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 Induction Checklist
New Internal Verifier

	Verifier Name  
	 
	Workplace(s)
	 

	Centre Rep.
	 
	Award(s)

	 

	Checklist

	Item
	Tick

	Introduction to the role of SVQ Internal Verifier (based on L&D 11 Award)
	 

	Introduction to Recording Documentation & Systems including the Statement of Standards Systems & Procedures (Centre Policies)
	 

	Explanation of Portfolio system and layout

	 

	Explanation of the Centre Appeals and Grievance Procedures
	 

	Explanation of Planning for Assessment & Candidate Allocation
	 

	Sub-contractor agreement in place

	 

	Arrangements for and induction date set for undertaking the relevant Learning and Development Unit(s) if applicable.
	 

	Senior Internal Verifier allocated.
	 

	Notified of Centre requirements for attendance at Standardization meetings (Schedule given)
	 

	Relevant contact information given (inc. Central Contact, IV, website links etc.)
	 

	Aware of necessity to inform Central Contact in writing about any potential conflict of interest related to allocated SVQ Candidates. (e.g. related to previous connections with the Candidate or workplace or anything which might bias ssessment/verification decisions.)
	 

	IV Candidate informed about GDPR SQA Privacy Statement (Re. Candidate stored data) HTTPS://www.sqa.org.uk/sqa/97458.html
	 

	Signatures

	Internal Verifier
	 
	Date
	 

	Centre Representative
	 
	Date
	 


________________________________________________________

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)
	L&D 11 Els 1 / 2 /3 / 4 
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	El.
	Activity
	Method
	Date

	1
	Prepare to carry out internal Quality Assurance
	Product

Written / Oral Questions
	

	2
	Plan internal Quality Assurance
	Product

Written / Oral Questions
	

	3
	Carry out planned monitoring of the quality of assessment 


	Product

Written / Oral Questions

Observation
	

	4
	Meet appropriate 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 ……………………..
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Achievement Record/Feedback

Internal Verifier Candidate
Unit L&D 11

Internally monitor and maintain the quality of workplace assessment
	Achievement Record

	Candidate Name
	

	Date of Completion
	

	Centre Name
	Grampian SVQ Accredited Centre

	

	Verifier Candidate
	Signed Assessor
	Signed Verifier
	Completion Date

	
	
	
	


	Feedback

	From L&D 11 Assessor Feedback to IV-Candidate

	

	Signed D11 Assessor
	
	Date
	

	

	From L&D 11 Internal Verifier Feedback to IV-Candidate

	

	Signed
	
	Date
	


	Element 1 - Prepare to carry out internal Quality Assurance


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

	Performance

	The information the verifier candidate gathered to inform planning of their monitoring of the assessment process covering at least two assessors’ work with at least two candidates each, covering at least three assessment decisions in total.
	
	
	

	A report (verbal or written) with supporting documentation on how they gathered information on the standards being assessed, assessment and Quality Assurance requirements, numbers of candidates and assessors, assessment context, Quality Assurance risks
	
	
	

	Knowledge

	Evidence that you have all the knowledge specified.  This may be evidenced through one or more or a combination of the following:
	
	
	

	· discussing with the verifier candidate
	
	
	

	· recorded questions and answers (written or oral)
	
	
	

	· verifier candidate statement
	
	
	


	Performance Criteria 
	Section 2 Page(s)
	Checked Assessor

	a
	Prepare to monitor the quality of assessment
	
	

	

	Knowledge
	Section 2 Page(s)
	Checked Assessor

	1
	The standards being assessed and the assessment/evidence requirements
	
	

	2
	The relevant Assessment Strategy and external and internal Quality Assurance requirements
	
	

	3
	The principles of assessment and Quality Assurance
	
	

	4
	Procedures to follow when preparing for monitoring activity
	
	

	5
	Agreed procedures for planning, preparing for and carrying out assessment
	
	

	6
	Criteria for judging the quality of the assessment process
	
	

	7
	Roles, responsibilities of, and requirements for, assessors/Lead IV/IVs/EVs
	
	

	8
	Special assessment arrangements
	
	

	9
	The uses, benefits and drawbacks of different assessment methods
	
	

	10
	Legal issues, policies and procedures including those for health, safety and welfare
	
	


	Element 2 - Plan internal Quality Assurance


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

	Performance

	A plan for the monitoring of at least two assessors appropriate to their experience, the assessment cycle, candidate cohorts, assessment methods, assessment principles, VARCS, Assessment Strategy, external Quality Assurance requirements. The monitoring plan should cover each assessor’s work with at least two candidates covering at least three assessment decisions in total.
	
	
	

	A record of the verifier candidate’s communications with relevant people about the plan and the administrative arrangements
	
	
	

	Knowledge

	Evidence that the verifier candidate has all the knowledge specified. This may be evidenced through one or more or a combination of the following:

	· discussing with the verifier candidate
	
	
	

	· recorded questions and answers (written or oral)
	
	
	

	· verifier candidate statement
	
	
	


	Performance Criteria 
	Section 2 Page(s)
	Checked Assessor

	a
	Plan monitoring activities to ensure

the quality of assessment is maintained
	
	

	

	Knowledge
	Section 2 Page(s)
	Checked Assessor

	1
	Procedures to follow when planning  monitoring activity
	
	

	2
	Principles of assessment (Validity, Accuracy, Reliability, Currency, Sufficiency (VARCS))
	
	

	3
	Assessment cycle - when you would use interim and final verification
	
	

	4
	Principles and techniques of sampling, and their application including the appropriate use of technology
	
	

	5
	Quality Assurance risk management
	
	

	6
	Internal Quality Assurance policies/procedures/strategy
	
	

	7
	Policies, procedures and requirements re information management, data protection and confidentiality in relation to assessment and Quality Assurance
	
	


	Element 3 - Carry out planned monitoring of the quality of assessment


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

	Performance

	Internal Quality Assurance records of planned monitoring activity for at least three assessment decisions for at least one qualification including monitoring of at least two assessors’ practice including observation of them providing feedback to their candidates.
	
	
	

	Observation of the verifier- candidate monitoring the activities of one assessor. The observation need only cover a sample of the monitoring activities such as planning, feedback, or standardisation.
	
	
	

	A statement on how their monitoring activities were appropriate to assessor experience, the assessment cycle, candidate cohorts, assessment methods, assessment principles, VARCS, Assessment Strategy, external Quality Assurance requirements.
	
	
	

	Records of the verifier candidate’s feedback, including advice and support to relevant people, agreements about any remedial action or changes to assessment processes to ensure consistency and to inform plans for CPD activity
	
	
	

	Knowledge

	Evidence that the verifier candidate has all the knowledge specified.  This may be evidenced through one or more or a combination of the following:

	· discussing with the verifier candidate
	
	
	

	· recorded questions and answers (written or oral)
	
	
	

	· verifier candidate statement
	
	
	


	Performance Criteria 
	Section 2 Page(s)
	Checked Assessor

	a
	Determine whether assessment processes and systems meet and operate according to quality requirements
	
	

	b
	Check that assessors meet the requirements for their role
	
	

	c
	Check that assessments are planned, prepared for and carried out according to agreed procedures
	
	

	d
	Check that assessment methods are safe, fair, valid and reliable
	
	

	e
	Check that assessment decisions are made using specified criteria
	
	

	f
	Compare assessor decisions to ensure that they are consistent
	
	

	g
	Provide assessors with feedback, advice and support to help them maintain and improve their assessment practice
	
	

	

	Knowledge
	Section 2 Page(s)
	Checked Assessor

	1
	Assessment and Quality Assurance principles, requirements, policy and practice (Validity, Accuracy, Reliability, Accuracy, Sufficiency (VARCS))
	
	

	2
	Agreed procedures for planning, preparing and carrying out assessment
	
	

	3
	Assessor/IV roles and requirements
	
	

	4
	Assessment specifications and risk identification and management
	
	

	5
	Criteria for judging quality of assessment
	
	

	6
	Methods of monitoring assessor practice and recording sampling to showing a clear audit trail
	
	

	7
	Standardisation processes and how to coordinate and contribute to these
	
	

	8
	Types of feedback, advice and support that assessors need and how to meet those needs
	
	

	9
	Procedures to use when there are disputes and concerns about quality of assessment and Quality Assurance
	
	

	10
	Equality and Diversity issues in relation to assessment and Quality Assurance and how these should be addressed
	
	

	11
	Requirements for information management, data protection and confidentiality and communication in relation to assessment and Quality Assurance
	
	

	12
	Continuous Professional Development (CPD) planning and implementation including working towards national standards in assessment and verification
	
	


	Element 4 - Meet appropriate External Quality Assurance requirements


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

	Performance

	Internal Quality Assurance reports covering the activities in ‘Carry out planned monitoring of the quality of assessment‘ and an endorsing statement in relation to the acceptability of the verifier candidate’s work from a Quality Assurance practitioner such as a qualified internal verifier, centre coordinator or external verifier.
	
	
	

	Records of their contribution to standardisation activities/events to ensure consistency in assessment
	
	
	

	Knowledge

	Evidence that the verifier candidate has all the knowledge specified.  This may be evidenced through one or more or a combination of the following:

	· discussing with the verifier candidate
	
	
	

	· recorded questions and answers (written or oral)
	
	
	

	· verifier candidate statement
	
	
	


	Performance Criteria 
	Section 2 Page(s)
	Checked Assessor

	a
	Work with others to ensure the standardisation of assessment practice and outcomes
	
	

	b
	Follow agreed procedures when there are significant concerns about the quality of assessment
	
	

	c
	Follow agreed procedures for the recording, storing, reporting and confidentiality of information
	
	

	

	Knowledge
	Section 2 Page(s)
	Checked Assessor

	1
	External Quality Assurance requirements prior to, during and post monitoring activities
	
	

	2
	Procedures to use when there are disputes and concerns about quality of assessment
	
	

	3
	Standardisation processes and how to coordinate and contribute to these
	
	

	4
	Methods of reporting on internal Quality Assurance and reviews of practice
	
	

	5
	Organisation’s Quality Assurance responsibilities and requirements re information management, data protection, confidentiality  and communication
	
	


SECTION TWO

	L&D11 Assessor Questions to IV-Candidate
	Page

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

	Ref: 

(e.g.El 1 K3 or E1 Pc a)
	L&D11 Assessor’s conclusions with reference to IV’s Answers 

OR Candidate’s written Answer(s)

	
	

	Signed ASSESSOR
	
	Date
	




	L&D 11 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 ASSESSOR
	
	Date
	


	L&D 11 Internal Verifier 

Endorsing Statement

(Ref. Evidence requirement 1 Element 4)
	Page

	To be signed by a Quality Assurance practitioner e.g. a qualified IV, Central Contact or EV

	I confirm, having seen examples of this Candidate’s quality assurance reports (IV Checklists) and other evidence of their IV work based on real assessments of work practice that ……………………………………………’s practice and documentation is acceptable in terms of both the standards laid down by SQA and sub requirements specified by the Centre.

Examples of relevant documents and descriptions of practice are contained in this portfolio.



	Signed 
	
	Title
	
	Date
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