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	Name 

	

	SQA Number 
	

	Award Title
	Conduct Internal Quality Assurance of the Assessment Process 

Unit V1

	Organisation
	

	Workplace
	

	Assessor (Main)
	

	Assessor(Independent) 
	

	Internal Verifier
	



PORTFOLIO
SECTION INDEX
SECTION ONE
Candidate Profile/Candidate List

Organisation Profile

Assessment Plan

Internal Verifier’s Achievement Record

Index / Standards

SECTION TWO
Numbered Evidence Pages

including

Assessor Reports

plus

Independent Assessor Report

SECTION ONE

________________________________________________________

Candidate Profile
This is your space to say a little about yourself and why you are doing this Award.
	The main TWO Assessors I have worked with are :
	Experienced or Inexperienced

	Name Assessor No.1
	Assessing Awards:
	

	
	
	

	Name Assessor No.2
	

	
	
	


Organisation Profile or Brochure
	CANDIDATE ASSESSMENT PLAN

	UNIT/EL. No(s)
	V1.1,  V1.2,  V1.3,  V1.4



	El.
	Activity
	Method
	Date

	V1.1
	Carry out and evaluate internal assessment and quality assurance systems
	Product

Written / Oral Questions
	

	V1.2
	Support Assessors
	Product

Written / Oral Questions
	

	V1.3
	Monitor the quality of assessors’ performance
	Product

Written / Oral Questions

Observation
	

	V1.4
	Meet external quality assurance requirements
	Product

Written / Oral Questions
	

	

	Others Involved who have agreed to this assessment

	

	Planned Start date
	End Date
	1st Review date

	
	
	

	Signed

	Candidate
	
	Assessor
	
	Date
	

	

	Review Update

	Date ……………………..

	Review Update

	Date ……………………..


Achievement Record/Feedback

Internal Verifier Candidate
Unit V1

Conduct Internal Quality Assurance of the Assessment Process

	Achievement Record

	Candidate Name
	

	Date of Completion
	

	Centre Name
	Grampian SVQ Accredited Centre

	

	Element
	Signed Assessor
	Signed Verifier
	Completion Date

	V1.1
	
	
	

	V1.2
	
	
	

	V1.3
	
	
	

	V1.4
	
	
	


	Feedback

	From V1 Assessor Feedback to IV-Candidate

	

	Signed V1 Assessor
	
	Date
	

	

	From V1 Internal Verifier Feedback to IV-Candidate

	

	Signed Candidate
	
	Date
	


	Element V1.1    Carry out and Evaluate Internal Assessment and Quality Assurance Systems


	Evidence Requirements V1.1
	Index

Section 2 Page(s)
	Checked by Assessor
	Checked by IV

	A record of written or oral explanation, supported by detailed policies and documentation, of the organisation’s procedures for:

quality assuring assessment decisions for one or more national awards

identifying and applying relevant performance measures

recording assessment decisions in a way that meets awarding body requirements

conducting internal standardisation of assessment

dealing with complaints and appeals

evaluating the effectiveness of internal quality assurance arrangements

keeping up-to-date with assessment, verification and quality

assurance requirements

disseminating information on assessment and feedback from external verification

monitoring health and safety and equal opportunities policies and practices
(1 Explanation)
	
	
	

	A record of a written statement that documentation and evidence are acceptable to external awarding bodies (via External Verifier or Quality Assurance Managers’ reports)                                            (1 Statement)
	
	
	


	Performance Criteria 
	Page(s)
	Checked by Assessor

	a
	Put your organisation's requirements into practice for auditing internal assessments and those of the external awarding body.
	
	

	b
	Identify the outcomes needed by the agreed standards and their consequences for internal auditing.
	
	

	c
	Carry out appropriate administrative and recording arrangements to meet external audit requirements.
	
	

	d
	Identify and ensure the agreed criteria for choosing and supporting assessors are applied
	
	

	e
	Carry out assessment standardization arrangements.
	
	

	f
	Ensure a procedure for complaints and appeals is in place, which meets the requirements of the awarding body – and that it is followed when necessary.
	
	

	g
	Identify and use internal and external measures of performance to adjust internal systems.
	
	

	h
	Make recommendations to improve internal quality assurance arrangements and develop a plan to put these improvements into practice.
	
	


	Element V1.2    Support Assessors


	Evidence Requirements V1.2
	Index

Section 2 Page(s)
	Checked by Assessor
	Checked by IV

	A list of assessors/candidate-assessors used by the centre for the same qualification, with an explanation of the criteria used to ensure their vocational experience                (1 List + Explanation of Criteria)
	
	
	

	The assessment information and support materials provided to assessors in relation to the same qualification and an explanation of how assessors are supported in their use               (Set of Documents)
	
	
	

	The induction programme used in the centre to ensure that assessors can operate the specific assessment and recording requirements for at least one national qualification      (Induction Pack)
	
	
	

	A record of assessor standardisation meetings led by the internal verifier- candidate covering standardisation activities for at least two assessors                                                                               (Records)
	
	
	

	An explanation on how the standardisation arrangements ensure consistency between assessors over time and across candidates

                      (Explanation)
	
	
	

	Personal development plans and action plans developed in conjunction with the internal verifier-candidate for at least two assessors                                                                                  (2 Plans)
	
	
	

	Actions taken by the candidate-verifier to address the identified needs of assessors in conjunction with others (such as programme co-ordinators).                                                                       (1 Action List)
	
	
	


	Performance Criteria 
	Page(s)
	Checked by Assessor

	a
	Ensure assessors have appropriate technical and vocational experience
	
	

	b
	Ensure assessors are familiar with and can carry out the specific assessment, and follow the recording and internal audit procedures
	
	

	c
	Identify the development needs of assessors in line with:

the principles of assessment

the needs of candidates

their technical expertise and competence
	
	

	d
	Give assessors the chance to develop their assessment experience; and monitor their competence
	
	

	e
	Ensure assessors have regular opportunities to standardise assessment decisions
	
	

	f
	Monitor how assessors are capable of maintaining standards 
	
	


	Element V1.3    Monitor the Quality of Assessors’ Performance


	Evidence requirements V1.3
	Index

Section 2 Page(s)
	Checked by Assessor
	Checked by IV

	An observation of at least two assessors on two separate occasions (2 observations in total), assessing different candidates, including providing feedback with a written record of the process   

(2 Observations with Records)
	
	
	

	One observation by the external moderator or internal verifier of the internal verifier-candidate monitoring the performance of one assessor                                             (Written Report of Observation)
	
	
	

	A sampling plan applied to at least two assessors which details:
—
checks to ensure that the assessors have all the necessary 
materials 

—
when and how the assessors will be monitored making 
assessment decisions, including interim sampling arrangements 
and how feedback will be given on their performance

—
how the full range of agreed assessment methods will be sampled 
and  recorded and varied to reflect the numbers and experience of 
different  assessors and candidates 
—
how the assessor/candidate relationship will be monitored

—
how equality and access procedures are being followed by 
assessors the accuracy, completeness and promptness of 
assessors’ record-keeping                                             (One Plan)
	
	
	

	This sampling plan must be supported by appropriate reports from at least one external moderator for a national qualification which confirm that the support arrangements for assessors are satisfactory 

                           (EV Report(s))
	
	
	


	Performance Criteria 
	Page(s)
	Checked by Assessor

	a
	Ensure that individual assessors are preparing for and planning assessments effectively.
	
	

	b
	Ensure that individual assessors have effective processes for making assessment decisions
	
	

	c
	Ensure that individual assessors understand the necessary outcomes.
	
	

	d
	Ensure that individual assessors apply safe, fair, valid and reliable methods of assessing candidates competence.
	
	

	e
	Check individual assessors judgements to ensure that they are consistent over time and with different candidates including watching them carry out assessments
	
	

	f
	Check a sufficient number of assessors to ensure consistency between assessors over time and with different candidates.
	
	

	g
	Check different assessment sites to ensure that assessment decisions are consistent.
	
	

	h
	Ensure that assessors set up and maintain effective working relationships with candidates at all stages of the assessment process.
	
	

	i
	Ensure assessors apply  relevant health, safety and environmental protection procedures, as well as equality and access criteria.
	
	

	j
	Monitor how often assessment reviews take place and how effective these are.
	
	

	k
	Monitor how often assessors give feedback to candidates and how effective this is.
	
	

	l
	Monitor how accurate and secure assessors’ record keeping is.
	
	

	m
	Give assessors accurate and helpful feedback on their assessment decisions.
	
	


	Element V1.4    Meet External Quality Assurance Requirements


	Evidence Requirements V1.4
	Index

Section 2 Page(s)
	Checked by Assessor
	Checked by IV

	The documentation and materials presented for one successful external moderation visit (no holds placed), which contains:
an explanation of their involvement with external verification visits

confirmation of the timing and nature of external verification visits

complete assessment records and supporting evidence as required by the awarding  body

external moderator reports indicating the outcomes and the

procedures 

  followed to address quality issues from such reports

records of internal feedback on the quality assurance process and any reviews of procedures

                                                                   (Various Docs)
	
	
	

	The above will be supported by evidence from the external verifier confirming the sufficiency of these arrangements via an External Moderator Report                                                                 (EV Report)
	
	
	

	Evidence relating to the communication with the awarding body which provides evidence of meeting the requirements of the awarding body and the centre’s procedures for dealing with disagreements / disputes                                                                           (Various Docs)
	
	
	


	Performance Criteria 
	Page(s)
	Checked by Assessor

	a
	Identify how internal assessments will be checked externally and the information needed for this purpose.
	
	

	b
	Plan, collect and analyse information on internal assessment decisions.
	
	

	c
	Agree the timing and nature of external assessment audit arrangements.
	
	

	d
	Give supporting background information to external auditors about the assessment process.
	
	

	e
	Explain any issues raised by external auditors and give them supporting information as necessary.
	
	

	f
	Raise concerns and disagreements about external audit decisions in a clear and constructive way.
	
	

	g
	Refer any questions or concerns, which could not be dealt with internally, to the awarding body.
	
	

	h
	Give assessors feedback on external audit decisions
	
	

	i
	Ensure that external auditing decisions are included in internal reviews of procedures.
	
	


	Scope All Elements


	Scope covers centre systems, where the IV is expected to show how they:
	Index

Section 2 Page(s)
	Checked by Assessor

	Use their centre’s system for internal quality assurance
	
	

	Provide assessment information on occupational standards
	
	

	Support assessors, monitor their assessment decisions, providing feedback
	
	

	Monitor assessment practice (watching assessors)
	
	

	Sample evidence, ensuring standardisation arrangements are effective
	
	

	Evaluate systems using internal and external quality assurance processes  
	
	

	Meet external/awarding body requirements
	
	


	Knowledge Evidence  All Elements


	Evidence Requirements 
	Index

Section 2 Page(s)
	Checked by Assessor
	Checked by IV

	A record of written or oral explanation during which the candidate-verifier reviews:

Procedures for ensuring that valid and reliable assessment methods are being used by assessors for one national set of standards which cover both knowledge and performance requirements

Alternative methods of ensuring the accuracy and consistency of assessor judgements and why the particular methods used within the centre are effective

Arrangements for setting up and monitoring sampling frames and internal audit of assessment process

The complaints and appeals procedures required by awarding bodies and how they can and have been applied

How access and equality issues have been addressed in relation to assessment processes

How to apply rigorous assessor selection and monitoring procedures and support for assessors

External developments in assessment and national standards and their implications for the internal assessment process

How to use feedback on the assessment process to improve internal quality assurance arrangements


(1 Explanation/Review)
	
	
	

	A record of written or oral explanation to cover any of the knowledge requirements which have not been demonstrated through performance evidence.

       

(If required Record(s) of Questions and Answers)
	
	
	


	Knowledge Criteria
	Index

Section 2 Page
	Checked by Assessor

	The Nature and Role of Internal Quality Assurance of Assessments
	1
	how to monitor and review how candidate competence is assessed and recorded.
	
	

	
	2
	how to ensure that individual assessors are consistent and accurate in their assessment judgements over time. And with different candidates.
	
	

	
	3
	how to ensure that assessment decisions between assessors are monitored so that assessment standards are applied consistently.
	
	

	
	4
	how to set up effective systems for reviewing assessment decisions and the progress of candidates.
	
	

	
	5
	how to create and apply complaints and appeals procedures in line with the requirements of awarding bodies.
	
	

	
	6
	how to monitor equality and access to assessments and practices that do not discriminate.
	
	

	
	7
	how to choose appropriate administrative arrangements to support internal assessment audits.
	
	

	
	8
	how to give roles and responsibilities to the people involved in the internal audit process.
	
	

	
	9
	how to set and apply clear and effective criteria for choosing assessors
	
	

	
	10
	how to choose and use appropriate internal assessment evaluation methods in line with your organisation’s requirements and procedures.
	
	

	
	11
	how to use assessment decisions as a way of evaluating internal audit arrangements. 
	
	

	Principles and Concepts
	12
	how to use different ways of collecting evidence and how to choose appropriate and efficient methods of doing this.
	
	

	
	13
	how to choose different ways of presenting evidence for assessment.
	
	

	
	14
	how to ensure that candidates’ past experience and achievements can be recognized during their assessment.
	
	

	
	15
	how to ensure candidates’ knowledge and performance is assessed.
	
	

	
	16
	how to adapt assessment procedures to meet individual needs.
	
	

	
	17
	how to identify the difficulties you may have in making safe, fair, valid and reliable judgements of evidence.
	
	

	
	18
	how to identify the personal characteristics  good assessors need and how to measure them 
	
	

	
	19
	how  to evaluate assessor’s technical competence against agreed standards and assessment procedures
	
	

	
	20
	how to identify assessment principles and make these clear to assessors
	
	

	
	21
	how to identify appropriate standardization procedures which will help assessors make effective decisions
	
	

	
	22
	how to ensure that enough resources are available to meet the needs of assessors
	
	

	
	23
	how to ensure assessors keep up to date with assessment practices and procedures
	
	

	
	24
	how to give constructive feedback and support to assessors
	
	

	
	25
	how to identify the development needs of assessors and where they can find the support they need.
	
	

	
	26
	how to identify and present concerns about external audit decisions in a constructive way.
	
	

	
	27
	how to give effective feedback to candidates and assessors on the external audit decisions
	
	

	
	28
	how to use external audit information in a constructive way to improve internal systems.
	
	

	
	29
	how to identify where and how changes to internal assessment audit arrangements can and should be made
	
	

	External Factors Influencing Quality Assurance
	30
	how to give candidates access to valid and reliable assessments in line with relevant legislation
	
	

	
	31
	how to identify and apply the requirements of examining and awarding bodies.
	
	

	
	32
	how to ensure that internal systems meet the monitoring and inspection requirements of external agencies
	
	

	
	33
	How to identify and plan for issues of confidentiality and data protection during the assessment process
	
	

	
	34
	how to develop a sampling system which ensures that the audit process meets the needs of the awarding body
	
	

	
	35
	how to apply relevant health, safety and environmental protection and equal opportunities policies.
	
	

	
	36
	how to plan for the requirements, order and timing of external auditing.
	
	

	
	37
	how to choose and set up appropriate administrative arrangements to meet external auditing requirements
	
	

	
	38
	How to identify the extra information external auditors are likely to need and how best to provide it.
	
	

	
	39
	how to identify and evaluate external factors that influence changes in your own area of competence
	
	

	
	40
	how to identify appropriate sources of support for your own development
	
	


SECTION TWO

	V1 Assessor Questions to IV-Candidate
	Page

	Questions covering gaps in knowledge or to clarify evidence for the following:

	Ref: 

(e.g. K9 or V1.1 Pc a)
	V-Unit Assessors conclusions with reference to IV’s Answers 

OR Candidate’s written Answer(s)

	
	

	Signed ASSESSOR
	
	Date
	




	V1 Independent Assessment

of IV-Candidate’s Group Meeting Report
	Page

	Independent Assessor Comment on their observation of the IV-Candidate conducting a Group Standardisation meeting:

(it is not sufficient to state PCs and Knowledge were met!!)

	

	Signed 

Independent ASSESSOR
	
	Date
	


	V1 Internal Verifier Observation

of IV-Candidate Monitoring the Performance of 1 Assessor
	Page

	(it is not sufficient to state PCs and Knowledge were met!!)

	

	Signed 

Independent ASSESSOR
	
	Date
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