[image: ]			This checklist is to be completed by the Assessor for each module presented in hard-copy format, and included at the front of each Assessor Pack
ASSESSMENT CHECKLIST

Assessor Name: ______________________	Module Title & Code: ______________________
 		

	
	RESULTS SUMMARY SHEET
	Yes
	N/A
	IV

	Are all learners listed on the Results Summary Sheet in alphabetical order by surname and have the correct results entered?
	☐	
	☐
	Is there evidence presented for each learner?
	☐	
	☐
	Has the evidence been generated in accordance with S.11 of the Module Descriptor?
	☐	
	☐
	Levels 4 – 6

	Are marks accurately transcribed from the learner evidence to the Learner Marking Sheet and then to the Results Summary Sheet to Authentication Report?
	☐	
	☐
	ASSESSOR PACK (Arrange in this order)
	Yes
	N/A
	IV

	Is the Results Summary Sheet included? (Levels 4-6: Also include worksheets from Excel Marking Sheet)
	☐	
	☐
	Is the most up-to-date Module Descriptor included?
	☐	
	☐
	Are Assessment Brief(s) with clear Marking Schemes included?
	☐	
	☐
	Is the most up-to-date Learner Evidence Submission form signed by each learner?
	☐	
	☐
	Levels 4 – 6

	Is the Exam and the Cover Sheet included?
	☐	
	☐
	Are Sample Answers/Outline Solutions included?
	☐	
	☐
	Is the Exam Attendance Record included and signed by each learner?
	☐	
	☐
	LEARNER PORTFOLIO (All Levels)
	Yes
	N/A
	IV

	[bookmark: _Hlk175488927]Are portfolios presented in alphabetical order by surname?
	☐	
	☐
	Is the Learner Marking Sheet (from Module Descriptor) the first page of each portfolio? Levels 1-3 only
	☐	
	☐
	Are subject dividers or tabs used to separate assessment evidence?
	☐	
	☐
	Is there evidence on each portfolio to clearly show it has been assessed throughout?
	☐	
	☐
	Is there other evidence to accompany the portfolio?
Multimedia	☐	Art/Craft☐ Woodwork	☐	Other _______________
	☐	☐	☐
	Is additional evidence clearly labelled to identify the learner?
	☐	☐	☐
	Has multimedia evidence been checked to ensure it is visible and audible?
	☐	☐	☐
	Levels 4 – 6

	Has it been clearly demonstrated where marks were awarded or deducted?
	☐	
	☐


I confirm that all the supporting documentation is attached and has been checked by me and is submitted as per the above checklist.

	Signed: ……………………….…………………………….…………….	
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