WAMITAB

Waste Management Industry Training & Advisory Board

[image: image1.png]



   ASSESSOR TRAINING REQUIREMENTS –

CONTINUOUS PROFESSIONAL 

DEVELOPMENT 

June 2011
(11th Revision)

Relates to Assessors and Verifiers for 

Statutory, Non Statutory and Vocationally Related Qualifications
CPD Administration for Statutory, Non-Statutory and VRQ Scheme for Assessors and Verifiers

The CPD Scheme was introduced on 1 June 2000 for Assessors and Verifiers approved for the non-statutory qualifications and from 1 June 2001 for all A/IV’s approved for the statutory qualifications. All A/IV’s that wish to be listed as ‘Active’ must comply with the Scheme’s requirements.

Administration:

CENTRES RESPONSIBILITY

Centre Co-ordinators are required to inform WAMITAB that Assessors and Verifiers have complied with CPD Scheme requirements. This will ensure that persons are appropriately listed and that EV’s have access to accurate information. This information will then be used to create an up-to-date listing of active Assessors and Verifiers for use by the External Verifiers for the scheme.

Approval for newly appointed Assessors and Verifiers and approval for extension for further qualifications:

WAMITAB will require Centre Co-ordinators to conduct reviews of the knowledge, experience and levels of attendance at various meetings for each Assessor and Verifier. Assessors and Verifiers are required to demonstrate how they have kept up-to-date with the latest waste management practices.

· TECHNICAL EXPERIENCE: Centres must ensure that they nominate prospective Assessors and Internal Verifiers who meet the technical experience specified in the approval criteria.
· NEW APPROVALS AND APPROVAL EXTENSIONS: Centre Co-ordinators must complete form AVR1 and ensure that the External Verifier authorises the approval form.
· If centre is NOT approved for all pathways in a qualification – please list the qualification codes for the pathways that are approved in the Qualification Code section.
· ON-GOING APPROVAL OF AN ASSESSOR use form 0013A – Assessment Experience

· ON-GOING APPROVAL OF AN INTERNAL VERIFIER use form 0013V – Verification Experience

The information returned to WAMITAB will be used to update Assessor and Verifier listings during March of each year. Centres are therefore requested to provide the necessary information to WAMITAB for the calendar year 1st January 2011 to 31 December 2011 no later than 29 February 2012, where A/IV’s are to be included on the list.

WAMITAB RESPONSIBILTY

WAMITAB will update Assessor Verifier listings to show ‘Active’ and ‘In-active’ A/IV’s during March of each year. Lists will be restricted for circulation to the External Verifiers for the qualifications. Centre Co-ordinators or Lead Verifiers may call WAMITAB to check on the approved status of an Assessor or Internal Verifier for clarification purposes; however lists of the Assessors and Verifiers will not be circulated to Centres. 

EXTERNAL VERIFIER RESPONSIBILITY

The External Verifier for each Centre will have overall responsibility for approval of the assessors and verifiers used by that Centre. EV Approval will be demonstrated by signing the appropriate AVR1, 0013A, 0013V forms.

ASSESSOR/INTERNAL VERIFIER RESPONSIBILITY

Each Assessor and Internal Verifier will be required to comply with CPD requirements if they wish to retain their status as ‘Active’.

The criteria are specified in the document on pages 13 to 17.
‘Requirements for Continuous Professional Development CPD Scheme for Assessors and Verifiers’.

Forms are included within the CPD booklet to assist with record keeping. These are as follows:

· DIARY DOCUMENT, 0013D 
- Optional use to assist in recording: Assessment Hours; IV Record; Observed Assessments; QCF/S/NVQ Training/Development; Waste Management Training/Development

· ASSESSOR CODE OF PRACTICE
- Commitment to uphold the aims and objectives of the scheme

· INTERNAL VERIFIERS CODE OF PRACTICE – Commitment to uphold the aims and objectives of the scheme

WASTE MANAGEMENT INDUSTRY TRAINING AND ADVISORY BOARD 

Guidance for WAMITAB Assessment Centres in Determining Technical Competence of Potential Assessors/Verifiers/Moderators
for WAMITAB (Statutory) Level 3 & 4 qualifications

1. Centres must refer to the relevant SSC Assessment Strategy with regard to the appointment of Assessors and Verifiers.

2. WAMITAB VQ qualifications set out the vocational competences expected of operational managers to meet the requirements or standards of the qualification.  They define the expected performance criteria in outcome related terms and the necessary underpinning knowledge (as shown in each of the Units).  The Assessor’s role is to collect evidence, mainly in the work place, of the manager’s competence and understanding and to weigh it against the outcomes expected from the performance criteria across the defined operational range and underpinning knowledge requirements.
3. Verifiers/Moderators should meet the relevant experience required of assessors and should understand the assessment process and technical requirements.  They should ensure that the assessor meets the system requirements, keeps adequate records and applies the standards fairly and consistently.
4. During the interview with the Centre Coordinator, potential assessors and verifiers/moderators should demonstrate that they have sufficient relevant recent experience and understanding to competently assess/verify an operational manager.  “Recent experience” means a minimum of three years within the previous seven years.  Evidence prior to the seven-year period may be presented to show how the experience and understanding were kept up to date.
5. Possible alternative evidence of experience, provided it was adequate, could include:-

i.
area management of direct operational managers

ii.
working over a significant period with site managers as a result of developing, auditing and commissioning operational facilities

iii.
having prepared site operational documentation

iv. having an appropriate technical or systems background

v. attainment of COTC along with Units A1 (D32 and D33) – (V1/D34 for Verifiers), or appropriate subsequent Assessor/Verifier qualifications.

6.
The Centre Co-ordinator may consider that a potential assessor should be approved for one of the nominated areas of assessment, but with a technical restriction to reflect their specific area of experience.  Specify option as:
· Clinical Waste only

· Single Waste Streams only

· Composting only

· Remediation of contaminated land only

· Treatment of oil only

· Handling tyres only

· Where only the physical process of Treatment are involved

· Where experience is restricted to water or effluent treatment plant only
· Biological treatment
Where such a restriction applies, that assessor would be approved to assess managers for the approved technical area only.

7.
Ultimately the decision will rest with the professional judgement of the External Verifier to assess the relevance, breadth, depth and currency of the evidence presented and to weigh this against this guidance and the relevant technical requirements.

8.
Where an application has been rejected, then that person can appeal against the decision.  The applicant may be invited to present personally his/her case to an Appeals Panel convened by WAMITAB.  This Panel’s decision will be final.  The Appeals Panel will comprise a minimum of three representatives selected from the Awarding Body Review Group and a representative from WAMITAB will be present to record decisions.  An independent representative will also be involved in the appeals process.  Meetings will be arranged quarterly as required and held at WAMITAB, Northampton unless an alternative venue is more appropriate to applicants.

WASTE MANAGEMENT INDUSTRY TRAINING AND ADVISORY BOARD
Criteria for approval of assessors and verifiers for WAMITAB
Non-Statutory qualifications Levels 1, 2, 3 and 4

1. Centres must refer to the relevant SSC Assessment Strategy with regard to the appointment of Assessors and Verifiers.

2. WAMITAB VQ qualifications set out the vocational competences expected of a candidate if he/she is to meet the requirements or standards of the qualification.  They do this by defining the expected performance criteria in outcome related terms and the necessary underpinning knowledge.  A full definition of the Assessors role can be found in Units A1 and A2 and any subsequent qualifications.  A fundamental role of the Assessor is to collect and judge evidence, mainly in the work place of the candidate where competence and understanding is assessed against the outcomes expected as defined by the standards.
3. The Internal Verifiers should meet the relevant technical experience required of an assessor, and should fully understand the assessment process and technical requirements.  He/she should ensure that the quality assurance procedures for assessment are implemented in accordance with V1 (D34) requirements (or subsequent relevant qualification).  Besides the requirement to achieve Employment NTO unit V1 (D34), the Verifier should ideally hold A1 (or D32 and D33) or any subsequent assessor qualification.   Where the Assessor is to assess candidates for competences at Level 1 only, the minimum requirement will be to hold Unit A2 (or D32) or any subsequent assessor qualification.
4. The assessor’s role at VQ levels 1 and 2 will necessitate good interpersonal skills to provide mentoring and encouragement to candidates. 
5. Potential assessors and verifiers shall be able to demonstrate that they have sufficient relevant recent experience and understanding to competently assess/verify a candidate.  The adequacy and relevance of this information will be assessed by the Centres Internal Verifier and Assessors will be approved by the Centres External Verifier.

Acceptable evidence of experience, provided it was adequate could include:

· A minimum of 3 years within the last 7 years in the role/job function of the qualifications requested for assessor approval;*

· “Supervisory grade” held by the assessor applicant in the category of qualification to be approved.  Level 2 (and above as appropriate) assesses Level 1 etc;
· Hold an appropriate WAMITAB Level 2 VQ to assess Level 1 candidates; Level 3 qualification to assess Level 2 etc;
· Equivalent qualifications or experience to the standards they are assessing or internally verifying.
* Note: This reflects the requirements for the Waste Management Sector. Duration of experience may vary for standards set by other Standards Setting Bodies and these will be notified separately. 

6.
Assessors will be required to achieve the current Assessor qualification if they do not already hold A1/A2, D32/D33 qualifications, in addition to the above technical requirements.  It is not therefore appropriate to require QCF/N/SVQ role players to hold these certificates before they can function.  However, they should have received a one or two day briefing about their role before commencing, and make a commitment to register and attain the necessary Assessor qualification  within a recommended 18 month period of their appointment.

7.
If experience is beyond the seven year period referred to in 5 above, or there are gaps in this experience, then the applicant shall be requested to show how the experience and understanding were kept up-to-date.

8.
Assessors are required to demonstrate sufficient literacy ability to maintain auditable records.

9.
External Verifiers will follow these guidelines when appraising the suitability of prospective Centres to offer the WAMITAB ‘non-statutory’ qualifications for Waste Collection, Landfill and Treatment and Recycling.  They will act at variance only when they feel that special local circumstances compensate for any lack in experience or qualifications as compared with the stated requirements.

10.
Where an application has been rejected, then that person can appeal against the decision.  The applicant may be invited to present personally his/her case to an Appeals Panel convened by WAMITAB.  This Panel’s decision will be final.  The Appeals Panel will comprise a minimum of three representatives selected from the Awarding Body Review Group and a representative from WAMITAB will be present to record decisions.  An independent representative will also be involved in the appeals process.  Meetings will be arranged quarterly as required and held at WAMITAB, Northampton unless an alternative venue is more appropriate to applicants.

WASTE MANAGEMENT INDUSTRY TRAINING AND ADVISORY BOARD

WAMITAB ‘VRQ’ Level 3  

Guidance for WAMITAB Assessment Centres in determining technical competence of potential presenters, assessors, verifiers and subject-specialists

Format for delivery of Level 3 Award in Waste and Resource Management: (Often referred to as ‘the Level 3 VRQ’.
It is anticipated that where existing Centres are applying for approval to offer the Level 3 ‘VRQ’, presenters have technical competence associated with the assessment of the Level 4 qualification  ‘Waste Management Operations Managing Treatment Hazardous Waste’ and subsequent QCF qualifications for the Treatment of Hazardous Waste. Centres may choose to use Subject Specialist Presenters (see below) although Centres may not always choose to deliver the level 3 programme in this manner.

Competence requirements: Presenters, Subject Specialists, Assessors and Verifiers:

1.
WAMITAB VRQ qualification at Level 3 sets out the vocational competences expected of operational managers to meet the requirements or standards of the qualification.  They define the expected performance criteria in outcome related terms and the necessary underpinning knowledge (as shown in each of the units).
2. The Presenter has responsibility to provide certain training input for a particular unit, or units, in accordance with the requirements of the standard. The Presenter will deliver course material prescribed for the unit, or units, and prepare the candidate for assessment. Presenters can also be assessors (competent to A1 standard) but Presenters are not permitted to assess candidates for units for which they provide training. 
3. Presenters must possess sufficient breadth and depth of experience and understanding appropriate to the VRQ subject matter and relevant ‘Unit 6’ competencies specified. Presenters will be able to draw on this experience in conjunction with Centre developed course material to ensure breadth and depth of understanding by candidates.
4. Assessors must have relevant and up to date knowledge of the subject matter and maintain competence through WAMITAB’s Continuous Professional Development requirements. 
5.
Verifiers should be competent to both V1 and ideally A1 standards. They should meet the relevant technical expertise required of assessors and should understand the assessment process and technical requirements of the qualification.  They should ensure that the assessor meets the system requirements, keeps adequate records and applies the standards fairly and consistently. Verifiers must confirm that assessors do not assess units for which they have trained candidates.

6.
The Centre Co-ordinator will interview potential presenters, assessors and verifiers to determine that they have recent, relevant experience and understanding to competently present, assess or verify course delegates, who will often be at operational or strategic management levels.  “Recent, relevant experience” means being up to date operationally in the technological subject matter.  As an example, competence could be demonstrated through operational capability, relevant consultancy activity, or lecturing at degree level.

The Centre-Co-ordinator will be required to complete the form AVR1 and submit this with a copy of the applicant’s CV and other supporting documentation to the EV for approval.

7.
Possible alternative evidence of experience, provided it is up to date and adequate, could include:
I. proof of area management of direct operational managers within ‘new technology’ areas.

II. proof of working over a significant period with site managers on the development, auditing and commissioning of ‘new technology facilities’.

III. proof of having prepared site operation documentation for ‘new technology’ facilities.

IV. proof of an appropriate technical or systems background.

V. certificate of attainment of the appropriate VRQ along with Units A1 (D32 and D33), or any subsequent assessor qualifications – (V1/D34 for Verifiers).

VI. proof of assessment of the Statutory qualification Waste Management Operations - Managing Treatment Hazardous Waste - Level 4 within ‘new technology’ environments.

8
The selection of Subject Specialists will be for Centres to decide. Subject Specialists will not be classed as assessors or verifiers, however they could provide witness testimony statements for use during the assessment process.

9. The Centre Co-ordinator may consider that a potential Presenter, Subject Specialist or Assessor should be restricted in their approval for one or more Units contained within the respective VRQ(s). In this instance, the Centre Co-ordinator will specify the appropriate units on the AVR1 form as follows:

Level 3 Award in waste and resource management:

Mandatory Units:

1. Environmental impact of waste and resource management

2. Waste and Resource Management – Policy and Legislation 

3. Permitting Requirements and Compliance in the Waste and Resource Management Industry

4. Health and Safety in the Waste and Resource Management Industry 

5. Technical aspects of managing waste and resources

Option Units:

6a.
Physical and Chemical processing within the Waste and Resource Management industry

6b. 
Biological processing within the Waste and Resource Management industry

6c.
Thermal Treatment Processing within the Waste and Resource Management Industry
6d.
Environmental impact of land remediation
6e.
Landfill Inert

10.
Ultimately, the decision will rest with the professional judgement of the External Verifier to assess the relevance, breadth, depth and currency of the evidence presented and to weigh this against this guidance and the relevant technical requirements.

11.
Where an application has been rejected, then that person can appeal against the decision.  The applicant may be invited to present personally his/her case to an Appeals Panel convened by WAMITAB.  This Panel’s decision will be final.  The Appeals Panel will comprise a minimum of three representatives selected from the Awarding Body Review Group and a representative from WAMITAB will be present to record decisions.  An independent representative will also be involved in the appeals process.  Meetings will be arranged quarterly as required and held at WAMITAB, Northampton unless an alternative venue is more appropriate to applicants.

WASTE MANAGEMENT INDUSTRY TRAINING AND ADVISORY BOARD
Assessor selection criteria for use by internal verifiers for WAMITAB Voluntary Qualifications, QCF/S/NVQ Levels 1, 2, 3 and 4
For Reference: Approval of Internal Verifiers

Centres must refer to the relevant SSC Assessment Strategy with regard to the appointment of Assessors and Verifiers. 

The Centres External Verifier will approve an Internal Verifier based on technical competence and experience.  Internal Verifiers should meet the relevant technical experience of an assessor and should attain Employment NTO Unit V1 (D34) and ideally A1 or A2 (D32/ D33), or any subsequent assessor award. 

Approval of Assessors

Once appointed the IV will have responsibility to review the technical competence of the assessor in terms of WAMITAB and SQA/Ofqual criteria.  The External Verifier will then be responsible for the approval of assessors.

Key requirements for the approval of an assessor, (with particular relevance to VQ Level 1 and 2 qualifications):

1. Good interpersonal skills to be demonstrated.

2. Sufficient relevant recent experience and understanding, comprising one or more of the following 

· A minimum of 3 years experience within the last 7 years for the job being assessed *

· “Supervisory” grade held by the assessor in the qualification category requested.  (Level 2 assesses Level 1 etc)

· Hold an appropriate WAMITAB Level 2 VQ to assess Level 1 candidates; Level 3 qualification to assess Level 2 etc
· Equivalent qualifications or experiences to the standards they are assessing or internally verifying.
If there are gaps in experience then the applicant should show how experience and understanding were kept up to date.

* Note: This reflects the requirements for the Waste Management Sector. Duration of experience may vary for standards set by other SSCs and these will be notified separately. 

3. Assessors will be required to achieve the current Assessor qualification if they do not already hold A1/A2, D32/D33 within a recommended 18 month timeframe, as well as technical skills described in 2 above.

4. Assessors to have sufficient literacy ability to maintain auditable records.

5.
In the event of an Assessor or Verifier being rejected as a result of their technical experience, they have the right to appeal.  Information on how to make an application for an appeal can be found on pages 27 and 28 of this document.
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WAMITAB
Assessor/Verifier/Presenter/Moderator/Tutor 

Registration Form (AVR1)
The Centre Co-ordinator/Lead IV should complete the approval form and forward to the EV for Approval and Signature.   After EV approval the form should be submitted to WAMITAB for entry onto the relevant database. 
	Centre Name:


	Assessor/Verifier/Presenter/Moderator/Tutor Name:     
	Date of Birth:


	Address for correspondence:


	Phone No:              

Mobile No:           
	Fax:
Email:  


	Documents:
	Yes
	No
	Not yet Attained
	N/A

	Copy of CV attached
	
	
	
	

	Copy of Assessor/Verifier qualification certificate(s) attached (for example A1/A2, D32/D33, D34) 
	
	
	
	

	Copy of NEBOSH/IOSH or equivalent certificate attached
	
	
	
	

	Copy of teaching qualification certificate attached for Literacy/Numeracy tutor (for example PTLLS, Cert Ed, C&G 7302)
	
	
	
	


I confirm that the above person meets the approval criteria for the WAMITAB Qualifications listed below:  (Please add rows to the table as necessary to accommodate all approved Qualifications)

	Employed - In Company 
	
	Independent (Self Employed) - Peripatetic
	

	WAMITAB Qualification Code e.g SWMO2 – Please list any option limitations with the Qualification Code.  If Centre is NOT approved for all pathways within a qualification, please only include codes for the approved pathways, not the full qualification code.
	Assessor
	Verifier
	*Presenter


	*Moderator

	*Tutor



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


*   These categories only apply to taught and tested qualifications e.g. VRQ, PSRM2, PSRM3, Literacy and Numeracy.
	Centre Co-ordinator Name:

	Signature:

	Date:



	External Verifier Name:

	Signature:

	Date:



Form 0013A

CPD SCHEME ASSESSOR CRITERIA

CPD YEAR ENDING:

31 DECEMBER 2011
Section A:
 ASSESSMENT  EXPERIENCE
	Assessors Name:

	Number of candidates allocated to assessor through this centre during the previous 12 months:



	1.   The minimum direct relevant Assessment Hours have been provided by Assessor*
	Yes
	No

	2.   Direct relevant Mentoring Hours (maximum of 5) have been provided by Assessor*
	Yes
	No

	*Section B Note 1 refers

	3. Attendance on relevant Centre based or other Technical courses.    List course titles and attendance date(s) :


	3a.  Attendance at WAMITAB forum or Centre’s own training day (give location and date(s)):


	3b.  Additional specific course or training requirement i.e. Unit HSS3 Health and Safety.

If yes specify:


	Yes
	No

	4.   Other relevant experience – Development Work:

	Development or delivery of training programmes:  Give programme title, number trained (if appropriate), dates etc.


	Other assessment or training related development work (i.e. development of course materials, candidate mentoring etc).


	5.    In exceptional circumstances the EV may be requested to approve ongoing contribution by an assessor based on unique experience demonstrated.  For example exemption from the need to attend ‘Unit 3 Health and Safety Training’ due to the attainment of NEBOSH/IOSH or equivalent qualification.

· Additional relevant experience to be considered for ongoing assessment provision




	Minimum requirements met:
	Yes
	No
	Recommendation to continue:
	Yes
	No


	IV/Centre Co-ordinator Name:

	Signature:

	Date:



	External Verifier Name:

	Signature:

	Date:



CPD SCHEME ASSESSOR CRITERIA

Section B:
MINIMUM REQUIREMENTS (ASSESSORS)

1. Existing assessors: Minimum of 30 HOURS OF DIRECT RELEVANT ASSESSMENT in the previous 12 months.  NOTE:  The 30 hours may comprise 25 hours direct assessment with a maximum of 5 hours relevant mentoring of the candidate(s)

2. Attendance on at least one relevant TECHNICAL WASTE MANAGEMENT course (in addition to those in 3 below)

3. Attendance at  WAMITAB forum or Centre’s own training day

4. Centres may require assessors to attend particular courses or centre meetings in addition to the minimum requirements

5. For assessor to demonstrate competence for approval to assess new Unit 3 (applicable to Statutory qualification Assessors only):  Either of the following –

1. Assessor to hold NEBOSH Certificate, IOSH, Managing Safely Certificate, British Safety Council Diploma, or equivalent of these.

2. Attend appropriate Centre’s own course on assessment of Unit 3.  There will be a requirement for assessors to attend an update on this course every two years.

NB.  The above criteria provides guidance on the minimum requirements for continued and uninterrupted practice by Assessors. In exceptional circumstances the EV may approve ongoing contribution by an assessor based on unique experience demonstrated.  Section 5 should be completed by the Centre Co-ordinator in instances where minimum requirements have not been met and ongoing assessment provision from the assessor is proposed.

Form 0013V
CPD SCHEME ASSESSOR CRITERIA

CPD YEAR ENDING:

31 DECEMBER 2011
Section A:
 VERIFICATION  EXPERIENCE

	Verifiers Name:

	1.   Minimum number of Units Verified in the last 12 months*
	Yes
	No

	2.   Minimum number of Observed Assessments carried out in the last 12 months*
	Yes
	No

	*Section B Note 1 and 2 relate

	3. Attendance on relevant Technical courses etc.   List course titles and attendance date(s) :


	4.   Attendance at WAMITAB forum or Centre’s own training day (give location and date(s)):


	5.  Additional specific course or training requirement:

If yes specify:


	Yes
	No

	6.   Other relevant experience or development activities:

	Development or delivery of training programmes:  Give programme title, number trained (if appropriate), dates etc.



	Verification service for other centres, or relevant training development (i.e. development of course materials, candidate mentoring etc.)


	7.   In exceptional circumstances the EV may be requested to approve ongoing contribution by an IV based on unique experience demonstrated.  
· Additional relevant experience to be considered for ongoing verification provision




	Minimum requirements met:
	Yes
	No
	Recommendation to continue: 
	Yes
	No


	IV/Centre Co-ordinator Name:

	Signature:

	Date:



	External Verifier Name:

	Signature:

	Date:



CPD SCHEME VERIFIER CRITERIA

Section B:
MINIMUM REQUIREMENTS (VERIFIERS)

1.
Existing verifiers: Minimum of 24 UNITS VERIFIED FOR 2 CANDIDATES during the previous 12 months

2.
At least 1 OBSERVED ASSESSMENT in previous 12 months

3.
Attendance on at least one relevant TECHNICAL WASTE MANAGEMENT course (in addition to those in 4 below)

4.
Attendance at WAMITAB forum or Centre’s own training day

5.
Centres may require verifiers to attend particular courses or centre meetings in addition to the minimum requirements

NB.  a.
The above criteria provides guidance on the minimum requirements for continued and uninterrupted practice by Internal Verifiers.  In exceptional circumstances the EV may approve ongoing contribution by an IV based on unique experience demonstrated. Section 7 should be completed by the Centre Co-ordinator in instances where minimum requirements have not been met and ongoing verification provision from the IV is proposed.

b. Depending on the sample framework agreed with the EV, IV’s would not necessarily be required to individually verify the 24 Units.  They would, however, need to “sign-off” 24 units based on the agreed sample.
REQUIREMENTS FOR CONTINUOUS PROFESSIONAL DEVELOPMENT CPD SCHEME FOR ASSESSORS AND VERIFIERS

The CPD scheme for Assessors and Verifiers began in June 2000 and is revised every 12 months.

Each year, WAMITAB requires all Centres to carry out annual reviews on their Assessors and Verifiers against the laid down criteria for continued service provision.

From 1st June 2000 (1 June 2001 for Statutory Qualification A/IV’s) Assessors and Verifiers must demonstrate that they have kept abreast of relevant assessment practices and developments within the Waste Management Sector. This includes participation in appropriate forums and training programmes each year.

This will ensure an on-going provision of qualified assessors and verifiers.

Assessors:

For continued and uninterrupted practice the minimum requirement to act as an assessor is as follows:

1. Minimum of 30 Hours of relevant direct assessment in the previous 12 months

2. Attendance on at least one relevant Technical Waste Management Course (other than those in 3 below)

3. Attendance at WAMITAB forum or Centre’s own training day.

Notes:

· Centres may require assessor/verifiers to attend particular courses, or centre meetings in addition to the minimum requirements.

· The 30 hours may comprise 25 hours direct assessment with a maximum of 5 hours relevant mentoring of the candidate(s).

· In exceptional circumstances the EV may approve ongoing contribution by assessors based on their unique experience.

Verifiers:

For continued and uninterrupted practice, the minimum requirement to act as a Verifier is as follows:

1. Minimum of 24 Units verified for 2 Candidates

2.
At least 1 Observed Assessment in the previous 12 months

3. 
Attendance on at least one relevant Technical Waste Management course (other than those in 4 below)

4. 
Attendance at WAMITAB forum or Centre’s own training day.

Notes:

· Centres may require assessor/verifiers to attend particular courses where a need has been identified, or centre meetings in addition to the minimum requirements.

· Depending on the sample framework agreed with the EV, IV’s would not necessarily be required to individually verify the 24 Units.  They would, however, need to “sign off” 24 Units based on the agreed sample.

· In exceptional circumstances the EV may approve ongoing contribution by verifiers based on unique experience demonstrated.

0013D 

DIARY

Continuing Professional Development

Courses attended/Training undertaken during the period ……/……/ …….  to …..../……./……    Assessor/Internal Verifier  Name: …. ……………………………

Assessment Record 

	Date
	No. of Hours
	Candidate
	Qualification
	Centre
	Comment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Internal Verification Record

	Date
	No. of Hours
	Candidate
	Qualification
	Centre
	Comment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Observed Assessments

	Date
	Candidate
	Qualification
	Assessor
	Centre
	Comment

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I confirm that all the information given above is correct

              Signed:  ………………………………………….             Dated ……./……./……..

Continuing Professional Development

Courses attended/Training undertaken during the period ……/……/ …….  to …..../……./…… 

Assessor/Internal Verifier Name: …. ……………………………………………………………………….
COTC/VQ Training/Development

	Date
	No. of Hours
	Title
	Provider
	Relevant Standards
	Further Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Waste Management Training/Development

	Date
	No. of Hours
	Title
	Provider
	Relevant Standards
	Further Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


I confirm that all the information given above is correct

              Signed:  ………………………………………….             Dated ……./……./……..

A1 SELF ASSESSMENT FORM : QUALITY ASSURANCE OF ASSESSMENTS


ASSESSOR NAME: .............................................................................

1/
DEVELOP PLANS FOR LEARNING AND ASSESSMENT WITH CANDIDATES
2/
UNDERSTAND ASSESSMENT REQUIREMENTS
3/
PLAN THE ASSESSMENT PROCESS WITH CANDIDATES AND OTHERS

4/
HELP CANDIDATES MEET AGREED ASSESSMENT REQUIREMENTS

5/
REVIEW THE CANDIDATES LEVEL OF COMPETENCE AND IDENTIFY FURTHER REQUIREMENTS TO MEET STANDARD

6/
SUPPORT CANDIDATES WITH DIFFERENT NEEDS DURING ASSESSMENT
7/
USE VARYING ASSESSMENT METHODS
8/
RECORD ASSESSMENT DECISIONS
9/
GIVE FEEDBACK AND REVIEW CANDIDATE PROGRESS

10/
USE DIFFERENT TYPES OF EVIDENCE TO ASSESS COMPETENCE

11/
WORK WITH OTHERS INVOLVED IN THE ASSESSMENT PROCESS

SIGNED INTERNAL VERIFIER       DATE                         SIGNED EXTERNAL VERIFIER       DATE



A2 SELF ASSESSMENT FORM : QUALITY ASSURANCE OF ASSESSMENTS


ASSESSOR NAME: .............................................................................

1/
OBSERVE STAFF MEMBERS IN LINE WITH AGREED ASSESSMENT PLANS

2/
ASSESS CANDIDATE PERFORMANCE
3/
ASSESS CANDIDATE KNOWLEDGE AND ITS APPLICATION

4/
RECORD ASSESSMENT DECISIONS
5/
WORK WITH OTHERS AFFECTED BY THE ASSESSMENT PROCESS SUCH AS LINE MANAGERS AND SUPERVISORS

6/
GIVE FEEDBACK  TO CANDIDATES

SIGNED INTERNAL VERIFIER        DATE                         SIGNED EXTERNAL VERIFIER       DATE


V1 SELF ASSESSMENT FORM : QUALITY ASSURANCE OF ASSESSMENTS


INTERNAL VERIFIER NAME: .............................................................................
1/
MONITOR AND REVIEW HOW CANDIDATE COMPETENCE IS ASSESSED AND RECORDED.

2/
ENSURE THAT INDIVIDUAL ASSESSORS ARE CONSISTENT AND ACCURATE IN ASSESSMENT JUDGEMENTS OVER TIME, 


AND WITH DIFFERENT CANDIDATES.

3/
ENSURE THAT ASSESSMENT DECISIONS BETWEEN ASSESSORS ARE MONITORED SO THAT ASSESSMENT STANDARDS ARE APPLIED CONSISTENTLY

4/
SET UP EFFECTIVE SYSTEMS FOR REVIEWING ASSESSMENT DECISIONS AND THE PROGRESS OF CANDIDATES.

5/
CREATE AND APPLY COMPLAINTS AND APPEALS PROCEDURES IN LINE WITH THE REQUIREMENTS.

6/
MONITOR EQUALITY, ACCESS TO ASSESSMENTS AND PRACTICES FOR DISCRIMINATION.

7/
CHOOSE APPROPRIATE ADMINISTRATIVE ARRANGEMENTS TO SUPPORT INTERNAL ASSESSMENT AUDITS.

8/
GIVE ROLES AND RESPONSIBILITIES TO THE PEOPLE INVOLVED IN THE INTERNAL AUDIT PROCESS.

9/
SET AND APPLY CLEAR AND EFFECTIVE CRITERIA FOR CHOOSING ASSESSORS.

10/
CHOOSE AND USE APPROPRIATE INTERNAL ASSESSMENT EVALUATION METHODS IN LINE WITH YOUR ORGANISATION'S REQUIREMENTS AND PROCEDURES.

11/
USE ASSESSMENT DECISIONS AS A WAY OF EVALUATING INTERNAL AUDIT ARRANGEMENTS.

SIGNED INTERNAL VERIFIER         DATE                       SIGNED EXTERNAL VERIFIER       DATE



Form ACOP
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ASSESSORS CODE OF PRACTICE

This Code of Practice provides a framework of professional conduct required by all Assessors who are approved to assess WAMITAB qualifications.

The Code of Practice is based on A1/A2 (D32/D33) and current assessor standards, which are the qualifying units, required of Registered Assessors. 

The Code of Practice emphasises the standards of professionalism expected of assessors.  By openly stating the standards the quality of the service provided by assessment personnel can be confirmed more readily.

CODE OF PRACTICE
The Assessor will ensure that:

They comply with A1/A2 (D32/D33) Standards or current assessor standards:
· Agreement is reached on the evidence presented of prior achievement

· An assessment plan is agreed with the candidate

· The candidate is fully briefed and given assistance with understanding the assessment process

· They follow the assessment guidance given by Ofqual (formerly QCA), SQA, WAMITAB and the Centre

· They record questions and responses which are used for the purposes of meeting the evidence requirements and range of the standards

· They give the candidate prompt, accurate and constructive feedback

· They confirm that the candidate has demonstrated competence and completes the documentation required by SQA, WAMITAB and the Centre, or

· They give constructive feedback on the candidate’s competence and agree a new assessment plan with the candidate if further evidence is required

· All aspects of confidentiality in respect of  the candidates business and personal matters are maintained

The assessor will be required to identify any specific assessment requirements to overcome any learning or assessment difficulties the candidate may have.  Furthermore, in conforming to the above requirements, the Assessor will ensure that the Candidate:

· Is treated fairly and is given every opportunity to demonstrate their competence

· Has access to the standards and any special arrangements to make sure the assessment process is fair.

COMMITMENT

As a professional Assessor for WAMITAB vocational qualifications, I agree to uphold the aims and objectives of this Code of Practice in the Assessment Services I provide.

Signature: 
…………………………………………………………….

Name:       
 ..…………………………………………………………..

Date:

…………………………….……………………………….
Form VCOP
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INTERNAL VERIFIERS CODE OF PRACTICE

This Code of Practice provides a framework of professional conduct required by all Internal Verifiers who are approved to verify WAMITAB qualifications.

The Code of Practice is based on Unit V1 (D34) standard which is the qualifying unit and required of Registered Internal Verifiers. 

The Code of Practice has been designed to emphasise the standards of professionalism expected of IV’s.  By openly stating the standards in this way the quality of the service provided by verification personnel can be emphasised more readily.

CODE OF PRACTICE

The Internal Verifier will ensure that:

· They Verify the assessment practice in accordance with Employment NTO Unit ‘V1’ (D34)  requirements

·  Advice and support to Assessors is provided in accordance with Ofqual (formerly QCA), SQA, WAMITAB, and the Centre

·  They carry out assessment standardisation arrangements and observations of assessment as appropriate

· They maintain and monitor the Centre and Awarding Organisation arrangements for processing assessment information

· They liaise with the External Verifier and Awarding Organisation partners and provide access to the assessment process and documentation as required for matters of quality assurance

· All aspects of confidentiality in respect of the candidate’s business and personal matters are maintained

· Procedures for complaints and appeals are in place which meet Awarding Organisation requirements

· Assessors have appropriate technical and vocational experience and that their development needs are identified as required.

The IV will be required to assist the Assessor in identifying any specific assessment requirements to overcome any learning or assessment difficulties the candidate may have. 

COMMITMENT

As a professional Internal Verifier for WAMITAB vocational qualifications, I agree to uphold the aims and objectives of this Code of Practice in the Internal Verification Services I provide.

Signature:
 ……………………………..……………………………………..

Name:    
 …………………..………………………………………………..

Date:         
 ……………………………………………………………………

Waste Management Industry Training & Advisory Board

APPEALS PROCEDURE

Appointment of Assessors and Verifiers

Background

With the introduction of the CPD Scheme, the responsibility for the appointment of all Assessors and Verifiers transferred from WAMITAB to the Centres (for nominations) and approval (by EV’s).

Within the CPD Scheme, Centres have been authorised to review Assessor and Verifier applications and nominate individuals as appropriate, to their EV for final approval.

The Centres have been issued with the necessary criteria1 2 3 to confirm technical suitability for the approval of Assessors and Verifiers. The guidance was issued by WAMITAB with approval from the Awarding Body Review Group. This information is revised periodically (typically every 12 months) and re-issued as required. It is usually the responsibility of the Centre Co-ordinator or Lead IV within the Centre to nominate particular A/IV’s to the EV.

Appeals

In the event of a nomination being rejected, the Centre will inform the proposed Assessor or Verifier accordingly. When the matter cannot be resolved at Centre level, the applicant may appeal to WAMITAB. 

Appellants will be required to confirm in writing to WAMITAB their wish to appeal and provide sufficient detail of their operational experience to demonstrate how they meet the minimum technical requirements. Copies of WAMITAB’s Guidance documentation (criteria for acceptance) will be provided to appellants.

Appeals will only be heard where an applicant has been rejected on the grounds of inappropriate technical experience. Following this the appellant will be invited to attend an appeals hearing at a convenient date and time and make his/her case with the Assessor/Verifier Appeals Committee.


1 Criteria for approval of Assessors and Verifiers for WAMITAB Statutory qualifications
2 Criteria for approval of Assessors and Verifiers for WAMITAB Non-Statutory qualifications
3 Criteria for approval of Assessors and Verifiers for WAMITAB VRQ Level 3 & Higher Qualification Level 4 

Note

If an application has already been granted at one Centre but an identical application has been rejected at another Centre and the decision to reject is upheld by the Appeals Panel, the earlier assessor approvals will be withdrawn.

The outcome of the Appeals Panel will be final. The Appellant and the Centre(s) will be notified in writing of the decision.

Attendance on the Appeals Committee:

The Committee shall comprise:

· An independent representative will be nominated to the appeals committee

· 3 members of the Awarding Body Review Group. The selected members will be representatives of Waste Management employers

· WAMITAB’s Qualifications Manager

· The Director General reserves the right to attend these meetings

Date and time of Appeals

Appeals hearings will usually coincide with Awarding Body Review Group meetings. Other dates may be agreed as required.

Summary:

· Location: Where appropriate and numbers permit (limitation of 2 appellants max.) hearings will be timed to coincide with the next available Awarding Body Review Group Meeting

· Representation: Appellants may attend if they so wish

· Application: The request to appeal must be made in writing with sufficient information provided to enable the Appeals Panel to judge the suitability of the Appellant against the Criteria for Approval of Assessors and Verifiers.

· Information from Centres: The Appeals panel will not require information to be supplied by Centres or the EV pertaining to the A/IV rejection.


Waste Management Industry Training & Advisory Board

ASSESSOR VERIFIER APPROVAL

GRIEVANCE PROCEDURE

The Centre shall be responsible for nominating Assessors and Verifiers and the External Verifier shall approve nominations.

Should a nomination be rejected, the Centre must inform the applicant.  If the matter cannot be resolved, the applicant may appeal and the request and grounds for an appeal should be made in writing to WAMITAB’s Qualifications Manager.  The applicant will be invited to make the case to the Assessor/Verifier Appeals Committee.  The Committee’s decision will be final.

The Committee shall comprise of:

· Three members of WAMITAB’s Awarding Body Review Group representing Waste Management employers;

· WAMITAB’s Qualifications Manager.

WAMITAB’s Director General reserves the right to attend.

The appellant and the centre will be notified in writing of the decision.
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