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Pre Assessment Checklist for Assessors
	Points that may need to be discussed and or arranged prior to assessment

	The Unit Standards to be assessed are identified

	Process of assessment is explained to learner

	Type of evidence to be provided is agreed

	Timeframe for assessment and results/ feedback are agreed to

	Assessment venue and time is agreed to (note: check if venue requires booking)

	Does the learner have any special assessment requirements

	Clearly explain the appeal process 

	Inform learner that information and assessment results may be made available to:

Their employer/ trainer, EMQUAL staff, NZQA & TEC 

	Ensure that any pre assessment work is provided to learner within agreed timeframe

	Have all required documentation ready before assessment activity begins

	After assessment

	Complete all necessary paper work and submit assessment results to EMQUAL within 30 days
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