	Problem-solving and decision making in management, small business, etc. e.g.

· ‘Management techniques'

· `Running a restaurant'

· `The Travel Game'
	· Instructions to candidates and assessors including clear purpose for assessment e.g. formative assessment

	Game construction
	As above. In this case, the candidates design and construct the game themselves. This further enables candidates to identify and analyse the situation being applied to the game.
	As above

Could be used at higher AQF levels.
	· Instructions to candidates and assessors

· Information on format/s to be used and purposes to be achieved through game

	Verbal questioning
	Assessor asks questions relevant to required underpinning knowledge and contingency skills
	Useful for drawing out knowledge—especially if candidate has difficulty with literacy or where written questions are too formal.

Useful in formative assessment to check progress.
	· List of set questions or bank of questions from which assessors select questions

· Corresponding answers (key aspects) 

	Verbal presentation to assessor
	Candidate is given a topic and time to research and prepare. The candidate then presents his/her findings or argument or evidence to the assessor. The assessor may question the applicant to obtain further information.
	May be suitable alternative to essay for a student with a disability or writing difficulties. Requires basic research and communication skills.
	· Instructions to candidates and assessors

· Checklist for assessors or key areas to be covered

	Verbal presentation to assessor and audience
	As above. In this case, the presentation occurs in an environment where others are present, e.g. formal meeting, classroom, workplace, staff development.
	Useful addition to tasks. Allows further elaboration and discussion.
	· Instructions to candidates and assessors

· Checklist for assessors or key areas to be covered

	Formal oral examination
	Verbal question and answer. The candidate does not receive topics prior to the oral presentation.
	May be suitable where writing difficulties are evident (and are not a skill requirement), or where candidate is more comfortable with verbal questioning.

Higher AQF level.
	· Instructions to candidates and assessors

· List of questions

· Checklist for assessors on key areas to be answered

	Oral examination with panel
	As above. Assessment is made by a panel.
	As above.

Higher AQF level.
	· Instructions to candidates and assessors

· List of questions

· Checklist for assessors on key areas to be answered

	Interview
	The applicant discusses issues in an interview situation, either one-on-one or in a panel. Normally highly structured.
	Appropriate where candidate is the best source of information about skills or process. Allows interaction, exploration and clarification of points eg ethics, values and attitudes, establish capacity to handle unforeseen situations, predict and evaluate.

Recognition.

Higher AQF level.
	· Instructions to candidates and assessors

· List of questions

· Suggested answers

	Debate
	Candidates are required to formally debate a given topic. The topic chosen assumes that there are arguments for and against. Applicants require guidelines for debating and time to work in teams to prepare arguments.
	Group of applicants. Assesses ability to formulate, present, analyse and defend arguments.

Higher AQF level.
	· Instructions to candidates and assessors

· Guidelines for debating including preparation required.

	Production of audio visual tape (video) and other multimedia application
	Applicant demonstrates range of skills in video format. Video is then analysed with applicant, assessor or audience. Video skills may be required.
	Can be useful in practical demonstrations where movement or steps are completed quickly, or access or observation is restricted. Can also be used in discussion-based formats.
	· Instructions to candidates and assessors

· Arrangements for video taping

· Observation checklist

	Production of slide tape series
	Applicant demonstrates knowledge of area by both photographic (slides) and oral (tape) techniques.
	Specifically useful if applicant wishes to illustrate use of equipment which is generally inaccessible.
	· Instructions to candidates and assessors

· Technical advice on tape production

	Production of audio tape
	Applicant responds to topic by making an audio tape. This can be done in an environment chosen by applicant. This reduces options of responding to questions.
	Applicant who lacks confidence may prefer this to an oral presentation to panel, or an individual assessor
	· Instructions to candidates and assessors

· Technical advice on tape production

	Group discussion
	Group selects or are assigned topic, which usually requires analysis or problem-solving. Questions for consideration and outcomes to be defined. The group may require guidance in group processes, e.g. allocation of roles/tasks.
	Useful for assessing work in a group situation, leadership skills and interpersonal interaction.

May indicate the way ideas are formulated, analysed, debated and substantiated.
	· Instructions to candidates and assessors

· Questions for consideration and outcomes expected

· Checklist for observation if used

	Formal examination
	Examination questions set by independent body. Candidate required to attend examination room, work independently, complete tasks within time limits. No prior knowledge of questions. Assessed independently.
	Formal industry or educational requirements.

Appropriate where assessment is focusing on ability to recall facts or knowledge in formal, time controlled situations.
	· Instruction to candidates and assessors

· Procedure for examination

	Short answer test
	Questions set by independent body—questions require one paragraph answers. Generally open questions. Administered in formal environment. No prior knowledge of tasks. Assessed independently.
	Testing where clear and finite tasks can be set.
	· Instruction to candidates and assessors

· Formatted questions

· Answer sheet

	Take home examination
	As above. Candidate is allowed to complete the assessment tasks in own environment. Access to resources permissible, eg library.
	Appropriate where process is being tested (e.g. analysis, expression, research techniques).
	· Instruction to candidates and assessors

· Examination questions

	Open book test or examination
	As above. Candidate is allowed to take text books, references to the exam room.
	Appropriate where applicant's ability to use resources is being explored. Appropriate where recall is not primary focus.
	·  Instruction to candidates and assessors

· Test questions

· Answer sheet

	Multiple-choice answer test
	Bank of questions set. Each question gives several optional answers. Applicant is required to select the best answer to the question from choices provided.
	Appropriate where clear, correct answers are required.

Appropriate where testing of knowledge only is required.

Requires technical knowledge to devise tests.
	·  Instruction to candidates and assessors

· Multiple-choice test

· Answer sheet and marking scheme

	Essay
	Topic is set by assessor. Applicant is required to write a descriptive response to the topic.
	Appropriate where a specific issue needs to be explored, and applicant's ability to develop argument is considered suitable to higher AQF.
	· Instruction to candidates and assessors

· Essay question/topic/s – might be a choice

	Free choice essay
	Candidate designs own topic. Then writes a descriptive response to the subject.
	As above. Also allows greater range of specific topic choices. May be useful where knowledge of a general situation can be evaluated.

Suitable to higher AQF.
	· Instruction to candidates and assessors

	Project (can also include a work-based project)
	The subject is set by the assessor and completed over a period of time. May involve a product e.g. Designing something or problem-solving.

The subject can relate to the learners workplace.
	Useful where candidate is expected to have a degree of independence and work towards an outcome. Allows wide range of skills and knowledge to be demonstrated.
	· Instructions to candidates and assessors 

· Clear outline of project expectations, outcomes to be produced, timelines to be met

· Assessor checklist for making judgment

	Documents
	Assessment based on documentation of prior experiences e.g.

· certificates

· letter of verification

· course information.
	Useful where documented information is available to indicate or confirm.

· Certificate received for training or experiences completed either as a total course, or individual units/subjects.

· Letters from supervisor, employer etc, who can confirm achievement of skills or experience.

· Course information which sets out the content of the subjects or units attempted or completed.

Often used in Recognition
	· Instruction to candidates and assessors including procedures for original documents and authentication

· List of type of documents to be collected

	Third party reports
	Report from:

· supervisor

· manager

· customers

· suppliers

· peers.
	Confirmation of consistent performance over time and in a range of contexts.

Confirmation of candidate’s application and adaptation of simple and complex procedures.

Often used in Recognition.
	· Instruction to candidates and assessors

· Template or questions for third party to answer/provide response 

	Self-assessment
	Self-assessment against performance criteria, e.g. outlines of work experience, resume, personal development activities, reflections in diary or journal
	Used as a starting point for Recognition. Use as formative assessment tool and can be used to judge readiness for final assessment.
	· Instruction to candidates and assessors

· Variety of approaches including short answer, case study responses

	Training records
	Training outcomes mapped to competency standards in the relevant Training Package
	Recognition.
	· Instruction to candidates and assessors on how to access records

· Template for recording relevant information

	Portfolio
	Collection of material that relates to the evidence requirements.

E.g. examples of work, journal entries, designs, workplace documents.
	Recognition.

Presentation of project outcomes.
	· Instruction to candidates and assessors

· Checklist for inclusions or list of expected contents


Evidence-gathering template

	UNIT:

	Element
	Related experiences
	Related evidence
	Comment and verification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Required skills and knowledge/Key Competencies
	
	
	

	
Candidate name: 



	Details of Recognition outcome:



	
Action/further training:






	
Assessor signature: 

Date:



Candidate’s signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 3: Recognition resource, A guide to developing Training Package assessment materials, DETYA, Melbourne, p.125.
Candidate self-assessment tool

	
Candidate name: 



Job role/position: 



	Self-assessment questions
	Answers 

	1.
Can I perform all the work tasks and activities that are covered by the units of competency?
	

	2.
What parts do I have difficulty with and would benefit from further training?
	

	3.
Do I know and understand all the things necessary to carry out the workplace activities?
	

	4.
Are there any gaps in knowledge and understanding where I would benefit from some additional training?
	

	5.
What experiences and evidence do I have to support my application for Recognition?
	

	6.
If I do not have all the evidence available, am I able to talk confidently about my experiences?
	



Source: Department of Education, Training and Youth Affairs 2001, Guide 3: Recognition resource, A guide to developing Training Package assessment materials, DETYA, Melbourne, p.118.
Self-assessment template

	UNIT:

	Element
	Related experiences
	Related evidence
	Comment and verification

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Required skills and knowledge:


	
	
	



Source: Department of Education, Training and Youth Affairs 2001, Guide 3: Recognition resource, A guide to developing Training Package assessment materials, DETYA, Melbourne, p.123.
Evaluation portfolio

	EVALUATION OF PORTFOLIO CONTENT

Candidate name: 



Assessor’s name: 



	Units: 


	
 Practice environment: 



	Requirements of the unit of competency
The content of the portfolio provided satisfactory evidence of the candidate’s ability to:
	Yes
	No
	Unsure

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
	(
	(
	(

	
 For clarification during interview: 








	
Additional evidence is required in the following area:



	Assessor signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 194.
Assessment summary

	Candidate details:
	

	Practice environment:
	

	Manager/supervisor:
	

	Assessment date:
	

	Assessor name:
	


	Units of competency:
	

	Comments on assessment context:
	

	Assessment decision:
	


	FEEDBACK AND FUTURE ACTION

	Reinforcement of good performance:
	

	Gaps in performance and strategies for further improvements:
	



Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 196.
Assessment agreement

	
Candidate name: 



Phone contact/s: 



Assessor name: 



Units of competency to be assessed:

Evidence to be collected:

·  

	Candidate to answer questions (yes/no)

· Have the purpose and the consequences of the assessment been explained?

· Have you received copies of the relevant unit/s of competency?

· Do you understand what evidence is to be collected?

· Have your rights and the appeal system been fully explained?

· Have you discussed any special needs to be considered during assessment?



	I agree to undertake assessment in the knowledge that information gathered will only be used for professional development purposes and can only be accessed by my manager and/or the RTO.

	

Assessor signature: 

Date:



Candidate’s signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 183.
RTO record of assessment results

	Candidate details
	Assessor details

	
Name: 

	
Name: 



	Position: 

	Qualification: 



	RTO record of assessment results (please tick appropriate boxes)

	Unit/s:
	COM
	NYC

	

	(
	(

	

	(
	(

	
	(
	(

	
	(
	(

	
	(
	(

	
	(
	(

	
	(
	(

	Results discussed and agreed to:
	Comments and future action discussed:

	( YES

( NO
	( YES

( NO

	

Assessor signature: 

Date:



Candidate’s signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne. p. 195.
Assessment record

	ASSESSMENT RECORD

Unit/s: 



Descriptor: 






	Candidate name: 



	Elements
	Summary of evidence provided

	
	

	
	

	
	

	
	

	Assessor comments

	
( Competency achieved

( Competency not yet achieved


	


Assessor signature: 

Date:



Candidate’s signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 197.
Candidate’s record of competency

	
Unit/s:





	I can perform the following:

· 


	Evidence produced:

· 


	Further actions plan:

·  


	
Assessor signature: 

Date:



Candidate’s signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 198.
Competency record

	
Unit/s:




	Elements and performance criteria
	Successfully completed

	
	Assessor initials
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Comments: (if not competent please provide comments) 

	Assessor signature: 

Date:



Candidate’s signature: 

Date:





Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 199.
Record of post-assessment interview

	POST ASSESSMENT INTERVIEW

Unit code: 





	Assessment results
	YES
	NO

	· Evidence summary discussed
	(
	(

	· Judgment of competency discussed
	(
	(

	· Assessment record signed
	(
	(

	Candidate’s feedback

	· Understood assessment process and requirements
	(
	(

	
Candidate’s comments:

Agreed future strategies:



	Date of interview:



	Candidate’s signature:



	Assessor’s signature:







Source: Department of Education, Training and Youth Affairs 2001, Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, DETYA, Melbourne, p. 200.

Summary of evidence collection techniques

	
Work activity 


Unit/s of competency 


Registered Training Organisation 



	Evidence requirements


	Task
	Evidence gathering techniques

	
	
	

	
	
	

	
	
	


Evidence plan

	
Name of candidate 


Unit/s of competency 


Organisation 



	Sources of evidence
	Agreed evidence
	Timeline/sub-mission date
	Received

	Practical Demonstration
	
	
	(

	Third Party Reports
	
	
	(

	Questioning/Interview
	
	
	(

	Personal Statement/Resume
	
	
	(

	Workplace Documents (verified)
	
	
	(

	Training Records
	
	
	(

	Case Studies
	
	
	(

	Projects
	
	
	(

	Journal/Diary
	
	
	(

	Testimonials/Awards
	
	
	(

	Skill development activities:

Arrangements:

Agreement:

I agree to the evidence plan:

(
Candidate
_______________________________
___________________________________



(name)
(signature)

(
Supervisor
_______________________________
___________________________________



(name)
(signature)

(
Assessor
_______________________________
___________________________________



(name)
(signature)


Candidate self-assessment tool

	
Name of candidate 


Job role/position 



	Self assessment questions:
	Responses:

	Which work tasks and activities are covered by the units of competency?
	· 


	What parts do I have difficulty with and would benefit from further training?
	·  


	What do I know and understand to carry out the workplace activities?
	·  


	What gaps are there in my knowledge and understanding where I would benefit from some additional training?
	·  
 

	What evidence do I have to support my application for Recognition?
	·  



Adapted from Guide 3: Recognition resource, A guide to developing Training Package assessment materials, p 118.

Evidence for Recognition

	
Unit: 



	Element
	My experience that matches this area
	Historical evidence I can provide
	Recent evidence I can provide
	Comment/further training

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Underpinning skills and knowledge:
	
	
	
	


Procedural observation checklist

	
Candidate name: 


Assessor name: 


Unit of competency: 


Name of workplace/organisation: 


Dates of assessment: 


Procedure/activity: 



	Did the candidate perform the following skills:
	Comments
	Yes
	No

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
The candidates performance was:
Not satisfactory (
Satisfactory (


Feedback to candidate:




	Assessor signature: 

Date:



Candidate’s signature: 

Date:




Adapted from Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, p184.

Complex observation checklist

	
Candidate name: 


Assessor name: 


Unit of competency: 


Name of workplace/organisation: 


Dates of assessment: 


Procedure/activity: 



	Did the candidate perform the following skills:
	Comments
	Yes
	No

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
	
	(
	(

	
The candidates performance was:
Not satisfactory (
Satisfactory (


Feedback to candidate:

Reflection by candidate on their performance:



	Assessor signature: 

Date:


Candidate’s signature: 

Date:




Adapted from Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, p185.
Record of questioning of underpinning knowledge

	
Candidate name: 


Unit of competency: 



RTO or workplace: 


Name of assessor: 



	Questions to be answered by the candidate:
	Satisfactory response

	
	Yes
	No

	1.
	(
	(

	2.
	(
	(

	3.
	(
	(

	4.
	(
	(

	5.
	(
	(

	6.
	(
	(

	7.
	(
	(

	8.
	(
	(

	9.
	(
	(

	
The candidate’s underpinning knowledge was:

Not satisfactory (
Satisfactory (


Feedback to candidate:



	Assessor signature: 

Date:





Adapted from Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, p191
Record of assessment of simulated workplace project

	
Candidate name: 


Unit/s of competency: 


Name of workplace/organisation: 


Assessor name: 



Use the checklist below as a basis for judging whether the candidate’s project and supporting evidence meets the required competency standard.


	STAGE 1
	Comments
	Yes
	No

	·   
	
	(
	(

	·   
	
	(
	(

	·   
	
	(
	(

	STAGE 2
	Comments
	Yes
	No

	·   
	
	(
	(

	·   
	
	(
	(

	·   
	
	(
	(

	
The candidates performance was:
Not yet competent (
Competent (


Feedback to candidate/comments:




	Assessor signature: 

Date:




Third party evidence report

	
Candidate name: 


Unit/s of competency: 


Name of workplace/organisation: 


Supervisor/third party name: 



As part of the assessment for the unit/s of competency listed above, we are seeking evidence to support a judgement about the candidate’s competence. As part of the process of gathering evidence of competence, we are seeking reports from the supervisor and other people who work closely with the candidate. 

We would like you to complete this report. We value your contribution and ask that you answer the questions honestly.


	Does candidate consistently meet your organisation’s performance standards for:
	Comments
	Yes
	No
	N/A

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	·  
	
	(
	(
	(

	Comments to support your responses:




	Supervisor signature: 

Date:



Adapted from Guide 3: A guide to developing Training Package assessment materials, A guide to developing Training Package assessment materials, p 108.

A workplace project

	
Project instructions


This project will allow you to demonstrate competency for the first two elements of the unit of Competency CHCPR2A Organise experiences for children
· Establish a stimulating and positive environment

· Encourage children’s involvement in experiences.


How to prepare

In consultation with your supervisor, assist in setting up the physical environment for a group of children in age groups: 0-2, 3-5 OR 6-12. This should remain set up for one week.

You will have to consider the placement of furniture and equipment, the accessibility of toys and play materials, visual stimulation, lighting, ventilation and other relevant factors.

Readings that can help you with this project are:

· Introduction to Play and Leisure, Units 2 and 3

· Play and Development, Units 4 and 5.


How to perform
Your environment, as well as your interactions with the children, must show that you can organise experiences for children that are safe, stimulating and positive and that encourage the children to be involved in experiences.

This project enables you to demonstrate your understanding of the issues and procedures as well as your practical skills on the job. 

Evidence gathering
1.
Self assessment

At the end of the week, evaluate the environment you have set up by answering the following questions:

· In what way is the environment safe?

· Is the environment non-threatening?

· How did you create a stimulating environment? 

· Is the environment challenging?

· Is the range of experiences sufficient for the child to make choices?

· What strategy did you use to encourage children to be involved in experiences?

· Did your interactions with children support children’s play?


You should provide examples that illustrate your answers.

2.
Observation

Your work for this project will also be observed over the week by your supervisor.




Evaluation of a portfolio

	
Candidate name: 


Unit/s of competency: 


Name of workplace/organisation: 


Name of assessor: 



	
	Yes
	No
	Further clarification

	Requirements of the unit of competency:

The contents of the portfolio provides satisfactory evidence of the candidate’s ability to:
	
	
	

	·  
	(
	(
	(

	·  
	(
	(
	(

	·  
	(
	(
	(

	·  
	(
	(
	(

	·  
	(
	(
	(

	·  
	(
	(
	(

	·  
	(
	(
	(

	Following analysis of the evidence, the following issues required clarification during interview:

Additional evidence is required in the following area:

Arrangements agreed to at interview:



	Assessor signature: 

Date:


Assessor signature: 

Date:




Adapted from Guide 1: Training Package assessment materials kit, A guide to developing Training Package assessment materials, p184.
Checklist for tool development

	Have the following been addressed?

	· benchmark analysed
	(

	· target group
	(

	· AQF qualification
	(

	· organisational requirement
	(

	· OHS requirements
	(

	· legislative requirements
	(

	· ethical requirements
	(

	· principles of assessment
	(

	· rules of evidence
	(

	· dimensions of competency
	(

	· Key Competencies.
	(

	Does the assessment method:

	· address all evidence requirements
	(

	· meet principles of assessment
	(

	· meet needs of candidate
	(

	· meet organisational, ethical and legislative requirements
	(

	· allow for cost effective assessment
	(

	· allow for assessment to meet the rules of evidence?
	(

	The assessment tools:

	· have clear instructions
	(

	· have a simple layout and are practical to use
	(

	· are cost effective
	(

	· are relevant to the workplace context
	(

	· are applicable to potential candidates
	(

	· are grammatically correct 
	(

	· use appropriate level of language for intended audience
	(

	· do not contain any gender, cultural or other bias
	(

	· provide guidance on reasonable adjustment
	(

	· provide sufficient space for responses
	(

	· have been trialled and reviewed
	(

	· are formatted, labelled with date and version number and appropriately filed for future use
	(


Planning for validation

Validation approach:  


Validation activity/session:  


Timing:

(  before assessment


(  during assessment


(  after assessment

Components/focus of assessment to be validated:  


Coordinator/leader of validation:  


Other personnel:  


	My responsibilities 
(e.g. reading, submitting documentation) 
	Timeline
	Date due
	Date completed

	
	
	
	


Summary of assessment validation

The following table summarises how validation approaches can be used to review assessment methods, tools, evidence collected and assessment decisions made.
	What is validated
	What are you trying to find out?
	Who might be involved?
	What would you look at?
	What approach/es of validation could be used?

	Assessment methods
	· Are methods appropriate for benchmark and candidates?

· Are they fair, valid, reliable and flexible?

· Are they interesting and varied?

· Do they use resources efficiently?
	· Assessors/ facilitators

· Coordinators

· Quality assurance personnel

· Independent validator

· Technical/subject experts (including OHS, LLN experts)

· Members of professional associations
	· Assessment strategies for qualifications

· Assessment tools

· Assessment policies and procedures
	· Assessment panels

· Moderation meetings

· Benchmarking

· Team assessment

· Independent assessment validator to review

· External/internal audit

· Industry forums

· Assessor network meetings

	Assessment tools
	· Are they valid, fair, reliable and flexible?

· Do they cover the scope of the competency standard?

· Are they efficient?

· Is enough support and information provided to the candidates?
	· Assessors/ facilitators

· Material designers

· Quality assurance personnel

· Independent validator

· Technical/subject experts (incl. OHS, LLN experts)
	· Question banks

· Checklists used for demonstrations 

· Instructions for candidates for simulations, demonstrations, portfolios, projects etc

· Exams, tests

· Workbooks including assessment questions
	· Peer assessment

· Moderation meetings

· Field testing and trialling

· Benchmarking

· Candidate and/or enterprise feedback

· Joint development of tools/model answers

	Decision made based on evidence collected
	· Is sufficient evidence collected to establish competency?

· Is this evidence valid, current and authentic? 
	· Assessors/ facilitators

· Coordinators

· Independent validator

· Quality assurance personnel


	· Recordkeeping and storage procedures

· Assessment policies/ procedures

· Examples of assessed work

· Example of feedback provided to candidates

· Results

· Information provided to candidates about assessment 
	· Peer review

· Moderation

· Team assessment

· Mentoring

· Independent review

· Audit

	Assessment decisions
	· Is there consistency in decision making?
	· Assessors/ facilitators

· Coordinators

· Independent validator

· Quality assurance personnel
	· Decisions made by a range of assessors using the same tools, with accompanying evidence

· Assessment policies and procedures
	· Case studies at moderation

· Peer review

· Team assessment

· Mentoring

· Development of assessment guidelines by a team of assessors


Template for validating an assessment tool

Unit/s of competency:  


Assessment tools discussed

1.
Dimensions of competence addressed as required by the Training Package (Task Skills, Task Management Skills, Contingency Management Skills, Job/Role Environment Skills, Transferability)

Strengths:

Recommendations for improvement:

2.
Employability Skills integrated
(  Yes


(  No

Strengths:

Recommendations for improvement:

3.
Evidence Guide addressed as specified in the unit of competency.

(  Yes


(  No


Strengths:

Recommendations for improvement:

4.
Access and equity principles addressed—can tool/s be modified to address special needs? How are participants informed in advance of special access and equity opportunities?

Strengths:

Recommendations for improvement:

1. Do the assessment methods and tools enable the evidence collected to meet the rules of evidence?

	Comments
	Action recommended

	(a)  Current



	



	(b)  Sufficient



	



	(c)  Authentic



	



	(d)  Valid



	




6.
Does the assessment process meet national assessment principles?
	Comments
	Action recommended

	(a)  Reliability



	



	(b)  Fairness



	



	(c)  Flexibility



	



	(d)  Validity



	




Confidentiality agreement

In order for all participants in assessment validation meetings to feel comfortable and confident regarding the confidentiality of the meeting, all participants are requested to sign below to express their agreement with the confidentiality clause.
There also needs to be an understanding of confidentiality with respect to the performance of other assessors in the validation group, for example non-disclosure of personal information and respect for professional integrity.

The principles of confidentiality include:

No copying or use of material made available for validation, except by express permission of the owner

Respect ethical considerations and copyright


I agree to observe the principles of confidentiality with regard to assessment plans, process documentation, assessment tools and candidates’ work shared in the validation group. 

I will not use this information for commercial advantage or for any other reason which is not acceptable to the moderation group or under the code of ethics for assessors.


NAME




    SIGNATURE

