
 
 

Portfolio Building 
 
An Open College Network West Midlands Guide to Getting it Right 
 
Every complete portfolio should include: 
 

• the centre name, details of the learner and the course/units which the 
evidence in the portfolio covers; 

• an overview/summary of the tutor’s assessment judgments, confirming that 
assignments have been assessed, and stating whether or not assessment 
criteria have been achieved; 

• an index, or similar system, showing precisely where the evidence for each 
assessment criterion can be found within the portfolio; 

• page numbers or other reference system to make navigation of the portfolio 
straightforward; 

• assignment briefs describing the nature of each assessment activity and 
identifying the assessment criteria being applied; 

• learner evidence that has been assessed with, where necessary, comments 
and corrections; 

• learner feedback forms which include: 
o assignment title, date and tutor/learner signatures; 
o tutor feedback clearly related to the relevant assessment criteria; 
o guidance (where appropriate) on what the learner must do to improve; 
o confirmation that the evidence is the learner’s own original work; 
o confirmation of the level awarded. 

 
NB hand-outs and other learning materials do not constitute evidence of learner  
achievement unless they incorporate assessed activities.  
 
Remember  
 

It is the responsibility of the learner, guided by the tutor/assessor, to present the  
evidence for the units in a way that ensures that it can be assessed and verified.  
 

The Internal Verifier’s job will be made easier if the assessor ensures that the 
learner’s evidence of achievement (the portfolio) is effectively presented. 
 

An IV who has to re-assess learners' work, to check if the assessment criteria have 
been met, is effectively doing the assessor's job.  
 
Do you want to improve your Assessment practice further?  Please visit the 
Training section of our website for details of events. 

www.opencollnet.org.uk 
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