INTERNAL QUALITY
ASSURANCE PROCEDURES
AND SAMPLING POLICY
Effective for employees, students, Directors and volunteers on or after 1 June 2021
Review Date: 24 June 2021
Date of next Review: June 2024

Please note: Formal review of this document will take place every 3 years. However, amendments will be
made, as appropriate, in the interim; in response to any changes in statutory legislation or other formal
government guidance updates.

L&F Training
106 Church Street, Highbridge, Somerset, TA9 3HW

DOCUMENT
TITLE:
DOCUMENT
NUMBER:
AUTHOR:
CHANGE
AUTHORITY:

L&F Internal Quality Assurance Procedures and Sampling
policy 2021
SPCP_V1.2
FRAN DEELEY
THE BOARD OF DIRECTORS

Fran Deeley

Signature: ___

____

Designation: Director of Operations

Date: 24/06/2021
Review Date: June 2024

CHANGE MECHANISM
Any person seeking to alter this document must consult the author before making
any change.
L&F Change Authority must endorse any alterations to the approved version of this
document before any wider dissemination of the altered document version.
The person making the alteration must indicate every change between the
previous (approved) document version and the altered document version.

COPYRIGHT
The copyright in this work is vested in L&F, and the document is issued in
confidence for the purpose for which it is supplied. It must not be reproduced in
whole or in part or used for tendering or manufacturing purposes except under
agreement or with the consent in writing of L&F and then only on condition that this
notice is included in any such reproduction. No information as to the contents or
subject matter of this document or any part thereof arising directly or indirectly
there from shall be given orally or in writing or communicated in any manner
whatsoever to any third party being an individual firm or company or any employee
thereof without the prior consent in writing of L&F. Copyright© L&F, 2021. All Right
Reserved

L&F Training
106 Church Street, Highbridge, Somerset, TA9 3HW

INTERNAL QUALITY ASSURANCE PROCEDURES AND
SAMPLING POLICY
Internal Verification (IV) is split into four main sections – sampling,
standardization, monitoring and the development and support of assessors.

IV Sampling Strategy.
Internal Verifiers will implement the following sampling strategy. Sampling will
include:
•
•
•
•
•
•

All assessors over a 12-month period
All units for the validity of assessment decisions for each assessor over a 12month period including Mandatory and Optional units
The full range of age, gender, new starters, midterm and well-established
learners
The full range of evidence and assessment methods
The first countersigned decision from each unit
Interim and summative assessment decisions – Internal Verification will not
be an “end” process.

Newly qualified and/or recruited assessors will be more frequently sampled until
the Internal Verifier has confirmed effectiveness, reliability and quality of
assessment decisions and practice.
For all unqualified assessors, each unit will be countersigned by a qualified
assessor and the first judgement from each unit will be sampled by the IV. This
will continue until assessor award is achieved and assessment practice deemed
sufficient and competent.

Standardisation of Assessment Judgements.
The Internal Verifier is responsible for ensuring the standardisation of
assessment judgements and will:
• Ensure that written feedback to assessors contributes on an ongoing basis to
the standardisation of assessment decisions
• Plan and implement standardisation meetings with all assessors.
Internal Verifiers must ensure that standardisation meetings:
• Focus on any revisions to the standards and how they differ from old
standards, areas identified through monitoring where evidence has been
difficult to generate, or where monitoring suggests that assessors are taking
different approaches.
• Focus on validity, sufficiency, currency, and authenticity of the evidence
reviewed at the meetings – use actual learner’s portfolios/evidence; and

L&F Training
106 Church Street, Highbridge, Somerset, TA9 3HW

•

Develop a supportive, non-threatening environment where assessors are
willing to share issues and concerns in order to ensure that each assessor
makes valid assessment decisions.

Monitoring Assessment Practice.
The Internal Verifier will monitor the assessment process and will:
• Ensure that there is a clear and accurate audit trail of the IV and assessment
processes relating to each learner incorporated within the IV and assessors
records as well as the portfolio itself
• Observe at least one assessment for each assessor every 6 months as a
minimum. The level of observation may increase/decrease depending on
changes in assessor experience, learner group, award standards, and
internal procedures. All observations will be recorded.
• Interview learners and workplace supervisors to establish understanding of
the award and validate portfolio evidence and record the discussion. Record
any issues, areas for improvement or good practice highlighted during the
interview and provide feedback to the assessor.

Development and support of assessors.
To support and develop assessors the Internal Verifier will:
• Provide all assessors with an induction programme and issue them with their
own copy of the standards for the relevant NVQ.
• Monitor all assessment methods used by assessors in order to identify
training needs.
• Identify any occupational or professional development needs within the team
of assessors.
• Give regular feedback to assessors regarding their assessment practice and
the outcome of any monitoring or sampling.
• Ensure all new assessors not holding the necessary qualifications for
conducting NVQ assessments, work towards achievement of the A1 Award
within the first year of their employment and provide all necessary support to
enable them to achieve their qualification.

Complaints and Appeals procedure.
For this process please refer to the Learner Agreement.

Staff Training.
All assessors and IV’s are to maintain their own CPD plans and have them
available at every EV visit. The IV’s are to support the assessors in identifying
and meeting their development needs.

External verification (EV) / certification.
All IV’s must ensure that all presented portfolios for external verification and
certification meet all the requirements of the awarding body.
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All IV’s must contribute to EV visits and ensure that all action points are
addressed by the agreed target dates.
All IV’s are encouraged to use the EV for guidance and support on the standards
through the lead IV.

Equality and Diversity
All staff will undertake appropriate anti discriminatory approach in all that they do
as part of the centre policy.

Health and Safety.
It is the responsibilities of al the staff to operate appropriate health and safety
mechanisms as part of the centre policy.

Data Protection.
It is the responsibility of all the staff to store and allow access of data in
accordance with the centre policy.

Contributing to the quality assurance process.
All assessors must complete all their assessment records in accordance with this
strategy and the awarding body specifications within a realistic time frame.
All assessors must attend at least 2 team meetings a year and mandatory
standardisation meetings at least 4 a year.
Submissions for Internal verification
• It is the responsibility of learners to submit evidence for assessments.
• It is the responsibility of the assessor to submit assessed
qualifications/awards for internal verification and to ensure that all
documentation has been completed.
Support and development.
• All assessors must be proactive in maintaining their CPD in accordance with
the above specifications and have annual development plans. These plans
will be audited by their respective internal verifier.
• All assessors are to use their internal verifier for advice and guidance on the
assessment process and on the interpretations of the occupational standards.
Signed

Director of Operations
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