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The Provider: Planning for the Internal Verification Process

QQI defines internal verification as the process by which the provider’s assessment policies and procedures are checked and monitored by the provider itself, on a sampling basis. This would include checking and monitoring all aspects of assessment practices, including checking that the provider’s assessment procedures have been applied consistently across assessment activities and verifying the accuracy of assessment results. 

It is the provider’s responsibility to establish and document procedures pertaining to all elements of their authentication process, in line with QQI guidelines. It is also the provider’s responsibility to decide how the process of internal verification is to be implemented, to manage the internal verification process and to assign an internal verifier(s). 

When planning the internal verification process, providers may consider the following:

Who

Determine who will be responsible for ensuring that all the documentation is available and collated prior to the internal verification process.

Determine how many internal verifier(s) will be required. The internal verifier may be assigned, according to the provider’s quality assurance agreement, to a:

· Location (for a multi-location provider)

· Learner group

· Field of learning 

· Major/minor award(s)

· Other

When

Determine a timescale for completing the internal verification process. Consideration should be given to the:

· Briefing of the internal verifier

· Other assessment related processes; external authentication, results approval,  appeals and requesting certification 

· Provider deadlines and key dates

· QQI deadlines and key dates

Where 

Determine where the work of the internal verifier is going to take place and where all the necessary information will be available. The location(s) chosen should facilitate the internal verifier in:

· Verifying assessment procedures. This will involve the review of all appropriate documentation

· Checking and confirming assessment results. This necessitates providing a secure location(s) where all learner assessment portfolios are available as well as other appropriate assessment documentation

What 

The following documentation should be available for the internal verification process:

· The provider’s procedures on:

· Fair and consistent assessment of learners

· Internal verification
· External authentication

· Results approval process

· Information on major and minor award(s)
· Assessment instruments (assessment briefs and examination papers) and associated documentation (marking schemes, outline solutions, assessment plans including submission dates)

· Authentication report (results sheet from the QBS) 
· Learner assessment evidence, including record of results for all learners (marking sheet(s)) 

· Internal verification report template

Consideration should be given to how the above documentation is made available and presented to the internal verifier to facilitate an efficient and effective process.

How

Devise an appropriate sampling strategy and make it available to the internal verifier(s) to allow him/her to sample the learner’s assessment portfolios to check and confirm assessment results

Facilitate the internal verifier to:
1. Verify adherence to the provider’s quality assured assessment procedures, by confirming that assessment policies and procedures have been implemented across all programmes:

· Appropriate assessment techniques, instruments and related documentation were used by the assessor and were in line with the requirements of the minor award specification
· Information on assessment was provided to learners, for example, submission dates, examination regulations, timetables and locations 

· Appropriate documentation was issued to learners, for example, assessment guidelines/ assessment briefs, assessment criteria

· Learner results were recorded using appropriate documentation, for example, marking sheet(s), the authentication report
2. Check assessment results for ALL learners to confirm that:

· A result is recorded for ALL learners listed on the authentication report
· Assessment evidence is available for ALL learner results listed on the authentication report 
Check assessment results for a SAMPLE of learners to verify that:

· Marks are totalled and percentage marks calculated correctly

· Marks are transferred correctly from learner evidence to learner marking sheet/record and percentage marks and grades allocated are consistent with QQI grading bands

3. Check the appropriate implementation of QQI’s Recognition of Previously Certified Learning arrangements to verify that:

· Results are entered correctly and the code assigned by QQI is appropriately entered in the certification system

· All original documentation relating to the exemption (including QQI correspondence, as appropriate) is available

Have a system in place that will allow the internal verifier to:

· Confirm that evidence is available for all learners presented for an award, i.e. evidence for all minors is available for the major award

· Note errors and record corrections made

· Deal with irregularities identified, including notifying appropriate staff and taking corrective action, as per agreed procedures

Allow sufficient timescale for the completion of the internal verification report on the template provided by the provider.
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