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PROCEDURE FOR QUALITY ASSURANCE REVIEW OF COURSES
Company: Insight Training Effective Date: [Insert Date] Review Date: [Insert Date]
1. Purpose
This procedure outlines how Insight Training monitors, reviews, and improves the quality of its courses in line with Ofqual General Conditions of Recognition and awarding organisation requirements. It ensures consistent delivery, valid assessment, and positive learner outcomes.
2. Scope
This procedure applies to all programmes delivered by Insight Training, including training, assessment, and learner support activities.
3. Objectives
The quality assurance review process aims to:
· Monitor learner progress and achievement
· Ensure consistency and fairness in assessment
· Identify areas for improvement in delivery and support
· Maintain compliance with Ofqual and awarding body requirements
· Enhance learner experience and outcomes
4. Roles and Responsibilities
4.1 Quality Manager
· Oversee quality assurance processes
· Conduct internal audits and reviews
· Ensure compliance with regulatory requirements
4.2 Internal Quality Assurer (IQA)
· Sample assessment decisions
· Provide feedback to assessors
· Ensure consistency and standardisation
4.3 Trainers/Assessors
· Monitor learner progress
· Provide timely feedback
· Maintain accurate records
4.4 Centre Management
· Review performance data
· Approve improvement actions
· Allocate resources for quality improvement
5. Monitoring Learner Progress
5.1 Tracking Progress
· Maintain individual learner records
· Track attendance, engagement, and achievement
· Use progress reviews at agreed intervals
5.2 Reviews
· Conduct regular learner progress reviews (e.g., monthly or per unit)
· Set targets and action plans
· Identify support needs or risks of non-completion
5.3 Early Intervention
· Identify learners at risk of falling behind
· Provide additional support or adjustments
· Record interventions and outcomes
6. Assessment and Internal Quality Assurance
6.1 Assessment Monitoring
· Ensure assessments are valid, reliable, and fair
· Follow awarding organisation requirements
6.2 IQA Sampling
· Sample a range of assessors, learners, and units
· Include formative and summative assessments
· Document sampling plans and outcomes
6.3 Standardisation
· Hold regular standardisation meetings
· Ensure consistency in marking and feedback
7. Learner Feedback
7.1 Collection Methods
· Surveys (mid-course and end-of-course)
· Informal feedback
· Focus groups where appropriate
7.2 Use of Feedback
· Analyse feedback trends
· Identify strengths and areas for improvement
· Implement actions and monitor impact
8. Course Review Process
8.1 Data Review
· Analyse retention, achievement, and progression rates
· Review assessment outcomes and IQA findings
· Consider learner feedback and complaints
8.2 Review Meetings
· Conduct formal course review meetings at least annually
· Include trainers, IQAs, and management
8.3 Action Planning
· Develop quality improvement plans
· Assign responsibilities and deadlines
· Monitor completion of actions
9. Documentation and Record Keeping
· Maintain records of progress reviews, assessments, and IQA activities
· Store documentation securely in line with data protection requirements
· Ensure audit trail is clear and accessible for external review
10. Continuous Improvement
· Use quality assurance findings to inform staff development
· Update course materials and delivery methods
· Share best practice across the organisation
11. Compliance and Review
This procedure will be reviewed annually or in response to changes in Ofqual regulations or awarding organisation requirements.
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