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Stepping Stones to Success:

An Implementation, Training and Support Framework
Part 2: Assessors

Section 3: Shadow Assessment, Initial Assessment
     And Accreditation
Stepping Stones to Success depends on Assessors developing the skills they need to carry out this role.  The points below outline the tasks and aims of this process. 
	PROCESS
	TASK
	AIM



	SHADOW ASSESSMENT


	· Observe the practice of an accredited Assessor
· Discussion with Assessor about process

	To develop skills by observation of good practice

	INITIAL  ASSESSMENT

	· Carry out an assessment 

· Complete assessment paperwork to satisfactory standard

· Post assessment feedback from event Trainer
Need to have done initial assessment within 12 months of training as Assessor
	To put skills into practice with an enhanced level of support and audit of initial paperwork



	ACCREDITATION


	· Certificate issued by training organisation upon successful completion of shadow and initial assessment
· Name entered on database of accredited Assessors by sponsoring organisation
	To build capacity in communities and ensure consistent practice


Supporting Documentation follows
Documents compiled by Ali Crawford.  Comments to alison.crawford@nhsepp.org
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Shadow Assessment, Initial Assessment and Accreditation – Summary
Following Assessor Training, the trainee Assessor needs to complete further steps culminating in being accredited as an Assessor, namely:
1. Shadowing an assessment conducted by another Assessor
2. Conducting an initial assessment visit to a local course

3. Giving critical feedback successfully

4. Completion of assessment documents

5. Debrief with Trainer
6. Accreditation Certificate issued 

Shadow Assessment:

The trainee Assessor accompanies an experienced Assessor to an Assessment, observes the session, records his or her observations and is present during the debrief to the volunteer Tutors.  Afterwards, the Assessor and the trainee Assessor discuss the process.
It may be useful during this Shadow Assessment to complete the paperwork, as if ‘for real’ in order to practice and for discussion with the Assessor later.  The following documentation can be helpful:
*Assessors Record Sheet
*Assessors Record Sheet Prompts
*Assessment Record (or Standards Monitoring Record) – Debrief Sheet

Assessors complete a log of the Assessments that they carry out.  Recording this log begins when the shadow assessment is complete.  See *Notes for development plan and log book and *Assessment Log.
Initial Assessment:
Using the skills acquired during the Training Event and building on the experience of the Shadow Assessment, an Initial Assessment is carried out.  The *Guidelines for Conducting Assessments, describes the process.  *Pre-Assessment Phone Call Checklist, takes the Trainer through the process of setting up the assessment and *Giving Feedback, outlines the things to remember when debriefing with Tutor.  Paperwork for recording the Assessment is summarised as *Forms for Assessment and Accreditation of Tutors.  If the Assessor is operating as a Freelance Assessor, then he/she should claim fees and expenses according to the procedures of the organisation requesting the assessment.  See *Freelance Assessors Invoicing Procedure and Sample Invoice and Expenses Claim Forms.
Accreditation of Assessor
After the Initial Assessment, the Assessment Record of the Debrief with the Tutor and the Tutor Log is sent to the Assessor Trainer, who gives feedback on the paperwork to the trainee Assessor.  At this point, if the trainee has conducted the assessment satisfactorily the Confirmation of Assessor Accreditation form, page 5 is completed and an Accreditation Certificate is issued. See page 6 for an example.
*Documentation referred to in bold can be found in the Assessor Information Pack which is available from alison.crawford@nhsepp.org
 Confirmation of Assessor Accreditation

This form is to be completed by the Trainee Assessor and signed by the Assessor Trainer who has supported you up to your accreditation.  On receipt of this form a certificate will be issued. 

Name 

Date of initial training

Date and place of shadow assessment

Date and place of initial assessment

Date of accreditation (to be completed by Assessor Trainer)

Confirmed by

(Assessor Trainer)
Date

Please return this form to:

[name and address of training organisation]
For office use

Date certificate issued
	This is to certify that
Tutor’s name
from

----name of recruiting organisation----

has become an Assessor for the Chronic Disease 

Self–Management Course
Signed (Assessor Trainer)…………………………………………….
Training Organisation …………………………………………….
Date …………………………………………….
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