INTERNAL VERIFICATION OF ASSESSMENT RESULTS (Results Approval Checklist)

· Personnel submitting assessment results for Results Approval meetings should submit the documentation using a lever arch folder.  When forms are being completed, where documents contain a list of learner’s names, the learner names must be recorded / listed in alphabetical order (by surname) and by module code in numerical code order, consistently throughout all the documents.

· Assessors should use red pen when recording marks/grades awarded on assessment scripts, Internal Verifiers should use green pen.

· This checklist to be retained with the results pack.

The following checks to take place prior to External Authentication

	Contractor/Provider Name: 
	
	
	
	
	PLSS/Contract No: 
	
	
	
	
	Course Code:
	    
	

	
	
	1st Check
	Recheck*
	

	No.
	QUESTION
	Yes
	No
	N/A
	Yes
	No
	Note any issues identified & Follow Up

	
	Documentation Checks
	

	1
	Has the Course Summary Assessment Sheet and Results Approval (Form 7) been completed fully and accurately?
	(
	(
	(
	(
	(
	

	2
	Was the correct version of the assessment instruments used?  
	(
	(
	(
	(
	(
	

	3
	Was the correct number of test packs returned?   
	(
	(
	(
	(
	(
	

	4
	Have all the assessment documents including model answers been returned?   
	(
	(
	(
	(
	(
	

	5
	Where digital evidence has been submitted as part of the assessment evidence, is it an accurate copy of the learner’s evidence that is retained on the USB keys? 
	(
	(
	(
	(
	(
	

	6
	Is there evidence on the scripts to show that they have been assessed? 
	(
	(
	(
	(
	(
	

	7
	Have the totals been added up correctly?
	(
	(
	(
	(
	(
	

	8
	Has the correct grade been applied?
	(
	(
	(
	(
	(
	

	9
	Is the overall result on the front page of learner script?
	(
	(
	(
	(
	(
	

	10
	Is the award requested in line with the ETB validated programme?
	(
	(
	(
	(
	(
	


*Note: Only tick the specific line item in the recheck column when a recheck is required 
	
	
	1st Check
	Recheck*
	

	No
	QUESTION
	Yes
	No
	N/A
	Yes.
	No
	Note any issues identified & Follow Up

	11
	For Assessment Instrument Specifications (AIS), are the results transferred/transcribed correctly throughout all documents i.e. 

· from the scripts to the Assessment Sheets

· from the Assessment Sheets to the Summary Assessment Sheets and 

· from the Summary Assessment Sheets to the Form 4

Are the assessment sheets and summary assessment sheet signed/dated?
	(
(
(
(

	(
(
(
(

	(
(
(
(

	(
(
(
(

	(
(
(
(

	

	
	Assessment Report & Sign In Sheet (form 5)
	
	
	
	
	
	

	12
	Is there a signed & dated Assessment Report & Sign In Sheet (form 5) for each event? 
	(
	(
	(
	(
	(
	

	13
	Was a Seating Plan returned, where appropriate?
	(
	(
	(
	(
	(
	

	14
	Where issues/non-conformances were identified/recommended in the report, were they logged on the Assessment Incident Report (form 6) and submitted as appropriate?
	(
	(
	(
	(
	(
	

	15
	Were there any issues/recommendations made by the assessment supervisor/assessor for the attention of the Results Approval Panel?
	(
	(
	(
	(
	(
	

	
	Checks for Learner Evidence
	
	
	
	
	
	

	16
	Where exemptions (credits for other certification) apply, is the correct documentation in the Portfolio to verify this?
	(
	(
	(
	(
	(
	

	17
	Is there a signed statement in the portfolio indicating that the work is the learner’s own?
	(
	(
	(
	(
	(
	

	18
	Is there evidence that deadline dates for the submission of Assessment Evidence were issued to learners? (form 3)
	(
	(
	(
	(
	(
	

	19
	Is there evidence that feedback/provisional results were given to learners? (form 11)
	(
	(
	(
	(
	(
	

	
	Internal Verification
	
	
	
	
	
	

	20
	Were these assessment events notified to the TSO?
	(
	(
	(
	(
	(
	

	21
	Were any of the assessment events selected and scheduled for

· I. V. on the Conduct of Assessment Process (form 9)
· Peer Review (form 10)
	(
(
	(
(
	(
(
	(
(
	(
(
	

	
	
	1st Check
	Recheck*
	

	No
	QUESTION
	Yes
	No
	N/A
	Yes
	No
	

	22
	Were the forms returned, completed fully, signed & dated:
	(
	(
	(
	(
	(
	

	23
	Were there any issues/non-conformances identified and logged on the Assessment Incident Report & submitted as appropriate? (form 6)
	(
	(
	(
	(
	(
	

	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Rechecks/Reviews
	
	
	
	
	
	

	24
	Were rechecks/reviews requested and what was the outcome of the process
	(
	(
	(
	(
	(
	

	
	Results Approval Meeting
	
	
	
	
	
	

	25
	Have any issues/recommendations been summarised for the Results Approval Panel?
	
	
	
	
	
	


*Note: Only tick the specific line item in the recheck column when a recheck is required

Second Provider/Contractor Declaration:
I confirm that all the supporting documentation relating to this results submission has undergone 100% Internal Verification of Results check, any anomalies identified have been addressed where appropriate.  

	Signed on behalf of Provider/Contractor by:
	
	Print name
	Position
	Date


For completion by Training Standards Office as required:

I confirm that all the supporting documentation is attached and has been checked for submission to the Results Approval Panel.

	Signed by:


	
	Print name
	Date
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