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Provider Checklist for the Internal Verification Process

	Preparing for Internal Verification


	Establish a system for conducting internal verification considering the following: 
	

	· the frequency of internal verification 
	(

	· the provider’s sampling strategy
	(

	· the dates during which internal verification will occur
	(

	· who will be responsible for ensuring all documentation needed for the internal verification process will be gathered, collated and made available
	(

	· how many internal verifiers will be required 
	(

	· who will act as internal verifier
	(

	· where will internal verification take place
	(

	· how and when will internal verifiers be briefed on their role 
	(

	· the procedures to be followed in the case where the internal verifier identifies irregularities or errors

	(

	Agree with the internal verifier the date by which the internal verification report will be completed

	(

	During Internal Verification


	Make the following available to the internal verifier(s):
	

	· the provider’s procedures on fair and consistent assessment of learners

	(

	· the provider’s sampling strategy

	(

	· award specification(s) and validated programmes
	(

	· assessment instruments - assessment briefs and examination papers

· associated documentation - marking schemes, outline solutions

	(

(

	· assessment documentation, as appropriate - dates, times, locations and regulations for examinations and skills demonstrations, assessment plans including submission dates

	(

	· ALL learner assessment portfolios including completed marking sheet(s) 

	(

	· ALL learner assessment results recorded on an authentication report (results sheet from QBS)

	(

	· any documentation relating to an exemption for other certification (including QQI correspondence as appropriate)

	(

	· internal verification report template

	(

	Designate a person(s), with appropriate authority, to be available as a contact person for the internal verifier should an issue arise

	(

	Facilitate the internal verifier in dealing with any irregularities identified, in notifying appropriate staff and in taking corrective action, as agreed with the provider and as documented in the provider’s quality assurance agreement


	(

	After Internal Verification


	Request the completed internal verification report from the internal verifier

	(

	Make the internal verification report available to the external authenticator(s) and the results approval panel
	(

	Review and internally monitor the internal verification process 
	(
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