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Internal Verification Policy and Procedures
Policy statement
City College is dedicated to assure the standards of assessment for each programme delivered are consistent, transparent and in accordance with the requirements of the awarding bodies. The work being assessed must serve the stated Learning Outcomes (LO) and the Assessment Criteria (A.C) of the programmes we offer and facilitate the student to achieve the stated qualification. Internal verification is a process undertaken to ensure that:
· An appropriately structured sample of assessor work from all programmes, sites and teams is verified
· Assessment and grading are consistent and fair across the programme. 

· Assessment instruments (assignments) are fit for purpose - i.e. they enable the student to produce evidence which meets the grading criteria. 

· Assessment decisions accurately judge student work (evidence) against the unit Assessment Criteria. 
· Feedback provided supports the development of each student

· Ensure that all centre assessment instruments are verified as fit for purpose

This policy is to ensure that the marks awarded to candidates accurately reflect their performance in accordance with the appropriate Internal Verification. This is also needed to demonstrate proper quality assurance to the examining body so that they know that the decisions made on candidate’s performance is fair and accurate. To ensure this, during the period of a programme, every candidate can expect their work will be checked by an Internal Verifier in line with the policy below. 
City College works with a number of stakeholders and partner organisations. Where students are enrolled with an external partner organisation, that partner organisation Internal Verification Policy will apply to that student journey, in terms of how their work is assessed and assured, complaints, grievances, applications for extensions and appeals. 
The Role of Internal Verifier 

Each programme will have an identified Internal Verifier who is not otherwise involved in the assessing or setting of work for the programme. Internal Verifiers will have the knowledge and expertise for which they are responsible to enable accurate judgments to be made with regard to the assignment brief and the student performance in relation to the assessment guidelines. 

The Internal Verifier’s role is to check the quality of assignment briefs before distribution to students and verify the quality of the assessment decisions to ensure that they meet the standards of awarding bodies. 
City College has an internal verification schedule for all its programmes. The Associate Director for Quality and Partnerships will monitor that Internal Verification is being carried out across all programmes in line with the Quality Calendar.

The Internal Verification process has five phases to ensure that assessment is valid, reliable, fair and free from bias covering all assessors, student and programme activity 

Planning
· Confirm that the IV schedule covers all units and all assessors on a programme. 

· Advise on the interpretation of awarding body standards. 

· IV all assignment briefs before their issuance to the students. 

Implementation
· Ensure an effective system of recording student achievement is in place. 

· Advise on opportunities for evidence generation and collection. 

· Keep records of the verification process for 3 years after certification. 

· Liaise with External Verifiers. 

Assessment / Internal Verification
· Provide advice and support to assessors on a regular basis. 

· Use subject specialism to sample assessed work to verify assessors’ judgements. 

· Check the quality of assessment to ensure that it is consistent, fair and reliable. 

· Ensure own assessment decisions are internally verified by another person. 

· Give feedback to assessors and identify action to be taken where appropriate. 

Follow up
· Ensure appropriate corrective action is taken when assignment briefs are not fit for purpose or when assessment decisions are not accurate. 

· Take part in the formal stages of any appeal. 

· Advise programme team on any training needs. 

· Provide feedback on aspects of the assessment system to the programme team, Senior Leadership Team and Awarding bodies. 

Standardisation
· Standardisation of assessment must take place when there is more than one assessor engaged in the delivery and assessment of an assignment or unit. 

· Standardisation meetings can be used to develop quality and consistency of assessment across assessors involved in different units across programmes. 

Role of the Assessor

The assessor is integral in ensuring students are clear about the assignment brief criteria they are expected to meet and that they are fully briefed on the skills, needed to be demonstrated. Tasks should enable students to demonstrate what they know, learn from and during their assessment practice and ensure all students have the opportunity to stretch and challenge themselves, aiming to achieve higher grades. 

All assessments provide opportunities for summative feedback which assessors should use to encourage students by giving feedback that is developmental. Explaining areas of good practice and opportunities for development Feedback should not specifically inform students of what to do but direct them in how they could change their study and assessment practice.
Marking and returning work should take place within the agreed timelines, usually, no more than four weeks from the submission deadline. All marked work and developmental feedback should be shared through Turn it In and records of achievement at Learning Outcome level reported to the Higher Education Manager. 

Assessors should ensure each candidate signs to confirm that the work is their own and that it is endorsed by the teacher after marking the work. A completed original cover sheet document must be attached to each student’s work. Assessors should be aware of the risks associated with plagiarism, assignment writing services and assignment farms. Any concerns regarding the authenticity of student work should be reported to the Programme Lead.
Assessors are responsible for the progression of their students and are required to report on progress at academic board, making professional judgements and recommendations based on empirical evidence.
Internal verification of assignment briefs
All centre devised assignment briefs must be internally verified, prior to the issuance to students to verify the briefs are fit for purpose using the internal verification report (appendix A) by ensuring:

· The tasks and evidence will allow students to address the higher grades criteria and is written in a clear and accessible language. 

· Student’s roles and tasks are vocationally relevant and appropriate to the level of the qualification. 

· Inclusion and equal opportunities are incorporated. 

Internal verification of the assignment briefs is carried out by an Internal Verifier who is familiar with the level of assessment and has subject knowledge of the programme area. The outcome of internal verification is recorded, and, if action is identified by the Internal Verifier, the assessor should complete this and return it to the Internal Verifier for sign off. Once the assignment is verified as fit for purpose, it may be issued to the students. The form is signed and dated for audit purposes by the External Verifier.

Internal Verification of Assessment Decisions
For any new qualification the following sample percentage is carried out:

· 1st year – 100%

· 2nd year – 50%

· 3rd year – 20%

This will reduce the risk and improve the quality of new provision or qualification. Provided that the quality of assessed work meets the standard then from the 3rd year the sample ratio will drop to the usual 20% Internal Verification of students’ work. 

A 20% sample of assessed work in every unit must be internally verified to check the accuracy of assessment. With this, each student and each assessor must have at least 20% of their work sampled to ensure consistency and quality.

Internal Verification of assessment decisions is carried out by a staff member who is familiar with level 4-6 assessments and has subject knowledge of the programme area. Again, internal verification of assessed work is recorded. If remedial actions are needed, the assessor should complete this and return it to the Internal Verifier for sign off.

Internal verification of assessment decisions is not back end-loaded. It is important that it is undertaken as soon as possible after assessment as this will improve the quality of assessment and not disadvantage students.

The Internal Verification feedback form includes the following questions:

· Which criteria has the assessor awarded? 

· Do they match the criteria targeted by the assignment brief? 

· Has the work been assessed accurately? 

· Is there constructive feedback on assessment? 

· Is feedback linked to relevant grading criteria? 

· Are there identified opportunities for improving performance? Has feedback on the development of English and maths been provided?
· Has an appropriate referencing system been used?

The Internal Verification Sample
During the course of the programme, every assessor, every unit and work from every assignment brief and every student is sampled. The sample is constructed in a way that ensures the entire assessment process has been done rigorously. It is the responsibility of the Associate Director for Quality and Partnerships to produce and disseminate the sample plan. The sample considers:

· The full range of assessment decisions made to be based upon: work meeting distinction criteria, merit criteria, pass criteria, and no criteria, should all be included in the sample if possible. 

· The experience of the assessor: new or inexperienced assessors will have more work verified than an experienced assessor. 

· New programmes: when a unit or programme is first introduced, the sample should be increased. 

· The size of the group of students. 

· Issues identified at previous external verification or centre risk assessment may affect the sample size. 

Related Policies 

This policy needs to be read in conjunction with other policies including:

· Quality Assurance and Delivery Policy
· Governance Code
· Equality and Diversity Policy

· Whistleblowing Policy

· Complaints Policy and Procedure

· Appeals Policy and Procedure
· Extenuating Circumstances Policy
Appendix A
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	INTERNAL VERIFIER CHECKLIST
	
	Comments
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Are accurate programme details shown?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Are accurate unit details shown?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Are clear deadlines for assessment given?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Is this assignment for whole or part of a unit?
	
	W/P
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Are the Assessment and Grading Criteria to be addressed listed?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Does each task show which criteria are being addressed?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Are these criteria actually addressed by the tasks?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Is it clear what evidence the student needs to generate?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Are the activities appropriate?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Is there a scenario or vocational context?
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	Is the language and presentation appropriate?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Is the timescale for the assignment
	
	Y/N*
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	Overall, is the assignment fit for purpose?
	
	Y/N*
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	*If ‘No’ is recorded and the Internal Verifier recommends remedial action before the brief is issued, the
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