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Introduction
This document provides information about a range of assessment methods that
can be used to evidence assessment criteria in Open College Network West
Midlands units. Each method is explored, with details of the nature of the method
and examples of possible sources of evidence which might be provided at each
Level from Entry to Level 3.
It is expected that Open College Network West Midlands Recognised Centres will
refer to this document when preparing assessment materials, seeking further
clarification from their designated Open College Network West Midlands Quality
Adviser in case of specific assessment queries.
It is important when devising assessments to differentiate between the
assessment method (what the learner is asked to do) and the evidence (what the
learner produces). The Open College Network West Midlands unit tracking sheet
will help to do this and we strongly encourage its use:
Assessment Methods
In general best practice would be characterised by the use of more than one
assessment method per unit.
For each of the assessment methods, the following will change progressively
through the levels and is reflected in the guidance provided here:





Demand (the degree of difficulty for the learner);
Familiarity of subject matter, context, situation for the learner;
Complexity (the number or range of variables involved);
Autonomy (the degree of direction or support given to the learner).

When designing any assessment method tutors/assessors will need to consider
the presentation of the assessment task to the learner to make it fair and
accessible. Tutors/assessors may also need to consider arrangements for learners
with particular learning difficulties and will need to be aware of Open College
Network West Midlands policy on reasonable adjustments.
It is good practice for all proposed assessment tasks to be checked and confirmed
as appropriate, fair, valid and reliable by an appropriately qualified and
experienced internal verifier before being issued to learners.
Assessment Evidence
The objective of assessment activity is to enable the learner to produce sufficient
evidence to confirm the learner has achieved the learning outcomes the
assessment activity was designed to assess. The amount of evidence regarded as
sufficient will vary depending on the overall credit value of the unit and / or the
proportion of the unit‟s learning outcomes the activity is intended to assess.
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Advice to learners about the amount of evidence required should be
contextualised in light of these requirements and included in assignment briefs.
For example, most of the assessment methods outlined in this guide will require
the learner to provide, in whole or part, written evidence. Where this is the case, it
is good practice to indicate how much writing is required by the learner in the form
of a word limit.
Similar consideration should be given to determining how much time to allow
learners to complete tasks and in particular, the length of time for presentations.
When planning their assessments, tutors/assessors should bear in mind the type
of unit, its level and size (credit value) and the range of assessment criteria being
assessed by the task. Clear guidance about the assessment evidence required
can then be given to the learner at the outset.
This guide does not provide detailed guidance on the principles of assessment.
Please consult the Open College Network West Midlands Centre Handbook for
more information about Open College Network West Midlands principles of
assessment.
Further guidance
Open College Network West Midlands offers a range of training opportunities in
assessing credit-based learning that may be of interest to you. Please see the
„Training‟ section of our website.

www.opencollnet.org.uk
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Case study
Case studies are examples usually based on realistic or actual situations or
scenarios to which learners can apply their knowledge and understanding. They
can be useful in promoting discussion (group or one to one) about a specific
topic or provide an opportunity to apply theory to practice. They include very
short and simple scenarios with a single focus through to detailed and complex
situations with several variables for the learner to take into consideration.
When using case studies for assessment, tutors/assessors will need to ensure
that the learner is clear about what he or she is expected to do.
Case studies are good for problem solving (all levels), applying theory to
practice (Level 3) and personal and social development where personal
responses are appropriate (Entry, Level 1, Level 2).
Entry Levels
Case studies should be simple, immediate and familiar to the learner. The case
study could be presented in many different ways including a short video clip, a
drawing/sketch or comic strip.
Discussion of the case study should be focussed, structured and supervised.
Written responses should be short, structured and directed.
Level 1
Case studies should be limited in scope, familiar to the learner and require the
application of a narrow range of knowledge. The case study could be presented
in many different ways including a video clip, a drawing/sketch or comic strip or
simply written, provided that the language is appropriate and accessible to the
learner working at this level.
Discussion of the case study should be structured and involve a limited degree
of judgement.
Written responses should be structured and involve a limited degree of
judgement.
Level 2
Case studies at Level 2 can provide opportunities for the application of
knowledge and/or understanding where more than one response may be valid
and the learner may need to consider a range of factors. The context should be
familiar to the learner.
Discussion of the case study and written responses should be directed but allow
for a degree of autonomy.
Level 3
Case studies can create opportunities for learners to apply and demonstrate
knowledge and understanding of complex topics where there may be a range of
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valid responses depending on the approach taken by the learner. The context
may be familiar or unfamiliar and there will be a need to apply theories or
research findings that have been previously studied. There may be a need for
the learner to exercise judgement in how to respond and which theories to
apply. The learner may need to justify any response and use higher level skills
of analysis and evaluation.
At Level 3 case studies can be short to assess a limited range of outcomes or
extended (in time and scope) to assess one or more connected units.
Discussion of the case study should be guided but self-directed. Written work
should allow for autonomy and reasoned judgements to be made.
Possible forms of evidence for case study
Produced by
learner

Produced by
tutor/assesor/
other

Entry Level

Level 1

Level 2

Level 3

Written responses –
worksheets

Written responses –
worksheets

Written responses –
worksheets

Written responses –
worksheets

Summary of
discussion with
learner

Audio/photographic/
video record
Summary of
discussion with
learner

Audio/photographic/
video record
Summary of
discussion with
learner

Audio/photographic/
video record
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Oral question and answer
Oral question and answer involves the person assessing asking questions and
making judgements about the responses of the learner with regard to the
learning outcomes and assessment criteria being assessed.
In formal assessment the assessor will need to ensure that the process is fair so
that no individual learner is advantaged or disadvantaged (for example, hearing
other learners‟ responses or asking more difficult questions for some learners).
Consideration will also need to be given to how this method of assessment will
be recorded.
Oral questioning is often used with other assessment methods, such as to
confirm knowledge and/or understanding where other assessment methods
have not conclusively confirmed achievement. It is also appropriate where the
learner has been engaged in practical tasks and confirmation is needed of the
learner‟s understanding of the task or why the learner went about it in a
particular way. At higher levels it is useful for asking „what if‟ questions to assess
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whether the learner is able to transfer knowledge and understanding or to add
complexity to a straightforward task.
Entry Levels
The conduct of the assessment should be informal and non-threatening and
questions should cover a narrow range of areas that the learner is familiar with.
Questions should be simple in the way they are framed and the language used.
Learners may be supported and prompted in answering and given a number of
opportunities to respond. For some learners non-verbal responses may be
appropriate (for example, „can you point to the picture of the utensil you would
use to…‟). Typical questions involve asking „what‟ and „when‟.
Level 1
The process should be informal and may include both open and closed questions
covering a narrow range of knowledge. Learners can be prompted and also
encouraged by the use of supplementary questions. Typical questions involve
asking „what‟ and „when‟ and for straightforward topics, „how‟. At Level 1 there will
usually be a limited range of correct responses.
Level 2
At Level 2 learners can be exposed to more formal approaches although these
should remain non-threatening. Open and closed questions can be used, covering
a number of topics, all of which should be familiar to the learner. Learners may be
encouraged to expand on their answers. Typical questions involve asking „what‟,
„when‟, „how‟ and for straightforward topics, „why‟. Learners may be expected to
give extended responses involving explanations. At Level 2 there will usually be a
limited range of correct responses.
Level 3
Questions may cover a wide range of knowledge and contexts and allow, where
appropriate, for responses to unfamiliar and unpredictable problems. The process
may be time limited and formal, or may be a structured two-way discussion.
Questions will include open ended questions with the learner expected to consider
carefully how they will respond in breadth and depth. The learner will be expected
to speak with confidence about the subject using appropriate terminology and
concepts with some fluency. It is expected that there may be a range of correct
responses which the learner would be expected to justify. Typical questions may
involve asking „do you agree that…‟ or „to what extent…
Possible forms of evidence for oral question and answer
Entry Level
Produced by
learner
Produced by
tutor/assesor/
other

Level 1

Level 2

Level 3

N/A

N/A

N/A

N/A

Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist
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Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Written question and answer, test or exam
Written question and answer, test or exam is usually a time constrained
assessment although the duration and way the exam or test is administered will
differ according to the level. Questions may use other assessment methods (for
example case study).
Tutors and assessors will need to consider carefully the appropriateness of this
method of assessment to ensure that it is valid and fair. In general, it is good for
assessing knowledge and applying that knowledge. At higher levels it can be used
effectively to assess the ability to apply higher level skills using recall, problem
solving and application of knowledge and understanding, concepts and theories
under the pressure of time.
At all levels it is good practice to make it explicit to the learner what the expected
length of the response should be. This could be in terms of time they should spend
answering, the number of words they should write or the number of points they
should make. The question will often include directions on how to respond - „in
your own words‟ (Level 2), „briefly give 2 examples of x in the boxes below‟ (Level
1). Bear in mind that reasonable word constraints at Level 3 may help to assess
the learner‟s ability to select relevant information and summarise complex ideas
succinctly and accurately.
Entry Levels
At Entry Level careful use will need to be made of this method of assessment,
ensuring the process is informal and non-threatening and the assessment itself is
fair and valid.
Questions should cover a narrow range of areas and learners will need to be able
to respond with single words, short responses, tick boxes and possibly very simple
multiple choice questions. At Entry Level learners may need support and guidance
during the assessment. Questions will need to be framed simply using appropriate
language.
Level 1
The process should be informal and non-threatening. Questions can encourage
learners to make use of knowledge and in some circumstances it will be
appropriate to assess recall. Questions should involve familiar contexts and there
will tend to be a limited range of acceptable responses. Learners may be expected
to write short responses and multiple choice may be appropriate.
Level 2
At Level 2 a combination of open and closed questions can be used, covering a
number of areas. Questions can encourage learners to make use of knowledge
and in some circumstances it will be appropriate to assess recall (health and
safety for example, the correct method of calculation, or appropriate procedures).
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Questions should involve familiar contexts and there will tend to be a limited range
of acceptable responses. Learners may be expected to write extended responses
of short paragraphs and multiple choice may be appropriate. Assessments may be
time limited.
Level 3
Questions should cover a wide range of knowledge and contexts, and allow
responses to unfamiliar contexts and involve solving problems. Learners would be
expected to make use of previous learning of concepts and theories and be able to
apply them. They may also be required to use higher level skills of evaluation and
analysis in their responses. There may be more than one acceptable response
and the learner may be expected to justify their approach. The process may be
time limited.
Possible forms of evidence written question and answer, test or exam
Entry Level

Level 1

Level 2

Level 3

Produced by
learner

Written responses –
worksheets

Written responses –
worksheets

Written responses –
worksheets

Written responses –
worksheets, reports

Written work

Written work

Written work

Produced by
tutor/assesor/
other

N/A

N/A

N/A

N/A

Essay
Essays are one of the traditional assessment methods where the tutor/assessor
provides a topic or question which the learner engages with in a structured written
response. The essay requires skills of analysing the question and structuring an
appropriate reasoned response often using additional research or information
gathering.
Tutors/assessors will need to frame the essay question carefully to ensure it will
elicit responses that will enable the learner to evidence the assessment criteria
being assessed. It will be important for the learner to know which criteria are being
assessed by the essay to enable them to respond in the most appropriate way.
At all levels learners should be given guidance on how much to write and whether
diagrams, charts and other material can be included. At Level 3 appropriate
referencing and acknowledgement of sources is expected.
Entry Levels
It would be unlikely that an essay would be used as an assessment activity at
Entry Level. There are other more appropriate assessment methods for this level.
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Level 1
At Level 1 the essay question or topic should be straightforward and designed to
elicit a response that will tend towards the descriptive and making use of a narrow
range of knowledge that will include facts based on previous learning. In some
cases personal responses may be appropriate. Learners should be given detailed
information on how to structure the essay, how much to write and on the criteria
for achievement. Learners may use charts and diagrams where appropriate.
Level 2
The essay subject should be familiar and the question designed to elicit a
response that will demonstrate the ability to use straightforward information, and
make comparisons. There will be limited scope for the learner to interpret and
decide on the approach taken.
Learners may be required to apply knowledge and demonstrate understanding in a
number of different areas. Learners should be given information on the expected
structure, how much to write and criteria for achievement.
Level 3
The essay at Level 3 will allow the learner to write independently in an extended,
structured response to a question that may require some interpretation and choice
of an appropriate approach. The subject may allow the learner to make use of
previously studied concepts and theories as well as their own research into the
subject.
Learners will be expected to acknowledge sources and use an agreed referencing
system. Higher level skills of evaluation and analysis will be required along with
the ability to demonstrate a good grasp of relevant theories and concepts and
apply them appropriately. Learners can be given guidance on possible structures
for the essay and be directed to the relevant assessment criteria to enable them to
ensure they are met.
Possible forms of evidence for essay
Entry Level
Produced by
learner

Not appropriate at
this level

Level 1

Level 2

Level 3

Short essay with
learner given clear
guidelines on length
(word count) as
appropriate to the
topic

Short essay with
learner given clear
guidelines on length
(word count) as
appropriate to the
topic

Essay with learner
given clear
guidelines on length
(word count)

Content may
include charts,
diagrams, drawings
etc.

Content may
include charts,
diagrams, drawings
etc.

Content may
include charts,
diagrams, drawings
etc.
Referencing and
acknowledgement
of sources required

Produced by
tutor/assesor/
other

N/A

N/A

N/A
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N/A

Presentation and Report
Presentations and reports may be oral or written or a combination of both. They
may be individual or sometimes completed as a group. They provide opportunities
for learners to demonstrate their knowledge and/or understanding and at higher
levels, findings of their own research or investigations. Reports may require the
learner to comply with formal structures (scientific reports or accident reports) and
guidance may need to be given regarding this requirement.
Checklists may be used by tutors or assessors, in order to ensure consistency and
fairness during the observation of presentations. Checklists are usually
accompanied by audio or video recordings or other supporting evidence to meet
authenticity requirements.
Where presentations and reports are produced by more than one learner
collaboratively, the tutor/assessor will need to ensure each learner has achieved
the criteria being assessed. Because of difficulties in evidencing individual
contributions, collaborative working usually requires additional individual work to
be submitted.
Entry Levels
Reports should be oral and informal given in a non-threatening context. The
information or activity being reported on should be simple and familiar. Learners
should be supported in preparing and giving a report and given a number of
opportunities to respond.
Level 1
A report could be presented orally or in written format. Oral presentation should
be informal to a familiar audience in a non-threatening context. Information used
in the report should be readily available and activities should be in familiar
contexts. Learners should be clear on the expected structure and criteria for the
report and given support on planning and presentation.
Level 2
A report could be presented in orally or in written format. Oral presentation should
be to a familiar audience. Information should be from a range of sources and
activities should be from familiar or unfamiliar but predictable contexts.
Learners should be clear on possible structures for the report and the criteria for
achievement. Learners should be given guidance on planning and presentation.
Level 3
A report could be presented orally or in written format. Oral presentation may be
formal and could include a range of methods or media. Information may be from a
wide range of sources evaluated for their relevance. Activities should be well
defined but could be unfamiliar or unpredictable. Learners should be clear on the
criteria for achievement but would be expected to decide on the format and
structure of the report.
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Possible forms of evidence for presentation or report
Entry Level
Produced by
learner

Produced by
tutor/assesor/
other

Level 1

Level 2

Level 3

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Presentation notes
and slides

Presentation notes
and slides

Presentation notes
and slides

Presentation notes
and slides

Written work
Summary of
discussion with
learner

Written work
Summary of
discussion with
learner

Written work
Summary of
discussion with
learner

Written work
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Completed peer
checklist

Completed peer
checklist

Completed peer
checklist

Completed peer
checklist

Project
Projects are extended pieces of work that may take anything from a few days to a
whole year to complete depending on the level, scope and complexity.
All projects involve some degree of planning, information gathering, presentation
of results and evaluation. At higher levels there would be other processes.
Learners may choose their own projects but at all levels they would always need
the approval of the tutor/assessor to ensure the chosen project is appropriate and
would fulfil the requirements of the unit and criteria being assessed. All projects
will require on-going support and guidance and for complex projects at Level 3
there may be key milestones to be met and monitored by the tutor/assessor.
Projects may be completed in groups and the tutor/assessor will need to ensure
each learner has evidence for all the assessment criteria. Because of this, larger
projects often require individual logs/diaries to be maintained and additional
individual tasks to be completed.
Entry Levels
The task should be simple, familiar, informal and supervised. It should involve
repetitive and predictable processes.
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Level 1
The task should be selected with support from tutor to allow the demonstration of
knowledge and skills in a range of predictable, structured and familiar contexts.
Level 2
The task should be selected with tutor guidance to allow the demonstration of
knowledge and understanding in a range of areas and contexts, and the
interpretation of information. The project should be completed within an agreed
timescale.
Level 3
The task should be selected with tutor guidance to allow the demonstration of
knowledge and skills in a range of areas and contexts, and to show the use of
reasoned judgements. The project should be planned and completed within an
agreed timescale.

Possible forms of evidence for project
Produced by
learner

Produced by
tutor/assesor/
other

Entry Level

Level 1

Level 2

Level 3

Completed artefact
(practical project).

Completed artefact
(practical project).

Completed artefact
(practical project).

Completed artefact
(practical project).

Simple log or diary

Simple log or diary

Structured log or
diary

Structured log or
diary

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Written work
icluding worksheets

Written work
Written work

Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

Written work
including report,
references and
evaluation
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
Checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer
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Production of artefact
An artefact is a physical object created by the learner. This assessment method is
therefore associated with practical and creative units.
Artefacts must be the learner‟s own work (unless produced in a group) and based
on a clear brief or set of instructions from the tutor/assessor.
All artefacts will require some degree of planning, preparation, production, testing
and evaluation and tutors/assessors should supervise and monitor each stage to
ensure health and safety is being adhered to and each stage is completed
satisfactorily before proceeding to the next.
Tutors/assessors will need to produce clear briefs or instructions for learners and
have checklists for observations. In addition to the completed artefact, it may also
be appropriate for the learner to submit plans, drawings, research, notes and
evaluations, depending on the level and the area of study.
Completed artefacts will usually need to be kept following assessment for internal
and external verification, so provision for safe storage will need to be in place. If
the artefact is perishable, for example a flower arrangement or a cake,
photographic evidence may be stored instead.
Entry Levels
The artefact should be simple, familiar and informal. Its production should be
supervised and involve repetitive and predictable processes.
Level 1
The artefact should be selected with support from tutor to allow the demonstration
of skills and apply knowledge in a range of predictable, structured and familiar
contexts.
Level 2
The artefact should be selected with tutor guidance to allow the demonstration of
skills and the application of knowledge in a range of areas and contexts. A degree
of learner autonomy should be encouraged within the scope of the demonstration.
The artefact should be completed within an agreed timescale.
Level 3
The artefact should be selected with tutor guidance to allow the demonstration of
skills and application of knowledge in a range of areas and contexts. Production
of the artefact should be guided but self-directed. Production of the artefact
should be planned and completed within an agreed timescale.
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Possible forms of evidence for production of artefact
Produced by
learner

Produced by
tutor/assesor/
other

Entry Level

Level 1

Level 2

Level 3

Completed artefact
(practical project)

Completed artefact
(practical project)

Completed artefact
(practical project)

Completed artefact
(practical project)

Simple log or diary

Simple log or diary

Structured log or
diary

Structured log or
diary

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Written work
icluding worksheets,
drawings and
printouts

Written work
including drawings
and printouts

Written work
icluding worksheets,
drawings and
printouts

Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

Written work
including report,
references,
drawings, printouts
and evaluation
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Role play
Role plays are enactments of situations by learners through which they can
demonstrate their knowledge, skill and understanding where a real life situation is
impractical. Examples would be customer service training or supervisory training.
Other learners may take on different roles. Role plays are also often used for
formative assessment and as part of learning.
At all levels, learners will need to be clear at the outset what is being assessed
and which assessment criteria it relates to. There are a range of possible forms of
evidence which can be used depending on the learners, the level and what is
being assessed.
Tutors/assessors will need to refer to the assessment criteria to confirm that role
play is permissible.
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Entry Levels
Role-plays should be simple with scenarios that are familiar to the learner. Roleplays should be short, structured and supervised.
Level 1
Role-plays should be limited in range, be familiar and require a narrow range of
skills. Role-plays should be structured and involve a limited degree of learner
choice.
Level 2
Role-plays should allow the application of skills in several areas and contexts.
Role-plays should be directed, but allow for a degree of learner autonomy.
Level 3
Role-plays should allow the application of skills in a range of complex areas and in
a variety of familiar and unfamiliar contexts. At this level tutors/assessors should
ensure that role play is the most appropriate method of assessment and whether
simulation would be more appropriate (see below).
Possible forms of evidence for role play
Entry Level
Produced by
learner

Produced by
tutor/assesor/
other

Level 1

Level 2

Level 3

Learner planning
records/notes

Learner planning
records/notes.

Learner planning
records/notes

Learner planning
records/notes

Written responses
including
worksheets

Written responses
including
worksheets and
workbooks
Summary of
discussion with
learner

Written work
including report and
evaluation

Summary of
discussion with
learner

Written responses
including
worksheets and
workbooks
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer.

Completed peer
checklists

Completed peer
checklists

Completed peer
checklists

Completed peer
checklists
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Summary of
discussion with
learner

Simulation
Simulation is a term referring specifically to creating realistic situations where real
life situations are not available or are impractical. Simulations may involve others,
including professionals, enacting real life roles such as in the recruitment and
selection process. Simulation is particularly useful where it is necessary to focus
on a specific area of learning (the interview for example), where feelings of safety
and security are important (responding to an emergency), or where it is important
to replicate the situation for each learner. At Level 3, however, simulations may be
complex and allow for a range of possible responses.
Tutors/assessors will need to refer to the assessment criteria to confirm that
simulation is permissible. For simulations to be realistic, they will require careful
planning, preparation of the learners, appropriate time to be set aside, and
attention paid to the environment and resources used.
Entry Levels
Simulations should be simple, with a scenario and/or roles that are familiar to the
learner. They should be short, structured and supervised. There will normally be
one correct response.
Level 1
Simulations should be limited in range, be familiar and require a narrow range of
skills. Simulations should be structured and involve limited degree of learner
choice with normally one correct response.
Level 2
Simulations may allow the application of skills and knowledge in several areas and
contexts. Simulations should be directed, but allow for a degree of learner
autonomy with a limited range of correct responses.
Level 3
Simulations should allow the application of skills in a range of complex areas and
in a variety of familiar and unfamiliar contexts. There may be a range of possible
correct responses and the learners will need to be able to justify and evaluate how
they responded.
Possible forms of evidence for simulation
Entry Level
Produced by
learner

Level 2

Level 3

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Written responses
including
worksheets

Written responses
including
worksheets and
workbooks

Written responses
including
worksheets and
workbooks

Written work
including report and
evaluation

Written work
including printouts
Summary of
discussion with
learner

Written work
including printouts
Summary of
discussion with
learner

Written work
including printouts

Produced by
tutor/assesor/

Level 1

Learner planning
records/notes

Summary of
discussion with
learner

17

Summary of
discussion with
learner

other
Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Completed peer
checklists

Completed peer
checklists

Completed peer
checklists

Completed peer
checklists

Practical demonstration
Practical demonstration is associated with areas of skill where the learner
undertakes a „live‟ performance of a procedure, process or application for
assessment. It is used to provide the opportunity to demonstrate the application of
knowledge and understanding.
The demonstration may be very simple, involving single discrete operations such
as checking the correct change has been given at Entry Level; correctly
measuring ingredients at Level 1; or more complex such as administering basic
first aid or using computer software operations at Level 2 or; using the correct
filleting technique for a specific type of fish at Level 3.
Tutors/assessors will need to give learners clear instructions and it will normally be
the case that the learner‟s demonstration will form part of a summative
assessment. Criteria for successful completion of the practical demonstration will
be made clear at the start and may include quality, following correct procedures or
successful completion within a defined timescale depending on the level.
Tutors/assessors will need to consider carefully how evidence is captured so that it
is internally and externally verifiable. Video and observation notes are commonly
used but for simple demonstrations a check list may be acceptable.
It may be possible to confirm success immediately on completion, or indicate if a
repeat demonstration is required at a later date. Often the learner is asked to
comment on or evaluate their own demonstration as part of the learning process.
At higher levels the demonstration as a whole may need to be performed
successfully for the learner to achieve. At lower levels repeating parts of the
demonstration may be acceptable for achievement.
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Entry Levels
Practical demonstrations should be simple with situations that the learner is
familiar with. They should be short, structured and supervised and usually
conducted informally. An example might be where a tutor simply asks the learner
to, “show me how you...”. The emphasis is on the successful demonstration and
the learner can be asked to repeat the demonstration immediately or at a later
date to confirm success.
Level 1
At Level 1 practical demonstrations should be limited in range, be familiar and
require the use of a narrow range of skills and knowledge. The demonstration may
be informal (for example, “show me how you measured that brick before you cut
it“) and the learner may be asked to repeat successfully to confirm achievement.
Level 2
Practical demonstrations should allow the application of skills and knowledge in
several areas and contexts. A degree of learner autonomy should be encouraged
within the scope of the demonstration such as selecting the correct tools and
equipment, because practical demonstrations at Level 2 may involve a procedure
with several parts. The tutor/assessor will need to have prepared checklists and
consider the use of video evidence.
Level 3
At Level 3 practical demonstrations should allow for the application of skills and
knowledge in a range of complex areas and in a variety of familiar and unfamiliar
contexts. The learner may be expected to complete the demonstration to a high
standard (that is, in actual or realistic work environments) and there may be a time
constraint which will increase the level of difficulty expected at Level 3. The learner
and possibly peers may be involved in the assessment as there will be clear
criteria for success established in the brief for the task.
The practical
demonstration at this level may involve the assessment of cognitive abilities as
well as behaviour such as undertaking a diagnostic assessment of another
individual. Where this is the case the tutor/assessor will need to consider whether
observation alone will be sufficient in capturing evidence of achievement.
Possible forms of evidence for practical demonstration
Entry Level
Produced by
learner

Produced by
tutor/assesor/
other

Learner planning
records/notes

Level 1
Learner planning
records/notes

Level 2

Level 3

Learner planning
records/notes

Learner planning
records/notes

Written work
including printouts
Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

Written work
including report and
evaluation
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist
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Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Completed peer
checklists

Completed peer
checklists

Completed peer
checklists

Group discussion
Group discussion (more than 2 individuals) can be a valid method of assessment
but the tutor/assessor will need to be sure that it is appropriate in relation to the
criteria being assessed and to exercise great care to ensure achievement can be
accurately attributed to individual learners. Consequently, the preparation of the
learners, setting up the discussion and managing it will be crucial to its success. At
all levels, small groups of learners will be easier to assess than large groups.
Group discussion may be used to assess interpersonal skills, planning skills,
reviewing/evaluating and units about group working.
Tutors/assessors may need quite sophisticated means of capturing evidence,
depending on the size of the group and what is being assessed, and whether the
tutor/assessor is observing or participating in the discussion itself.
Where audio and video recording is used the tutor/assessor will need to provide a
spoken introduction with date, time and place with individuals identified either by
themselves or by the tutor. During the discussion the tutor/assessor may need to
use „verbal markers‟ so that individual contributions can be identified and
authenticated for audio or for the learners to identify themselves before making a
contribution.
Entry Levels
Discussions should be simple with subjects that are familiar to the learner. The
discussion should be short, structured and supervised. For example, group
discussion is valid for assessing communication skills involving a narrow range of
techniques involving a limited number of other individuals who are known to each
other. The tutor/assessor would normally participate in the discussion to give it
direction and ensure each individual has been given equal opportunity to
participate. There will be considerable skill in conducting this method of
assessment, involving careful control of tone and overall approach to make it nonthreatening and non-inhibiting.
Level 1
Discussions should be limited in range and cover topics that are familiar to the
learner, involving a narrow range of skills. The discussion should be structured
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and involve a limited degree of learner choice. The tutor/assessor may participate
in the discussion if appropriate in order to give it direction and ensure all
individuals have the opportunity to contribute. Careful planning and skill will be
required on behalf of the tutor to manage this effectively and ensure assessment is
fair and reliable.
Level 2
Discussions at Level 2 should allow for consideration of several topics covering a
number of contexts. The discussion should be directed, but allow for a degree of
learner autonomy. The range of skills being assessed may be wider and used in
combination such as use of different types of questioning, active listening,
responding to non-verbal cues.
Level 3
At Level 3 discussion should allow for consideration of a range of complex topics
and in a variety of familiar and unfamiliar contexts. Discussion could involve
planning, problem solving and evaluation. The tutor/assessor may not be involved
in the discussion itself except to introduce topics for discussion or to call time and
move on. Learners at this level can be expected to utilise a wide range of skills
and have regard to the criteria being used for assessment and ensure those
criteria are being met. Learners may be involved in their own and/or each other‟s
assessment.
Possible forms of evidence for group discussion
Entry Level
Produced by
learner

Produced by
tutor/assesor/
other

Level 1

Level 2

Level 3

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Written responses
including
worksheets

Written responses
including
worksheets

Written work
including report and
evaluation

Summary of
discussion with
learner

Summary of
discussion with
learner

Written work
including
worksheets/
workbooks
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer.

Completed peer
checklists

Completed peer
checklists

Completed peer
checklists
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Summary of
discussion with
learner

Performance and exhibition
Performance and exhibition are assessment methods most often associated with
the creative arts. They usually involve the culmination of the development of a
range of skills and techniques that are assembled (exhibition) or demonstrated
(performance) together.
Performance in this context involves learners using skills, knowledge and
understanding that may come from a number of different units or a single unit and
will typically involve other learners in its planning and execution. Performance may
involve learners undertaking different units working together (such as the technical
and the creative) to stage a play or may be a simple, short piece involving a single
learner.
Performance is also a term associated with vocational training whereby a learner
is being formally assessed using competencies whilst engaged in actual work
activities.
Exhibitions showcase the demonstration of a range of skills and techniques in both
creative (for example art and design) and practical (for example woodworking)
areas.
Entry Levels
The performance or exhibition should be simple, informal and supervised.
Level 1
The performance or exhibition should be limited in range, familiar and require a
narrow range of knowledge.
Level 2
The performance or exhibition should be chosen with tutor guidance to allow the
demonstration of knowledge and understanding in a range of areas. Learners
should be provided with the opportunity to interpret the chosen piece.
Level 3
The performance or exhibition should be chosen with the tutor to allow for the
application of knowledge in a range of complex areas, in a variety of contexts.
The performance should be guided but self-directed.
Possible forms of evidence for performance and exhibition
Produced by
learner

Entry Level

Level 1

Level 2

Level 3

Completed artefact

Completed artefact.

Simple log or diary

Simple log or diary

Completed artefact.
Structure log or
diary

Completed artefact.
Structured log or
diary

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record
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Produced by
tutor/assesor/
other

Written work
including drawings
and printouts

Written work
icluding worksheets,
drawings and
printouts

Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

Written work
including report,
references,
drawings, printouts
and evaluation
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Completed peer
checklists

Completed peer
checklists

Reflective log and diary
Reflective logs and diaries are effective methods of assessment where learners
are undergoing development of knowledge and understanding over a period of
time. They may be used in many areas including creative, technical and
vocationally related, or where the learner is undergoing personal or professional
development, often involving working with others (caring and education for
example).
At all levels learners will require explicit guidance on what to include and how to
record it with highly structured log books being useful. As examples: at Entry and
Level 1 it is likely that entries will be mainly descriptive (what was done or
achieved) with limited reflection; at Level 2 the learner can be expected to reflect
on how they felt/what was learned; at Level 3 there is likely to be an emphasis on
analysis and self-evaluation of events (possibly applying theories and concepts)
and learning lessons for future development.
At all levels learners will need to know how the diary or log relates to the
assessment of the unit.
Entry Levels
The reflection process should normally be oral and supported. It may include
photographic evidence of the learner‟s journey and can be part of building
confidence and to help create building blocks for further development. It may be
supplemented by the use of drawings or diagrams. Learners should be asked to
describe simply what they have done or learned with direction from the tutor.
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Level 1
The reflection process should primarily be written and may be in the form of brief,
structured notes. Learners should be asked to record what they have done and
learned at regular intervals and advised on what information to include. Learners
can be expected to be descriptive and make limited judgements on what has been
learned in terms of, for example, usefulness or interest. Tutors/assessors should
consider issuing structured, pre-formatted log books for learners to complete.
These will indicate the frequency of entries and prompts so that learners know
what to record and how.
Level 2
The reflection process should be written in a structured format that allows some
autonomy in recording. Learners should be asked to record regularly what they
have learned and to make judgements on the learning in terms of, for example,
usefulness, interest, how it has extended their knowledge/skills, what else they
need to learn. A structured, pre-formatted log book may be helpful in directing the
learner to what to include and how much to write.
Level 3
The reflection process should be written and learners given guidance on
appropriate methods. Learners should be asked to record regularly what they
have learned and to make judgements on how effective the learning process has
been in terms of, for example, usefulness, interest, extension of knowledge/skills,
their own learning style and what else they need to learn.
Learners may be required to apply theories and/or concepts as part of this process
and use higher level skills of analysis and evaluation. In some situations, such as
on a work experience placement, learners may require prompts for each week‟s or
day‟s activities that signpost related concepts and theories that the learner needs
to consider - for example, a learner observing classroom practice in a primary
school.
In areas where the learner is developing a skill over time, such as counselling
skills or supporting others, the reflective log may be effective in helping the learner
to capture the personal skill development.
In all situations the learner‟s record may be used for tutorial and discussion
purposes and may also be used to provide information for further assessment
such as an essay or report or practice file.
Possible forms of evidence for reflective log or diary
Entry Level
Produced by
learner

Level 1

Simple log or diary

Simple log or diary

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record
Written work
including drawings
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Level 2

Level 3

Structured log or
diary

Structured log or
diary

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Written work

Written work

Produced by
tutor/assesor/
other

and printouts

icluding worksheets,
drawings and
printouts

Summary of
discussion with
learner

Summary of
discussion with
learner

Summary of
discussion with
learner

including report,
references,
drawings, printouts
and evaluation
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Summary of oral
questioning and
answer

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Completed peer
checklists

Completed peer
checklists

Summary of oral
questioning and
answer

Practice file
Practice files are collections of evidence that demonstrate what the learner has
done. They may reflect a learning journey (exploring themes or techniques in art)
or what the learner has done in relation to a role (lesson plans in teaching). In all
cases only the learner‟s own work would be included and all evidence included will
need to be mapped to specific assessment criteria and authenticated by the
learner. Where evidence in the file has been the product of collaboration the
learner will need to explain or highlight what their own contribution was.
Learners at all levels will need guidance on what to include in the practice file and
be given on-going support. The contents of practice files will vary considerably
depending on the level and the subject area. At all levels there will be a need for
the learner, either with varying degrees of assistance (Entry, Level 1 and Level 2)
or largely independently (Level 3), to collate and present the practice file for
assessment.
Entry Levels
Practice evidence should be simple and specific. Learners should be directed on
what to include. The tutor should map the evidence to specific learning outcomes.
Level 1
Practice evidence should demonstrate the application of a narrow range of skills
and/or knowledge.
Learners should be given detailed guidance on what
documents would be appropriate, how the evidence should be presented, and on
mapping to learning outcomes.
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Level 2
Practice evidence should be chosen from a number of possible contexts to
demonstrate application of a range of skills and/or knowledge. Learners should
receive guidance on the type of document which could be appropriate, for
example, a list, and advice on how to ensure the documents evidence specific
learning outcomes, for example, highlighting sections or notes, and on how the file
should be presented.
Level 3
Practice evidence should be chosen to demonstrate the application of knowledge
and skills in a range of complex activities. Learners should be expected to select
appropriate and relevant evidence with minimal guidance, and to present the
evidence in a structured format with sufficient information to demonstrate
achievement.
Possible forms of evidence for practice file
Entry Level
Produced by
learner

Produced by
tutor/assesor/
other

Level 1

Simple log or diary

Simple log or diary

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Written work
including drawings
and printouts

Written work
including drawings
and printouts

Summary of
discussion with
learner

Summary of
discussion with
learner

Observation
statement/checklist

Level 2

Level 3

Structured log or
diary

Structured log or
diary

Learner planning
records/notes

Learner planning
records/notes

Audio/photographic/
video record

Audio/photographic/
video record

Written work
icluding worksheets,
drawings and
printouts
Summary of
discussion with
learner

Written work
including report,
references,
drawings, printouts
and evaluation
Summary of
discussion with
learner

Observation
statement/checklist

Observation
statement/checklist

Observation
statement/checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Witness statement/
checklist

Summary of oral
questioning and
answer

Audio/photographic/
video record

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

Summary of oral
questioning and
answer

26

