
GUIDE TO COMPLETING PEER REVIEW OF ASSESSMENT RESULTS REPORT

(6e-F01 - Checklist and Comment Form)

This form must be completed by a Subject Matter Expert / another assessor in the related subject area in consultation with the assessor. 

It is not a remarking exercise. 

To be carried out at least once per instructor / trainer per annum. All learner results for one assessment event must be reviewed.

Contracted Trainers must also carry out peer review as per the Contract.

For Peer Review of live practical or process tests be carried out, the Peer Reviewer is present to observe the assessment taking place and the discussion takes place after the test is concluded.
	SECTION 1 – GENERAL INFORMATION

	Training/ Programme Type
	In-Centre 
	Night Training
	CT
	Apprenticeship
	CTC
	LTI
	STP

 
	JW
	CSCS
	QSCS

	
	
	
	
	
	
	
	 
	
	  
	

	

	Contract Number 

(Contracted Training)
	To be completed by Contracted Trainer
	ATO Course Notification Number
	To be completed by ATO for CSCS & QSCS courses

	Date of Peer Review
	Insert date peer review is taking place
	Time of Peer Review
(only for live practical/ process assessment events)
	Only completed for live or process practical tests i.e. when the learner is being assessed at the time of taking the test

	Course/ Project Name
	
	 Course / Project Code
	Must be completed for ETB Training Centre course code except for CSCS & QSCS

	Name of: Second Provider / Contractor / Approved Training Organisation 
	

	Address of:

Second Provider / Contractor / Approved Training Organisation (ATO) 
	Correspondence address of provider (completed by provider)

	Assessment location 

Address
	Address of location where assessment event took place
	Is this the same address as:  

	
	
	
	Training Location

 
	Yes
	

	
	
	
	
	No
	

	Module title
	 

	Assessment Title (if different to module title)
	Only completed if different to module title
	Assessment Code

(if different to module code)
	Only complete if different to module code

	Test title
	Name of test being peer reviewed
	Test code
	Insert test code for test being peer reviewed

	Assessor Name
	Insert name of the assessor for the results being peer reviewed.

	Number of Learners that attended assessment event being peer reviewed
	Insert the number of learners that attended the assessment event, this should match the number of learners’ evidence that is available for peer review.


	Date of the assessment event being Peer Reviewed
	What date did the assessment take place, in regard to the results being peer reviewed.



	SECTION 2

	Q.1
	Assessment Documentation
	Guide

	1.a)
	Were all necessary materials, equipment and resources to conduct the assessment at the location?


	Yes


	No


	N/A


	· The MAP / AIS / Module Descriptor / test specification contains the list of materials, equipment, etc., required to conduct the assessment.  
· For a live practical or process tests, where a peer review is taking place at the same time as the assessment, the MAP / AIS / Module Descriptor / test specification should be checked to confirm that all the necessary materials, equipment and resources are available at the assessment location. 
If they are, tick the Yes box. 
If they are not there, tick the No box.

N/A relates to specific assessment types where: 
· materials, equipment and resources were not required to conduct the assessment 
· it could not be determined by the Peer Reviewer, post the assessment event.
· Note: Q.1.a) relates primarily to live practical / process skills demonstrations type tests, during which the peer reviewer is present, however, it may also be possible for some test types that by viewing the evidence presented, that it can be confirmed that all the necessary resources, materials and equipment were available for use and on the day of the assessment.  

	1.b)
	Were all assessment evidence, materials, scripts marked / scored sheets and records relating to assessment results available for peer review purposes?

	Yes


	No


	a) Firstly, this will involve checking the attendance sheet for the event to see the list of learners that were present for the assessment event, by checking the list against the assessment evidence for each learner listed and the evidence required as per the marking/scoring sheet, confirming that all is available.  For Portfolio assessments a list of learners that have submitted portfolios should be provided to the peer reviewer. 

b) Review the individual assessment/marking sheets to check where marks/scores were awarded, to confirm that there is a matching piece of assessment evidence available.
Where the above is confirmed, tick the Yes box. 

Where the above (a) & (b) cannot be confirmed, tick the No box.  
· Record in the comment box if some or all of the evidence were not available and include the details of which specific piece or pieces of evidence were not available. (The assessor as part of his/her preparation for the peer review should check that all the relevant assessment evidence and records are available for peer review).
· Check with the assessor regarding unavailable evidence, so that the assessor has an opportunity to locate the particular evidence.  If evidence is located or is not located, record this in the comment section also. 
· For assessment events that require the completion of Assessment Supervisors report and where the attendance list for the assessment event is not available, the peer reviewer must be satisfied that all learner’s evidence is made available to you.  Record in the comment section that the attendance list was not available.
Note: Not all assessment events required an assessment supervisor reports e.g. portfolio assessments. 
See “Possible Scenarios - Guideline for Peer Reviewer”.

· For live practical or process assessment events assessing is done by observation. 


	Q.1
	Assessment Documentation
	Guide

	1.c)
	Were all assessment evidence/ materials marked/ scored?


	Yes


	No


	N/A



	The peer reviewer is required to review all the assessment evidence in order to determine that all were marked/ scored.    
· It is a requirement for the assessor to show / write the scores/marks awarded on the scripts. 
· For written evidence, each page should at a minimum be ticked or initialled with red pen by Assessor to indicate that they have viewed and considered the evidence. 
· This would facilitate the giving of learner feedback on assessment performance.  It also has the added advantage of clearly showing how assessment points/marks and overall scores and grades were awarded.  
Tick Yes if all assessment evidence/materials were marked/ scored and tick No if they were not.  Record in comment section what evidence / materials were not marked / scored.  Discuss this with the assessor;  
· Determine the overall impact of assessment evidence/materials not being marked and scored on learner provisional result.  
· Review and discuss the impact with the assessor. 
· The assessor can choose based on the discussion to amend the result on all the relevant records (including informing the learner of the amendment and where appropriate, up-dating the provisional results form for the specific learners).
·  An anomaly if identified should be noted in the comment section, if the assessor makes an amendment to the results this should be recorded. 
· Where the assessor and peer reviewer do not share the same view point on particular assessment points and the scores/marks awarded, this should be recorded in section 2.c). 
See “Possible Scenarios - Guideline for Peer Reviewer”.


	1.d)
	Were marks and scores added/ computed correctly? 
	Yes


	No


	· Check the totals, to ensure the points awarded are totted correctly.  
· Check script totals to ensure they were totted up correctly.
· Check where results were transcribed/transferred to other records that it was done correctly, which may include the following;
· from the evidence to the individual assessment sheets
· from assessment sheets to summary assessment sheets
· from the summary assessment sheets to the F12 
· from the assessment sheets/summary assessment sheets to the F12 or RCCRS or ACSS  
Tick Yes box if all were added/computed correctly and tick the No box if they were not added/computed correctly.  Record in the comment section the specifics of what was not added / computed correctly e.g. learner name and specific issue identified. 
· Discuss findings with the assessor.  
· Determine the overall impact of inaccurate totalling / transcription of marks and scores on learner provisional result. 
· The assessor can choose based on the discussion to amend during the peer review, the result on all the relevant records, which may require records to be re-generated (including informing the learner of the amendment and where appropriate, up-dating the provisional results form for the specific learners). 
· An anomaly if identified should be noted in the comment section, it assessor makes amendment to the results this should be recorded. 
See “Possible Scenarios - Guideline for Peer Reviewer”.


	1.e)
	Were assessment sheets signed by the assessor?


	Yes


	No


	· View the individual assessment / marking sheets and summary assessment sheets (as appropriate to the assessment type) and confirm that they were signed and dated by the assessor.  
If they were signed and dated tick the Yes box. 
If they were not signed and dated, bring this to the attention of the assessor for signing and tick the No box.  
· Record in the comment section the specific documents not signed and the subsequent action taken by Assessor regarding the signing of the records, as recommended by Peer Reviewer.



	1.f)
	Is there a completed and signed assessor report on file?


	Yes


	No


	· For the assessment event being peer reviewed check that the Assessor’s part of the Assessment Supervisors and Assessors Report was completed and signed by the assessor.   
Where report is available and signed, tick the Yes box.
If the report was not signed and dated, bring this to the attention of the assessor for signing /dating and tick the No box. 

· Note in comments section that the report was not signed or dated and subsequent action taken by Assessor regarding the signing of the records, as recommended by Peer Reviewer.

· If no report is available, check with the assessor regarding its availability. 
· If it is not available note that it was not available and tick the No box.

· Note in the comments section, that it was requested.
· See “Possible Scenarios - Guideline for Peer Reviewer”.



	SECTION 3 

	Q.2
	Marking and scoring of assessment evidence /materials 
	Guide

	2.a)
	Were all the marks/scores awarded in line with the assessment criteria?


	Yes


	No


	N/A


	· Review the assessment evidence against the assessment criteria to determine in your opinion if marks/scores awarded were consistent with the assessment criteria.  
In your opinion, where the scores awarded were inline with the assessment criteria tick the Yes box. 
· If the peer reviewer’s opinion is that the scores/grades awarded were not in line with the assessment criteria, the peer reviewer and assessor should discuss each other’s interpretation of the assessment criteria within the context of the learner evidence.        
Following the discussion tick the No box, if your opinions remain different or if Assessor opinion concurs with the Peer Reviewers opinion.  
· In the latter situation the assessor can choose based on the discussion to amend the result on all the relevant records (including informing the learner of the amendment and where appropriate, up-dating the provisional results form for the specific learners).   
· The comment section should note that specifics of the impact of the Peer Reviewer opinion e.g. learner name, assessment point and opinion regarding assessment point.  
· Where there is a different view point between Peer Reviewer and Assessor this should be noted in Section 2.c).  
· Where the assessor concurs with the view of the Peer Reviewer this should be noted in the comment section, indicating whether or not the relevant documents have been adjusted accordingly.
See “Possible Scenarios - Guideline for Peer Reviewer”.


	2.b)
	Was there a range of results for this class/group of learners?
	Yes


	No


	· Typically class results (marks based) will have a range of results from not achieving the standard to achieving the highest standard.   
If there is a range of results for the class tick the Yes box, if there is not a range of results tick the No box.  
· Comment as to where the clustered results were i.e. top end, in the middle, borderline or unsuccessful (referrals).  


	2.c)
	Overall, did you agree with the assessor’s decisions?
	Yes


	No


	Tick Yes, if Peer Reviewer shares the same view as the assessor regarding marks/scores awarded for each assessment point and No if the views are different.  
Outline the areas where your opinions differ and comment as appropriate, indicating the specific learners and assessment points that relate.
See “Possible Scenarios - Guideline for Peer Reviewer”.



	SECTION 4

	Details of persons met in conducting the peer review of assessment results:

	Name
	 Position/Function 

	Must meet with Assessor 
	Instructor / trainer / Co-ordinator/ Assistant Coordinator/ tutor

	May meet with the following as part of an exit /summary feedback meeting:

	Co-ordinator or Sponsor Representative
	LTI Co-ordinator or Sponsor Representative

	Manager
	CTC or STP or Dept. of Justice Workshop

	Contracted Training Contractor representative  (other than the assessor/tutor involved in the peer review)
	Function of representative  

	CSCS/QSCS Internal Verifier for ATO
	Internal Verifier Name 

	Feedback received from persons met as part of the verification of results process:


	After the discussion with the Assessor regarding the assessment decisions, outline feedback received from the assessor.  This could include the feedback regarding the design of the test instruments e.g. phraseology, marking/scoring criteria, etc.


	SECTION 5

	Summary of Peer Review findings:

	This should be an overall summary reflecting on:
· what went well

· what were minor issues that were highlighted and addressed on the day

· what were the major issues i.e. non-conformance that require either corrective or preventative actions*
· what issues will require follow-up
*these items must be immediately reported to the ETB Training Centre Training Standards Officer who will in turn advise the Results Approval Panel


	Continuous improvements recommendations:

	Are there any continuous improvement recommendations (including suggested improvements), if there are, these should be discussed on day with the assessor and where present on the day with:

· Manager of; Community Training Centres, Dept. of Justice Workshops and Specialist Training Providers 

· Local Training Initiative Coordinator or Sponsor Representative
· Internal Verifier for the relevant QSCS and CSCS programme 
· Contracted Training Contractor representative  


	Copy of report given to:

(As appropriate to the programme)
	Name
	Name of person(s)
	Date
	

	
	Job Title
	Instructor/Trainer/ Tutor/Assessor  
	
	

	
	Job Title
	Community Training Second Provider Manager/ Coordinator
	 
	

	
	Job Title
	QSCS and CSCS Programme  Internal Verifier
	
	

	
	Job Title
	Contracted training: Contractor
	 
	

	Are there any corrective/ preventative action arising? Yes No
Please comment:  Arising from the Peer Review process outline where there is a corrective action required. Where there is a preventative action this should be listed as a recommendation.


	Peer Reviewer Name: print name
	

	Peer Reviewer Signature:
	Date:

	Assessor signature
	Date:


The Peer review report when completed is sent to the relevant Training Standards Office by the Peer Reviewer.  The course instructor should also submit a copy of the peer review report with the results pack.
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