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Supervised Assessment
Academic Session Checklist & Script
Note: Identity verification applies only to one-on-one supervised assessments.

Opening the Session

A. Welcome and Orientation
☐ Confirm student name
Prompt:
“Hi [Student Name], thank you for joining me today. Before we begin, I’ll briefly outline how the session will run.”
B. Confirm assessment duration and format
Prompt:
“This is a one-on-one supervised assessment and will run for approximately [X] minutes. I’ll provide the questions verbally. You’re welcome to ask for clarification about the question wording, but I won’t be able to provide feedback or coaching during your responses.”

Identity Verification (One-on-One Only)

A. Request valid photographic ID
Prompt: “As this is a one-on-one supervised assessment, I need to sight valid photo identification. Could you please hold your ID up to the camera / present it now?”
☐ Visually confirm:
· Photo matches the student
· Name aligns with enrolment record
☐ Record outcome:
· ☐ ID produced and verified
· ☐ ID not produced
· ☐ ID produced but not reasonably verifiable
If ID is not produced or cannot be verified: → Record as a data point and proceed.
Transition Prompt: “Thank you. I’ve noted the ID check outcome, and we’ll now move to recording the session.”

Recording Notification
Inform the student that recording will commence
Mandatory Prompt: “I am now commencing the recording of this supervised assessment session.”
☐ ACTION: Start recording
· Confirm recording indicator is active
If you forget to commence the recording at the beginning of the session, please do so once reasonably possible. Do not interrupt the student during their response, and do not start the assessment over. 

Before Beginning the Assessment

A. Invite student questions
Prompt: “Before we begin, do you have any questions about the process or what to expect today?”
Respond to procedural questions only.
Making the Student Comfortable
· Reassure the student that the session is a structured conversation about their learning.
· Encourage the student to ask questions if they are unsure about instructions or process.

Running the Assessment
Commencement Prompt: “We’ll now begin. Here is your first question…”
A. During the Assessment
· Allow appropriate response time
· Provide clarification of question wording if needed
· Monitor performance against marking criteria and standards
B. Time Management
· Keep track of time to ensure the session stays on schedule
· Provide time warnings if necessary

C. Student Performance Observations
· Document performance in alignment with rubric criteria
· Take structured notes to support feedback
· Monitor performance against marking standards
· Record clear, objective observations of the student and their performance. These notes may be used to support the feedback you provide to the student and to maintain an accurate record of the assessment performance.

Closing the Session
A. Immediate Feedback
· Highlight strengths
· Identify areas for improvement
· Offer constructive, criterion-referenced feedback
· Encourage continued effort and development
Closing Prompt: “That concludes the assessment. Thank you for your time today.”
· Thank the student for their participation
· Recap any key feedback
· End the session on a positive and supportive note
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