Senior Assessor Mentor
Active Careers through
On-Job Qualiﬁcations

Name:

SKILLS ACTIVE ASSESSORS
The heart of industry training

Handbook

Active Careers through
On-Job Qualifications

Contents
Page
Welcome

2

Introduction

3

1. Support the selection, registration and scope approval of new
assessors

7

2. Assess and mentor new assessors

19

3. Involvement in assessor moderation activities

25

4. Assist in the approval of assessor scope extensions

27

5. Provide technical support with Consent to Assess Applications

31

6. Best practice assessment and moderation principles

33

Welcome
Congratulations on being chosen by Skills Active to
become a Senior Assessor Mentor (SAM)!
Welcome to the Skills Active team. We really appreciate your willingness to contribute your
considerable skills, knowledge and experience to our assessment processes as a SAM.
Your role is one of the most crucial parts in ensuring we have a robust system to ensure quality
graduates from our qualifications. You have been chosen for this role because of your depth of
industry experience and good judgement exhibited over a number of years.
We have compiled the following handbook to help you understand the SAM role and what
is expected. Please feel free to discuss any of this with our Skills Active staff to ensure
understanding, and if you have any suggestions for improvement we welcome them at any time.
Thanks again for getting involved in this process to help provide a skilled, qualified workforce in
the sport, fitness, recreation and performing arts industries in New Zealand.

SKILLS ACTIVE ASSESSORS
The heart of industry training
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Introduction
This handbook provides helpful tools and reference information for your role as a Senior
Assessor Mentor (SAM) for Skills Active.
Forms you will use are included in the relevant sections, and you can also download them from
your online SAM Hub at www.skillsactivator.org.nz, if you prefer electronic copies.
This handbook has been updated to reflect the changes to the assessor registration process
implemented in 2020. These changes include trainee assessors achieving unit 30421, Carry
out assessment against standards to make judegments of learner performance as part of the
registration process. Assessors will then be encouraged to complete the full NZC in Assessment
Practice (Level 4) within their first 12 months.

Overview of SAM responsibilities
Skills Active Senior Assessor Mentors (SAMs) are in place to support the overall robustness and
integrity of the Skills Active Assessor training and registration process, and to provide expert
advice specific to their industry/sector. The six responsibilities of a SAM are to:

Assess and
mentor new
assessors
Support
the selection,
registration and
scope approval of
assessors

Involvement
in assessor
moderation

Skills Active
SAM roles

Provide
technical support
for Consent to
Assess

Assess RCC
(Recognition
of Current
Competence)
Assist in approval
of assessor scope

In addition, SAMs may be called upon to contribute to the development of qualifications,
pathways and learning/assessment resources as required.
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SAM requirements
SAMs are required to be:
•

a registered Skills Active assessor

•

actively assessing accepted industry standards for at least two years

•

a recognised role-model within the sector

•

committed to the development of the sector and individuals within the sector

•

available to fulfil the obligations of the SAM contract, including participation in professional
development opportunities.

SAMs are required to have:
•

well-developed verbal and written communication skills

•

current expertise and scope in the appropriate sector qualifications or provide evidence to
meet the Assessor Specific Requirements for a particular assessor scope

•

participated regularly with and complied with moderation activities with Skills Active

•

recent working knowledge of sector issues

•

strong networking skills to engage or develop a mechanism for communicating with and
gaining feedback from industry stakeholders within their sector.

SAMS are also required to have a good understanding of:
•

unit standard 30421 – requirements, guidance information, range statements and the
implications of these

•

unit standards are the foundation of all assessments, this knowledge will help support
discussions with your new assessor when selecting the resources most suitable for their
training

•

workplace assessment processes relevant to the trainee assessor

•

high quality assessor mentoring, and what this ‘looks like’ in action

•

assessing by observation to ensure quality and consistency are captured

•

“community of assessors” – the benefits for workplaces, assessors, trainees
•
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create and maintain the community by contributing in your workplace(s)

•

self-refection and development for ‘me as a SAM’?

•

assessment resources and supporting materials relevant to the trainee assessor.
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Key competencies of a SAM
SAMs must meet the following competencies:
•

Hold US 30421, 30422 and 30423 (New Zealand Certificate in Assessment Practice (Level 4).

•

Have been actively assessing for a minimum of 2 years.

•

Have applied knowledge and experience in teaching, learning and/or competency-based
assessment in a provider or workplace environment.

•

Understand the principles and processes that ensure quality of assessment and consistency
of decisions as described in NZQA best practice documents.

•

Have experience in the sector from which the trainee assessor will assess in.

•

Have an understanding of Skills Active assessment and moderation polices, processes,
resources and relevant qualifications.

5
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1. Support the selection,
registration and scope approval
of new assessors

7

Assessor selection and
registration
As a SAM you must understand Skills Active’s process to select and register assessors.

Applying to become a Skills Active Registered Assessor
Steps to become a Skills Active registered assessor:
1. Application and Proposed Scope – prospective assessors must complete the Skills Active
Assessor Application Form (available on www.skillsactive.org.nz).
2. Selection for Assessor training and confirmation of scope.
3. Attend Assessment Practice Workshop (face to face or webinars).
4. Complete good assessment practice written questions.
5. Prepare for assessment (supported by the SAM).
6. Complete observed assessment with SAM.
7. Complete final reflections and meet with SAM for feedback.

Note:
•

Once registered, all assessors must participate in annual moderation activities with other
assessors and Skills Active.

•

New assessors are mentored by their SAM and remain current by carrying out assessment
regularly and participating in moderation and up-skilling activities such as assessor refresher
workshops.

•

Assessors must re-register every three years.

Please see diagram on the following page for more detail and possible time frames.
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Process to become a Skills Active Registered Assessor
SAM RESPONSIBILITIES/FEES

TASK 1
Good assessment practice

SAM makes contact with trainee
assessor within 1 week of the workshop
and starts the mentoring process.
Completes assessment of written
questions.

TASK 2
Prepare for assessment

Supports trainee assessor to complete
task 2. Agrees which assessment
activities will be observed and
completes SAM pre-assessment check.

TASK 3
Complete observed
assessment with SAM

SAM observes assessment, completes
post assessment feedback and
documents any further actions.

TASK 4
SAM’s final check’s

SAM completes task 4 providing the
trainee assessor with a post assessment quality assurance report and final
checklist. Completes credit reporting
for trainee assessor.
Payment: $500

Gain full Assessor Registration
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Step 2:
Assess the trainee

Step 1:
Prepare yourself and the trainee for the assessment

Guide to planning and
conducting the Assessment
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•

Is prepared for the assessment.

•

Is familiar with the assessment resources and ensures they are fit for
purpose.

•

Seeks clarification or provides feedback if on resources (as required).

•

Reads the unit standards covered in the assessment.

•

Plans an assessment that uses tasks that are fit for purpose.

•

Establishes a positive relationship with the trainee.

•

Completes a pre-assessment check with the trainee.

•

Ensures that the trainee is ready for assessment.

•

Checks if the trainee has any special needs that need to be
accommodated in the assessment.

•

Identifies any requirement for an Evidence Verifier.

•

Prepares the Evidence Verifier.

•

Books, prepares and checks the assessment environment meets the
assessment conditions and is safe.

•

Respects the trainees privacy and right to confidentiality.

•

Is able to identify and address any actual or potential conflicts of
interest.

•

Manages the assessment process so it can occur within the agreed
timeframe and as per the agreed preparation.

•

Assessment occurs as per the agreed preparation.

•

Manages any deviations to the preparation with minimal disruption to
all.

•

Checks that all evidence is available and ready for assessment.

•

Gives clear instructions to the trainee and any other people involved in
the assessment.

•

Uses clear open questions where appropriate.

•

Collects evidence that is valid, consistent, reliable, authentic,
sufficient, current and equitable.

•

Gives feedback to the trainee throughout the assessment when
appropriate.
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Step 2:
Assess the trainee
Step 3:
Provide and receive structured feedback
Step 4:
Record keeping and
reporting credit

•

Does not lead the trainee.

•

Positions themselves in a non-intimating and non-invasive manner.

•

Completes all required assessment activities.

•

Maintains a record throughout the assessment (written notes,
photographs, video etc).

•

Remembers the unit standard level descriptors being careful not to
over assess.

•

Asks for further evidence if required.

•

Respects the trainees privacy and right to confidentiality.

•

Is able to address any conflicts of interest that may arise.

•

Informs the trainee of the assessment decision.

•

Carries out assessment in accordance with legislative and regulatory
requirements.

•

Conducts the assessment in a culturally safe and inclusive manner, in
accordance with the trainees needs.

•

Follows and complies with the Skills Active Assessor Code of Practice.

•

Ensures that they have a quiet and private space to provide feedback
in timely manner.

•

Asks the trainee how they felt they went during the assessment.

•

Allows the trainee time to self-reflect on their own performance.

•

Gives feedback to the trainee that is specific to their performance.

•

Gives feedback that is respectful of the trainees diversity and cultural
differences.

•

Gives the trainee feedback on areas that they did well in.

•

Gives the trainee feedback on areas to keep working on.

•

Allows the trainee an opportunity to respond to the feedback given.

•

Asks the trainee for any feedback on their own performance as an
assessor.

•

Records all feedback.

•

Completes all of the administration specific to the assessment.

•

Ensures that all parties have completed any required administration.

•

Ensures all required signatures, dates, ticks and comments are
completed.

•

Stores all assessment documentation is appropriately to ensure the
trainee’s privacy.

•

Correctly completes credit reporting within a timely manner.
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Step 5:
Review your
assessment process
Step 6:
Moderation
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•

Seeks and receives feedback from trainees and other parties involved
in the assessment process.

•

Reflects on their own performance as an assessor regularly.

•

Uses other and own reflections and feedback to identify areas for
future improvement.

•

Makes and carries out plans for improving own performance.

•

Understands the processes and practices of quality assurance.

•

Only uses pre-moderated assessment materials.

•

Participates in moderation on an annual basis.

•

Uses moderation feedback to improve own practice.
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Selection of assessor
applications
As a SAM you are required to have extensive industry and competency-based assessment
experience. As part of the Assessor Registration process at Skills Active, application forms may
need to be reviewed by a panel before they are approved.
Your input on this panel from an industry and assessor perspective adds robustness to the
assessor selection process and will ensure that Skills Active assessors are suitable to assess the
unit standards/qualification(s) in their proposed scope.
As part of the Assessor Application form, prospective assessors need to provide the following
information, which is reviewed by the panel:
•

Completed Assessor Application Form.

•

Industry/workplace demand for an assessor.

•

Proposed assessor scope (what unit standards/qualification(s) will they be assessing.

•

Details of the unit standards they will assess to complete their Assessment Practice
Assessment and gain US 30421.

•

Employment history, qualifications and logged experience – all of which must meet Assessor
Specific Requirements for the qualification(s) in their proposed scope.

•

Endorsements: professional references, Skills Active representative and workplace manager.

Attributes of a Skills Active Registered Assessor
It is expected that registered assessors have the following attributes/qualities:
•

Are respected and have a high standing among their peers and superiors in their workplace/
industry.

•

Have industry credibility and mana.

•

Meets all Assessor Specific Requirements for their proposed scope.

•

Have the required qualifications and/or experience in the areas/sectors in their proposed
scope.

•

Their Assessor Application is supported by their manager/employer and a Skills Active
representative.

13

Assessor scope requirements
All assessors must have a scope, which is listed as a qualification or qualifications. Scopes are
approved by Skills Active and input from SAMs may be required as part of the scope approval
process. Assessors must only assess within their approved scope at all times.
For full details on the Assessor Specific Requirements for all sectors and qualifications, go to
www.skillsactive.org.nz. An example of an ASR is given below.
These requirements are agreed on and set by the relevant sector groups. All applications to
become an assessor must follow the 6-step process, but each sector has specific requirements
within these 6 -steps.
If you have questions about these requirements, please contact the Quality Solutions Team
Leader at Skills Active.
ASSESSOR SPECIFIC REQUIREMENTS

NZC in Business (First Line Management)- FLM level 4
ASSESSOR SPECIFIC REQUIREMENTS
STEP 1:
APPLICATION AND PROPOSED SCOPE
STEP 2:
SELECTION

STEP 3:
TRAINING AND ASSESSMENT
STEP 4:
REGISTRATION AND CONFIRMATION
OF SCOPE
STEP 5:
MODERATION
STEP 6:
MENTORING AND CURRENCY

Scope extensions
Assessor Specific Requirements: FLM4

 Complete Skills Active Assessor Application Form
 Reference or attestation from workplace/industry confirming the need for assessor in
workplace/industry
 Hold NZC in Business (First Line Management) Level 4
OR
 Attestation for Assessor Scope Approval Form (to demonstrate equivalent skills and knowledge)
Plus
 CV with evidence of minimum two years experience at a management Level
 Minimum two years recent experience assessing unit standards
 Complete Skills Active Assessor Workshop and Assessment
 Registration and scope confirmed
 Engage in Skills Active Moderation annually





Ongoing contact with Skills Active Learning Support Advisor (LSA)
Complete Skills Active Moderation and Refresher Training
Provide evidence of ongoing professional development
Complete Assessor re-registration process every three years

Updated July 2018
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Once registered with an initial scope, assessors can, in time and if required, apply for a Scope
Extension, which allows them to have more unit standards/qualifications in their scope.

SAM role in assessor
application and proposed
scope approvals
When Skills Active receive an Assessor Application form it will be checked (screened) for
completeness and compliance with the Assessor Specific Requirements for their proposed
scope. The application and supporting documents (papers) may be sent to the SAM for
approval.
In some cases the services of a SAM may be required for the approval of Assessor Applications.
This could be when ‘equivalent knowledge and skills’ needs to be evaluated and the technical
skills of a SAM is required.
Should SAM assistance be needed Skills Active will contact the SAM who is most appropriate
to assist in the approval process. The SAM will be chosen on the basis of one or more of the
following factors:
•

Industry/sector specific experience and their own assessor scope.

•

Geographical location.

•

SAM workload (Skills Active will ensure workload is shared as equally as possible among
SAMs taking into allowance other factors listed above).

Process
On receipt of an Assessor Application and supporting documents (papers), the SAM will have
one week to make a decision about approval and return the application with recommendations
to Skills Active.
SAM receives copy of assessor application documents and analyses. Includes determining
industry/assessors workplace needs for an assessor, prospective assessor’s industry knowledge,
experience and abilities/attributes and that they meet the Assessor Specific Requirements for
proposed scope.
SAM completes the Assessor Application Approval Form (see copy on next page) ‒ this form is
available to download on www.skillsactive.org.nz.
Once Assessor Application has been approved, the prospective assessor can attend an
Assessment Practice Workshop and complete their assessment to become a Registered Skills
Active Assessor.
If for any reason the Assessor Application is not approved, Quality Solutions Team Leader will
contact the SAM to discuss and identify the issues.

Assessor application process
STEP 1

STEP 2

STEP 3
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SAM receives copy of assessor application documents.

SAM completes Assessor Application Approval

Approved

Not approved

Applicant can
proceed in process
to become a
Registered Skills
Active assessor

Skills Active
discusses with SAM

Assessor application approval form

SKILLS ACTIVE ASSESSORS
The heart of industry training

Assessor Application Approval Form
To be completed by Senior Assessor Mentor (SAM) and returned to assessors@skillsactive.org.nz

Name of applicant:
Senior Assessor Mentor Details
Name:
Phone

Email:

I confirm that:
the assessor application and supporting documents meets all the Assessor Specific
Requirements for the proposed scope
the applicant has the required attributes/ qualifications/experience for their proposed scope
the applicant is suitable to assess the unit standards/qualifications in their proposed scope
Approved for assessor training

Yes

No

Please provide reason(s) why application not approved

Proposed Scope and comments

SAM signature:

Date:
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2. Assess and mentor new
assessors

Assessor training
Once an assessor application has been approved, the applicant can attend an Assessment
Practice workshop. These workshops will either take place face to face or on-line via webinars.
Skills Active Assessor workshops are held frequently throughout the year. Upcoming workshop
dates and locations are available on www.skillsactive.org.nz.
These workshops are interactive and allow time for trainee assessors to practice assessment
techniques and processes.
Topics covered in these workshops include:
•

what is industry training, and who is involved?

•

what is Skills Active?

•

assessor responsibilities

•

assessment relationships – trainee, verifier, assessor

•

New Zealand qualifications and unit standards

•

the 6-step assessment process

•

what is evidence and how is it recorded?

•

familiarisation with Skills Active assessment resources

•

understanding competency

•

6 qualities of evidence (sufficiency, validity, authenticity, consistency, reliable, current and
equitable)

•

the attributes of a good assessor

•

post-assessment moderation

•

Skills Active Assessor Code of Practice

•

planning assessment activities relevant to proposed scope

•

preparing for own assessment to become a registered assessor.

Training and assessment resources provided
Trainee assessors will receive the following resources:
•

Information book

•

Assessment book

While the workshop covers much of the Info Book content, it is expected that those participating
in the workshop will read the Info Book in their own time and refer to it when needed.
The Assessment Practice Assessment contains the tasks trainee assessors must complete to
gain the following unit standards:

20

Senior Assessor Mentor Handbook 20200702 v2 © Skills Active

New Zealand Certificate in Assessment Practice (Level 4)
Unit

Name

30421

Carry out assessments against standards to make
judgements of learner performance (v1)

Level

Credit

4
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•

SAMs will assess trainee assessors against this unit standard.

•

SAMs will receive a copy of the Assessor Guide for this assessment, an Assessment Practice
Info Book and Assessment.

When trainee assessors have completed an Assessment Practice workshop, they will assess
trainees in their workplace, following the instructions in their Assessment Practice Folder.
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Once the trainee assessor has completed an Assessment Practice workshop, they will complete
some written questions about good assessment practice before planning for and assessing
trainees in their own workplace with your support.
You will assess their written questions before helping them to identify the unit standards and
assessment tasks to be observed. The trainee assessor will get in touch with their SAM to
confirm that they are ready for their assessment, and to arrange when the SAM will observe
them conducting their assessment(s).
Note: There may be occasions when an observed visit is not required for e.g. New Zealand
Certificate in Business Administration and Technology (Level 3), where it may be more
appropriate to use an evidence verifier. The SAM will use their judgement around this.
When the trainee assessor submits all evidence for their assessment, the SAM will assess them
against Unit Standard: 30421.
A schedule of fees can be found at the back of this handbook.

Using Skills Active resources
Trainee assessors must use Skills Active assessment resources when assessing their own
trainee(s). Skills Active provides modularised, integrated assessment resources for all of the
qualifications we offer. Many of these assessments also have supporting training material in the
form of info books or info sheets (which are smaller learning bites):
•

Modularised: When a trainee signs up for a qualification, their Learning and Assessment
Plan (LAP) will usually include multiple assessment modules.

•

Integrated: These modules usually consist of integrated assessment. This is when similar
unit standards or outcomes/elements are assessed together, to reduce duplication and overassessment.

Assessment resources and Assessor Guides have all been pre-assessment moderated,
so assessors can rest assured that the assessment tasks within them meet Skills Active
requirements (and the requirements of NZQA/other ITOs as applicable).

Resource reviews and updates
Unit standard versions are current in Skills Active resources at the time of publication.
Sometimes there will be a newer version of a unit standard on the NZQA website than is referred
to in resources.
Skills Active regularly reviews and updates resources, and checks unit standard versions. We
also welcome feedback from SAMs, assessors and trainees on resources, and all feedback
received is processed during these reviews. As you are experts in your industry we may also
contact you to assist us in reviews.

22
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Senior Assessor Mentor
Assesses the Trainee Assessor
assessing their Trainee

Trainee Assessor
Assesses the Trainee using Skills
Active assessment tools

Trainee
Is assessed by the Trainee Assessor

New assessors will become registered when:
•

The trainee assessor has successfully completed their Assessment Practice training and
assessment

•

Their SAM has completed the credit reporting for unit standard: 30421.

23
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3. Involvement in assessor
moderation activities
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Skills Active moderation
Moderation is a quality assurance process that ensures the assessment activity conducted by
Skills Active Registered Assessors is fair, valid and consistent.

Post-assessment moderation
The post-assessment moderation process monitors assessment to ensure it is valid, consistent,
fair and sufficient. The key principles that underpin the Skills Active moderation programme are:
•

commitment to the provision of quality training opportunities for our industry

•

working in partnership and fostering relationships based on trust and professional ethic

•

working with industry experts to ensure training and assessment is current, relevant and
technically correct.

How will post-assessment moderation be conducted?
Depending on the sector, this could include:
•

postal moderation

•

assessor forums

•

observed assessment moderation.

Postal moderation
Skills Active will request samples of completed assessment materials from assessors. These
samples will be moderated by a Skills Active Moderator and a written moderation report
completed.

Assessor forums
Assessors will be required to attend a sector-specific assessor forum. These forums provide
an opportunity for assessors to gain and share information, obtain agreement on assessment
standards and judgements, develop and maintain assessment knowledge and skills necessary to
meet industry needs.
Assessor forums will be developed and delivered in consultation with the relevant industry body
and where possible will include input from SAMs.

Observed assessment moderation
Some assessors may be required to undergo observed assessment moderation. Observed
Assessment Moderation will be conducted with assessors on-site. The process will be managed
by a Skills Active Moderator alongside a SAM.

26
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4. Assist in approval of
assessor scope extensions
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Assessor scope extensions
Assessors wishing to extend their current assessor scope must complete the Skills Active
Assessor Scope Extension Application Form (available at www.skillsactive.org.nz) which is
reviewed and approved by a panel comprising at least one Skills Active representative and in
some cases a SAM.
Assessors applying for scope extensions need to provide details of relevant qualifications and
experience to meet the Assessor Specific Requirements for their proposed scope extension.

SAM role in approving assessor scope extensions
In some cases the services of a SAM may be required for the approval of scope extensions. This
could be when ‘equivalent knowledge and skills’ needs to be evaluated and the technical skills
of a SAM is required.
Assessor scope extension applications (together with all supporting documentation) will be sent
to SAMs for review and recommendation. SAMs will review the applications to ensure that they
meet the Assessor Specific Requirements.
Scope extensions follow a similar process to assessor applications, and has similar time-frames.
SAM completes the Assessor Scope Extension Approval Form (see copy on next page) – this
form is available to download on www.skillsactive.org.nz.

Scope extension process
STEP 1

STEP 2

STEP 3

SAM receives copy of Scope Extension Application and
supporting documents and analyses

SAM completes Scope Extension Approval

Approved

Not approved

Scope updated to
include new unit
standards

Skills Active
discusses with SAM

A schedule of fees can be found at the back of this handbook.
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SAM Scope Extension Approval Form

SKILLS ACTIVE ASSESSORS
The heart of industry training

Assessor Scope Extension Approval Form
To be completed by Senior Assessor Mentor (SAM) and returned to assessors@skillsactive.org.nz
Name of assessor
applicant:
Details of proposed
scope extension:
Senior Assessor Mentor Details
Name:
Phone:

Email:

I confirm that:
the assessor application and supporting documents meets all the Assessor Specific
Requirements for the proposed scope extension
the applicant is suitable to assess the unit standards/qualifications in their extended scope
Scope Extension Approved:
Yes

List qualifications for scope extension

No

Please provide reason(s) why scope extension not approved

Comments

SAM signature:

Date:

29
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5. Provide technical support
with Consent to Assess
applications
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What is ‘Consent to Assess?’
Training providers and/or schools who wish to assess unit standards managed by Skills Active
must submit a Consent to Assess application. Application forms and details of the Consent to
Assess process can be found on the Skills Active website www.skillsactive.org.nz.
Consent to Assess applications for unit standards at level 3 and above require a site visit to be
conducted by Skills Active.

SAM role in providing technical support with Consent to
Assess process
From time to time, Skills Active may call upon SAMs to provide technical expertise and input into
these site visits.
Prior to a Consent to Assess site visit, a site visit brief and a format for the visit will be developed
by Skills Active and discussed with the SAM.
A schedule of fees can be found at the back of this handbook.
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6. Best practice assessment and
moderation principles
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Best practice assessment
guidelines
These guidelines are set by NZQA. For more information go to www.nzqa.govt.nz.
NZQA is committed to identifying and promoting best assessment policy and practice in relation
to unit standards. NZQA encourages all assessors of unit standards to use these guidelines as a
resource and reference.

Principles of best practice assessment
Principle 1: Assessment design
1. Best practice assessment will occur when the assessor focuses on elements, and gives due
consideration to all performance criteria within the unit standard(s).
2. Unit standards are statements of what a person knows and/or can do, expressed as
outcomes.
3. The element(s) identify the outcomes against which the trainee is assessed.
4. Performance criteria do not express outcomes. They indicate the minimum evidence to
consider when making a judgement as to whether the trainee has achieved the outcomes of
the element and, therefore, the standard. Sufficiency of evidence should be described in the
assessment schedule.
5. Assessment(s), and the basis for making assessment decisions, must be designed to be
consistent with the unit standard.
6. Assessment(s) should be designed to focus on the wholeness of performance against the
outcomes identified in the elements. Assessment(s) designed for individual performance
criteria may lead to over-assessment.
7. Assessment of related or similar learning outcomes should be integrated, where possible.
8. Assessment(s) must be designed to ensure that the trainee has adequate opportunity to
meet the requirements of the unit standard.
9. Assessment(s) must include an assessment schedule clearly showing the evidence the
trainee is expected to provide, and the basis on which assessment decisions are to be made.

Principle 2: Assessment decisions
1. Best practice assessment will occur when the assessor judges, overall, that the trainee has
provided sufficient evidence that the outcomes, identified in the elements, have been met.
2. Performance criteria are critical guidelines to the type of evidence that must be collected to
make a judgement about performance.

34
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3. In making an assessment decision, sufficient evidence must be provided so that the assessor
is confident that the trainee can do what the standard requires. This evidence can be drawn
from a range of sources, e.g. set tasks, naturally occurring evidence, recognition of prior
learning (RPL) and current competency (RCC). The key question must always be, “Is the
assessor confident the trainee knows or can currently do what is required by the standard(s)
being assessed?”
4. Assessment decisions based on consideration of only some of the performance criteria will
lead to assessment that is not at the national standard.
5. Assessment decisions will be consistent with, and at, the national standard when they are
based solely on the requirements of the standard.
6. The use of exemplars, discussions with other assessors and moderation processes
assist assessors in making consistent judgements whether there is sufficient evidence of
competence.
7. Over-assessment leads to frustration for trainees, assessors and trainers.
For more information and guidance about best practice assessment please refer to the following
link: http://www.skillsactive.org.nz/Default.aspx?page=5250.
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Principles of best practice
moderation
Principle 1: Partnership
Best practice moderation occurs when it is based on an effective partnership between assessors
and between assessors and moderators.

Principle 2: Continuity
Best practice moderation occurs when it is an ongoing process that underpins relationships
between assessors and between assessors and moderators.

Principle 3: Evolution
Best practice moderation occurs when it is an evolving and educative process for assessors and
moderators.

Issues underpinning the principles
Principle 1
1. An effective partnership requires a clear definition of the roles, responsibilities and
obligations of all parties.
2. Partnership is crucial in moderation best practice because it is the foundation for mutual
trust and respect between assessors, and between assessors and moderators.
3. The intellectual property rights of all parties must be respected.
4. Ultimately it is the assessor alone who makes the assessment decision using his or her
professional judgement. This assessment process must be supported by an effective
partnership with a moderator. Such a partnership is most effective when it is based on
mutual trust.
5. Accreditation and audit processes support mutual trust and respect between assessors and
between assessors and moderators. These processes ensure that accredited organisations
maintain systems for the appointment of assessors and moderators, who have the skills
necessary for their roles.
6. During moderation, problems caused by another aspect of assessment or accreditation may
become apparent, for example, inadequate preparation of assessors. Such problems need to
be referred back to the appropriate authority for resolution through the relevant processes;
their resolution is related to but is not a direct part of the moderation process.
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Principle 2
1. Any contact between assessors, and between assessors and moderators provides an
opportunity to support consistency of assessment.
2. The process of moderation involves a dynamic interaction between assessors, and between
assessors and moderators regarding interpretation and assessment of specific unit
standards. Agreed exemplars or assessment guides are integral to this interaction.
3. Formal moderation events may be one aspect of the ongoing moderation process.
4. All assessors are included and professionally supported when a moderation system provides
positive feedback into the assessment process.
5. Open ongoing communication between all participants is the hallmark of a well-designed
and functioning moderation system. This communication may include mutually agreed
sharing of assessment resources between assessors.

Principle 3
1. The first step in any moderation process is for all the participants in the system to have a
shared understanding of the system and its purpose.
2. The implementation and maintenance of an external moderation system is the responsibility
of the standard setting body and requires information and training for all participants
regarding processes and procedures.
3. A moderation system must evolve in step with the ongoing development of unit standards,
training and assessment processes.
4. Standard setters have a responsibility to ensure that their moderation systems are workable,
realistic and practical for assessors and moderators. They need to ensure that moderation
systems evolve to adopt complementary practices and procedures.

Skills Active Internal Moderation Plan
Skills Active publishes the Internal Moderation Plan in February/March each year. To view Skills
Active’s Internal Moderation Plan visit: http://www.skillsactive.org.nz/ and type ‘Internal
Moderation Plan’ in the search box.

SAMs contracted fees
The contractor will be paid $75.00 per hour for the following services (excluding GST):
Services

Maximum payment

Consideration of Assessor Applications (pre-training)

Maximum of 30 minutes per
application = $37.50

Consideration of Scope Extension Applications

Maximum of 30 minutes per
application = $37.50

Other quality related services

To be negotiated as and when
required

Assisting with Consent to Assess Applications

Refer to set fee as per CMR 0099

Assessment Practice payments
Services

Maximum payment

SAM makes contact with trainee assessor within 1
week of the workshop and starts mentoring process.

Payment: $500

Assesses task 1, good assessment questions written
questions.
Supports trainee assessor to plan for their observed
assessment and completes a pre-assessment check
with them (task 2).
SAM observes trainee assessor and provides feedback
on their practice (task 3).
SAM completes the final post assessment quality
assurance report and checklist.
Credit reporting is completed.
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