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This report must be completed by the Skills Development Provider (SDP) for each batch of Skills Programmes offered. The purpose of this report is to provide and confirm assessment assurance evidence by the SDP with regards to the Final Integrated Supervised Assessment (FISA) against the QCTO Assessment Policy and relevant Skills Programme document that is recorded with the QCTO, in order to quality assure the results of learners before certification.  

NOTE: 	Sections A – D must be completed by the Skills Development Provider, Facilitator/Assessor, Moderator and signed off by the Head of the Institution.  These sections must be completed accurately and in detail. If any aspects are found to be incomplete or lacking in information, it will be sent back to the SDP to remediate, which will delay the approval of results process.
		Section E to be completed by the QCTO.
		
SECTION A (to be completed by the SDP)
SKILLS DEVELOPMENT PROVIDER DETAILS

	A1
	Name of SDP:
	

	A2
	Accreditation number:
	

	A3
	Name of Skills Programme:
	

	A4
	Skills Programme ID:
	

	A4
	Physical address of SDP:
	

	A5
	Contact number of SDP:
	

	A6
	Contact person at SDP:
	

	A7
	Contact person telephone or cell number:
	

	A8
	Email address of contact person:
	

	A9
	Start and end date of Skills Programme:
	

	A10
	Number of enrolled learners:
	

	A11
	Date(s) of FISA:
	

	A12
	Duration of FISA:
	

	A13 
	Date of QA monitoring by the QCTO (and state whether this took place by means of a physical visit or virtually): 
	

	A14
	The SDP has a generic documented process OR guidelines on the Administration and Conduct of the Final Integrated Supervised Assessment for Skills Programmes:
	

	A15
	This process or these guidelines have been shared with facilitators, assessors and moderators:
	





SECTION B (to be completed by the SDP Facilitator/Assessor)
CONTINUOUS ASSESSMENT OF THE SKILLS PROGRAMME AND DEVELOPMENT OF THE FISA INSTRUMENT

	Personal Details

	B1
	Name  and surname of assessor (may be the same as the facilitator):
	

	B2
	Highest qualification:
	

	B3
	No. of years’ experience in the relevant industry and where:
	

	

	Continuous Assessment during the offering of the Skills Programme

	B4
	No. of learners who completed the Skills Programme:
	

	B5
	Continuous assessment was conducted for each module:
	

	B6
	Continuous assessment results for each module have been recorded accurately:
	

	B7
	Assessment criteria for continuous assessment was consistently adhered to:
	

	B8
	Describe the variety of methods used for continuous assessment, e.g. Portfolios of Evidence, Assignments, Tests, Practicals, etc.)
	

	B9
	Provide a valid narrative on the assessment practices undertaken by the SDP on the standard of the continuous assessment conducted:
	

	
	
	

	Development of FISA (Final Integrated Supervised Assessment) instrument

	B10
	The FISA instrument and rubric/marking guideline was developed according to the set standard for the FISA as indicated in the Skills Programme
	

	B11
	The required standards for the FISA have been developed/captured in the FISA instrument:
	

	B12
	The required rubric for the FISA assessment has been developed according to the required competencies:
	

	B13
	The required rubric also contains space for questions to be asked by the Assessor to be listed, and a summary of the learner’s response to indicate whether these responses are of the acceptable standard or not:
	

	B14
	The required rubric also contains space for questions to be asked by the Assessor to be listed, and a summary of the learner’s response to indicate whether these responses are of the acceptable standard or not:
	

	
	
	

	Assessment of the Final Integrated Summative Assessment session

	B15
	Number of learners that completed the FISA:
	

	B16
	There is a completed rubric for each learner:
	

	B17
	There are photographs of each learner’s final evidence which are stored digitally by the SDP:
	

	B18
	The learners were assessed in a fair, unbiased and professional manner:
	

	B19
	Final learner results have been captured on the QCTO Learner enrolment spread sheet:
	

	

	SIGNATURE:
	
	DATE:
	



SECTION C (to be completed by the SDP Moderator)
MODERATION OF THE FINAL INTEGRATED SUPERVISED ASSESSMENT

	Personal Details

	C1
	Name and Surname of the Moderator (must be different to the Assessor):
	

	C2
	Highest qualification:
	

	C3
	No. of years’ experience in the relevant industry and where:
	

	

	Moderation of the Final Integrated Summative Assessment (FISA) Instrument

	C4
	The FISA instrument and rubric/marking guideline developed by the assessor was moderated and declared fit for purpose prior to the implementation of the FISA:
	

	C5
	The FISA instrument complied with the prescribed requirements as stated in the Skills Programme document:
	

	C6
	The rubric/marking guideline developed captured the essence of the required competencies:
	

	C7
	Required competencies for a learner to be declared “C” (Competent) were marked with an asterisk(*) :
	

	C8
	The FISA instrument provided clear instructions to learners as to the expected evidence they were required to produce:
	

	C9
	The FISA was pitched at the correct cognitive level for the range of required competencies:
	

	C10
	The FISA instrument was printed/provided to each learner free of spelling errors, ambiguity, page errors, etc.:
	

	

	Moderation of the FISA session

	C11
	The conduct of the FISA was supervised at all times:
	

	C12
	The session was managed professionally:
	

	C13
	There was evidence of the secure management of the FISA instrument (no leakages):
	

	C14
	Learners were able to complete the FISA within the required time (or too much time was provided):
	

	C15
	An attendance register (with learner signatures) is available:
	

	C16
	Where applicable, learners with special needs were catered for:
	

	C17
	List any identified irregularities:
	

	C18
	State how any irregularities, if any, were dealt with:
	

	C19
	Where applicable, learners with special needs were catered for:
	

	C20
	The Assessor conducted verbal assessment before, during or after the FISA to assess embedded knowledge and reasoning:
	

	C21
	State the % of evidence that was moderated during/after the session:
	

	C22
	The principles of assessment have been adhered to (fair, valid, reliable, etc.):
	

	
	
	

	Final Results of learners

	C23
	The following candidates’ evidence and rubrics  were moderated and findings tabulated as follows (extend table if necessary):

	
	Surname & Initials:
	Learner ID number:
	Assessor Findings:
	Moderator Findings:
	Final Result
Recorded:
	Detailed Comments on:
What was done well or Problem area(s) identified:

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	

	C23
	The C/NYC decision by the assessor has been upheld for all learners:
	

	C24
	If not, provide reason as well as narrative on how this has been addressed:
	

	C25
	Number of learners that completed the FISA:
	

	C26
	Number of learners found to be Competent (Decision of Moderator is final):
	

	C27
	Number of learners found to be NYC:
	

	C28
	Final learner information and results captured on the QCTO learner enrolment spread sheet have been checked, and confirmed as correct:
	

	C29
	How were any appeals within the 21 days before being submitted to the QCTO resolved:
	

	C30
	Were learners informed of the following:
· All results must be approved by the QCTO before being certificated
· Should any assessment assurance requirement not have been met by the SDP, which led to the non-approval of results by the QCTO, the learners would have to be re-assessed in the presence of a QCTO official in order to be certificated (if found C) 
	

	

	Detailed constructive feedback (this section must be completed by providing comprehensive information)

	C31
	Comment on the quality of evidence provided by learners during the FISA as compared to expected standards in industry:
	

	C32
	Provide guidance for facilitators to improve their training of the learners:
	

	C33
	State improvements that can be made for the next FISA:
	

	C34
	Provide valid comments on the standard and quality of the FISA undertaken by the SDP
	

	

	SIGNATURE:
	
	DATE:
	






SECTION D (to be completed by the SDP)
CONFIRMATION BY THE HEAD OF THE INSTITUTION

I hereby confirm that the following information submitted to the QCTO is correct and within the required timelines:

	Evidence Requirements:
	Timelines
	Date submitted to QCTO

	1. Learner enrolment spreadsheet (1st submission)
	Within 5 days of starting
	

	2. Copy of documented process OR guidelines on the Administration and Conduct of the Final Integrated Supervised Assessment for Skills Programmes 
	Together with above learner enrolment spread sheet
	

	3. Learner results spreadsheet (2nd submission)
	Within 21 days of date of FISA
	

	4. Completed QCTO QA Verification Report
	Together with submission of learner results
	

	5. Copy of FISA instrument and rubric/marking guideline for this batch of learners
	Together with submission of learner results
	

	

	I will adhere to the request of the QCTO to submit:                                                                                                           Yes/No

	6. Sample learner evidence requested by the QCTO
	Within 48 hours of request email received from QCTO
	




	Date required documentation emailed to Assessments@qcto.org.za
	

	Name of Head of Institution
	






_________________________________________						____________________________
SIGNATURE											DATE



SECTION E (to be completed by the QCTO)

	Name of Evaluator:
	

	Date Evaluated:
	

	Name of SDP:
	

	Valid Accreditation number:
	

	Date of QCTO Monitoring:
	

	

	Period of Skills Programme (Start and End date):
	

	Date of 1st submission (learner enrolments):
	

	

	Date of FISA:
	

	No. of enrolled learners:
	

	No. learners that completed the FISA:
	

	No. learners via training:
	

	No. learners via RPL:
	

	No. declared Competent (C):
	

	No. declared Not Yet Competent (NYC):
	

	Recommendations for improvements to be in place before the next FISA:
	

	Throughput rate (FISA no./Enrolled no.):
	

	Competency Rate (No. C/FISA no.):
	

	

	Date Final learner results submitted (2nd submission)*:
	

	Date QA Verification Report submitted*:
	

	Date Copy of FISA instrument and rubric/marking guideline submitted*:
	

	Date additional learner evidence requested from SDP:
	

	Date additional learner evidence received from SDP:
	

	List any section numbers that were found to be non-compliant:
	

	These results are recommended for Approval OR Non-approval (provide motivation):
	



Recommended by:



___________________________________							_______________________________
SIGNATURE											DATE

	Name of Approver:
	

	Date of approval/non-approval letter:
	

	Reason for non-approval of results:
	

	Turnaround time for approval of results:
	

	

	All Assessment Assurance criteria has been complied with and final results are hereby approved:  OR
	

	Stipulate which Assessment Assurance criteria has not been complied with and resuls are hereby not approved:
	

	
	

	Date of approval/non-approval letter:
	

	Turnaround time of approval of results (date last evidence received to date of approval/non-approval of results):
	

	Verification Code:
	




[bookmark: _GoBack]APPROVED BY:


__________________________________							_______________________________
QCTO												DATE
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