INTERNAL VERIFICATION REPORT ON THE CONDUCT 
OF THE ASSESSMENT PROCESS
(Checklist and Comment Form)

	GENERAL INFORMATION

	Training/ Programme Type


	TC
	NT
	CT
	Community
	SBA
	NGA
	CSCS/QSCS
	

	
	
	
	
	
	
	
	
	

	Approved ATO Number 
(as appropriate)
	

	Date of verification
 
	
	Time of verification 

	Course/ Project Name
	

	Course/ Project Code
	
	PLSS/Contract Number
	

	Second Provider Company Name
	

	Second Provider Company Address
	

	Assessment location 

Address
	
	Is this the same address as:  

	
	
	Training Location

Yes    No



	
	
	

	Module title
	 

	Assessment title
	
	Module & Assessment code
	

	
	
	
	

	Assessment Supervisor Name
	 

	SECTION 1

	Q.1
	For the Assessment event
	 Comment

	1.a)
	Was the Programme Descriptor/Training Specification (QA58/01) available at the training location.
	Yes


	No


	

	1.b)
	Are all necessary materials, equipment and resources to conduct the assessment at the location?
	Yes


	No


	

	1.c)
	Was the test pack secure and did it contain all the necessary documentation for the assessment event?
	Yes


	No


	
	

	1.d)
	Is there a seating plan for the assessment event & is the layout appropriate for the assessment?
	Yes


	No


	N/A


	
	

	1.e)
	Where any computers or other devices were used to conduct the assessments, were they synchronised with the actual year, month, date and time (GMT)?
	Yes


	No


	N/A


	

	1.f)
	Did the Assessment Supervisor have a copy of the rules/regulations governing assessment?
	Yes


	Yes


	


	SECTION 2

	Q.2
	The Assessment event
	 Comment

	2.a)
	Did all learners taking the assessment sign the attendance sheet?
	Yes


	No


	N/A


	

	2.b)
	Was the correct version of the assessment used?  
	Yes


	No


	N/A


	

	2.c)
	If the test is a repeat, is the test paper an alternative version to previous version used?
	Yes


	No


	N/A


	

	2.d)
	Did each learner receive:

Necessary documentation & materials.
specific instruction regarding conduct during assessment event.

Assessment Start & Finish times.
	Yes




	No




	N/A




	

	2.e)
	Was advance approval obtained for any learner assessment support?
	Yes


	No


	N/A


	

	2.f)
	Where assessment support personnel present & were they briefed.
	Yes


	No


	N/A


	

	2.g)
	Was anyone else present during the assessment event.
	Yes


	No


	N/A


	

	2.h)
	Was a second person in attendance at the venue (external to training centre) during the assessment event.
	Yes


	No


	N/A


	

	2.i)
	Were there any Health and Safety concerns?
	Yes


	No


	N/A


	

	SECTION 3

	Q3
	During the Assessment
	Comment

	3.a)
	Were learners supervised at all times, where applicable?
	Yes


	No


	N/A


	

	3.b)
	Did the assessment supervisor provide any technical advice relating to the assessment (other than clarification of instructions)?
	Yes


	No


	N/A


	

	3.c)
	Did the learners: 
Receive notification of the time remaining?

Cease work when assessment time concluded.

Sign & date all written work.
	Yes




	No




	N/A




	

	3.d)
	Was all assessment documentation collected at assessment end?
	Yes


	No


	N/A


	

	3.e)
	Were all assessment papers & practical work identified correctly?
	Yes


	No


	N/A


	

	3.f)
	Was the attendance sheet signed off by the Assessment Supervisor?
	Yes


	No


	N/A


	

	3.g)
	Were any unforeseen event(s) during the assessment dealt with in accordance with assessment rules/regulations?
	Yes


	No


	N/A


	

	3.h)
	Was there any breach or suspected breach of assessment regulations?
	Yes


	No


	N/A


	


	SECTION 4

	Q4
	Assessment Documentation/Records 
	Comment

	4.a)
	Were there any anomalies identified in the supervisor and/or learner test/assessment instructions?
	Yes


	No


	N/A


	

	4.b)
	Was the Assessment Supervisor’s part of the Report completed and signed?
	Yes


	No


	N/A


	

	4.c)
	Were arrangements in place for secure storage of records/assessments including practical evidence after the test?
	Yes


	No


	N/A


	

	4.d)
	Where requested by ETB Training Centre, were previous continuous improvement actions implemented?
	Yes


	No


	N/A


	


	SECTION 6

	Details of persons met in conducting the internal verification of process:

	Name
	 Position/Function 

	
	

	
	

	
	

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

	

	Summary of Internal Verification findings:

	

	Continuous improvements recommendations:

	


	Copy of report given to:
	Name
	
	Date
	

	
	Job Title
	
	
	

	
	Name
	
	Date
	

	
	Job Title
	
	
	

	Are there any corrective/ preventative action arising?      Yes No
Please comment:


	Internal Verifier Name: print name
	

	Internal Verifier signature:
	Date:

	Assessment  Supervisor signature:
	Date:
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