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How to use your Assessor Guide
Your Assessor Guide is an essential reference tool
that will help you in your role as an assessor.
Below is some information on how to use your
Assessor Guide when assessing trainees.

WHAT IS AN ASSESSOR GUIDE?
When you were registered as a Skills Active Assessor, you received an assessor toolkit including Assessor Guides for the
unit standards/qualification(s) in your assessor scope.
An Assessor Guide helps you make quality assessment decisions by ensuring there is enough evidence for you to make
a judgement about a trainee’s competence. They also help to ensure that assessor decisions are consistent.
Make sure you read the Assessor Guide and understand what is required, both from you and the trainee, before you
conduct any assessments. This will also help to ensure you don’t ‘over-assess’ the trainee, which can cause frustration
for them, and more work for you.

Remember: An Assessor Guide is for your use only and is not to be shared with trainees.

WHAT IS INCLUDED IN THE ASSESSOR GUIDE?
Your Assessor Guide includes the following:
•• Information and instructions regarding the assessment process, including the role of an evidence verifier.
•• Assessment tasks/matrix showing which questions relate to which unit standards (it also includes the unit standard
reference in each task, which does not always appear in the trainee’s workbook).
•• Guidelines on required evidence.
•• Guidelines on assessing written and on-job (observation) tasks.
•• Guidelines on signing off the trainee’s assessment.
•• Each assessment task as it appears in the trainee’s workbook, for
your reference.
•• Evidence requirements and judgement statements.
•• Sample answers – these can also serve as prompts if your trainee
has not quite given enough information where required (although
care must be taken not to lead them to the answer).
•• A final checklist to ensure you haven’t forgotten anything.

HOW DO I GET STARTED?

Read the Assessor Guide so you understand what’s required before meeting with your
trainee. This will help you to complete the Assessment Plan and:
•• answer any questions they might have
•• help them prepare for assessment
•• check what naturally occurring evidence could be used
•• be clear about who will be responsible for what, including whether an evidence verifier
will be used
•• plan the on-job tasks so they work for both the trainee and you while also meeting all of
the requirements of the unit standard(s).
•• give clear and constructive feedback to them during and after assessment.

For an Assessment Plan template, go to www.skillsactive.org.nz and click on Assessor
Tab > Best Practice Assessment.

HOW DO I USE MY ASSESSOR GUIDE?
Every Assessor Guide includes the individual assessment tasks, and guidance on how to assess the tasks.
For written assessment tasks, you’re expected to mark a trainee’s written work (ticks and/or comments) in their
Assessment Workbook, referring to your Assessor Guide to check that their answers are correct.
Refer to the evidence requirements and judgement statements to help you assess the trainee for a particular task.
(See example over the page.)
•• Evidence requirement: What needs to be completed or submitted, and what other evidence must be included.
•• Judgement statement: The minimum level of trainee performance required to achieve the unit standard. This
clearly specifies what the minimum level of performance is required for the trainee to be assessed as competent.
•• Some tasks also have Sample answers: What you can expect to see, hear and/or read if the trainee meets the
requirements. The trainee’s response does not have to be exactly the same as the sample answers, but similar
concepts and/or keywords must be used that relate back to the task and instructions.

US 7016 4.1, 4.2, 4.3

Skills/tasks to be demonstrated

Evidence requirement

The staff member consistently demonstrates the
following ...

What the assessor can expect to see, hear and/or read

•• Handles feedback in accordance with workplace
policy and procedures.

Must include:

•• Welcomes the feedback and/or makes it clear that
the customer is welcome to provide feedback.
•• Confirms details of feedback by asking questions/
responding to comments.

•• Fully completed observation form including
comments from assessor/verifier.
May include:
ATTACHED EVIDENCE
Copy of the feedback and response if available.

•• If a workplace policy exists relating to how
feedback is handled, this policy is explained
to customers (such as the need to record all
feedback).

Judgement statement
The minimum level of staff member’s performance required to achieve the unit standard
•• The staff member complies with workplace policies for dealing with feedback if they exist.
•• The staff member demonstrates that they are taking ownership of a situation.
•• The assessor/verifier must include comments on the observation form that reflect the staff member’s
performance.
•• All requirements of the observation form are met and the form is signed/dated.

•• For written assessment tasks, you are expected to mark the trainee’s written work
(ticks and/or comments) in their Assessment Workbook, referring to your Assessor
Guide to check that their answers are correct.
•• For on-job (observation) assessment task(s), you are expected to assess the trainee
for the practical task(s) and tick these off in the trainee’s assessment book, plus add
comments that give examples of the trainee’s performance.

WHAT ELSE DO I NEED TO KNOW?
Read the Assessor Information Sheet on Level Descriptors in conjunction with your Assessor Guide. It’s important that
you understand what these are so you can judge the trainee’s evidence at the appropriate level – not too brief or basic,
and showing relevant understanding at that level.

For Assessor Information Sheets, and other tips and templates, go to
www.skillsactive.org.nz and click on Assessor Tab > Best Practice Assessment.

