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Introduction 
 
These assessment guidelines are designed to guide assessors who will be implementing the 

assessment activities and procedures within the Regional Qualifications Framework and National 

Qualifications Framework in Grenada. It provides information on the principles of assessment and 

other pertinent information. The guide should help assessors to develop proper assessment 

instruments and conduct assessments of high quality. Assessment is defined as the process of 

collecting evidence and making judgments about whether competency has been achieved. 

Information about the Qualifications 

National Vocational Qualifications - NVQs 

These are vocational qualifications based on competency standards which have been 

locally developed on specific occupations which are relevant for Grenada. Successful 

completion of these will result in the issuance of National Vocational Qualifications (NVQ) 

certificates at different levels. Although this kind of certification is basically for use in 

Grenada, it can be upgraded to a Caribbean Vocational Qualifications (CVQ) after 

ratification by the regional body.  

Caribbean Vocational Qualifications - CVQs 

Caribbean Vocational Qualifications are based on Regional Occupational/Competency 

Standards and the Qualification Framework approved by CARICOM’s Committee for Human 

and Social Development (COHSOD) for the development of the regional workforce and the 

facilitation of the free movement of artisans throughout the CARICOM Region under the 

CSME. 

The Assessment Guidelines comprises of the following keys sections: 

 Definition of assessment 

 The purposes of assessment 

 Principles of assessment 

 Methods of assessment 

 Quality Assurance in assessment 

 Steps in the assessment process 

 Assessment and certification procedures 

 Providing feedback 

 Internal Verification 

 External Verification 

 References 

 Appendices 
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Definition of Assessment  

Assessment is the process of collecting information/evidence and making judgments about whether 

or not competence has been achieved by learners. It involves measuring the evidence of a 

student’s attainment of knowledge, skills and attitudes and judging that evidence against defined 

criteria. The criteria refer to the competency/occupational standards which will be the point of 

reference for assessment leading to the issuance of a statement of competence in the NVQ or 

CVQ. Assessment involves generating evidence of performance at work, through a variety of 

activities using varied instruments. 

In order to ensure that there is reliability and validity in assessors’ judgments, other quality 

assurance processes of Internal and External verification will be carried out. These processes will 

ensure that quality is maintained.  It is a requirement of the NTA that all assessments are 

conducted at Approved Training Centres. 

The basic principles governing the assessment of competence in the Regional Qualifications 

Framework are: 

 The demonstration of competence through performance  

 Assessment of competencies within the context of a particular industry 

 Inclusion of the critical employability skills in the assessment process      

Overview of competency/occupational standards 

1. These are statements about the skills, knowledge and attitudes required to perform jobs 

based on industry specifications.   

2. They are competencies required for effective workplace performance. 

3. They are the building blocks of all activities in a competency–based training and certification 

system. 

4. They are used as the basis for assessment, certification , articulation and accreditation  

Components of a competency/occupational standard  

This is comprised of a unit title, elements, performance criteria, range statement, evidence guide, 

outcomes/ key competencies, underpinning knowledge and skills, and critical employability skills. 

A qualification is made up of a series of core and elective units of competence. Upon completion of 

all units within a qualification, an individual can be awarded an NVQ or a CVQ, whichever is 

appropriate. 

 

The purposes of assessment  

Assessment has a variety of purposes all of which lead to the determination of the learners’ ability 

to perform according to the standard expected in the workplace. It is therefore critical that when 

designing an assessment instrument, the assessor must be aware of the purpose for that particular 

assessment since each assessment is geared towards a particular purpose. 
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1. Identifying strengths and weaknesses 

Assessment can be used to find learners’ strengths and weaknesses in specific areas. This 

will help the instructors and assessors to better cater to the individual learners. 

 

2. Planning learning activities 

Assessment activities conducted during the teaching of the course/ programme can be used 

to monitor learning. Through these activities (formative assessment), information will be 

obtained about learners progress which can be used as a guide for planning instruction. 

Formative assessment is also referred to as assessment for learning, since it focuses on 

the activities which instructors and learners should undertake to modify the teaching and 

learning activities in which they are engaged. Formative assessment serves the following 

purposes:  

 To provide feedback to learners and instructors. 

 To motivate learners. 

 To diagnose learners’ strengths and weaknesses. 

 To help learners to develop self-awareness. 
 

  

3.  Providing feedback to learners   

Through assessment, learners are able to get information about their performance. It allows 

them to monitor their progress and provide information for self-assessment.  

   

 

4. Providing feedback to Instructors and Assessors 

The results of assessment will provide information to Instructors about the learners’ 

performance in the areas in which they were trained and assessed. They will also be able to 

monitor the learners’ progress and identify areas where problems exist. This will give them 

information on how well the learners are processing and transferring the knowledge, skills 

and attitudes to which they were exposed during training.   

 

The Assessors will also benefit, since they will be able to observe learners’ performance on 

the methods of assessment used and determine the suitability/appropriateness of these for 

the elements covered in the unit.   

 

  

5. Assessing learners attainment  

This is obtained by assessing learners’ performance at the completion of the unit, course or 

programme. This recording of the evidence of learners’ performance is referred to as 

summative assessment. The functions of summative assessment are mainly to determine 

whether a competency has been achieved and to assure suitability for work.  

 

   

6. Monitor and maintain standards 

The National Training Agency has the responsibility for monitoring and maintaining 

standards in the various programmes offered at the NVQ and CVQ levels. Monitoring the 
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assessment process is an important quality assurance activity which seeks to guarantee 

that training is conducted according to approved standards.   

 

 

7. Awarding qualifications    

The most important use of assessment in Technical and Vocational Education and Training 

is the awarding of formal qualifications. In this case the qualifications can be NVQs  or 

CVQs. These awards are determined by a combination of both internal and external 

summative assessments.  

 

 

8. Guidance in career choices and selection of career  

Learners can use the results of the summative assessment to help them to make choices 

about their career aspirations. 

 

Principles of Assessment 

The major role of assessment of learning against the National and Regional standards is to provide 

individuals with the appropriate qualifications which meet their training needs.  It is therefore critical 

that assessors constructing assessment tasks be aware of these principles and create tasks which 

reflect them. We must ensure that the assessment activities conducted are credible and follow 

these principles: 

 Validity 

 Reliability 

 Practicability 

 Fairness or absence-of-bias 

 Relevance 

 

Validity of Assessment 

Validity is defined as the accuracy of an assessment. It focuses on whether or not the assessment 
is actually measuring what it’s supposed to be measuring. Validity is the most important attribute of 
any assessment procedure. It focuses on the appropriateness of the interpretation of the results of 
an assessment procedure. Each assessment should be designed in such a way that it provides 
learners with an opportunity to produce the evidence that shows they have the knowledge, skills 
and attitudes to satisfy the requirements of the qualification. 
 
An assessment is valid when it:  

 is appropriate for its purpose (e.g. a practical assessment should be used to assess 
practical skills) 

 allows candidates to produce sufficient evidence of all the skills and knowledge required to 
satisfy standards within the qualification 

 facilitates the making of reliable assessment decisions by all assessors for all candidates 

 is accessible to all candidates who are potentially able to achieve it. 
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Reliability  

Reliability refers to the consistency of a measurement, or the degree to which an instrument gives 

the same results each time it is used under the same condition with the same learners. This means 

that if a group of assessors are conducting assessment activities independently using the same 

criteria and marking scheme they would have similar results/judgment on a particular unit or set of 

units. Procedures must be in place to ensure that this occurs. 

 The relationship between validity and reliability 

 Validity and reliability are interdependent. An assessment that produces inconsistent results 
cannot provide valid information about a candidate’s achievement. On the other hand, highly 
consistent results do not necessarily indicate high validity, since the assessment task may 
be inappropriate for the competencies being assessed.   
  

 High validity and high reliability are more likely to be achieved when assessors do the 
following:  

o measure candidates against outcomes of learning which have clearly-defined 
performance levels 

o use assessment instruments that are appropriate to the outcomes  
o minimise subjectivity  

 

Practicability 

For assessments to be practicable (i.e. capable of being carried out both efficiently and cost 
effectively) there has to be adequate resources and time. For example, when assessing 
practical skills, the assessor needs to consider the availability of required resources (equipment, 
time and personnel). 

 

Fairness/absence-of- bias 

Absence-of-Bias: The absence of any characteristic associated with an assessment that might 

offend or unfairly penalize those being assessed and thus distort a student's score. 

Assessment bias—this refers to the qualities of an assessment instrument that offend or 

unfairly penalize a group of students because of personal characteristics like race, gender, 

religion, socio-economic status, community of origin, programme attended, etc. 

All learners/clients must be assessed fairly using the same criteria for the same competencies.  
The assessment instruments should not unfairly penalize or offend learners because of gender, 
race, ethnic factors, socio-economic status or religion.  

 
     Assessment of the learner must provide evidence of the following: 

 knowledge and understanding 

 application of knowledge & understanding / performance 
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Methods of Assessment  

Assessment methods used in Competency Based Education and Training 

A variety of assessment instruments are used in CBET.  Some of these strategies include: 

 

 Written tests/assignments 

 Oral questioning 

 Professional  discussion 

 Performance assessment 

 Portfolio 

 Projects 

 Aural assessment 

 Case studies 

 Oral test 

 Role play 

 Simulation 

 Self-report 

 Interviews 

 Questionnaires 

 Third party/Witness testimony 

 Peer assessment 

 Reports 
 

Preparing written assessments   

General suggestions for preparing written assessment items: 

 Use your test specification as a guide to item writing. 

 Write more test items than needed (discard weaker items during the review). 

 Write test items well in advance of the testing date. 

 Write each test item and assessment task, so that the task to be performed is clearly 
defined.  

 Use simple, direct language, correct grammar and punctuation, avoid unnecessary wording. 

 Write each item so that it doesn’t provide help in answering other items in the test. 

 Write each item so that it is at the appropriate level of difficulty or reading level. 

 

Characteristics of assessment items 

Multiple Choice items 

A multiple choice item comprises of a stem in the form of a question or incomplete statement and 
four or more options or alternatives. The alternatives contain one correct or best answer which is 
referred to as the ‘key’ while the incorrect response are called distractors. 

Advantages    

 Allow for a broad sampling of knowledge 
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 Scoring is easy and objective 

 Allow for the provision of rapid feedback to learners and assessors. 

 Make less demand on writing skills than free response item. 

Disadvantages 

 Difficult to construct 

 Do  not allow learners to express themselves 

 Can make heavy demands on the learners’ reading skills 

Construction of Multiple Choice Items 

 Use a direct question or an incomplete statement as the stem 

 Write the stem in clear, simple language. Complex sentences should be broken down into 
two or more separate sentences. 

 Each item should have one correct answer or best answer. 

 Avoid outside clues in the stem. 

 Make the responses grammatically consistent with the stem (parallel in form with each 
other). 

 All distractors must be plausible. 

 Vary the position of the correct answer in a random manner. 

 Make sure that each item is independent of each other in the test. 

 Avoid the use of negatives in the stem. 

 Avoid using options like---‘all of the above’, ‘none of the above’. 

 Place the blank at the end of the incomplete statement. 

 Each item should be presented in its entirety on a page. 

Examples:  

1. A switch receptacle must not be more than ________ feet from floor level.  

a) 9  b) 3   c)  6  d) 7  ( 1 mark) 
       

2. In which of the following processes can food be flavoured by allowing it to remain for a 
period of time in a mixture of seasoning? _________ 

a) Mirepoix    b) Bouquet garni    c) Marinate   d) Bain Marie    (2 marks) 
 
 

Matching items 

A matching item consists of two parallel lists of words or phrases requiring learners to match 
entries on one list with the appropriate entries on the second list. It’s made up of premises 
and responses. The premises are the entries in the list for which the answers are sought. 
The responses are the entries in the list from which selections are made. Homogeneity is an 
important attribute of all properly constructed matching items. Directions must also say how 
to use the responses – once, more than once or not at all. 

Construction of Matching Items 

 Use homogeneous premises and responses. 

 Use four to eight premises  
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 Avoid grammatical clues to the correct answer. 

 Keep responses short and in logical order (place words in alphabetical order). 

 Identify premises with numbers and responses with letters 

 Use more responses than premises and inform students that responses may be used once, 
more than once or not at all. 

 Explain clearly in the directions the basis upon which items are to be matched and the 
procedure to be followed. 

 Place all items for one matching exercise on the same page. 

Premises can be definitions, events and descriptions. Responses can be names, terms, etc. 

Example  

Directions: On the line at the left of column A, write the letter from column B which corresponds 
to the items in column A. Each response may be used once, more than once or not at all. 

 

Column A   Column B     

____ 1. Retardation 
 
 

  a. Allowing the formed dough to rise before baking 

____ 2. Creaming   b. Shaping the dough into loose balls before shaping them 
into the final desired shapes.  

____ 3. Folding 
 
 

  c. placing the dough in a cool place before forming     

____ 4. Rounding   d. slashing the surface of the bread before baking to 
improve its appearance 

____ 5. Kneading   e. process of gently incorporating whipped cream and egg 
white in a mixture 

____ 6. Proofing   f. combining softened fat and sugar while vigorously 
incorporating air. 

____ 7. Scoring 
 
 

  g. working the dough to develop the gluten 

____ 8. Cutting   h. passing dry ingredients through a sieve to remove the 
lumps. 

   i. incorporating  solid fat into dry ingredients until small 
lumps remain. 

   j. beating with a whisk / machine to incorporate air     

 

      Advantages 

 Easy to score 

 Relatively simple to write 

 Efficient –takes up little space and items can be answered in a short period of time 
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Disadvantages 

 Encourages memorization of low level facts 

 Susceptible to guessing 

 Difficult to develop a homogeneous list of meaningful material 

 

True False /Alternate response items 

A true-false item consists of a statement or a proposition that a student must judge and mark as 
either true or false. It comprises of two options from which one answer is selected. Other options 
like yes-no, right-wrong, correct- incorrect, fact-opinion and agree-disagree can also be used. 

Advantages 

 Relatively easy to write/construct 

 Can be easily and objectively scored 

 Can cover a wide range of content in a relatively short period of time 

Disadvantages 

 Susceptible to guessing 

 Can be ambiguously worded 

 Assess  specific, and frequently trivial facts 

      Construction of True-False items 

 Include a single fact / idea in the item. 

 Avoid long, complex sentences.  

 Avoid insignificant or trivial facts. 

 Use positive rather than negative statements. 

 Avoid clues to the answer.  

 Avoid using vague adjectives and adverbs since these can be interpreted differently by each 
student (example-frequent, usually). 

 Avoid tricking students. 

 Make sure there is a fairly equal distribution of true and false statements. 

 Set the pass mark high to counter the guess factor. 

 Examples: 

1. Coffee cups, teacups and vases are types of hollow ware. ( 1 mark) 
2. The knife is considered the most valuable and versatile tool in the kitchen. (1 mark) 
3. The resistance in a parallel circuit is the same in all the components connected in the 

circuit. ( 1 mark) 
         

Short answer items 

These are items for which students need to supply a word, phrase, sentence/s or number in 
response to a direct question. They are useful for assessing knowledge. Each item should be 
written so that there is only one possible correct answer. Also it’s important to specify the units in 
which the responses should be written. 
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 Advantages 

 Students need to produce a correct answer 

 Guessing is avoided 

 Relatively easy to write 

 Allows for good content sampling 

 Disadvantages 

 Scoring is longer and more subjective than completion/selected response formats 

 Can be restricted to a small area of content 

 Construction of Short Answer or Completion Items 

 Word the item so that there is only one brief answer. 

 Use a direct question for short answer items. 

 Do not take statements directly out of textbooks to use as a basis for short answer items. 

 When completion items are given, do not include too many blanks. 

 Avoid external clues to the correct answer. 

 State the item clearly and as concisely as possible. 

 Blanks for answers should be equal in length and should be placed at the end of the 
sentence. 

 Specify the units required for the answers, e.g. litres, watts, grams, etc. 

 Use an incomplete statement for completion items 

Examples of short answer items: 

1. In electrical work what does the term ‘power’ mean?  ( 2 marks) 

____________________________________________________________________ 

____________________________________________________________________ 

2. What is the kitchen brigade system? ( 2 marks) 

____________________________________________________________________ 

____________________________________________________________________  

 

Completion items  

These are items in which students respond to an incomplete statement. This type of item is a 
variation of the short answer item. The learner is required to supply the words to complete a given 
statement or to label parts of a diagram. 

Advantages 

 Easy to construct 

 Excellent for the recall of facts 

 Guessing contributes little to error 

 Scoring reliability is high 

 Scoring is quicker than for short answer items 
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 Disadvantages 

 Take more time to score than select response items 

 If the sentence is not properly written, there may be more than one possible answer 
 

Examples of completion items:  

1. Fried or toasted pieces of bread of various sizes and shapes served as accompaniments to 
soups and salads are called ______________.           

 
2. A watt is the basic unit of electrical ____________. 

 
 

Essay items  

An essay item is one which poses a question/problem to which learners have to respond in a 
written format. It provides learners with the opportunity to express themselves freely.  

Types of essay 

Restricted response- This type of essay limits the form and content of students’ responses. It is 
highly structured and clearly specifies the form and scope of a student’s response. It usually 
requires students to list, define, describe or give reasons. They are free response questions 
because they give learners a measure of self-expression however they limit learners by the way 
they are phrased. They can be used to assess recall of facts and outcomes concerned with 
understanding and reasoning. These items also require learners to apply their skills to solve 
problems and analyse novel situations. 

Advantages  

 This format narrows the focus of the assessment to a well-defined performance. 

 The nature of these items makes it more likely that learners will interpret each question the 
way it was intended. 

 Scoring reliability will be better when you are certain about the correct responses. 

 Limitations 

 This format does not lend itself to assessing learners’ ability to discuss evaluations made or 
demonstrate original thinking. 

 Cannot be used to assess learning targets centred on a learner’s ability to organise ideas 
and develop a logical argument. 
 

Extended response – There is little or no limit placed on the form or scope of the response   
expected. It provides learners with latitude and flexibility in how they can respond and requires them 
to analyse, compose, summarize, formulate, compare, interpret and evaluate information. They are 
free to express their own ideas and organise their answers in their particular style. Extended essays 
provide a way of assessing a learner’s command of language, powers of analysis, discrimination in 
choice of evidence, and skills in argument. 
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 Advantages                 

 Useful for assessing learning targets centred on learners’ ability to organise ideas, develop 
a logical argument and demonstrate original thinking. 

 It is suitable for assessing learning targets which require learners to use a combination of 
skills, for example, explaining a problem and its solution in a coherent manner. 

Limitations  

 It is time-consuming for the learner and for the assessor 

 A relatively small area of content is covered 

 It is difficult to score objectively, hence scoring reliability will be difficult to achieve. 
Additionally, the validity will be lowered by the subjectivity of the scoring, especially if 
different criteria are used to assess each learner’s work. 

 Constructing essay questions 

These questions should be properly designed to measure higher level cognitive skills and not on 
recalling of facts. They focus on the learner’s ability to organize, integrate, apply, evaluate and use 
information. In most cases we also want to observe their reasoning processes as well as their 
knowledge of the material and conclusions drawn.  Since the emphasis is on measuring learners’ 
ability to apply and use their knowledge, whenever possible essay questions should require 
application of knowledge, principles, and methods to new situations and examples to illustrate 
these. 

  

 Formulate questions so that the task to be performed is stated clearly. Phrase your essay 
items so that the learners will have no doubt about the response you are seeking. 

 Relate the question as directly as possible to the learning outcomes to be measured 

 Specify the marks/points for each question. 

 Do not use optional questions. It’s always best to have all the learners answering the same 
questions so that you can accurately measure their performance on a comparative basis. If 
you must use them do so sparingly. 

 Provide ample time for answering each question. Since these questions are designed mostly 
to measure intellectual skills and abilities, time must be allowed for thinking as well as for 
writing. 

 Employ more questions requiring shorter answers rather than fewer regarding longer answers. 
This allows for a better sampling of the content.   

 Use questions that have correct responses.  

 Prepare a scoring rubric / marking scheme prior to administering the test. 

  

Example of a restricted essay 

List the steps which must be followed when putting on a lock. 

Example of an extended essay  

1.  The land close to your parents’ house is slipping at an alarming rate. Suggest possible 
reasons for the slippage and devise a plan for solving this problem. 
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Oral Questioning  

Oral questions are questions which permit the learners to express themselves, sometimes giving 
reasons for carrying out an activity in a particular way. It is important that the assessor interprets the 
learner’s responses correctly since some of the responses may not be in the list of pre-determined 
answers. Oral questions are often used when a learner has been observed carrying out a practical 
task or has created a product. Additionally the evidence obtained from this method of assessment 
can be used to do the following: 

 Assess contingency plans where it would not be practical or safe to wait until the skill or activity 

can be observed. 

 Authenticate your candidate’s evidence. 

 Address gaps in knowledge and understanding. 

 Confirm your candidate’s knowledge and understanding where it is not apparent from the 

performance. 

 It is important to keep a record of questions and candidate responses as this will form part of the 

evidence. 

 It will help to focus student’s attention on a particular area of the subject matter. 

 To check the effectiveness of the instruction. 

Advantages  

 This can occur naturally out of an observation and so assist integration of assessment  

 It makes the learner feel comfortable 

 It stimulates  learners to think 

 It can be useful for assisting learners who need additional support. 

 It stimulates discussion on the area of study 

 It  assesses students’ knowledge of the lessons covered  

 It prepares learners to analyse, compare and interpret facts , data and methods 

Limitations  

 This can be difficult to manage with large numbers of learners  

 Reliability may be difficult to achieve because of the range of responses that the learners 
might give  

Constructing the assignment 

 A checklist must be developed identifying all the outcomes to be covered by the questions; 
this will help to ensure that the questions are valid and reliable.  

 A range of questions will be required. These must be valid and reliable, and meet the 
requirements of the units.  

 A detailed set of specimen solutions must be prepared so that all assessors clearly 
understand the expected answers and the range of responses.  

 Use simple words, correct grammar, and complete sentences. 

 Ensure that the sentences are clear and unambiguous. 

 Use the interrogative form.   
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Professional discussions  

This is a discussion between a candidate and an assessor which focuses on evidence already 
provided or demonstrated by the candidate. This evidence is likely to consist of real work activities, 
practical tasks, a case study, project, portfolio or some other form of assessment which was done.  

Advantages  

 The assessor is able to target particular areas for discussion and can gain additional 
evidence while the assessment is in progress.  

 The professional discussion can be used to integrate assessment across a range of units.  

 It can be used to support existing evidence of a learner’s knowledge and understanding, 
performance abilities and higher-order analytical and decision-making skills.  

Limitations  

 Time-consuming to set up, prepare for and manage for large numbers of candidates.  

 Reliability may be difficult to achieve because of the range of approaches that the 
candidates might adopt in the discussion. 

 Recording evidence may be time consuming. 

 Constructing the assessment 

 The assessment is wide-ranging and likely to cover outcomes from a number of units.  

 The purpose of this assessment and its focus need to be clearly defined and agreed 
between assessor and candidate.  

 The assessor must make a plan for the assessment and give this to the learner.  

 A checklist must be developed defining the outcomes to be covered and the standards to be 
expected. This will help to ensure that the assessment is valid and reliable and that the 
purposes of the discussion are met.  

 The professional discussion must be recorded.  

 

 

Performance assessments 

Assessing a process or product 

Process assessment is used when the steps to complete a task are critical, safety is a major 
concern, and efficiency of the operation must be observed in order to determine competency. This 
consists of evaluating the steps which the learner goes through while performing a task.  

Characteristics 

 Process assessment focuses on the quality of the performance and the efficiency with which 
it is done.  

 This form of assessment is fairly objective but demands observation and expert judgment. 

 It can pinpoint exactly where procedural errors occurred. 

 It can determine specific areas of competency. 
 
   Product assessment consists of the evaluation of the final outcome of performing the   
   task or creating the product. 
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Characteristics of process assessment 

 It is more objective than process assessment and tends to be more reliable 

 Products are measured against pre-set standards 

 Appearance , function, design and accuracy are of critical importance   

 Visual inspection is the main mode of assessment  

 It is easy to develop and administer this type of assessment  

 Does not detect errors in performance that may have affected outcome (finished product) 
 
The use of both process and product measures in performance assessment is the best approach to 
evaluating the learner wherever it’s feasible. Some tasks require assessment of both the process 
and product approach while some may only require one.  

Constructing a performance assessment task 

1.  Define the performance    
     -  define the task, define the concept, and determine the context of the assessment  

2.  Select the appropriate assessment instrument  
3.  Create the assessment criteria and performance scale 
4.  Develop a framework for clear and reliable scoring  
5.  Determine the most appropriate feedback format 

Advantages    

 Useful for measuring a variety of behaviours in job-related situations. 

 Process assessment replicates procedures /steps in real world job-task situation 

 Product assessment focuses on the final outcome /product which the learner would be 
expected to perform on a job. 

Disadvantages 

 Much time is required to develop and administer 

 It may require expensive equipment and supplies 

 Difficult to use with a large group 

 Controlled testing environment may tend to penalize some learners 

 Evaluator’s subjectivity may influence the outcome  
 
 

Portfolio assessment 

A portfolio is a purposeful collection of pieces of evidence demonstrating work produced by the 
learner over a period of time from a variety of sources. A well-constructed portfolio incorporates a 
selection of evidence which is clearly benchmarked against the relevant competency units and 
indicates performance relating to the knowledge, skills, and attitudes in accordance with industry 
standards. Portfolio assessment is often used in the assessment of prior learning. 
  

Sources of evidence 

The evidence often comes from the candidate’s day-to-day work. However, the evidence can also 
come from prior work experiences, previously certified learning and other activities such as leisure 
activities.  These can include: work samples, journals, video tapes, reports, photographs, written 
evidence.   
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Advantages of using the portfolio 

 It gives learners more direct control over the assessment process. 

 It can provide a broader and more in depth coverage of candidate strengths. 

 It offers the opportunity to gather evidence on underpinning skills and knowledge and 
generic skills. 

 It allows for competence to be recognized over a period of time. 

 It allows for integration of units. 

 It is very cost effective. 
 

Disadvantages of using a portfolio 

 Evidence can be time consuming to collect and assess 

 Learners may feel overwhelmed and uncertain unless guidelines are clear about matters 
relating to the type of evidence which must be collected. 

 If the evidence is old, there may be a question of currency of knowledge and skills. 

 There is need to confirm the authenticity of the material included.                    
 
 See Appendix 4 for more information on portfolios 

 

Projects  

A project is any exercise or investigation in which the time constraints have been relaxed. Projects 
are practical, open-ended and more comprehensive than other assessment assignments. They can 
be done individually or in groups. Learners are usually actively involved in creating an item to be 
showcased or presented as evidence of competence. A significant part of the work is done without 
close supervision, although the assessor may provide guidance and support.   

Advantages  

 Useful for assessing outcomes in a wide range of high-order cognitive and practical skill.  

 Provides the learner with the opportunity to demonstrate personal initiative.  

 Can provide the opportunity to integrate assessment across a number of outcomes.  

Limitations  

 Difficult to assess individual performance with group investigations.  

 Difficult to assess high-inference skills such as originality, commitment, initiative.  

 Can be time-consuming to complete and assess.  

 May be difficult to ensure that the project is the authentic work of the individual.  

 Reliability may be difficult to achieve because of the range of approaches that the learners 
might adopt in their projects.  

Constructing project assignments 

 Select a task which requires the use of complex cognitive skills and important outcomes. 

 Specify the range of content and resources that the learners can use at performing the task. 

 Ensure that the learners have the required prior knowledge for completing the task and are 
familiar with the resources. 

 The instructions for carrying out the tasks should be very clear and unambiguous. 
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 The criteria by which the performance will be evaluated must be communicated clearly to 
the learners.  

 Prepare a brief which outlines the different stages of the project which should be included    
                 -  planning the project 
                 -  devising the investigation strategies 
                 -  conducting the investigation 
                 -  analysing the results 
                 -  reporting on the conclusions 

 A checklist must be developed defining the outcomes to be covered and the standards to be 
expected in the learners’ projects. This will help to ensure that the assessment is valid and 
reliable and that the requirements of the brief are met  

 

 

Aural tests 

An aural test assesses listening skills using live or recorded stimulus. It is sometimes known as 
‘listening comprehension.’  Learners demonstrate their understanding by giving oral or written 
responses. They are used often to assess learners in language and music studies. 

Advantages  

 can be offered and marked online  

 covers a wide area of content 

Limitations  

 can be difficult to manage with large numbers of learners  

 can be demanding of resources such as facilities and assessors  

 very time-consuming to manage and assess 

 The wide range of possible responses lowers the level of reliability 

Constructing the instrument  

 A checklist must be developed defining the outcomes to be covered and the standards to be 
expected.  

 The stimulus needs to be written/developed in advance and used consistently with all 
learners.  

 A detailed set of specimen solutions must be prepared so that there is a clear understanding 
on the part of all assessors, relating to the expected answers and the range of responses.  

 

Case studies  

A case study consists of a description of an event, usually in the form of a written presentation, tape 
recording, video recording, role play or dramatisation based on a realistic situation. It is actually an 
in-depth investigation of one unit which may be an individual, an institution, a group, an organisation 
or a programme. The learners are guided by a series of instructions as they interpret and analyse 
the situation, draw conclusions and make decisions. Case studies can be undertaken by individual 
learners, or by small groups of learners working together. The most critical aspects of the case 
study are the analysis, interpretation and conclusions drawn.  



19 
 

Advantages  

 Useful for assessing both cognitive and behavioural skills.  

 The vocational relevance of the case study can be a useful way of motivating learners.  

 May be done by individuals or small groups.  

 Allow individual’s initiatives to be exercised.  

 Give learners the opportunity of practising situations they are likely to have to cope with in 
real life. 

 Help learners to develop problem solving and decision making skills. 

 Useful when the real situation is difficult to set up. 

Limitations  

 it can be difficult to devise good case studies  

 reliability in marking might be difficult to achieve because of the range of approaches that 
the learners might adopt in undertaking the case study  

The format of a case study 

 Introduction                                        

 Presentation of findings/content              
 

 Analysis , conclusions                            pose questions to the learners to elicit 

 Implications and recommendations        responses related to these   

Assessing the case study 

In case study assessment, emphasis is placed on helping learners to develop the ability to 
apply, analyse and evaluate. These skills will be assessed when the learners respond to the 
guide questions which ask them to analyse the situation in the case, draw conclusions and 
make recommendations.  

Introduction  

This includes basic information about the unit being studied as well as the problem under study. 

Presentation of the findings 

In this section, the findings will be described, and tables, charts, diagrams will be used to 
support the information.  All tables, charts and diagrams presented must be numbered and 
given titles/labels. 

Analysis/discussion of findings 

The questions posed by the instructor lead to the interpretation of the results of the case study.  

Conclusion 

The instructor can ask questions which will allow the learner to draw conclusions based on the 
analysis of the data presented. 

Implication 

The learner will be asked to supply responses which may result from the action taken. 

present this information to the learner 
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Recommendation 

These must flow logically from the conclusions. Learners may have to respond to questions 
which ask them to make recommendations from the data presented. 

Constructing the case study 

Develop a checklist which will include the following: 
a. outcomes to be covered. 
b. the standards to be expected 
 

Oral tests  

An oral test is a test of the learner’s listening and communication skills. It is often described as the 
‘assessment of speaking’ or the ‘talking assignment’ which shows the learner’s ability to interpret 
and communicate ideas.  
 
Oral tests can take the form of a presentation on a topic chosen by the learner and a follow-up 
discussion with the assessor. These tests can be used to assess learners individually or as part of a 
group discussion. Oral tests are very useful for assessing learners with low levels of literacy, 
learning disability or other special needs.  

Advantages  

 They provide a valid means of assessing skills that involve self-expression  

Limitations  

 May be very difficult to manage with large numbers of learners  

 This will require many assessors 

 It is very time consuming to manage 

 It will be difficult to achieve reliability 

Constructing Oral tests 

 The test items have to be written in advance and used consistently with all learners.  

 A detailed set of specimen solutions must be prepared so that all assessors clearly 
understand the expected answers and the range of responses.  

 Recording answers will help to increase reliability of assessors’ decisions.  

Assessing oral tests  

Develop a checklist which does the following: 

 Defines the outcomes to be covered 

 Identifies the standards to be expected  
  

Role Plays 

In a role-play, learners are presented with a situation, often a problem or incident, to which they 
then have to respond, by assuming a particular role. The enactment may be unrehearsed or the 
individual may be briefed in the particular role to be played. Such assessment is more open-ended 
and learner-centred than simulations. This helps the learner to try out different forms of behaviour in 
a safe environment and to develop new skills.  



21 
 

 Advantages  

 Allows assessment of the creativity of the learners. 

 Assesses learners in a realistic environment but without the stress of the real situation  

 The feedback given encourages the learner to reflect on performance and thus be motivated 
to continue working harder. 

Limitations  

 There would be problems trying to manage this activity with large numbers of learners. 

 The performance of some learners’ may be affected by the knowledge that they are being 
assessed.  

 It may be difficult to achieve reliability. 

Constructing role plays 

 The purpose of the role-play needs to be clear.  

 A brief needs to be clearly defined for learners.  

 The situation needs to be realistic and believable.  

Assessing the role play 

      Develop a checklist which does the following: 

 Defines the outcomes to be covered 

 Identifies the standards to be expected   

 Includes time for providing feedback on the performance  

 Focuses on the process and product 
 
 

Simulations  

A simulation is a structured practical exercise with specific objectives involving the organisation and 
completion of a product or task and which seeks to simulate or mimic real-life conditions. It is a form 
of assessment in which the learners carry out tasks and/or solve problems which replicate the 
workplace in the off-the-job situation. In a simulation, the learners actively participate in the re-
creation of the conditions and pressures of the real situation. It focuses on a particular activity which 
aims to test analytical, behavioural and decision-making skills.  
 
Simulations are used in the following situations: 

a) Contingency/emergency situations to carry out assessments which cannot be carried out in the 
real life situation. 

b) In an institutional context where access to the workplace experience is limited or non-existent. 
c) Where learners are geographically dispersed. 
d) To protect learners’ confidentiality, e.g. case work, counselling. 
The emphasis here is on the learner’s ability to demonstrate: 

 technical skills 

 underpinning knowledge 

 generic skills such as decision making and problem solving 

 Workplace practices such as effective communication and compliance with occupational 
health and safety procedures. 
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Advantages  

 They encourage the learners to use their creativity.  

 Learners are given the opportunity to demonstrate some of the skills which they will utilise in 
the world of work. 

 The assessment is conducted in a ‘safe’ environment.  

 Learners are likely to be motivated by the realism of the assessment.  

Limitations  

 It is often difficult or expensive to simulate real situations  

 Managing large groups will be difficult 

 Reliability may be difficult to achieve  

Constructing simulation exercises 

 Design simulated exercises which would represent real, plausible situations 

 The brief for the simulation must be clearly defined.  

 The resources which would normally be in a real work situation should be available and in 
working order for the simulation.  

 Learners should complete the required tasks within the time that persons would be expected 
to do them in the normal work situation.  

 Create a scenario which is referred to as the general idea. This sets the scope and context 
for the exercise. It also outlines the types of resources that are available for the exercise. 

 Prepare information to which learners must react and design complex problems which they 
should solve. These are referred to as special ideas which must be realistic and organised 
in logical sequence. The exercise should fit into the allotted time indicated for it. 

 The assessor will be required to record the performance 

 The assessors can question the learner during the debriefing session.                                             
       

Assessing the simulation 

Develop a checklist which does the following:  

 define the outcomes to be assessed 

 define the standards to be expected in the simulation 
 
   

Self-report techniques  

Log-books  

A properly structured log book is a notebook in which you record, describe and explain the activities 
while you are performing them. It keeps track of knowledge acquired over time and provides an 
avenue for assessing the learners’ progress. It also documents the rationale for whatever actions 
are taken.  A log book is kept by the learner to record the frequency with which some activities were 
done thus providing evidence which supports the learner’s ability to perform certain tasks. 
 
To be effective, a log book should have clear instructions for use, and should give guidance to 
learners on how essential information is to be recorded. In the workplace, learners might keep a 
log-book to monitor and check the operation of specific equipment or to keep a record of processes. 
Such records can also be scrutinised by the assessor.  
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 Advantages  

 They provide useful means of assessing cognitive and behavioural skills  

 Help develop good record-keeping discipline  

 They encourage self-motivation  

 Regular inspection of the log-book provides opportunities for guidance  

 They provide useful information for course evaluation  

Limitations  

 Log books require the co-operation of motivated learners  

 They can be time-consuming for learners to compile  

 They can be time-consuming for assessors to monitor  

 There may be difficulty in achieving  high reliability 

Some points to consider when using the log book 

 Start slowly  
 Keep it where you can see and use it   
 Must be personal and readable 
 Date and number pages.   
 Cross reference when you have the option   
 Use a consistent format  
 Leave spaces after entries, if you are not using it for legal purposes.  
 Use icons, drawings, colours.  
 Spend time making it informative and not beautiful.  
 It's more important to keep the log than to follow all of these practices.  

 

Interviews  

An interview is a conversation between two or more persons (the interviewer and the interviewee) 
where questions are asked by the interviewer to obtain information directly from the interviewee. 
This meeting can be specially arranged for the assessment of the skills or qualifications of a learner 
in which each learner is asked a predetermined set of questions. It also provides a useful means for 
offering guidance and support and giving feedback.   

Guiding Principles  

Your goal is to have a fair and effective process for conducting interviews. The key to an 
effective interview is having clearly defined selection criteria with related interview questions, 
developed before the interview. 

  
To ensure fairness, you should:   

 Conduct structured interviews in which each learner will be asked the same questions, in 
the same order and are measured against the same criteria.   

 Treat all candidates in a fair, equal, and consistent manner  

 Eliminate cultural or other forms of bias in the interview process  

 Evaluate candidates effectively by developing and asking a variety of questions, including 
direct, open-ended, and situational questions  

 

http://en.wikipedia.org/wiki/Question
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The type of interview which is the most effective in technical and vocational training is 
Competency-Based Interviewing. This type of interview identifies the skills, abilities, and 
talents that account for on-the-job performance.  

Preparing for the Interview  

In order to conduct a successful interview, the assessor should be properly prepared. Therefore 
it’s imperative that you develop an interview schedule which comprises of some guide questions 
which will be used to elicit the learners competencies, related to the units studied during the 
course. These questions will be developed from a checklist which defines the standard to be 
covered and the outcomes to be expected. Additionally, a set of expected responses must be 
prepared so that all assessors have a clear understanding of the range of responses expected.  

Types of Questions  

 Open-ended questions are basic to any effective interview because they call for learners 
to relate information and ideas that they feel are important.  

 Situational questions ask candidates how they handled or would handle job-related 
situations, to evaluate their ability to recognize important aspects of situations, analyse 
them, and provide reasonable options. Example: "Describe a situation where you had two 
assignments with conflicting priorities and how you handled it."  

 Direct questions are used to get very specific information. They are valuable for 
questioning learners in-depth based on their responses to open-ended or situational 
questions  

 Alternate choice questions consist of two or more equally desirable or undesirable 
options. Example: "Do you prefer establishing your own work priorities or having them pre-
determined for you?"  

 Yes or no questions should be used sparingly because they elicit only limited information 
from the learner. 

 Conducting an interview 

 Set the interview climate. Choose a location free from interruptions and hold all telephone 

calls. Arrange a casual seating arrangement that doesn’t put the candidate in the "hot seat."  

 Establish rapport to put the learner at ease.  

 Set the agenda and describe the interview structure so that the interview can be focused on 

the right issues. The purpose of the interview needs to be defined and agreed between the 

assessor and learner. 

 Take notes so that you will be prepared to ask the appropriate follow up questions. The 

learner must be told that notes will be taken. 

 Listen carefully. Don’t anticipate the candidate’s answers. Reserve judgment until the 

person has finished.  

 Maintain control. If the candidate gets off track, ask a specific question that will bring the 

interviewee back on the subject.  

 Allow silence and be patient. This will give the learner time to put his thoughts together to 

provide specific answers to your questions. 

 Advantages  

 It is very flexible to use 
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 This provides opportunities to probe deeper into a response given by an interviewee 

 It’s useful if the learner lacks reading skills to answer questions in a written form. 

 The response rate is higher than in questionnaires 

Limitations  

 This can be time-consuming when used with large numbers of learners  

 It will be difficult to achieve reliability. 
 

Questionnaires  

A questionnaire is essentially a structured written interview consisting of a set of questions relating 
to a particular area of performance. Unlike a personal interview, it is administered and judged under 
standard conditions.  

 Advantages  

 provides an efficient means of gathering information with respect to learners’ experiences  

 less time-consuming to administer than personal interviews  

Limitations  

 responses may not be a true reflection of a learner’s attitudes  

 requires considerable skill to construct questionnaires which will elicit the desired 
information  

 may be difficult to interpret the results, to specify what is a satisfactory performance  

 reliability may be difficult to achieve  

Guidelines for constructing a questionnaire 

 Each question should focus on one idea. 

 The questions/statements should be phrased using positive terms. 

 Avoid using double negatives in the questions/statements. 

 Avoid introducing assumptions in the question/statement. 

 Use simple, clear language while phrasing questions/statements. 

 Avoid leading questions. 

 Start with simple questions. 

 Keep questionnaire as short as possible. 

 Ensure that closed-ended questions cover all the possible responses.  

 Use open-ended questions towards the end of the questionnaire. 

Assessing the questionnaire 

 A checklist must be developed identifying all the outcomes to be covered by the 
questionnaire. 

 The questions must meet the requirements of the checklist  

 Set responses must be prepared so that all assessors clearly understand the expected 
range of expected responses. 
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Third party evidence/witness testimony 

Third party evidence is evidence gathered from workplace supervisors, peers and others to support 
the making of a judgment. An assessor cannot always observe a candidate for a long period of time 
and some competency standards are difficult to observe. Therefore third party evidence can be an 
essential piece of evidence in the assessment process. These may be in the form of information, 
advice and checklists for the relevant third parties. Third party evidence is also often used in the 
assessment of prior learning. 
 
Such testimonial evidence is a statement produced by someone, other than the assessor, which 
confirms that your candidates have carried out a series of tasks or produced a product. The 
testimony should record what the learner has demonstrated, how, and in what circumstances. 
There are two main categories of witness testimony: 
 

 Peer or peer group testimony, where colleagues testify about the level of performance by 
the learners. This is useful when assessing learners involved in group work. It would be 
wise, however, not to place too much reliance on this method if you are concerned about 
friendships or rivalries influencing these reports. 
 

 Managerial /management testimony which is used when it’s desirable for a superior officer 
to endorse the evidence of the performance. 

 
The witness testimony should include the witness’s signature, date, and details of the witness’s 
relationship to the candidate and, where appropriate, should be presented on a document with an 
official letterhead. This confirms that the testimony is genuine. 
  
 The most reliable kind of witness would:  

 Be familiar with the national standards and what is required of candidates.  

 Know the task and what is expected of employees in the workplace. 

 Be certified as an Assessor/Verifier Awards or working towards them.  
  
The usefulness of third party evidence 

Quality third party evidence offers assessors a means of gathering authentic and valid evidence 
from often difficult contexts in a cost effective way. Third party reports can be used effectively in the 
evidence gathering process when:  
 

 The evidence is provided by someone who is in a position to make a valid comment on the 

candidate’s performance, for example, a line manager.  

 The evidence is presented in an official (written) form, and includes contact information             

about the third party which can be easily verified. 

 It is difficult to gather direct evidence, for example, if a candidate is located in a remote             

area or is in a confidential situation. 

 There is a need to confirm the authenticity and currency of evidence provided by a 

candidate. For example, to verify that the product evidence is the candidate’s own work. 

 Peer reports are useful for encouraging members of a group to report on each other’s 
involvement in producing the evidence against the outcomes and requirements of the unit.  
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Assessor’s self-assessment 

Assessors need to maintain currency of their technical competence as well as their assessment 
competence. Currency means being aware of the industry, workplace and job / role function of the 
person being assessed against the competency standards. Assessors also need to ensure that 
their assessment competence is current. Self-assessment is an integral strategy for an individual 
assessor’s professional development. It involves assessors reflecting on their own skills, knowledge 
and attitudes and determining where they are in relation to where they need to be. 
 
 Self-assessment enables: 

 ownership of the professional development process 

 time to reflect on relevant competencies (technical and assessment) 

 improved quality assessments 

 the use of information and evidence that can be used in a formal recognition process. 

Team assessment/panel assessment  

Team assessment involves two or more persons coming together to undertake an assessment and 
to make an assessment decision. Team assessment is an effective strategy for checking 
assessments. 
 
Team assessment can be important in the following situations: 

 When an assessor does not have the technical competencies to assess a particular area, 
he/she can use an industry expert to provide advice on current work standards/practices 
and to ensure that the evidence provided matches the competency standards.  

 

 When the assessor is located far from the place where the assessment has to take place. 
 

Assessment of Prior Learning  

An Approved Training Centre may offer Assessment of Prior Learning (APL) if they have Assessors 

qualified to offer such services, and the NTA may offer such services using qualified Assessors 

from its network of trained Assessors. The procedures for APL are outlined below. 

The APL Process  

This section outlines the major stages in the process for conducting assessment of prior learning. A 

flow diagram of the process in provided at Figure 6.  

Stage 0: Invitation to be certified through APL  

Route A 

0-1: The NTA shall do an initial assessment to ensure that there are relevant systems in place to 

conduct the assessment, that is, the NTA shall ensure that the relevant vetted qualification; trained 

assessors and an Approved Training Centre which has the capacity to conduct the assessment are 

available. 

0-2: The NTA shall invite applications from the general public to have their prior learning assessed.  



28 
 

0-3: Proceed to Stage 1 

Route B 

0-1: Individuals/Employers/Groups of Individuals shall request from the NTA to have a specific area 

of competence assessed.  

0-2: In the event that the NTA does not have 0-1 in Route A above in place, the NTA shall so inform 

the persons making the request. The NTA shall seek to have these systems in place within six (6) 

months of the request.  

0-3: Alternatively the NTA can provide relevant alternative areas of competence that can readily be 

assessed and are acceptable to the persons making the request.  

0-4: Proceed to Stage 1 or candidate reconsiders application based on the candidate’s own 

assessment of readiness. 

Stage 1: Application for Assessment  

1-1: An individual or group of individuals shall respond to the NTA’s invitation in route A or once the 

systems are in place in route B, by applying to the NTA. Copies of the application form will be on 

the NTA’s website and at other locations to be advertised.  

1-2: The NTA shall conduct an initial interview with the candidate to ensure some level of candidate 

readiness and to orient the candidate to the occupational qualification and unit standards.  

1-3: Proceed to stage 2 

Stage 2: Registration and preparation of candidates for the APL  

2-1: The candidate shall register with the NTA. The registration form is available from the NTA. 

2-2: The NTA shall assign the candidate to an Approved Training Centre (ATC) who will carry out 

all assessments and requisite training. An MOU will govern the relationship between the NTA and 

the ATC in regards to the Assessment of Prior Learning (APL). The MOU format will be available 

through the NTA  

2-3: Proceed to stage 3 

Stage 3: Assessment  

3-1: The assessment shall be conducted in accordance with the NTA’s Assessment Guidelines. 

3-2: Proceed to stage 4 

Stage 4: Certification  

4-1: A full CVQ or NVQ awarded  
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4-2: Unit competence is awarded  

4-3: Candidate ‘not-yet-competent’  

4-4: In cases 4-2 and 4-3 training may be recommended and accepted by the trainee to achieve the 

award in 4-1 

Fees  

The fee structure is available from the NTA offices. The registration fees are payable directly to the 

NTA and include administrative cost, certificate cost and cost for quality assurance.  

The fees payable directly to the ATC by the applicant will be based on the ATC’s own fee structure.  
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Repeat until 

C/NVQ is 

awarded 

Figure 6:  Flow diagram of the APL process 

 
 

 

 

 

  

 

  

  Yes 

    no                   Yes 

  

  Yes 

                           No                                          No 

                                                         Yes 

  

Stage 4: Certification Stage 3: 

Assessment 

Stage 2: 

Registration  

STAGE 1: 

Application  

STAGE 0: Pre-

application  

 

 

Recommend 

training 

Conduct 

training 

Award unit 

competence 

for relevant 

units  

Candidate 

registers with 

NTA  

ATC conducts 

assessments 

according to 

NTA’s   

Assessment 

Guidelines 

Candidate 

is ready  

Proceed to Stage 1 Proceed to Stage 2 

NTA puts systems in 

place within six 

months 

Candidate is 

assigned to 

ATC 

Candidate attends 

interview & 

orientation 

Route A 

Invitation to 

apply   

Route B 

Request from 

interested 

persons 

 

Candidate 

applies for 

APL 

Candidate is competent in all 

units? 

No 

Are systems in 

place? 

Based on candidate’s 

own judgment; is 

candidate ready to be 

assessed? 

Are acceptable 

alternative areas 

available? 

Proceed to Stage 4 Proceed to Stage 3 
Award CVQ or 

NVQ 

Re-

assessment 



31 
 

Quality Assurance in Assessment 
 

What is quality assurance in the context of assessment? 

Quality assurance of assessment is defined as: 

‘A planned and systematic process of ensuring that the requirements of the assessment system, 
competency standards and any other criteria are applied in a consistent manner. Quality 
assurance mechanisms or procedures are an integral part of an assessment system.’ (ANTA, 
1998) 
  
Assuring the quality of assessment will have the following benefits: 

 Improving the quality and consistency of assessment will help assessors to be more 
confident about their judgments. 

 The candidates will believe that they have been assessed fairly. 

 Employers will value the qualification issued.  
 

The importance of a quality management system 

The main purpose of a quality management system in an organisation should be to provide the 
best possible training delivery and assessment services within its scope. Quality assurance 
focuses on a systematic approach to improvement that recognises and responds to the needs 
and expectations of all stakeholders in the enterprise.     
 
Quality assurance is about continuous improvement. The cyclical ‘plan, do, check and act’ 
approach emphasises the need to implement processes, evaluate their effectiveness, and act to 
initiate further improvement. The quality assurance of assessment should follow a similar pattern.  
 

In order to maintain quality in the assessment process the following activities must be done: 
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Quality Management Cycle 

 

 
  
 
 

  

 

 

 

 

 

 

 

 

 

 

 

Key aspects that need to be quality assured 

The key components of assessment that need to be quality assured are: 

 the assessment system 

 the assessment process 

 the assessors 

 collecting the evidence  

 making the judgement  

 

The assessment system 

An assessment system is a controlled and ordered process designed to ensure that assessment 
decisions made in relation to many individuals, by many assessors, in many situations are 
consistent, fair, valid and reliable. This system encompasses the processes, documentation, 
persons and resources that are involved in assessment. In order to facilitate this, each approved 
training location should have: 
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 a policy relating to the conduct of assessment and to the professional development of 
assessors 

 procedures and other relevant documentation relating to record-keeping   

 resources to support the assessors, learners and assessments 

 quality management and evaluation systems 
 

The assessment process 

The assessment process is the agreed series of steps that the candidate undertakes within the 
enrolment, assessment, recording and reporting cycle. The process must be simple, cost 
effective and suit the needs of the stakeholders.  

The assessors 

The competence of the persons conducting the assessment is critical in ensuring that 
competency based assessment is effective and meets the required quality criteria.  Assessors 
must be adequately trained and be able to demonstrate competence in conducting assessments.  
However, in order to maintain quality, the assessors must keep up to date with current industry 
practices and standards and be involved in on-going professional development .The assessor’s 
competence is focused on the following areas: 

 assessment expertise 

 current knowledge of industry practices 

 interpersonal skills and an ability to be fair and consistent  
 

The Quality Assurance department of the NTA has the responsibility of maintaining a current pool 
of certified NTA registered assessors in a National register. This pool is available to all Approved 
Training Centres.  Assessors are usually contracted based on proximity to the assessment 
location and qualifications /units to be assessed  
 

Collecting the evidence 

Assessors are required to collect evidence that is drawn from a range of sources. The evidence 
may be collected by the assessor only, or the assessor and the candidate, or a third party such 
as a workplace supervisor. Whatever the approach, the focus should be on gathering quality 
evidence that is valid, sufficient, current and authentic. Quality evidence is crucial to the 
assessment process and the judgment made.   
 

Making the judgement 

Establishing ways to improve the validity and reliability of assessment judgment is the goal of a 
quality assured assessment system. Ensuring valid and reliable judgment will improve the 
consistency of outcomes and build confidence and credibility in the assessments done. The most 
important strategy in ensuring valid and reliable judgments is to establish a process of validation. 
 
To make a good judgment, assessors must have: 

 current skills and knowledge of the broader industry practice (or access to another person 
with those skills and knowledge, such as an industry expert, who will assist with the 
design and/or conduct of the assessment). 

 a common understanding of the assessment requirements as set out in the relevant  
document. 

 a common interpretation of the unit(s) of competency being assessed. 
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Assessors must have the ability to interpret the evidence collected and make a confident 
judgment of competence.  
 

Assessment plan 

An assessment plan is a document developed by an assessor that includes the units of 
competency to be assessed, when and how the assessment will occur, the assessment methods 
to be used and an overview of instructions for the candidate(s).  
 
An assessor or group of assessors can develop an integrated approach to assessment of a unit 
or cluster of units of competency in a qualification. In putting an assessment plan together, it is 
important to do the following: 

 define the purpose of the assessment 

 identify the unit(s) of competency to be assessed and any specific requirements in the 
standard 

 determine possibilities for clustering of units to be assessed together and document 
these in the plan 

 identify and record the assessment context including who will assess, when and 
where 

 determine the evidence required and record it in the plan 

 determine the evidence gathering techniques and document them in the plan 

 where appropriate, involve the candidate/s in the development of the assessment plan 

 ensure that the plan is flexible 
 

Assessment tools 

An assessment tool contains both the instrument and the instructions for gathering and 
interpreting evidence. These tools should be prepared for each assessment.  

 Instrument – specific questions or activities developed from the selected assessment 

method(s) to be used for the assessment.  

 Instructions – the information given to the candidate and/or the assessor regarding 

conditions under which the assessment should be conducted and recorded. 

 
Assessment tools should be properly designed to do the following:    

 ensure that quality evidence is collected and quality judgments are made 

 avoid inconsistencies and errors in assessment 

 enhance confidence in assessment outcomes 

 promote validity ,reliability, flexibility and fairness of assessment 
 
Draft assessment tools should undergo peer review and piloting prior to use. Piloting allows the 
assessors to identify issues relating to the following:  

 The literacy and numeracy levels 

 Clarity of instructions 

 Effectiveness of the strategy for recording responses  

 The appropriateness of the time allocated  

 Information regarding reasonable adjustments  

Any tools used over a period of time must be reviewed and upgraded/updated.  
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Communicating the assessment procedures 

The National Training Agency ensures that the assessment process is communicated to all 
clients. This is done during the orientation of clients, as well as during the pre-assessment 
session. 

Communicating to candidates/learners 

 Trainees/learners are informed of the Qualification Framework and competency standards 
during the orientation exercise. 
 

 At the time of the pre-assessment, the candidates/learners will complete self-assessment 
guides and the assessment plans and agreement with the assessors. The assessors will 
inform the learners about the appeal system and procedures for re-assessment where 
necessary.  

 

Communicating with work-based candidates 

 Clients/candidates are informed of the Qualification Framework and unit competency 
standards and given copies.     

 

 The NTA meets with the firm’s representatives and conducts needs analysis with the 
clients, using the competency standards. 

 

 Clients are directed to conduct self-assessment against the standards. 
 

 At the time of the pre-assessment, the clients will complete the self-assessment form and 
the assessment unit plan and agreement with the assessor.    

 

 Pre-assessment and assessment activities are scheduled when readiness is 
communicated and there is agreement with the candidates, the ATC and the assessor. 

 
 

Procedure for selecting assessors 

The Quality Assurance Officer has the responsibility of maintaining a current pool of certified NTA 
registered assessors. This pool is available to all NTA Training Providers /Approved Training 
Centre. The National Qualification Register (NQR) will be consulted periodically to determine the 
status of these registered assessors and to ensure that quality is maintained in the system. 
Assessors are usually contracted based on proximity to the assessment location and 
qualifications to be assessed. 
 
Candidates for consideration will be required to submit a resume and list of units which they can 
assess. They will be interviewed by the Quality Assurance Officer or the relevant Training 
Provider. Successful candidates will be expected to participate in an orientation session which will 
include the assessor conducting an assessment along with a practicing assessor. 
  
A package consisting of a copy of the signed contract, list of units to be assessed, qualification 
plans, proposed clusters and assessment forms will be prepared and submitted to the assessor. 
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Appeal policy and procedure 

Appeal policy 

The NTA’s policy is that learners have the right to appeal the results of an assessment. The NTA 
seeks to prevent the need for appeals by ensuring that candidates/learners are satisfied with their 
assessment outcomes.  Any complaint about assessment will be investigated thoroughly, and 
dealt with according to the merit of the complaint. To facilitate this, the procedures are available 
to individuals to appeal decisions relating to cases of discrepancies in the assessment process.  
 

Appeal procedure 

The learners will be told about their right to appeal during the pre-assessment exercise before the 
assessment agreement is signed. Steps to be followed if learners want to appeal assessment 
results: 
 

1. Address the issue, in the first instance, with the Instructor and Assessor within five 
working days after obtaining the results.  
 

2. If the candidate is not satisfied, then he/she shall be required to file a written appeal using 
the prescribed Appeal Form which will be submitted to the Internal Verifier.  The Assessor, 
Internal Verifier and candidate will discuss the results of the assessment. The findings 
from this meeting will be confirmed in writing by the Internal Verifier and filed 
appropriately.  
 

3. If the candidate is dissatisfied with the results at this stage, then he can appeal in writing, 
using the Appeal Form to the Quality Assurance Department of the National Training 
Agency.   

 
4. An appeal panel will be formed comprising of the Quality Assurance Officer, the Internal 

Verifier, External Verifier, the Assessor and an independent practitioner in the skill area. 
 
5. The panel will meet to discuss the issue within two weeks of receiving the Appeal Form 

and the decision will be communicated to the candidate who made the appeal, the NTA 
and the relevant training centre. The decision of the panel will be final, and will be 
communicated to the candidate who made the appeal within five working days after the 
meeting. 

 

Administrative arrangements for assessments and certification  

The NTA is committed to develop and implement strategies that will ensure the success of the 
assessment activity. The necessary administrative arrangements will be made in keeping with 
GCTVET’s requirements, as well as specific guidelines as required by individual Approved 
Training Centres (ATCs) to certify the Grenadian workforce according to international standards.  

Assessment and Certification Procedures 

1. Registration is necessary: 

a. All Institution-based learners participating in the NVQ/CVQ programmes must be 
registered with the NTA. 

b. For enterprise-based clients, once assessment needs are ascertained and the 
enterprise agrees with the qualification plan, then these clients must be registered with 
the NTA and hence receive their ID numbers. In this case, either the clients can 
register themselves or the enterprise can do so on their behalf. 
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2. A request for the assessment package, accompanied by the list of candidates and the 
assessment schedule must be submitted to the NTA by the Approved Training Centre (ATC) 
three weeks before the proposed date for the commencement of assessment activities.  

3. The NTA submits the list of assessors according to the prescribed requirements as well as 
the assessment package to the Approved Training Centre. These will be submitted within five 
days of receipt of the request. 

4. Pre-assessment activities are conducted by the selected Assessors. 

5. The assessors must ensure that assessment methods cater for reasonable adjustment where 
applicable, including persons with special needs. 

6. Assessors conduct assessment and provide feedback to clients at once or as soon as 
possible. Feedback to the learners involved in institution-based training is given as part of the 
monitoring and assessment process, but for the enterprise-based clients, reports are 
submitted to the firms as well.  The NTA notifies the External Verifier who visits the location to 
conduct preliminary activities for both institution–based and enterprise-based assessment.   

7. Completed assessment documents and supporting evidence are returned by the assessors to 
the ATC within five working days after conducting the assessment. This will be used by the 
Internal Verifier to conduct verification of the assessments done. If during this process 
discrepancies are detected and there is need to re-assess any learner, the Assessor will be 
informed and the necessary steps will be taken to conduct the re-assessment. 

8. The Approved Training Centre submits the completed documents to the NTA within five days 
of their finalization. 

9. The NTA notifies the External Verifier who will visit the centre to conduct verification activities. 

10. The External Verifier submits completed documents to the Quality Assurance Coordinator of 
the NTA within five days. The QA coordinator conducts final review of the documents within 
five to ten days prior to submitting the completed claims and supporting documents to a 
Certification Review Board for processing.   

11. The Certification Review Board evaluates the claims submitted. This Board comprises of the 
CEO of the NTA, its Co-ordinators and two representatives from the relevant industry.  

12. If there are inconsistencies or discrepancies with any of the claims submitted, the particular 
claim/s in question will be sent to the External Verifier or ATC depending on the issue. 

13. Approved assessment results are uploaded by authorized NTA staff and also stored 
appropriately. 

14. Completed assessment documents are stored and managed according to NTA’s procedures. 

15. The Certification Review Board submits its recommendations for certification to the GCTVET.  

16. The GCTVET issues the required certification to the successful candidates within two months 
of the Board’s submission. Transcripts can be given to trainees by the NTA if emergency 
needs arise for employment /training purposes. 

17. Completed documentation related to documentation will be stored according to NTA’s 
procedures. 

18. Learners will be informed of the results and procedure for obtaining certificates. 

.The instructors must submit a copy of each assessment schedule to the manager of the 

Training Centre as soon as it is prepared by the Assessor. This allows for monitoring of the 

planned assessments throughout the period. Assessments must be scheduled for mutually 

convenient times for both candidates and Assessors. 
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Special Needs Candidates 

Definition of special needs 

‘Special needs’ is used as an umbrella term encompassing a number of special circumstances 
of individuals. Persons with special needs may have medical problems, behavioural problems, 
developmental disabilities, learning disabilities or mental problems. 

Special needs can also be referred to as the special, unique, out of the ordinary concerns 
created by a person’s medical, physical, mental or developmental condition or disability. 
Additional services are usually required to help a person in one or more of the following areas: 

 Communication 

 Movement 

 Taking care of self 

 Thinking 

Each Approved Training Centre must ensure that if it has learners with special needs, that it 
makes special arrangements to cater for their training and assessment needs. If the audited 
training facilities are not equipped to accommodate candidates with special needs, alternative 
arrangements must be made for training and assessment to take place at the nearest ATC with 
suitable facilities. This training centre will also be audited to ensure that it has the required 
facilities for the delivery of training and conducting of assessments.  

Each Approved Training Centre must make ensure that it employs assessment accommodations 
to eliminate or reduce assessment bias for candidates with special needs. 

An accommodation is simply a procedure or practice which permits candidates with 
special needs to have an equitable access to instruction / training and assessment. An 
accommodation must not fundamentally lower the quality of the assessment or alter the skills or 
knowledge being assessed.  

Accommodations can include the following: 

 Allowing candidates to access information using alternate modes like auditory, tactile, 
visual, and multi-sensory. 

 Allowing candidates to complete activities, assignments and assessments in different 
ways or solve problems using assistive devices. 

 Changing the location or conditions of the assessment setting. 

 Making variations to the timing of the assessment. 

 

Some common special needs 

 Low literacy 

 Hearing impaired  

 Visually impaired 

 Learning disability 

 Cognitive delay 

 Communication disorder (delays in language development, stuttering) 

 Physical disability (amputations, cerebral palsy, etc.) 

 Emotional disorders  

 Behavioural disorders (ADHD, etc.) 

 Health disorders ( asthma, allergies, epilepsy, diabetes, cancer) 

 Exceptional ability (giftedness) 
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  Methods useful for assessing learners with special needs 

 Oral questioning 

 Professional discussion 

 Performance assessment 

 Aural assessment 

 Oral assessment 

 Interview 

 Third party /witness testimony 

 Role play 

  

Steps in the Assessment Process 

The sequence of steps in the assessment process describes the activities which the assessor 

should follow in order to ensure that s/he develops assessments that are valid, reliable, fair and 

practicable.  

1. Becoming familiar with the units 

2. Planning of assessment 

3. Collection of evidence 

4. Making a judgment  

5. Giving Feedback 

6. Recording the results  

 

Step 1  Becoming Familiar with the Units 

It is very important that the assessor gets to know the units or elements of particular units which 

should be assessed. An important element of preparing assessment instruments of good quality 

is ensuring that the assessor is very familiar with the content of the units and elements to be 

assessed.  

 

Step 2           Planning the Assessment 

In planning the assessment, the assessor should focus on these three steps: 

                  

                 a                                       b                                     c                                                        

                     

 

 

 

a. Establishing the assessment context 

This section focuses on the following: 

 Establishing the purpose of the assessment  

 Identifying the relevant competency standards and the evidence required 

Establishing   

the assessment 

context 

Co-ordinating 

the activities 

Preparing the 

candidate 
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 Identifying any support material needed to facilitate the assessment process 

 Identifying potential  instruments which can be used to collect the evidence 

 Preparation of assessment plan and completion of dimensions of competency forms. 

 

b. Preparing the candidate 

The assessor prepares the candidate/learner by doing the following: 

 Explaining the context and purpose of the assessment and the assessment process. 

 Explaining the standards to be assessed  

 Outlining the assessment procedure and the preparation which the candidate/learner     

should undertake 

 Assessing the candidate’s/learner’s needs 

 Organising reasonable adjustment for candidates/learners who have special needs 

 Discussing the appeal system and re-assessment 

 Determining the candidate’s/learner’s state of readiness for the assessment 

 Developing an assessment plan. 

Please note that a candidate should only be assessed when he thinks that he is 

ready. 

 

c. Co-ordinating the activities 

At this stage, the assessor should focus on sourcing or developing assessment materials.  

The following activities should be carried out to ensure that assessment activities are of   

the appropriate quality: 

 

i. Developing the assessments 

It is critical to identify the knowledge, attitudes and skills which the candidates/ learners 

will have to demonstrate. This will help you to identify the most suitable instruments for 

your purpose. Outcomes can be written to describe: 

 An activity which can be observed 

 A product which can be evaluated 

 Knowledge, understanding and other analytical skills which can be tested by 

questioning. 

The instrument chosen will depend on several factors and must do the following: 

 Allow candidates to provide sufficient evidence of their skills, knowledge and 

attitudes to ensure coverage of the outcomes. 

 Generate evidence which can be measured against the standards 

 Integrate assessment where possible by combining units or elements within units. 

 Make the best use of the resources  

 Be cost-effective in terms of staff and candidate’s time 

 Be prepared to help assessors to make reliable assessment decisions  

It is also useful to check your instrument against standard instruments which were used 
previously for similar units.   
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Where the outcome is practical:  

In cases where candidates are expected to do a practical activity, for example to 
produce something, the evidence to be generated involves performance. The assessor 
will therefore have to observe the candidate carrying out the activity and also evaluate 
the product which resulted from that activity.  
 
Additionally, the assessor will want to ask the candidates questions to test their 
knowledge and understanding about the unit being assessed .Where knowledge is 
tested in a practical activity, it will be in support of observing the activity, not instead of it. 
 
 
Where the outcome is cognitive: 

In instances where you will want to assess the candidates’ knowledge, understanding 
and analytical skills you can use questioning which can be answered orally or in writing. 
Questioning enables you to: 

 Assess the learner’s/candidate’s knowledge and understanding 

 Identify gaps in particular areas of the content covered 

 Assess contingencies in areas where it’s only safe or practical to do prior to the 
performance of the skill.   

 Authenticate the candidates /learners evidence by getting them to explain or 
describe pertinent aspects of the unit.  

 
 
ii. Decide on the responses expected 

In the preparation of the assessment instrument, it’s critical that you check the unit(s) 
which you are assessing, and the evidence which you would expect and consequently 
accept from the candidates. Hence you should develop your assessment marking 
scheme. This allows the assessor to do the following: 

 
 Ensure that the particular evidence that you expect to receive from the 

candidates/learners can be generated by the assessment instrument you have 
designed.  

 Establish consistency in marking and reducing subjectivity. In fact, it will help the 
assessors to be objective, and assign marks to all learners/candidates using the 
same criteria. It also ensures that you collect evidence which matches the 
requirement of the standard. Additionally, there will be consistency among the 
assessors since they will all be using the agreed criteria and standards in their 
assessment.  

 Identify as far as possible, most of the appropriate/acceptable responses to the 
questions.  

 Make the assessment process more efficient and effective since the assessment 
can be completed within a shorter time frame. This is critical especially for the 
responses which are given in the form of essays which have a wide range of 
responses. 

 In assessing practical abilities and products the assessment scheme is most likely to 
be a checklist which is based on the standards you are assessing. The checklist 
should define the following in detail:  

-  the full range of behaviours/skills you expect to see demonstrated  
-  the expected performance levels.  
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iii. Check the assessment and assessment scheme  

All assessment instruments and marking or assessment schemes must be checked /   
reviewed before they are applied. It is the role of the Internal Verifier to review the 
instruments and schemes to ensure that they are appropriate for the tasks for which they 
were designed. In other words, the Internal Verifier examines them to ensure that they 
are of appropriate standard, applicable for the unit being assessed, valid, reliable, fair 
and practicable. 
 
Amendments can be made to the instrument even after using it with the candidates/ 
learners. Since it is essential to make sure that all candidates are assessed according to 
the same marking instructions or checklist of requirements, any adjustments made must 
be communicated to all assessors and Internal Verifiers as soon as possible. These 
changes must be recorded for the information of the External Verifier.  
 

Step   3.  Collection of Evidence 

This refers to the conducting of the assessment to obtain evidence about the learner’s/ 
candidate’s level of performance. You are gathering evidence to match the dimensions of 
competency. You must target the evidence which the candidate/learner needs to present/ 
demonstrate and ensure that you give clear, precise instructions to the learner. 
 
When you are using an assessment, you should be aware that there are certain conditions that 
need to be created at the time for the assessment to be valid and reliable. There are many types 
of assessment conditions, but what they all have in common is that they must be applied 
consistently and effectively to all candidates/learners if national standards are to be maintained. 
The conditions for each unit will be found under the section entitled ‘range statements’. 
 
For practical assignments which involve candidates/learners designing and producing items 
you should be able to observe your candidates actually performing the tasks. These observations 
can also be supported by asking the candidates questions about what they have done to gather 
more evidence on the activity.  

In assessments involving observation of practical skills, you should ensure that: 

 candidates know they are being assessed  

 candidates know what skills or activities you expect them to demonstrate  

 your observation is as unobtrusive as possible  
  
 
For assessments like projects, where candidates may be asked to complete practical 
assignments, case studies or portfolios, you should ensure they are aware of:  

 how much they can discuss and confer amongst themselves  

 the level of support you will offer them  

 to what extent they are able to consult resources like text books, dictionaries or the 
internet. 
 

(See Appendix 6 for an example of how to assess critical employability skills) 

 



43 
 

Step  4.  Making the Judgment  

The assessor must evaluate the evidence in terms of the dimensions of competency. You need to 
assess the evidence against the components of the units: elements, performance criteria, range 
statement and evidence guide, and critical employability skills. You are also required to consult 
with the Internal Verifiers and record details of the evidence collected. The judgment about the 
candidate’s level of competence will be based on the evidence obtained on relevant unit of 
competence that was assessed. Learners work at their own pace, so your assessment 
procedures have to be flexible enough to meet the varied capacities and needs of your 
learners/candidates.   
 
When making the assessment decision, the evidence must be evaluated in terms of: 
 

a. Validity 
b. Reliability 
c. Currency 
d. Consistency  
e. Authenticity  
f. Sufficiency 
g. Relevance 

        
a. Validity refers to the soundness of your interpretations and uses of students’ assessment 

results. Validity applies to the way in which we interpret and use the assessment results 
and not to the assessment itself. An assessment is valid in so far as it actually assesses 
what it sets out to measure. 
 

b. Reliability refers to the consistency of the assessment results. In order words, it is the 
degree to which students’ assessment results are the same when: 

 They complete the same task on two different occasions 

 More than one assessor assess their performance on the same task 

 

c. Currency refers to the extent to which the evidence reflects the learner’s current capacity 

to perform the aspect of the work covered by the standard. 

 

d. Consistency refers to the extent to which the assessment decision is a true/clear 

reflection of the evidence collected. 

 

e. Authenticity refers to the extent to which the assessment can be shown to relate to the 

learner’s own individual work. 

 

f. Sufficiency refers to the extent to which the evidence covers all the performance criteria, 

range and underpinning knowledge in the regional occupational standard being used. 

 

g. Relevance refers to the applicability of the assessment to the occupational standard 

being used. 

 

Checking the consistency of the judgement  

As an assessor you need to be aware of the danger of your assessment decisions being biased 
by factors that should have no bearing on the assessment process or your judgements. You 
should be aware of the following factors:  
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 Appearance and dress should not be allowed to influence your decision, unless these are 
explicitly stated in the standards.  

 

 Another factor that may affect your judgement is the ‘halo and horns’ effect.  
 -  The halo effect can emerge when you are familiar with your learners, and a good     

performance in the past leads you to assume they are performing well at present even     
though they may not.  

-   The opposite of this is the horns effect where, no matter how well your candidates are    
currently performing; your judgment of poor performance in the past is continuing to    
influence your assessment decisions.  

 

Methods for enhancing objectivity and consistency include:  

 well written assessments with clear marking instructions  

 training for assessors  

 standardisation of assessment decisions  
 

Standardisation of assessment decisions is an important part of ensuring reliability. Internal 
verification should ensure that your centre continues to carry out checks on the way that all 
assessors are applying the standards. Some standardisation methods which can be used: 
 
 When the evidence consists of scripts from written tests, the scripts can be divided so that 

the same assessor assesses the same section across all candidates. Particular attention 
should be paid to borderline decisions.  

 When assessing coursework, portfolios reports or case studies, common standards 
should be set which can be used by all the assessors. This can be done by sharing 
samples of candidates’ work, discussing these and reaching a consensus on the required 
response.  

 When assessing practical or process skills, it would be useful if the Internal Verifiers and 
two or three assessors independently assess a sample of candidates work. They can then 
discuss discrepancies and arrive at a consensus for the standard for marking.   
 

Step 5: Giving Feedback 

It is important and necessary that the assessor discusses the assessment process and outcome 
with the candidate who is being assessed. The feedback provided should be clear and 
constructive, so that the candidate is aware of the gaps which were revealed by the assessment 
and ways in which they can be overcome. The candidate/learner should also be told the decision 
which was made on the assessment and provide information on re-assessment and the appeal 
process. 

Providing opportunities for re-assessment 

Learners/candidates who have to be re-assessed must be made aware of the conditions under 
which this must be done. If the candidate failed to show competence in a particular element of a 
unit/ section of a project, then based on the situation/activity, it may be better to re-assess this 
particular section to measure a single outcome.  However, in the case of practical assignments 
where re-assessing only the parts where students have failed to show competence will fragment 
the assessment process, it will be better and more sensible to re-assess using a completely new 
activity. 
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Step  6. Recording the Results  

The assessor must record the assessment outcomes according to the policies and procedures of 
the National Training Agency. The Assessor must maintain records of the assessment procedure, 
evidence collected and the outcomes for the learners/ candidates at the institution. The Assessor 
records the final assessment decision when all assessment activities have been carried out and 
there is sufficient, relevant and authentic evidence indicating that the learners/candidates have 
met the required standard which denotes competence. All the relevant assessment forms must 
be completed in a legible manner, signed and dated appropriately before submitting them to the 
Training Centre.  
 
Keeping proper records helps the institution and all the stakeholders involved to track learners’ 
progress and monitor the quality assurance activities of the Approved Training Centre. The 
results must also be sent to the NTA to be appropriately filed and stored.  It is critical to maintain 
the confidentiality of the assessment outcomes at all times.  

 

 

Some Best Practices in Assessment 

Providing prompt feedback  

It is very important that the assessors provide immediate feedback to learners. Feedback 
provides learners with information on how well they are progressing with their learning. Effective 
feedback must indicate to the learners what they need to do to improve their performance. It 
should show how learners’ performance compares to a particular standard.  
 
Feedback – transfer of information from the teacher to the learner following an assessment; it’s 
the teacher’s response, indicating the correctness of an answer or action. 
  

Involving learners in the assessment process 

Learners should be involved in the assessment process as much as possible. This involvement 
helps the learners to develop a greater level of understanding for assessment and encourages 
them to feel a sense of ownership for their learning and assessment in general. 
 

Using Integrated assessment  

When designing an assessment instrument the assessor can use an integrated assessment 
approach which will capture more than one element or unit.  The key features of integrated 
assessment which must be included are: 
 

- Assess a group of related competencies together 
- Integrate knowledge, skills and attitudes 
- Mirror real work task and conditions as much as possible 

 
The activities which are included in the integrated assessment must be part of the assessment 
plan and cross referenced with the appropriate units of competency. This saves time and makes 
the assessment process more meaningful for the learners.  
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Note: When developing assessment activities you must always be clear on what you want to 
assess so that the activities will yield high quality outcomes from which important decisions can 
be made. 
 

 
List of forms to be used during the assessment 

Planning forms 

 Pre-assessment checklist           

 Unit assessment plan                        

 Dimensions of competency 

Conducting and recording 

 Record of reasonable adjustment  

 Competency assessment checklist 

 Recording sheet for oral questioning 

 Assessment method matrix 

 Achievement sheet 

 Final assessment record sheet      
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Internal Verification 

What is Internal Verification? 

Internal Verification of the assessment of candidates/learners is a quality assurance process 

carried out by the training centre that is approved by the NTA to offer one or more NVQs/CVQs. 

This is actually the management of the assessment so that it meets national and regional 

standards.     

Principles of internal verification 

Internal Verification is one part of the overall process of assessment verification, which comprises 

of Internal Verification and External Verification. Internal Verification is the responsibility of, and is 

managed by the Approved Training Centre.   

In order to ensure that consistent and accurate standards are being applied and maintained, 

internal verification focuses mainly on the: 

 validity of assessment instruments 

 reliability of assessment decisions 

 practicability of applying assessment instruments 

 consistency of the quality of assessment practices within the centre over time 

The Role of the Internal Verifier 

The Internal Verifier is responsible for internal quality assurance, mainly through assuring the 

quality and consistency of assessments by the Assessor or Assessors for whom they are 

responsible.  

The Internal Verifier should:  

 Have a thorough understanding of quality assurance and assessment practices and, as 
required, utilize the services of technical experts in occupational areas related to the 
qualifications for which they are verifying assessments. The NTA has documented the QA 
policies and procedures in a Quality Assurance Manual. 

 Have knowledge of the awarding body’s system and documentation. 

 Have knowledge of risk management strategies. 
 

The main responsibilities of the Internal Verifier are: 

 Liaising with Assessors to give guidance on standards, advising and supporting them in 

their role, managing their workload and identifying any training needs that they may have  

 Confirming that proposed assessment material is valid, reliable and practicable 

 Ensuring by observation and an effective sampling procedure that the candidate’s 

interview and assessment decisions made by Assessors are consistent. 

 Carrying out standardization exercises in group sessions with Assessors, including 

checklists, model questions and answers, banks of materials for common use, and dual 

assessment. 

 Verifying that the standards attained are in accord with those stated in the relevant 

regional occupational standards as detailed in the CVQ. 

 Confirming the authenticity of candidates’ submissions for assessment 
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 Providing feedback to Assessors on the validity, reliability, practicability and sufficiency of 

evidence presented for assessment purposes 

 Monitoring assessment procedures and records of assessment to confirm adherence to 

agreed procedures and accuracy of records. 

 Maintaining effective relationships with the Assessor or Assessors, the CVQ Co-ordinator 

and External Verifiers. 

 Dealing with internal disputes and appeals and contributing to the awarding body’s 

external appeals procedure as required. 

 Liaising with the External Verifier, as required, on centre visits/re-visits. 

 Ensuring that all external quality assurance requirements are met 

 Ensuring that the assessment process, decisions and documentations are timely, reliable, 

valid, authentic and practical. 

 

Internal Verification practice 

Internal verification should provide checks and support for the following three (3) key 

stages of assessment: 

 Selecting and/or devising and/or modifying assessments (including marking schemes) 

 Applying assessments 

 Making assessment decisions 

The way that the centre organizes this layer of internal quality assurance will reflect 

organizational needs, though it should be in line with any national and regional criteria and 

guidelines.  

The Internal Verification process 

 Develop sampling strategy 

 Standardize judgments 

 Audit assessment records 

 Complete IV records 

 Monitor assessment practice 

 

Requirements for Internal Verification 

The Internal verifier should do the following: 

 Develop a work plan for the internal verification process, e.g. scheduling 

 Develop the selection process for candidates/learners to be reviewed 

 Use all the relevant assessment documents 

 Manage communication with the assessor 

 Verify assessment judgments  

 Review assessor’s assessment of the candidate/learner 

 Provide feedback at the end of the process 

 Make recommendations for improvement   

 Ensure that the assessor is competent in the occupational area  

 Complete required Internal Verification documentation 
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Documentation 

Documentation for assessment and Internal Verification should include the following records: 

 Standardization meetings with Assessors to agree on assessment instruments, materials 

and marking schemes that offer flexibility and are cost effective in implementation 

wherever possible, without compromising quality. 

 Outcomes and decisions of further meetings with Assessors that confirm the validity and 

practicability of assessment instruments, and the reliability, sufficiency and authenticity of 

assessment evidence 

 Sampling techniques selected and implemented  

 Results of sampling and subsequent action taken by internal verifier and assessors 

 Verification activities in an Internal Verification Report 

 Non-conformities found during the Internal Verification process  

 Informing the relevant personnel of the non-conformities found 

Non-conformity is the failure to comply with the procedures/requirements in the assessment 
process. Examples: failure to do the following: 

 use the dimensions of competency to obtain evidence 

 comply with the steps in the assessment process 

 comply with occupational health and safety requirements 

Sampling strategy 

 All units must be sampled for each assessor over a period of time. 

 Ensure that the sample includes both core and elective units 

 Include formative and summative assessments 

 Sampling must be done throughout the assessment process 

 Sample the range of assessment methods (e.g. observation, products, projects, oral 

questioning) 

 Sample from every candidate category or group or cohort. e.g. age, gender, with or 

without special needs, ethnic origin 

 Begin with a minimum number which is equivalent to the square root of the number of 

candidates in the group. However, in cases where the class is small, all candidates work 

will be reviewed.  

Some important features to be considered in selecting a sample: 

 first time delivery for an NVQ/CVQ  award  

 experience of the assessor 

 range of levels of qualifications  

 competent /not yet competent 

 revised assessment instruments  

 previous issues or problems identified by internal or external verification  

 cost  effectiveness  
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 External Verification  

Principles of External Verification  

External Verification is a Quality Assurance process undertaken by the NTA to ensure that an 
approved Training Centre maintains the quality standards established by the NTA. The NTA has 
documented the QA policies and procedures in a Quality Assurance Manual.  In order to ensure 
the consistent application and maintenance of Quality Assurance standards, External Verification 
focuses mainly on the:  

 Validity of assessment instruments 

 Reliability of assessment decisions 

 Practicability of applying assessment instruments 

 Consistency of the quality of assessment practices within the Centre over time 

External Verification must not be completed unless the Internal Verification Process has been 

done and the relevant documents completed.  

External Verification activities need to employ risk management strategies.  Risk management is 

discussed at length in the Quality Assurance Manual. In risk management, a prioritization process 

is followed whereby the risks with the greatest loss or consequence and the greatest probability 

of occurring are handled first, and risks with lower probability of occurrence and lower loss are 

handled in descending order. The assessment of risk should inform the plans for sampling and 

auditing. 

Purposes of External Verification 

1. To obtain a credible and objective analysis of assessment and verification practices of the 

NVQ or CVQ in training centres. 

2. To recommend any further actions to the NTA regarding the  

 Correction of practices 

 Capacity building requirements  

 Compliance requirements to fulfil certification   

 

Responsibilities of the External Verifier  

 To audit the assessment system, including arrangements for the selection, recruitment 

and training of Assessors and Internal Verifiers, records of evidence and assessments.  

 To sample assessment in action, where possible, and to monitor the working relationships 

between Assessors and candidates. 

 To verify that assessment and Internal Verification procedures are being conducted in 

accordance with the Quality Assurance requirements established by the Awarding Body. 

 To witness assessors performing assessments to ensure that the assessor is meeting the 

quality requirements set by the NTA. 

 To check claims for certification to ensure that they are authentic, valid and supported by 

auditable records. 

 Develop sampling plans to randomly assess candidates to ensure that the assessment 

decisions being made by the centre‘s assessors are in fact reliable. Verification activities 

must target at least 10% of the candidates. 
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 Sample candidates across different units 

 Ensure that the sample includes evidence from all assessors and all internal verifiers for 
the qualification being verified 

 Ensure that sampling is fair 

 To ensure that all assessments done within the centre are fair, valid, reliable and meet the 

requirements of the qualification standards. 

 To ensure that all assessment results are accurately recorded on the appropriate 

documents. 

 To interview candidates regarding the assessment process, both those deemed 

competent and those not yet competent. 

 Provide prompt, accurate and constructive feedback to all relevant parties on the 

operation of assessment system. 

 To verify, by inspection of Internal Verification Reports, that Internal Verifiers are 

conducting regular Internal Verification Audits at the Centre and that the process is 

effective.  

 To check the Internal Verifiers reports for information relating to appeals and their results. 

 To verify that recommendations made by the Internal Verifier to address deficiencies 

identified during the Internal Verification Audits, are implemented and are effective. 

 To inspect learners’ portfolios and logbooks. 

 To promote best practices. 

 To identify and comment on good practices of Training Providers and to make 

recommendations for improvement where necessary. 

 To report on the Awarding Body's systems for assessment and Quality Assurance on 

a national level and to recommend action to improve the system for assessing and 

awarding the qualifications. 

 To monitor and verify the quality and consistency of the implementation of CVQs and 

NVQs at the national level. 

Requirements for External Verification  

The External Verifier will be expected to examine the following: 

1. Internal Verification reports 

2. Assessment instruments and materials for the units to be verified 

3. Evidence of how assessments meet the elements and performance criteria for each unit 

4. Learners/candidates assessment evidence 

5. Checklists used by assessors  

6. Record of achievement for all learners/candidates to be verified 

 

External Verification Process 

Scheduling Verification Audits 

The NTA will develop a schedule of External Verification Audits, in consultation with the Training 

Centre. The External Verifier will conduct the audit to ensure that the quality of the assessment 

done at the Training Centre is being maintained. The schedule of audits will be recorded on the 

Verification Report.  
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Development of Sampling Plans for Verification Assessment of Candidates 

The External Verifier will develop a Sampling Plan to target at least 10% of the candidates’ who 

were assessed to ensure that the assessment decisions being made by the training centre’s 

assessors are reliable.  The External Verifier will sample candidates’ documentary evidence (e.g. 

portfolios, logbooks) to ensure compliance with the NTA’s requirements. The sample should be 

random and include situations in which reasonable adjustments were made to accommodate 

candidates’ special needs. 

 

See Appendix 2 for Sampling Guidelines. 

Checking the Record-Keeping 

The External Verifier will check the record-keeping of Assessors and Internal Verifiers during the 

External Verification Audit to ensure that these records properly organised and filed securely. 

The External Verifier will ensure that assessment results are recorded on forms prescribed by the 

NTA in a timely manner and that the results are accurate. 

Monitoring assessment practice 

The External Verifier will observe an assessor/ assessors conducting an assessment. This will 
provide him with the evidence he needs to verify that the assessor is competent at his task. The 
External Verifier will also be expected to observe the Internal Verifier conducting Internal 
Verification exercises.  

Verifying Instruments and Workplace Activities Used for Assessments 

The External Verifier will examine the instruments used by the assessors at the training centre to 
ensure that are in accordance with the guidelines established by the NTA. In organizations, the 
External Verifier will check that the workplace tasks used for assessments provide valid and 
sufficient evidence as required by the Standards.  

Completion of the Verification Report 

The External Verifier will prepare a Verification Report using the prescribed format defined by the 
NTA. The report will include information on the following: 

 Record of results of the verification activities of the EV 

 Record of non-conformities found during the visit 

 Record of other findings and recommendations  

External Verification judgment 

This focuses on the following: 

 Validity of assessment instruments 

 Reliability of assessment decisions 

 Practicability of applying assessment instruments 

 Consistency of the quality of assessment practices within the centre over time 

 Validity, sufficiency, currency, authenticity and reliability of evidence as required by the 

occupational standards 

 Verifying the authenticity of the evidence and judgment 
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Reminders for the External Verifier 

Make sure to check the following documents:  

 Portfolios 

 Evidence record sheets 

 Dimensions of competency  

 Record of reasonable adjustment 

 Final assessment record sheet 

 Achievement sheet 

 Internal Verifiers reports 

 

Documents to be submitted 

 Final assessment record sheet 

 Achievement sheet 

 Internal Verifiers reports  

 External Verifier’s reports  

 

 

 

 

 

 

 

 

 

 

 

 

 

  



54 
 

References 

1. Dawson, Catherine, (2007). A practical guide to research methods. Oxford, U.K: How 
to Books Ltd. 

2. Linn R.L & Gronlund, N.E. (2000). Measurement & assessment in teaching. 
Englewood Cliffs, NJ: Prentice Hall/Merrill 

3. Nitko, J. Anthony (2001). Educational assessment of students. Upper Saddle River, 
NJ: Prentice Hall/ Merrill 

4. Popham, W. James. (2003). Test better, teach better: the Instructional role of 
assessment. Alexandria, VA: Association for Supervision and Curriculum 
Development. 

5. Popham, W. James. (2008). Classroom assessment: what teachers need to know.  
Boston, MA: Allyn & Bacon. 

6. “A guide to assessment and quality assurance for employers and training providers.” 
SQA (March 2004). 

7. “Assessment Guidelines.” (September 2009). The National Council on Technical and 
Vocational Education and Training, Jamaica.  

8. “Quality assurance criteria and guidelines for the Caribbean Vocational Qualification.” 
(March 2009). Caribbean Association of National Training Agencies (CANTA) 

9. Quality Assurance Manual. (January 2009). Enterprise based Training. HEART Trust/ 
NTA Jamaica. 

10. Quality Assurance Guide for Assessment. (2001). Australian National Training 
Authority. 

11. SQA Guide to Assessment. (2009). Scottish Qualifications Authority.  

 

 
  

 

  



55 
 

Appendix   I 
 

Glossary of Terms 

 
Accreditation 

This is a system, which officially recognizes educational training organizations and programmes 

associated with those organizations for having attained a level of performance, integrity and 

quality. The standard for accreditation stipulates the criteria against which the organization will be 

measured to determine if it has the capacity to offer training and assessment services. These 

include:   

 Quality Assurance and Control  

 Staff Resource  

 Physical Resources  

 Client Services and Activities  

 Training  

 Assessment  

 Evaluation  

Approved Centre 

An approved centre is an organisation that has been granted permission by the Awarding Body to 

register and assess candidates for CVQs. 

Assessment 

This is the process of judging performance. It will involve generating evidence of performance at 

work, or through simulation or role play, or from previous activities that have been documented by 

a competent witness. For assessing knowledge and understanding, there will normally be a 

question and answer session with an assessor, but it may also involve taking a written test, 

writing a report or doing some research. 

Assessment Guidance 

Assessment guidance is the means by which the Awarding Body explains how knowledge and 

understanding, skills and outcomes may be assessed in a particular CVQ or suite of CVQs. The 

guidance will include advice on the type and amount of evidence to be collected by candidates. 

Assessment Plan 

 An assessment plan is a document which outlines the units of competency to be assessed, when 

and how the assessment will occur, the assessment methods to be used and an overview of 

instructions for the candidate(s). Both the assessor and candidate agree to the plan which may 

be revised if circumstances change. For example to allow more time to do the assessments or to 

fit in with a new work schedule or shift pattern.  

Assessment Instrument 

The tools that may be used to collect evidence of competency based on a unit standard.  

Assessment Strategy 

An assessment strategy is the set of recommendations and specifications made by the Industry 

Lead Body (ILB) about the approach to the assessment arrangements associated with a CVQ to 
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meet the established criteria. The strategy may be applied to a single CVQ or to a group of 

CVQs. The strategy is likely to include: 

 recommendations on how external quality control of assessment will be achieved 

 those aspects of the occupational standards that must always be assessed through 

performance in the workplace 

 the extent to which simulated working conditions may be used to assess competence, any 

characteristics that simulation should have, and definitions of a realistic working 

environment 

 consultation with awarding bodies in defining the occupational expertise of assessors and 

verifiers  

Assessor 

This is someone chosen by an organisation to judge the performance of candidates against the 

occupational standards. The assessor will be someone who is sufficiently experienced and 

competent to assess what the candidate does.  

Authenticity 

This is the term given to a process of establishing the ownership of evidence presented as 

evidence of competency, and involves investigation of the material to prove that it is either the 

sole work of the candidate, or the candidate’s contribution to the evidence is clearly identified.  

Candidate 

When an application for a CVQ has been made and the registration has been accepted by the 

Awarding Body, the applicant is then described by the Awarding Body, and by those assessing 

and verifying his/her work, as a candidate for the award for which he or she is enrolled. 

Caribbean Vocational Qualifications (CVQ) 

Caribbean Vocational Qualifications are based on Regional Occupational/Competency Standards 

and the Qualification Framework approved by CARICOM’s Committee for Human and Social 

Development (COHSOD) for the development of the regional workforce and the facilitation of the 

free movement of artisans throughout the CARICOM Region under the CSME. 

Certification 

This is the process by which an approved centre requests, and the Awarding Body provides, a 

certificate for each candidate on completion of: 

 the entire set of units required for the award of the CVQ  

 one or more units of an CVQ (for those candidates not enrolled for a full CVQ) 

Competency 

A group of defined characteristics that indicate an individual's acquisition of a set of skills in a 

given area and a level at which performance is agreed to be acceptable.   

Competency-based assessment 

The assessment of an individual's performance evaluated against specific learning outcomes or 

agreed performance standard and not against the performance of other persons. 
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Competency Standards 

These are industry –determined specifications of performance which describe the skills, 

knowledge and attitudes required by a worker in the performance of a particular role in the 

workplace. They are: 

 Building blocks for all activities in a competency-based training and certification system. 

 Used as the basis for assessment , certification, articulation and accreditation 

 Clustered to form National Vocational Qualifications (NVQs) and Caribbean Vocational 

Qualifications (CVQs). 

Competent 

Adequately qualified, trained, and with sufficient experience to safely perform in the occupational 

area with or without minimal supervision.  

Completeness 

This is the extent to which evidence provided by a candidate covers the entire context, criteria 

and explanations required to demonstrate competence in an element or unit of the occupational 

standards  

Consistency 

Consistency refers to the constant adherence to the application of standardised assessment 

practices within the Centre.  

Core units 

This is a term that is sometimes used to describe mandatory units i.e. those that must be taken 

for the award of the CVQ, as opposed to optional units (electives) which allow a choice to be 

made from a selection of units.  

Criteria 

A set of established guidelines, rules, characteristics, or conditions which, when used to evaluate 

an activity, performance or achievement, will determine its value or quality.  

Currency 

Currency is the term applied to the time scale within which evidence (e.g. for witness testimony) 

or experience (e.g. for Assessors) is deemed to be acceptable in the regulations and assessment 

guidance for the award of CVQs. 

Element 

A CVQ unit or occupational standard is made up of a number of elements, usually around 2–5, 

each of which consists of a title and a written set of criteria to be met within stated contexts, 

together with any statements about knowledge or understanding needed to support the criteria. 

Enrolment 

This is the process of entering candidates, registered with the Awarding Body, for CVQs and 

units. Candidates are normally enrolled through an approved centre. 

Evidence 

Evidence is information or material, collected or provided by a candidate for a CVQ unit that can 

be used to assess his or her skills, knowledge and understanding of the elements of that unit. 



58 
 

Type of evidence is a category within which material required to demonstrate competence would 

be placed, such as: 

 outcome of observation of performance  

 witness testimony of previous attainment  

 results of oral or written examination  

The type of evidence recommended as appropriate for inclusion in a candidate’s portfolio for the 

various units and elements of the regional occupational standards would typically be provided in 

an assessment guidance document. 

Evidence Specification 

This is a set of statements and/or list of items that defines the parameters of material that will 

meet the criteria for competence in an element of the occupational standards.  

External Verifier (EV) 

An External Verifier is a person contracted or employed by the Awarding Body to carry out a 

quality assurance audit of the CVQ provision in an approved centre (including equal 

opportunities, access, and health and safety) to ensure that centres approved to offer CVQs are 

consistently judging candidates equally, fairly and to the regional occupational standards. The EV 

will audit the assessment system, including arrangements for the selection, recruitment and 

training of assessors, records of evidence and assessments, and will sample assessment in 

action where possible to monitor the working relationships between assessors and candidates. 

The EV will be an experienced senior practitioner in the field.  

Fairness 

The provision of assessment conditions which will offer an even playing field for all participants 

and promote confidence in the instruments and its results.  

Formative assessment 

A type of assessment which, when conducted, provides feedback to the instructor/facilitator for 

the purpose of improving instruction and to the learner for the purpose of improving performance.  

Industry Lead Body (ILB) 

This is an organisation responsible for development, maintenance and review of the national 

standards of competence that should be attained by those working in occupations within the 

sectors of industry or commerce for which the ILB has responsibility. Membership of ILBs is 

representative of government, employers, employees, professional bodies and education. ILBs 

are sometimes referred to as Standard Setting Bodies (SSBs).   

Internal Verifier (IV) 

An Internal Verifier (IV) is a person with direct responsibility for the quality assurance of the 

assessment process in an approved centre and in any of its satellite sites in which candidates are 

assessed. The IV will be sufficiently experienced in assessment in the occupational area. Even 

where a centre has only one Assessor, an IV must be appointed to discharge the above duties. A 

large centre may appoint an IV Coordinator, or lead IV, where more than one IV is involved within 

that centre.    
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Knowledge 

This refers to the technical information that is required to perform the tasks, described in the unit 

of competency. 

Level 

Each CVQ is assigned to one (1) of five (5) levels in the qualifications framework. In summary, 

the level descriptors are set at the following:  

 Level 1 reflects routine and predictable work activities  

 Level 2 covers a significant range of varied work activities in a variety of contexts, some 

complex or non-routine, with a measure of individual responsibility and autonomy and 

possibly involving team working 

 Level 3 targets a broad range of varied work activities in a wide variety of contexts, most 

of which are complex and non-routine, with considerable responsibility and autonomy, and 

often involving control or guidance of others 

 Level 4 involves a broad range of technical or professional work activities in a wide variety 

of contexts, combined with a substantial degree of personal responsibility and autonomy, 

with responsibility for the work of others and possibly allocation of resources 

 Level 5 involves the application of skills and a significant range of fundamental principles 

in a wide and often unpredictable variety of contexts with very substantial personal 

autonomy, often with significant responsibility for the work of others and allocation of 

substantial resources, and carrying personal accountability for analysis and diagnosis, 

design, planning, execution and evaluation        

National Vocational Qualification (NVQ) 

A cluster of competencies related to particular job which has national recognition for certification 

of a work, which is equipped with the skills required for employment in an occupation or job as 

defined by the National Job Standards.  They specify the functional areas/duties concerning the 

work to be performed within a given job and consist of one or more tasks including the 

performance criteria, conditions and worker attitudes. 

Occupational Standards (OS) 

These are the written descriptions of the industry agreed standards for competent performance in 

occupational roles. The standards, which include knowledge, skills and understanding of each 

role, are presented as a number of units containing unit descriptors, elements, performance 

criteria, range statement, evidence guide and critical employability skills. 

Optional Units 

Optional units are units which may be chosen or omitted for the award of a CVQ, provided that 

the required number of optional units has been achieved within the qualifications structure for a 

particular CVQ. They are also known as elective units. 

 

Oral examination 

An assessment through a face-to-face dialogue between the learner/candidate and assessor 

which examines levels of knowledge and attitudes as they relate to the achievement of 

competencies defined in the qualification. 
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Performance assessment 

A method used to assess how well the learner/candidate demonstrates knowledge and skills in 

order to determine the achievement of competencies as defined by the performance criteria 

within a qualification.  

Performance Criterion/Performance Criteria 

A performance criterion is a statement of the level to which candidates must perform to 

demonstrate competence in an element of the regional occupational standards.  

Portfolio 

This is the name given to the collection of material that candidates assemble and present as 

evidence to an Assessor that they have performed to the standards required for competence. The 

aim is to keep only as much material as is required to establish competence. 

Portfolio Assessment 

A portfolio becomes a portfolio assessment when  the assessment purpose is defined, the criteria 

or methods are made clear for determining what is put into the portfolio, by whom, and when and  

the criteria for assessing either the collection or individual pieces of work are identified and used 

to make judgments about performance. 

Practicability 

Practicability refers to the feasibility of the application of specific assessment instruments in a 

particular context. 

Prior Learning Assessment and Recognition 

This is the assessment of uncertified learning gained through work, community or leisure time 

activities. Prior learning assessment involves recognizing a student's previous certified and 

uncertified learning in order to facilitate access to a programme of study, receive exemptions from 

elements of a programme or ascertain their level of competence/qualification based on the 

regional or national qualifications framework.  

Qualifications Structure 

This is one of a set of qualifications designs that lays out the number and type of units 

(mandatory or optional) and lists the units in each category for the award of a particular CVQ.  

Quality Assurance 

This is the audit system adopted by the Awarding Body for CVQs to ensure that approved centres 

meet the criteria for all activities associated with achieving and maintaining standards for the 

delivery of CVQs. 

Quality networks 

This is a system for communication and dissemination of best practice in the delivery of CVQs. It 

forms part of the Awarding Body’s quality assurance process, involving participants from 

approved centres for a particular CVQ benefiting from their collective experience and that of the 

EV, who normally plays a leading part in Quality Network meetings which are held once or twice a 

year. 
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Range 

This is the formal part of the regional occupational standards that describes the extent and limits 

within which competence has to be demonstrated e.g. type of equipment, extent of procedures, 

and nature of environment.  

Rating scales 

Values given to performance or achievement based on assessment activities. Rating scales may 

be numerical or descriptive/narrative and based on pre-established and agreed criteria for 

determining where along a continuum of proficiency an individual who is assessed will fall. 

Registration of Candidate 

This is the process of entering a candidate on the Awarding Body’s database and allocating a 

unique candidate number.   

Reliability 

The degree to which the results of an assessment consistently measure knowledge, attitudes 

and/or skills attained in a particular assessment are dependable based on repeated assessment. 

Reliability demonstrates consistency of assessment decisions and scores among assessors, over 

time and across different tasks or items that measure the competencies. Reliability may be 

expressed in terms of the relationship between test items intended to measure the same skill or 

knowledge (item reliability), the variation in administration of the same test to the same student or 

students (test/retest reliability), or the degree of agreement between two or more assessors 

(assessor reliability). The absence of reliability in an assessment affects its validity. 

Risk Management 

The practice of identifying, assessing and prioritising of risks (defined in ISO 31000 as the effect 

of uncertainty on objectives, whether positive or negative) followed by coordinated and 

economical application of resources to minimize, monitor, and control the probability and/or 

impact of unfortunate events. 

 

Sample 

A selection of a specified number of entries called sampling unit (participants, items, etc.) from a 

larger specified set of possible entities, called the population.  A random sample is a selection 

according to a random process, with the selection of each entity in no way dependent on the 

selection of other entities.   

Sampling 

Sampling is the process of selecting materials to use in validation or verification (moderation) of 

assessments. It is used by: 

 Assessors, where appropriate, to establish the extent of competence being demonstrated 

or provided via evidence  by a candidate 

 Internal Verifiers, to establish confidence in the level and consistency of judgments made 

by assessors  

 External Verifiers, to establish compliance by an approved centre with quality standards 

agreed between the centre and the awarding body for the centre’s provision. 
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Simulation 

It may be too dangerous or expensive, or there may not be an opportunity, for candidates to 

demonstrate competence in a particular activity. In such circumstances, with the approval of the 

awarding body and consistent with the ILB assessment strategy, a scenario as close to the real 

thing as possible will be set up so that candidate performance can be judged as if it was taking 

place in a real work environment. This is described as simulation. 

Sufficiency (of evidence) 

Sufficiency of evidence is a term used to describe: 

 either a situation achieved when a candidate has provided all of the material required to 

enable an Assessor to make a judgment on competency at element, unit or award level 

 a recommendation contained in assessment guidance related to the type(s) and quantity 

of evidence that should be gathered. 

Sufficiency of evidence includes the number of times performance has to be observed or 

recorded, or the time scale between performances, for competence to be inferred. It is normally 

not possible to be prescriptive about sufficiency of evidence, as it may vary from candidate to 

candidate. 

Summative assessment 

A culminating assessment, which when conducted, gives information on students' competence, 

attitude and mastery of content. Summative assessment may be a single assessment or a 

combination of assessment scores/achievements, obtained by various methods, which when 

combined provides sufficient evidence of the prescribed achievement required for national or 

regional recognition. 

Third party Evidence/witness testimony 

Information provided by person(s) other than those directly involved in the assessment process, 

which contributes to the collection of evidence of competence and achievement in a specific 

competence. It is a statement produced by someone, other than the assessor, which confirms 

that your candidates have carried out a series of tasks or produced a product. The testimony 

should record what the learner has demonstrated, how, and in what circumstances. There are 

two main categories of witness testimony: 

 Peer or peer group testimony, where colleagues testify as to the level of performance by 

the learner. This is useful when assessing learners involved in group work. It would be 

wise, however, not to place too much reliance on this method if you are concerned about 

friendships or rivalries influencing these reports. 

 Managerial /management testimony which is used when it’s desirable for a superior officer 

to endorse the evidence of the performance. 

Validity 

Validity is the extent to which an assessment measures that which it purports to determine, 

established by the degree to which the evidence or outcome of the assessment is in accord with 

the stated standards. 
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Appendix   2 

Profiles of Assessors and Verifiers 

Profile of the Assessor 

The certified assessor should possess the following personal and interpersonal attributes:  

 Integrity 

 Professionalism 

 Respect for differences 

 Effective verbal and non-verbal communication 

 Negotiating and conflict resolution skills 

 Responsiveness 

  In addition, the Assessor must possess these types of skills: 

 Technical  

 Assessment 

 Communication & Human Relations management 

Technical skills 

The assessor must be competent in the skill area for the units which were taught and have to be 

assessed. He must also have current industry experience in the skill area and knowledge about 

the requirements of employers in that field. The experience should cover a range of 

competencies related to the competencies that will be assessed. 

Assessment Skills 

The Assessor must be competent in the following standards: 

 Plan assessment 

 Conduct assessment 

 Review assessment 

 Develop assessment tools 

As a result he/she should be able to develop, plan and conduct assessment based on the 

competency standards. The Assessor should also be able to record and report results to the 

Training Centre’s management and the NTA. 

 

Communication & Human Relations Management  

 Collecting and interpreting information  

 Planning and organising 

 Time management and record-keeping 

 Documenting and reporting 

 Decision making 

 Engendering trust 
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Qualifications 

The Assessor must be competent in the knowledge and skills to be assessed and in assessment 

practices in technical and vocational education and training. The assessor’s certification and 

qualification must be in the skill area or closely related to the skill area being assessed.  

A Certified Assessor (Level 4 CVQ) must be competent in the following core units of the 
qualification plan for Assessment and Training: 

 Develop assessment procedures 

 Develop assessment tools 

 Plan assessment  

 Conduct assessment 

 Review assessment 

 Communicate information relating to work activities 

 Operate a personal computer 
                               

Profile of an Internal Verifier 

The Internal verifier must have all the skills which are required by the Assessor. In other words, 

the Internal Verifier will be selected from among a group of trained, experienced Assessors. The 

Internal Verifier must also have participated in at least one Verifiers’ training workshop and the 

Auditors’ training workshop. 

 

All Internal Verifiers must: 

1. Support their team of assessors  

2. Ensure the Assessors are conducting assessments according to the standards specified. 

3. Observe their Assessors conducting assessments. 

4. Conduct standardisation meetings and regular team meetings and keep minutes of these in a     

file. 

5. Ensure that the centre is operating in accordance with the standards set out in the NTA’s     

guidelines. 

 

An Internal Verifiers (Level IV) must be competent in the following core units of the qualification 
plan for Assessment Verification: 
 

 Develop assessment procedures 

 Develop assessment tools 

 Plan assessment  

 Conduct assessment 

 Review assessment 

 Communicate information relating to work activities 

 Maintain and enhance professional practice in the workplace 

 Analyse competency 

 Deliver quality service to customers 

 Use technology in the workplace 

 Participate in quality audit 
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 Plan and conduct moderation exercises 

 Manage the assessment process 

 Conduct internal quality assurance of the assessment process 

 Lead and co-ordinate assessment systems and services 
 
                     

Profile of an External Verifier 

The External Verifier is an experienced practitioner in the broad occupational area of the standard 

they will verify. He/ she has the responsibility for External Verification and assessment of 

occupational standards. An External Verifier is also a trained Assessor who has been engaged in 

conducting assessments for a period of time. 

External Verifiers should have participated in at least one of each of the following: 

 External Verifier’s training workshop 

 Auditor’s training workshop 

 Conducted facilities auditing   

 
An External Verifier (Level IV) must be competent in the following core units of the qualification 
plan for Assessment Verification: 
 

 Develop assessment procedures 

 Develop assessment tools 

 Plan assessment  

 Conduct assessment 

 Review assessment 

 Communicate information relating to work activities 

 Maintain and enhance professional practice in the workplace 

 Deliver quality service to customers 

 Use technology in the workplace 

 Participate in quality audit 

 Plan and conduct moderation exercises 

 Evaluate the assessment process 

 Conduct internal quality assurance of the assessment process 

 Conduct external quality assurance of the assessment process 
 
 
All External Verifiers must: 
 

 Have  appropriate academic, vocational or professional qualification or expertise in the 
areas in which they are expected to work 

 Demonstrate competence in verification procedures according to the NTA’s guidelines 

 Have a sound knowledge of CBET assessment 

 Be familiar with the : 
- Regional qualifications 
- 5-tiered certification levels 
- Occupational/ competency standards 
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Appendix 3 

Orientation of New Assessors 

  
Assessors who have never conducted an assessment since being trained must participate in 
an orientation session, to expose them to the Assessment guidelines of the National Training 
Agency. The following will be done to facilitate this process: 
 
1. The Assessor submits a resume, certified copies of qualifications and a list of units that 

he/she can assess. 
2. The Internal Verifier and Manager for the Training Centre conduct an interview with the 

assessor. At the end of this interview, the Assessor completes an Agreement for Contract 
Assessors and all other relevant documents.  

3. The Assessor is given an overview of the assessment procedures as it relates to  NTA’s 
guidelines and includes the following responsibilities of the Assessor and training centre: 
 

 Assessor is responsible for preparing all the relevant templates and assessment 
activities for each assessment. The assessor is required, as far as is possible, to 
conduct integrated or clustered assessments. 

 

 Assessors are required to first participate in an assessment activity with a practicing 
assessor, primarily as an observer. Close attention is paid to the completion of 
documents and the methods used to gather/ evaluate the evidence presented at the 
assessment.  

 

 Assessor conducts a pre-assessment with candidates to outline the assessment 
process and determine readiness levels. Assessment will only be conducted with 
candidates who the assessor thinks are ready. In cases where candidates are not yet 
ready, the assessor and instructor will provide the necessary guidance on what is 
required by the candidates. 

 

 New assessors are required to first participate in an assessment activity with a 
practicing assessor, primarily as an observer. Close attention is paid to the completion 
of documents and the methods used to gather/evaluate the evidence presented at the 
assessment. 

 

 Assessor is provided with sufficient copies of the relevant assessment documents 
prior to the assessment by the NTA. These forms must be accurately completed and 
submitted to the Training Centre within the stipulated time frame. 
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Appendix 4   

Sampling Guidelines for External Verification 

External Verifier’s Sampling Plan 

The External Verifier is expected to develop a sampling plan which will be used to randomly 

assess learners’ performance and evidence to ensure that the decisions made by the assessors 

are reliable. 

Sampling Guidelines for External Verification 

Depending on the sampling strategy that has been agreed with the NTA, on the basis of the 

analysis and any other relevant information about the Training Centre(e.g. number of Assessors 

and number of candidates), the External Verifier will sample according to the following criteria: 

1. Sample units and the complete work of candidates 

2. Ensure that the samples include mandatory and elective units 

3. Sample from every candidate category/group/cohort (gender, age) 

4. Select from the sample selected by the Internal Verifier.  

5. Compare the External Verifier’s sample with the sampling strategy adopted for Internal 

Verification 

6. Sample the assessments made by different Assessors for the same unit(s) 

7. Sample the work of new Assessors more extensively than that of experienced Assessors 

8. Sample the range of assessment methods e.g. observation, witness testimony, products 

oral and written questioning, projects and assignments 

9. Begin with a minimum sample of at least 10% of the group. 

10. Check for situations in which simulations are used to ensure conformity to the assessment 

strategy 

11. Review the findings overall against the system for internal standardisation at the Training 

Centre. 

 

     In performing the above activities, the External Verifier will examine: 

 Assessment instruments, specifications and materials for the units to be verified 

 Evidence of how assessments meet the elements and performance criteria for each unit 

 Candidates' assessment evidence 

 Checklists used by assessors 

 Minutes of, or action points from, meetings of Assessors for the units 

 Internal verifier's reports 

 Records of achievement for all groups of candidates to be verified 

It would also be helpful if the Assessor for the relevant units could be available to speak to the 
External Verifier during the course of the visit. 
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Appendix 5 

Rating Scale 

A rating scale is a scoring tool that lists the criteria for making judgments on competency. It also 

articulates gradations of quality for each criterion, from ‘poor’ to ‘excellent/competent’ to ‘not yet 

competent’. A rating scale clarifies expectations of instruction and assessment and is a useful tool 

for the instructor and the assessor. It can also be used by the learner to monitor and improve 

overall performance. 

 

SCORE 

(%) 

RATING NARRATIVE COMPETENCY/ 

PROFICIENCY 

LEVEL 

80 - 100 5 Mastery of technical and related knowledge and 

skills; Can perform the task demonstrating 

mastery, autonomy, responsibility and control in a 

wide range of working conditions. 

Mastery 

65 - 79 4 Good working technical and related knowledge and 

skills; Can perform the task in a wide range of 

working conditions, demonstrating good working 

knowledge of the skill, initiative, and adaptability to 

problem situations. 

Proficient 

50 - 64 3 Satisfactory technical and related knowledge and 

skills; Can perform the task demonstrating 

sufficient knowledge of the skill, and an ability to 

operate satisfactorily displaying some initiative and 

adaptability to problem situations. 

Competent 

35 - 49 2 Insufficient technical and related knowledge and 

skill; Can perform limited parts of the task 

satisfactorily but require considerable assistance. 

Not  yet 

Competent 

Below 35 1 Insufficient evidence of attainment of competence; 

Has not demonstrated sufficient knowledge, skill 

and attitude on which a judgment can be made. 

Not  yet 

Competent 
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Appendix 6 

Information on Portfolios 

A.   Stages in portfolio development 

1. Reviewing of prior learning and experience in relation to the units of 

competency by the candidate. 

2. Identifying the experiences which best represent the units of competency 

based on the given criteria/outcomes of the units of competency. 

3. Establishing a plan to collate the existing evidence and collect new evidence  

4. Collating evidence.  

5. Writing reflections based on analysis and review of the information presented 

in the portfolio. 

6. Submission of portfolio. 

 

B.   Principles to govern the selection of evidence for the portfolio: 

 Validity -  related to the outcomes, performance criteria, range, and evidence    
statements of the units being attempted by the candidate  
 

 Currency  - competence in the skill area should be demonstrated no later than five years 

prior to the  assessment period to be deemed current 
 

 Sufficiency - enough evidence must be presented to adequately support the claim of                        
competence. If evidence is insufficient, additional assessment will be required 
 

 Authenticity - the items in the portfolio should be the work of the candidate. 
 

C.  Authenticating the candidates’ work 

 The authenticity of all documents should be clear. For example, copies of all documents 
should be stamped and/or signed by the relevant persons approved by the NTA. In cases 
where photographs are submitted, these must be signed, dated and/or stamped (to the 
back) on the day of direct observation, by the verifier (anyone who can confirm the 
candidate’s claim of competence). 

 All third party letters / testimonials etc. should be stamped and /or signed at the originating 
source.  

 Claims of expertise, experience or skills need to be confirmed by the employer and/or 
trainer concerned. For this kind of verification, the following can be done:  

-The verifier’s report/statement/testimonial must be written on a letter that displays the 
company’s letterhead or if the verifier does not belong to a company with a letterhead, 
all demographic data such as name, address, and telephone number must be clearly 
indicated.     
-  The report must contain the date when competence/achievement was observed by 
the verifier.  

  

 Candidates are required to sign work as their own and their supervisors must also co-sign 
a declaration stating that, to their best knowledge it is the candidate’s own work. 
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 The National Training Agency reserves the right to verify the authenticity of all evidence. 
  

Please note that, participants are required to analyse and interpret the relevant competency 
standards for their respective occupations and ensure that they have a good understanding of the 
critical aspects of evidence to showcase in the portfolio.  
 

Portfolio Conference 

Facilitators/supervisors are encouraged to provide assistance and advice to the candidates by 

scheduling portfolio conferences with them. These conferences can be formal or informal 

meetings in which candidates review their work and discuss their progress.  

 

Format of portfolio 

 Cover  sheet 

 Table of Contents 

 Acknowledgements 

 Resume 

 Glossary of terms and abbreviations 

 Index of evidence 

 Evidence 

 

Cover page contents 

 Candidate’s name and job title (if applicable) 

 Name and address of candidate’s workplace (if applicable) 

 Qualification title 

 Unit/s of competency for which evidence is submitted. 

 Assessor’s name 

 Date of submission  
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Appendix 7 

Critical Employability Skills 

Key Competencies 
 

EVIDENCE GUIDE 
Critical Employability 
Skills 

Evidence required  Application  

Level 1   
Collecting, analysing and 
organising information 
 
 
 

 Follow guidelines for accessing, 
collecting and analysing 
specified information. 

 Organise and present 
information in the prescribed 
format. 

 Locate and collect 
information and ideas 
from a given source. 

 Select and organise the 
information needed to 
perform a given task. 

Communicating ideas and 
information  
 
 
 

 Use specified styles and forms 
which are appropriate for 
communicating to a set 
audience in a set context. 

 Present simple ideas and 
information in a familiar context 
to anticipated audiences.   

 Participate in 
discussion with peers 
on routine matters. 

 Prepare written 
materials in pre-set and 
outline formats. 

Planning and organising 
activities 
  
 
 
 

 Demonstrate ability to 
understand instructions given 
and to seek clarification. 

 Follow prescribed guidelines to 
organise own work to achieve 
pre-determined objectives. 

 Check the process used and 
the outcomes achieved against 
the pre-determined criteria. 

 Use specified planning 
tools and processes 
(e.g. Instructions for a 
routine task) to 
organise one’s own 
work activities.  

Working with others and in 
teams   
 
 
 

 Demonstrate an understanding  
of the importance of working in 
a team 

 Make positive use of rules, 
values and attitudes established 
and respond positively to praise 
and criticism. 

 Work with others to 
complete goals and 
tasks set. 
 
 
 

 

Using mathematical ideas 
and techniques   
 
 
 

 Follow guidelines for selecting 
the ideas and techniques for the 
task. 

 Use given mathematical ideas 
and techniques reliably and 
efficiently 

 

 Apply the fundamental 
of Mathematics in 
routine tasks to collect 
and record ideas and 
solve problems. 

Solving problems   
 
 

 Identify the desired outcomes 

 Follow a given process through 

 Use given work 
strategies and 
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EVIDENCE GUIDE 
Critical Employability 
Skills 

Evidence required  Application  

 
 

to completion. 

 Respond to problems as they 
arise by following the action 
plans or given instructions. 

procedures to solve 
routine problems. 

Using technology  
 
 
 
 
 

 Follow guidelines to select the 
most appropriate technology for 
the completion of a set task. 

 Use a piece of technology in a 
variety of ways under guidance 
to achieve a required outcome. 

 Follow established guidelines 
for the proficient use of 
technological equipment and 
materials. 

 Use technology in 
accordance with clear 
guidelines. 

 Present information in 
pre-set formats, 
creating files and back-
up copies. 

Level 2   
Collecting, analysing and 
organising information 
   
 
 

 Access and record information 
from different but relevant 
sources. 

 Summarising and organising 
information in your own words 

 Clarifying the purposes of 
collecting, analysing and 
organising information. 
 

Searching through various 
sources of information and 
selecting what is relevant 
for the situation. 

Communicating ideas and 
information   
 
 
 

 Selecting the most appropriate 
form and style for a particular 
audience. 

 Checking to ensure that the 
information you communicate is 
accurate and complete. 

Adapting information to suit 
particular situations and 
audience needs. 

Planning and organising 
activities 
  
 
 

 Monitor and evaluate processes 
and your own progress and 
performance against the pre –
set performance criteria. 

Applying organising 
processes to manage 
multiple projects or 
processes.  

Working with others and in 
teams   
 
 

 Work with others to achieve 
agreed objectives within 
organised time frames. 

 Collaborate with others to 
apply appropriate 
procedures to achieve the 
team’s goals.  

Using mathematical ideas 
and techniques  
 

 Select appropriate 
mathematical ideas and 
techniques. 

 Sequence and apply 
mathematical ideas and 
techniques reliably and 
efficiently. 

Apply fundamentals of 
Mathematics in routine 
tasks to : collect and record 
data , solve problems and 
interpret and present data 
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EVIDENCE GUIDE 
Critical Employability 
Skills 

Evidence required  Application  

Solving problems  
 

 Select and use information from 
a range of processes to achieve 
the appropriate completion. 

 Take opportunities to improve 
or enhance processes and 
outcomes. 

Choose and use the most 
appropriate strategies to 
solve problems. 

Using technology 
 
 
 

 Use a variety of technology in 
different ways to achieve the 
desired outcomes. 

 Use technology while taking 
into account the relevant health 
and safety issues. 

 Use technological equipment 
and materials efficiently within 
the limitations of the physical 
capacity and the work 
environment. 

Select and use appropriate 
technology for a particular 
situation. 

Level  3     

Collect, analyse and 
organise ideas and 
information. 
 
 
 
 
 
 

 Identify and apply procedures 
for the retrieval of information 
from a variety of sources. 

 Evaluate sources and methods 
of obtaining information for 
quality and validity. 

  

 Determine the scope of 
information and ideas 
required to design and 
evaluate a project or 
process. 

 Formulate strategies &     
procedures to collect,     
analyse & organise     
information required.  

Communicate ideas and 
information    
 
 

Communicate by choosing the       
appropriate mode and vary styles 
of presentation to suit a variety of  
contexts and audiences. 

Interpret information and 
adapt communication to suit 
particular situations and 
audiences. 

Plan and organize activities 
 
 

 Establish one’s own objectives,       
select the appropriate strategies 
to achieve them and manage 
the processes used. 

 Recognise obstacles/problems 
and opportunities impacting on 
work activities and plan 
appropriately to overcome the 
obstacles. 

 Forecast, plan and prepare for   
projects. 

Develop and apply 
comprehensive planning 
and organizing strategies to 
manage and evaluate 
projects. 
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EVIDENCE GUIDE 
Critical Employability 
Skills 

Evidence required  Application  

Work with others and in a 
team 
 
 
 
 
 
 
 
 
 
 

 Establish the purposes and 
objectives of the task and how 
these will be achieved by 
working together as a team. 

 Establish procedures and 
schedules taking different 
perspectives into account. 

 Provide appropriate instructions 
and work with others through 
mentoring to apply concepts 
and principles relating to the 
task. 

Be a leader in organizing, 
supporting and facilitating 
team work. 

Solve problems  Identify the main factors 
affecting processes and 
outcomes 

 Utilize the appropriate 
processes to     obtain the best 
outcome. 

 Anticipate the conditions under    
which certain constraints and     
opportunities will occur. 

Plan strategies and 
procedures to solve work 
problems 

Use mathematical ideas 
and techniques 

 Determine the objectives of the     
activity. 

 Adapt and use ideas and 
techniques to fit the constraints 
of a situation. 

 Evaluate methods used and the 
solutions obtained. 

Determine and adapt 
mathematical ideas and 
techniques to new 
situations and contexts. 

Use technology  Identify the task and select the 
most appropriate technology to 
solve the problem and provide 
justification for its use.  

 Determine the outcomes 
desired and use the appropriate     
technology/combination of     
technology to achieve them. 

 Pay attention to health and 
safety  issues  while using 
technology 

Use one’s initiative to 
determine and apply 
various types of technology 
to new and varied contexts. 
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Appendix 8 

Example:  Assessing Employability skills  

Unit: Handling Telephone Calls 

Element: Receive telephone calls  

1. Collecting and organising information  

For example: Recording messages / transferring information to other persons or 

extensions. 

 

2. Communicate effectively  

-Using standard telephone etiquette or company telephone practices. 

       3.    Plan and organise activity 
            - manage tasks  
 

4. Work with others -  interacting with supervisor and clients 
 

5. Use Mathematical ideas – managing time between calls. 
 

6. Solve problems  
- Working effectively under stressful activities and using feedback from clients 

and colleagues. 

7. Use technology  
- Using phone features 
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Appendix   9 

Appeal Form 

APPEAL FORM 

 
Candidate’s name: __________________________________  
 
Contact  formation:._________________________________ 
 
Training Centre : ___________________________________ 
 
Assessor’s name: _____________________________  
 
Date of assessment: __________________ 
 
Qualifications assessed: 
 
________________________________________________________________ 
 
 
 
Unit(s) of Competency relevant to this appeal: 
________________________________________________________________ 
 
________________________________________________________________  
 
________________________________________________________________ 
 
________________________________________________________________ 
 
________________________________________________________________ 
 
 
This is to inform the Appeal Panel that I _______________________________     
am not satisfied with the results which I received from my assessments. 
 
   
 
I am requesting a review of the decision taken with regards to the above-
mentioned unit(s) of competence. 
 
 
 
………………………………. 
Candidate’s signature  

 


