Ealing College Upper School


Internal Verification Policy & Procedures 
Role of the Internal Verifier (IV) within the centre 
The IV is a centre based role and it is our intention to develop their skills across the delivery team in each principal area.  Persons appointed will have a good understanding of BTEC assessment requirements and ideally have subject specific knowledge of the programme being verified.  The centre will ensure that the authority of the IV is clearly recognised within the organisational structure and that relevant staff are given sufficient time to complete IV related activities.
The internal verification process will be monitored in the centre by the designated Lead Internal Verifier in each principal subject area and the quality nominee.  

The Internal Verifier will ensure that: 

· candidate evidence is sampled on an ongoing basis and feedback is provided to assessors 

· any candidates with special assessment requirements have been identified and their needs met 

· Awarding Body procedures are effectively complied with and assessment grading decisions are valid, reliable and consistent 

· feedback to assessors is recorded and any action required is taken 

· sampling interviews are conducted with candidates and relevant records kept 

· all methods of assessment methods are sampled 

· assessors are regularly observed assessing candidates and records kept 

· the level of sampling is sufficient to ensure consistency of assessors’ judgements 

· assessment outcomes sampled reflect national standards 

· records are kept showing that standardisation meetings are held regularly with all assessors and relevant centre staff 

· there is evidence that candidate achievement record of progress are up-to-date, monitored and action taken where necessary 

· records of candidate achievement provide a clear audit trail of assessment and internal verification of the NVQ 

· the centre is prepared for External Verification visits and liaise with EV when he or she visits the centre 

· constructive feedback is provided to the assessment team in evaluating and further developing its assessment practices 
Strategy for Internal Verification 
Sampling

During the course of the programme, every assessor, every unit and work from every assignment will be sampled.  The sample will be constructed so as to assure the entire assessment process rigorously.   that the entire assessment process 

Candidate Interviews 

Candidates will be interviewed regarding the assessment process to verify the records provided by the assessors, to monitor their progress towards their BTEC qualification and to receive feedback on the quality of support provided to them. 
Standardising Assessment Practice 
Standardisation meetings will be held with the BTEC team that will include all assessors, the IV and Quality Nominee. The meetings will help to develop a supportive, non-threatening environment where assessors are able to share issues and concerns in order to ensure each assessor makes valid assessment decisions. The meetings will focus on areas such as revisions to standards where appropriate, problems with generating evidence, the validity and sufficiency of evidence, the different approaches by assessors and candidate progress. The minutes from all meetings will be distributed to all participants and all action points monitored to ensure implementation. 
Meetings will be held weekly in the first instance to ensure ease of implementation then fortnightly thereafter. 
Developing and supporting assessors 
All assessors will be provided with an induction programme and issued with their own copy of the standards for their BTEC programme. They will be allocated a suitable number of candidates and provided with information about their location and any particular assessment requirements they may have. All assessments methods used by the assessors will be monitored and regular support meetings will be held to identify training, occupational or professional development needs. 
Managing Procedures and Documentation 
All BTEC records will be kept and maintained in centre portfolios, these will include staff CVs, copies of relevant qualifications, staffing structure, records of Continuous Personal Development (CPD) and IV/EV records. Evidence of internal verification will be recorded on the following forms: 
· Internal Verification Schedule 

· Internal Verification  - Assignment briefs

· Internal Verification – Assessment Decisions

· Assessment Activity front sheet – includes candidate feedback on Assessment 

Candidate files, assessor records and certificate claims will be kept securely and details of all candidate registrations and assessor allocation will be recorded and updated on an internal database to enable ease of tracking.
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