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Introduction

This training manual is designed to take you through the basic steps in the assessment cycle
within Learning Assistant.

1. Youwill login as a candidate: upload a piece of evidence, cross reference the
evidence against the qualification and send a completed Learning
Outcome/assignment to your assessor

2. You will log in as an assessor: look at the work the learner has sent you, sign off
individual criteria, make an assessment decision, give your learner feedback and

record an observation on the candidate

3. You will then IQA your colleagues work: sample some work, decide to refer it back to
your assessor or verify it as completed and give your feedback.
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Getting Started

Once you have logged in:

Update your details in PROFILE by clicking on the profile picture icon

Y

City_ Learning
Guilds | Assistant

(]
&
¥

X

=i

Super Admin

e Learners —you can quickly find a learner’s portfolio by using their name

e Avatar - you can upload a photo of yourself

e Password — You can change your password at any time (always keep it secure)

¢ Notifications — this allows you to manage your caseload a little easier by letting
the Learning Assistant System send you updates on changes within your caseload

e Preferences — this allows you to set certain aspect of the system to suit your needs

To find your learners, click on the Learner tab in the navigation bar

e Using the search filters, go to FIND COURSES and change it to | ASSESS and click
Search
e Your test learner will be listed below

Search Learners A

Package
Course
Company
Assessor
Find courses | assess, Verify or WBR
Learner Status Active

Learner
Reset Search Form

Learners A
Status: WNotStarted WStarted @ Completed @ Verified @ Referred
Displaying 1to 1 of 1 Learners 25 per page v 10f1
LEARNER / COURSE uNITS RAG STARTED COMPLETED ~ ACTIONS

Smith, Helen Courses: 1

. Started 90% Completed 48% o © Edit Commer
—|=

e Clicking on the learners portfolio name will open their portfolio
e You can select additional optional units for your candidates by clicking on the QCF
Wizard (top right)

Y eleanor hemmingway &

Clever College

L, - suttcom
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Part 1: Review as a Candidate

e Login as the candidate
We will be covering 3 stages

1: Upload evidence 2: Cross Reference 3: Submit Learning Outcome to Assessor
Upload Evidence & Cross Reference

e Gotothe Evidence Folder tab

e Click on Evidence Wizard — located on the right hand side of the screen

¢ Within the Evidence Wizard, Browse and Upload evidence (anything of a digital
nature)

.................. CE TYPE

evidence wizard UPLOAD
( ﬁuplnad ‘/ Type ) ‘/ & Details \‘( ﬁ Cross Reference )

| Choose File | No file chosen

| Back || upload

&% LearningAssistant T

¢ Moving along the tabs across the top, determine the Evidence Type, add the
relevant Details

e Click the Cross Reference tab, click into a Unit, click into a Learning Outcome
(Element)

e Tick as many boxes as are relevant in the Assessment Criteria in the drop down list

o Click Save after each Unit

e You can select additional units, outcomes and criteria for the same piece of evidence

e Once you have completed the cross referencing, click Save

25 per page v 10f1
REF . TITLE + SHOWCASE UPLOADED : TYPE OPTIONS

3 01 Mar 20171703 .
" el pence norinuse a W S apL 254

o Repeat this process to upload and cross-reference a second piece of evidence
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Tip: You should now see the piece of evidence uploaded in the Evidence Folder, with
a date stamp and signature of who uploaded the evidence. Hover over the =~
button, and the details of the evidence will pop up. If you have forgotten to cross reference

every criteria, click on the ¢ button to continue cross referencing or edit the details you
added earlier.

Submit work to your Assessor

e Gotothe Course Folder
e Find a Learning Outcome that has been Started

307 - Supporting others STARTED

07.1 - Be aware of others who need support Submitted & Awaiting Review

now what he/she can do to support others Started
3- Understand what he/she cannot do to support others and why Not Started

aware of relevant health and safety issues Not Started

207.5- Be able to support others Not Started

Completed 0%

e Click on the Learning Outcome number
o Within the Outcome you’ll see the pieces of evidence that you cross referenced earlier

103 .1 - Know how to meet visitors in a business environment

This unit aims to develop the knowledge and skills required to meet and welcome visitors in a business environment. Upon completion of this unit, learners will be able to meet visitors in a business environment

Resources Actions

[ Resource TvPE Status: Element Started

Competence Claim & Choose Evidence | b Evidence Wizard

Ref  Document Type(s) w 11 12 1.3a 13 13¢ 1.4

B ) PO O

e e

completed (assessor Only)

Tip: you could add further evidence from the evidence folder if you wish by clicking
on Choose Evidence tab, and continue cross reference within the matrix.

e If you think you have completed the Learning Outcome, you can send it to your
assessor by clicking Submit Your Competence Claim

e The outcome status has now changed to Element Submitted & Awaiting
Review

e The outcome is now locked and cannot be edited until the assessor and reviewed
and given feedback

Tip: Have you found the Candidate Declaration? This is something your candidate
should sign at the beginning of their qualification, but it can be signed multiple times
e.g. after each completed unit.

Log out as the candidate
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Part 2a: Review as an Assessor
Log in as yourself
Assessing the candidates work

e Goto Assessor Task
e See the Awaiting Review box

Assessor Tasks Verifier Tasks Messages Appointments Resources LA Anywhere

Order By: Latest First

") Awaiting Review
CANDIDATE ELEMENT(S) SUBMITTED

Smith, Henry 7546-11-307.1 21-Mar-17 at 11:36 AM

e Click on the Outcome (Element) submitted to you by your candidate
e Click on the Evidence to review its contents
o Change the black ticks into green ticks and question marks

Tip: You will need to standardise as a team as to how this function is used e.g. what
does the question mark represent.

Competence Claim &Primt  [HPDF & Choose Evidence 2 Eviden

Assessmen t Criteria

Ref Document Type(s) v 31a 3.1b 3.1¢ 3.4d 3.2 33 34 35 36

7 wr o e v v v v v

10 3 0O e v I s

1 4 o e v v /S
Completed (Assessor Only) v v v | S

e Save

e You can sign off individual criteria as completed by clicking in the Completed
(Assessor Only) matrix — this controls the learner progress

e If you require the learner to do some additional work, click Return

Actions

Status: Element Submitted & Awaiting Review

e A Contact Diary window will open, Type your feedback into the Action box

¢ Ask your candidate to acknowledge your feedback, by ticking in the Require Candidate
Acknowledgement?

e Click Create

Tip: you could add a meeting date with your candidate, upload a document/resource.
When you candidate acknowledges the feedback, it will date stamp the date and time
within the Contact Diary entry.

6|Page
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+* Contact Diary - Google Chrome

@ https://cityandguilds.learningassistant.com/course/edit_diary_entry.cfm?uuidCours

Learning
Assistant

Create Diary Entry

Private?
Entry Label
Deseription

Next Candidate
Meeting Date?

Related Document

Create Diary Entry

(candidate orCompanywill not see)

Assessment Feedback v
B2 == @ eE v

Element 228.1 Retumed

BT == - Cii=RE=Red

this is a great start - please have a look at the
outstanding criteria.

20 v/ 6 v/ 2014 v

Title Upload Date Options

Once this Contact Diary Entry has been created, you will be able to
add documents here.

| Require Candidate Acknowledgement?

o Click Close
¢ The outcome status has now changed to Element Reviewed and Returned. Your

feedback has been added to the bottom of the page
o Go to the candidate’s Contact Diary — see your feedback here too

Assessor & IQA

right)

Tip: you can always add Contact Diary entries by clicking the Create Entry tab (top

7|Page
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Recording an Observation

This is a template built into Learning Assistant to record a holistic observation directly into
your candidate’s portfolio.

e (o to the candidates Evidence Folder

e Click Evidence Wizard (top, right hand side)

e Click Create New Observation

e Add in the observation Details, moving across the tabs

¥ Evidence Wizard - Google Chrome 00— e )

& https://cityandguilds.learningassistant.com/modules/evidence ard/index.cfm iCourse 3AOF
paseretteea,, EVIDENGE TYPE

evidence wizard OBSERVATION

[& petails | [3) Tvpe [ dRg Cross Reference ‘ [2» observation ‘

Description @B g i= - i=- | | | D

Observation carried out at the workplace

Y% LearningAssistant e

e Click Evidence Type, Observation is already ticked but if relevant you could add
additional licence types

e Click Cross Reference where you can holistically reference all the criteria that was
met

o Click Observation to record further information from your observation

e Click Save

e The Observation has now been saved in the Evidence Folder as a PDF

Once again, you can go to the Course folder and sign off individual criteria

e Find a Unit/Learning Outcome that has been Started, and click on the blue
Unit/Learning Outcome number

¢ You can sign off individual criteria as completed by clicking in the Completed
(Assessor Only) matrix — this controls the learner progress

e Save
Assessment Criteria
Ref Document Type(s) v 11 1.2 | 1.3 | 1.4 | 1.5
7 [28) WT - review wT o e v v v v v
10 staff stationery order... P o e v v Vv v
11 [ Evidence of a written ... P o e v v
Completed (Assessor Only) S e J
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Changing the status of an Outcome
Next, to show how an assessor can easily change their original assessment decision:

e Go to the candidate’s Course Folder

¢ Within the outcome you Reviewed and Returned earlier, click on the Accept button
e Type in different feedback into the Action box

e Again, you can ask your learner to acknowledge the feedback

e Create and Close

¢ The outcome status has now changed to Element Reviewed and Accepted

I's as easy as that!

Have you found the Gap Analysis and Course Progress tabs — within the Course Folder,
top right you will see 3 icons?

Course Evidence  Registration  Contact  Reviews  Course Metrics  Journey

601/3607/8 - Level 2 Diploma in Business Administration (Incomplete) Bs Course Folder ihil Gap Analysis [ Evidence Sampled

Have you found the Assessor Declaration?

@ Course Snapshot = Modify Selected Units &) Assessor Guidance & Email Login Details
Henry Smith & Assessors Verifiers
City & Guilds Anna Clark Kirsty Jones &
Andrew Williams &% susan smyth &%
552602 - Level 2 Diploma in Business Administration (601/3607/8)
Ryan Smith & Rula Goshe &
Started 50% Completed 13% Experted 100%
——— —
Official Start Date: 10 Oct 2014 Anticipated End Date: 31 Oct 2015 Last Login: 24 Mar 2017 14:03
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Part 2b: Using Learning Assistant for City & Guilds VRQ delivery

e Gothe filters Candidate Folder
e Using the search filters, change the search filter Find Course to ‘| Assess’
e Select a candidate on the City & Guilds VRQ course

Within the candidate portfolio, you will see that as an assessor you can control when your
candidate will start a task and which tasks should be included in their portfolio click on the
icons

e Click the & Release to Release the Task for the candidate

e Clickthe * ™*= to Exclude the Task from the candidate portfolio
Review as a Candidate
e Login as the candidate

We will be covering 3 stages

1: Upload evidence 2: Cross Reference 3: Submit Task to Assessor
Upload Evidence & Cross Reference

e Gotothe Evidence Folder tab

e Click on Evidence Wizard — located on the right hand side of the screen

¢ Within the Evidence Wizard, Select Upload a File, Browse and Upload evidence
(anything of a digital nature)

e Moving along the tabs across the top, determine the Evidence Type, add the
relevant Details

e Click the Cross Reference tab, click the Task this evidence is related to

e Click Save

=% Evidence Wizard - Google Chrome - - @I@lﬂ%

& https://cityandguilds.learningassistant.com/modules/evidence-wizard/index.cfm?uuidCourse=9D620E(

Y ™ B @ Y
ﬁunload | - Type ‘[ & Details | ﬁ Cross Reference

[ Choose File | No file chosen

[T (I
[ Back || uploaa

|8 LearningAssistant | |
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Tip: You should now see the piece of evidence uploaded in the Evidence Folder, with
the date stamp and signature of who uploaded the evidence. Hover over the ‘E’
button, and the details of the evidence will pop up

e Repeat this process to upload and cross-reference a second piece of evidence
Submit Task to your Assessor

e Gotothe Course Folder

o Find a Task that has been Started

o Click on the Task number

o Within the Task you’ll see the pieces of evidence that you cross referenced earlier

Related Evidence [ Choose Evidence X Evidence Wizard

Displaying 1to 3 of 3 Evidence 25 per page v 10f1

REF  EVIDENCE TYPE v
48 [d)Evidence
P 0O o
PD 0O e

¢ If you think you have completed the Task, you can send it to your assessor by
clicking Submit Your Task
e The outcome status has now changed to Task Submitted & Awaiting Review

Tip: Have you found the Candidate Declaration? This is something your candidate
should sign at the beginning of their qualification, but it can be signed multiple times
e.g. after each completed unit.

Log out as the candidate
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Review as an Assessor

Log in as yourself
Assessing the candidates work and setting a Grade

e Goto Assessor Task
e See the Awaiting Review box

Assessor Tasks Verifier Tasks Messages Appointments Resources LA Anywhere

Order By: Latest First v

) Awaiting Review
CANDIDATE ELEMENT(S) SUBMITTED
Smith, Henry 5528-02-222.3 24-Mar-17 at 03:09 PM

Smith, Henry 7546-11-307.1 21-Mar-17 at 11:36 AM
e Click on the Task (Element) submitted to you by your candidate
e Click on the Evidence to review its contents

e |f you are happy that your candidate has done sufficient work, you can give your
candidate a Grade by clicking on Set Score

Score Element

Select score:

e To sign off the Task as complete, click Accept (if you need your candidate to do
more work, you would click Return)

o A Contact Diary window will open, Type your feedback into the Action box

e Click Create

Tip: you could add a meeting date with your candidate, upload a
document/resource and ask for your candidate to acknowledge the feedback

12| Page
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~+** Contact Diary - Google Chrome -

&) https://cityandguilds.learningassistant.com/course/edit_diary_entry.cfm?uuidCours

Create Diary Entry

Create Diary Entry

Private? _| (Candidate orCompany will not see)
SNl Assessment Feedback ¥
Bl B 7 = -i=-| - R =g

Element 207.2c Accepted as Complete

B 7 =-i=-| LRl N R

this is excellent work....

Nexl(randidate 2 v /6 v £ 2014 v 53
Meeting Date?

Related Document Title Upload Date Options

Once this Contact Diary Entry has been created, you will be able to
add documents here.

v! Require Candidate Acknowledgement?

. |

e Click Close

e The outcome status has now changed to Element Reviewed and Accepted. Your
feedback has been added to the bottom of the page

e Go to the candidate’s Contact Diary — see your feedback here too

Using the Grading Checklist and Recording Forms
Certain Tasks will have the City & Guilds grading checklist populated in the Task.

¢ Inthe relevant Task, go to Grading Checklists or Recording Forms

Grading Checklists  Recording Forms

GRADING CHECKLIST CREATED STATUS

There are no Grading Checklists to display,

e Click on the VIEW/START filling in the checklist/form now, it will open in a new window
e Complete the checklist as per the qualification standards

13| Page
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Colouring Service - Lightener

Grading

Calculated Grade: FAIL
Total Marks: 0

Any failures? Yes

= | View conversion chart Pulled through / weaved (must cover one technique — please state)

© 1. Use suitable consultation techniques to identify service objectives

technique — se state)
iSchikibe Spiease dte ® Not achieved

1. Use suitable

Pass
consultation techniques
< Merit
to identify service
objectives Distinction
(1]

2. Assess the potential of the hair to achieve the desired look by identifying the
influencing factors

® Not achieved

Pass

Merit
Distinction

e You can add additional notes by clicking on

¢ Find out what the grade requirements are by clicking on o
e Once you have completed the checklist, the Grade will be automatically worked out
in the top right hand side of the checklist

Grading

Calculated Grade: PASS
Total Marks: 18

Any failures? No

=  View conversion chart

e To save the checklist, click Save and Submit

e The checklist will then state ‘Success! Your form has been saved’, click Close
e Click Close in the checklist

e Your checklist will now be saved in the evidence folder as a PDF

Have you found the Modify Selected Units (top right)? This allows you to choose optional
units for your candidate

Have you found the Assessor Declaration?

14| Page
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Part 3. Review as an IQA

You don’t need to logout, Learning Assistant separates your caseload for you.

Assessor Tasks Verifier Tasks Messages Appointments Resources LA Anywhere

Order By: Latest First

G Sampling Plan Tasks

CANDIDATE COURSE UNIT EVIDENCE TYPES DATE
Learner, Susan 5528-02 222 PD,P 21/06/17 =
Learner, Susan 5528-02 224 Q.PD 21/06/17

Q, Awaiting Verification

CANDIDATE COURSE UNITS
Franks Martin 123433 1
Smith,Adam AutolV 2
Referred
CANDIDATE ELEMENT(S) REFERRED UPDATED
Williams, Eric 0640-20 255.2 18-Oct-16 at 11:53 AM

Sampling a Learning Outcome/Task

e Gotothe Candidate Folder — Candidate Manager

e Click on the filter Find Courses and change to | Verify

e Search

e Click on the name of your new Candidate

¢ Within the Candidate’s Course Folder, find an Outcome/Task that has been
Reviewed and Accepted by the Assessor

e Open up the Outcome/Task

e Select a piece of evidence to sample, tick within IV column. This visually shows
which evidence you have sampled and which evidence the feedback is related to.

Competence Claim

Assessment Criteria

Ref Document Type(s) v 11 1.2 13 14 15
@ stationary order P 1 i ] v v S

2 @ samples of emails P ¥ 6 I S
Completed (AssessorOnly)  J J &
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Tip: if you can’t do this, it might be because an evidence type was not selected.

Simply click on the ﬁ'and click on evidence type and choose the correct evidence type

e |If you wish, you could turn the assessor green ticks into question marks and pink
ticks (this is not relevant to the VRQ type qualifications)

e To send the work back to the Assessor with action points, click Refer

e A Contact Diary entry will open, within the Actions explain why you are referring the

Outcome/Task
¥ Contact Diary - Google Chrome = xi‘
& https://cityandguilds.learningassistant.com/course/edit_diary_entry.cfm?uuidCours
Update Diary Entry

Update Diary Entry

# (Candidate or Company will notsee)
Verification Feedback v
B I i=-i=-| - R =T

Element 202.3 Referred

B 7 i=-i=-| @@ |88 v

please refer to attached guidance

20 v/ 6 vI[2014 v

Title Upload Date Options
AO guidance 20Jun14 replace | remove

e e = 4

Tip: As an IQA your contact diary entries are set to Private i.e. the candidate will not
see the entries

e Create then Close

e The Outcome status has now changed to Element Referred

e Goto your Homepage, and look at your Verifier Task and find the outcome that you
have Referred listed
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Order By: Latest First N

@& Sampling Plan Tasks

CANDIDATE COURSE UNIT EVIDENCE TYPES DATE
Learner, Susan 5528-02 222 PD.P 21/06/17 =
Learner, Susan 5528-02 224 Q.PD 21/00/17

0, Awaiting Verification

CANDIDATE COURSE UNITS
Franks,Martin 123433 1
Smith,Adam AutolV 2
Referred
CANDIDATE ELEMENT(S) REFERRED UPDATED
Williams, Eric 0640-20 255.2 18-Oct-16 at 11:53 AM

Back to the Assessor Role

e Goto your Homepage, and into Assessor Tasks
e See the Verifier Referrals box

+3 Verifier Referrals
CANDIDATE ELEMENT(S) REFERRED

Smith, Helen 5528-02 239.2 09-Sep-15 at 10:22 AM

e Click on the Outcome/Tasks referred by your IQA

o Read your IQAs feedback in the Contact Diary at the bottom of the page
e Respond to your IQAs remarks by clicking Create Entry

e To ensure your candidate does not see the entry, tick Private

e Change the Entry Label to Verification Feedback

e Give the entry a Description e.g. Referral Response

¢ Inthe Action box, add your remarks for the IQA

e Create and Close

Tip: if the Outcome/Task needs additional evidence or work from the candidate, you
can Return the work to the candidate by clicking Return.

Go to SAMPLE SUMMARY and watch the support video to discover more about your IQA
tools and reports including how to build a Sampling Plan

City: [P  -Tp(Ing Surmmary [#] cevercorege
Guilds | Assistant [JEEECEUTEEEE T

Lsamers  Assessors  EidenceTypes  IvObservations  Referalmistory  sampling Plans
Le
R c
4290-11 - 4280.11 Level 1 nick
Inc. Previous Verifi erification Typ
start Date: £nd
Leamer status
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