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1.  Documentation Control & Tracking
	Employers should customise this section according to their internal quality management systems and policies and procedures. It is critical to define this upfront to ensure that the correct and accountable persons are aware of the assessment policy and all of its dependant processes.
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2.  Acronyms and Glossary of terms
	This section should be used to define any abbreviations or acronyms used throughout the document. It can also be used to define certain terms that may be used within the policy document.


The following table contains definitions of the acronyms used in this document.

	Acronyms
	Definition

	DoL
	Department of Labour

	ETDP
	Education Training and Development Practitioner

	ETQA
	Education and Training Quality Assurance Body

	FassetQA
	Fasset Education and Training Quality Assurance Body

	NLRD
	National Learner’s Record Database

	NQF
	National Qualifications Framework

	NSB
	National Standards Body

	NYC
	Not Yet Competent

	RPL 
	Recognition of Prior Learning

	SAQA
	The South African Qualifications Authority

	SAQA Act
	South African Qualifications Authority Act

	SDA
	Skills Development Act

	SDF
	Skills Development Facilitator

	SETA
	Sector Education Training Authority

	SGB
	Standards Generating Body

	SME
	Subject Matter Expert


A glossary of terms used within this report is contained in the table below.

	Applied Competence
	This is the union of foundational, practical and reflexive competence.

	Assessment
	Assessment is a structured process of gathering evidence and making a judgement about a person’s competence against a nationally registered unit standard.

	Assessment Guide
	This is the document (including assessment activities, instructions, model answers) used by the assessor to assess the learner against a registered national unit standard.

	Assessment process
	This is the organisational process that is used to carry out competency-based assessment, within the guidelines laid out by SAQA and the ETQA

	Assessment product
	This is the end result of assessment, usually in the form of completed assessment documentation. 

	Assessor
	A person who has been declared competent against Unit Standard ID 7978  – Plan and Conduct Assessment of Learning Outcomes and who is registered by the relevant ETQA in accordance with established criteria.  The assessor will measure the achievement of learner’s against national qualifications and or registered unit standards.

	Accreditation
	This means the certification, usually for a particular period of time, of a person, a body or an institution as having the capacity to fulfil a particular function in the quality assurance system set up by the South African Qualification Authority (SAQA).

	Competence
	See the definition for applied competence above.

For assessment on the NQF, evidence must be produced to establish proof of  competence against the relevant unit standard/s.

	Credit
	This is an award for achieving competence for a unit of learning. Each unit standard will have credits attached to it. One credit is equivalent to 10 hours of notional learning.

	Evidence Facilitator
	Person declared competent against unit standard ID 12544 – Facilitate the preparation and presentation of evidence for assessment - and is therefore able to help the learner gather evidence in the workplace for final presentation to the assessor.

	Formative Assessments
	These take place on an ongoing basis during training or coaching and may be conducted by trainers or coaches. The results of formative assessments may be used as evidence during summative assessments.

	Foundational Competence
	The demonstrated understanding of what the learner is doing and why.  This underpins the practical competence and therefore the actions taken,

	Learnership
	A learnership is defined as a work-based route for learning and gaining qualifications.  It includes both structured work experience (practical) and structured institutional learning (theory).  In other words it includes both on the job and academic components.  

	Moderator
	An individual tasked with the purpose of checking whether the assessment process is carried out according to agreed guidelines and whether assessments are fair and valid.

	Notional Hours of Learning
	The time it will take for the average learner to gain competence against a registered unit standard.

	Organisation
	Any organisation implementing a learnership 

	Outcome
	Means the contextually demonstrated end product of a learning process

	Practical Competence
	The demonstrated ability to perform a set of tasks in an authentic context.  A range of actions or possibilities is considered, and decisions are made about what decisions to follow.

	Qualification
	This is the formal recognition of the achievement and accumulation of the required number and range of credits for unit standards.

	Recognition of prior learning
	The recognition of skills and knowledge gained by both formal and informal learning experiences using various assessment methods. RPL seeks to establish whether the learner possesses the competencies specified in the outcomes of o unit standard and to issue the learner with a nationally recognised record of credits.

See the RPL Policy Definition


	Reflexive Competence
	The demonstrated ability to integrate performance with understanding, so as to show that the learner is able to adapt to changed circumstances appropriately and responsibly, and to explain the reason behind an action.

	Registered Assessor
	An individual who has been declared competent against Unit Standard ID 7978  – Plan and Conduct the Assessment of Learning Outcomes and who has met all FassetQA requirements for registration as an assessor, including Subject Matter Expertise.

	Summative Assessment
	This takes place at the end of a learning intervention and assesses all learning. A registered assessor makes a judgement about a learner being competent or not yet competent against a registered national unit standard

	Unit Standard
	This is a registered statement of desired education and training outcomes and the associated assessment criteria.  This represents the end point of learning.

	V A C C S
	The acronym used by the assessor to evaluate the evidence produced by the learner.

V = valid, A = authentic, C = current, C = consistent and S = sufficient.

	Verifier
	An individual appointed by the relevant SETA to check the quality and consistency of assessment within a specific sector


3.  Premise of this Policy & Procedure Document
3.1 Purpose
With the introduction of the Skills Development Act (SDA) and The South African Qualifications (SAQA) Act, organisations implementing Fasset learnerships need to develop and assess individuals against the nationally registered unit standards for the relevant learnership.  These unit standards and qualifications have been generated by the relevant representative bodies under the control of The South African Qualifications Authority (SAQA) and are registered on The National Qualifications Framework (NQF).  Learners being assessed in this context will gain credits that will be captured on the National Learner’s Record Database (NLRD).

In order to align with these Acts, the organisation shall implement a unit standards based assessment system which will assist in providing an accurate picture of the current skills and knowledge levels of learner’s registered on the learnership across the organisation, as well as focus training on the actual skills gaps.

The purpose of implementing an assessment system within the organisation is to ensure:

· That the principles of good assessment are adhered to at all times

· That there is consistency in the evaluation of the learning process through the use of objective and structured assessment against national registered unit standards

· That valid and reliable assessment tools are used at all times to assess learners

· That a transparent and fair assessment process is implemented in the organisation

· That assessors are competent to assess and are held accountable for assessment decisions

· That there is provision for the Recognition of Prior Learning (RPL)

· That there is a clear learner appeals process

· That learner assessment records are accurately kept 

3.2 Objectives
The assessment system will contribute to the following objectives:

· To be used as a guideline by all involved in implementing the assessment process, i.e. registered assessors, line managers, learners and moderators

· To set and maintain a standardised and consistent approach to assessment in the organisation

· To serve as a reference point in dealing with issues and problems associated with the Assessment Process

· To gain Training Provider accreditation from FassetQA (Please refer to the FassetQA Final Provider Accreditation Process for more information)
· To gain recognition for learning achievements

3.3 Scope
In the organisation, this policy shall be applicable to all relevant parties, (e.g. human resources, training and development, assessors, learners, moderators and line managers) involved in implementing the learnership.  This policy and procedure document will provide a much needed framework for the above mentioned parties to operate in when dealing with the many facets of learnership implementation.
It is imperative that line managers are involved in the whole assessment process as they are often the people who have the most contact with the learners in the workplace.  They must be aware of how the learner is progressing and if any further workplace experiential learning still needs to take place or be reinforced.  At all times, the learner must consent to the line manager’s involvement in the assessment process.
3.4 Authority
3.4.1 Policy and/or Procedure Amendment and Authorisation

This policy and procedure document shall be reviewed and amended by the Training and Development Department or any other appropriate department in accordance with:
· Changes required by SAQA, FassetQA and any other relevant ETQA;
· Government Legislation;
· Internal Requirements (learners, business and/or operational); and 
· Assessment Feedback Information.

This policy and procedure document as well as its amendments shall, at all times, reflect the broad principles of the NQF, the spirit and underpinning intentions of the Skills Development legislation and holistic best practice for Training and Development as directed by the Board or any other appropriate body and shall be authorised by the HR Partner/Director or any other appropriately authorised person/s.  

The Assessment Policy and Procedure document shall be reviewed on an annual basis and/or when the need arises due to the conditions stipulated above.  The review process will be carried out by suitably qualified and experienced persons in Assessment in the organisation.  Amendments shall be made after approval by the said group and distributed to all relevant stakeholders in the organisation as per the normal organisational communication channels.

The implementation of the Assessment Policy and Procedure of the organisation shall be the responsibility of the Training and Development Department, registered assessors, moderators and evidence facilitators in conjunction with line managers involved in the development of the learners on the learnership.

3.4.2 Policy and/or Procedure Training and Adherence

The appropriate persons in the organisation shall ensure that all assessors, evidence facilitators, moderators, assessment guide developers, training and development facilitators, HR managers and line managers conform to the procedure.  The appropriate body shall ensure that all learners (employees), prospective learners and line managers fully understand the policy and conform to the procedure outlined in this document, at all times.

4.  Policy
Assessment should at all times be conducted according to the principles of assessment defined by SAQA, namely:

	Ethical
	Assessment shall be carried out with high levels of integrity, responsibility and commitment at all times in the organisation.   The credibility of the entire assessment process shall be protected and maintained consistently and unconditionally,

	Appropriateness
	The assessment activities used to assess the learner are suited to the performance being assessed.

	Fairness
	The entire assessment process should not present any artificial barriers to achievements, which are NOT related to the competence of the learner, in terms of the evidence produced. 

	Manageability
	The assessment process is easily arranged and incorporated into the existing organisational structure. 

	Integration into work or learning
	Evidence collection is integrated into the normal work or learning process where this is appropriate and feasible.

	Validity
	The assessment activities focus on the requirements laid down in the unit standard, i.e. the assessment is fit for purpose and measures what it claims to measure.

	Reliability
	The assessment activities yield consistent results upon repeated use provided that there has been no development in between uses.

	Direct
	The activities in the assessment mirror the conditions of actual performance as closely as possible.

	Authenticity
	The assessor is satisfied that the work being assessed is attributable to the learner being assessed alone.

	Sufficient


	The evidence collected establishes that all criteria have been met and that performance to the required standard can be repeated consistently.

	Systematic
	Planning and recording is sufficiently rigorous to ensure that assessment is fair.

	Open
	Learners can contribute to the planning and accumulation of evidence.  Learners understand the assessment process and the criteria that apply to each assessment context.  The assessment process is transparent and accessible to all learners throughout the organisation

	Consistent
	The same assessor would repeat the same judgement given the same evidence of competence. The judgement made by one assessor is similar to the judgement that would be made by another assessor.


4.1 The practical organisation of assessment

The assessment of learners on a learnership shall be well planned and extensively communicated with all stakeholders involved, in order to ensure that there is minimal interference with or disruption to normal operations within the organisation.  Contingency action plans shall be put in place should unforeseen circumstances arise.

4.1.1 Assessment Policy 1: Access to Assessments
Assessment will take place within prescribed timeframes (as per predetermined assessment cycles), within the general guidelines of the learnership  and/or when the facilitator (where applicable), coach and/or line manager with the learner feel that he/she is ready to be assessed against the specific outcomes of the unit standard/s.  This is likely to occur once a specific component of the learnership has been completed and the learner has gained some practical experience in the workplace with the assistance of the assigned coach/mentor within the context of the implementation of the learnership.
The learner shall be responsible for informing the registered assessor that he/she is ready to be assessed.  This information shall be communicated to all other relevant parties including the line manager and/or the facilitator/training provider.

Alternatively, learners may gain access to assessment through the Recognition of Prior Learning process (RPL). This process assumes that the learner does not need to be exposed to the formal training process and/or workplace exposure and he/she can proceed directly to the summative assessment for the relevant unit standard/s of the learnership he/she would like to be recognised for prior learning against.  Under no circumstances in the RPL process shall the learner be allowed to omit the demonstration of current applied competence.

The appropriate persons (namely the training provider, line managers, evidence facilitators and/or registered assessors) shall be responsible for identifying learners who are not ready for assessment and shall take the relevant supportive action to help the learner gain access to further learning interventions/opportunities, where applicable.

4.1.2 Assessment Policy 2: Assessment Guides and Activities
The design and development of assessment (that includes both individual assessment activities and the complete assessment guide) that is to be used by registered assessors for the assessment of learner’s applied competence against registered national unit standards and/or qualifications, is to be done by the appropriately selected assessment development team.  This team may comprise of, amongst others:

· Training and Development Facilitators 

· Competent Assessment Guide Developers (against ASSMT04 – Design and Develop Assessments)

· Subject Matter Experts (SMEs)

· Human Resource Consultants

· The Skills Development Facilitator

The design and development of assessment shall be done according to any additional criteria stipulated by SAQA, FassetQA or any other relevant ETQA.  The assessment activities and the whole assessment guide shall be available to the registered assessors and the learners in order to ensure transparency in the assessment process.  Before assessment activities and guides are used in the organisation by learners, they shall be piloted with a selected group in order to ensure the quality and clarity of the documents.

The format of the assessment activities and assessment guides shall be completed in the prescribed organisational format (as per the appropriate templates) and as per specific ETQA requirements, where appropriate.  The documents to be included when designing assessment activities and assessment guides are, amongst others:

· Registered National Qualifications

· Registered Unit Standards

· Assessment Design Matrix Template

· Assessment Guide Template

· Assessment Activities Templates

· Assessment Plan Template

· Checklist Templates

· VACCS Checklist Template 
· Assessment Results Form

· Declaration of Unobtrusive Gathering of Evidence Form

· Witness Testimony Form

· Assessment Appeals Form

· Assessment Feedback Forms
4.1.3 Assessment Policy 3: Assessors & Moderators
The roles of the assessor and the moderator in the whole assessment process, is a very responsible and accountable one.  The integrity and commitment of both the assessor and the moderator to a strictly controlled assessment process will contribute to the overall credibility of the assessment system in the organisation.
Broadly, the role of the assessor is to ensure that assessment is conducted against the principles of good assessment and that all NQF assessments in the organisation are conducted in an ethical and transparent manner, at all times, with strict adherence to the administrative process outlined in the Quality Management System of the organisation.
The role of the moderator is to ensure that assessment is conducted within the QMS guidelines of the organisation and any FassetQA requirements relevant to the sector.

· Assessment Policy 3.1: Nomination and Selection of Assessors, Moderators and Evidence Facilitators

· Selection criteria for assessors, moderators and evidence facilitators shall be defined by the relevant parties in the organisation as per internal organisational requirements and as per any specific FassetQA requirements.  Registered Assessors must be subject matter experts in the area/s they wish to assess in.

· Selection criteria for assessment guide developers shall be defined by the relevant parties in the organisation in line with existing organisational requirements.  

· The nomination of potential dedicated assessors and moderators and where applicable, evidence facilitators shall be made against the criteria stipulated above.

· An appropriate selection process shall be used to identify potential internal assessors, moderators and evidence facilitators for the organisation and this shall, wherever possible, be in line with existing recruitment and selection procedures.
· Specialist external assessors/moderators shall be used when necessary.  The appropriate person/s in the organisation shall decide upon this in line with overall business objectives and within the budgetary limitations of the organisation.

· The appropriate department within the organisation shall select external assessors/moderators against predefined selection criteria and within organisational constraints.

· Assessment shall be integrated into existing job descriptions and be listed as a key performance area for all registered full-time and part-time assessors within the organisation, as well as line managers who are registered assessors.

· Evidence collection facilitation shall be integrated into the existing job descriptions of competent evidence facilitators in the organisation.

· Assessment Policy 3.2: Training of Assessors

Selected candidate assessors will undergo comprehensive training and development against the registered unit standard ID 7978 Plan and Conduct Assessment of Learning Outcomes by accredited external or workplace training providers.  Part of this development will include:
· National Skills Development legislation and how this relates to workplace assessment

· Assessment in the context of the NQF

· Understanding the SAQA definition of applied competence
· Understanding the principles of good assessment
· Planning the entire assessment process both with the individual learner and within the entire organisation

· Gathering evidence

· Conducting the assessment with the learner

· Evaluating the evidence

· Providing feedback to the learner and relevant parties
· Reviewing the entire assessment process
· Company specific Assessment Policy and Procedure

· Moderation and internal verification process (if required)
Candidate assessors are compelled to undergo a follow up assessment process upon completion of assessor training in order to prove their competence against the registered unit standard ID 7978.  This process MUST BE completed before the individual will be eligible for registration as an Assessor with the FassetQA.

· Assessment Policy 3.3: Training of Assessment Guide Developers

Selected candidate assessment guide developers will undergo comprehensive training and development against the registered unit standard ASSMT04 Design and Develop Assessment by accredited external or workplace training providers.  Part of this development will include:
· Understanding the principles of good assessment

· Understanding the structure of the unit standard and how it impacts on the design of assessment

· Understanding the different assessment methods available for assessing learners

· Understanding the process of integrating assessment into existing organisational structures, processes and activities

· Design and development of assessment guides and all the relevant assessment activities.

· Evaluation of the assessment guides developed

Candidate assessment guide developers will be required to complete a follow up assessment upon completion of the training session in order to demonstrate competence against the registered unit standard ASSMT04.  This process must be completed successfully before the guide developer is permitted to develop assessment guides for the organisation.

· Assessment Policy 3.4: Training of Evidence Facilitators
Selected candidate evidence facilitators will undergo comprehensive training and development against the registered unit standard ASSMT05 Facilitate the preparation and presentation of assessment evidence by candidates by accredited external or workplace training providers.  Part of this development will include:

· Understanding the Outcomes Based system for Training and Development 

· Understanding assessment in the NQF context
· Understanding unit standards and assessment guides
· Understanding evidence and how to evaluate it
· Facilitating the evidence-gathering process

· Understanding the overall role of the evidence facilitator in the assessment process
Candidate evidence facilitators will be required to demonstrate competence against ASSMT05 upon completion of the training session before they will be permitted to assist learners in the evidence collection process in the organisation.

· Assessment Policy 3.5: Support of Assessors, Moderators and Evidence Facilitators

The Skills Development Facilitator, the relevant Departments and any other relevant stakeholders, including the FassetQA will provide the necessary support direction and development (including workshops, seminars, meetings, counselling etc.) for registered assessors, moderators, assessment guide developers and evidence facilitators in the workplace.  This will be an on-going process as the developmental needs of registered assessors become clearer.  
The support of candidate assessors, moderators, assessment guide developers and evidence facilitators will be the joint responsibility of the accredited training or workplace provider in conjunction with the organisation, wherever appropriate.

· Assessment Policy 3.6: Registration of Assessors and Moderators

The FassetQA will register candidate assessors and moderators for the sector once they have been declared competent against unit standard ID 7978 Plan and Conduct Assessment of Learning Outcomes and Unit Standard ID 7977 Moderate Assessment, respectively.  
In order to be eligible for registration as an assessor with FassetQA, the candidate assessor must have proof of competence against ID 7978 and proof of subject matter expertise in the area of assessment, the nature of this proof to be determined by the FassetQA.  In addition, the candidate assessor must comply with any other requirements as stipulated by FassetQA.  Candidate Assessors have until 2005 to achieve external registration.
In order to be eligible for registration as a moderator with FassetQA, the candidate moderator MUST BE a registered assessor (in most cases, the moderator does not have to be a subject matter expert) and have proof of competence against Unit Standard ID 7977  In addition, the candidate moderator must comply with any other FassetQA requirements for registration as a moderator.
It is only necessary for Assessors and Moderators to be registered with FassetQA.  Assessment Guide Developers and Evidence Facilitators must be declared competent against the relevant unit standards (ID 7976 and ID 12544 respectively).

· Assessment Policy 3.7: De-registration of Assessors and Moderators

De-registration of Assessors and Moderators will be enforced under the following conditions:

· If the assessor and/or Moderator does not conform to the requirements prescribed by FassetQA.

· If the assessor and/or Moderator does not conform to the prescribed process or policy as laid down in this Assessment Policy and Procedure document or the Quality Assurance Policy and Procedure for Training and Development (or any other related documents).  The normal organisational Code of Conduct and Disciplinary Procedures shall apply, in the first instance.
· If the assessor and/or Moderator does not conform to the spirit and intentions of the Skills Development Act and the underlying principles of assessment, including the ethical implementation of the assessment system in the organisation.

· As per any additional stipulations contained within the FassetQA regulations (Refer to the FassetQA Appeals Policy and Procedure Document.
FassetQA will be responsible for de-registration of Assessors and/or Moderators upon completion of the appropriate investigation into the complaint.  See FassetQA Appeals Policy and Procedure Document.

· Assessment Policy 4: Assessment Process 
A standardised and objective assessment process will ensure the consistency of workplace assessments against registered unit standards and/or qualifications and will provide clear guidelines for assessors, moderators and evidence facilitators.
Only competent assessment guide developers will be permitted to develop assessment guides for registered unit standards for the assessment of learners in the organisation.  These assessment guides must be written according to the principles of good assessment, particularly those of validity and reliability.  All assessment guides are to be piloted in the organisation prior to release to the rest of the organisation.
Only assessors registered with FassetQA will be permitted to assess learners in the organisation.  
The assessment of the learner will be conducted against pre-developed assessment guides for the relevant unit standards, at all times.  No assessor is permitted to assess a learner against an assessment guide that has not been developed by a competent assessment guide developer.
Only competent evidence facilitators will be permitted to assist learners in the evidence collection process in the organisation.
Only registered moderators with FassetQA will be permitted to moderate in the organisation. The moderator will ensure, through the audit and verification process that assessment in the organisation is being implemented in accordance with the Principles of Good Assessment, this Assessment Policy and Procedure, The Quality Management Policy and Procedure of the organisation, as well as any other organisational, FassetQA and/or SAQA requirements.

Moderation of assessment in the organisation will be done on a pre-determined scheduled basis and ALL relevant assessment documents and records must be maintained in a structured and orderly manner at all times.
Specific moderation objectives may be stipulated by the appropriate organisational department at the time of each moderation session, dependent upon, amongst others, the stage of assessment implementation in the organisation.
As a guideline:
· The Moderator will check a minimum of 10% of the assessor’s total administration.

· The Moderator shall schedule at least one observation with the assessor on a bi-annual basis.  The entire assessment process with the learner must be observed.

Any non-conformance on the part of the assessor must be reported to the Line Manager or relevant party responsible for the assessment of learners in the organisation.  
The results of the assessment in question should be reviewed by another registered assessor, and if necessary, the learner shall be re-assessed.  The assessor shall be informed of the non-conformance and counselled on this.  Corrective action shall be carried out by the Line Manager should non-conformance re-occur.
The moderator, Skills Development Facilitator, as well as the Assessment Line Manager and any other relevant party may carry out a varied number of random checks on the assessment process throughout the calendar year without informing the assessors.

4.1.4 Assessment Policy 4.1: Recognition of Prior Learning (RPL)

RPL involves the recognition of alternative (formal, informal and non-formal) learning pathways of individuals, so that the learner is awarded credits in the form of gaining competence against unit standards, where the learning meets the requirements of the unit standard/s and/or qualification.
The aim of RPL, as defined by SAQA
, is to:
· Facilitate access to, and mobility and progress within education, training and career paths

· Accelerate redress of past unfair discrimination in education, training and employment opportunities. 

RPL Assessment is not to be regarded as standing outside of assessment within the organisation.  It is part of the assessment process that addresses the specific issues mentioned above.  In a RPL assessment context, the learner will always be asked to provide evidence of his/her current performance against the registered unit standard/s and/or qualification.
RPL will be based on the SAQA RPL Policy Document (refer to Annexure A) and FassetQA guidelines, as well as in consultation with Subject Matter Experts and the relevant line managers.  The RPL process will be managed by registered assessors and moderators.
RPL can be initiated by current employees through the appropriate application process and by new recruits, through the recruitment policy.
As with all assessment:

· The date of the RPL assessment will be negotiated between the learner and the assessor.
· Assessment methods selected for RPL will be based on the assessment guide/s for the relevant unit standard/s.

· RPL assessment towards a qualification will be conducted in line with the relevant rules of combination for the qualification.

· In order to achieve the qualification, the learner applying for RPL will be assessed against the fundamental, core and elective unit standards for the appropriate NQF Levels.

The appeals process for RPL will be the same as for other unit standards based assessments.

4.1.5 Assessment Policy 4.2: Re-Assessments 

If a learner is declared not yet competent (NYC) against a registered national unit standard, qualification or part thereof, he/she may be re-assessed.  
The re-assessment must take place within a reasonable timeframe as per organisational constraints and as agreed upon in the formal feedback process.
A learner may only attempt an assessment of a particular registered national unit standard, qualification or part thereof, a maximum of three times.  Thereafter, the learner should be referred for career development counselling and/or the assessor must investigate the reasons for the continued “not yet competence” of the learner.  This information must be reported to the learner’s line manager as well as the Assessment line manager in order to take corrective action and/or supportive steps.

4.1.6 Assessment Policy 5: Appeals

Learners being assessed will be given the opportunity to appeal against the results of the assessment process.
All complaints and appeals must be reported to the HR Partner/Director (or appropriate person in charge of assessment) within seven (7) working days of receiving the assessment result.  The HR Partner/Director (or appropriate person in charge of Assessment) will then conform to the internal appeals procedure.  The HR Partner/Director (or appropriate person in charge of Assessment) will acknowledge the appeal and investigate the matter timeously.  In the event of the appeal being justified, a final decision will be taken to either uphold the assessment result or make provision for the learner to be re-assessed by another registered assessor.
The aim of the appeals procedure is to facilitate understanding of the assessment procedure rather than to adjudicate the actual assessment result.  Should the learner complaint be against a registered assessor, the learner must log a grievance as determined by the internal grievance procedure, and the matter will be handled accordingly.

Should this not be solved in a satisfactory manner, the learner may access the FassetQA Appeals Policy and Procedure Document for guidelines on further action.

4.1.7 Assessment Policy .6: Administration

All portfolios of evidence and learner records shall be retained electronically or in hard copy for a minimum of three (3) years or for the full period of employment by the organisation, whichever is the longest.
Changes to documents and templates can only be authorised by the Skills Development Facilitator and/or any other designated party.

The Assessor shall keep all documents relating to current assessments in a safe and secure place.  The Moderator shall ensure that the assessor is storing all hard and soft copies in a safe, secure and orderly manner, on a monthly basis.  
The moderator shall check a random sample of all assessors’ documentation for the control and integrity of information. 

4.1.8 Assessment Policy 7: Support to Learners

Support to learners shall be ongoing and shall aim to meet the development needs of the learner at all times, in order to facilitate the process of gaining competence against a registered unit standard/s and/or qualification.  
Assessors shall discuss the developmental needs of learners with relevant parties and they should contribute to ensuring that Learner support is integrated with the direct results of the assessment process.
Refer to the FassetQA Final Provider Accreditation Application for guidelines on implementing learner support (see reference in the Annexure).
5.  Procedure

5.1 Access to Assessment 

Learners can gain access to assessment according to the standard assessment process (as detailed in this policy document) and according to the following conditions:
· Learner completes prescribed learning and or skills programme;
· Learner practices skills and knowledge on-the-job within a reasonable time period; and
· Learner informs supervisor/ line manager and assessor if he/she is ready to be assessed.

Alternately, the learner may gain access to assessment through conforming to the Recognition RPL policy (as detailed in this policy document) and according to the following process:
· Learner (RPL Candidate) identifies the qualification and or unit standard he or she wishes to be assessed against;
· Learner and assessor discuss the requirements for gathering evidence and discuss possible sources of evidence;
· Learner assesses own level of knowledge and skill against the assessment guide and does a self-assessment against the unit standard where available;
· Learner develops a portfolio of evidence against unit standards and or qualifications;
· Learner submits portfolio of evidence to the relevant assessor for evaluation;
· The assessor makes a judgement against unit standard and or qualification. The assessor will always require the learner to demonstrate his/her performance in the current context; 

· If the learner requires further evidence, information or changes then the learner shall modify the portfolio. If the learner is not ready for assessment then the assessor shall council and advise the learner of necessary actions, training, coaching and or on-the-job experience required to be successful; and
· If learner is ready for an assessment the assessor can then carry out the pre-assessment discussion and schedule and plan for an assessment.

5.2 Assessment Guides and Activities

It is critical that the following principles be adhered to at all times:
· Ensure that Assessment Guide Developers have been declared competent against Unit Standard ASSMT04 – Design and Develop Assessment
· Establish an assessment guide development team. The assessment guide development team must contain subject matter experts at all times.

· Identify what the unit standard, qualification or part thereof requires the learner to be able to know and do.

· Ensure that the qualification/s and unit standard/s are fully understood by the developers.

· The developers must explore how much evidence can be obtained by means of naturally occurring evidence in the workplace. The assessor must attempt to integrate assessment methods and activities as far as possible.

· The assessment activities must be developed according to the principles of good assessment – particularly validity and reliability.

· The assessment activities must take into account the issue of language when assessing second language English speakers.

· The developers must ensure that all assessment criteria and specific outcomes are covered.

· The developers must decide how to gather evidence for the specific outcomes and assessment criteria and what additional sources of evidence need to be collected.
· The developers must develop the Assessment Guide accordingly. The assessor may only use the Standard the Assessment Guide template. The Assessment Guide must be a transparent document detailing the requirements for the learner.

· The developers must pilot the Assessment Guide with a suitable group of people before use by the organisation.

· The development team must evaluate the Assessment Guide once information from pilot has been obtained and make alterations to the Assessment Guide as agreed upon in the meeting.

· The development team should store the Assessment Guide electronically as well as keep hard copies on file.

· The development team should review and Update Assessment Guides on a bi-annual basis

5.3 Assessors and Moderators

It is critical that the following principles be adhered to at all times:

· Criteria for the selection of assessors and moderators to be determined by the Training and Development Department

· Assessors and Moderators will be nominated from internal and external sources on either a part time or full time basis.

· Assessors and Moderators will go through a selection process before being appointed.

· The Skills Development Facilitator and the relevant Line Manager will appoint Candidate Assessors and Candidate Moderators in writing. This will only be valid for a one-year period. 

· Assessment will become a key performance area for appointed assessors

· The Assessors and Moderators will receive comprehensive training by a recognised provider against unit standard ID 7978 Plan and Conduct Assessment of Learning Outcomes and ID 7977 Moderate Assessment.
· Assessors in need of coaching can be assigned to a competent assessor for further development.

· Candidate Assessors and Moderators will need to be observed at least three times by a Master Trainer and/or Master Assessor before being deemed competent. The assessment can also be contracted out to a recognised body.

· The Skills Development Facilitator shall register the competent assessor and moderator with the relevant ETQA

5.4 The Assessment process

Assessments must be conducted according to the following process:
1. Plan for the Assessment

2. Conduct Pre-assessment discussion 

3. Conduct the Assessment

4. Provide Feedback

5.4.1 Plan for the Assessment

Planning for the assessment must be conducted using the assessment guide as a guideline.  The Assessor must plan the assessment with the learner.  The planning and scheduling of the assessment is to be a negotiated process between the learner and the assessor and, where applicable, the line manager must be informed of the assessment plan.
The Assessor and learner must prepare all of the required assessment documentation, as highlighted in this procedure, and record the information on the relevant database.
The Assessor must check that all assessment logistics, equipment, venue and environmental issues are ready for assessment or Pre-assessment discussion.

5.4.2 Conduct Pre-assessment discussion 

The assessor must arrange a meeting with the relevant learner and inform the learner's line manager/ supervisor of the meeting.  The assessor conducts the pre-assessment discussion with the learner, detailing information relating to assessment requirements, assessment methods, evidence to be collected, learner readiness, date, time and location.
Once the pre-assessment discussion is completed, the assessor must complete the Assessment Plan and Pre-assessment Discussion checklist, and obtain candidate (learner) sign-off.

5.4.3 Conduct the Assessment

All assessments must be conduct using the relevant assessment guide/s. During this process, the assessor must collect or evaluate the evidence according to the VACCS checklist.
At the end of the process, the assessor must make an assessment judgement based on the compliance of evidence against the assessment criteria and or unit standard.

5.4.4 Provide Feedback

Once the assessment process is completed, the assessor must provide specific feedback to the learner on the results of the assessment.  If learner is considered to be “Not Yet Competent”, the assessor should provide counselling and advice on what the learner needs to do to be re-assessed.
The Assessor must compile an assessment report using the Assessment Results Form. This form must be forwarded the Divisional Training Co-ordinator who shall ensure its eventual filing in the Training and Development department or the relevant department in the organisation.

Finally, the assessor must inform the line manager/ supervisor of the assessment results (via in writing or verbally, as required).
5.5 Re-assessment of learners

After the first assessment, if a learner is not yet competent on a unit of learning, qualification or part thereof, he/she may have two further attempts at an assessment.  After the first attempt the following process should be followed:

· The mentor/trainers must counsel and advise learner on what needs to be achieved before re-assessment. This may include:
· Further training, coaching or on-the-job practice;
· Pre-assessment discussion; and
· Re-assessment.

If the learner is not yet competent after two attempts then the following process should be followed:

· The moderator must be informed of the situation.

· The line manager/ supervisor and moderator must develop plans to assist the learner in achieving competence. This should take place through counselling and advising the learner and may include:
· Coaching, re-training, on-the job practice;
· Pre-assessment discussion; and
· Re-assessment.
If the learner, after the third and final attempt, is not yet competent then the assessor must report the matter to the line manager. The line manager must then integrate this information with the performance management system and carry out corrective action.

5.6 Appeals process

The grounds for the appeal may be on the basis of unfairness or discrimination. The complaint must be submitted by the candidate/learner to the Training and Development Manager (or relevant party in the organisation) within five (5) working days of receiving assessment results. This must be completed on the Assessment Appeals Form. 

The appeals process is as follows:

· The complaint/appeal is logged with the relevant party (as defined in this policy document);
· The complaint/appeal is reported to the Skills Development Facilitator or any other appropriate person and filed in learner’s file; 
· The employee’s record is updated;
· The relevant party carries out an investigation, allowing both the learner and assessor the opportunity to present their cases; 
· The relevant party makes a judgement on whether the assessment decision should be upheld or if the learner should be re-assessed. The investigation must be completed within (10) working days after receipt of complaint; 
· The relevant party informs all the relevant parties of the final decision on whether to uphold the assessment decision or whether to re-allocate an assessor to conduct a further assessment; and
· The learner’s record is updated with the decision.

If the learner is not satisfied with the outcome, then the learner may re-appeal against the final decision.  This escalation must be logged with the Skills Development Facilitator (or other appropriate person) within five (5) working days of receiving the judgement from the relevant party. The Skills Development Facilitator (or other appropriate person) shall then investigate the matter further.  This will entail the following:
· The Skills Development Facilitator or any other appropriate person carries out an investigation and hearing on whether the decision should be upheld or to re-allocate an assessor to conduct a further assessment. This investigation must be completed within ten (10) working days;
· The Skills Development Facilitator or any other appropriate person makes a judgement on the information presented;
· The final decision is then communicated to all relevant parties; and
· The employee's record is updated with the final judgment.

Should there still be no consensus on the appeal findings, then the appeal shall be forwarded to FassetQA for investigation and judgement as per FassetQA’s Learners Appeals Policy and Procedure (refer to Annexure A).
5.7 Administration Process 

The assessor/moderator shall ensure that all documentation, assessment, appeals forms and templates kept in a safe and secure place. On completion of administration requirements the assessor/ moderator shall:

· The assessor shall record all events, attendance and results on the relevant data base;
· Forward all documentation required to the relevant training departments; and
· The relevant department shall ensure that the documentation is forwarded to the appropriate persons on a weekly basis for review and filed in the relevant learner files.

6.  Annexure A: Supporting Documents
	Document
	Source

	1. FassetQA Learners Appeals Policy and Procedure
	www.fasset.org.za

	2. FassetQA Final Provider Accreditation Application
	www.fasset.org.za

	3. The Recognition of Prior Learning in the Context of the South African National Qualifications Framework – Policy Document – September 2002
	www.saqa.org.za
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