[image: image1.jpg]




The Results Approval Process

(Including the Results Approval Panel)

Introduction

In accordance with a provider’s quality assurance agreement, providers must establish a results approval process.

The results approval process is a key stage in the provider’s assessment process and “ensures that appropriate decisions are taken regarding the outcome of the assessment and authentication processes.” QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013, p. 28
The results approval process takes place following completion of the authentication process which includes the internal verification process and the external authentication process.  The process must include consideration of the internal verification and external authentication reports.
Results must be approved before being submitted to QQI, i.e. it is the responsibility of the results approval panel to agree that the results can be forwarded to QQI.

The results approval panel has a responsibility to recommend/take corrective action where appropriate.
The Results Approval Process

Section 1: Planning and methodology for the results approval panel 
Section 2:  A guide to developing terms of reference for a results approval panel 
Section 3: Establishing the results approval panel

Section 4: Role and responsibilities of the results approval panel

Section 5: The results approval panel report

Section 6: Recommendations for good practice in conducting the results approval process

Section 7: Concluding the results approval process

Appendix 1: Results approval - sample agenda

Appendix 2: Results approval – sample confidentiality statement

Appendix 3: Checklist for the results approval process

Section 1: Planning and Methodology for the Results Approval Panel
The results approval panel is established by the provider to carry out the results approval process. 

The purpose of the results approval panel is to confirm that assessment of learner evidence and authentication of assessment results (including internal verification and external authentication) has been carried out in line with the provider’s quality assurance process.  It confirms fairness and consistency in the provider’s assessment process and ensures the validity of the results produced.

The role of the panel is to:
· Review and approve assessment results

· Review all internal verifications reports and external authentication reports 

· Sign off on approved results

· Agree to the submission to QQI by the provider of  final results and request for certification

· Identify any issues arising in relation to the results and make recommendations for corrective action

A results approval report must be completed and filed for the provider’s self-evaluation process and internal monitoring process and be made available to the QQI monitoring process on request

The methodology to be used in the process is determined by the provider in line with their quality assuring assessment policy and procedures and will vary according to provider context.  In planning the process providers must consider the following;

· Terms of reference for the results approval panel

· The composition of the panel

· Procedures for panel members in conducting the process

The provider must determine the scope and powers of the panel in relation to the types of judgments and decisions it can make.  In planning the process the provider must specify the rationale and procedures for dealing with and documenting issues arising, decisions made and actions taken.

Before the panel commences its work consideration must be given to how it will proceed in dealing with issues which may arise, for example:

· Where the views of panel members are in disagreement with the findings and recommendations of the external authentication report, including changes to assessment grades

· Where there is conflicting information between the internal verification report(s) and the external authentication report(s)

· Where serious cause for concern has been identified in relation to the fair and consistent assessment process and /or the validity of the assessment results

· Where corrective action is warranted

· Other matters arising in relation to assessment
The work of the panel must be conducted in a fair and transparent manner, while maintaining confidentiality around learner information. 
Section 2: Guide to Developing Terms of Reference for Results Approval Panel

Terms of reference must be devised by providers.  Providers must implement effective, clear, and consistent policies and procedures for the membership and authority of the results approval panel.

The terms of reference should define the purpose, scope, roles and responsibilities and schedule for the results approval panel.  

2.1: Purpose/Scope:

The way the results approval process is managed will depend on the particular provider custom, practice and context.  The work of the panel (in executing its role as previously stated) is based in the outcomes of the assessment and authentication (including internal verification and external authentication) process.

The provider must clearly define the parameters for the work of the panel. 

The work of the panel must be conducted in a fair and transparent manner, while maintaining confidentiality around learner information. 

2.2: Roles and Responsibilities of Panel Members

The composition of the results approval panel must be appropriate to the provider context and have the capacity and authority to make final decisions.

The provider may consider how the panel is to be briefed/ trained on the role of the panel.

Members of the panel must be clear about their responsibility prior to the meeting.  Consideration should be given to: 

· Agreeing terms of reference for the panel

· Confidentiality statements

· How decisions are to be taken

· Chairing the meeting

· Minute taking for the meeting 

· The Agenda

· Documentation for the meeting

· Reporting on the meeting

2.3: Schedule

The results approval process may take place in a relatively tight time frame.  A clear structure for the process and meetings may need to be developed in advance. The provider should identify when and how often it is intended that the results approval panel(s) will meet.
Section 3:  Establishing the Results Approval Panel

When establishing the results approval panel the provider must consider who will be on the panel, the number of panel members and any procedures and protocols which members may be required to adhere to. 
3.1: Number of Results Approval Panel Members

Providers should consider the optimum number of results approval panel members, ideally a minimum of three members.  A quorum may be specified as the minimum number of panel members required to be present to carry out the functions of the panel effectively.
3.2: Criteria for Results Approval Panel Membership
Providers may establish their own criteria for appointing members of the results approval panel.
Results approval panel membership criteria may include expertise/experience in:

· Field of learning/National Framework of Qualifications (NFQ) Level

· Education with specific experience in assessment

· Delivery of the module/programme under discussion

· Assessment of the module/programme under discussion

3.3: Results Approval Panel Membership
Members of The results approval panel must be appointed by providers in accordance with their quality assurance procedures.  Membership may include representatives from the following:

· Adult education officer

· Adult literacy organiser

· Assessors

· Centre director/manager

· Chief executive officer

· Community education facilitator

· Department heads

· Deputy principal

· Education officer

· External authenticator(s)

· QQI Coordinator

· Internal verifier(s)

· Principal

· Programme coordinator

· QA coordinator

· Relevant external experts (workplace/field of learning/National Framework of Qualifications (NFQ) level expert)

· Other relevant personnel

3.4: Procedures for Results Approval Panel Members
Providers must establish clear procedures and protocols for results approval panel members which may make reference to:

Voting rights of panel members:
Voting rights should be allocated according to provider’s own procedures, for example:
· It may not be deemed appropriate for assessors on the panel to have voting rights

· The chair may be allocated the role of casting vote
Confidentiality:
The provider must establish procedures for ensuring that confidential information is protected throughout the process for example; 

· The provider may agree a statement of confidentiality to govern the work of the results approval panel  (appendix 2)
· Results approval panel members may be requested to confirm their compliance with the confidentiality statement at the commencement of all results approval panel meetings

· Procedures for dealing with written information and documents

Conflicts of interest:
Providers should have procedures in place for dealing with a conflict of interest, should one arise, for example;

· Panel members may be made aware of potential conflicts of interest. Conflicts of interest may include: 

· Family relationship

· Personal relationship

· Grievance/similar issue

· Other issues

· A panel member who feels that they may have a conflict of interest should indicate this to the panel chair prior to the panel meeting or as soon as the conflict becomes apparent.  That person should request to be excused from the relevant section of the panel meeting.
Section 4: Responsibilities of the Results Approval Panel
The results approval panel must ensure that results are fully quality assured in accordance with the provider’s quality assured procedures. It must approve and sign off on the final results and agree to the submission of them to QQI for certification. This process includes:
· Reviewing all learner results recorded

· Reviewing the internal verification and external authentication reports.

· Judging the outcomes and recommendations of the reports (including changes to assessment grades) made
· Reaching agreement on any response/ actions required

· Reaching agreement to approve the authenticated results and sign off on them 

· Agreement to the submission to QQI by the provider of final results to request certification.
(Refer to appendix 3: Checklist for the Results Approval Process)

Section 5: Results Approval Panel Report

The provider must specify procedures for drafting the final results approval panel report; this may be based on the minutes of the panel meeting(s) or a provider template and should include:

· Matters arising

· Decisions made

· Recommendations or actions taken.

Procedures followed in reaching decisions in situations where disagreement arose should also be documented

The results approval panel report must be filed for the provider’s self-evaluation process and internal monitoring process and be available to the QQI monitoring process on request.
Section 6:  Recommended Procedures for Good Practice in Conducting the Results Approval Process
In determining the methodology for the work of the results approval panel, providers may consider the following:
· Procedures and protocols to ensure impartiality (see section 3.4)
· Procedures and protocols for ensuring confidentiality for example; 
· Agree a confidentiality statement (see appendix 2)
· Refer to learners by a number
· Allow consideration of documented information only and exclude oral comments in relation to learners
· Ensure collection and secure storage of all documents regarding results approval for the duration of the process 
· Ensure that confidential documentation is not removed from the meeting
· Procedures outlining processes, stages and protocols for arriving at decisions
· Procedures specifying actions to be taken where disagreement arises

· How final decisions are agreed, for example by: 

· Consensus

· Majority vote

· Executive decision making
· The schedule for the process, for example; the order in which learner results will be grouped and  presented 

· The schedule for staff members and others who will report to or advise the panel in relation to results for learner groups

· How procedures and outcomes are to be documented and reported in the results approval panel report
· Procedures for agreeing the contents of the results approval panel report

· Procedures in relation to corrective actions, including:

· documenting actions agreed

· determining roles

· responsibilities and the timescale involved in actions agreed

· reporting and follow-up
· Panel members may complete a statement of procedural compliance to confirm that the provider’s results approval procedures where adhered to throughout the process

Section 7: Concluding the Results Approval Process
7.1: Issuing Results to Learners

Providers must Issue a statement of results to learners.  The QBS allows the provider to produce individual statements of results for learners.

Learners must be informed of the provider’s appeals process and given a minimum of 14 days from the date of issue of a statement of results in which to lodge an appeal. 
7.2: Requesting Certification
Following the decision of the results approval panel all approved results must be forwarded to QQI. 
Providers must:
· Enter approved results on the QBS and make a request for certification.  At the point of requesting certification for learners the provider must confirm that it has implemented all elements of the authentication process including internal verification and external authentication and has adhered to all agreed procedures.
· The provider must ensure that there are ‘checks’ in place to ensure that the correct learner results are submitted.
Appendix 1

 Results Approval - Sample Agenda

Insert name of provider here

Results approval panel meeting for insert programme title(s) here

Date of meeting:
Time of meeting:
Venue for meeting:
1. Apologies for absence

2. Confirmation of quorum and membership

3. Declaration of Interest

4. Confidentiality statement

· Members of the results approval panel are reminded that the proceedings of the board are confidential and that all documentation is the property of the panel and should be returned at close of meeting. 

5. Consideration of internal verification reports

6. Issues arising from internal verification reports

7. Consideration of external authentication reports

8. Issues arising from external authentication reports

9. Confirmation of amendments to results

10. Recommendations for approval of final results for all learners

a. All results are read

b. Final results sheets are signed (by /on behalf of (delete as appropriate) the results approval panel)

c. Agree to submit final results to QQI
d. Confirmation of decisions by chair
11. AOB

Please ensure that all documents are returned to chair/secretary (delete as appropriate) on close of meeting (see provider QA procedures on results approval)
No results approval documents should be taken from the meeting 
Appendix2

Results Approval - Sample Confidentiality Statement for Panel Members
Insert name of provider here

Results approval panel meeting for insert programme title(s) here

I, the undersigned, agree to abide by the results approval procedures outlined in the quality assurance agreement of (insert provider name here).
I agree to participate in the results approval process as outlined in these procedures.

As a member of the results approval panel, I confirm that it is my understanding that the proceedings of the panel are confidential and that all documentation is the property of the panel and should be returned at close of meeting.

Signed:


 


___
Date: 




Name (in block capitals):
 
____________________
Appendix 3
Provider Checklist for the Results Approval Process

	Planning the Results Approval Process

	Plan methodology for results approval process
	(

	Appoint results approval panel members
	(

	Assign roles and responsibilities for the panel members
	(

	Formulate terms of reference for the results approval panel
	(

	Brief results approval panel members on the process
	(

	Plan time frame for the process
	(

	· Dates for results approval panel meeting(s),
	(

	· Deadline for completion of the process
	(

	· Date for forwarding results to QQI and learners
	(

	· Deadline for appeals
	(

	Ensure that  all relevant documents are available including;
	(

	· Internal verification report(s)
	(

	· External authentication report(s)
	   (

	· All learner results (original and moderated)
	  (

	Draw up and circulate results approval panel agenda
	  (

	The Results Approval Panel Meeting 

	Review internal verification report , discuss any issues arising and recommend action where appropriate
	(

	Review external authentication report , discuss any issues arising and recommend action where appropriate
	(

	Results approval
	

	· Review  final moderated results for all Learners
	(

	· Approve results as appropriate
	(

	· Document the rationale for decisions made
	(

	· Sign off on approved final results – in accordance with procedures detailed in provider’s quality assurance agreement
· Ensure all points on the agenda have been covered

· Ensure that all relevant documents have been signed
	(
(
(

	Record minutes of the meeting
	(

	Concluding Results Approval Process 

	Ensure that any decisions or recommendations requiring follow up are reported as appropriate
	(

	Ensure that all appropriate records and documentation  relating to results approval process are  stored in accordance with the provider’s quality assurance agreement and are available to the QQI monitoring process
Ensure all copies of confidential material are destroyed or securely stored as appropriate
	(
(

	Follow up for Approved Results
	

	Forward results to QQI using the QBS and request certification
	(

	Issue results statement to learners 
	(

	Notify learners about the appeals process
	(
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