Observation records and witness statements

Observation record

An observation record is used to provide a formal record of an assessor’s observation of learner performance (e.g. during presentations, practical activities) against the targeted assessment criteria. 
Please note:
An observation record is a source of evidence and does not confer an assessment decision.
The record will:

· relate directly to the evidence requirements in the unit specification   

· provide primary evidence of performance to support subsequent assessment decisions
· is sufficiently detailed to enable others to make a judgement about the  quality and sufficiency of the performance.
Observation records should:

· be accompanied by supporting/additional evidence. This may take the form of visual aids, video/audio tapes, CDs, photographs, handouts, preparation notes, cue cards, diary record or log book and/or peer assessments records, etc.  

· be completed by the assessor who must have direct knowledge of the specification
· record the assessor’s comments 

· also include the learner’s comments

· be signed and dated by the assessor and the learner

· be included in the learner’s portfolio, along with relevant supporting evidence, when submitted for assessment. 
 
OBSERVATION RECORD

	Learner name:
	

	Qualification:
	BTEC Subsidiary Diploma, Public Services

	Unit number & title:
	2 – Leadership & Teamwork in the Public Services

	Description of activity undertaken

	Students visited Mui Wo on Lantau Island for a 2 day ‘leadership challenge’ and took part in many team activities including raft building, canyoning and various command tasks. In the classroom the students have taken part in several table-top team activities including the Zin Obelisk, a problem solving task which all teams were able to achieve (some quicker than others). Finally, all students have taken the lead in running a team activity to demonstrate their abilities to brief/debrief a team in the process of achieving a planned aim. Students have evaluated their performance in 2 of these team tasks.

	Assessment criteria targeted

	P6 participate in team activities
M4 appraise own performance in team activities
D3 evaluate team members’ performance in team activities.
To achieve P6 learners should participate in at least five team activities. These should include a range of activities as suggested in the unit content for learning outcome 4. Evidence may be supported through the use of a tutor validated observation.

Evidence for M4 can come from the activities undertaken for P6. To achieve this criterion, learners must appraise their performance in the five team activities, making reference to the learning undertaken as part of this unit, for example they may make reference to the roles they played, linking this back to Belbin’s group roles.
This leads to the related distinction criteria (D3), where the learners are to evaluate others’ performance in the team. This will require them to review the information that they have gathered and draw conclusions about the contribution of others, supported by evidence. They should make, recommendations for future teamwork activities, highlighting areas of personal improvement with regard to the communication skills and personal organisational skills demonstrated. Learners could make reference to the learning arising from the completion of this unit, for example looking at the stages of the team development as put forward by Tuckman.

	How the activity covers the requirements of the assessment criteria (this does not confirm achievement of assessment criteria or confer an assessment decision)

	Students have completed 5x online questionnaires about the chosen team activities. The questionnaires pose questions such as the role in the team, individual performance, team performance, strengths, weaknesses, conflict, recommendations and use of appropriate theory. 
Students also have to submit witness statements, photos and an observation record.

	Learner name:
	Henry Callaghan

	Learner signature:
	Henry Callaghan
	Date:
	10/12/14

	Assessor name:
	Mr G Cornes

	Assessor signature:
	Mr G Cornes
	Date:
	10/12/14


Witness statement

A witness statement is used to provide a written record of learner performance against targeted assessment criteria. Someone other than the assessor of the qualification/unit may complete it. This may be an assessor of a different qualification or unit, a work placement supervisor, a technician, learning resources manager or anyone else who has witnessed the performance of the learner against given assessment criteria. It can be someone who does not have direct knowledge of the qualification, unit or evidence requirements as a whole, but who is able to make a professional judgement about the performance of the learner in the given situation.

The quality of witness statement is greatly improved, and enables the assessor to judge the standard and validity of performance against the assessment criteria, if:  

· the witness is provided with clear guidance on the desirable characteristics required for successful performance

· the evidence requirements are present on the witness testimony (this may need further clarification for a non-assessor)  

· the learner or witness also provides a statement of the context within which the evidence is set.  

Please note:

A witness statement is a source of evidence and does not confer an assessment decision. The assessor must: 

· consider all the information in the witness statement

· note the relevant professional skills of the witness to make a judgement of performance 

· review supporting evidence when making an assessment decision

· review the statement with the learner to enable a greater degree of confidence in the evidence

· be convinced that the evidence presented by the witness statement is valid, sufficient and authentic.
When a number of witnesses are providing testimonies: 

· it may be helpful to collect specimen signatures

· all witness testimonies should be signed and dated by the witness  

· information of their job role/relationship with the learner should also be recorded. 

These details add to the validity and authenticity of the testimony and the statements made in it. Centres should note that witness testimonies can form a vital part of the evidence for a unit but they should not form the main or majority assessment of the unit.

WITNESS STATEMENT

	Learner name:
	

	Qualification:
	BTEC Subsidiary Diploma, Public Services

	Unit number & title:
	2 – Leadership & Teamwork in the Public Services

	Description of activity undertaken (please be as specific as possible)

	Students visited Mui Wo on Lantau Island for a 2 day ‘leadership challenge’ and took part in many team activities including raft building, canyoning and various command tasks. In the classroom the students have taken part in several table-top team activities including the Zin Obelisk, a problem solving task which all teams were able to achieve (some quicker than others). Finally, all students have taken the lead in running a team activity to demonstrate their abilities to brief/debrief a team in the process of achieving a planned aim. Students have evaluated their performance in 2 of these team tasks.

	Assessment criteria (for which the activity provides evidence)

	P6 participate in team activities
M4 appraise own performance in team activities
D3 evaluate team members’ performance in team activities.
To achieve P6 learners should participate in at least five team activities. These should include a range of activities as suggested in the unit content for learning outcome 4. Evidence may be supported through the use of a tutor validated observation.

Evidence for M4 can come from the activities undertaken for P6. To achieve this criterion, learners must appraise their performance in the five team activities, making reference to the learning undertaken as part of this unit, for example they may make reference to the roles they played, linking this back to Belbin’s group roles.
This leads to the related distinction criteria (D3), where the learners are to evaluate others’ performance in the team. This will require them to review the information that they have gathered and draw conclusions about the contribution of others, supported by evidence. They should make, recommendations for future teamwork activities, highlighting areas of personal improvement with regard to the communication skills and personal organisational skills demonstrated. Learners could make reference to the learning arising from the completion of this unit, for example looking at the stages of the team development as put forward by Tuckman.

	How the activity covers the requirements of the assessment criteria, including how and where the activity took place (this does not confirm achievement of assessment criteria or confer an assessment decision)

	Students have completed 5x online questionnaires about the chosen team activities. The questionnaires pose questions such as the role in the team, individual performance, team performance, strengths, weaknesses, conflict, recommendations and use of appropriate theory. 

Students also have to submit witness statements, photos and an observation record.

	Witness name:
	Dominic Clark 
	Job role:
	Team member

	Witness signature:
	Dominic Clark 
	Date:
	10/12/14

	Learner name:
	Henry Callaghan 

	Learner signature:
	Henry Callaghan 
	Date:
	10/12/14

	Assessor name:
	Mr G Cornes

	Assessor signature:
	Mr G Cornes
	Date:
	10/12/14


