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	Form 3.1 – Assessment Preparation Form

	Assessor’s name:

	Assessment purpose

	What is the purpose of the assessment?



	Who did you discuss and confirm the assessment purpose with?

	Name:
	Role:

	Assessment tool(s)

	What assessment tool(s) do you need to use to conduct the assessment?



	How have you made sure that you have the most current version of the assessment tool(s)?



	☐	Tick to confirm that you have accessed, read and understood the assessment tool(s)

	Technical procedures / supporting documentation

	What technical procedures / supporting documentation relates to the activity being assessed?



	☐	Tick to confirm that you have accessed, read and understood the technical procedures / supporting documentation

	Assessment time and location

	What date and time have you arranged for the assessment?


	What location(s) have you arranged for the assessment?


	Who have you confirmed these arrangements with?


	Resources and equipment

	What resources and equipment are needed to conduct the assessment?




	☐	Tick to confirm that you have organised the necessary resources and equipment

	Understanding of the assessment process
Please meet with an appropriate support person from your organisation (e.g., a training department representative) to confirm your understanding of the assessment process and your readiness to conduct the assessment.

	Who did you meet with to discuss and confirm the assessment process?

	Name:
	Role:

	Phone number:
	Email address:

	Tick to confirm that you have discussed and understand the following:

	☐	Assessment methods to be used

	☐	Sequence of assessment

	☐	Timing / timeframe for assessment

	☐	Assessment tool(s) to be used

	☐	Any reasonable adjustments that may apply to the assessment

	☐	Equipment needed

	☐	What to do if candidate’s performance is not satisfactory

	☐	Organisation’s appeals / complaints policy relating to assessment

	☐	Organisation’s confidentiality policy relating to assessments

	☐	How to lodge completed assessment documentation

	☐	What to do if unsure about any aspect of the assessment process

	Support person declaration
I confirm that I have met with the assessor and discussed the points listed above. 
I confirm that the assessor understands the assessment process to be followed and is thoroughly prepared for conducting the assessment.

	Name:
	Signature:
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	Form 3.2 – Performing the assessment – Observation Form

	Assessor’s name:
	
	This is the name of the person undertaking the Carry out workplace assessments course

	Observer’s name:
	
	This person should be a qualified workplace assessor

	Name of candidate:
	
	This is the name of the candidate who is being assessed by the assessor

	Date:
	

	Instructions for observer:

	Please use the following checklist to record your observations of the assessor performing an assessment in the workplace.
Please provide general comments and feedback for the person you are observing in the space provided at the end of the checklist.  If you have ticked ‘no’ against any of the evaluation criteria, please use this space to explain why. 

	Evaluation criteria
	Yes
	No

	Pre-assessment briefing
At the commencement of the assessment, did the assessor address the following issues with the candidate?

	· The purpose of the assessment
	
	

	· The assessment process / methods to be used
	
	

	· Requirements for a competent result
	
	

	· Consequences of a not yet competent result
	
	

	· Appeals process
	
	

	· Issues / concerns / special needs
	
	

	· The candidate’s readiness to be assessed
	
	

	Preparation

	· Was the assessor well prepared for the assessment?
	
	

	Evidence collection
During the evidence gathering process, did the assessor:

	· Collect evidence using the appropriate assessment tool and in accordance with the organisation’s assessment procedures?
	
	

	· Express themself clearly when communicating with the candidate?
	
	

	· Use appropriate communication and interpersonal skills to support the candidate?
	
	

	· Support the candidate without coaching them through the assessment?
	
	

	· Monitor the candidate to ensure that they were working safely, without risk to themselves or others in the workplace
	
	

	· Ensure the assessment process was safe and addresses any health and safety risks immediately and appropriately
	
	

	Evaluation criteria
	Yes
	No

	Assessment decision and feedback
Did the assessor:

	· Make the correct assessment decision based on the evidence provided by the candidate?
	
	

	· Provide the candidate with clear, accurate and appropriate feedback?
	
	

	· Complete all assessment paperwork accurately, thoroughly and in accordance with organisational requirements
	
	

	Overall, was standard of assessment satisfactory?
	 YES           NO

	Observer notes / feedback for the assessor.  Comments must be provided.
Please use the space below to record your comments and feedback on the assessor’s performance – e.g., what did they do well; opportunities for improvement, etc.

	























	Signed:
(Observer)
	
	Signed: 
(Assessor)
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	Form 3.3 – Assessment self-review form

	Instructions:

	The assessor and the observer should discuss the assessment immediately after it has been completed.  
It is recommended that the observer begins by asking the assessor to self-evaluate their performance.  Sample questions that could be used to focus the discussion / prompt the assessor include: 
· Overall, how did the assessment go? 
· Is there anything you would do different next time?
· What was the best part of the assessment process for you?
· Are there any specific areas that you could improve?
After the assessor has finished self-evaluating their performance, the observer should offer their own comments and feedback (key points from this feedback should have been documented in the box at the bottom of Form 3.2).
Following this discussion, the assessor must document in the space below, a self-assessment of their performance and identify areas they intend to focus on to improve their performance in the future.  The assessor must show evidence of serious self-reflection, taking into account the feedback provided by the observer.  They may wish to use the information on the next page to assist with the self-reflection process.

	Self-reflection and areas for improvement
Please write at least 80 words



















When completing the assessment self-review form, you may find it useful to structure your reflection around the following areas.
	Area
	Reflection questions

	Preparation
	Did I have a thorough understanding of the assessment process to be followed and was I familiar enough with the assessment tool?
Did I arrange all of the necessary resources and equipment on time?

	Pre-assessment briefing
	Did I explain the assessment process to the candidate as clearly as possible?
Did I put the candidate at ease?
Did I check whether the candidate had any special needs?
Did I make sure the candidate was ready to be assessed?

	Evidence gathering
	Did I support the candidate appropriately during the evidence gathering phase of the assessment?
Was I sufficiently objective, or did I ‘coach’ the candidate during the assessment?
Were all parts of the assessment completed in the appropriate sequence?
Did the evidence gathering process progress smoothly?
Did I use the assessment tool efficiently as a guide through the assessment process?
Did I ensure that the assessment was conducted safely?
Did I make any adjustments to the assessment process, and if so, were they reasonable?

	Decision-making
	Am I comfortable that I made the correct assessment decision?
Did I seek guidance from others if I was unsure about the assessment decision?

	Feedback
	Did I ask the candidate how they felt they performed in the assessment?
Did I clearly advise the candidate of the assessment decision?
Did I provide constructive feedback to the candidate, both positive and negative (if appropriate)?
Was my feedback clear?
Did I manage the candidate’s reaction to the assessment decision well?

	Documentation
	Did I complete all parts of the assessment tool correctly?
Was my writing neat?
Were my comments clear and meaningful?
Did I complete the tool thoroughly, including all signatures and dates?
Was the documentation completed promptly after the assessment and given to the appropriate person for processing?
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	Form 4.1 – Assessment Preparation Form

	Assessor’s name:

	Assessment purpose

	What is the purpose of the assessment?



	Who did you discuss and confirm the assessment purpose with?

	Name:
	Role:

	Assessment tool(s)

	What assessment tool(s) do you need to use to conduct the assessment?



	How have you made sure that you have the most current version of the assessment tool(s)?



	☐	Tick to confirm that you have accessed, read and understood the assessment tool(s)

	Technical procedures / supporting documentation

	What technical procedures / supporting documentation relates to the activity being assessed?



	☐	Tick to confirm that you have accessed, read and understood the technical procedures / supporting documentation

	Assessment time and location

	What date and time have you arranged for the assessment?


	What location(s) have you arranged for the assessment?


	Who have you confirmed these arrangements with?


	Resources and equipment

	What resources and equipment are needed to conduct the assessment?




	☐	Tick to confirm that you have organised the necessary resources and equipment

	Understanding of the assessment process
Please meet with an appropriate support person from your organisation (e.g., a training department representative) to confirm your understanding of the assessment process and your readiness to conduct the assessment.

	Who did you meet with to discuss and confirm the assessment process?

	Name:
	Role:

	Phone number:
	Email address:

	Tick to confirm that you have discussed and understand the following:

	☐	Assessment methods to be used

	☐	Sequence of assessment

	☐	Timing / timeframe for assessment

	☐	Assessment tool(s) to be used

	☐	Any reasonable adjustments that may apply to the assessment

	☐	Equipment needed

	☐	What to do if candidate’s performance is not satisfactory

	☐	Organisation’s appeals / complaints policy relating to assessment

	☐	Organisation’s confidentiality policy relating to assessments

	☐	How to lodge completed assessment documentation

	☐	What to do if unsure about any aspect of the assessment process

	Support person declaration
I confirm that I have met with the assessor and discussed the points listed above. 
I confirm that the assessor understands the assessment process to be followed and is thoroughly prepared for conducting the assessment.

	Name:
	Signature:
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	Form 4.2 – Performing the assessment – Observation Form

	Assessor’s name:
	
	This is the name of the person undertaking the Carry out workplace assessments course

	Observer’s name:
	
	This person should be a qualified workplace assessor

	Name of candidate:
	
	This is the name of the candidate who is being assessed by the assessor

	Date:
	

	Instructions for observer:

	Please use the following checklist to record your observations of the assessor performing an assessment in the workplace.
Please provide general comments and feedback for the person you are observing in the space provided at the end of the checklist.  If you have ticked ‘no’ against any of the evaluation criteria, please use this space to explain why. 

	Evaluation criteria
	Yes
	No

	Pre-assessment briefing
At the commencement of the assessment, did the assessor address the following issues with the candidate?

	· The purpose of the assessment
	
	

	· The assessment process / methods to be used
	
	

	· Requirements for a competent result
	
	

	· Consequences of a not yet competent result
	
	

	· Appeals process
	
	

	· Issues / concerns / special needs
	
	

	· The candidate’s readiness to be assessed
	
	

	Preparation

	· Was the assessor well prepared for the assessment?
	
	

	Evidence collection
During the evidence gathering process, did the assessor:

	· Collect evidence using the appropriate assessment tool and in accordance with the organisation’s assessment procedures?
	
	

	· Express themselves clearly when communicating with the candidate?
	
	

	· Use appropriate communication and interpersonal skills to support the candidate?
	
	

	· Support the candidate without coaching them through the assessment?
	
	

	· Monitor the candidate to ensure that they were working safely, without risk to themselves or others in the workplace
	
	

	· Ensure the assessment process was safe and addresses any health and safety risks immediately and appropriately
	
	

	Evaluation criteria
	Yes
	No

	Assessment decision and feedback
Did the assessor:

	· Make the correct assessment decision based on the evidence provided by the candidate?
	
	

	· Provide the candidate with clear, accurate and appropriate feedback?
	
	

	· Complete all assessment paperwork accurately, thoroughly and in accordance with organisational requirements
	
	

	Overall, was standard of assessment satisfactory?
	 YES           NO

	Observer notes / feedback for the assessor.  Comments must be provided.
Please use the space below to record your comments and feedback on the assessor’s performance – e.g., what did they do well; opportunities for improvement, etc.

	























	Signed:
(Observer)
	
	Signed: 
(Assessor)
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	Form 4.3 – Assessment self-review form

	Instructions:

	The assessor and the observer should discuss the assessment immediately after it has been completed.  
It is recommended that the observer begins by asking the assessor to self-evaluate their performance.  Sample questions that could be used to focus the discussion / prompt the assessor include: 
· Overall, how did the assessment go? 
· Is there anything you would do different next time?
· What was the best part of the assessment process for you?
· Are there any specific areas that you could improve?
After the assessor has finished self-evaluating their performance, the observer should offer their own comments and feedback (key points from this feedback should have been documented in the box at the bottom of Form 4.2).
Following this discussion, the assessor must document in the space below, a self-assessment of their performance and identify areas they intend to focus on to improve their performance in the future.  The assessor must show evidence of serious self-reflection, taking into account the feedback provided by the observer.  They may wish to use the information on the next page to assist with the self-reflection process.

	Self-reflection and areas for improvement
Please write at least 80 words



















When completing the assessment self-review form, you may find it useful to structure your reflection around the following areas.
	Area
	Reflection questions

	Preparation
	Did I have a thorough understanding of the assessment process to be followed and was I familiar enough with the assessment tool?
Did I arrange all of the necessary resources and equipment on time?

	Pre-assessment briefing
	Did I explain the assessment process to the candidate as clearly as possible?
Did I put the candidate at ease?
Did I check whether the candidate had any special needs?
Did I make sure the candidate was ready to be assessed?

	Evidence gathering
	Did I support the candidate appropriately during the evidence gathering phase of the assessment?
Was I sufficiently objective, or did I ‘coach’ the candidate during the assessment?
Were all parts of the assessment completed in the appropriate sequence?
Did the evidence gathering process progress smoothly?
Did I use the assessment tool efficiently as a guide through the assessment process?
Did I ensure that the assessment was conducted safely?
Did I make any adjustments to the assessment process, and if so, were they reasonable?

	Decision-making
	Am I comfortable that I made the correct assessment decision?
Did I seek guidance from others if I was unsure about the assessment decision?

	Feedback
	Did I ask the candidate how they felt they performed in the assessment?
Did I clearly advise the candidate of the assessment decision?
Did I provide constructive feedback to the candidate, both positive and negative (if appropriate)?
Was my feedback clear?
Did I manage the candidate’s reaction to the assessment decision well?

	Documentation
	Did I complete all parts of the assessment tool correctly?
Was my writing neat?
Were my comments clear and meaningful?
Did I complete the tool thoroughly, including all signatures and dates?
Was the documentation completed promptly after the assessment and given to the appropriate person for processing?
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	Form 5.1 – Rules of evidence check

	Use the following table to indicate whether the evidence you collected for Assessment Tasks 3 and 4 met the rules of evidence.  Provide brief comments in the ‘Why?’ column to justify your responses for each point.

	Was the collected evidence:
	Yes / No
	Why?
	Hints

	Valid
The evidence relates directly to the competency being assessed
	
	
	Was the evidence gathered under realistic work conditions?
Did the evidence include realistic workplace activities and scenarios?
Were realistic procedures and equipment used?
If the assessment was based on a competency standard, does the evidence relate directly to that standard?

	Sufficient
There was enough evidence to be sure that the candidate can perform the task / activity correctly on a consistent basis and under a range of conditions
	
	
	Was the candidate required to perform the task on multiple occasions over a period of time?
Did the candidate provide evidence that they could perform the task under different conditions / in different situations?
Was a range of different assessment methods used?
If the assessment was a ‘one off’, is there other evidence to suggest that the candidate can consistently perform the task to the required standard (e.g., demonstrations during training sessions, supervisor feedback in relation to on-the-job performance, etc)?

	Current
Evidence was recent enough to be sure that the candidate can perform the task / activity correctly now
	
	
	Was the assessment conducted recently?
Was the candidate directly observed performing a task or answering questions?
Did the candidate perform in accordance with latest operating procedures?

	Authentic
The evidence was definitely produced by the candidate
	
	
	Was the candidate directly observed performing a task or answering questions?
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	Form 5.2 – Review of assessment process and tool

	Assessor’s name:

	Reflect on the assessment process you have undertaken and the assessment tools you used.
What recommendations would you make for improving the assessment process and / or tools before the assessment is next conducted?









	When formulating your recommendations, you may wish to consider the following:
· Is the assessment process sequenced appropriately?
· Are the assessment instructions clear, for both the candidate and the assessor?
· Does everything in the assessment tool make sense?
· Are questions written clearly?
· Are assessment criteria clear?
· Are sample answers provided for assessors, and are these accurate?
· Is the tool practical to use?
· Does the tool contain sufficient space for you to record your observations and comments?
· Is the amount of writing required reasonable or excessive?
· Is the assessment process practical to administer?
· Have appropriate assessment methods been selected?
· Are the equipment and resources needed to carry out the assessment readily available in the workplace?
· Does the assessment process and tool ensure that the right amount of evidence is gathered for you to make a reliable assessment decision? 
· Do questions / observation points need to be added or removed?
· Should assessment activities be added or removed?
· Is the assessment at the right level of difficulty for what is being assessed?
· Do you feel comfortable that, at the end of the assessment process, you are able to make a reliable judgement about whether the candidate is consistently able to perform the task / activity safely and to the standard required in the workplace?
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	Form 5.3 – Questions about the organisation’s assessment processes

	Instructions
Please answer the questions listed below. 
The questions to your organisation’s assessment policies and procedures, and / or the assessments you conducted for Task 3 and 4.   All questions must be answered in full, using full sentence answers.  
When you have finished answering the questions, arrange for an appropriate person from your organisation (e.g., a training department representative) to confirm that your answers are consistent with your organisation’s assessment policies and procedures.

	#
	Assessor to complete shaded areas:
	S
	NYS

	1
	What are your organisation’s requirements for lodging completed assessments?


	
	

	2
	What is your organisation’s process for storing completed assessments after they have been lodged?


	
	

	3
	Who, in addition to the candidate, are you expected to report assessment results to at the end of an assessment?



How are you expected to report the results to these people?



	
	

	4
	How would you respond to a candidate who was unhappy with the outcome of an assessment that you had just carried out with them?



	
	

	5
	What is the appropriate process in your organisation for providing suggestions for improving assessment processes or tools?


	
	

	Support person declaration
I confirm that the candidate’s responses to the above questions are consistent with our organisation’s assessment policies and procedures.

	Name:
	Signature:

	Job role / title:

	Telephone:
	Email:



