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Assessment plans ready for signing off 
 

When an assessment plan is complete it normally needs to be signed off by the assessor. 

If this function is switched on, a notification will appear for the assessor on the To Do tab to let them 

know if an assessment plan(s) is ready to sign off.  This means that sufficient evidence has been 

uploaded to address all of the criteria covered by that plan.   

 

In the Info tab, the learner will continue to see the plans which are overdue if they are not signed off 

by the assessor. 
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To sign off the plan select Edit  

 

The plan will open: 

 

Just as a double check, confirm that there is at least ‘1’ against each assessment criteria then the 

plan has been completed 

 

Click on Assessment criteria 
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The plan is ready to be signed off. Click on the Feedback and sign off: 

 

Plan is now complete: 

 

That plan notification will now disappear from the assessors To Do tab and also from the learner’s 
Info tab. 
 

Green tick – plan 

completed 
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You can sign off multiple plans at once but you need to go to the My learners > Assessment plans 
page to do that. 
  
The "Sign off multiple APs" button will only show where there is more than one assessment plan 
remaining to be signed off for that qualification. 

 

 

Select the Sign off multiple assessment plans link  

When the page refreshes, select the assessment plans which need to be signed off by ticking the 

boxes on the right hand side. Only APs not already signed off appear in this multi select list. 
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Comments written in the ‘feedback’ box will appear in all of the selected assessment plans after you 

click ‘sign off selected Assessment plans’.  

 

 

 

 


