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Support for the Internal Verifier

Internal verification of assessment procedures and assessment results takes place on a sampling basis. The sample will be based on the provider’s sampling strategy, appropriate to local context.
The role of the internal verifier is to: 

· Verify that the provider’s assessment procedures have been applied across the range of assessment activities

· Confirm assessment results by:

· Checking learner evidence exists 

· Confirming marks and grades are recorded accurately

· Checking that the QQI facility for gaining exemptions for other certification is properly implemented

· Complete an internal verification report

In order for the internal verifier to carry out the role, s/he will need to be familiar with the: 

· Assessment requirements of the appropriate award
· Provider’s quality assurance agreement and procedures, specifically in relation to fair and consistent assessment of learners

The internal verifier should also confirm with the provider what s/he should do in case an error, omission, irregularity or issue arises. The provider should have procedures in place to deal with issues and the internal verifier needs to be aware of these procedures so s/he can implement them while participating in the internal verification process.

Internal verification is undertaken prior to the external authentication process and the results approval process. 

Please Note: 
QQI has published Quality Assuring Assessment, Guidelines for Providers, Revised 2013 and it is primarily from this publication that the following resource has been developed. 

Ultimately, however, it is the responsibility of the provider to decide how the process of internal verification will be conducted within its own context.

The Process of Internal Verification 

	The role of the Internal Verifier is to:


	How the Internal Verifier may do this:

	1. Confirm that the provider’s assessment policies and procedures are implemented across all programmes:


	Consult the provider’s quality assurance agreement in relation to fair and consistent assessment of learners to be clear on how the provider plans and manages all aspects of assessment practices.


	· Confirm that learner evidence matches the assessment requirements of the award standard by confirming assessment techniques used are appropriate

	Consult the component specification(s) which indicate(s) the assessment technique(s) that will be used by the assessor to assess the learners. The component specification(s) should be made available by the provider. They can also be found on www.qqi.ie.
Confirm that these are the techniques that were used to assess the learner.


	· Confirm that learner evidence has been generated as agreed within the validated programme


	Consult the provider’s validated programme which will describe how assessment evidence will be generated by the learner in terms of the technique to be used, the weighting of each technique, the time allocated to the learner to complete the assessment, the format the assessment will take and broad assessment criteria which will be applied when marking the assessment material. Confirm that the learner evidence produced is in line with the above information.


	· Confirm that information on assessment was provided to learners 


	Information on assessment that will be provided to learners may include:

· information on dates for submission of assessment material

· examination dates, times, locations, conditions, regulations

· skills demonstration dates, times, conditions, regulations

· other information as per the provider’s quality assurance agreement

Evidence that this information was given to learners may be found in the:

· assessment plan for the programme 

· assessment briefs issued to learners which will include submission dates

· examination timetable(s)

· learner handbook



	· Confirm that appropriate documentation was issued to learners 


	Appropriate documentation regarding assessment that must be issued to learners includes, as appropriate:

· assessment briefs and assessment criteria 

· examination papers
There are six assessment techniques associated with QQI awards. Each of the techniques requires the assessor to develop an assessment instrument, outlining what the learner is required to do, by what date and how the work will be marked.  

For an assignment, a project, a collection of work, a learner record and a skills demonstration the assessor should devise a brief. The brief should include information on submission dates, guidelines on how the assessment work should be produced and assessment criteria outlining how the work will be marked. 

While the assessor may not make a detailed marking scheme available to the learner, it is important that each brief is accompanied by a detailed marking scheme and that the internal verifier confirms that both the brief and marking scheme are available for the external authentication process.

For an examination the learner should receive an examination paper. 

While the assessor may not make a detailed marking scheme available to the learner, it is important that each examination paper is accompanied by a detailed marking scheme and a set of outline solutions and that the internal verifier confirms that these are available for the external authentication process.



	· Confirm that appropriate documentation was used to record learner results


	Each portfolio of assessment must have a marking sheet(s) completed and attached to the front of it. The marking sheet(s) must be signed and dated by the assessor.

The provider should also provide the internal verifier with a copy of the authentication report (results sheet from the QBS) with all the learners listed together with their mark and grade.
The internal verifier should confirm the existence of this documentation and confirm that it is properly filled in.


	2. Confirm that for ALL learners requesting certification that:

· results are recorded for ALL learners 

· evidence is available for ALL learner results recorded


	Confirm that there is a result recorded for every learner listed on the authentication report.
Confirm that there is a portfolio of assessment for each learner for whom there is a result recorded on the authentication report. 
Learners who are registered as ‘W’ on the authentication report should not be included in this process as they have been withdrawn and will not be seeking certification at this time.

Please note: Confirming that the work is marked in accordance with national standards is not generally the role of the internal verifier.
If the internal verifier finds that evidence is missing, s/he must inform the provider/delegated person so that appropriate action can be taken. 

Any findings concerning missing evidence and details of corrective action taken should be noted for inclusion in the internal verification report.



	3. Confirm that, for a sample of learners:

· marks are totalled and percentage marks calculated correctly 

· marks are transferred correctly from learner evidence to learner marking sheet/record

· percentage marks and grades allocated are consistent with QQI grading bands

Note errors and record corrections made  


	The provider must provide the internal verifier with a sampling strategy indicating how to choose which learner portfolios to check. 

Levels 1, 2 and 3

The portfolios are graded as successful or they are referred back to the learner for additional work. There is no adding up of marks or calculating percentage marks at this level.

Levels 4, 5 and 6
For each portfolio included in the sample the internal verifier must:

· Add up the marks that the learner has achieved. This is probably easiest to do on the marking sheet(s).

· Check that the mark on the marking sheet(s) is the same as the mark entered on the authentication report.

· Check that the grade allocated to the learner is consistent with QQI grading bands. If the authentication report has been printed from the QBS then the grades will have been automatically assigned by the QBS.

· If you notice any errors or mis-calculations note these and follow agreed procedures to rectify the error. If the agreed procedure was that the internal verifier would make any changes to mistakes in calculations, ensure to communicate the mistake to the provider/designated person so that the error can be corrected on the QBS.



	4. Identify any irregularities, notify appropriate staff and take corrective action if required as per agreed procedures  


	In accordance with QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013, the internal verifier will confirm that evidence is available for learners presented for an award. In other words the internal verifier will confirm that evidence for all minor awards is available for the major award, as appropriate. 
The relevant structure for each major, special purpose and supplemental award should be made available by the provider. This information is also available on www.qqi.ie. 

If an issue relating to this or if another irregularity or issue arises it should be included in the internal verification report so that it is brought to the attention of the provider and subsequently to the attention of the external authenticator and the results approval panel. 

Issues and irregularities should also be reported to the appropriate staff member(s), as per the provider’s procedures for the internal verification process. 

It is important that corrective action be taken by the provider to remedy any errors, omissions or irregularities identified. Procedures for dealing with such issues should be agreed with the provider before commencing the internal verification process.



	5. Check, where results were attained through an exemption process, that

· ‘results’ entry procedures are applied correctly and the code assigned by QQI is appropriately entered in the certification system at time of entry
· all original documentation relating to the exemption (including QQI correspondence) is available 
	Learners may use prior certification to gain an exemption from completing some elements of a programme. 

In some cases QQI may decide to grant an exemption to a learner based on a specific request by the provider.


If a learner is using previous certification to gain a credit for a QQI award, then the original certificate OR a copy of the original certificate, signed by the Principal/Director or designated person, must be available for the authentication process. Any correspondence from QQI, relating to an exemption, should also be available.

The internal verifier should confirm the existence of the relevant certificate in lieu of a portfolio of assessment.
The internal verifier should also confirm that the learner has been graded as E for exemption on the authentication report when using previous certification


	6. Complete an internal verification report


	The internal verifier must complete an internal verification report using the template provided by the provider. 

Once completed by the internal verifier, this report should be made available to the provider who in turn will make it available to the external authenticator and the results approval panel. 


The internal verification report should also be filed for the provider’s self evaluation process and internal monitoring process and made available to the QQI monitoring process, on request.
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