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EVIDENCE
Evidence should substantiate the claim for credit you make in each area of learning. Without evidence the assessors cannot know whether what you are claiming is true.
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[bookmark: _GoBack]Your claim for academic credit must be supported by evidence which demonstrates the knowledge/skills for which you are seeking credit. You must link evidence clearly to each of your areas of learning.  In doing this, it is important to think not only about what evidence to use, but how to use it to illustrate your learning - since the assessors will want to evaluate the extent to which you can analyse your learning.
[bookmark: _Toc417450417][bookmark: _Toc418308147][bookmark: _Toc455562928][bookmark: _Toc455563178][bookmark: _Toc455563549][bookmark: _Toc455563874][bookmark: _Toc455564837][bookmark: _Toc455564993][bookmark: _Toc456079823][bookmark: _Toc92791614][bookmark: _Toc220821064][bookmark: _Toc220826869][bookmark: _Toc492030945]Types of evidence

Evidence can be in many different media, for example:
· Photographs
· Videos
· Audio tapes
· Written work
· Signed observations of practice
· Testimonials
Your evidence might include examples of items you have produced yourself, for example:
· Business plans showing objectives and results
· Financial forecasts/plans
· Monthly/annual reports
· A work product.

Your evidence might include information gathered from others about what you can do, for example:
· Certificates
· Evidence of attendance at staff development events certified by the trainer or your line manager
· Correspondence you have received e.g. from colleagues, customers/clients, suppliers
· Witness testimony - a statement by a line manager or other independent source familiar with your work

Your evidence might include case studies. What is required here is that you describe a particular case or critical event in which you have been involved, and discuss in detail how it demonstrates the learning you are claiming for in a particular area of learning. This is a very useful way of providing evidence for some areas of learning (often related to practical skills), where it can be difficult to provide physical evidence.




Example: a learner responsible for firefighting on an oil tanker showed how he simulated events for planning and training purposes. This was accompanied by an analysis of the simulated event in order to learn from the experience. The documents used were signed off by a senior officer to indicate that the learner was responsible for and had completed the activity.














Your evidence may include the writing up of an activity in your learning diary, or it might include a discussion of how you have applied learning gained on a course to your work or other activities. Certificates from courses may be used as a supplement to such a discussion, or other evidence that that demonstrates you have applied the learning from the courses in your subsequent work.
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Possible areas of learning may develop from the evidence that you have in your work environment. By looking at evidence of your daily work you may be able to gather significant evidence to support your learning just by looking at: letters, emails, minutes of meetings, diary of events, certificates, products or artefacts, books, reports, articles, policies and procedures. 
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A few tips about evidence:

· Evidence does not speak for itself so make sure you choose it and use it appropriately, linking it to specific learning outcomes in areas of learning. You can use it more than once if selected well.
· Make sure that each piece of evidence you use clearly identifies your role – use annotation, highlighters, post-it notes etc
· Show the quality of thinking by your choice and use of evidence by selecting carefully and explaining it clearly.
· The quality and annotation of evidence can make a significant difference to your credit; explain why each piece is in there and what learning it shows.
· Seek to protect anyone/any organisation named in the evidence by keeping it confidential and anonymous unless you get written permission to use it – include the permission as part of the evidence. This is particularly important if you use materials that relate to children or vulnerable adults.
· Be sensitive to the implications of your evidence; are you exposing internal problems or placing anyone in a bad light? 
· Where evidence is sensitive, your tutor can view evidence in situ and provide a witness testimony for your portfolio.
· Provide a context for the evidence – how does it fit into your work and learning?
· If you are short of evidence, you can always write more; use illustrations to show how you have used your learning. It can bring a claim to life by illustrating a point you are trying to communicate.
· An example of using evidence might be as follows: you may have made a point about managing a project, such as forward planning. You might support this with a variety of evidence such as:
· A project plan – this provides the context
· The project report – this explains the process that you learnt from
· Minutes of meetings – this demonstrates your communication and planning skills
· E-mail conversations – this demonstrates communications that supported the project
· An illustration/portrait/cameo of the project process, such as: - ‘I have learnt that when I manage a project there are other departments involved in it who do not work to my timescales, so therefore I have to factor in extra time to take account of that; e.g. I have had particular problems with the finance department who will not process payments on some days because there is only one person available to do it.  I now plan to invoice them on specific days to work around their competing deadlines’. 
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Work roles and the information generated through work are inevitably important in deciding on evidence to use in your RAL portfolio. It is possible that you may wish to use sensitive information originally gathered for a different purpose as evidence.  Where this is the case, it is essential that you comply with the professional, legal or moral standards appropriate to the nature of the information used.  
It is your responsibility to find out what these standards are from appropriate sources. However, you will find the following points a useful guide, if you wish to include confidential material as evidence:
Ensure consent for the use of material is obtained from all people involved, e.g. team members, clients. Details of the consent obtained should be included with the evidence itself, e.g. legible signature on organisational headed paper.
Consider how to anonymise material adequately. For example, you may wish to re-present names and addresses using pseudonyms. Striking names through with a pen or painting them out is not sufficient, but photocopying and then using a thick black felt pen is more effective. Specific care must be taken with materials referring to children or vulnerable adults.
You may wish to use simulations to demonstrate situations and get them corroborated by a line manager as representative of your work.
Always check the legal status of material before using it.
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Evidence is never self-explanatory. How you intend your evidence to be understood must be explicit to the assessors. The evidence must be identified in the narrative and appropriately coded e.g. provided with an appendix number. A list of appendices should be included in the Index to the portfolio.
The evidence you use to support the learning for which you are claiming academic credit should be illustrative. Remember that quantity of evidence does not equate with quantity or quality of learning. 
It is often possible to find a piece of evidence that demonstrates several skills or that can be used in more than one area of learning. Be sure to cross-refer clearly in this case.





Example: the fire fighter from the previous example may choose “managing people” and “managing resources” as two areas of learning which will both use evidence from his firefighting activity. 
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EXERCISE - Supporting your Areas of Learning with Evidence
Purpose
· To decide on the evidence you will use to support the learning you claim for in each of your areas of learning.
· To link each piece of evidence clearly to the appropriate area of learning.














[bookmark: _Toc492030950]What you should do

1.	Use the information given above to make a preliminary selection of evidence for each of your areas of learning. Be discriminating in your evidence; quantity does not always mean quality.
2. 	It is important to check this selection against the following criteria: 
Validity
Evidence must be directly related to the learning claimed for in a particular area of learning.  If you claim you have an ability or skill, your evidence is only valid if it illustrates that skill or ability.
Authenticity
It must be clear that evidence submitted originates from you, or refers specifically to you. One way is to ensure that each piece of evidence is signed and on appropriate headed paper.
Currency
Evidence should be recent, and dated if possible. Where you are claiming for prior learning, supplementary evidence may be necessary to show that you are still capable of achieving the same level of learning. Evidence more than five years old should only be included if you are able to demonstrate that the learning has been in use more recently and, if appropriate, has been updated.
Sufficiency
You must submit enough evidence to cover the range of the learning that you are claiming for in any particular area. You can use evidence for more than one area of learning if appropriate. e.g. a letter may support communications skills, organisational activities and administrative procedures
Reliability
You should be able to show that learning you claim for can be repeated, that the evidence provided from one instance could be repeated in another instance.

3.  	Put each piece of evidence into your portfolio appropriately identified.  
4. 	As your write your area of learning, link it to the evidence
5. 	If you are putting evidence into plastic inserts please do not place multiple sheets into one insert.
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