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OCR verified qualifications template recording forms
RD01 to RD11
Introduction

A reliable system must be in place for recording assessment and quality assurance decisions.

Centre records are required to facilitate external verification. They must be securely retained by the centre for a minimum of three years following candidate achievement of the qualification or units. 
Records can be in any format but must overall, as a minimum, record the following information:

· the candidate’s name and location

· the title and level of the qualification they are taking

· the candidate’s start date on the programme and confirmation of candidate registration
· the name of the centre assessor

· the name of the internal quality assurance personnel

· the date and outcome of the initial assessment of the candidate

· dates and details of candidate reviews and feedback sessions

· assessment method(s) used

· dates of all assessments and their outcomes (that is, the decision whether the candidate has met the requirements or not) cross-referenced to the unit

· enough detail of the assessments to justify the decision made

· dates and outcomes of internal quality assurance

· action resulting from internal quality assurance

· candidate’s achievement(s).

OCR has produced the following forms to capture this information.  If centres do not wish to use the OCR recording forms they can use their own, provided that these capture similar information to the OCR recording forms and are acceptable to the centre’s OCR External Verifier.  
· RD01 Candidate profile
· RD02 Sample signatures of centre assessment team

· RD03 Record of Unit Achievement 
· RD04 Index of Evidence 
· RD05 Record of Assessment Planning
· RD06 Record of Assessment Feedback
· RD07 Record of Internal Quality Assurance Feedback 
· RD08 Record of Witness/Expert Witness 
· RD09 Record of Observation/Professional Discussion/Questioning 
· RD10 Evidence Record Sheet
· RD11 Record of Internal Quality Assurance 

RD01 Candidate profile
	OCR qualification title and code:
	


	Centre details

	Centre number:
	

	Centre name:
	

	Candidate details

	Candidate name:
	

	OCR Candidate number: 
	

	Place of work:
	

	Outline of job role:
	

	Date enrolled with centre:
	

	Date entered with OCR:
	

	Date of initial assessment:
	

	Units selected for qualification:
	

	Assessor:
	

	Internal Quality Assurer:
	


RD02 Sample signatures of centre assessment team

	Centre number and name:
	

	Year:
	


	Name
	Position (assessor IQA, witness, expert witness)
	Assessor or Verifier qualifications held
	Signature
	Qualification Code

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Centre Coordinator name:
	

	Centre Coordinator signature:
	


RD03 Record of unit achievement 
	OCR qualification title and code:
	

	Centre number and name:
	

	Candidate:
	


	Unit number
	Unit title
	Assessor initials
	Date signed off by assessor
	IQA initials (where sampled)
	Date unit sampled by IQA

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


RD04 Index of evidence
	OCR qualification title and code:
	

	Centre number and name:
	

	Candidate:
	


	Evidence reference
	Evidence title and description
	*Key
	Location if not included in portfolio of evidence

	
	
	
	


* Assessment method key: O= observation of candidate, EP = examination of product, EWT = examination of witness testimony, ECH = examination of case history, EPS = examination of personal statement, QC = questioning of candidate, QW = questioning of witness, EWA = examination of written answers to questions, PD = professional discussion, ARP = examination of assignment/project/report. 

RD05 Record of assessment planning
	OCR qualification title and code:
	

	Centre number and name:
	

	Candidate:
	

	Assessor:
	


	Proposed activity/evidence to be produced
	Units/ACs to be covered
	Target date

	
	
	

	Comments from assessor and candidate





(Continued…)
(Continued…)
	Assessor’s feedback



	Comments from candidate



	Planned actions




	Signature of candidate:
	
	Date:
	

	Signature of assessor:
	
	Date:
	

	Signature of IQA (if sampled):
	
	Date:
	


RD06 Record of assessment feedback
	OCR qualification title and code:
	

	Centre number and name:
	

	Candidate:
	

	Assessor:
	

	Unit(s):
	

	Formative or summative feedback:
	


	Assessor’s feedback


	Comments from candidate


	Planned actions



	Signature of candidate:
	
	Date:
	

	Signature of assessor:
	
	Date:
	

	Signature of IQA (if sampled):
	
	Date:
	


RD07 Record of internal quality assurance feedback 
	OCR qualification title and code:
	

	Centre number and name:
	

	Candidate:
	

	Assessor:
	

	Unit(s):
	

	Formative or summative feedback:
	


	
	Yes
	No
	Internal Quality Assurer’s comments

	Has appropriate and sufficient assessment planning taken place?
	
	
	

	Is the assessment method appropriate?
	
	
	

	Does the evidence address all of the assessment criteria within the unit(s)?
	
	
	

	Does the evidence meet the evidence requirements?
	
	
	

	Has the evidence been clearly cross-referenced and gathered over a sufficient period of time?
	
	
	

	Was feedback to the candidate constructive and developmental?
	
	
	

	Do you agree with the assessment decision?
	
	
	

	Feedback to Assessor:





(Continued…)
(Continued…)
	Internal Quality Assurer:
	
	Date:
	


	Action to be taken to be resubmitted:



	Comments from assessor:


	Date for resubmission:




	Action completed

	Internal Quality Assurer:
	
	Date:
	

	Assessor:
	
	Date:
	


RD08 Record of witness/expert witness
	OCR qualification title and code:
	

	Centre number and name:
	

	Unit number and title:
	

	Candidate:
	

	Assessor:
	

	Internal Quality Assurer:
	


	Type of activity undertaken  and date when activity undertaken (please provide full and specific details of the activity)


	Comments





(Continued…)
(Continued…)
	I confirm that the learner has carried out the activities described above independently.  

	Witness name:
	

	Witness status (for Key see below):
	

	Witness contact address:
	

	Witness telephone number:
	

	Witness signature:
	

	Date:
	


	Key

	Status of witness:
	A


An assessor, occupationally competent (but not responsible 

for the assessment of the candidate)

B

An assessor who is not occupationally competent

C 

Not an assessor, but occupationally competent and familiar 
with the standards (eg line manager, colleague)

D 

Not an assessor, but occupationally competent and not 
familiar with the standards (eg supplier)

E 
Not an assessor, not occupationally competent and not    
familiar with the standards (eg customer)


RD09 Assessor record of observation/professional discussion/questioning
	OCR qualification title and code:
	

	Centre number and name:
	

	Unit number and title:
	

	Candidate:
	

	Assessor:
	

	Internal Quality Assurer:
	


	Type of activity undertaken and date when activity undertaken (please provide full and specific details of the activity)


	Assessment criteria covered by the activity





(Continued…)
(Continued…)
	An explanation of how the activity met the specified assessment criteria 


	Candidate’s comments


	I confirm that the learner above has achieved each of the Assessment Criteria listed whilst carrying out the described activity.  

	Assessor signature:
	
	Date:
	


RD10 Evidence record sheet (one to be completed for each unit of the qualification)
	OCR qualification title and code:
	
	Candidate
	

	Centre number and name:
	
	Assessor:
	

	Unit number and title:
	
	Internal Quality Assurer:
	


	Evidence

reference

or location
	Evidence title
	Assessment method
	Assessment Criteria

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Assessment method key: O = observation of candidate, EP = examination of product; EWT = examination of witness testimony; ECH = examination of case history; EPS = examination of personal statement; EWA = examination of written answers to questions; QC = questioning of candidate; QW = questioning of witness; PD = professional discussion


I confirm that the evidence provided is a result of my own work.

	Signature of candidate:
	
	Date:
	


I confirm that the candidate has met all of the assessment criteria for this unit in full.
	Signature of assessor:
	
	Date:
	

	Countersignature of qualified assessor (if required):
	
	Date:
	

	IQA initials (if sampled):
	
	Date:
	

	Countersignature of qualified IQA (if required):
	
	Date:
	


RD11 Record of internal quality assurance 
	OCR qualification title and code:
	

	Centre number and name:
	

	Internal Quality Assurer:
	


	Internal Quality Assurer signature:
	
	Date:
	


The Internal Quality Assurer’s sampling strategy should cover the following:  

· direct observation of assessment practice all assessors

· all assessment sites

· candidate interviews
· a wide range of candidates

· all units

· all assessment methods

The Internal Quality Assurer must sample an increased number of assessment decisions by new or newly qualified assessors.  

In the box below, please explain your sampling strategy for the qualification.
	



(Continued…)

(Continued…)
	Candidate name
	Assessor name
	Assessment site
	Assessment method (see Key below)
	Candidate interviewed Y/N)
	Unit - Formative IQA
	Unit - Summative IQA

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Assessment method key: O = observation of candidate, EP = examination of product; EWT = examination of witness testimony; ECH = examination of case history; EPS = examination of personal statement; EWA = examination of written answers to questions; QC = questioning of candidate; QW = questioning of witness; PD = professional discussion

	List any action resulting from internal quality assurance
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