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Learner File Checklist for Moderator




Learner File Checklist for Moderator
	No.
	Document Description
	Present (✔)
	Comments

	1
	Portfolio Cover Page (learner name, course info, dates, signatures)
	
	

	2
	Proof of Registration (enrolment form/class list, ID copy)
	
	

	3
	Attendance Register (signed for each training day)
	
	

	4
	Assessment Plan (agreed by learner & assessor)
	
	

	5
	Assessment Instruments (copies of tests, tasks, assignment briefs)
	
	

	6
	Completed Assessments (learner work marked and signed)
	
	

	7
	Assessor Feedback (written, with learner response/signature)
	
	

	8
	Assessment Summary Sheet (all results, final outcome, signatures)
	
	

	9
	Assessor Report (overview of how assessment was conducted)
	
	

	10
	Re-Assessment Evidence (if applicable)
	
	

	11
	Learner Declaration (confirming own work, results received)
	
	

	12
	Assessor Declaration (confirming fair and valid assessment)
	
	

	13
	Internal Verification Documents (pre-moderation or verification notes)
	
	

	14
	RPL Documentation (if applicable)
	
	

	15
	Special Needs/Accommodation Forms (if applicable)
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