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All staff involved in the assessment process must be provided with sufficient time and 
resources to carry out their roles effectively.  

In order to assess knowledge-based units, the Assessor should be occupationally 
knowledgeable, i.e., hold relevant knowledge to assess units designed to test the knowledge 
and understanding of learners. This knowledge should be demonstrable through relevant 
qualifications/experience, and at an equivalent or higher level than the units under 
assessment. In addition, the Assessor should be qualified to make assessment decisions.  

In order to assess competence-based units, the Assessor should be occupationally 
competent, i.e., able to carry out the requirements of the units they’re assessing. This 
competence should be demonstrable through relevant qualifications/ experience, and at an 
equivalent or higher level than the units under assessment. In addition, the Assessor should 
be suitably qualified and experienced to make assessment decisions.  

1. The role of the Assessor  

1.1 Who is an Assessor?  

Anyone who is working with a learner on the delivery of a qualification and carrying out marking 
or assessment is termed as an Assessor. This includes tutors and teachers making judgement 
decisions.  

1.2 There are two types of Assessors:  

Assessors of knowledge /understanding will need to be knowledgeable and up to date 
regarding the unit content and qualified/experienced to assess. The Assessor will complete 
the assessment cycle (planning and feedback) with the learner for all evidence, to address the 
knowledge/ understanding criteria of the unit or qualification. To be read in line with the 
assessment principles for the relevant qualification. 

Assessors of competency/skills will need to be occupationally competent and up to date with 
practice for assessment in relation to the areas that they are qualified /experienced to assess. 
The Assessor will complete the assessment cycle (planning and feedback) with the learner 
for all evidence, to address the competency/skills (be able to) criteria of the qualification. Direct 
observation is the main source of evidence. To be read in line with the assessment principles 
for the relevant qualification.  

2. The role of the Assessor and the assessment process  

The role of the Assessor is to guide and support the learner through their learning journey with 
delivery, planning and feedback which is discussed with the learner and recorded. Copies of 
all of the planning and feedback records should be retained by the centre throughout the 
qualification delivery to support a learner should their portfolio be lost. All records must be 
stored safely and securely throughout the learners’ learning journey and for a minimum of 3 
years post certification within the centre.  

The planning should be clear as to what the learner is required to produce or prepare by a 
given date. A plan should be in place for all evidence included within a learner’s portfolio. 
Notes should be recorded on the plan if, for any reason, the plan has had to be changed.  

We recommend an initial induction assessment of each learner, followed by formative 
assessment that identifies further learning needs or steps for improvement. The Assessor 
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should work with the learner to identify individual learning styles and the most appropriate 
methods of assessment to support their learning and assessment.  

Learners should be encouraged to reference their evidence to the assessment criteria to which 
the evidence relates – this task can be supported by the tutor, teacher or Assessor.  

It is the responsibility and role of the Assessor to record in ink on the learner handbook when 
criteria have been fully met. Should a learner be working with more than one Assessor on a 
unit, it would be good practice for an agreement to be made as to which Assessor takes 
responsibility for ensuring that all of the unit requirements have been addressed in full.  

All evidence produced must be legible, with assignments or tasks in ink or word processed. 
Pencil and correction fluid are not allowed. All evidence must be made available to the 
Assessor in order to make an informed judgement as to whether the evidence meets the 
criteria. The learner evidence that has been internally quality assured must be available for 
sampling during the quality audit.  

All the assessments used should be reliable and fit for purpose, and should be built on the 
assessment criteria and referenced accordingly. Assessment tasks and activities should 
enable learners to produce evidence that is valid, reliable and which minimises bias in direct 
relation to the specified criteria.  

3. Making accurate assessment judgements  
 
3.1 The assessment has to be credible for employers and users alike. This means:  

the assessment judgement is valid  
3.1.2 The qualified Internal Quality Assurer must sample an increased proportion of 

assessment decisions by trainee Assessors  
3.3 The qualified Internal Quality Assurer is also responsible and accountable for 

arranging the checking and countersigning process.  

4. Giving feedback needs to be made a side heading. 

The assessment feedback covering both knowledge/understanding and competency/skills 
should reflect the assessed evidence or practice and confirm, as appropriate, the competency 
of the learner.  

It is good practice for the Assessor to record their judgement stating the assessment criteria, 
learning outcomes or whole units in which the learner has been found competent on the 
feedback record.  

If the learner has not yet been seen as competent in the assessment, this needs to be stated 
sensitively. The Assessor’s judgement with feedback and next steps should be made clear on 
the feedback record to support the learner.  

All feedback should be constructive, providing the learners with steps for improvement or 
guidance to inform their subsequent action plans. It is considered good practice for both the 
learner and the Assessor to sign and date the feedback record to demonstrate the learner has 
received and understood the feedback and any associated next steps.  

Feedback provided by the Assessor must be given promptly in order to support progression 
throughout the qualification in a timely manner.  
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5. Summary of recommended assessment methods  

Knowledge/understanding learning outcomes and assessment criteria are concerned with the 
learner knowing and understanding. Centres should always check the specific unit guidance 
for the unit they are assessing for clarity. Learning outcomes begin with ’know’ or ‘understand’.  

Skills/competency learning outcomes and assessment criteria are about the learner being able 
to perform a variety of different tasks which relate to experience gained in a real work 
environment.  

When assessing a qualification that has occupational competency within its structure, 
i.e.,‘ be able to’ criteria, Direct Observation (A) is a mandatory assessment method which 
forms the basis of an Assessors/Tutors overall decision of whether the unit/criteria have been 
met. When Direct Observation cannot be used for specific criteria, for example when 
confidentiality does not allow, another appropriate method(s) can be used to provide relevant 
evidence to meet the unit/ criteria. Centres should always check the specific unit guidance for 
the unit they are assessing for clarity.  

Not all assessment methods are appropriate for evidencing skills, though all assessment 
methods may be appropriate to evidencing knowledge and understanding.  

6. Video recordings and use of photographs  

NCFE/CACHE do not support the use of video recordings of learner practice. Additional 
reference should be made to the relevant assessment principles and course handbook to 
confirm acceptable to use.  

Should you wish to use this type of evidence to support a learner with aspects of the 
assessment requirements, the video recording must only include the learner and or Assessor, 
if required. No photographs or names should be evident within the recording. Care must also 
be taken when reviewing the recording to ensure confidentiality and data protection is 
maintained at all times, especially before uploading on to electronic systems.  

NCFE/CACHE do not support the use of photographs submitted by the learner as evidence 
towards their qualification.  

 

 

 


