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                           RABQSA International - Commercial In Confidence when completed

CANDIDATE : …………………………..….

EXAMINER : ……………………………….


skill examination report



Professional trainers certification

RABQSA Skill Examiners are required to personally observe the Candidate complete the tasks which enable demonstration of each Element of Competency.  The Candidate is to be reported as C for Competent or NYC for Not-Yet-Competent against the Performance Criteria applicable to the grade of certification sought.  The Examiner should add any additional comments relevant to the examination outcomes.  Additional pages may be added to this report if required.

DATE OF EXAMINATION: 






GRADE EXAMINED: 

RABQSA Trainer and Examiner

CANDIDATE: 








RABQSA EXAMINER: 






LOCATION OF EXAMINATION:
















Any actual or potential Conflict of Interest must be declared and referred to RABQSA Coordinator Personnel Certification Services prior to conducting the examination. RABQSA will decide and advise on Conflict of Interest.
Other Comments: 
	Element of Competency
	Performance Criteria
	C, NYC or N/A
	Evidence for finding of Competent or Not-Yet-Competent

	ALL CANDIDATES
	
	
	

	PT1. Prepare the training plan
	1. A training plan includes the training budget, needs, audience, entrance criteria, management/supervisory support, training goals and objectives, assessment and evaluation tools, training sessions (lesson plans) and agendas, and the applicable manuals and workbooks. 
	
	

	
	2. Needs analysis is conducted to determine the skills gap, and the training plan is established to fill those gaps. 
	
	

	
	3. Task analysis is conducted to determine the training plan objectives and to establish the expected performance criteria. 
	
	

	
	4. Appropriate tools and the training method are selected to ensure the objectives in the training plan are met.
	
	

	
	5. Appropriate assessment tools selected for use throughout the training plan and at training completion to ensure the candidates gain the skills required to meet the performance criteria, and the training methods used are effective
	
	

	
	6. Adequate time is allocated for each part of the training plan (lesson plans and agendas)
	
	

	
	7. The training plan is confirmed with relevant personnel, and all roles and responsibilities of personnel involved in the training process are agreed upon and verified.
	
	

	
	8. Record keeping and/or reporting procedures for the training are confirmed.
	
	

	
	9. The training plan and the process for training are fully explained to the candidate, as shown in the trainee’s workbook
	
	

	PT2. Prepare a lesson plan
	1. Objectives of the lesson plan are identified and introduced
	
	

	
	2. Lesson plans are developed based on the objectives of each training session
	
	

	
	3. Lesson plans are recorded for each session of the training
	
	

	
	4. Learner’s prior knowledge of subject matter is considered in development of the lesson plans
	
	

	
	5. Lesson plans are delivered in a manner consistent with known learning principles and theories using appropriate activities 
	
	

	PT3. Provide training using the experiential cycle


	1. Various models of the experiential learning cycles are explained
	
	

	
	2. Basic training activities in the experiential learning cycle are identified
	
	

	
	3. Methods to apply experiential learning in designing training modules are identified
	
	

	PT4. Create and evaluate assessment tools
	1. The following components are identified in planning the assessment tool:

· The purpose of the assessment (summative or benchmark)

· The target candidate group(s) (i.e., who should be given the assessment, requirements needed to take the assessment, when the assessment should be administered, etc.)

· The competencies that will be assessed as shown in the training and/or lesson plan

· Where applicable, the competencies that will be assessed as linked to industry competency standards
	
	

	
	2. The evidence required to demonstrate competency on the assessment is clearly defined and linked to the training plan (for summative assessments) and/or the lesson plan (for benchmark assessments).
	
	

	
	3. Instructions for both assessors and the assessed are provided related to the assessment administration, scoring, and use of the assessment results.
	
	

	
	4. The draft of the assessment tool is evaluated to ensure the tool is valid, its results are reliable, and that it effectively measures the results of the training objectives.  Included in the evaluation of the assessment tool is a process for collecting and recording feedback from the individuals involved in the evaluation.
	
	

	
	5. A process for making revisions to the assessment tools based on the evaluative feedback and feedback provided by individuals involved in the use of the assessment tools is documented. 
	
	

	
	6. Policies and procedures for storage and retrieval, review and evaluation, and version control of the assessment tools are considered.
	
	

	
	7. Various assessment methods and the type of evidence they collect are known.
	
	

	
	8. Assessment methods are developed in a manner that ensures they are valid, reliable, and clearly defined.
	
	

	PT5. Collect evidence to assess competency
	1. Methods are used to determine participants’ prior learning, physical and learning needs, and potential barriers to the participants’ understanding of the material.
	
	

	
	2. Evidence is collected, organized and recorded using the assessment tools.
	
	

	
	3. Work activities or simulated work activities are considered as methods for collecting evidence to assess competency, and are discussed with relevant individuals within the organization
	
	

	
	4. The performance level required to pass the assessment (criterion-referenced assessments) or to receive a benchmark on the assessment (norm referenced assessments) should be based on documented evidence of competence in the lesson plan objectives or according to industry standards (where applicable). 
	
	

	PT6. Record and report the assessment decision
	1. Assessment outcomes are recorded and reported according to policies and procedures and/or according to the organizational requirements (including any legal and ethical requirements).
	
	

	
	2. An assessment report is completed and shared with the candidate and any other parties requiring confirmation of the assessment.  The reports include recommendations for follow-up action and the process available to re-assess. If no re-assessment is allowed, this fact is documented in the assessment administration materials. 
	
	

	PT7. Evaluate the training process
	1. Relevant individuals within the organization are consulted in evaluating the training process for continuous improvement.
	
	

	
	2. Relevant training system procedures and/or organisational/ legal/ethical requirements are considered and followed in documenting the evaluation of the training process. 
	
	

	
	3. Feedback is gathered and evaluated. 
	
	

	
	4. Appropriate assessment tools are selected for measuring the transfer of learning.
	
	


Candidate is Competent / Not Yet Competent (please circle one)

Comments / Requirements to gain competency where applicable:

EXAMINER TO COMPLETE

· I confirm the above Report is a true reflection of the competencies demonstrated by the Candidate.

· I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination. 

· I confirm that I am an RABQSA-certified Skill Examiner, and I have conducted this examination in accordance with RABQSA requirements.

· I confirm I have provided a copy of the examination to the candidate. 

Examiner: ________________________________________

Signature: _____________________________________

Date: _________________________________________ 
RABQSA Customer No. ______________________________


CANDIDATE TO COMPLETE

· I confirm the above Report is a true reflection of the competencies demonstrated by me.

· I confirm there are no undeclared potential conflicts of interest in the conduct of the above examination. 

· I confirm I have been provided a copy of the examination and understand any requirements to gain competency where applicable. 

Candidate: ________________________________________

Signature: _____________________________________

Date: _________________________________________ 
RABQSA Customer No. ______________________________
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