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Quality Assuring Assessment Toolkit
to support providers in implementing Quality Assurance Policy B6: Fair and Consistent Assessment of Learners.

Internal Verification

External Authentication

Results Approval

Learner Appeals
December 2014 (revised) 

Quality Assuring Assessment Toolkit
This toolkit has been developed by the Further Education Support Service (FESS) to support providers in implementing the quality assurance policy area on fair and consistent assessment of learners.

FESS would like to acknowledge the participation and contributions of City of Dublin ETB, Dublin and DunLaoghaire ETB Dublin and Tipperary ETB in the compilation of this resource.

In using this resource please note the following:

· This toolkit is not intended to be prescriptive.  It provides sample documentation/templates to support and inform the implementation of the quality assuring assessment processes.  These include internal verification, external authentication, results approval and appeals
· The toolkit may be adapted to suit a provider’s own quality assurance procedures
· Within the checklists, items in italics can be included or discounted depending on the QA procedures in your provider/centre

· The following report templates are based on QQI templates

· Internal verification report

· External authentication report

Provider/Centre Name Internal Verification Procedures
QQI defines internal verification (IV) as the “process by which the provider’s assessment policies and procedures… are monitored by the provider itself”.  (QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013)
The IV process involves:

· Verifying that the provider’s assessment procedures have been applied across the range of assessment activities
· Confirming assessment results by checking learner evidence exists and marks and grades are recorded correctly

Provider/centre name will ensure that the following steps are followed:
1. Verification that assessment procedures as agreed in provider/centre name QA agreement with QQI have been followed for each learner group/component (module) group entered for certification.  This includes that the following are available: copy of component specification/s, validated programme module/s, completed provisional results sheet(s)/report(s), assessment brief/s, examination paper/s, marking scheme/s, outline solution/s, assessment plan/s and examination timetable/s
2. For ALL learner portfolios – verification that there is a portfolio of evidence for each learner and that result/s are recorded

3. For the sample of learner portfolios, verification that:
a. Assessment procedures as agreed in provider/centre name QA agreement with QQI have been followed for each learner group/component (module) group entered for certification.  This includes checking that the evidence in each portfolio matches the techniques in the component specification / validated programme, work is signed by the learner indicating that it is their own work, deadline dates for submission of evidence issued to learners

b. Marks and grades are recorded correctly and are transferred from learner evidence to marking sheets/provisional results sheets

c. Percentage marks and grades allocated are consistent with QQI grading bands
4. For the sample chosen, the internal verifier will indicate that those portfolios have been internally verified   e.g. the internal verifier will circle the mark on the provisional results sheet and initial each of the portfolios that have been internally verified
5. Checklists and reports will be completed by relevant staff

The attached documents will assist with the process:

1. Provider/Centre Name Teacher/Assessor Checklist – Preparing for the Authentication Process

2. Provider/Centre Name Internal Verification Checklist

3. Provider/Centre Name Internal Verification Report

4. Provider/Centre Name Sampling Strategy for the Authentication  Process (Appendix 1)
Provider/Centre Name Teacher/Assessor Checklist - Preparing for the Authentication Process (IV & EA)
Name of Teacher/Assessor: 



 
Component Name and Code: 








Learner Group Name: 


_____________ 
Number of Learners entered for Assessment: 


___________________
	Please ensure the following are in place for the authentication process:
	Please tick when complete, or mark n/a if not applicable

	1. Copy of component specification
	(

	2. Copy of validated programme module
	(

	3. Assessment plan available, including examination timetable, if appropriate
	(

	4. Assessment briefs 
	(

	5. Examination papers
	(

	6. Marking schemes
	(

	7. Outline solutions 
	(

	8. Correct number of assessment portfolios 
	(

	9. All assessment portfolios in alphabetical order
	(

	10. Correct assessment techniques applied
	(

	11. Results are entered into the QQI Business System (QBS)
	(

	12. All evidence marked, marks totalled correctly, percentage marks calculated and grades awarded correctly
	(

	13. Completed learner marking sheet/s attached to each portfolio
	(

	14. Completed provisional results sheet/report
	(

	15. Marks transferred correctly to provisional results sheet/report
	(

	16. Integrated assessment evidence is clearly identified
	(

	17. Results entry procedures for exemptions(credits for other certification) applied correctly 
	(

	18. Learner authorship statement signed
	(

	19. Deadline dates indicated on assessment brief
	(

	20. Learner feedback recorded on assessment brief
	(

	21. Results are amended on the QBS after IV and prior to the EA visit, if required
	(


Teacher/Assessor Signature: 










  Date: 





Provider/Centre Name Internal Verification (IV) Checklist
Teacher/Tutor Name:  



  Learner Group Name: 



Component Name and Code: 




Number of Learners: 

  

 Sample Size (Provider/Centre Name sampling strategy attached): 





Check the following are available, if applicable (tick as appropriate)

	Provisional Results Sheet/Report

Yes    (    No      (
	Component Specification

Yes   (      No  (
	Assessment Briefs

Yes   (      No   (
	Examination Papers

Yes       (     No   (
n/a     (
	Outline Solutions

Yes    (    No  (
n/a   (
	Marking Schemes

Yes     (     No  (
	Assessment Plan

Yes   (     No  (
	Examination Timetable

Yes       (       No   (


	Items to be checked for ALL learners
	Yes
	No
	Comments

	Does the number of portfolios available match the provisional results sheet/report? 
	
	
	

	Is there a mark assigned to every learner listed on the provisional results sheet/report? (Where an exemption applies, is the QQI-assigned code entered?)
	
	
	

	Items to be checked for the selected sample of learner evidence
	Yes
	No
	N/A
	Comments

	Does the evidence in each portfolio match the techniques in the component specification / validated programme?
	
	
	
	

	Are learner marking sheet/s attached to each portfolio?
	
	
	
	

	Are marks totalled / percentage marks calculated /grades allocated correctly?
	
	
	
	

	Are the marks transferred correctly from learner marking sheets to the provisional results sheet/report?
	
	
	
	

	Where exemptions (credits for other certification) apply is the correct documentation in the portfolio to verify this?
	
	
	
	

	Is there a signed statement/s in the portfolio indicating that the work is the learner’s own?
	
	
	
	

	Is there evidence that deadline dates for the submission of assessment evidence were issued to learners?
	
	
	
	

	Is there evidence that feedback was given to learners?
	
	
	
	


Signed: 










  Date: 









Named Provider
	Provider/Centre Name Internal Verification Report


This template is provided as a tool for colleges/centres.  A college/centre may however devise its’ own internal verification report.  They must ensure the process outlined for internal verification is adhered to and verified in the report.

	Registered Provider/Centre Name: 
	

	Registered Number: 
	


	Named award(s) and codes (Include major and minor awards)

Named award(s) for which results are being internally verified (sampled)

	· 


	Date of internal verification: 


	


	Names and signatures of staff member(s) who completed internal verification for above awards: 
	1. Name:
Signature: 

2. Name:
Signature:

3. Name:
Signature:




	Internal verification

Monitoring assessment results


Total number of learners for whom evidence were sampled:……….…….
 Number of learners in the sample:....................................
	Please complete for each named award/group of learner results verified  
	Is the documentation available and completed correctly? e.g. mark sheets, learner records
	Is sufficient and reliable assessment evidence available for all learners presented?
	Was the evidence generated in accordance with appropriate assessment techniques and instruments? 
	Have marks been correctly totalled and grades awarded in line with QQI requirements   
	  

	Named award title 
	Yes
	No
	Yes
	No
	Yes
	No
	Yes
	No
	Comments/action points (if ‘No’ please identify issues/make recommendations) 

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Assessment processes and procedures
	Verification of adherence to provider/centre name’s assessment procedures. Commentary should be provided as appropriate.  



	Basis on which sample of learner evidence was selected (i.e. Identify learner groups and total learner population being sampled and sample size selected)
	

	Assessment procedures

I (we) confirm that the assessment procedures as agreed through this provider/centre name’s quality assurance have been applied across all assessment activities for this award.
Tick as appropriate

Yes

No


	Comment as appropriate (If ‘No’ – identify issues arising and corrective action taken) 




Principal / Co-ordinator of Internal Verification Process:

Name: ………………………………….

Signature:………………………………..………


Date:………………………………………

Provider/Centre Name External Authentication Procedures
QQI defines external authentication as the process that aims “to provide independent authoritative confirmation of fair and consistent assessment of learners, in accordance with national standards”.  (QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013).

Selecting the External Authenticator
Provider/centre name will select appropriately trained and briefed external authenticator/s. 

The external authenticator will moderate results for awards in fields/sub fields in which the authenticator has broad subject matter expertise. Given their professional status it is expected that all external authenticators will possess the expertise necessary to moderate results in general areas, for example, Communications.  In selecting an appropriate external authenticator care will be taken by the provider centre/name to ensure that the authenticator:
· Has technical/subject matter expertise within the appropriate award area/field of learning

· Has experience of delivering programme assessment or work in the industry/field

· Agrees to undertake appropriate training and to attend appropriate briefings

· Has the qualities necessary to interact with learners, assessors and senior staff members, as appropriate

· Has administrative and I.T. skills

· Can undertake to operate within the code of practice and guidelines issued by QQI, as appropriate
· Is available to the provider/centre name at appropriate times

· Is independent of the centre to which s/he is assigned 
· Informs them of any potential conflict of interest that may compromise their role
Timeframe for External Authentication

External authentication is part of provider/centre name quality assuring assessment process and will take place after the learners have been assessed and after the internal verification process.  External authentication will take place before the results approval process is implemented.  In planning for external authentication consideration will be given to the following:
· The other assessment related processes: internal verification, results approval, requesting certification and appeals

· The provider/centre name deadlines and key dates

· QQI certification deadlines and key dates

All major, special purpose and supplemental award areas will have an external authenticator assigned per annum and all minor awards will be authenticated at least once every two years.
Location for External Authentication
In choosing a location for external authentication care will be taken to ensure that all required documentation and equipment is available. The external authenticator will also meet with staff and learners, as appropriate. Ultimately the location chosen will facilitate the external authenticator to:

· Confirm the fair and consistent assessment of learners

· Review the internal verification report/s
· Apply the provider/centre name sampling strategy 

· Moderate assessment results

· Visit the centre and meet with appropriate staff and learners

· Participate in the results approval process, if agreed

· Identify any issues/irregularities in relation to the assessment process

· Recommend results for approval

· Produce an external authentication report (see provider/centre name template attached)
Documentation to be available for the External Authentication Process
· Relevant award specifications and validated programme modules
· All relevant assessment instruments and appropriate supporting documentation, for example, briefs, examination papers, marking schemes and outline solutions

· The assessment plan/s
· All learner assessment evidence

· All learner assessment results recorded on provisional results sheet/s
· List of assessors per programme module and/or class group

· Internal verification report/s
· Provider/centre name sampling strategy

· Appropriate equipment to moderate assessment evidence produced in a multi-media format must also be provided, as appropriate.

Conducting External Authentication
The external authenticator will work through the following stages of the process:
1. Confirm arrangements with the provider/centre name
2. Conduct the authentication process

3. Moderate the assessment results by reviewing the learner evidence yielded by the provider/centre name sampling strategy

4. Report back to the provider/centre name by completing the provider/centre name external authentication report – template attached
In order to moderate the assessment results, the external authenticator will:

· Review the award standards 

· Review the QQI grading criteria

· Confirm assessment techniques and instruments are appropriate 

· Ensure consistency with the award requirements

· Confirm the assessment criteria and marking sheets are appropriate

· Judge a sample of learner evidence and results to ensure consistency with the award standard and grading criteria
External Authenticator Checklist
Provider/Centre Name 
	Preparation for External Authentication

	Attend external authenticator briefing(s), as required
	(⁭

	Be familiar with relevant external authentication guidelines
	(⁭

	Be familiar with QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013
	(⁭⁭

	Be familiar with QQI award structures, as appropriate
	(⁭

	Be familiar with QQI award standards:
	

	· Component specifications 
· QQI grading criteria 

· QQI grade bands

· Grid of level indicators from National Framework of Qualifications (NFQ)
	(⁭

(⁭

(⁭

(⁭

	Be familiar with QQI assessment principles and techniques
	(⁭

	Be familiar with QQI’s Recognition of Previously Certified Learning arrangements
	(⁭

	Agree terms and conditions for the authentication process with provider

· Dates/times/venues

· Volume of work – award(s) (names, code and levels)  and numbers of assessment portfolios to be authenticated by each authenticator

· Paperwork to be completed and the time allocated to this

· The date by which the external authentication report will be completed

· Other responsibilities – for example, providing feedback to appropriate personnel and availability to the results approval panel

· Remuneration (if appropriate)
	⁭
(⁭

(⁭

(⁭

(⁭

(⁭

(⁭

	Confirm, with the provider, the availability of:

· Validated programmes
· ALL relevant assessment instruments and appropriate supporting documentation (assessment briefs, examination papers, marking schemes, outline solutions and assessment plan(s))

· ALL learner assessment evidence

· ALL learner assessment results recorded on appropriate results sheet(s)
· List of assessors per programme module and/or class group

· Internal verification report(s) 

· The provider’s sampling strategy 
· Appropriate equipment to moderate assessment evidence produced in a multi-media format, if required
	⁭
(⁭
(⁭

(⁭

(⁭

(⁭

(⁭

(⁭

(⁭


	Conducting External Authentication

	Arrive at agreed location and meet with appropriate personnel
	⁭(⁭

	Review the internal verification report 
	⁭(⁭

	Apply the provider’s sampling strategy 
	⁭(⁭

	Ensure that the selected sample:
	

	· is sufficient in size
	⁭(⁭

	· reflects the spread of grades including results that are borderline between the grades
	⁭(⁭

	· includes evidence from each assessor and programme
	⁭(⁭

	· reflects ALL centres
	⁭(⁭

	Read the assessment briefs, examination papers and associated documentation
	⁭(⁭

	Ensure any special requirements related to the award  are documented
	⁭(⁭

	Determine the cut-off points by moderating results at the borderline marks:
	

	· Pass/Unsuccessful (Referred)
	⁭(⁭

	· Distinction/Merit
	⁭(⁭

	· Merit/Pass 
	⁭(⁭

	Transfer moderated marks to appropriate column on appropriate results sheet(s)
	⁭(⁭

	Sign the marking sheet(s) in the portfolio
	⁭(⁭

	Complete the moderation process for the remainder of the sample
	⁭(⁭

	Sign the appropriate results sheet(s)
	⁭(⁭

	Authenticate the findings/outcomes of the internal verification report(s)
	⁭(⁭

	Identify any issues arising, concerns, examples of good practice and areas for improvement for inclusion in the external authentication report
	⁭(⁭

	Document ALL changes made during moderation (to be attached to the external authentication report)
	⁭(⁭

	Give constructive feedback to appropriate personnel
	⁭(⁭


	
Concluding External Authentication

	Complete external authentication report by agreed date
	⁭(⁭

	Contact QQI if you have serious concerns with regard to the integrity of the provider’s assessment process
	⁭(⁭

	Attend results approval panel meeting (if agreed)
	⁭(⁭


Signed: 







 Date: 





Named Provider
	Provider/Centre Name External Authentication Report


This template is provided as a tool for colleges/centres and external authenticators.  A college/centre may however devise its’ own external authentication report.  They must ensure the process outline for external authentication is adhered to and verified in the report. 
	Provider/Centre Name: 
	

	Registered Number: 
	

	Date/s of External Authentication Process: 
	


	Indicate sample basis and sample size: 
	The basis on which the sample was selected should be identified here, i.e. the sample was taken for Named Award ‘X’ from learners or portfolios across 3 centres.  Total number of learners or portfolios = 220, sample size (√n + 1 selected across the spread of grades) = 16.  Where the sample is taken from across more than one centre, the centres included in the sample should be listed in this report (see appendix 1 for provider/centre name sampling strategy). 


	Named award(s) and codes for sample selected

(Major and component award(s) for which results are being externally authenticated)


	· 


	External Authenticator details 
	Name: 

Address/contact details:
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	Provider/Centre Name Report on Moderation of Assessment Results


	Please complete for each named award/group of assessment results being authenticated
	Have the results been internally verified by the college/centre? 
	Was the evidence assessed in accordance with techniques outlined in the Award Specification?
	Are the results presented consistent with national standards for the award?  (If no, identify results which have been changed.
	Comments/Action Points (If ‘No’ identify issues/make recommendations).  

	Component award title
	Yes
	No
	Yes
	No
	Yes
	No
	Comments
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	Component Awards moderated
	

	Number of grades changed
	

	% of grades changed
	


	Describe examples of good practice observed/identify concerns:
	

	Outline areas for improvement
	


	Signatures:


	External Authenticator: 
Date:

Principal:                                                                                                    Date:


This report will be made available by the provider/centre name to the results approval panel and the QQI monitor.
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Provider/Centre Name Results Approval Procedures

QQI states that “procedures should be put in place to ensure that results are approved and signed off by the results approval panel”.  (QQI Quality Assuring Assessment, Guidelines for Providers, revised 2013).
Provider/centre name results approval process will:
· ensure that results are fully quality assured and signed off by the provider/centre name prior to submission to QQI
· ensure appropriate decisions are taken regarding the outcome of the assessment and authentication processes

· ensure assessment decisions and results are reviewed, judged and processed in a fair, consistent and transparent manner

Establishing a Results Approval Panel
· Membership

· Can include any of the following:  college/centre management, staff members, assessors, internal verifier/s and external authenticators, if appropriate
· Terms of Reference

· Meets as required to review and approve assessment results
· Reviews internal verification & external authentication report/s
· ensure the results are fully quality assured & signed off by the provider/centre name 

· Agrees to the submission of final results to QQI to request certification
· Recommend that results be made available to learners

· Identifies any issues arising in relation to the results and makes recommendations for corrective action
· Frequency

· At least once during certification period

· Complete the provider/centre name results approval panel meeting report (template attached)

· Following results approval, the provider/centre name   will request certification from QQI on behalf of learners.  This will be done in line with QQI certification dates/deadlines available on www.qqi.ie   The provider/centre name will print the submission summary from QBS for their records.  
Provider/Centre Name Results Approval Panel Meeting Report

Date of Meeting: 



Chairperson: 





Attendees: 

	Name
	Role in Centre
	Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Review of Reports

	Internal Verification Report/s Reviewed
	(

	Issues arising/evidence of good practice


	

	External Authentication Report/s Reviewed
	(

	Issues arising/evidence of good practice


	


	Corrective Action if recommended by the Results Approval Panel

	


	Results Approval

	Final results approved
	(

	Declaration of quality assured assessment results
	(


Signed by Chairperson: 





 Date: 





Provider/Centre Name Appeals Process

QQI states that “a provider should put in place an appeals process.  An appeals process will enable the learner to appeal

· The assessment process, if they perceive there to be any irregularities/inequality in its implementation

· The assessment result”
Only approved results can be formally appealed by the learner.
(QQI Quality Assuring Assessment, Guidelines for Providers, revised 2013).
Please note:  Currently some ETBs/centres avail of the ETB appeals process.  Further information on this is available from City of Dublin ETB or Cork ETB.

Provider/centre name will ensure the following:
· Information will be given to all learners on the appeals process, including procedures and deadlines for submitting an appeal – A minimum of 14 days (10 working days) will be allowed for learners to lodge an appeal.
· A learner must lodge their appeal in writing directly to the provider/centre name.   Learners will complete the learner appeals application form if using the ETB appeals process.  A fee of €....  will apply per appeal and will be refunded to the learner if the outcome of the appeal is successful.   
· Only evidence that has previously been presented by the learner, and has been retained in provider/centre name following the final assessment can be considered as part of an appeal.  No new evidence can be submitted.
· All assessment evidence as required by the component specification / validated programme module must be available for the appeal.  Any evidence not available will be assumed not to have been completed or submitted.
· Provider/centre name/ETB will process the appeal within a reasonable timeframe and will ensure that the appeal assessor is not the original assessor.  
· Provider/centre name will inform the learner of the outcome of the appeal within a reasonable timeframe.
· Following completion of the appeals process, QQI will be informed by the provider/centre name/ETB of appeal outcomes.  QQI will make any required amendments to grades on the QQI Business System (QBS) & will re-issue a certificate for learners, as appropriate.
Appendix 1

Provider/Centre Name
Sample - Sampling Strategy for Internal Verification and External Authentication
Assessment portfolios for ALL minor awards will be internally verified and externally authenticated. 
The sampling strategy for provider/centre name will be applied by the internal verifier and the external authenticator.  A minimum of 12 assessment portfolios will be included in the sample. If there are 12 or less assessment portfolios for a minor award, all portfolios will be internally verified and externally authenticated.

If there are more than 12 assessment portfolios, the sample will be selected using the following formula: √n + 1, where n is the total number of assessment portfolios in a specified range. See table below:
	Number of portfolios (range)
	Minimum Sample size 

	0 - 12
	all

	13 - 144
	13

	145-169
	14

	170-196
	15

	197-225
	16

	226-256
	17

	257-289
	18

	290-324
	19

	325-361
	20

	362-400
	21

	401-441
	22

	442-484
	23

	485-529
	24


Where the same minor award is offered in a number of courses (and/or locations) in provider/centre name, these portfolios may be combined for the purposes of sampling. If this is the case, the assessment portfolios will be clearly identified per course (and location) and per assessor so the internal verifier and the external authenticator can ensure the sample chosen includes assessment portfolios from each course (and location) and each assessor.

Assessment portfolios selected by the external authenticator must include the following in the sample, so as to allow the external authenticator to determine the cut-off points between the grades: 

· The lowest Pass

· The highest Unsuccessful

· The lowest Distinction

· The highest Merit

· The lowest Merit

· The highest Pass

The remaining number of assessment portfolios will be randomly chosen, across all the grade bands, until the sample quota is reached. 
2014, Further Education Support Service
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