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1. Change Control 
 

Version Author of Change Date  Details of Change 

2019.01 Gerhard van der Berg July 2019 Creation of Assessment policy. 

 
 
 

   

 

2. Record of Approvals 
 

Level* Committee Name Date 

1 Ravin Rughoonandan (Content Design Manager) July 2019 

2 Pragasen Moodley (Director, Learning Services AME) July 2019 

3 Candice Govender (Legal Director, AME) July 2019 

4 Pieter Bench (Executive Vice President, AME) July 2019 

* Level of approval 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Assessor and Moderator Code of Conduct 



 

 

Moderation Policy v2019.01 Page 4 of 17 
 

 

3. Statement 
 
This Code applies to all activities of the Sage’s training division, Committees, Trustees, 
Executive Management Committee and Sub-Committees, as well as the organizations 
Administrative Office and any other related bodies. 
 
4. Moderator function(s) 
 
• Verify that Assessments are fair, valid, reliable, and practical. 
• Evaluate assessment design, process & outcomes; including documenting proof of individual 

candidate’s competency status. 
• Evaluate performance of the registered Assessor[s]. 
• Identify & provide evidence for the de-registration of Registered Constituent Assessor[s]. 
• Identify areas of improvements within the Assessment System. 
• Identify the need to re-design assessments and/or assessment tools/instruments [if 

required]. 
• Identify the need to re-design moderation systems & tools [if required] 
• Make provision for an appeals procedure for dissatisfied candidates. 
• Provide feedback to SETQAA on Unit Standard[s] and Qualification[s]. 
• Provide support and guidance to Assessor[s]; Candidates and Providers. 
 
5. Moderator fundamental background knowledge 
 
The Moderator needs to have a thorough understanding of the following: 
• Principles of assessment. 
• Principles and practices of RPL. 
• Methods of assessment. 
• The principles and mechanisms of the NQF. 
• Assessment policies and regulatory body [QAP / QCTO] requirements. 
• Moderation Techniques, systems and specific moderation requirements. 
• The role and function of a Moderator. 
• Knowledge of quality assurance within the scope of policy and procedures [QMS]. 
• Understanding of the organisational or institutional contexts. 
 
6. Internal moderation 
 
Internal Moderation occurs at training provider or organisational level. All/any Accredited providers 
are required to have registered Constituent Moderators for fulfilling this requirement.   
All internal Moderation Processes shall be defined and documented within the Provider or 
organizational Assessment and Moderation Policies and Procedures [as detailed in the QMS].  
These internal moderators should: 
• Establish systems to standardize assessment, including the plans for internal moderation 
• Monitor consistency of assessment records. 
• Through sampling, check  

o The design of assessment materials for appropriateness before they are used 
o Monitor assessment processes  
o Check candidates’ evidence  
o Check results and decisions of assessor for consistency. 

• Co-ordinate assessor meetings. 
• Liaise with external moderators. 
• Provide appropriate and necessary support, advice and guidance to assessors, candidates 

and providers  
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7. External moderation 
 
External Moderation is conducted at QAP / QCTO Level, on a random sample of 25%. It usually 
involves: 
• Confirming provider accreditation status 
• Structured curriculum [program structure and alignment]  
• Implementation mechanisms of the provider or organizations QMS 

o In particular – workplaces providers – providing candidates with the required exposure 
as per programme requirement 

• Learning material and relevance to the programme 
• Constituent status of assessors and moderators 
• The provider’s or organizational assessment guides indicating the following  

o Design of assessment activities and the process that will be followed 
o The Assessment Tools/Instruments that will be used for formative assessments 
o The Assessment Tools/Instruments that will be used for summative assessments   

• Portfolio of Evidence [PoE] indicating the following:  
o The work being assessed is the candidates own work – Authenticity Declaration[s] 
o Provisions made for both formative & summative assessments [Theoretical and 

Practical]  
o Progress and Assessor reports – completed, submitted, dated and signed 

• Learner records database and upload of enrolment / achievements 
• The provider’s or organizations moderation guides indicating the following: 

o Design of moderation activities and the process that will be followed 
o Moderation plan 
o Sampling requirements 
o Moderation Report  

• The internal moderation reports are completed, submitted, dated and signed 
 
8. Report: Moderation Plan 
 
Moderator’s Details 
Name:  
Designation / Job title:  
Contact number:  
Purpose of the 
moderation: 

 

 
Assessor’s Details 
Name:  
Registration number:  
Designation / Job title:  

 
U/S and/or Qualification Assessed 
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Candidates Assessed   
ID number  Name & Surname  
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9. Report: Moderation Scope 
 
Individuals who need to be Involved with or Informed regarding the Moderation [as specified in 
assessment QA policy]  
 
Initials & Name Reason for their 

involvement 
Action required from moderator 

 Administrator / Venue booking  Communicate regarding moderation 
 Assessor Communicate regarding moderation 
 Moderator Communicate regarding moderation 

 
Planning [questions] 
Question Relevant response 
Moderation model used. E.g.  
25% COM assessments; 100% NYC 
assessments & 100% all new assessors 

 

Moderation methods will be used to 
conduct the moderation. E.g. 
• Evaluate evidence supplied and 

judgement[s] made. 
• Observe assessment conducted. 
• Arrange 2nd assessment to ensure 

correct judgment 
• Interview assessor & candidate after 

assessment.  

 

Strengths and weaknesses inherent 
to the selected methods for the 
moderation 

 

All relevant policies and procedures 
for moderation in place and known? 
i.e. Assessment, Moderation, RPL & 
Appeals  

 

Moderation process in place 
sufficient for types of evidence 
including RPL? 

 

Are moderation instruments & U/S in 
place and available to all parties? E.g. 
assessor 

 

Moderator involvement to ensure all 
logistical arrangements are made. 
E.g. venue, time & resources.  

 

Communication methods used  
Contact established with the assessor 
prior to moderation 

 

Support provided to the assessor 
during the moderation process 

 

Special needs / barriers identified 
preventing fair, appropriate, sufficient & 
valid judgment  

 

Communication method used & 
recorded 

 

Communication strategy in place to 
support assessor[s]. E.g. assessor 
workshops, e-mails etc. 

 

   



 

 

Moderation Policy v2019.01 Page 8 of 17 
 

 

10. Communication(s) with assessor 
 
Notice of Moderation meeting to be held on [date] at [time] in the [venue]   
 
Agenda 
 
1. Opening and Welcome 
2. Attendance Register 
3. Closing of Agenda 
4. Matters to be discussed  

4.1  Policies and Procedures 
4.2  Date of Moderation 
4.3  Time of Moderation 
4.4 Venue of Moderation  
4.5  Parties involved 
4.6 Logistical arrangements 

5.  Closure and next meeting 
 
11. Minutes of meeting 
 
Date:   Time:  

Place:    

Present:    
 
Item Minuted Decision Person Date 

1. Opening & 
Welcome 

 
 
 

   

2. Attendance 
Register 

 
 
 

   

3. Closing of agenda  
    

4. Matters for discussion 

4.1 Policies and 
Procedures 

 
 
 
 
  

  

4.2 Date of Moderation  
    

4.3 Time of Moderation  
    

4.4 Place of Moderation  
    

4.5 Who is involved 

 
 
 
 
 

   

4.6 Logistical 
arrangements 
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5. Closure:      

 
12. Moderation instrument(s) 
 
Assessment Planning 
Moderation Criteria Yes No 
1. Is there evidence that the candidate requested to be assessed?   
Comment: 
  
2. Is there evidence that assessment planning was done before the assessment 
was conducted? 

  

Comment: 
 
3. Is there evidence that the candidate was prepared and ready for the 
assessment? 

  

Comment: 
   
4. Is there evidence that the assessment plan was agreed on between the 
assessor and the candidate before the assessment? 

  

Comment: 
 
5. Is there evidence that the candidate was informed of all evidence 
requirements and rights prior to the assessment? 

  

Comment: 
  
6. Does the evidence indicate that the candidate was informed about the 
assessment process, the implications of the assessments, the NQF, etc? 

  

Comment: 
 

 
Assessment Conducted  
Moderation Criteria Yes No 
1. Were there registered Unit Standards and properly designed Assessment 
Instruments available for the assessments? 

  

Comment: 
 
2. Did the assessment method(s) and instrument(s) used successfully address 
all relevant criteria and outcomes? 

  

Comment: 
 
3. Does the evidence indicate that barriers to the assessments were taken into 
consideration? 

  

Comment: 
 
4. Is there an indication that the assessment environment was life-like and 
conducive to a fair assessment? 

  

Comment: 
 
5. Did the assessment take place according to the assessment plan?   
Comment: 
   
6. Was the evidence properly documented and recorded?   
Comment: 
  
7. Is the evidence submitted by the candidate valid? (Does it prove competence 
according to the U/S requirements) 

  

Comment: 
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8. Is the evidence submitted by the candidate authentic? (No tipp-ex used, no 
pencil writing used, changes initialed by relevant parties, etc.) 

  

Comment: 
 
 
9. Is the evidence submitted by the candidate current?   
Comment: 
 
10. Was the evidence that the Assessor used to make an assessment judgement 
sufficient according to the U/S requirements? 

  

Comment: 
 
 
11. Does the evidence clearly indicate that the candidate was judged competent 
or not yet competent? 

  

Comment: 
 
 

 
Assessment Feedback 
Moderation Criteria Yes No 
1. Was the candidate given clear and constructive feedback and within the 
agreed time frames? 

  

Comment: 
   
2. Was the feedback given on all the outcomes and assessment criteria?   
Comment: 
 
3. Was the appeals procedure accessible and explained to the candidate?   
Comment: 
 
 
4. Were re-assessment options given to a candidate judged as NYC and were 
these agreed on? 

  

Comment: 
 
 
5. Did the assessors receive feedback from the candidate on the assessment 
process? 

  

Comment: 
 
 
 

 
Assessment Reviews 
Moderation Criteria Yes No 
1. Did the assessor do an assessment review?   
Comment: 
 
2. Did the assessor identify strengths and weaknesses in the assessment 
process? 

  

Comment: 
  
3. Did the assessor identify strengths and weaknesses in the design of the 
assessment instruments? 

  

Comment: 
  
4. Did the assessor identify strengths and weaknesses in the Unit Standard used 
during the assessments? 
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Comment: 
   
5. Did the assessor incorporate the feedback of his candidate in his assessment 
review? (What is the quality of the feedback received from the candidate?) 

  

Comment: 
 

 
Assessment Principles 
Moderation Criteria Yes No 
Please comment on how the assessment complied with the Assessment Principles 
1. Appropriateness   
Comment: 
 
2. Fairness   
Comment: 
 
 
3. Manageability   
Comment: 
 
 
4. Integration into work or learning   
Comment: 
 
5. Validity   
Comment: 
 
 
6. Direct   
Comment: 
 
 
7. Authenticity   
Comment: 
 
 
8. Sufficient   
Comment: 
 
9. Systematic   
Comment: 
 
  
10. Open   
Comment: 
 
 
11. Consistent   
Comment: 
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13. Moderation report 
 
Internal moderator name:  
Contact number of internal moderator:  
Reason for moderation:  
Assessor name:   
Contact number of assessor:  
Registration number of assessor:  
Name and ID number of candidate: 
 

  

Date of assessment:   
Company:  
Relevant assessment documentation 
included: 

 

General comments from moderator:   
 

Assessor Judgment: Meet Requirements  Did not Meet 
Requirements 

 

     

     

     

 
 

    

Moderator Judgment: Confirm Result  Cannot Uphold Result  
     

     

     

     

     

Date:  

Moderator signature: 
 
 
 

Feedback comments from assessor: 
 
 

Assessor signature:    
 

Date:  
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14. Moderation feedback by assessor 
 
Moderation Aspect √ X Comment 
Did the moderator inform the assessor in 
advance regarding the moderation? 

   

Did the assessor have insight into relevant 
policies & moderation instruments prior to 
moderation? 

   

Was the assessor offered the opportunity 
to clarify uncertainties regarding the 
process?  

   

Did the moderation impact negatively or 
positively on the assessment process in 
any way? i.e. compromising/ supporting 
assessment principles 

   

Did the moderator offer the assessor any 
advice and support on the assessment 
process? 

   

Was feedback on the assessment 
moderated handled in a professional 
manner? i.e. promptly, in confidentiality, 
constructive, sufficient 

   

 
General comments on the moderation process: 
 
 
 
 

 
Assessor name & surname   

Date   

Signature   
  

Moderator name & surname   
Date   

Signature   
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15. Moderation review 
 
Moderation aspects Y N 
• Did the planning and preparation for this moderation meet the requirements of 

the overall moderation system currently in place? 
• Did my planning for this moderation enable me to complete a manageable 

moderation resulting in a fair judgment? 

  

Comment on strengths and weaknesses identified during planning and preparation. 
 
• Did the moderation technique[s] and instruments used, uphold the principles of 

assessment? 
• Were there any unforeseen events during the moderation that could have 

compromised the principle of validity? 

  

Comment on strengths and weaknesses identified whilst conducting the moderation. 
. 
• Am I satisfied that the nature and quality of advice and support that provided to 

the assessor[s] facilitated a common understanding of the assessment process 
in accordance with good assessment principles?  

  

Comment on strengths and weaknesses on providing advice and support to assessor(s).  
 
 
• Am I satisfied that this moderation was recorded and reported in a manner that 

meets confidentiality requirements as well as the requirements for QAP 
verification? 

  

Comment on strengths and weaknesses regarding the reporting, recording and administering of 
moderation.  
 
 
General recommendations /  comments towards the improvement of the 
assessment and/or moderation process in l ine with ETQA requirements.  
 

 
Moderator name & surname   
Date   

Signature   
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16. Overarch (Final Moderation) Report 
 
Name of Programme  
ID of Unit standard[s]  
Number of Credits  
Level  
Names of Project Team  

 
 
 

Date  
 
Overview of Programme/Project 
Methodology employed 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Assessment and moderation requirements, if applicable 
 
 
 
 
 
 
 
How evaluation was conducted and performance indicators that were used  
 
 
 
 
Analysis of Learner, Facilitator Feedback 
Feedback from role players is analysed and summarised.  This may be in graph or 
another suitable format. Trends, if any and problem areas are identified. 
 
 
 
 
 
 
 
 
 
Analysis of Assessor Feedback 
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Assessment Evaluation Reports are analysed, potential areas of weakness are identified 
and if necessary, linked to problems with facilitation/delivery methods/suitability of 
training material and activities and/or assessment methods 
 
 
 
 
 
Any irregularities that arose and how they were dealt with 
 
 
Analysis of Moderation Feedback 
Moderation reports are reviewed, and problems, possible trends and areas of 
improvement are summarised.   
 
 
Performance of individual assessors is recorded and in cases where a moderator 
overturns the assessment decisions, appeals, etc the actions taken, and final outcomes 
are recorded.   
 
 
Recommendations made by moderator are summarised 
 
Summarised Findings 
Summarise all analyses and point out trends/problems/areas of non-conformance 
 
 
 
 
 
 
 
 
Identify areas requiring improvement or change 
 
 
 
 
Recommendations 
Details of what must be done; role players involved in implementing changes and dates 
by when these must be in place 
 
 
 
Record any changes required in training material or activities; facilitation or assessment 
methodology 
 
 
 
Set date for follow-up meeting to evaluate success of changes 
 
 
 
Concluding Remarks 
Final summary and conclusion 
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Assessor name & surname   

Date   

Signature   
  

Moderator name & surname   
Date   

Signature   

 

17. Contacts 
 

Should you have any questions about the content of this policy please contact the training 
department via email: Training.Za@sage.com. 

 
 

mailto:Training.Za@sage.com

	1. Change Control
	2. Record of Approvals
	3. Statement
	4. Moderator function(s)
	5. Moderator fundamental background knowledge
	6. Internal moderation
	7. External moderation
	8. Report: Moderation Plan
	9. Report: Moderation Scope
	10. Communication(s) with assessor
	11. Minutes of meeting
	12. Moderation instrument(s)
	13. Moderation report
	14. Moderation feedback by assessor
	15. Moderation review
	16. Overarch (Final Moderation) Report
	17. Contacts

