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Introduction

This Assessor Manual is designed for use by all Fire and Rescue Services Industry Training Organisation
(FRSITO) accredited assessors. Other users of this document may include:

Workplace training managers;

Workplace trainers; and

NZQA accredited organisations.

It has been developed to comply with New Zealand Qualifications Authority (NZQA) QA Standard for ITOs
and with FRSITO’s Quality Management System (QMS).

Purpose of the Assessor Manual

The guidelines contained in this manual have been developed to ensure consistent and compliant
assessment is performed throughout all sectors of the fire and rescue services industry and provides
information on:

NZQA assessment best practice;

FRSITO assessment processes and policy;

Assessment conduct protocols;

The role of the assessor;

Documentation required for FRSITO assessments; and

Moderation processes

The manual has been written to follow a logical sequence to enable quick reference to relevant issues by
users. Tables have been included to simplify processes. Reference is made to associated documents,
publications and websites. A current version of FRSITO documents is available on http://www.frsito.org.nz

Scope of the Assessor Manual
The following outlines the scope of the Assessors Manual:
What is to be assessed?

Assessment is to be undertaken using:

All unit standards contained within the FRSITO Scope of Accreditation for which FRSITO is the
Standard Setting Body (SSB); and
All unit standards for which FRSITO holds accreditation from other SSBs.
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Quialifications to be granted

Under its Industry Training Organisation (ITO) Accreditation, FRSITO has the authority to
award National Certificates and National Diplomas within the National Qualifications
Framework (NQF), see FRSITO website http:/www.frsito.org.nz/qualifications/index.html;
FRSITO also issues Industry Certificates for Limited Credit Programmes (LCPSs) linked to
progression towards a National Certificate or Diploma, and for Supplementary Credit

Programmes (SCPs) as extensions to National Certificates already gained.

Who is to be assessed?
These assessment guidelines are to be used by FRSITO assessors in the assessment of:

Volunteers;
Career personnel; and

Other trainees seeking assessment against FRSITO unit standards.

When will assessment occur?
Assessment is to occur:

At a scheduled time following training that allows candidates time to prepare for assessment; or
On request; or

On request as part of a recognition of prior learning/recognition of current competency
(RPL/RCC) application.
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Acronyms used in this manual

Acronym Full Title

AAG Assessor Assessment Guide

AMAP Assessment and Moderation Action Plan
CBT/A Competency Based Training/Assessment
FRSITO Fire & Rescue Services Industry Training Organisation
GTE Government Training Establishment

ITO Industry Training Organisation

LAG Learner Assessment Guide

LCP Limited Credit Programme

NQF National Qualifications Framework

NYC Not Yet Competent

NZQA New Zealand Qualifications Authority
PC Performance Criteria

PTE Private Training Establishment

QMAG Quality Management Advisory Group
RCC Recognition of Current Competency
ROL Record of Learning

RPL Recognition of Prior Learning

SCP Supplementary Credit Programme

SME Subject Matter Expert

SOP Standard Operating Procedures

SRM Super Region Moderator

SSB Standard Setting Body

STP Structured Training Programme

TAPS Training And Progression System

TEC Tertiary Education Commission

Fire and Rescue Services Industry Training Organisation © Version 6.0 April 2008 / Page - 6 - of 80



11

1.2

13

14

15

THE NEW ZEALAND QUALIFICATIONS SYSTEM
National Qualifications Framework

New Zealand Qualifications Authority

Tertiary Education Commission

FRSITO as an accredited Industry Training Organisation

Competency Based Training and Assessment (CBT/A)

Fire and Rescue Services Industry Training Organisation ©

Version 6.0 April 2008 / Page - 7 - of 80

Section

1




1 The New Zealand Qualifications System

National Qualifications Framework

The National Qualifications Framework (NQF) is designed to provide:

nationally recognised, consistent unit standards and qualifications

recognition and credit for on and off-job or workplace learning, knowledge and skills.

NQF unit standards and qualifications are quality assured and nationally recognised. Administered by the
New Zealand Qualifications Authority (NZQA), the NQF is a way of structuring National Qualifications.

The NQF is a three-pronged quality system:

national standards are registered
these are assessed by accredited organisations

a moderation system ensures national consistency of assessment practice and decisions.

There are ten levels at which unit standards and qualifications can be gained - 1 is the least complex and
10 the most. Levels depend on the complexity of learning. They do not equate to 'years spent learning' but
reflect the content of the unit standard or qualification. Each level within the NQF has a descriptor that
outlines the skills, knowledge, and application that apply to that level (see Appendix A). Table 1 shows the
relationship between qualifications at the different levels.

Levels Secondary Schools Workplace Training Advanced Education
Doctorate

Masters Degree

Graduate Diploma

Bachelor Degree

Nat. Certificate/Diploma L6 Diploma

Nat. Certificate/Diploma L5

National Certificate L4

NCEA L3 National Certificate L3

NCEA L2 National Certificate L2

NCEA L1 National Certificate L1

10
9
7
6
5
4
3
2
1
All unit standards in FRSITO's Scope of Accreditation fit into the NQF.

1.2 New Zealand Qualifications Authority (NZQA)

The New Zealand Qualifications Authority's primary function is to coordinate the administration and quality
assurance of national qualifications in New Zealand.

Among other things, NZQA.:

registers and monitors all national qualifications on the National Qualifications Framework

runs national senior secondary school examinations
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registers and monitors private providers of education and training to ensure they meet
quality standards
administers a qualifications recognition service for overseas people wanting to live, work or

study in New Zealand

1.3  Tertiary Education Commission (TEC)

The TEC is responsible for funding the Government’s contribution to tertiary education and training offered
by universities, polytechnics, colleges of education, w nanga, private training establishments, foundation
education agencies, industry training organisations and adult and community education providers.

1.4 FRSITO as an Accredited Industry Training Organ isation

Industry Training Organisations (ITOs) are recognised under the Industry Training Act 1992. They are
established by particular industries and are responsible for:

setting national skill standards for their industry;

providing information and advice to trainees and their employers;

arranging for the delivery of on and off-job training by registered training providers, and
includes developing training packages with industry;

arranging for the assessment of trainees; and

arranging for the moderation of assessment and monitoring of training quality.

1.5 Competency Based Training and Assessment (CBT/A )

Competency based training and assessment is the term used to describe the development and delivery of
training curriculum and assessment processes that align with unit standards resulting in a nationally
recognised qualification or industry certificate. Personnel are systematically trained to a national standard
and then systematically assessed to the same standard.

CBT/A is an approach to learning that is concerned with the attainment and demonstration of specified
knowledge and skills to the standard required to do the job specified by an organisation or industry sector.
It is not concerned with an individual’'s achievements relative to others in a group.

The key features of CBT/A are that:

it is outcome based and focussed on the skills and knowledge to do a job;

it is not time based;

it has flexible entry and exit points;

it takes into account the participant’s existing level of competency through RPL/RCC;

it provides assessment is undertaken when the candidate is ready;

it records assessment results and unit standards issued for competencies achieved; and

it provides comparable mechanisms for the recognition and articulation of qualifications within

and across educational and industry sectors.
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2 Assessment within the FRSITO System

2.1  General Assessment Principles

There are 12 general principles of assessment that promote consistency within the FRSITO assessment
processes.

Principle 1 Registered unit standards endorsed by industry are the bench marks for
assessment.
Principle 2 Assessment guides for workplace assessors, and assessment guidelines within

moderated and endorsed Training Packages provide the framework for the
assessment of unit standards within FRSITO sector groups.

Principle 3 Registered unit standards form the basis of Qualifications endorsed by industry
sector groups.

Principle 4 Assessment conducted against FRSITO unit standards is ultimately intended to
lead to a Qualification or Industry Certificate.

Principle 5 Assessment is only to be undertaken by FRSITO registered workplace assessors,
or through NZQA accredited organisations (ITOs, PTEs or GTES).

Principle 6 Assessment shall be conducted within FRSITO Quality Management System and
in compliance with the FRSITO Assessment and Moderation Action Plan (AMAP).

Principle 7 Responsibility for the quality of assessment resides with FRSITO as the SSB.
Principle 8 Assessment processes are to be valid, reliable, flexible, and fair (see 2.2).
Principle 9 Assessment systems are to incorporate mechanisms for recording, storing, and

accessing assessment outcomes.

Principle 10 Assessment reporting systems are to indicate the units of competence that an
individual has attained.

Principle 11 Assessment systems are to incorporate ongoing monitoring and review processes.

Principlel2 Assessment processes shall provide for the Recognition of Prior Learning
regardless of where this has been acquired.

2.2  The Four Technical Principles of Assessment and their Application in a
FRSITO Context

Four technical principles of assessment guide the development and implementation of assessment
procedures by assessors and assessment support for candidates within FRSITO sectors.

The following checklist can guide FRSITO assessors in the compliance with the principles.
Validity

An assessment assesses what it claims to assess, that the candidate has the skills specified in the relevant
unit standard.
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Are the learning outcomes/assessment criteria to be achieved by the candidate clear and well
explained?

Is the assessment directly related to the candidate’s role?

Is the assessment being conducted at a level appropriate to the candidate’s role?

Is evidence gathered in different ways and/or over a period of time?

Are a variety of assessment techniques used to gather evidence of competence?

Are candidates fully informed of the relevance of the assessment?

Does the approach to assessment assess knowledge and skill in an integrated way?

Reliability
An assessment achieves consistent results. Another assessor would make the same decision.

Are the assessment instructions clearly written and free of ambiguity?

Are the assessment tools clearly written so that all assessors use them in the same manner?
Are assessments undertaken using a standard procedure?

Are there clear guidelines for assessors to follow when they are interpreting assessment
results?

Can assessors work together when planning the assessment process and verifying
assessment decisions?

Are procedures in place to monitor, evaluate and review assessment?

Flexibility

The assessment can be on or off the job and at a mutually convenient time and situation.

Are the assessment procedures and methods appropriate to all candidates?

Are opportunities provided for flexible/alternative assessments for candidates with special
needs?

Are assessment times and conditions negotiated with candidates prior to assessment?
Are the appeal mechanisms clearly documented and provided to candidates prior to

assessment?

Fairness

When assessment does not disadvantage anyone. The method of collecting evidence does not make the
experience more difficult than the level of competency being assessed.
Is there opportunity for flexible/alternative assessment for candidates?
Are candidates provided with detailed information about the assessment prior to the
assessment day?
Is assessment negotiated with candidates?
Are candidates encouraged to assess their own performance?

Can candidates have their previous experience and expertise recognised?
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2.3  Principle of Reasonable Adjustment in Assessmen t

Reasonable adjustment in assessment is directly related to the Principles of Assessment. It refers to an
assessor making an adjustment to an assessment process to meet the needs of a candidate. Assessors
commonly practice reasonable adjustment when they offer a verbal assessment in place of a written
assessment for candidates with literacy or confidence issues.

It is vital to remember that reasonable adjustment refers to the adjustment of the process not to the
standard. This means that assessors are to consider each case individually and consult other assessors,
instructors, training managers, or moderators, if unsure about applying reasonable adjustment in an
assessment process.

Verbal tests may not be offered as an alternative in an assessment process that is assessing a subject area
that requires reading and writing as part of the role being assessed. For example, unit standards that
require the completion of workplace documentation cannot be offered as a verbal assessment. This would
be adjustment to the standard rather than the process.

2.4  FRSITO Approved Assessment Methods

Many FRSITO unit standards cover potentially life-threatening circumstances with critical time factors.
Consequently it would be unusual to assess people on the job in an operational capacity in some sectors,
e.g. structural fire fighting. It is possible to do this but only where the assessor is acting in an assessment
role and is independent of the operations.

Assessing on the job (at an incident) is called direct evidence. Assessment evidence gathered during
FRSITO assessments includes indirect or supplementary evidence.

The most appropriate assessment methods are:

Evidence of prior performance of the skill and knowledge *(RPL/RCC);
Written tests;

Participation in a simulation;

Explanation of actions during a demonstration; and

Oral questions.

* see Section 6

2.5 Types of Assessment Evidence

Evidence Type Assessment Method

Direct Observation on the job (not always applicable at incidents)
Indirect Simulation or role play of the job to be performed
Supplementary Written tests, verbal responses, third party attestations

Table 2 — Evidence types and their assessment metho  ds

FRSITO trainees usually use a combination of direct, indirect and supplementary evidence.
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2.6  Assessing the Individual

The assessment process is to ensure that each individual demonstrates competence in the unit standard
being assessed.

Assessment of group competence is not undertaken against unit standards although groups of fire fighters
are involved in the assessment process for some roles.

For example: Crew leader assessments are undertaken in a group simulation with each group member
taking the role of crew leader on rotation. Only the individual taking the role of Crew Leader is formally
assessed during the simulation although all other group members take an active role as group members in
the simulation to mirror fire ground conditions.

2.7 Allocation of Assessment resources

Assessors are responsible for ensuring that all assessment equipment and documentation is available for
every scheduled assessment. Arrangements are to be made in advance to ensure availability.

2.8 Collaboration Between Assessors

FRSITO assessors are encouraged to work together when assessing multiple trainees, particularly when
conducting practical skills assessments, to ensure that every trainee is observed individually. Assessors
should make arrangements in advance to ensure the availability of sufficient assessors.

A lead assessor must be clearly identified to ensure that each assessor is briefed on the requirements for
the assessments, that one person assumes overall responsibility for the process, and that all candidates
are observed and assessed individually, and their results correctly recorded as required by FRSITO policy.

A moderator should be contacted to gain prior approval of the process, to attend and moderate the process
when it is being conducted and to assist / mentor assessors as required. The moderator will notify the
National Moderator and seek approval for assessors who are involved in the process outside of their
normal workplace.

Where collaboration between assessors is a permanent arrangement through an association or committee,
such an arrangement shall be notified to FRSITO in writing and a letter of approval will be issued by
FRSITO.
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3. FRSITO Assessment Process

3.1 The Assessment process table

Step Details
1 Training provided to prepare candidate for assessment (including gaining of on-job experience)
or

Candidate requests assessment

2 Pre-assessment meeting held with candidate to explain process and agree on time, place, and
date. Appeal procedure explained. FRSITO 01 form (Appendix B) completed.

3 Assessment conducted in accordance with the four technical principles of assessment.
4 Judgement of competence made by the assessor.
5 FRSITO 04 form (Appendix B) completed and signed by assessor and candidate.

Level 1-4 units, yellow and blue copies to candidate, white copy to Regional Moderator, pink
copy retained by assessor.

Level 5 or higher units, All copies to Regional Moderator for approval and signing. White
copy retained by moderator and other copies returned to assessor for action as above.

6 Yellow copy forwarded to FRSITO by candidate or employer for processing onto data base
and downloading to NZQA.

3.2  Preparing for and Organising an Assessment

FRSITO assessors are to follow a systematic process when preparing for and organising the assessment of
candidates.

The following steps are to be taken:
Prior to assessment

Candidates are contacted to discuss assessment time, date, venue and resource requirements;
Candidates are provided with assessment guides and process of assessment including
proposed methods;

Candidates are encouraged to discuss any concerns about the assessment process;
Candidates are encouraged to prepare for assessment and self assess to ensure they are
ready for formal assessment;

Candidates are provided with the contact details for assessors, subject matter experts (SMESs)
and other relevant personnel who can assist them with preparation for assessment;

Candidates are provided with any training support and resource allocation that will assist their

preparation for assessment;
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Candidates are provided with written or verbal notification of the assessment appeals 3

procedure;

Candidates are given access to disputed assessment forms;

Candidates are able to reschedule assessment if required;

Assessors organise all equipment and resources required to support the assessment event;
Assessors ensure employer is informed about the assessment event;

Assessors organise support people and brief them about their role in the assessment process
prior to the assessment event;

Assessors organise the documentation necessary to conduct the assessment.

On assessment day

Assessors are to ensure that the assessment area is safe and all equipment is clean and well
maintained;

Candidates are welcomed to the assessment venue and introduced to participating personnel;
Candidates are invited to ask questions of the assessors and or SME prior to the
commencement of the assessment;

Candidates are provided with a verbal or written explanation of the appeals procedure;
Candidates are provided with an explanation of the assessment methods to be used and
processes to be followed;

Candidates are provided with an explanation of proposed order of activities and assessors
expectations;

Candidates indicate when they are ready for assessment to commence.

Candidates are debriefed and given individual feedback about performance following

assessment

3.3 The Conduct of a Participatory Assessment

When an assessment commences, the assessor is to ensure that the participatory nature of assessment is
maintained throughout the process.

The following has to be considered:

Assessors and SMEs concentrate on all components of assessment;

Assessors acknowledge all criteria and content of the assessment document and make written
comments throughout.;

Candidates are encouraged during assessment with verbal feedback and reassurance as
required;

Candidates are given time to complete tasks within the specifications of Unit Standards,
standard operational procedures or organisational requirements;

Candidates are able to halt proceedings at any time and request reassessment at a later date;
Candidates are treated with patience and respect;

Candidates are encouraged to evaluate their own performance;

Candidates are provided with constructive feedback on assessment performance;
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Performance gaps identified while strengths promoted;

Assessment decision is made in a timely manner so that candidate is informed of their
assessment status, Competent (C) or Not Yet Competent (NYC) (see 3.6 and 3.7);

The opinion of another assessors is sought if requested by candidate;

Candidates are offered another assessor for reassessment on request;

Candidate’s confidentiality is maintained,;

Recording of assessment is undertaken immediately following assessment and results are
forwarded to FRSITO within 30 days;

The appeal procedure is followed on request.

3.4  Evaluating Evidence against the Rules of Eviden  ce (Validity, Sufficiency,
Currency, and Authenticity).

After the assessment evidence has been collected, assessors are to evaluate the completed assessment
evidence (completed workbooks or other assessment tools) against the rules of evidence (valid, sufficient,
current, authentic) to help them judge wether the candidates are Competent or Not Yet Competent (refer
Best practice assessment principles for the assessment of unit standards 2005-
http://www.nzqa.govt.nz/for-providers/resources/docs/bestpract-us.doc).

Is the evidence valid?

Does the evidence cover the broad range of knowledge and skills required to perform the task
being assessed.

Does the evidence mirror the type of performance being assessed?

Is there sufficient evidence?

Are all elements/performance criteria covered within the assessment (components of the
topic)?

Has the candidate completed all parts of the assessment?

Is the evidence current?

Can the candidate perform the task or explain the theory now, or was their performance or

knowledge demonstrated in the past?

Currency relates particularly to RPL/RCC assessments that acknowledge past experience of the subject.
Assessors need to include assessment tasks that required the candidate to prove that the application of the
skill and theory is current.

Is the evidence authentic?

Assessors need to prove that the evidence gathered is the work of the candidate.
Practical and verbal assessments are done face to face to promote authenticity.
Assignments completed independent of assessors are usually supplemented with verification

by a third party or manager.
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3.5 Avoiding Common Assessment Errors.

There are five common assessment errors.

Table 4 outlines the common errors and the recommended methods for avoiding them.

Common assessment errors

Failing to observe — assessors loose
concentration during assessment and do not see
the candidate perform a component of the task and
assume it has not been completed.

Avoiding the errors

€ Avoid group assessments where the
assessor has to watch and listen to more
than two candidates concurrently.

€ Avoid assessing large numbers of
candidates consecutively resulting in
tiredness and lack of concentration.

Failing to record — assessors use memory during
assessment and record results following the
assessment or after assessing a number of
candidates.

€ Document assessments as the tasks are
completed by the candidate.

€ Document the responses to verbal
questions immediately.

€ Avoid group assessments where the
assessor has to watch and listen to more
than two candidates concurrently.

€ Avoid assessing large numbers of
candidates consecutively resulting in
tiredness and lack of concentration.

Marking down the middle — assessors mark all
candidates equally using past performance as the
benchmark.

€ Assess the evidence provided at the time of
assessment.

€ Consider the assessment event separate
from past performance.

The halo effect — assessors are lenient on the
candidate they like or know well. The opposite
occurs when assessors are stricter with people they
like or know well so they are not judged to be
favouring the candidate.

€ Assess only using the criteria stated in the
assessment documentation.

€ Document the event in detail.

€ Refer the candidate to another assessor if
a potential conflict of interest exists.

The horn effect — assessors judge a candidate
harshly (raise the standard) as they do not get
along or have heard negative reports about the
candidate. The opposite occurs when assessors
are lenient on people so they are not judged to be
using past experience as a criteria for assessment.

Table 4 Avoiding Common Assessment Errors

€ Assess only using the criteria stated in the
assessment documentation.

€ Document the event in detail.

€ Refer the candidate to another assessor if
a potential conflict of interest exists.
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3.6  Processing a Competent Result

Competent (C) results are achieved when candidates have successfully completed all components of the
assessment.

Candidates are to be informed of a competent result immediately following the assessment during the
feedback stage. This ensures that the participatory nature of the assessment is maintained.

The competent result is to be marked on the assessment documents and on the FRSITO assessment
results form.

Both assessors and candidates are to sign the assessment results form to verify the decision.

Candidates are provided with detailed feedback about all aspects of the assessment with emphasis on the
positive aspects of the event.

3.7 Processing a Not Yet Competent Result

A Not Yet Competent (NYC) result occurs when candidates have not successfully completed all
components of the assessment.

Reasons for a NYC result during assessment could include:

Language, literacy, and numeracy issues emerged that assessors were not aware of prior to
the assessment;

Candidates extremely nervous regardless of assessor encouragement and support;
Assessment tools were inappropriate — unclear instructions, ambiguous, not related to job
being assessed;

Candidates not prepared for assessment;

Candidates not given sufficient time or warning to prepare for assessment; and/or

Candidates may have had personal issues that impacted on assessment performance.

Assessors are to provide detailed feedback using the FRSITO 09 form (Appendix B) about the NYC status
and must ensure that candidates are:

Treated with patience and respect during the detailed debrief;

Encouraged to evaluate their own performance;

Provided with constructive feedback on assessment performance;

Provided with reassessment options;

Directed for further training as required; and

Assured their NYC results will not be communicated to anyone other than their trainer or

supervisor/employer. NYC results must be forwarded to FRSITO.

Where the NYC is of a minor nature, such as only 2-3 performance criteria not being adequately met, and
the assessor and candidate agree to a reassessment of those PC within a month, the assessor should hold
completion of the 04 form until the reassessment is completed.
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Where the NYC is of a significant nature (e.g. whole element or >3 PCs) and reassessment may not be
possible within a month, assessors are to complete and obtain candidates signature on the 04 form, listing
the unit/s NYC. The yellow copy of the 04 form is to be sent direct to FRSITO and not given to the
candidate. Other copies are distributed as per Table 3.

If assessors require advice, they should consult their Regional Moderator or a Super Region Moderator.

3.8 Disputed Assessment Results/Assessment Appeals Procedure
Candidates are entitled to dispute the assessment decision on the following grounds:

He or she believes the assessor was biased;

He or she was not given sufficient time to prepare for assessment;

He or she believes the assessor compromised the standard being assessed; or

Confidentiality of assessment results was breached (beyond those agreed to on the assessor —

candidate checklist).

Appeals

Initial Dispute Actions

If the candidate is dissatisfied about the evaluation of their skill level and wishes to dispute the assessment
decision, they are to discuss the matter with the assessor in the first instance. They may have their trainer
or employer present during this discussion. All details are recorded on the 09 form.

Four options are then available:

Further training and/or practice for the learner;
Re-assessment of all or part of the activity;
Modification of the assessment decision; or

Mediation to resolve the dispute through the appeal process.

If the assessor and candidate are unable to satisfactorily resolve the dispute, the assessor is to record a
summary of the discussion and the outcome on the 09 form. Both assessor and candidate are to sign this
form.

The assessor will then provide the candidate with a 05 form and will review the appeal process with the
candidate using the flow chart in Appendix G. The assessor will advise the Regional Moderator that an
appeal may be lodged and will forward all documents relating to the assessment, including the 05 form
(Appendix B) to the Regional Moderator if/when the 05 form is received back from the candidate.

Appeals to a Moderator
On receiving notification of an appealed assessment decision, the Regional Moderator will check to ensure
that all relevant documents are attached and will contact a Super Region Moderator (SRM) to determine

who will be the Appeal Moderator. The appeals flowchart in Appendix G details the process.

The Appeal Moderator will examine the assessment process and the assessment decision to ensure
correct procedures were followed and that the assessment judgements were accurate.
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The Appeal Moderator and Super Region Moderator will aim to resolve the appeal by either:

Upholding the assessors judgements;

Requesting that the assessor reconsider /modify their decision (explaining and justifying
reasons for such a request); or

Requesting re-assessment by another assessor.

The outcome of the appeal is to be notified in writing to the candidate and the assessor by the Super
Region Moderator. A copy of the decision is to be attached to the appeal documentation and forwarded to
the National Moderator.

Final Appeal to the National Moderator

If the Appeal Moderator and SRM are unable to resolve the appeal, or if the candidate is dissatisfied with
the appeal decision, the appeal will be referred to the National Moderator for consideration. The National
Moderator will consider the appeal and may seek the assistance of a Super Region Moderator and/or a
SME.

The decision of the National Moderator will be fina .

As the result of an appeal reaching the National Moderator, he/she will prepare a summary report to the
Quality Management Advisory Group (QMAG) for information and will notify any issues that require QMAG
consideration.

QMAG and the National Moderator will:

Consider any issues regarding FRSITO policy, systems, or procedures;

Report relevant recommendations to the National Manager for action as appropriate.

3.9 Moderation of Assessments

FRSITO assessor and moderator relationships are as shown in the following diagram:

Super
Region
Moderator

National Super Regional Workplace
Moderator Region Moderators Assessors
Moderator

Super
Region
Moderator
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Moderation is undertaken to ensure that assessment materials and processes are measuring what they are
designed to measure and that workplace assessors are applying assessment practice correctly.

Moderation meetings are undertaken twice yearly between Regional Moderators and assessors to promote
reliability and consistency of assessment decisions. These meetings give assessors an opportunity to
compare:

Assessment practices; and

Assessment results.

Judgment of candidate competence is discussed using samples of assessment evidence to ensure that
assessors are using the same processes and criteria.

These meetings also give assessors an opportunity for refresher training.

Post-Assessment Moderation

5-10% of all assessments conducted by FRSITO workplace assessors will be moderated as part of
FRSITO internal moderation requirements.

Assessment sampling is based on activity. An activity report will be generated by FRSITO at the end of
each calendar quarter and a letter sent to individual assessors requesting specific samples of assessments
to be supplied to their Regional Moderators for post-assessment moderation.

Regional Moderators will moderate these samples and complete a moderation report to the National
Moderator.

Failure to supply requested samples may result in w ithdrawal of assessor registration.
Moderation of Assessments Being Conducted

Regional Moderators will conduct moderation of assessments while they are being conducted and report to
the National Moderator.

Such moderation may be requested by an assessor at any time as a means of obtaining feedback and a
review of process and performance.

Regional Moderators will also initiate and pre-arrange opportunities to conduct these moderations as a way
of confirming that FRSITO assessors are applying the assessment processes and conducting assessments
in a manner consistent with FRSITO policy.

Moderation of Assessments of Non-FRSITO Unit Standa  rds
All pre-assessment, live assessment, and post-assessment moderation of unit standards for which FRSITO
is not the Standard Setting Body (SSB) but for which FRSITO holds accreditation shall be conducted by a

Super Region Moderator. Super Region Moderators will report to the National Moderator who will ensure
that external moderation requirements of the relevant SSBs are met.

3.10 Obtaining Feedback about the Assessment Proces s
Feedback about the assessment process is to be sought from candidates and assessors by the Regional
Moderators on a regular basis to promote consistency of assessment practice and continuous improvement

across all sectors. Feedback forms are located in Appendix F.

Feedback is given through the Regional Moderators and presented at National Moderation meetings.
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4 FRSITO Assessment Documentation

4.1  Maintaining Assessment Records

Assessment records need to be created and maintained to ensure that:

FRSITO policy is met;

Clear audit trails of assessment activities are available for external audit requirements (NZQA,
TEC);

Candidates are formally acknowledged for the achievement of competencies through
assessment;

Results are recorded and transferred to candidates NZQA Record of Learning; and

Requirements of Privacy legislation are complied with.

A completed assessment package will consist of the following:

FRSITO 01 Form — Assessor / Candidate checklist, signed and completed;

Copy of the unit standard;

Copy of the Assessor Assessment Guide, including any assessment commentary recorded
where relevant;

FRSITO 07 Form - Assessment Plan (where used);

Assessment materials, including written or oral tests with candidate answers and marked by
the assessor, and written record of verification of attestation;

Practical assessment descriptors which outline the nature of any practical assessment tasks,
and check sheets used to record candidate performance;

Supplementary evidence material (photos, videos, incident reports, attendance records);
Any relevant notes made by the assessor if not on the Assessor Assessment Guide (AAG);
Photocopy of the FRSITO 04 Form — Assessment Results Notification; and

Any candidate feedback recorded, including FRSITO 09 Form where NYC result.

The materials listed above should be forwarded to the Regional Moderator for all samples requested.
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4.2  Storing of Assessment Documentation

Assessment documentation needs to be processed and stored for all FRSITO assessments. The
documentation is the property of FRSITO and must therefore be kept as shown in Table 5 below:

Document Responsibility Duration

01 Form and all associated Assessor Two years then returned to

assessment materials candidate or destroyed

04 Form — yellow copy FRSITO Ad Hoc - Two years then
archived for permanent
record

STP - Trainees file
archived when
programme completed

04 Form — blue copy Candidate Three years

04 Form — white copy Moderator 3 years

04 Form — pink copy Assessor 3 years

08 Form and moderation Moderator Completed Moderations to

materials FRSITO for filing. 2 years then
archived for permanent record.

Appeals / disputes documents FRSITO Two years then archived for

05, 09 forms permanent record.

Table 5 — Document Storage

4.3  Maintaining Assessment Confidentiality

Assessment results are not to be publicly displayed. Assessment results are sensitive for candidates,
particularly those requiring more than one attempt at assessment. Assessment results are only to be made
available to:

Employers or supervisors;

Training staff;

Moderators;

The candidate;.

FRSITO.

They are not to be discussed or displayed in public or informal arenas.
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5 ASSessors

5.1 The Role of FRSITO Assessors

FRSITO assessors are responsible for assessing candidates against unit standards that can lead to gaining
of formal qualifications, and those engaged in structured training programmes.
The assessor is responsible for:

Planning the assessment;

Conducting the assessment;

Organising any equipment required for the assessment;

Maintaining safety during the assessment;

Notifying the candidate;

Supporting the candidate;

Recording the assessment;

Processing the assessment documents and results;

Debriefing the candidate; and

Maintaining the confidentiality of the assessment results.

In addition to the above, FRSITO assessors are required to mentor and assist each other where
opportunities arise. Assessors are encouraged to work collaboratively for the benefit of FRSITO trainees,
and in the interest of consistency and quality.

5.2 Criteria Required of Assessors

FRSITO workplace assessors are expected to demonstrate high standards and be leaders in maintaining
the quality of assessments. As such, FRSITO expects its assessors to set an example to trainees and
candidates by meeting the following criteria:

All FRSITO assessors must hold unit standard 4098 before being granted registration.
FRSITO will help facilitate assessment opportunities to enable applicants to gain credit for unit
standard 4098 and FRSITO will provide advice/assistance and refresher training to assessors;

Assessors must hold all unit standards that they are registered to assess and have sector

experience in the subject area being assessed;

FRSITO assessors are encouraged to either hold unit standard 4099/11552 or continue to work
to gain unit standard 11552;

FRSITO assessors are encouraged to engage in a structured training programme towards, or
hold the formal qualification/s relevant to the domain/s containing units they are registered to
assess;

When registering assessors, FRSITO will give preference to applicants who hold or are working
to gain unit standards leading to a formal qualification in adult education;

FRSITO Assessors who are assessing unit standards registered by another Standard Setting
Body (SSB) are expected to meet the requirements of that SSB’s AMAP and its assessing

requirements. An example of this might be if FRSITO registers Assessors for FITEC Chainsaw
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Unit Standards that Assessor will be required to hold the unit above the level they are
assessing. A similar condition also exists for Business and Management Unit Standards under
NZQA control.

5.3 Appointment of Registered Assessors
FRSITO Unit Standards

FRSITO will ensure that sufficient workplace assessors are registered to allow the industry to meet its

training goals. In addition to the above criteria, the following process is used for appointing assessors:
An application must be submitted by a potential assessor to FRSITO using the Assessor
Application Form. This must be endorsed by the applicant's employer/host organisation, or
industry association signifying consent and support regarding:

availability to carry out assessment activities;

having trainees to assess;

attending mandatory moderation meetings; and
maintaining compliance with moderation requirements.

The application defines the applicant’s “workplace” for assessment activities. Assessment

activity by workplace assessors outside of their workplace may only be undertaken with the
permission of the National Moderator. Where an assessor is to be shared between two or

more employer/hosts, written support is required from each employer/host.

A Regional Moderator will evaluate the application and make recommendations regarding:

The need for more industry assessors (locality and expertise);

The applicant’s standing in the industry;

The applicant’s experience and training in the industry;

The applicant’s technical expertise;

The extent of the support from the applicant’'s employer or host agency.

The National Moderator may approve the registration of a new assessor where criteria are met
and will assign the assessor to a Regional Moderator who will:

Become the first point of contact on any assessment issue;
Keep the assessor up to date with FRSITO policies, procedures, and activities; and
Facilitate regular Regional Moderation meetings.

Super Region Moderators will assist the National Moderator to identify and appoint workplace

assessors to meet strategic needs of FRSITO and its industry sectors as required.

Non-FRSITO Unit Standards

The National Moderator may register workplace assessors or extend assessor scope for unit standards for
which FRSITO is not the Standard Setting Body (SSB) but for which FRSITO holds accreditation.

Assessors must meet all the criteria for appointment as a FRSITO workplace assessor defined above. The
National Moderator will also consider any additional requirements of the relevant SSB’s Assessment and
Moderation Action Plan (AMAP) and will ensure that any such requirements are fully complied with.

Appointment of assessor for non-FRSITO unit standards will only be made where a specific demand has
been identified within an industry sector and assessors will be provided with strict constraints for assessing
these unit standards.
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5.4 Code of Practice for Workplace Assessors
The following Code of Practice has been endorsed by FRSITO. Under this code:

The differing needs of candidates, the organisation and industry are identified and handled with
sensitivity;

Potential areas of conflict of interest in the assessment process are identified with appropriate
referrals made if necessary;

All forms of harassment are avoided throughout the planning, the conduct, review and reporting
of assessment outcomes;

The rights of candidates are protected during and after the assessment;

Personal factors that are not relevant to the assessment of competency are not to influence
assessment outcomes;

The candidate is to be informed of the process and right of appeal;

Evidence that is gathered during the assessment is verified for validity, sufficiency, currency,
and authenticity;

Assessment decisions are based on available evidence that can be produced and verified by
another assessor or moderator;

Assessments are conducted within the boundaries of the assessment system policies and
procedures;

Formal agreement is obtained from both the candidate and the assessor that the assessment
was carried out in accordance with agreed procedures;

Assessment tools, systems and procedures are consistent with equal opportunity legislation;
The candidate is informed of all assessment reporting processes prior to the assessment;

The candidate is informed about potential consequences of decisions arising from the
assessment, e.g. Competent, Not Yet Competent, prior to the assessment;

Confidentiality of the assessment results is maintained;

Results are only released with the written permission of the candidate to anyone other than to
those agreed prior to the assessment being conducted;

The assessment results are only used for purposes explained to the candidate;

Moderation is regularly undertaken to ensure consistent performance against the principles and
practices contained in this manual;

Registered assessors will attend two moderation meetings a year and submit assessments for
moderation as required;

Registered assessors will attend assessor continuation or refresher training bi-annually as
arranged by FRSITO;

Professional development opportunities are identified and sought;

Opportunities for networking among assessors are created and maintained;

Opportunities are created for technical assistance in the planning, conducting, and reviewing of

assessment procedures and outcomes.
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5.5 Assessor Registration

FRSITO is required to establish and maintain an Assessor Database. All details of assessors and their
activities will be monitored and reported from this database.

Registration will initially be for unit standards Levels 1-4 and only for units that the assessor is reasonably
expected to assess in the workplace. Once an assessor has demonstrated credible assessment activity:
In a variety of levels;
In a variety of unit standards; and
Has undergone moderation;
extension for unit standards above Level 4 may be granted at the recommendation of the Regional
Moderator and must be approved by the National Moderator.

Registration of each assessor will be granted for a two year period. Registration is reviewed on a
programmed two-yearly basis and re-registration is considered, taking into account moderator’s reports,
assessment activity, units/qualifications held by assessors.

A FRSITO assessor must conduct a minimum of four (4) assessments in a year (of registration). Nil activity
for a 12 month period may result in an assessor being made “inactive” depending on other related activity
which could count as maintaining experience. Currency is essential for maintaining quality of the
assessment process.

Registration is granted for a specified workplace. Assessor status does NOT transfer when an assessor
changes employment or workplace. An application must be made by the new employer to the National
Moderator requesting that the assessor be registered as a workplace assessor for the new workplace.
Approval and new assessor scope will only be given relative to the trainees and nature of assessment
requirements in the new workplace.

5.6  Assessor Non-Compliance

Assessors must comply with FRSITO policies and procedures and the moderation system. Where
necessary, assessors will be given oral and written reminders and updates by a Moderator. The National
Moderator will be informed of all cases of non-compliance.

Examples of non-compliance include:

Failure to attend scheduled assessor meetings without providing reasonable justification;
Failure to complete a pre assessment candidate /assessor checklist;

Attending a meeting but not submitting assessments for moderation and/or learner evidence for
verification as planned or requested;

Assessing outside of your workplace without prior approval of the National Moderator;

Failure to comply with instructions from a Moderator;

Failure to follow the FRSITO assessment procedures;

Failure to submit Assessment Results to FRSITO;

Failure to submit Assessment Results to the Moderator;

Failure to provide a Trainee with a copy of an assessment result;

a o o o o o

Failure to submit Level 5 and above unit assessments for moderation prior to submitting for
processing;
Conducting RCC assessment without consulting and gaining process approval from a Moderator;

Non-compliance with the assessment policy, procedure or requirements of FRSITO;
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Failing to follow workplace safety policies and requirements;

Failure to correct non-compliance after receiving directions from the Moderator;

A continued pattern of candidates appeals of the assessors judgments being upheld;
Candidate and/or workplace complaints about the assessors conduct being upheld;
Falsification of assessment records;

Acting as an accredited training provider when not accredited to do so;

Offering training and assessment for financial gain using FRSITO assessor status to do so
without prior approval of the National Moderator;

Failure to complete any assessments within a 12 month period;

Failure to notify change of personal details or change of employer/workplace.

In the event of non-compliance, the following steps will be taken:

Problem discussed with Regional Moderator and an agreed plan to improve performance made
with support, mentoring and advice.

Non-compliance will result in a written reminder of assessor requirements being issued to the
assessor using a FRSITO 111 form.

If the problem continues, a formal non-compliance notice will be issued to the assessor on a
FRSITO 112 form and the National Moderator will then take responsibility for further action.

The National Moderator will inform the employer responsible for the assessor and may either:

Reduce assessor scope; or
Make the assessor inactive; or

De-register the assessor.

For serious breeches of safety or for dishonesty by an assessor, the National Moderator may
withdraw assessor registration immediately without the need for a non-compliance notice..
Serious non-compliance with assessment practice may also require FRSITO to reverse assessment

results issued by the offending assessor.

5.7 Assessor Scope Extension

There are times that an assessor may need to expand their scope of registration in order to service
candidates requiring assessment. An Assessor Extension Form must be completed and forwarded to the
National Moderator.

Scope extension must be justified in writing on the form, e.g. if there are no candidates to assess, scope
extension will not be granted. The application should clearly state what unit/s are being requested in the
extension.
FRSITO internal process includes:
Checking the assessor holds all units and their prerequisite units currently on assessor scope;
Checking the assessor holds the units (on ROL) being applied for in the scope extension;

Checking the assessor’s activity during the previous 12 months;
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Scope extension requests being verified with the Regional Moderator to ensure that pre-
moderation can be conducted for new units to be assessed; and

National Moderator approval being given before a formal scope extension notification is made.

Super Region Moderators may make recommendations direct to the National Moderator for approving
scope extensions in order to meet strategic needs of FRSITO and its industry sectors.

Assessor scope may be extended and retracted at any time by the National Moderator as necessary
according to proven actual activity (including meeting moderation requirements) and needs of candidates in
the assessor’s workplace, or as requested by the assessor’'s employer or host agency.

The National Moderator may approve an assessor scope extension for unit standards for which FRSITO is
not the Standard Setting Body (SSB) but for which FRSITO holds accreditation.

The assessor must meet all the criteria above. The National Moderator will also consider any additional
requirements of the relevant SSB’s Assessment and Moderation Action Plan (AMAP) and will ensure that
these requirements are fully complied with.

Extension of assessor scope for non-FRSITO unit standards will only be made where a specific demand
has been identified within an industry sector and assessors will be provided with strict constraints for
assessing these unit standards.

5.8 The Legal Position of Assessors

The legal responsibilities of assessors are to conduct assessments with reasonable and appropriate care
and skill.

The conduct of assessments includes:

The examination and interpretation of assessment evidence from candidates;
Making judgements on the nature and extent of progress of the candidates towards satisfying
the performance criteria set out in the unit standard; and

The use of sound judgement as to whether competence has been achieved.

Reasonable and appropriate care and skill means the standard of care and skill that would be expected
of a reasonable person who has been trained and qualified as a workplace assessor.

The level of care required is therefore dependent, in the first instance, on the adequacy of the assessor
training and the extent to which FRSITO ensures that the assessor’s skills remain current.

The assessor has ongoing responsibilities. Acceptance of an assessment task by an assessor involves an
implied warranty that he/she has the skill required to perform the assessment and promise to exercise that
skill.

At a minimum, the assessor is expected to be familiar with the principles and practices of assessment (as
outlined in this manual) and have the demonstrable aptitude to apply these principles objectively, flexibly,
openly, and fairly.

The assessor also has a dual responsibility with the employer to ensure they maintain currency in the
subject/s for which they are registered to assess.
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6. RECOGNITION OF PRIOR LEARNING AND RECOGNITION OF CURRENT
COMPETENCE

6.1 Introduction 35

6.2 Recognition of Prior Learning (RPL) 35

6.3 Recognition of Current Competence (RCC) 35
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6. Recognition of Prior Learning & Recognition of Current
Competence (RPL/RCC)

6.1 Introduction

Skills recognition is a process that allows FRSITO learners to be recognised for existing skills and
knowledge through a recognition of prior learning/recognition of current competence assessment process.

Learners are offered this pathway to prove they are able to apply their skills, knowledge, and experience
instead of needing to attend training in the topic.

6.2 Recognition of Prior Learning (RPL)

Recognition of Prior Learning is a process of assessment that considers competence previously achieved
without the need for a repetition of assessment tasks.

Some evidence will come from formal tests and tasks. Some evidence will come from ongoing work or
learning activities. Some evidence will come from outside a formal learning or work environment. The
process known as RPL actually uses all of these sources of evidence.

Some learners are assessed on the basis of attested prior performance, using evidence they bring with
them from previous jobs for example. Others are assessed on the spot without completing a course of
learning.

Many are assessed by a combination of the two: evidence the learner brings with them is taken into
account but further assessment tasks may be needed to cover all the skills and knowledge required. Some
learners have to undertake further learning and assessment in order to achieve competence.

RPL in the FRSITO context consists of pre-mapped and pre-approved processes for specific groups of
trainees from pre-identified agencies, such as New Zealand Fire Service or New Zealand Defence Forces.
Such processes are based on structured standards of training and performance, and defined measures of
competence and achievement where outcomes may be readily aligned with unit standards.

RPL processes must be approved by the National Moderator and receive the endorsement of the Quality
Management Advisory Group (QMAG).

FRSITO workplace assessors will not engage in RPL unless requested to participate by the National
Moderator. All requests received for RPL must be referred to the National Moderator in the first instance.

6.3  Recognition of Current Competence (RCC)

RCC is the formal acknowledgement of competencies currently held by a person acquired through training,
work or life experience which may lead to the granting of a unit or unit standards.

RCC considers what a learner has done previously and is still currently capable of doing by way of their
present role/s. It enables a learner to present indirect evidence that can be validated to show what skills
they have achieved and to show that they are in an environment where their skills are being maintained and
are repeatable.

Evidence is collected by a learner through activities and experiences over time.
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Workplace assessors and Moderators are responsible for providing assistance and correct advice to a
learner preparing evidence for assessment.

Workplace assessors may incorporate RCC evidence into an assessment plan. They must consult their
Regional Moderator for approval of their assessment plan and before processing results.

Where the RCC evidence exceeds 50% of the evidence, a Moderator must review the evidence package
and approve and sign the FRSITO 04 form.

Some candidates may wish to present sufficient evidence for a totally RCC assessment. In this case, the
candidate will prepare a portfolio of evidence which should contain:

A table of contents;

Outline CV or summary of experience relevant to the unit/s applied for;

A copy of all unit standard/s applied for;

An index linking every performance criteria in the unit/s to the evidence presented,;

Relevant documents and supporting evidence for the unit/s applied for;

Relevant attestations supporting the evidence presented and indexed to the performance criteria of
the unit’s applied for.

Workplace assessors may not conduct assessments on an RCC portfolio without the involvement of their
Regional Moderator who may request assistance from other assessors or Moderators when required. The
Regional Moderator must stamp and sign the assessment results form before it can be processed.

Where workplace assessors or Regional Moderators experience difficulty with an RCC assessment, they
must consult a Super Region Moderator or the National Moderator for assistance or advice. A Super
Region Moderator may convene an RCC panel on behalf of the National Moderator to consider the
assessment when required.

An RCC panel must be chaired by a Moderator and may also include:

Workplace assessor/s;
FRSITO Moderator/s;
Super Region Moderator/s;
Subject Matter Experts.
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7 Attestation

Attestation is a form of supplementary indirect evidence that can support and validate evidence presented
by a candidate. It may reinforce existing evidence or may strengthen evidence where the evidence is not
sufficient on its own.

Attestation on its own is not sufficient evidence to gain a unit standard. However, a well-constructed and
detailed attestation can add value to an evidence package.

For an attestation to have value as part of an assessment package, it must meet the following criteria:
Covering letter
A covering letter must be provided that establishes:

The identity and role of the attestor;

How long they have known the candidate and what roles the candidate has performed in this
time;

What role the candidate held to perform the skills attested to;

That the attestor has read and understood the unit standard and the performance criteria being
attested to;

That the attestor has read and understood the level descriptor and understands the level of
performance required for the unit standard; and

That the attestor has written specific examples of the candidate’s performance against each
performance criteria attested to on an attached list of PCs and that the attestor has signed

each PC statement.

Performance Criteria Statements

Specific details about observed performance must be included for every PC attested to. Details required
include:
Date/s and place/s where the candidate was observed performing activities related to the PC;
Objective comments about quality of the candidate’s performance;
Impact or effect of the candidate’s performance on the overall operation; and

Other relevant comments that support the candidate’s competence.

Who should act as an attestor?

Attestors must have actually observed, monitored, or experienced the learner performing the
role/s attested to;

Attestors must have experience or knowledge of the subject at the correct level of the unit
standard/s being attested to;

Attestors must have been present in a role that enabled them to actually overview the learner’s
activities; attendance at an event does not necessarily mean that the attestor had an

opportunity to witness or monitor the candidate’s performance;
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Credible attestors may include:

Managers, supervisors, officers, IMT managers or unit leaders
Training staff

Assessors or moderators

Subject matter experts

Experienced peers

Invalid attestation?
The following would be considered invalid:

Non-specific or general letters of support;

Attestation given on general knowledge of the learner without specific observed performance;
Attestation from an attestor who lacks experience or knowledge at the level of the unit and who
may not be regarded as suitably qualified to judge the learner’s performance;

Attestation that is not signed and dated; or

Attestation that is not on official letterhead of the workplace or industry sector association in

which the attestor is employed or has an official role.

Sample of attestation.

A sample of attestation is contained in Appendix C.
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8. Reporting Faults with Unit Standards or Assessme  nt Guides

Assessors may find the occasional problem with the wording of a unit standard or the content of an
assessment guide.

Problems encountered with unit standards or assessment guides should be reported to FRSITO using the
FRSITO 06 Form and should be accompanied by a copy of the document with the problem highlighted and
a suggested solution.

FRSITO will acknowledge receipt of all reports and will advise the likely course of action. The final outcome
will also be notified once the process is complete.
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9. COMMON QUESTIONS AND ANSWERS

1. What if | have to use a poorly designed unit sta  ndard?

You should apply the principles as best you can to the situation. For example, designing assessment
events that gather evidence over a number of performance criteria within an element or elements.

Consult another experienced assessor or your Regional Moderator for advice. Also check the Practice
Notes on the FRSITO website in case there is a guide to help you.

Unit standards are national standards and must be reviewed and changed at the national level. You should
send you concern/suggestions to FRSITO on a FRSITO 06 form. Feedback is the key to improving
national standards.

2. May | leave out some performance criteria?

No. The assessment judgment must consider all matters in the performance criteria of the element or
elements. Your task is to design an assessment that efficiently provides the evidence you need.

3. What do | do if the assessment guide instructs m e to assess performance criterion by
performance criterion?

If the assessment guide has been produced by your organisation check, to see if you have an opportunity
to seek a review of the guide and to be a part of the development process.

If the assessment guide has been produced by the Standard Setting Body there are a number of options:

Design best practice assessments that conform to the guide, e.g. events that clump evidence across a
group of performance criteria. Give feedback to the Standard Setting Body and find out what their revision
process is and take part in it. Your organisation could develop its own assessment guide provided that it
meets the requirements of the Standard Setting Body.

4. Our industry demands evidence for every performa  nce criterion. How can | deal with this?

Your assessment should gather evidence that considers all matters in the performance criteria of the
element or elements. In making an assessment decision the assessor should consider the wholeness of
the evidence against the outcome of the element. One of the roles of moderation is to allow discussion on
this issue.

5. Does an assessor have to consider all the contex ts specified in a range statement when making
an assessment decision?

Yes. Range statements must be considered when as assessor makes a decision of competence for an
element or elements.

Some unit standards have range statements that require large amounts of evidence to make a judgment.
Assessors who consider that range statements are poorly designed should provide feedback and consult
with the Standard Setting Body.

6. Where can | go for help?

Your Regional Moderator is your first avenue for support. Other assessors or a Super Region Moderator
may also be able to help.
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A

LEVEL DESCRIPTORS

There are ten levels at which unit standards and qualifications can be gained - 1 is the least complex and 10 the most. Levels depend on

the complexity of learning. They do not equate to 'years spent learning' but reflect the content of the unit standard or qualification.
FRSITO is currently accredited to Level 8 and has qualifications and unit standards registered at levels 2-6 on the National Framework.

Level Process Employing Responsibility
1 Carrying out processes that: Employing: Applied:
Are limited in range Recall In directed activity
Are repetitive and familiar A narrow range of Under close supervision
Are employed within closely knowledge & cognitive skills With no responsibility for the
defined contexts No generation of new ideas work or learning of others
2 Carrying out processes that: Employing: Applied:
Are moderate in range Basic operational knowledge In directed activity
Are established and familiar Readily available information Under general supervision
Offer a clear choice of routine Known solutions to familiar and quality control
responses problems With some responsibility for
Little generation of new the quantity and quality
ideas With possible responsibility
for guiding others
3 Carrying out processes that: Employing: Applied:
Require a range of well Some relevant theoretical In directed activity with some
developed skills knowledge autonomy
Offer a significant choice of Interpretation of available Under general supervision
procedures information and quality checking
Are employed within a range Discretion and judgment With significant responsibility
of familiar contexts A range of known responses for the quantity and quality of
to familiar problems output
With possible responsibility
for the output of others
4 Carrying out processes that: Employing: Applied:
Require a wide range of A broad knowledge base In directed activity
scholastic skills incorporating some Under broad guidance and
Offer a considerable choice of theoretical concepts evaluation
procedures Analytical interpretation of With complete responsibility
Are employed in a variety of information for the quantity and quality of
familiar and unfamiliar Informed judgment output
contexts A range of sometimes With possible responsibility
innovative responses to for the quantity and quality of
concrete but often unfamiliar the output of others
problems
5 Carrying out processes that: Employing: Applied:
Require a wide range of A broad knowledge base In self-directed and
specialised technical or with substantial depth in sometimes directed activity
scholastic skills some areas with broad general
Involve a wide choice of Analytical interpretation of a guidelines or functions
standard and non-standard wide range of data With full responsibility for the
procedures The determination of nature, quantity and quality
Are employed in a variety of appropriate methods and of outcomes
routine and non-routine procedures in response to a With possible responsibility
contexts range of concrete problems for the achievement of group
with some theoretical outcome
elements
6 Carrying out processes that: Employing: Applied:
Require a command of wide- Specialised knowledge with In managing processes
ranging highly specialised depth in more than one area within broad parameters for
technical or scholastic skills The analysis, reformatting defined activities
Involve a wide choice of and evaluation of a wide With complete accountability
standard and non-standard range of information for determining and
procedures, often in non- The formulation of achieving personal and/or
standard combinations appropriate responses to group outcomes
Are employed in highly resolve both concrete and
variable routine and non- abstract problems
routine contexts

Fire and Rescue Services Industry Training Organisation ©

Version 6.0 April 2008 / Page - 42 - of 80




APPENDIX B - FORMS

01 Form

04 Form

05 Form

06 Form

07 Form

09 Form

Assessor / Candidate Pre-Assessment Checklist
Assessment Result Notification

Appeal of Assessment

Corrections and Amendments

Assessment Plan

Candidate Post-Assessment Feedback

44

46

47

49

50

51
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FRSITO 01 Form
ASSESSOR / CANDIDATE PRE-ASSESSMENT CHECKLIST

Candidate: Date Assessment Requested:

Company:

a) Standard(s) to be assessed are agreed to

b) Purpose and process of the assessment is explained to candidate/s

¢) Amount and type of evidence to be collected is agreed to with candidate/s
d) Timescale for assessment and feedback are agreed to

e) Assessment and appeals process and procedures are explained
to candidate/s

f) Assessment venue is selected and booked and notified to training personnel
and candidates’ employer

g) Do the Candidate/s have any special assessment requirements (please state):

| understand trainee information and assessment results/outcome may be made available to:

Employer/Trainer/Assessor
FRSITO Moderator

NZQA

TEC

FRSITO

Candidate agrees with the above: Date:
(Please sign)

All required documentation on hand and venue confirmed
Supervisors/managers/personnel informed of assessment taking place
Results and feedback to candidate completed (09 form where NYC)
Results and feedback to Supervisor/Manager where appropriate completed
Problems encountered noted for ITO

Appeal to assessment requested and noted on 04 and 05 forms:

Candidate requires further training in PC(s):

ASSESSOR: DATE: Page 1 of 2
(Please sign)
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Attach this page when assessing a group of candidates in a joined process to avoid filling
out multiple individual 01 forms.

We sign as agreeing that the items listed overleaf have been completed and we understand
the assessment process being undertaken and the app  eal process available to us. We also
agree to the release of information as indicated ov  erleaf.

NAME SIGNATURE

Page 2 of 2
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Form 04

FR /1 TO

Fire & Rescue Services ITO

ASSESSMENT RESULT
NOTIFICATION J

This is critical information so that
we can process this result.
Formal names Only pl%ﬁ@s& prinf clearly using copifal leffers)

—® Candidate:

(family name) (given names) (birth date)
—— Postal Address:
l——————p Assessment Type: st [] Adhoc [ : Assessor |
rRcc [ ' RAP [ RUSAT |

P N7ANIDING:

(if not hooked onto NZQA - attach hook-on form and $25 fee)

— Company Name:
{ X
This information > adl

makes it easierto |—» Postal Address: L A

process.
Unit(s) Candidate Assessed and Competent in: — -
o This information
e < —| must be entered
<«— Mustbe the current |—— —| correctly o
Level:
2 |
Credit value: < i
This information is to .
. D Must be ticked
validate the form and Units Candidate not yet Competent in:
for moderation :
Unit No: e S ol ] e e s o
purposes. v v
Appeal requested by candidate: Yes L1 No
I/‘\_ (If YES aftach a copy of a completed appeal form)
———®  ASSESSOR NAME: No.
———— Signed: Assessor: ns el __ Date:
- Candidate: B oy . Date;
PAYMENT DETAILS: Total credits = -
If in a FRSITO Training Agreement @ $1.00 per credit = $ .00
-
If nof in a FRSITO Training Agreement @ $6.00 per credit = § .00 |
i TOTAL fo be remitted = § .00 | -

FRSITO ASS, 04
This copy is to be forwarded to the Local Moderator

This information makes it easier to
process and is for correct billing.

____ MODERATOR
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FRSITO 05 Form

Part 1

Part 2

Part 3

Appeal of Assessment Result
(candidate complete Part 1 and give form back to the assessor)

Candidate Name: NZQA ID No

Organisation:

Date & place of assessment:

Assessment results being appealed:

Unit Standard Number Version

Give full reasons for requesting appeal.

Attach additional sheet/s if required

Candidate’s signature: Date:

(Assessor complete Part 2, attach to assessment materials/ documents and send to Regional Moderator)

Date received by Assessor:

Assessor name: Assessor No.:

Assessor comments to Moderator:

Attach additional sheet/s if required

Assessor’s signature: Date:

The following must be sent to the Regional Moderato  r as the “file™

01 form 09 form completed both sides
All assessment materials and documents 05 form Part 1 & 2 completed
Yellow 04 form with appeal box ticked Copies of unit standard/s and assessment guide/s or

marking tools

Sent to Regional Moderator (name):
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Part 4

Part 5

Date received by Regional Moderator:

Regional Moderator checklist

Appeal Moderator checklist

All materials and documentation received (appeal file)

Super Region Moderator contacted and appeal
Moderator appointed

If not self, forward appeal file to Appeal Moderator
within 24 hours.

Date agreed with SRM to consider appeal.
Acknowledgement letter and copy of front page of 05
form to candidate and assessor advising who will
conduct the appeal and timeframes
Copies of letters attached to appeal file

National Moderator advised by phone/email

The following checks are a guide for the Appeal Moderator when considering the appeal:

Assessment Process

Pre-assessment process done and 01 form signed by assessor
and candidate?

Correct version of unit/s used?

Assessment tool/tasks aligned with unit/s?

Assessor holds scope for unit/s?

04 form completed and appeal box ticked?

09 form completed, feedback recorded, all discussions recorded,
candidate and assessor signed?

No failure by the assessor to follow proper process has
disadvantaged the candidate?

The assessment complies with the principles of validity, reliability,
flexibility and fairness?

Any failure to follow proper
process requires a non-
compliance notice to be issued to
the assessor.

Any failure by the assessor to
follow proper process that has
disadvantaged the candidate
requires natification to the
National Moderator and may
result in the assessor being made
“inactive”.

Failure of process (on its own)
may not justify a reversal of the
assessment decision.

Assessment Judgement/s

Comments (attach additional pages as required)

Assessor has considered all available evidence and has sought
additional information within reason when making judgement/s?

Judgements are consistent with unit/s and assessment guide/s?

Judgements are fair, reasonable and correct?

Judgements are consistent with assessment best practice?

Candidate has not met the performance criteria being appealed?

APPEAL JUDGEMENT

ASSESSOR’S DECISION UPHELD AND APPEAL DECLINED
ASSESSOR TO MODIFY ASSESSMENT DECISION
CANDIDATE TO BE REASSESSED BY ANOTHER ASSESSOR

Moderator stamp/signature

Send all documents to Super Region Moderator

SRM checklist

SRM stamp/signature

Super Region Moderator confirmed decision

Letters to Candidate & Assessor and copies attached to file
Yellow 04 form to FRSITO for data entry

File forwarded to National Moderator -

Post-appeal debrief conducted with Appeal Moderator and
Assessor
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Appendix
FRSITO Form 06 B

Corrections and Amendments Form

Unit Number: Date:

Please describe what is incorrect and suggest how to correct it:
(Please attach a copy of the Unit Standard and/or Assessment Guide with suggested

alterations clearly marked.)

Name:

Contact Telephone:

(Please note that action on these suggestions may be held over until a full review is carried
out on the Unit Standards.)
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FRSITO 07 Form

Assessment Plan Summary Sheet

To assist the Assessor in planning an assessment

Assessor:

Unit Standard number:

Candidate:

Element

Observation of what was
produced

Observed work in progress

Oral questions

Written questions

Simulation

Skill Test

Supporting documentation, log
etc.

Training records

Validation/ Attestation

Other
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Form 09

Candidate Post-Assessment Feedback

Candidate Name: Company:

Unit Standard No.: Date of Assessment:

Unit Standard Title:

Feedback given: Face to face Telephone Email/fax

Assessor to record either written or verbal feedback given to candidate:

Element 1:

Element 2:

Element 3:

Element 4:

Element 5:

Comment on the areas that were done well:

Comment on the areas for improvement:

Assessor Sighature: Date:

| agree that my assessor has given me the above feedback and has explained my options for either re-
assessment or initiating an appeal of the assessment decision.

Candidate Signature: Date:
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Time/date Details of contacts / meetings / agreemen  t/ discussions

Use additional pages as required

Agreement achieved about re-assessment Agreement not achieved & 05 form given to candidate

We agree that the above notes are a true and accurate record of our contacts and discussions regarding the
unsuccessful assessment result.

Candidate Signature: Date:

Assessor Signature: Date:
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Sample Attestation Cover Letter

The following provides a sample of wording for the cover letter to accompany attestation.

/ ./II #II $
/ / Y
" /o /
%&
Iz iy " "ol
" ()**+ / 7"
- " #" " ;oA
/ / /

I so(00 " )+

7" /

Sample of attestation

PC Evacuation timing is selected in / " 20332
2.1 consultation with the building owner, it
meets the requirements of legislation, and
. . L . 1" /" "
is aligned with recent actual evacuation ’ o 003 32
incidents. 4 % !
" /
2 woom
N/ "
I 77
" #" 456
PC Resources are organised in accordance " " "y
2.2 | with fire and rescue service provider’s e o g
requirements. i Y /7
Range: vehicles, radios, staff. #"
/ I "
/

Fire and Rescue Services Industry Training Organisation © Version 6.0 April 2008 / Page - 53 - of 80



What a Unit Standard Looks Like — Old Format

A

’?

UNIT NO: 3278
ISSUED: 18 Jun 96
PAGE: 10f3

FIRE FIGHTING SKILLS
Recognise command structures of
Emergency services

C

B
The Title
Identifies the overall learning outcome. A
States what the learner should be able to
know, do or understand.
C
D
Standard number and registration date. E

Level

’T

Indicates the level assigned to the standar
on the NQF from Level 1 to 8.

The Credit Value

E

Shows the amount of credit awarded whe
learner meets all performance criteria for
each element. Number of credits reflect
time for ‘average learner’ to achieve the
standard. However, learners can progres
any speed.

Final Date for Comment

Relates to the date by which comment mu
be made for subsequent standard revision

Purpose Statement

Expands on the title giving information on
what the standard covers and who it is
intended for. Establishes how it relates to
other standards.

Entry Information
Describes the knowledge and skills alread
assumed by any prerequisites.

Accreditation Requirement
Indicates what an organisation accreditee
must do to be able to award credit for the
standard.

Level: 1
Credit: 2

Final Date for comment: March 1996

Expiry Date: December 1997
Sub-Field: Fire Fighting
Purpose: People credited with this unit

standard will be able to apply
knowledge of the command and
control structure of their own fire
service provider and demonstrate
knowledge of the command and
control structure of the other
services that support their own fire
fighting operations.

Entry Information: Open.

Evaluation of documentation by
NZQA and industry.

Accreditation Option:

A national moderation system of
local networks has been establishe
by the Fire Services Industry
Training Organisation.

Moderation Option:

o

For the purpose of this unit
standard, the terrfemergency
services” includes New Zealand
Fire Service, Rural Fire Authorities
local Airport Rescue Fire Service
Provider, local New Zealand
Defence, Fire Brigades, local
Industrial Fire Brigades, New
Zealand Police, Civil Defence, St
John’s Ambulance. The term

sdenot” can be substitutefOF

Special Notes:

Moderation Option
Indicates what option the industry has selectedrfoderation.
Moderation requirements must be met to award N@Hits. Details
of how moderation system works are outlined inrtregleration
action plan which accompanies the standard.

Special Notes

Allow for further expansion and clarification incling references
and legal requirements. May include definitiond sange
statements.
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UNIT STANDARDS

K

Elements

Describes specific learning outcomes.

Performance Criteria

Criteria against which assessment
judgments are made. Can suggest
appropriate methods for collecting evidenc

M

Range Statements

Give boundaries, context or guiding
examples to minimise differing opinions.

N

Users of the standard may provide feedba
about the standard on any issues arising t:

this address by the specified date.

UNIT NO: 3278
ISSUED: 18 Jun 96
PAGE: 1 of 3

FIRE FIGHTING SKILLS
Recognise command structures of
Emergency services

Elements and Performance Criteria

Element 1:

Demonstrate knowledge of the command and contiattstre of the
Candidate’s own fire service provider.

Performance criteria:

1.1

1.1.2

1.2

Element 2

Demonstrate knowledge of the command and contattsire of
other emergency services.

Performance criteria:

Position and rank titles of personnel of the Caatdit
own service are identified from insignia in botrecgtions
and station dress.

Command and control structure for the Candidatels o
service is explained with reference to differezesiand
types of fire incidents.

Responsibilities of the persons to whom the Candida
directly responsible in the operational and statio
settings, are explained and other fire fightersiwithat
person’s span of control are identified.

21

2.2

2.3

Comments

Fire Services

Unit Standard Revision
P O Box 160
WELLINGTON

By March 1998

Position and rank titles of personnel of other eyapcy
services are identified from insignia in both opierzal
and station dress.

Relative responsibilities and authorities of ttre ervice

providers are explained for fire incidents.

Range: statutory responsibilities, organisational
structures, positional responsibilities.

Relative responsibilities and authorities of other
emergency services are explained in relation to the
Candidate’s own service for fire and non-fire ireits.
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What a Unit Standard Looks Like — New Format

A

The Title

Identifies the overall learning outcome.
States what the learner should be able to
know, do or understand.

Standard number and version.

C

Level

Indicates the level assigned to the standar
on the NQF from Level 1 to 8.

D
The Credit Value

Shows the amount of credit awarded whe
learner meets all performance criteria for
each element. Number of credits reflects
time for ‘average learner’ to achieve the
standard. However, learners can progresqat
any speed.

E
Purpose Statement

Expands on the title giving information on
what the standard covers and who it is
intended for. Establishes how it relates to
other standard

F

Subfield and Domain
These are where the unit is established.

3278 version 3
PAGE: 10of3

Apply community risk management elements in fire ad rescue
services

G

Status/dates
mformation about the present status and
review date of the unit

Entry Information
Describes the knowledge and skills alread
assumed by any prerequisites.

Accreditation
Indicates what an organisation seeking
accreditation must do to be able to award

credit for the standard.

Level 1
Credit 2
Purpose People credited with this unit

standard are able to: evaluate the
use of community risk
management elements in
organisational policy and
procedures; apply risk management
elements to identified actual and
potential risks affecting the local
community; and apply risk
management elements to identifieql
actual and potential risks affecting
the wider community.

Sub-Field Fire and Rescue Services

Domain Fire and Rescue Services —
Structural and Industrial

Status Registered

Status date 25 March 2004

Date version published 20 June 2006

Planned review date 31 March 2008

Entry Information: Recommended: Unit 16936,

Demonstrate knowledge of
community risk management
elements in fire and rescue services
or demonstrate equivalent
knowledge and skills.

Accreditation Evaluation of documentation and
visit by NZQA and industry.

Standard setting body (SSB) Fire and rescue Services Industry
Training Organisation

Accreditation & Moderation Action Plan (AMAP) refer ence
0039

This AMAP can be accessed at
http://www.nzga.govt.nz/framework/search/index.do

Standard setting body

Indicates the SSB for review and registration efthit

AMAP

Creates a link to details of how the moderationesysvorks as
defined in the assessment and moderation action pla
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UNIT STANDARDS

Special notes

1 Version 3 of this unit standard was published teadan
error in the title.

Special Notes
Allow for further expansion and clarification inding
references and legal requirements. May include
definitions and range statements.

Elements and Performance Criteria

Element 1:

Demonstrate knowledge of the command and contnattstre of the
Candidate’s own fire service provider.

Performance criteria:

Elements

Describes specific learning outcomes.

Performance Criteria

Criteria against which assessment
judgments are made. Can suggest
appropriate methods for collecting evidenc

1.1 Position and rank titles of personnel of the Caatdis own
service are identified from insignia inttb@perations and
station dress.

1.2 Command and control structure for the Candidate/s service
is explained with reference to differeizes and types of fire
incidents.

1.3 Responsibilities of the persons to whom the Cartdiga
directly responsible in the operational and stasiettings, are
explained and other fire fighters within that persasspan of
control are identified.

Element 2

Demonstrate knowledge of the command and contnattstre of
other emergency services.

Performance criteria:

2.1 Position and rank titles of personnel of other eyaecy services
are identified from insignia in both opévatl and station dress.

2.2 Relative responsibilities and authorities of the fervice
providers are explained for fire incidents
Range: statutory responsibilities, orgaiiset
structures, positional responsibilities.

Range Statements (0]

Give boundaries, context or guiding

Please note

examples to minimise differing opinions.

Providers must be accredited by the Qualificatidaghority, or an
inter-institutional body with delegated authority fjuality

assurance, before they can report credits fronsassnt against
unit standards or deliver courses of study leathripat assessment.

Notes

Information relating to accreditation
requirements to report credits against the
unit.

Q

Comments

Industry Training Organisations must be accredigthe
Quialifications Authority before they can registegdits from
assessment against unit standards.

Accredited providers and Industry Training Orgatiis® assessing
against unit standards must engage with the madersystem that
applies to those standards.

Accreditation requirements and an outline of theleration system
that applies to this standard are outlined in ther@ditation and
Moderation Action Plan (AMAP). The AMAP also indes useful
information about special requirements for orgaiosa wishing to
develop education and training programmes, suchimisnum
qualifications for tutors and assessors, and spexsaurce
requirements.

Comments on this unit standard

Please contact the Fire and Rescue Services Igdirstining

Users of the standard may provide feedba
about the standard on any issues arising t Q
this address by the specified date.

Organisatiorinfo@frsito.org.nzf you wish to suggest changes to
the content of this unit standard.
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Post-Assessment Moderation Request
Date

Assessor Name
Assessor Address

Dear Assessor Name
Re: Assessment samples for moderation

As part of the FRSITO moderation and assessment system, registered workplace assessors are
required to supply samples of assessments for moderation. The specific unit standards and number
of samples to be moderated are determined on activity levels each quarter.

The attached printout shows your assessment activity during the previous quarter. Samples
required for moderation are highlighted.

Each sample should form a package that must include the following:

FRSITO 01 form completed and signed by both assessor and candidate

A copy of the unit standard

A copy of the assessment guide

Assessment plan or description of the process used, methods and types of evidence
collected

Assessment theory papers all marked where relevant

Any re-assessment evidence where relevant

Practical scenario descriptor and marking schedule where relevant

Any other relevant evidence (such as ROL to prove holding of prerequisite units, assessor
notes etc.)

Candidate feedback (verbal or written, including 09 From where NYC result)

Copy of 04 results form

Please supply the samples requested to:  Regional Moderator Name
Regional Moderators Address

Please supply samples by: Insert Date
Should you have any questions or require further information, please contact the writer at any time.

Yours sincerely
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Assessor Feedback about the Assessment Process

Unit Standard/s:

Assessor: Date/s:

Area: Workplace:

This form allows you to provide feedback to your Regional Moderator for attention of FRSITO National
Moderation Group to promote continuous improvement of FRSITO assessment processes.

You can use this form to report on:
An individual assessment; or
A group of assessments undertaken over a nominated period.

Please provide detailed comments about the following components of the assessment(s).
1. Layout of the assessment guide

Were the instructions clear and specific?

Was there enough space to document assessment details?

2. Content of the assessment guide

Did it cover all the components of the unit standard being assessed?

Did it assess knowledge, skill and their application in an integrated manner?

3. Was the time allocated for the unit standard/s (1 credit = 10-12 hours of equivalent learning) realistic?

4. Comments related to general assessment issues:

Please continue comments on rear of form

Send completed form to your Regional Moderator
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Candidate Feedback about the Assessment Process

Candidate name:
(optional)

Unit Standard/s:

Assessor: Date/s:

Area: Workplace:

This form allows you to provide feedback to FRSITO National Moderation Group to promote continuous
improvement of FRSITO assessment processes.

Please provide detailed comments about the following components of the assessment(s).

1. Were you given enough time to prepare for the assessment?

2. Were you provided with the appropriate equipment to complete the assessment?

3. Did the assessment content match the preparation you were given for the assessment?
4, Did the assessor demonstrate patience and respect during the assessment event?

5. Did the assessor debrief you and give you feedback following the assessment?

6. How do you think the process could be improved or streamlined for future assessments?

Please continue comments on rear of form

Send completed form to:
National Moderator
FRSITO
PO Box 11 988
WELLINGTON

Fire and Rescue Services Industry Training Organisation © Version 6.0 April 2008 / Page - 60 - of 80

Appendix

F




Appendix

G

APPENDIX G — FLOW CHARTS

Assessor Registration through to First Assessment 62
The Assessment Process 63
Recognition Of Current Competence Process 64
Disputed Assessment result 65
Appeal of Assessment 66
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ASSESSOR REGISTRATION THROUGH TO FIRST ASSESSMENT

REGIONAL
EMPLOYER ASSESSOR MODERATOR NATIONAL OFFICE OTHER
| Initial enquiry re: Assessor Criteria } | Advice given referred to Unit Standard 4098 Providers
Assessor Registration pack requested, | Prnulda;;rinﬂjnngi]:
«
once Unit Standard 4088 gained Standard 4098
| | Assessor Pack
e Sent Out
Application Received
Complele Pack =  Review
s Questionnaire > Confirm NZ0A Record of Leaming
Supports and »  Relevant experence against o Confirm Unit Standard 4098
approves | 3 SCOPE o Complete Chacklist
application - Personal Details R?V'St'izn of d
s Holds Unit Standard 4088 on ap‘?;?jjbazlf“ nE |
NZQA Record of Learning l
ApprovediDeclined
’ . s Mofice to candidate and employer
AR | = |f approved, scope and assessor
Regional Moderator advised |- 1 notied
Y
Applicant advised Y
TonaC SSsessoT Aoproved
+  Infogeni updated
. +  Entered as learner with previous resulis
F &?Qfgﬁﬁ;"em +  Enter as Assessor with Scope and assign assessor
L : number
L 4 ﬁ;ﬁiﬁzﬁmmts «  Assign to Regional Moderator and advise
Employer kept Assessor / Moderator meet to review N 100% modearation of all moderator of scope
informtff:legy asspssor [ FRSITO requirements and units when first
pracesseas for first 12 months d
+ k4
v e aoE
. Assessor manual
As part of first assessment, manual and FRSITO systams, e 04 Results Pad
B el | g Ll bl Bl «  NZOAFRSITO Website links to Units and
manual in context of real il (experienced) assessor of -
- Assessment Guides
assassment Super Region Moderator but
remains the responsibility of
Regional Moderator
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THE ASSESSIVIENT PROCESS

Ready for reassessmeant

LIndergoes exira training or gathers additional
evidence

Mot Yet Competant
09 Form

| Feedback |-1

Employer / trainer
advised of
autcome

F

h

Conducts

04 Yellow & Blue Copy

Yelow Copy o FRSITO for processing
within 30 days. Must have moderator
stamp/signature.

Pink 4 evidence
pack and forms

assessment *

04 White copy to Regional
Moderator within 30 days
of assassmeant

held for two years

EMPLOYER/ REGIONAL NATIONAL
ANDIDATE ASSE R
C TRAINER SSESSO MODERATOR OFFICE
Gi\rles advisel
| Identify Unit{s) and competencies and seek advise |-qq Qu'az?tio:] e
raguirements
Y Paymentireporting
Gains employer/irainer support I responsibility ki
agreed Pre assessment
F 3 » meeting 01 Form
| Undargoes training‘;r collects evidence Support 'Df b
employerirainer Level 5 or above
Agreas time/date, o | requires Regicnal
venue, process v Moderator
Y approval
| Ready for assessment I

Post
Assessment
Moderation
Flow Chart

Appendix

G
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RECOGNITION OF CURRENT COMPETENCE PROCESS MAP

CANDIDATE EMPLOYER/TRAINER ASSESSOR REGIONAL MODERATOR
Identify competencies for . q - .
RCC against unit(s) | Seek advice and guidance re: unit{s) P—
Regional
Moderator for
input and
Pre-assessemnt approval
meeting
y Gain support of
Callect evidence i employer/trainer
Payment agreed
OR
Y
Compile portfalio of evidence :I Submit for assessment I
h J
RCC panel
Gather additional evidence or does | NO _,./]ﬂ’ssessrnent convened by
mare training = + o “‘-\decision Super Region
Moderator

04 Farm yellow | blue copies

Employer/trainer
advised of outcome

F 3

F 3

Yellow copy o FRSITO for
processing within 30 days.
Must have Moderator stamp &
signature,

YES

Copy of all evidence,
RCC marking forms

and
White copy of 04 held
by Regional Moderator

Appendix

G
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Appendix

G

CANDIDATE ASSESSOR REGIONAL MODERATOR
essment feedback of N1
+ \\L result
09 Form Signed
- - Meeting/discussion batween
Advises disputed
rainee considers Assessmpent - ﬁ‘;gj::':nd trﬂ?::iﬂ;ﬁy » Regional Moderator may be
feadback R“er:fﬂltnﬁ'u;tahln]i documented on back of 09 consulted for advice
j: i Form
Mot satisfied
with decision
¥
- Assessor attaches a copy
of the signed agreement
N:c:epts Agreement reached? > (back of 09 Form) to
decision trainees evidance
Undergoes
L - | I—
further training 0 —Wishes to appeal
or gathers
additional X
avidence 3
v Frovided with 05 Appeal of . .
Ready for 1o Aermesrmant Recuh Farm $ Regional Moderator advised
assessment
Assessor completes Part 2 of
%mp;?:d:na; 1!31%?: 05 form and sends to Regional
A;mmsesshn;enl assessor within 28 days of > hm?;ﬁ;:ﬂtﬂ:;ﬁmagm > FJT\PP'EEh;S
1 t
f signing the 09 form days of receipt owehar

Fire and Rescue Services Industry Training Organisation ©

Version 6.0 April 2008 / Page - 65 - of 80



APPEAL OF ASSESSMENT

CANDIDATE

ASSESSOR

REGIONAL MODERATOR

SUPER REGION
MODERATOR

NATIONAL MODERATOR

Acknowledgement
letter

Moderator
receives
appeal file

from
BSSESE0r

Super Regicn Moderator
Super Region appoints Appeal Moderator
| Maderator advised | Documents passed on if
of appeal different person to RM
within 24 hours
h J

Interviews

| nterviews

Acknowledgement letter to trainee
within 5 working days includes:
Copy of front page of 05 Form
Caonfirming Appeal Moderator
Timeframe for appeal & response
(within 28 working days)

v

Appeal Moderator / SRM
consider appeal. Quicomes

Appeal decision

Appeal decision

o ecision agreed betwes

include:
|+ Upholding assessment
L decision

*«  Request modification of
decision by assessor
+ Arranges reassessment

Y

Mational Moderator

r

e Moderator and SRM

Trainee and

shes to appeal to
Mational Moderator

Letter to MNational
Maoderator wishing to

Assessor notified

I 3

Subsequent non-
compliance action 4

Assessor advised
of decision

if required

kept informed

Right of final appeal to
Mational Moderator received
within 28 days of decision
letter

v

Letter sent lo appellant
acknowledging receipt

—

All other parties in process
advised of appeal

¥

Final
decision made within
28 working days
of recaipt

All paries formally notified

Post-appeal process may includa:

. Summary of appealissues
raised at OMAG

* Intemal debrief of staff

+  Presented at National
Moderators meeting

«  National Manager briefing

appeal

Appendix

G

Fire and Rescue Services Industry Training Organisation ©

Version 6.0 April 2008 / Page - 66 - of 80



Appendix

H

APPENDIX H - WORKED EXAMPLES OF FORMS

01 form individual candidate 68
01 form multiple candidates 69
04 forms 71
07 form 74
09 form and attached 05 appeal form 75

Assessor should add own useful examples etc as reference.
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FRSITO 01 Form
FR AIAITOD

Fire & Rescur Services ITO
ASSESSOR/CANDIDATE PRE-ASSESSMENT CHECKLIST
Candidate: .} Stk Date Assessment Requested: 22-11-0%
Company:__ " H 14

a) Standard(s) to be assessed are agreed to 2285 1236

k) Purpose and process of the assessment is £xplained to candidate/s
¢) Amaount and type of evidence to be coliected is agreed to with candidate/s
d) Timescale for assessment and feedback are agreed to 2o fu fug

e) Assessment and appeals process and procedures are explained
to candidatess Flopachesd Yoo

f) Assessment venue is selected and bocked and natified to training parsennel
and candidates’ employer @~ sde ab plre degut

g) Do the Candidate/s have any épecial assessment reguirements (please state);

* 4 REEH

iy A Aat t:'nor

' understand trainee information and assessment results/outcome may be made available to:

EmployerTrainer/Assessor
FRSITO Moderator

NZQA

TEC

FRSITO

b i A

-

Candidate agrees with the above: (_\i??b;-._h:-.\“tw’- Date: _ &% -'\-0(
{(Please sign}

All required documentation on hand and vanue canfirmed 3
‘Supervisors/managers/personnel informed of assessment taking place =
Results and feedback to candidate completed (09 form where NYG) »~ &
Results and feedback to Supervisor/Manager where appropriate completed &
Problems encountered nated for ITO : rt
Appeal to assessment requested and noted on 04 and 05 forms: [T a
Candidate requires further training in PO(s); 36?3%5. IETTCRI a
ASSESSOR: - b~ DATE: _ 24 /y [

{Ploase sign}

S\masters\farmsitssassmentifssasaor Fotrm 01 doo

isati i i - 68 - of 80
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FRSITC 01 Form
FR &SI TO

Fire & Rescoe Services 10
ASSESSOR/CANDIDATE PRE-ASSESSMENT CHECKLIST

Candidate: _pa v et ipes Date Assessment Requested; ¥ /5 / Oy

Company: “Te bhra Cice Curca

a) Standard(s) to be assessed are agreadto = 224 -

b} Purpose and process of the asseasme tis explam:fi Jo candidate/s
A F-K Tha

¢} Amaunt and type of avidence to bs collectad is agreed to with candidate/s

d) Timescale for assessment and feedback areagreedto (o fof o2

€} Assessment and appeals process and procedures are explained
to candidate/s Meg

f} Assessment verue is selected and booked and notified to training personnel
and candidates’ employer ¢ Sharig,

4 X BRAR

g) Do the Candidate/s have any special assessment requirements (pleass state):

AL Aald pelluand o lags ofy Liconce ~

| understand trainse information and assessment results/cutcome may be made available to:

Employer/Trainer/Assessor
FREITO Moderator

NZQA

TEC

FRSITO

¥¥YY¥Yvy

oiasr  \eak,

Candidate agrees with the above: Date: %% f oLy
{Pleass sign)

All required documentation on hand and vere confirmed B
Supenrisors!managsrsfpersonnel informed of assessment taking place [3'/
Results and feedback to candidate completad (09 form where NYC) rd
Results and feedback to SuperviserManager where appropriate completed preset, o
Problems encountered noted for ITO A O
Appoal to assessment requested and noted on 04 and 05 forms: P |
Candidate requires further training in PCis): se [

ASSESSOR: ﬂ\ émod,\__ DATE: 1% l;f (D Ly

{Plaase sign)

SmastersiformsiAssessmentid ssessor Form 01 dog

— - - 89 - of 80
Fire and Rescue Services Industry Training Organisation © Version 6.0 April 2008 / Page - 69



—_———— .

FR L1 TO

Fere & Resene Seetices VITH

Aftach this page when assessing a group of candidates in & joined process to avoid
filfing out muttiple individual 01 forms.

We slgn as agreeing that the items listed overleaf have been completed and we

understand the assessment process being undertaken and the appeal process

available to us. We aigo agree to the release of informatlon as indicated overleat.
—

NAME | SIGNATURE
'—'T-— S ey /{q

E;_‘. Sones J - .
Lra L.
o T ﬁ;ﬁ (j ﬁ:;?/

W

Siimastersifomsiissassmentlizsessor Fomm 01.dos

isati i i -70-0f 80
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Candidate is
being assessed

on an ad hoc
unit
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Candidate is being
assessed on a unit as

part of a structured
training programme
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Candidate is an
assessor being

assessed on an
ad hoc unit

Level 5 units require
the approval of a
moderator
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