Blank recording forms for use by SVQ candidates
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Unit progress record
	Qualification and Level
	

	
	

	Candidate
	


To achieve the whole qualification, I must prove competence in insert No of mandatory Units mandatory Units and insert No of optional Units optional Units.

Unit Checklist

	Mandatory
	
	
	
	
	
	
	
	
	

	Optional
	
	
	
	
	
	
	
	
	


Mandatory Units achieved

	SQA Code
	Title
	Assessor’s signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Optional Units achieved 

	SQA Code
	Title
	Assessor’s signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Candidate declaration
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	Centres must take appropriate steps to minimise the risk of plagiarism and ensure that assessment evidence is the candidate’s own work.  Centres should ensure the candidate signs this form and it is available for verification purposes.

I confirm that the content of this portfolio is my own work.

Candidate signature

Candidate name (print)

Date



	Assessor’s signature

Assessor’s name (print)

Date




Personal profile
	Name
	

	Address
	

	Postcode
	

	Home telephone
	

	Work telephone
	

	Job title
	


Relevant experience

	Description of your current job
	

	Previous work experience
	

	Qualifications and training
	

	Voluntary work/interests
	


Personal profile (cont)
	Name of Employer/Training Provider/College
	

	Address
	

	Postcode
	

	Telephone number
	

	Type of business
	

	Number of staff
	

	Structure of organisation (include chart or diagram if available)
	

	Mentor’s name
	

	Mentor’s relationship to you ie your supervisor, colleague
	


Index of evidence

	Qualification title and Level
	


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Achievement Record

Unit 
	Evidence Index No
	Description of Evidence
	Performance / Knowledge and Understanding statements covered

	
	
	P1
	P2 
	P3
	P4
	K1
	K2
	K3
	K4

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Assessor’s Notes/Comments

	


The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Blank recording forms

The following forms are available to download from the SVQ subject page on SQA’s website at www.sqa.org.uk, which you can photocopy and/or save electronically to help you record and present your evidence. Although we have provided you with sample forms, your centre may have their own recording documents which they would prefer you to use.

Witness testimonies are used by people other than your assessor to testify that they have observed you doing your job.  The personal statement can be used by you to demonstrate your knowledge and understanding of the work activities you do.
Explanations on how and when these forms should be used and worked examples of the various forms have been provided in the Guidance for SVQ Candidates.  You should ask your assessor for further advice and support if you are still unsure about how to use the forms and who should complete them.

Personal statement 

	Evidence index number
	Details of statement
	Performance / Knowledge and Understanding  statements covered

	
	
	


	Candidate’s signature
	
	Date
	


Witness testimony 
	Qualification title 
	

	Candidate’s name
	

	Performance / Knowledge and Understanding statements covered
	

	Evidence index no
	

	Date of evidence
	

	Name of witness
	

	Address of witness
	

	Telephone number of witness
	

	Designation/relationship to candidate
	

	Details of testimony


	


I can confirm the candidate’s performance was satisfactory.

	Witness’s signature
	
	Date
	


Witness (please select the appropriate box):

 FORMCHECKBOX 

Holds appropriate qualifications and/or experience
 FORMCHECKBOX 

Is familiar with the Units to which the candidate is working
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