Assessor guidance:
1. Copy and paste the template below 
2. Please remove the yellow highlighted information and replace with correct details
3. Please remember to attach the MS Teams link to the email.

Email 1
To be sent to Stage 4 management candidates the day before assessment.

Subject: Your Stage 4 Management assessment – Important information

Dear candidate,

I’m getting in touch as you’re booked for your BHS Stage 4 Management assessment tomorrow, which will take place online. I’d like to introduce myself as your assessor, and I’m very much looking forward to meeting you and hearing about the knowledge and skills you’ve developed. 
Please reply to this email confirming your current phone number, just in case we experience any connection issues during your assessment.
Joining your assessment
Please join the assessment briefing at 10:00am using your MS Teams link. This would have been emailed to you by BHS Education Team, but I’ve also attached it here for convenience.
At 10:00am, all candidates will join a group discussion, which may include up to three other people. To help ensure the online assessment runs smoothly, I recommend using an up‑to‑date web browser and having an internet connection of at least 10Mb download and 5Mb upload.

If you’d like to check your connection, you can run a quick test here: www.speedtest.net
After the group session
Once the group discussion is complete, you’ll return for your individual session at (add time). During this session I’ll check your ID, review your Skills Record, and continue assessing the remaining learning outcomes.
Please note: your Skills Record must be fully signed off and available to present before we can proceed. If you’d prefer, you’re very welcome to email me a copy in advance, clearly showing the sign‑off pages and the front ID page.
Case study
Your case study will be emailed to you by 8:00am tomorrow morning so you’ve time to review and prepare before the assessment begins.
If you have any questions ahead of the day, feel free to contact the BHS Education Team on 02476 840508.
Kind regards,
(Add name)


Email 2
To be sent to Stage 4 management candidates the morning (no later than 8am) 

Subject: Your Stage 4 Management assessment – Case study information

Dear Candidate,

Please find attached the case study allocated to you for today’s assessment.
Just a reminder to join the group briefing at 10:00am using your MS Teams link, and then return for your individual session at (add time).
If you’ve any questions before we begin, please feel free to get in touch with the BHS Education Team on 02476 840508.
Kind regards,
(add name)
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