
                                                    Assessment Methods 
 

Overview 
The assessment methods page allows you to customise the methods that can be used within the assessment process 

for your Centre. You can create new, edit existing and configure each method to work differently. Every Centre will 

have a default set of commonly used methods that you can choose to use or delete. Each method has a set of 

additional settings that centre can use to further customise how they are used. 

User Restrictions 
Only a Centre Manager can access the Assessment Methods page. 

Details 

Reference 
The Assessment Method reference is used throughout the system to easily identify which method has 

been used for each assessment. When an assessment is created, the reference will be used and a digit 

will be suffixed on the end. The digit is based on the number of previous assessments of that method 

for the learner (e.g. EWT4, OB1). 

 

Method Description 
The Assessment Method Description is displayed in a drop down list when the 

Assessor or Learner starts a new assessment. 

 

Assessment Answer Type 
The Assessment Method Answer Type determines how the assessment is 

configured.  

 

 

Answer Type Description 
Normal This is the most common type of answer type. The criteria can be Holistic or Per-criteria 

and can be started by the Assessor or the Learner. 

Written Questions Assessments of this type can only be set on an assessment plan by the Assessor. Only the 
learner is able to complete these types of assessments. The banks of questions must be 
created separately by a Centre Manager or Assessor. 

Typed Oral Questions Assessments of this type can only be started by the Assessor. This gives the Assessor the 
ability to type their questions, the learner’s answers and set the criteria.  

 

Support Method Only (non-Assessment)  
Support Methods will appear on every assessment and can only be 

selected by the Assessor. It allows them to specify what sort of support 

they have given to the learner. When a support method has been set 

on an assessment, it will 

be displayed in a table 

on the learner’s review. 

 

Note  
This column will only appear if the following Centre Setting is enabled: 

“Use support methods as secondary methods.” 

 



Learner Can Start 
When enabled, the method is visible for learners to start their own assessments and also for 

Assessors to set tasks for the learner. When a method can’t be started by the learner, only the 

Assessor will be able to start the assessment and add evidence. 

 

New Class Inherits 
It’s possible to choose which methods will be available for each class of learners. When a new 

class is created, any methods with this setting enabled will automatically be assigned to the 

class.  

 

Override Rules 
When this column is checked Consistency rules will automatically be overwritten when this 

method is used.  

 

Expert/ Witness 
When creating an assessment that has the ‘Expert/ Witness’ option enabled, the user will see a 

drop down box where they can select which Expert or Witness is referenced to the assessment. 

This person doesn’t log into OneFile and is simply used as a reference. 

 

Employer Must Sign Before Assessor 
When this option is enabled, assessments started by the Learner will be sent to their 

Employer before the Assessor. The Employer only has the ability to sign the 

assessment. When an assessment of this method has been started by the Assessor, 

no Employer signature is required. If a learner doesn’t have a Default Employer the 

task will go straight to the Assessor. 

 

IV Sampling Colour 
The colours of each Method appear on the IV sampling table. It is used to make it visually 

easy to identify which assessments have been planned to be sampled and which 

assessments have actually been sampled. 

 

Creating a new method 
1. Click on the Create new method button. 
2. Add a reference to the Ref column. 
3. Enter a method description in the Method Description text box. 
4. Tick any boxes that are relevant to your new method from the columns described above. 
5. Click the Save button. 



Assigning methods to a class 
When a new method has been created it doesn’t automatically get assigned to the classes on the Centre. The Centre 

Manager must assign the new method(s) to the existing classes before they can be used by the Assessors. 

1. Click the Assign methods to Classes button. 
2. Select a class from the Class name column. 
3. Tick the check boxes of the methods you want to assign. 
4. Click the Save button at the bottom of the page. 

 

Deleting a method 
 Click the Delete button in the options column for the method you want to remove. 

If a method has been used in an Assessment, you will be unable to delete the method from the table. The following 

message will be displayed. 

 

 

 

 

 

FAQ 

Why can’t an Assessor see an Assessment Method? 
If an Assessor is unable to see an assessment method, when trying to create an assessment or assessment plan, it 

could be because of any of the following reasons: 

  

The Assessment Method hasn’t been created 

Quality >> Assessment Methods >> Create new Assessment Method 

  

The Assessment Method hasn’t been assigned to the class 

Quality >> Classes >> Edit >> Tick the Method >> Save 

  

The Assessment Method is “Written Questions” 

The Assessor needs to create an assessment plan and add a task selecting the “Written Questions” assessment 

method. 

Tip 
If you would like to stop using a method that cannot be deleted, un-assign it from every class. 


