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Good Practice 1: Recording and uploading assessment decisions 


	
Content
It is important to ensure good practice is used by all members of the team for recording assessment decisions and uploading these onto the EPA Portal.
Action
1. Please ensure you are using the correct paperwork when recording assessment decisions. All new learners have been enrolled onto course code 3817-22. Up to date recording forms with the correct coding are available on the EPA Portal.
2. You must upload the paper work (i.e. assessment forms and panel notes etc) into the contact diary for the relevant sections (i.e. 701, 702,703, 704 etc) rather than uploading this into the evidence folder.
3. You must add to the bottom of each assessment recording form a justification for the grade awarded.  It would be good to add a heading entitled ‘Grade Justification’ in bold.
When writing the justification for the grade awarded remember to explain clearly the reason for the grade awarded. Ensure you use the language in the grading criteria and avoid ambiguity with the comments made about the grade with the language used in the feedback.  For example do not include phrases such as ‘this was an excellent piece of work’ or it was ‘very good’ or it was a ‘very strong project’, which can be misleading if the grade which is awarded is a pass - additionally if the learner’s work is worthy of a distinction be enthusiastic in comments made.  It is good practice to state the reasons why it didn’t achieve a distinction and if awarding a distinction the reasons why it exceeded the requirements of a pass.
4. The justification form is now obsolete so please stop using this.  You are required to just complete the grade component form for each learner and upload this document to the EPA Portal.
5. Ensure panel notes are uploaded.  These must include their name and be signed.  If it is agreed at interview the learner has failed their EPA then it would be good practice to ask panel members to make a statement as to why they felt they had not achieved the required standard.
6. You must accept the gateway evidence (i.e. English and Maths achievement) as complete. It is not your responsibility to check this information as it will be checked by the EPA team.  
7. When you have completed all the assessments and have uploaded the documentation to the EPA Portal, you must ensure all the boxes have turned green and it states it is 100% complete.  If any of the sections are incomplete the Apprentice Certificate cannot be claimed.
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