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The report records what happened when the assessment was conducted. It provides the information for your evaluation of the assessment materials and process.

	[Type course/program title here]

	Project 
	Qualification


	Unit


	Code


	Manager


	Date




	E1   Informing  learners 
	Inform learners of assessment criteria and timelines:

· induction pack with all the relevant information 
· evidence plan 
· timelines 
· feedback/satisfaction procedures and the appeals process
· detailed information on each assessment task outlining the task and the requirements
· technology required
· submission processes
· information on how feedback will be given
· other:

	How does this meet the learners’ needs and the training context?




	E2   Conducting
	Conduct the assessment process:

· timely, constructive and appropriate feedback to learners
· opportunities for feedback from the learner’s peers 
· support for learners with access and equity issues
· support for learners in accessing and submitting assessments
· opportunities for learners to clarify the assessment tasks
· protocols for email access to the teacher/assessor with agreed response time
· assess competency using the evidence that has been submitted
· other:


	Comments




	E3   Manage process
	Manage the assessment process:

· databases to store records ensure compliance with AQTF 
· online folders for storage of learners’ electronic submissions 
· naming convention for tasks to ensure accurate record keeping 
· systems for learners to complete peer assessment of group work 

· information on plagiarism and copyright for learners

· electronic rubric for assessing the criteria of a task - filled in and returned to the learner electronically 

· other:

 

	Comments




	E4 Ensure authenticity
	Ensure authenticity of assessment results:

· learners informed of copyright and plagiarism issues
· a range of different types of assessment offered over time to provide an understanding of the learner's capabilities and development
· 'intellectual property rights' of material taken from the internet made clear to learners
· electronic tools used to vet online submissions explained to learners
· electronic form which requires learners to validate their work prior to submission provided (as appropriate)
· other:



	Comments
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