View and confirm an assessment plan

You may be required to confirm that you agree to an assessment plan which has been
created for you by your assessor. If this is the case, the assessment plan will appear on your
Todo tab on your homepage, with a link next to it ‘Confirm this assessment plan’. In the
column listing the date you confirm this plan, the word ‘Requested’ will appear. Confirm an
assessment plan by following this procedure:

Step

Action

1

On the To do tab of the learner homepage, under the ‘Confirmation of
assessment plans’ section, click on the ‘Confirm this assessment plan’
link.

Review the assessment plan and specifically the following:
e The target date which is the date that assessment plan must be
complete
e The notes which the assessor has written
e Any files which have been attached
e Guidance notes in the performance criteria section which could
explain exactly what sort of evidence should be provided

If satisfied, click on the ‘I hereby confirm that | agree to the above’
checkbox.

Note that if anything is unclear the candidate should speak to the
assessor to seek clarification before checking this box.

Click on ‘Save’.

You have confirmed the assessment plan.
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Confirmation of assessment plans
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Assessment plan Target date Confirmation date

Healih, safety and security at work (UNIT1) 19/08/2011 Requglied Confirm this Assessment plan
UNIT 9 Keep work areas clean in logislics operations 18/0172012 Requested Confirm this Assessment plan
Worksheet & 30/06/2012 Requesied Confirm this Assessment plan
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If your assessor has elected that you receive an email notification it will look like this.
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To Karina North

Title: Pre-event registration, briefing and procedures

To access this, please log into VQManager.

Notification of a new assessment plan created for you - Message (Plain Text)
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Notification of a new assessment plan created for Watson, Luke

Please note that this is a notification email only and any replies to this email address will not be answered. If you have a query regarding this
email or any aspect of VQManager, please contact your Assessor or Centre Administrator directly.
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