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PROCEDURE: MANAGING INTERNAL & EXTERNAL ASSESSMENT
1. Purpose
This procedure ensures all assessments are:
· Fair, valid, and reliable 
· Consistent across all courses 
· Secure and confidential 
It supports learners to achieve their full potential while maintaining the credibility of qualifications.

2. Key Rules (Must Always Be Followed)
· Assessment materials and mark schemes must remain confidential at all times 
· Marking must be done in a secure environment 
· Assessment content must only be discussed with Assessors and IQAs for quality purposes 
· Learner work must be authentic and their own 

3. Assessment Process (Step-by-Step)
Step 1: Plan Assessment
· Create an assessment plan before the course starts 
· Share the plan with learners at the beginning 
· Ensure assessments are: 
· Clearly explained 
· Spread out evenly 
· Linked to qualification criteria 

Step 2: Prepare Learners
· Explain: 
· What they will be assessed on 
· When assessments will take place 
· How feedback will be given 
· Make learners aware of: 
· Deadlines 
· Appeals process 
· Rules on plagiarism 

Step 3: Deliver Assessment
· Carry out assessments in a suitable, controlled environment 
· Follow awarding body requirements at all times 
· Ensure learners have enough time and support 

Step 4: Marking & Feedback
· Mark work securely and confidentially 
· Assess only against official criteria 
· Provide: 
· Clear 
· Constructive 
· Timely feedback (within 3 weeks) 

4. Internal Quality Assurance (IQA)
Step 5: Plan Sampling
· Create a sampling plan at the start of the course 
· Ensure sampling includes: 
· All assessors 
· Different learners 
· All units 

Step 6: Carry Out Internal Verification
The IQA will check that assessment is:
· Valid – meets qualification standards 
· Authentic – learner’s own work 
· Reliable – consistent decisions 
· Current – up to date 
· Sufficient – fully meets criteria 
Sampling includes:
· Formative (during assessment) 
· Summative (after assessment) 

Step 7: Give Feedback to Assessors
· IQA provides written feedback after sampling 
· Any actions must be: 
· Clear 
· Agreed 
· Completed promptly 

Step 8: Record Keeping
· Keep all records: 
· Secure 
· Accurate 
· Up to date 
· Store IQA and assessment documents safely for audit 

5. External Verification (EV)
Step 9: Prepare for External Visit
· Agree a date with the External Verifier 
· Ensure: 
· All records are up to date 
· Sampling is complete 
· Previous actions are addressed 

Step 10: During the Visit
· Provide: 
· Learner work samples 
· Assessment records 
· IQA documentation 
· Ensure key staff are available 

Step 11: After the Visit
· Review the External Verifier report 
· Complete any required actions 
· Add actions to the Quality Improvement Plan (QIP) 

6. Appeals Process (Simple Overview)
If a learner disagrees with a result:
1. Speak to the Assessor 
2. If unresolved → IQA reviews decision 
3. If still unresolved → Formal panel review 

7. Malpractice & Security
Not Allowed:
· Sharing assessment materials 
· Helping learners unfairly 
· Plagiarism or copied work 
· Falsifying records 
If suspected:
· Investigation will take place 
· Action will be taken (staff or learner) 
· Awarding body may be informed 

8. Responsibilities
Assessors
· Plan and deliver fair assessments 
· Give clear feedback 
· Follow all procedures 

IQA
· Monitor assessment quality 
· Sample work 
· Support assessors 
Management
· Ensure procedures are followed 
· Monitor quality and improvement 

9. Review
This procedure is reviewed annually and updated as required
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