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Assessment policy

	Introduction


	Standards-based assessment and the unit standards and qualifications that are associated with it are an integral part of the implementation of the National Qualifications Framework and the improvement of the skills of all South Africans. 

	Background


	Standards-based assessment is assessment which is designed to show what learners understand and what they can do and can apply from what they have learnt. In order to achieve this, learners must understand the purpose of assessment and the methods of assessment, they must develop reflective and self-analytical skills. Assessment must be formative (part of the learning process, not separated from it) be continuous so as to be diagnostic and/or remedial, show process analysis and product analysis and be transparent (criterion referenced) and self-referenced not norm referenced.

Standards-based assessment allows the learner to demonstrate complex learning that integrates knowledge, skills and attitudes/values with understanding and the ability to apply this across new and different contexts (applied competence). Standards-based assessment is intended to not only ensure that assessment takes place using internationally competitive forms of measuring the competence of our staff but also that assessment is a productive part of their learning and development.

As one of the first accredited training providers in the ETD sector, Learning Performance Link is committed to maintaining excellence in education, training and development and, as part of that vision, to assisting others to develop world-class assessment systems. Therefore it is incumbent upon LPL to set a prime example to all of its clients and learners with the approach to assessment. It is the policy of Learning Performance Link that all assessments, whether following training interventions or as recognition of prior learning, will be carried out at the highest possible levels of expertise and professionalism consistent with NQF principles as embodied in the South African generic outcomes-based assessor unit standards.



	Aims and Objectives


	To align assessment with world best practice, the requirements of SAQA and the NQF and to regulate the processes and procedures of assessment to ensure a high quality of assessment that supports and enhances the development and capacity building of people both within and in the wider ETD community, is consistently achieved.


	Assessment Policy


	Development of Assessment Guides


	All assessment guides will be developed by the Research and Development Manager in consultation with the Chief Executive. These guides will define assessment processes for each unit standard that support the fundamental principles of validity, reliability, fairness and flexibility that underpin our assessment practice.

Master copies of assessment guides will be held by the Research and Development Manager, and copies issued to assessors as required. Assessors will be responsible for ensuring that access to the guides is appropriately controlled.

These guides will be reviewed and amended by the Research and Development Manager on an annual basis in conjunction with the Chief Executive, assessors and the applicable moderators to ensure that they remain current and relevant. 

The amendment of assessment guides by assessors is not permitted. Where deviation from the standards and procedures laid out in the guide may be required because of unusual circumstances or the special needs of a learner this should be done in consultation with the relevant moderator. The principle of a flexible approach to assessment of individuals while maintaining reliability and fairness should be borne in mind at all times.

	Control of access
	Each assessment guide contains a guide to the assessor with regard to the response they should expect form a learner. It is the responsibility of each assessor who has possession of an assessment guide to ensure that the Guide to learner’s response remains confidential and is not made available to any learner in any form or manner.


	Methods of Assessment


	It is the policy of this organisation to ensure that assessments are conducted using appropriate methods according to the requirements of the learner, the organisation and the standards being assessed. The outcomes of a particular unit standard to be measured will determine the particular method(s) of assessment to be used. A range of assessment methods will be used to ensure that sufficient evidence is gathered in the most appropriate and practical manner to allow the assessor to make an accurate decision on a learners competence, and to ensure that the evidence gathered is valid, authentic and current. 

These methods will be identified in each individual assessment guide, and will include but are not limited to:

· Structured interviews;

· Written knowledge tests;

· Written assignments/projects;

· On-the-job observation of performance;

· Role play/simulation of performance
· Portfolio of evidence.

Multiple assessments ensure that competency is assessed throughout and that the individual’s development areas are identified and shortcomings are rectified on an ongoing basis. This form of multiple assessments is grounded on the principles of formative and summative assessment and ensures that the assessment is comprehensive and serves its purpose.

	Recognition of Prior Learning (RPL)


	Recognition of Prior Learning underpins the NQF principle of not denying access to education and training of individuals because of a lack of formal qualification.

LPL is committed to the principle of RPL as a fundamental part of ETD practice.
Policy QMS004 provides the detailed policy and procedure for RPL. 

	Selection and Registration of Assessors


	All LPL staff, both ETD practitioners and administrators, will be developed as assessors in order to provide a high quality service to all clients and learners, and to ensure on-going development and capacity building of all staff.
All assessors will be required to be declared competent against the unit standard "Conduct outcomes-based assessment" at NQF level 5 (or it’s predecessor) and must be able to substantiate competence in the other unit standard(s) that they will be responsible for assessing. Assessment of learners for the purposes of declaring competence is not permitted unless an assessor has attended the relevant assessor training and has been registered with the appropriate ETQA as an assessor for the relevant unit standard(s).

	Assessor orientation
	Before an assessor can conduct assessments for the purpose of declaring a learner competent they must have been declared competent against the above mentioned unit standard and registered with the ETQA.  Prior to conducting their first assessment a moderator will orientate new assessors to this policy, its related processes and procedures and assessment practice according to the relevant assessment guide.

	Selection of learners

Internal selection

External selection
	LPL upholds the principle of open access to development and training within the organisation, and the NQF principles as applied to adult learning, i.e.:
· Learner-centredness

· Learner participation

· Relevance

· RPL

· Lifelong learning

· Career-pathing

· Quality and cost-effectiveness

· Equity and empowerment

It is equally important to ensure that no learner is denied access to training and development because of previous disadvantage, lack of formal qualifications, or special needs.

Learners will be selected for specific learning interventions and thereby assessment based on :

· The business needs of the organisation

· The specific needs of their job/role
· The individual development needs of the learner as agreed with their manager during the development interview process.
Refer to ‘Learner selection policy’. 


	Feedback and counselling 


	Feedback of assessment results is a very important part of the assessment process which must include counselling. 
· Feedback should be seen as part of the learning process, and approached accordingly. 
· Feedback sessions must be used as an opportunity to identify further goals and training opportunities, or to explore issues that may be causing poor performance during assessments.  
· Feedback must be given as soon after the assessment has been completed. 
· Results of an assessment must be communicated to the learner within the period of time as specified in the relevant assessment guide.

	Re-assessment 


	Learners attempting a standard or qualification will be given fair opportunity to meet the requirements of each standard. Where a learner is found to be not yet competent against a standard they may be re-assessed as soon as they feel ready. Details of the re-assessment policy and procedure are to be found in Policy QMS07, “Learner reassessments”.
This assessment policy and its related processes and procedures have been designed to ensure that learners do not attempt summative assessment until they are suitably prepared. 

	Declaration of Competence

	Learners will be declared competent based on the criteria and standards as defined within each individual assessment guideline.

	Appeals


	All learners have the right to a fair assessment.  Learners have the right to appeal against an assessment decision where they feel that the assessment decision was incorrect or unfair. The learner must be made aware of this both at the planning stage of the assessment and also during feedback.

The  appeals structure will be made up of three levels of appeal:

1st level
A different assessor registered to assess the standard being appealed;

2nd level
Appeal to the moderator;
3rd level
Appeal to the Chief Executive
If the appeal still cannot be resolved the learner has recourse to the ETQA processes.
(See ‘Appeals policy)



	Moderation


	Moderation of assessments will take place to ensure that the quality of the assessments remains high. The moderation function is intended to ensure that all standards awarded are of the same standard as registered on the NQF, and that all assessments carried out are fair, valid and reliable. The moderation process will verify assessment decisions and ensure that the assessment procedures are current and appropriate to the outcomes and standards. Moderation of the assessment procedure ensures that LPL’s organisational requirements for assessment are adhered to and that there is compliance with national and sector requirements in assessment.

Once an assessor has declared a learner competent in a specific unit standard or qualification all the evidence/paper work of the assessment will be forwarded to the database manager, who will randomly select assessments for moderation. The moderator will apply the moderation process and procedure to the assessments before recommending them to the EDTQA for verification.

Moderators will be subject matter experts in the areas in which they are moderating or else will have a subject matter expert to assist during the moderation process. All moderators must be nominated based on their expertise to thoroughly evaluate assessor's competence in a way that is non-threatening, fair and accurate using the criteria outlined in the Moderator Roles and Responsibilities guideline. 
All moderators will be required to be declared competent against the unit standard "Conduct moderation of outcomes-based assessments" at NQF level 6, and "Conduct outcomes-based assessment" at NQF level 5. Moderation of assessments for the purposes of recommending certification is not permitted unless the moderator has attended the relevant moderator training and has been registered with the appropriate ETQA as a moderator for the relevant unit standard(s).
(See Moderation Policy)




	Roles and Responsibilities


	Assessor

	An assessor is a person committed to the development of individuals and sees assessment as a vehicle for ongoing development.

An assessor will be responsible for:

· Encouraging learners to take responsibility for their own assessment

· Assisting learners to identify opportunities for gathering evidence for competence

· Preparing learners for assessment by explaining the outcomes to be covered , the methods of assessment to be used , the process to be followed and the responsibilities of both the assessor and the learner

· Developing assessment plans with the learner

· Assessing evidence against standards

· Making fair, valid and reliable judgements about the learners competence

· Keeping assessment records

· Providing meaningful and constructive feedback to learners

· Liasing with the learner’s line manager/trainer and moderator  

· Declaring a learner competent against a unit standard

· Ensuring that all aspects of an assessment comply with the company assessment policy and procedures.

	Moderator


	A moderator must ensure that all company policy and procedure is complied with and that the standards being applied are of a consistent nature across programmes and assessors. It is the responsibility of the moderator to ensure that the assessment process is fair, valid and reliable, and that unit standards awarded are at the same standard as registered on the NQF. The moderator’s role is part of the quality management system and is closely linked to the external verification function performed by EDTQA.

	Learner

	Assessment in the context of the NQF needs to ensure a co-operative relationship between the learner and the assessor with the learner taking more control over their own assessment and self-assessing their performance before summative assessment. Learners are expected to accept responsibility for their training in terms of initiative, availability and commitment.


	Administration
	The administration processes and procedures have been designed to support the assessment process and are an integral part of the quality management system. The processes and procedures laid down to administer assessments must therefore be complied with without deviation.

	Learner support
	All learners are provided with support from both facilitator and assessor, during training and assessment. All facilitators and assessors are required to provide contact details to learners so that any problems they may encounter during the preparation for their assessment can be dealt with promptly, either via telephone/e-mail or in person if necessary.

A written learner guide is also given to each learner that explains the nature of the programme and the resources, both human and otherwise, available to the learner throughout the programme. The guide also gives direction to the learner should they experience any difficulties during the programme. 
Trainers and assessors need to be made aware of the specific learning disabilities of any learner and are required to make allowances for these. 

	Evidence storage


	The basis of a standards-based training and assessment approach is the confirmation of learners’ competence, and the accurate recording of this information. The assessment tools used in the gathering of evidence about a learner’s competence need to be stored to provide documentary support for the decisions reached by the assessors. This evidence will comprise:

· Checklists used in on-the-job observations

· Written knowledge tests

· Records of oral evaluations

· Interview summary sheets

· Projects/assignments
· PoE checklists.

All evidence collected by assessors will be forwarded to the database manager for recording and selection for moderation, after which it will be stored by the archive manager for future reference. All documentation relating to the assessment process must be stored for a period of no less than 5 years, with the exception of learner portfolios. Those portfolios that have been moderated must be kept until the next external verification visit; all others may be returned to the learner once certification has taken place.


	Reporting


	As already stated, it is essential that the recording and reporting of assessment results is carried out under clear guidelines. The importance of accuracy in the recording and reporting of decisions regarding a learner’s competence cannot be overstated.

Once a final judgement regarding the learner’s competence has been made the results must be reported to:

· The learner (see ‘Feedback and counselling’)
· Moderator
· The client
· EDTQA 

If any appeal, moderation or verification process is required this must be completed before reporting results to EDTQA.

At all stages during the reporting process the learner’s right to confidentiality must be respected. All personnel involved must deal with this confidential information in a responsible manner. 

	Reviewing the assessment system


	Assessment policies, process and procedures will be reviewed on an annual basis or more frequently when circumstances dictate. These circumstances include upon request from an outside moderation/verification body.    
The review will be based on the principle of continuous improvement, ensuring that changes to legislation or statutory requirements, EDTQA and SAQA guidelines, or unit standards, are taken into account. The review will ensure that problem areas are identified, and indicate ways in which the system can be improved.
This review will be conducted and reported on as part of the broader review of the Quality Management System.

(Please refer to the Quality Management Policy)
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