
Introduction to Assessors Guide – Quick Reference Notes

1. Purpose of an Assessors Guide

Goal Why It Matters

Standardize assessment

practice

Ensures consistency across different assessors, locations, and time

periods.

Clarify expectations
Defines what evidence is required, how it should be collected, and

how it will be judged.

Support quality

assurance
Provides a documented basis for audit, moderation, and appeals.

Facilitate training
Acts as a core resource for onboarding new assessors and for

ongoing professional development.

2. Core Components of the Guide

Component Key Elements Typical Content

Scope & Applicability

• Target audience (e.g., internal

auditors, external reviewers)

• Covered programs, standards,

or regulations

Introduction, definitions, and

boundaries of the guide.

Roles &

Responsibilities

• Assessor duties

• Supervisors/lead reviewers

• Stakeholder liaison

Detailed task list, escalation paths,

and accountability matrix.

Assessment

Framework

• Assessment criteria

• Weighting & scoring rubrics

• Evidence types (documents,

observations, interviews)

Tables of criteria, sample scoring

sheets, and examples of acceptable

evidence.

Procedures &

Workflow

• Planning (schedule, resources)

• Data collection (methods, tools)

• Evaluation (analysis, rating)

• Reporting (draft, review, final)

Step?by?step flowchart, checklist

templates, and timeline guidelines.
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Component Key Elements Typical Content

Tools & Templates

• Checklists, rating forms,

observation logs

• Digital platforms (e?

assessment software, data

repositories)

Download links or references to where

templates are stored.

Quality Assurance &

Moderation

• Peer review process

• Calibration sessions

• Audit trails and documentation

Procedures for internal moderation,

external audit, and corrective actions.

Ethics &

Confidentiality

• Conflict?of?interest policy

• Data protection requirements

• Professional conduct standards

Code of conduct excerpt and reporting

mechanisms for breaches.

Glossary &

References

• Definitions of key terms

• Links to standards, regulations,

and supporting literature

Alphabetical list; hyperlinks where

possible.

3. Typical Assessment Cycle (Illustrated)

1. Preparation

Review scope, criteria, and schedule.

Confirm assessor qualifications and conflict?of?interest declarations.

2. Data Collection

Conduct site visits, interviews, and document reviews.

Record findings using standardized templates.

3. Analysis & Rating

Apply scoring rubrics to each criterion.

Document rationale for each rating (evidence citations).

4. Draft Reporting

Compile findings, strengths, weaknesses, and recommendations.

Share draft with relevant stakeholders for factual verification.
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5. Finalization & Submission

Incorporate feedback, finalize scores, and sign off.

Distribute final report according to governance procedures.

6. Follow?up

Monitor implementation of corrective actions.

Schedule re?assessment or continuous monitoring as required.

4. Best?Practice Tips for Assessors

Tip How to Apply

Use the rubric, don’t

improvise

Align every judgment with the explicit descriptors in the scoring

guide.

Document as you go Capture evidence contemporaneously
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