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Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice


Learner Portfolio
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Learner Details

	Learner’s name:
(Trainee IQA)
	
	Unique Learner Number(ULN):
	

	
Address:
	
	
	

	
	
	
Postcode:
	

	
Email address:
	

	
Date of birth:
	
	
Tel no:
	

	
Event no:
	
	1st4sport Learner registration no:
	



Recognised Centre Details

	
Centre name:
	


	
Course venue:
	


	
Course start date:
	

	Registration end date:
	


	
Tutor name:
	


	Counter Signatory name (task 3):
	

	
Assessor name:
	


	
Internal Quality Assurer name:
	

	External Quality Assurer name:
	




Prerequisites Prior to Registration

	
	Administrator / Tutor / Assessor Signature
	Date

	18 years or over
	
	

	Hold an assessing qualification 
	
	



NB: To achieve the qualification learners will need to have access to an appropriate awarding body recognised centre and be in a position to participate in the quality assurance of that centre, including observing assessors. 

Task Record of Achievement

	Task
	Title
	Date completed
	Assessor signature
	Internal quality assurer signature

	1
	Principles and Practices of Quality Assurance  
	
	
	

	2
	Internal Quality Assurance Strategy and Sampling Plan
	
	
	

	3
	Internal Quality Assurance Interventions - Assessor 1
	
	
	

	4
	Internal Quality Assurance Interventions - Assessor 2
	
	
	



Unit Record of Achievement

	Unit Title
	Date completed
	Assessor signature
	Internal quality assurer signature

	Understanding the Principles and Practices of Internally Assuring the Quality of Assessment
	
	
	

	Internally Assure the Quality of Assessment
	
	
	



Counter Signatory Personal Statement

To be completed by the counter signatory used in Task 3 to verify that the IQA interventions took place and were in-line with the requirements of the recognised centre. NB: The counter signatory is not assessing the trainee IQA.

	I can confirm that the Internal quality assurance interventions evidenced for task 3 were carried out by the trainee IQA named below, whilst adhering to the policies and procedures of the recognised centre. 

	Name of Recognised Centre IQA interventions were carried out for:
	

	Counter signatory name:
	
	Counter signatory signature:
	
	Date:
	


 
Learner’s Personal Statement

To be completed by the trainee IQA (learner) prior to the final assessment. 
	I can confirm that the work contained within this Learner Portfolio and all evidence and products associated with the achievement of this qualification are my own work. 

	Learner name (trainee IQA):
	
	Learner signature (trainee IQA):
	
	Date:
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Assessment Plan 
To be completed by the tutor/assessor with the trainee IQA

	Date, time and location of planned assessments
	Criteria to be assessed
(Learning outcomes/ assessment criteria)
	What will be assessed? 
(Describe the activity, process or task) 
	Planned assessment methods1
	Date assessment completed

	
	
	
	
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Tutor/assessor name:
	
	Tutor/assessor signature:
	
	Date:
	



[bookmark: OLE_LINK6][bookmark: OLE_LINK8]1 A – Assignment, CS – Case study, OSE/OWE – Observation (simulated environment/work environment), P – Project,  QO/QW– Question (oral/written), RPL – Recognition of Prior Learning, ST – Skills Test, WT – Witness Testimony, PD – Professional Discussion
		 	[image: ]
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Tutor Feedback and Action Plan – For Tutor use only

This form is for the tutor to feedback to the trainee IQA on their performance during the learning programme prior to completing Tasks 3 and 4. Areas of strength and those requiring further development should be identified, and an action plan agreed to support to achievement of completing all the tasks.

	Trainee IQA feedback:

	

	Trainee IQA action plan:
	Completed by:

	
	

	Trainee IQA signature:
	
	Date:
	

	Tutor signature:
	
	
	




Task 1 – Principles and Practices of Quality Assurance  
Home Study Task

This task requires the trainee IQA to undertake further reading and research of internal quality assurance and the relevant organisational policies relating to your own assessing and quality assurance context.
This task is a home study task, and should not be completed in groups or during the learning programme.

The Task

Trainee IQA’s should answer the questions by relating responses to their own quality assurance context where possible. The questions cover the following areas:

· Roles in quality assurance 
· Regulations and procedures 

To fully answer the questions with the detail required, you will need copies of and to understand the following policies for the recognised centre you work for. Your assessor will also need access to these policies, so please include a hard copy, list website links, or a named contact at the recognised centre who can provide electronic versions.

	
Policy
	
Where to access

	
Complaints procedure
	

	
Appeals procedure
	

	
Malpractice policy
	

	
Data protection policy
	

	
Equal opportunities policy (including reasonable adjustment)
	

	
Health and safety policy
	

	
Child and vulnerable adult policy 
	

	Internal quality assurance strategy (including standardisation of assessment) 
	



	
Notes:


Task 1 – Principles and practices of quality assurance 

	Q1
	
Explain the roles of the following personnel involved in the quality assurance of assessment: 

	
Assessor (include a minimum of six of an assessor’s responsibilities):

	

	
Internal Quality Assurer (include a minimum of six of an IQA’s responsibilities):

	

	
External Quality Assurer (include a minimum of four of an EQA’s responsibilities):

	



	
Q2 
	
Explain the key principles, functions and concepts of the internal quality assurance of assessment

	




	
Q3
	
Summarise the preparations that need to be made for an internal quality assurance intervention, including; information collection, communications, administrative arrangements and resources:

	

	
Q4 
	
Describe what a plan for a quality assurance intervention should contain, and evaluate the importance of planning quality assurance activities:

	



	
Q5  
	
Explain the procedures in place in your recognised centre to deal with disputes in relation to assessment:

	




	
Q6
	
Evaluate the requirements for information management, data protection and confidentiality in relation to the internal quality assurance of assessment in your own context:   

	





	
Q7 
	
Evaluate the legal issues, regulations and requirements and policies and procedures relevant to the internal quality assurance of assessment (including those for health, safety, welfare, equality and diversity, awarding organisations):

	

	
Q8 

	
Explain how reflective practice and continuing professional development contributes to quality assurance:

	


 


	
Q9 
	
Identify at least four types of support and advice that assessors may need, when you would use each, the methods of feedback you would use following each activity and how the support can contribute to maintaining and improving the quality of assessment

	



Task 2 – Internal Quality Assurance Strategy
Home Study Task

For this task, you need to develop or present an internal quality assurance strategy for the qualification you will be internally quality assuring. The strategy must be supported by a rationale which justifies the structure and explains how it will be implemented across the organisation/recognised centre, via sampling plans. This task is a home study task, and should not be completed in groups or during the learning programme.

The Task

a Provide an Internal Quality Assurance (IQA) strategy, also known as an Internal Verification Strategy (or include your recognised centre’s current one), for the qualification/s you will be quality assuring in tasks 3 and 4. 

This should include details of:
· what will be quality assured 
· how it will be quality assured
· why it will be quality assured
· frequency of sampling 
· how risk is managed
· standardisation activities
· how technology is, or could be used in the quality assurance process. 

The overall IQA strategy can include quality assurance of the delivery, but these activities cannot be used as evidence for task 3 and 4.

b Produce a rationale for the internal quality assurance strategy, justifying how its content specifically meets the needs of the organisation. Explain how the different sampling methods identified within the strategy can be effectively utilised to quality assure. You may need to discuss this with the organisation to understand how their strategy was developed.

c Produce a sampling plan for the qualification/s within the IQA strategy in 2a, covering an appropriate period of time, which allows you to carry out a minimum of four IQA interventions for at least two assessors (two for each assessor). For the purpose of this task, the two interventions for an assessor must be for learners on the same qualification. An example of a sampling plan is provided in the appendix, although there are many different formats to present the information, depending upon the specific IQA strategy. 

d Produce a rationale for the sampling plan, justifying how it reflects the risk management in the IQA Strategy, and meets the needs of the organisation/recognised centre. Explain how the different sampling methods identified within the strategy and sampling plan are utilised effectively to quality assure, and how technology has been used to support the quality assurance process.         


	
Notes:


2a Internal Quality Assurance Strategy

	
Recognised Centre:
	

	
Qualification(s):
	

	
Date:
	

	
Person/role responsible for IQA in the recognised centre:
	

	



	
Internal Quality Assurance Strategy cont.

	


2b Internal Quality Assurance Strategy Rationale  

	
Internal Quality Assurance Strategy Rationale:  

	



	
Internal Quality Assurance Strategy Rationale cont:  

	


2c Internal Quality Assurance Sampling Plan

	
Insert sampling plan for the qualifications you will be internally quality assuring: 

	



2d Internal Quality Assurance Sampling Plan Rationale  

	
Internal Quality Assurance Sampling Plan Rationale:  

	

	
Internal Quality Assurance Sampling Plan Rationale continued:  

	


Overview of Interventions required for Tasks 3 and 4

All interventions must meet the Internal Quality Assurance standards, ensuring that there are no conflicts of interest relating to the trainee IQA and the qualification/course which is being quality assured. E.g. IQAs must have no other role within the specific course being quality assured. 

The assessments being quality assured must be genuine assessments of learners registered on a recognised programme of study or qualification. They cannot be simulated assessments i.e. the assessor cannot be role playing. 

Task 3 - Assessor One

Internally quality assure an assessor assessing two learners for the same qualification. These could be done on the same day, and for the learners who attended the same course/learning programme. 
Recommended - Practice interventions mentored by an experienced IQA.



Intervention 2 – Assessor 1, Learner 2 (eg written tasks, practical assessment etc)

Intervention 1 – Assessor 1, Learner 1 (eg written tasks, practical assessment etc).
Recommended - Period of time to practice and refine skills prior to completing Task 4.
Witnessed and counter signed by an experienced IQA.
Feedback from assessor one and the counter signatory is encouraged.














Task 4 - Assessor Two

Internally quality assure a different assessor from assessor one used in task 3. Observe assessor two assessing two learners, who are completing the same qualification. This could be a different qualification to the one in task 3. These interventions for assessor two could be done on the same day, and for learners who attended the same course/learning programme. However, interventions three and four (task 4) must not take place on the same day as interventions one and two (task 3).  
Intervention 4 – Assessor 2, Learner 4 (e.g. practical assessment)

Intervention 3 – Assessor 2, Learner 3 (e.g. written tasks, practical assessment etc)
Assessed by an approved Assessor, observing intervention 4. 






Witnessed and counter signed by an experienced IQA, or by the Assessor for intervention 4.






Task 3 – Internal Quality Assurance Intervention – Assessor One

This task involves carrying out internal quality assurance interventions with an assessor involving a minimum of two learners from the same qualification. This intervention should fit into the IQA strategy and sampling plan from Task 2.  This task is a home study task, and should not be completed during the learning programme.

The Task

a Log the four IQA interventions which must be completed as part of Task 3 and Task 4, and any additional interventions you undertake as part of your training or mentoring. Evidence for Tasks 3 and 4 must only be related to assessments. Additional practice interventions you might undertake can be related to course administration and organisation, or the tutor delivery.

b Carry out two interventions for assessor one based on the plan created in Task 2, giving initial feedback to assessor one for each intervention ensuring that all aspects of the assessment process are quality assured. 

c Produce a written report detailing the outcomes and any recommendations or action plans. Copies of the completed internal quality assurance paperwork must be stored in your Learner Portfolio at page 30.

Example templates of internal quality assurance paperwork are provided in the appendix, however where available, it is recommended that you use the paperwork provided by your own organisation. The different sampling methods and types, will require different paperwork (e.g. observation of practical assessments, marking of written assessments/desk based). 

d Reflect on the IQA intervention, and evaluate your performance as an internal quality assurer. Include any feedback you receive from assessor one and/or your counter signatory. 

	
Additional Guidance to Trainee IQA:
It is recommended that prior to completing this task, as part of your home study, you have had several opportunities to shadow experienced internal quality assurers and been mentored through practice interventions. 

Best practice: Counter signatories are encouraged to use the “Counter Signatory Internal Quality Assurance Observation of Trainee IQA Performance” template provided in the appendix, to give you appropriate feedback on your performance in this task to support your development. These observation sheets will not be assessed.  



	
Additional Guidance to Counter Signatory:
The role of the counter signatory is to ensure that the trainee IQA is conducting the interventions to the appropriate standard, following the recognised centre policies and procedures, and to authenticate paperwork. As an experienced IQA, your feedback and guidance to the trainee IQA can help them further develop their skills. You are not formally assessing their performance, only providing constructive feedback. To assist you, there is an optional observation checklist for the counter signatory to use to help focus your feedback. 

You are required to sign on pages 4, 26, 27 and 30 of the Learner Portfolio, in addition to the observation sheet and IQA report produced by the trainee IQA for assessor one.



Task 3a – Internal Quality Assurance Intervention Log 

	IQA intervention date
	Name of Tutor/Assessor 
(Assessor interventions only for tasks 3 and 4 evidence) 
	Qualification
	IQA methods used and number in sample
	IQA Counter signatory name and contact number
	IQA Counter signatory signature

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	
	
	
	
	
	

	IQA intervention date
	Name of Tutor/Assessor  
(Assessor interventions only for tasks 3 and 4 evidence)
	Qualification
	IQA methods used and number in sample
	IQA Counter signatory name and contact number
	IQA Counter signatory signature

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	

	
	
	
	
	
	




Task 3b - Internal Quality Assurance Intervention Paperwork

	
Insert all completed internal quality assurance paperwork for assessor one:

	
Documents should include:

· IQA intervention planning provided to assessor
· Observation checklist/criteria or desk based checklist/criteria 
· IQA report



Task 3c - Evaluation of Internal Quality Assurance Intervention 
– Assessor One 

	
Evaluate whether the IQA plan, arrangements and organisation of the intervention was safe, adequate and appropriate. Did the IQA plan successfully reduce any risks? 

	

	
Explain if any changes were made to the planned IQA activity prior to or during the interventions and/or why if on reflection, you would now make changes to improve the interventions: 

	

	
Evaluate whether the sampling methods were appropriate for the IQA interventions and the expectations of the assessor:

	



	
How did the use of questioning and feedback with the assessor (and learners if relevant) contribute to your IQA decisions?

	

	
On reflection, what do you consider to be your strengths in these interventions?

	

	
On reflection, what do you consider to be the areas for you to develop further?

	

	
Trainee IQA name:
	
	
Trainee IQA signature:
	
	
Date:
	

	Counter signatory name:
	
	Counter signatory signature:
	
	
Date:
	

	Assessor name:
	
	Assessor Signature:
	
	Date:
	


Task 4 – Internal Quality Assurance Intervention – Assessor Two

This task involves carrying out internal quality assurance interventions with an assessor involving a minimum of two learners. This intervention should fit into the IQA strategy and sampling plan from Task 2. Prior to starting this task, you should shadow or be mentored by a qualified IQA in your own recognised centre/context, and have completed Tasks 1, 2 and 3.  


The Task

a Carry out two interventions for assessor two based on the plan created in Task 2c,  giving initial feedback to assessor two for each intervention, ensuring that all aspects of the assessment process are quality assured.  Ensure these interventions are recorded on the Internal Quality Assurance Log in Task 3a.  

Produce a written report detailing the outcomes and any recommendations or action plans. Copies of the completed internal quality assurance paperwork must be stored in your Learner Portfolio at page 34.

Example templates of internal quality assurance paperwork are provided in the appendix, however where available, it is recommended that you use the paperwork provided by your own organisation. The different sampling methods and types, will require different paperwork (e.g. observation of practical assessments, marking of written assessments/desk based). 

Your Assessor will observe your IQA performance for intervention 4, using the Assessment Observation Checklist of Trainee IQA Performance. If intervention 3 is carried out on the same day, they could also witness/countersign this intervention, or intervention 3 could be witnessed/countersigned by a qualified and experienced IQA. 

b Reflect on the IQA interventions, and evaluate your performance as an internal quality assurer on the template provided, and share this with your Assessor. You and the Assessor will discuss the feedback, the outcome of their observations, and then complete an action plan identifying continual professional development opportunities. 

c Review the four IQA interventions you have carried out; compare the assessment decisions of the two assessors and highlight the similarities and differences in their decisions. Plan a standardisation activity involving the two assessors to allow them to share their practice and agree a consistent approach and reflect on the effectiveness of the activity.

Copies of documents relating to the activity (e.g. agenda, activities, minutes) must be stored in your learner portfolio at page 43.







Task 4a - Internal Quality Assurance Intervention Paperwork

	
Insert all completed internal quality assurance paperwork for assessor two:

	
Documents should include:

· IQA intervention planning provided to assessor
· Observation checklist/criteria or desk based checklist/criteria 
· IQA report



Task 4b - Evaluation of Internal Quality Assurance Intervention 
– Assessor Two 

	
Evaluate whether the IQA plan, arrangements and organisation of the intervention was safe, adequate and appropriate. Did the IQA plan successfully reduce any risks? 

	

	
Explain if any changes were made to the planned IQA activity prior to or during the interventions and/or why, on reflection, you would now make changes to improve the interventions: 

	

	
Evaluate whether the sampling methods were appropriate for the IQA interventions and the expectations of the assessor:

	



	
How did the use of questioning and feedback with the assessor (and learners if relevant) contribute to your IQA decisions?

	

	
On reflection, what do you consider to be your strengths in these interventions?

	

	
On reflection, what do you consider to be the areas for you to develop further?

	

	
Trainee IQA name:
	
	
Trainee IQA signature:
	
	
Date:
	

	Assessor name:
	
	Assessor signature:
	
	
Date:
	



Task 4a - Assessment Observation Checklist of Trainee IQA Performance
(For Assessor use – Intervention 4 only)

The trainee IQA must be assessed as competent in all the assessment criteria to achieve a competent outcome overall. C for Competent, NYC for Not Yet Competent. If any criteria are NYC, a reassessment is required.

	Type of IQA intervention:
	
	
Qualification:
	

	Planning for IQA
The trainee IQA is able to:
	Outcome
C / NYC
	Comment

	1
	Plan and prepare resources and conditions for the IQA intervention ensuring 
	
	

	2
	Select and use sampling methods which support the IQA strategy and sampling plan
	
	

	Briefing of learner

	3
	Meet the assessor punctually and be appropriately well presented
	
	

	4
	Introduce themselves and explain their role as an IQA
	
	

	5
	Communicate the purpose, requirements and the format of the IQA intervention to the assessor
	
	

	Observation and analysis of IQA intervention

	6
	Observe and record what was seen (assessor and learners)
	
	

	7
	determine whether assessment methods are safe, fair, valid and reliable
	
	

	8
	evaluate the assessor’s expertise and competence in relation to the requirements of their role 
	
	

	Observation and analysis of IQA intervention 

	9
	determine if the assessor has applied the standardisation procedures to assessment
	
	

	10
	Apply requirements for equality and diversity and, where appropriate, bilingualism
	
	

	Questioning
	Outcome
C / NYC
	

	11
	Use open questions which are clear and not leading
	
	

	12
	Clarify and resolve inconsistencies in the evidence
	
	

	Feedback and action planning

	13
	Provide feedback to the assessor
	
	

	14
	Involve the assessor in the IQA  process by use of self-evaluation
	
	

	15
	Provide action planning which identifies any further implications for CPD and standardisation activities
	
	

	Documentation

	16
	Make accurate records of the IQA intervention outcomes
	
	

	17
	Follow procedures to maintain the confidentiality of assessment and IQA information
	
	

	18
	Follow relevant policies, procedures and legislation for the assessment, including those for health, safety and welfare
	
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	





Task 4a - Additional Questions
(For Assessor Use)

This question record sheet is for use with the Assessment Observation Checklist for Task 4a. Any questions on this sheet should be referenced on the Assessment Observation Checklist with the question number in the comments column.

	Q1:



	A1:



	Q2:



	A2:



	Q3:



	A3:



	Q4:



	A4:



	Q5:


	A5:

	Q6:

	A6:

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	



Task 4a - Feedback and Action Plan to the Trainee IQA
(For Assessor use)

	
Assessor feedback to Trainee IQA:

	















	
Trainee IQA Action Plan:
	
By When:

	
	

	Outcome of assessment:
	
Competent / Not Yet Competent (delete as required)

	Assessor name:
	
	Assessor  signature:
	
	
Date:
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	
Date:
	

	Assessor name:
	
	Assessor signature:
	
	
Date:
	



Task 4c – Standardisation of Assessment Decisions

	
List any differences in the assessment decisions made by the assessors:

	

	
Identify inconsistencies in assessor practice and explain why these contributed to the differences in assessment decisions:

	

	
Summarise the standardisation activity you have planned for the two assessors:

	




Task 4c - Internal Quality Assurance Standardisation Activity Paperwork

	
Insert all documents related to the standardisation activity:

	
Documents may include:

· Agenda
· Minutes/ notes taken of the meeting
· Activities
· Feedback from the assessors


Appendix of blank templates

This appendix contains blank templates which can be used by trainee IQA’s to carry out their IQA interventions if you don’t have assessment paperwork provided by your organisation.

Your Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice assessor might use the professional discussion template as part of Task 4, if they include a professional discussion as part of your assessment, and your counter signatory should be encouraged to give you feedback using the counter signatory observation sheet.

Your counter signatory should sing the forms if they are part of your mentoring/practice interventions or evidence for task 3. The Level 4 Award in the Internal Quality Assurance of Assessment Processes and Practice Assessor will sign the forms used for task 4.
 
Sample Templates include:

	Code
	Document 
	For use by
	Page

	A
	
Professional Discussion

	Assessor / or Trainee IQA
	46

	B
	
Internal Quality Assurance Observation for Tutor Performance
	Trainee IQA
	48

	C
	
Internal Quality Assurance Observation for Assessor Performance
	Trainee IQA
	50

	D
	
Desk based 

	
Trainee IQA
	54

	E
	
Internal Quality Assurance Reports (templates for Tasks 3b and 4a if required)
	
Trainee IQA 
	56

	F
	
Evaluation of Internal Quality Assurance Intervention
	
Trainee IQA
	60

	G
	
Feedback and Action Plan

	
Trainee IQA
	62

	H
	
Counter Signatory Internal Quality Assurance Observation of Trainee IQA Performance
	Counter signatory
	64

	I
	Example Sampling Plan Template
	Trainee IQA
	66





	
Notes:


Appendix A - Professional Discussion 

A professional discussion can be used as supporting evidence for trainee quality assurers to fully meet the requirements of tasks. All supporting paperwork should be included in your portfolio. The discussion must be recorded by audio equipment or in writing. 
 
	Areas to cover
	Summary of supporting evidence / response
	Outcome C / NYC

	



	




	

	



	




	

	



	




	

	



	




	

	



	




	

	



	




	

	



	




	

	I confirm that this represents an accurate record of the professional discussion:

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Assessor name:
	
	Assessor signature:
	
	Date:
	

	
 Notes:



Appendix B - Internal Quality Assurance Observation of Tutor Performance

	Trainee IQA:
	
	Tutor:
	

	Qualification:
	
	Recognised centre:
	

	Event number:
	
	Venue/site:
	

	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	



	Phase of Learning programme being observed:
	

	The tutor is able to:
	Comment:

	Planning and preparation

	1
	Meet learners punctually and be well presented
	
















	2
	Prepare and use appropriate session plans, taking learners’ needs into account
	

	3
	Have appropriate and safe facilities/resources/ equipment available
	

	4
	Create and maintain a safe, supportive, interactive and enjoyable learning environment
	

	Delivery

	5
	Demonstrate knowledge and understanding of subject in the delivery and facilitation 
	





	6
	Use a range of learning activities covering different learning styles
	

	7
	Use a variety of audio/visual resources to engage learners
	

	8
	Use different forms of group management (individual, pairs, small/large groups)  
	

	The learner is able to:
	Comment:

	9
	Communicate effectively using clear English free from jargon
	

	10
	Demonstrate effective use of listening skills and questioning to check learning
	

	11
	Set up and manage group work using interventions to draw out learning
	

	12
	Involve learners and provide sufficient opportunities for them to ask questions
	

	13
	Provide individual feedback to learners 
	

	14
	Maintain a professional attitude in terms of Code of conduct, equality and diversity
	

	15
	maintain appropriate behaviour throughout the session, dealing with any form of inappropriate behaviour or attitude
	

	16
	Deliver sessions with realistic and appropriate timings 
	

	17
	Summarise and conclude the session, referring to learning outcomes 
	

	Evaluation

	18
	Provide structured opportunities for learners to provide feedback on the learning session
	

	19
	Review own practice, identifying an action plan and CPD opportunities  
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Counter signatory/
Assessor name:
	
	Counter signatory/Assessor signature:
	
	Date:
	


Appendix C - Internal Quality Assurance Observation of Assessor Performance
 
	Trainee IQA:
	
	Assessor:
	

	Qualification:
	
	Recognised centre:
	

	Event number:
	
	Venue/site:
	

	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	



	Assessment Topic:
	

	Planning for assessment
The learner is able to:
	Comment

	1
	Prepare resources and conditions for the assessment ensuring health and safety in maintained
	

	2
	Select and use assessment methods which address learner needs and meets assessment requirements
	

	Briefing of learner

	3
	Meet the learner punctually and be appropriately well presented
	

	4
	Introduce themselves and explain their role as assessor
	

	5
	Communicate the purpose, requirements and the format of the assessment to the learner
	

	6
	Make reference to the complaints and appeals procedures
	




	Observation and analysis of assessment

	7
	Observe and record what was seen
	

	9
	 Assess learners’ performance, knowledge and understanding against the agreed criteria using agreed methods
	

	10
	Judge whether evidence is:
· sufficient
· authentic
· current
	

	11
	Apply requirements for equality and diversity and, where appropriate, bilingualism
	

	Questioning

	13
	Use open questions which are clear and not leading
	

	14
	Use appropriate and relevant questions based on the criteria
	

	15
	Clarify and resolve inconsistencies in the evidence 
	

	Decision and feedback

	16
	Make assessment decisions relating to against specific criteria
	

	17
	Make assessment decisions which are:
· valid
· reliable
· fair
	

	18
	
Clearly confirm the outcome of the assessment to the learner 
	

	19
	Provide feedback to the learner 
	




	Action planning

	20
	Involve the learner in the assessment process by use of self-evaluation
	

	21
	Provide action planning which identifies any further implications for learning, assessment and progression
	

	Documentation

	21
	Make accurate records of the assessment outcomes
	

	23
	Complete the appropriate documentation for recording assessment
	

	24
	Follow procedures to maintain the confidentiality of assessment information
	

	25
	Follow relevant policies, procedures and legislation for the assessment, including those for health, safety and welfare
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Counter signatory/ Assessor name:
	
	Counter signatory/Assessor signature:
	
	Date:
	





	
Notes:



Appendix D – Desk based Criteria

	Trainee IQA:
	
	Assessor:
	

	Qualification:
	
	Recognised centre:
	

	Event number:
	
	Venue/site:
	

	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	



	Unit / Task
	Comments
	Agree with outcome (Y/N)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




	Unit / Task
	Comments
	Agree with outcome (Y/N)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Counter signatory/ Assessor name:
	
	Counter signatory/Assessor signature:
	
	Date:
	




Appendix E - Internal Quality Assurance Report – Assessor One (Task 3b)

	Trainee IQA:
	
	Assessor:
	

	Qualification:
	
	Recognised centre:
	

	Event number:
	
	Venue/site:
	

	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	



	Quality Assurance Summary:

	





	Feedback:

	


















	Action Plan:
	By When:

	
	

	Signature of Assessor:
	
	Date:
	

	Signature of Trainee IQA:
	
	Date:
	

	Counter signatory name:
	
	Counter signatory signature:
	
	Date:
	


Internal Quality Assurance Report - Assessor Two (Task 4a)

	Trainee IQA:
	
	Assessor:
	

	Qualification:
	
	Recognised centre:
	

	Event number:
	
	Venue/site:
	

	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	



	Quality Assurance Summary:

	





	Feedback:

	


















	Action Plan:
	By When:

	
	

	Assessor Signature:
	
	Date:
	

	Trainee IQA Signature:
	
	Date:
	

	Assessor name:
	
	Assessor Signature:
	
	Date:
	



Appendix F - Evaluation of Internal Quality Assurance Intervention 

	
Evaluate whether or not the IQA plan, arrangements and organisation of the intervention was safe, adequate and appropriate. Did the IQA plan successfully reduce any risks? 

	

	
Explain if any changes were made to the planned IQA activity prior to or during the interventions and/or why if on reflection, you would now make changes to improve the interventions: 

	

	
Evaluate whether or not the sampling methods were appropriate for the IQA interventions and the expectations of the assessor:

	



	
How did the use of questioning and feedback with the assessor (and learners if relevant) contribute to your quality assurance decisions?

	

	
On reflection, what do you consider to be your strengths in these interventions?

	

	
On reflection, what do you consider to be the areas for you to develop further?

	

	
Trainee IQA name:
	
	
Trainee IQA signature:
	
	
Date:
	

	Counter signatory name:
	
	Counter signatory signature:
	
	
Date:
	


Appendix G - Feedback and Action Plan 

	Feedback to the assessor from the trainee IQA:

	

	Assessor’s action plan:
	Completed by:

	
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Counter signatory/ Assessor name:
	
	Counter signatory/Assessor signature:
	
	Date:
	



	
Notes:


Appendix H - Counter Signatory Internal Quality Assurance Observation of Trainee IQA Performance

	Trainee IQA:
	
	Assessor:
	

	Qualification:
	
	Recognised centre:
	

	Event number:
	
	Venue/site:
	

	

	Learner name:
	
	Task/product sampled:
	

	Learner name:
	
	Task/product sampled:
	



	Type of IQA intervention:
	

	Planning for IQA
The trainee IQA is able to:
	Comment

	1
	Plan and prepare resources and conditions for the IQA intervention ensuring 
	

	2
	Select and use sampling methods which support the IQA strategy and sampling plan
	

	Briefing of learner

	3
	Meet the assessor punctually and be appropriately well presented
	

	4
	Introduce themselves and explain their role as an IQA
	

	5
	Communicate the purpose, requirements and the format of the IQA intervention to the assessor
	

	Observation and analysis of IQA intervention

	6
	Observe and record what was seen (assessor and learners)
	

	7
	determine whether assessment methods are safe, fair, valid and reliable
	

	8
	evaluate the assessor’s expertise and competence in relation to the requirements of their role 
	

	Observation and analysis of IQA intervention 
	Comment

	9
	determine if the assessor has applied the standardisation procedures to assessment
	

	10
	Apply requirements for equality and diversity and, where appropriate, bilingualism
	

	Questioning

	11
	Use open questions which are clear and not leading
	

	12
	Clarify and resolve inconsistencies in the evidence
	

	Feedback and action planning

	13
	Provide feedback to the assessor
	

	14
	Involve the assessor in the IQA  process by use of self-evaluation
	

	15
	Provide action planning which identifies any further implications for CPD and standardisation activities
	

	Documentation

	16
	Make accurate records of the IQA intervention outcomes
	

	17
	Follow procedures to maintain the confidentiality of assessment and IQA information
	

	18
	Follow relevant policies, procedures and legislation for the assessment, including those for health, safety and welfare
	

	Trainee IQA name:
	
	Trainee IQA signature:
	
	Date:
	

	Counter signatory name:
	
	Counter signatory signature:
	
	Date:
	




Appendix I – Example Sampling Plan Template 

	Centre Name:
	
	Qualification Suite:
	

	Qualification
	Event Number
	Delivery dates
	Venue/
Site
	Appointed IQA
	Tutor/ Assessor Workforce
	Quality Assurance Interventions

	
	
	
	
	
	
	Delivery
	Assessments
	Desk based
	Learner Interview

	L1ACTTQ
	12345
	01/10/11
08/11/11
15/11/11
	University campus, London
	John Smith
	Joe Bloggs - Assessor
	
	Obs Task 9*
	Portfolio Tasks 1-8*
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



*Planned interventions.

image1.jpeg
4sport

Qualifications





image2.jpeg
9sportm
Structures

consultancy recruitment coaches




