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1.0 Introduction

SiLC Assessors are volunteers supporting the registration of SiLCs. Successful SiLC candidates can be recommended as an Assessor following their SiLC assessment. The SiLC secretariat invites those nominated when additional capacity is required on the panel.  The current SiLC secretariat is CIRIA.
Benefits of being an assessor:

· individual professional development;

· networking with peers; 

· annual renewal fee waived; 

· contributing to the development of the profession;

· input into the development of the SiLC qualification;

· upholding the profession; and

· keeping up to date with developments of the Land Condition Record (LCR).

2.0 Assessor Information and Role

Assessors unable to help in three consecutive rounds will be asked to step down from the panel so that an active Assessor may be appointed.  All assessors must sign a confidentiality agreement.

Assessors are notified of scheduled assessment dates before each assessment round.  Assessors are asked to notify the SILC secretariat if they are available.  Assessors are also asked if they can offer a venue for the interview or recording equipment.  A list of candidate names and organisations will be circulated to participating Assessors to identify any possible conflict of interest. 

Conflicts could include:

· personal friendship; 

· working relationship; or

· working for the same organisation. 

Assessors should consider that perceptions may vary when declaring conflicts of interest (an Assessor may have met a candidate on a project that they thought went well but the candidate may not have the same perception and as a result may appeal against the Assessors involvement).

Candidates are allocated a reference number.  Candidate examinations are marked anonymously.  Assessors are required to participate in all stages of the assessment for up to three candidates. 

The assessment process includes: 

Stage 1:  Marking the written assessment 

· review of application papers

· marking a completed LCR

· marking answers to two other questions

· an individual written submission (max 1500 words) against the SiLC criteria

· providing the SiLC secretariat with marking sheets by the given deadline

· informing the SiLC secretariat if a candidate should be refused and interview

· discussion with the second assessor to compile interview questions

· submit a draft of the interview questions to the SiLC secretariat approximately a week before the first interview.  If the assessors are not going to submit a list of questions, then the SiLC secretariat should be informed.

Stage 2:  The Interview 

· conduct a peer interview for each marked candidate (usually 3 interviews a day)

· Provide a marking sheet to the SiLC secretariat within 5 days of the interview

A silent observer may be present at interviews for training purposes. New Assessors will be invited to sit in as silent observer on at least one interview for training purposes.

Assessors should attend the annual SiLC Assessors meeting to receive updates on the application and assessment process, exchange information and identify good practice. 

2.1 Expenses

SiLC Assessors are able to claim, where necessary, travel expenses for SiLC related business.  Assessors are required to adhere to the SiLC secretariat Expense Claim Policy and submit expenses on the SiLC secretariat Expense claim form.   

4.0 The Process 

4.1 Assessment Papers are issued to Candidates

The question paper, data for completing the LCR and instructions to candidates are placed on a secure area of the SiLC web site.

Candidates are contacted by email on the start date, with the web link and their candidate declaration and reference number.  

Candidates have four weeks/weekends to complete the question paper by the set date. Free deferrals will only be granted on production of a valid medical certificate confirming illness during the assessment period. 

Candidates sign a declaration form stating that plagiarism and significant collaboration will result in failure and that they accept the data protection application to audio record interviews and to have an observer present.

4.2 Assessment of Submitted Papers 

Two assessors are allocated approximately three weeks/weekends to mark the papers for the candidates they have been allocated.  Assessors use answer guidelines and the sliding scale (see 4.3 below) to indicate whether the candidate has provided a competent answer (60% + score). At this stage the outcome is considered a ‘potential outcome’ as the interview may raise or lower this mark when verbal responses to knowledge and understanding are tested.

Potential sliding scale outcomes are recorded on Appendix 4 and this is returned to the SiLC secretariat.  On receipt of Appendix 4, the Individual Written Submission and copies of the candidate’s application papers are forwarded to the Assessors for review. These documents identify the candidate and can not be sent until all Appendix 4 sheets are returned.

The Individual Written Submission (IWS) guides the Assessor on the broader knowledge and understanding of the candidate (see the registration guide for possible subjects on breadth of knowledge). The Assessor reviews the IWS against the SiLC criteria and Code of Practice to identify areas to be explored at interview.

The SiLC secretariat provides contact details for partner Assessors so that they can then:

· compare judgements on the candidate’s written papers, (discuss and resolve any conflicting assessment comments)

· confirm subjects to be covered at interview to assess the candidate’s competency covering the SiLC criteria and Code of Practice 

· compile a list of mutually agreed questions 

· decide between them who will lead the interview (an experienced assessor will lead the first interview for a new assessor)

A copy of the Assessors’ combined draft interview questions is sent electronically to the SiLC secretariat.  Where possible this list of questions should be forwarded to the SiLC secretariat at least 1 week before the first interview.  The SiLC secretariat will forward a copy to the SiLC secretariat representative or PTP professional body representative who will be overseeing and audio recording the interview.  If the Assessors are not able to provide the questions before the interview they should notify the SiLC secretariat.  

4.3 Sliding Scale for interview 


[image: image1]
4.4 Return and Retention Times for Assessment Sheets

Assessors are given a date by which they need to return a copy of the completed assessment sheet for each candidate’s answer paper (Appendix 4).  The Assessor keeps a copy as a guide for interview.  The assessment paper should justify in the comments box why the candidate achieved this ‘potential outcome’ on the sliding scale.  It should be noted that the candidates are entitled to see these assessment sheets on request.  Assessors should provide constructive feedback and not include any comments that may be considered derogatory or defamatory.

It is essential that assessment sheets are received by the closing date given to the Assessor.

Assessors retain the completed answer papers, application papers and individual written submission for 6 weeks after the peer interviews to allow for appeals. All documents should then be shredded or returned to the SiLC secretariat for shredding and all electronic files should be deleted (including any documents sent by email).

4.5 Peer Interview 

Two Assessors interview each candidate. An SiLC secretariat representative or PTP Professional Body representative will be present to oversee and audio recording of the interview.  On some occasions recording equipment may be sent to the host/lead Assessor by courier/post prior to the interview.

The silent observer and PTP rep (if not interviewer) and any Trainee Assessors present must stay silent during the interview.  
4.6 Candidate Preparation for Interview

Candidates are notified of a provisional interview date and venue as soon as the SiLC secretariat has allocated an Assessor to mark the papers. (Formal confirmation is sent once the Assessors confirm that the candidate will be put forward for interview).

Candidates are asked to re-read their application materials prior to the interview.  Candidates are asked to prepare a five minute verbal presentation (i.e. not PowerPoint), summarising their current and past jobs and responsibilities relevant to their application, key experience and any experience gained since submitting their initial application. 

Candidates are reminded that they will be interviewed on the full range of SiLC criteria and the SiLC Code of Practice.  A copy of this Assessor guide is available to candidates on the SiLC website.

Candidates will not be informed of who will be assessing them at interview to ensure that their preparation is neutral across potential professional interests and disciplines. 

Candidates may bring a copy of their application materials into their interview.

4.7 Timetable for interview

The interview will last for 60 minutes.  Before the interview the Assessors should review the candidate’s answer paper, individual written submission and application form.  The result of the interview discussion should be to verify the candidate’s ability to meet the SILC criteria and comply with the Code of Practice.  

The Lead Assessor should cover the following points prior to the interview commencing:

· Housekeeping for the venue, e.g. planned fire alarms; 

· Assessor confidentiality; 

· The interview process for the day; and

· Brief introduction of the Assessors. 

The candidate will provide a five to ten minute resume of their experience in relation to becoming a SiLC.  The Assessors then progress the questioning through the different areas of the SiLC criteria and Code of Practice. 

At the end of the interview the Lead Assessor should thank the candidate for their attendance and give them an opportunity to raise any questions or make any comments about the assessment process.

After the interview Assessors complete an assessment sheet (Appendix 5) and agree the overall result.  Assessors are responsible for providing their own blank copies of the assessment sheet to complete.  This can be one form signed by both Assessors.  It is recommended that these are completed on the day. 

Applicants should satisfy all areas of the Code of Practice.  Assessors can only assess candidates against the SiLC criteria and the Code of Practice.  A candidate can only fail against the SiLC criteria or SiLC Code of Practice.

If the Assessors are unable able to agree on a candidate, the silent observer should mediate (where this is an experienced Assessor).  Only in exceptional circumstances will the SiLC PTP review the application. The observer/trainee may join contribute to the post interview discussion. 

The assessment sheet should include comments to support the Assessors’ judgement. Comments should be constructive as candidates may like to use them for CPD. 

Results sheets are handed to the professional body representative (or SiLC secretariat representative if present) to forward to the SiLC secretariat with the audio recording and annotated questions sheet.

5.0 Standards Required for a Candidate to Pass the Assessment

At the end of the assessment, candidates must satisfy all the areas of the SiLC criteria for SiLC status to be awarded. For example: 

· if the written answers to the LCR questions were borderline, the interview should have established that the candidate’s overall responses to questions probing this indicated that they were in fact competent in this area

· if the responses in all other areas are competent, their response to questions about the Code of Practice must also be competent to pass.

A candidate can only fail against the SiLC criteria or SiLC Code of Practice.

6.0 Unsuccessful Candidates

Unsuccessful candidates will be provided with a copy of their assessment sheet (Appendix 5). This sheet includes the Assessors’ comments.  

There is an Appeal Procedure should the candidate have a case to appeal.

Unsuccessful candidates may re-apply; a full fee is payable. 

7.0 Responsibilities

7.1 Assessor Responsibility

All Assessors have a responsibility to read all of the information provided on the candidate, identify the candidates potential strengths and weaknesses and formulate a list of questions for the interview (see Appendix 3 for notes on question development).  A candidate can only fail against the SiLC Criteria or SiLC Code of Practice and an Assessor must be satisfied that they have tested the candidate against these.

Assessors must adhere to the interview and other procedures set out in this guide.   Assessors should treat all candidates impartially.  Assessors are responsible for adhering to the confidentiality agreement with the SiLC secretariat. 

The Assessors should decide if there are any reasons why the candidate should not be a SiLC Assessor. The SiLC secretariat will keep a record of suitable candidates to send invitations as required.

7.2 Lead Assessor Responsibility

The Lead Assessor has a responsibility for administering the interview, keeping the interview to time, maintaining consistent standards in the interview and decision making process and indicating to the SiLC secretariat any problems which need clarification before the final decision is made (including verification of submitted information where necessary).  

At the start of the interview the Lead Assessor should spend a few minutes introducing those present and outlining the procedure for the interview.  The Assessors should then invite the candidate to give a five to ten minute presentation about their experience in relation to the SiLC criteria.  At the end of the interview the Lead Assessor will inform the candidate that they will be notified in writing of the outcome of their assessment within four weeks.  The Lead Assessor should ask if the candidate has any questions or suggestions on the process and thank them for attending.  

7.3  SiLC secretariat and Professional Body Representatives role

The SiLC secretariat will ensure that the Assessors have signed confidentiality agreements. Candidates’ applications will be checked for completeness, if necessary consulting with the SiLC PTP. The SiLC secretariat will arrange the interviews and liaise with candidates.

The SiLC secretariat or nominated professional body representative will monitor the interview, to ensure consistency, adherence to procedures, fair play, administer the audio recording and provide and collect assessment forms.  

The SiLC secretariat will circulate all completed assessment sheets to the PTP after the last interview.  The PTP will be asked to reply to the SiLC secretariat to confirm that the results have been received.  The SiLC PTP will be given a date to respond to the SiLC secretariat by, to allow the SiLC secretariat to release the results on time (a minimum of 5 responses are required from the SiLC PTP).

The SiLC secretariat will notify the candidates in writing of their result. 

The Assessors’ decision is final and further correspondence with any candidate should not be entered into. The SiLC secretariat will manage the Appeals process. The SiLC secretariat will report appeal results to the SiLC PTP.  Candidates should be referred to the SiLC secretariat in all matters relating to their application and assessment.  

8.0 Interview Cancellation

Candidates may be required to pay an administration charge if they cancel their interview. 

If an Assessor is not able to attend on the day, the interview will be cancelled at short notice.  If this is on the same day as the interview the candidate will be entitled to a refund of reasonable travel expenses on production of tickets and receipts. No other form of compensation is available.

Appeal interviews must be completed within six months, or the candidate will be required to pay the full fee and re-take the full assessment.

Assessors can decline to interview a candidate who returns incomplete or poor quality written papers. 

Appendix 1 Instructions to Candidates and Declaration Form

Instructions to Candidates

SiLC Written assessment stages one and two

Read both pages of these instructions before starting the assessment

· Non conformance may result in a failed assessment.

Candidate Declaration Form

· All candidates must sign and return the Candidate Declaration Form

Written Assessments

· Candidates are strongly advised to read questions and guidance carefully 

· A high standard of answer is expected as adequate time has been allocated for the assessment

· The individual written submission can be completed at any time

· An incomplete or poor standard of answer paper may be rejected and the interview cancelled as a result – the candidate would not be entitled to a refund and the full fee would apply for a future assessment.

· Candidates must use only the information provided to complete the LCR questions; candidates must not research further information about the site in order to complete the LCR related question(s)

· It is advisable to spend time editing answers as Assessors look for written communication skills, accuracy, clarity and conciseness

· Adhere to the word limits set 

· Assessors look for underpinning knowledge and understanding of the principles required

Plagiarism and group answers will be penalised.
Notes for Candidates regarding the Open Book exam paper:

1. Following availability of the exam paper the questions, answers and manner of presentation should not be discussed with colleagues

2. General discussion on the principles of LCR completion (and this and other research on any other issue raised by the exam) continues to be acceptable during the exam period, but the candidate should confine discussions with colleagues and others ONLY to general principles

Presentation 

· All submissions must be printed, or typed on sheets of A4 paper 

· Each answer must begin on a new sheet of paper with the candidate reference number (see Candidate Declaration Form) and question number printed clearly at the top of every page 
· Do not include your name or organisation name on your answer sheets
· Present answers in clear English with a good standard of grammar and spelling 

· The word limit for submissions is cited (word limit includes words within figures, tables and diagrams) - candidates who exceed the word limit will fail 
· Print the word count beneath each question and beneath the individual written submission.

· Diagrams and/or examples of fictitious situations may be used if necessary in order to illustrate a point

Submission of Answer Paper

· Three copies of your answer paper and three copies of your individual written submission are required - one copy must comprise your answers stapled together with the signed Candidate Declaration Form - the other two copies must comprise of the answers only

· Your answer paper and individual written submission paper should each be stapled or fastened at the top left corner in the correct order - please do not bind your papers.

· Return all copies of your completed papers by recorded or special delivery

· All copies of papers must be returned by or postmarked on or before the stated date - answer papers posted after this date will not be accepted

· If you fall ill during the assessment it is your responsibility to contact the SiLC secretariat as soon as possible. Deferrals will only be given if a valid doctor’s note is provided.

· If at any time during your assessment exceptional circumstances occur that may affect your performance you are responsible for advising the SiLC secretariat (or your Assessor or professional body representative if you have arrived at the interview)

· Candidates will be advised if the SiLC secretariat has not received papers by the submission deadline

· The SiLC secretariat cannot be held responsible for the loss of any submitted papers

· Candidates’ answer papers and audio recordings will be retained for approximately six months and then destroyed. Candidates are advised to keep a copy of their answer papers and individual submissions for future reference.

Please return answer papers to:

.????

Interview and results

· Candidates will be invited for a peer interview as soon as Assessors have confirmed their availability and venues are booked

· Inform the SiLC secretariat immediately if you are unable to attend interview (refer to SiLC Registration Guidelines)

· Please ensure that you inform the SiLC secretariat of any change of address

· Please do not ring for your assessment result, it will not be provided by telephone

Appendix 2: LCR Question Paper and Individual Written Submission – criteria and requirements

LCR Question Paper Assessment Criteria

Candidates must demonstrate that they can: 

· Demonstrate objective judgement in information and data management

· Show familiarity and understanding of all sections of the Land Condition Record (LCR);

· Describe the contents and completion of each section of the LCR;

· Describe the uses of the Land Condition Record; this should include those set out within the document; and

· Interpret information contained in the LCR and give advice to landowners and other suitable parties based on this interpretation.

Individual Written Submission criteria and requirements
The candidate must demonstrate that they can:

· Demonstrate a thorough knowledge of their field in relation to land condition

· Demonstrate awareness and some understanding of other relevant fields and connected professions (subjects suitable for questions can be found in the Registration Guide);

· Demonstrate objective judgement in information and data management;

· Communicate well;

· Manage effective interaction between clients and other interested parties; and

· Know and demonstrate a willingness to comply with all sections of the SiLC Code of Practice as set out in 'Guidelines for SILC Registration.’

The candidate should include sections on the following:

How might the LCR be used in, or affect, your own work and where might it lead to improvements in dealing efficiently and effectively with land?

What is the role of your own profession in dealing with brownfield sites and how does this relate to other professions? Your broad knowledge of other professions should be demonstrated. (You might give information regarding your role in a multi-disciplinary team project for example.)

How you remain up to date with developing technical and regulatory changes in dealing with brownfield sites.

The skills in land condition that you have employed and what you have learned with particular emphasis on ensuring quality, demonstrated by detailed reference to one or more projects.

The relevance of the SiLC Code of Practice to your overall work activities and personal development.

NB: The length of the individual written submission is expected to be between 1200 and 1500 words (including bullets, footnotes, tables and figures).  The candidate should provide a word count at the end of the paper.

Appendix 3: Assessment sheet for Assessor use only 

PLEASE DO NOT RETURN TO THE SiLC secretariat

(Use this sheet to collate comments from the LCR Answer Paper, application and Individual Written Submission)

Candidate Number……………………………………………………………………

Section 1: Main Criteria

Please indicate whether the candidate shows a breadth of knowledge on the criteria listed below.  Please provide comments on the candidate’s knowledge of each criteria.   This will enable you to ascertain the main areas to question at interview.

	Main area
	Criteria
	Competent

Y/N?
	Comments

	LCR – Knowledge & Understanding
	Show familiarity and understanding of all sections of the LCR

Be able to describe the contents and completion of each section of the LCR

Be able to describe the uses of the LCR; this should include those set out within the document.

Be able to interpret information contained in the LCR and give advice to landowners / relevant parties based on this interpretation


	
	

	Breadth and Depth of experience/ knowledge
	Demonstrate a thorough knowledge of their field in relation to the LCR

Demonstrate awareness and some understanding of other relevant fields and connected professions.
	
	


	
Skills

	Ability to demonstrate objective judgement in information and data management.

Have good communication skills

Ability to effectively manage interaction between clients and other interested parties
	
	

	Code of Practice

(See attached)
	Know and demonstrate a willingness to comply with all sections of the Code of Practice, as in ‘Guidelines for SiLC Registration’.
	
	


Recommendations for interview

Please use this space to jot down your own ideas for interview questions. 

When you have discussed with your partner assessor and compiled a complete list of questions please arrange for one of you to submit that combined list to the SiLC secretariat for forwarding to the professional body representative who will be recording the interview.

Alternatively you may inform the SiLC secretariat that you will take a hard copy of interview questions with you on the interview day for the rep.

Notes on question compilation for Assessors

Assessors should compile questions in advance of the interview across the range of SiLC Criteria and Code of Practice, including:

· Questions about LCR compilation and use (from exam and also written submission)

· Questions about objective judgement in managing information sources and data management

· Questions about the candidate competency within their own profession (from exam answers to B1 & B2)

· Links to other professions (across the range of potential registered SiLC – refer to suitable professional body membership for range).

· Questions about the candidates professional background/experience (based on their individual written submission and project experience etc)

· Questions around how the candidate meets the requirements of the SiLC Code of Practice, particularly covering ethical issues, but also a final check that all the SILC criteria have been covered. 

Some assessors put these together with colour or other coding to signal who will lead the questioning.

Depending on the answers given, Assessors may decide to change their line of questioning or miss some of the prepared questions or add other new questions to ascertain the candidates knowledge and understanding. The pre-prepared questions that are submitted to the SiLC secretariat and Professional Body Representative act as a guide to ensure that the SiLC criteria and Code of Practice are covered.

 

Appendix 4: LCR Question Paper assessment sheet

Please note that comments below relate only to the answer paper. Once this form is returned to the SiLC secretariat the Assessor will receive the application forms and individual submission to review. The full range of submissions will help you to determine the interview questions. The candidate responses at interview may raise or lower your sliding scale mark estimated below, thus giving the final conclusion to the assessment process.

	Specialist in Land Condition: LCR Questions Assessment Sheets 

	
	
	
	

	Comments should be clear and concise 

	Please remember that candidates are entitled to view the marking sheets on request.

	Assessors Name:
	
	

	Candidate No.
	
	

	
	
	
	

	 
	COMMENTS
	Sliding Scale Result
	Meets SiLC Criteria

Y/N

	Q1
	 


	
	 



	Q2a
	 
	
	 

	Q2b
	 
	
	 

	
	
	
	

	Assessor notes on recommendations for interview questions / areas to explore identified from the LCR answer paper
	 
	 

	 
	
	
	 

	 
	
	
	 

	
	
	 

	

	
	
	 

	 
	
	
	 

	 
	
	
	 

	
	
	 

	 
	 
	 
	 


Appendix 5: Final Assessment Sheet (post interview)

Post Interview Assessment Sheet

This post interview assessment sheet relates to the full assessment process (i.e. not just the interview) indicating the final outcome for the candidate.  

RETURN THIS FORM TO THE SiLC secretariat WITHIN 5 DAYS OF THE ASSESSMENT

Candidate Name……………………………………………………………………

Please indicate whether the candidate shows a breadth of knowledge on the criteria listed below.  Please provide comments on the candidate’s knowledge of each criteria.   

	Main area
	Criteria
	y/n
	Comments

	LCR – Knowledge & Understanding
	Show familiarity and understanding of all sections of the LCR
	
	

	
	Be able to describe the contents and completion of each section of the LCR
	
	

	Breadth and Depth of experience/ knowledge
	Be able to demonstrate a thorough knowledge of their particular area of expertise
	
	

	
	Demonstrate awareness and some understanding of other relevant fields and connected professions required in land management.
	
	


	
Skills

(All three skill areas should allow successful candidate to be able to interpret information contained in the LCR and give advice to stakeholders based on this interpretation)
	Ability to demonstrate objective judgement in information and data management.
	
	

	
	Have good communication skills
	
	

	
	Ability to manage effective interaction between clients and other interested parties
	
	

	Code of Practice

(See attached)
	Know and demonstrate a willingness to comply with all sections of the Code of Practice, as in ‘Guidelines for SiLC Registration’.
	
	


Recommendations

Please use this section to describe your recommendations. Please provide reasoning behind decisions, identify the candidate’s strengths and weaknesses and include constructive comments on the candidate’s performance.

	


Overall Recommendation:                       Pass


Fail

Reasons for fail:

For Passed Candidates – Would you recommend this candidate as an Assessor?

YES (     NO  (
If NO, please give reasons:

Lead Assessor name (print):
Signature:

Date:

Assessor name (print):
Signature:

Date:

SiLC Criteria 
Candidates should: 

· Be able to demonstrate a thorough knowledge of their particular area of expertise

· Be able to demonstrate awareness and some understanding of other relevant fields and professions required in land management 

· Be able to demonstrate objective judgement in information and data management

· Be able to communicate well and manage effective interaction between interested parties 
· show familiarity, understanding and ability to complete of all sections of the LCR
·  
Know and demonstrate a willingness to comply with all sections of the Code of Practice (below).

Code of Practice

The Code of Practice is designed to ensure the commitment of individuals to the aims and objectives of SiLC, which are to:

· continuously improve the competence of land condition practitioners

· establish, enhance and uphold the professions reputation 

Specialist in Land Condition shall:

1. uphold and promote the integrity of their profession

2. exercise honesty, diligence and impartiality in their professional work

3. seek to understand and comply with all legislation / standards in the country in which they are practicing

4. not allow conflict of interests to influence their professional decisions and judgement, make all bodies concerned aware of such conflicts

5. not accept anything of value from clients, employers or third parties which could be thought to influence their professional judgement

6. continually work to maintain and improve their knowledge using a combination of training and practical work; and give reasonable assistance to candidates wishing to enter the profession 

7. maintain and enhance levels of proficiency, both individually and throughout the profession

8. when giving advice, make relevant persons aware of the potential consequences and alternatives

9. acknowledge their limitations of competence and not undertake any work which he / she knows is beyond their professional capability

10.  ensure all information given to and contained within the land condition record is, to the best of their knowledge, correct and accurate 

11.  not endorse any information or declarations from clients or third parties which they cannot verify as accurate and true

12.  endeavour to uphold and enhance the reputation of the register

Complete failure to address the issues





Inadequate response





Competent Response





Issues covered well





Exceptional response





Pass ataat





Borderline response
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