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Internal Quality Assurance

What is Internal Quality Assurance (IQA)? 
IQA is the process undertaken to maintain qualification integrity. 
Who can IQA? 
All staff involved in the IQA of NCFE/CACHE branded qualifications should be appropriately qualified to make quality assurance decisions. Although it is not a specific requirement, we consider it to be good practice for IQA staff to hold, or be working towards, a recognised qualification in IQA. 
Where a recognised qualification is not held, Internal Quality Assurers should be able to demonstrate relevant and current experience of IQA. 
To carry out quality assurance of assessment decisions, IQA staff should be occupationally knowledgeable, i.e., hold relevant knowledge across units they’ll be quality assuring. This knowledge should be demonstrable through relevant qualifications/experience, and at an equivalent or higher level than the units under assessment. Refer to the relevant qualification specification for guidance.
NCFE is not responsible for any complications that arise in the delivery, assessment or IQA process as a result of internal recruitment and training decisions. Decisions regarding staff recruitment and training should be made at the discretion of centres. Centres should be aware of their obligations under their Agreement with NCFE to ensure that all staff involved in the delivery, assessment and IQA of NCFE/CACHE branded qualifications are suitably qualified/experienced. 
 
CPD for Internal Quality Assurers 
There are two aspects to maintaining Continuing Professional Development (CPD). The first is in subject knowledge and the second is in the quality assurance process. 
IQAs will need to retain evidence of current CPD for the requirements of the units that they are quality assuring to present at annual quality audits. CPD can be undertaken in a variety of ways dependant on the units being assessed or quality assured. Examples include: 
• work placement within the sector 
• job shadowing an experience Quality Assurer 
• study related to job role 
• technical skill updating courses 
• reflective writing 
• contributions of work to publications or professional bodies 
• research 
• we may advise CPD through our devised handbooks as appropriate 
• online sector knowledge CPD training programmes 
• formally undertaking an appropriate quality assurance qualification 
• attending IQA updating training programmes and/or bespoke events 
• attending standardisation meetings. 
  
Copies of CVs and CPD records should be maintained by the individual staff as up to date and made available for the quality audit process where they will be sampled. The centre must keep their allocated External Quality Assurer (EQA) informed of any staffing changes. It is the responsibility of the centre to ensure that all staff are suitable for the role in which they are working. 
Good practice should be for the centre to maintain a skills audit of their staff to be able to show that they are suitably knowledgeable and competent for the roles in which they are working. This could be maintained in the form of a list of units and staff who can work with these units or themes. Clarification on how this can be achieved can be given by the External Quality Assurer (EQA). 
 
The role of the Internal Quality Assurer (IQA)
The role and support from the Internal Quality Assurer is of paramount importance to the overall success, achievement, and positive outcomes for the qualification. 
The Internal Quality Assurer has a wide range of responsibilities which must be defined within the centre’s IQA strategy. The IQA strategy must, as a minimum, include the following: 
· named accountable person for IQA 
· IQA strategy 
· IQA sampling plan/s 
· feedback to Assessors 
· responsibilities for checking a trainee Assessor’s judgements have been countersigned 
· standardisation activities 
· support and development centre records 
· preparing for and leading centre quality audits
· support or organise the external quality assurance review
 


Named accountable person for IQA 
There must be a named individual with accountability for quality assurance for our qualifications within the centre. This person will take responsibility for ensuring the effective management of the IQA process and for coordinating the team of Internal Quality Assurers. They will be responsible for preparing for, and facilitating Centre Reviews, including following up any actions given. 
The qualified Internal Quality Assurer is also responsible and accountable for arranging the checking and countersigning process. 
 IQA Strategy 
The centre must have a documented statement of approach to IQA and the sampling process (IQA Strategy) which details both the IQA approach to be taken and the rationale for proceeding in this way. This document must be relevant to the individual NCFE/CACHE centre, staffing profile and its learners and clearly state the name of the accountable person responsible for quality assurance. 
 When writing an IQA Strategy or statement of approach you may wish to consider the following points:
• Provide some background to the centre and name the person responsible for quality assurance.
• How quality assurance is maintained across all qualifications being delivered. 
• How IQA is maintained if using an e-portfolio system.
• Include examples of the documentation you will use, either as part of the policy or as an appendix. 
• Risk rating of the Assessors and how they are monitored and supported by the IQA. 
• Observation of Assessor’s practice and feedback. 
• The allocation of assessors to Internal Quality Assurers. 
• Staff CPD and ongoing development plans.
• How trainee Assessors are monitored and supported, including countersigning judgements made by trainee Assessors. 
• New Assessor induction. 
• IQA reports, how feedback is given to Assessors/ Tutors and actions monitored. 
• Team meeting schedule, including standardisation. 
• How the centre records are maintained and securely stored to support a learner should a portfolio be lost. 
• IQA is a sampling process. Assessed evidence must be reviewed to ensure validity
  
Quality assuring the assessment process must include sampling of learner evidence, assessment plans, assessment decisions and feedback to learners. In addition, centres may wish to include observing Assessor practice and/or conducting learner interviews as this will give a more insightful, rounded judgment. 
The approach must quality assure each Assessor, all qualifications, each assessment method used to assess the learner, all levels of units when they are outside the main qualification level and all final grades, as applicable within qualifications throughout the lifetime of the qualification on an ongoing annual cycle. The lifetime of the qualification is defined as the time from which the qualification is live for registrations and being delivered by the centre. 
Once a documented statement of approach to IQA and the sampling process (IQA Strategy) has been agreed, sampling plans must be devised. Sampling plans show both planning and implementation of the IQA approach and should be personalised for each Assessor. For example, the IQA strategy rationale should reflect the ‘risk rating’ of each Assessor i.e. are they a trainee requiring counter signature, newly qualified or experienced. You may wish to implement a RAG rated approach where Assessors are categorised as red, amber or green in line with clearly defined criteria. The rating allocated will inform the size of sample and degree of scrutiny given by the Internal Quality Assurer.


The Rules of Evidence:

Currency - does the learner still possess a skill assessed in the past? Currency is usually thought to last 2-3 years; however, this depends on the particular skill – for example learning to ride a bike is not easily forgotten; however, the skill of using a remote control can be transitory. In any event, the Assessor will want to confirm the learner’s competence at the time of the assessment.

Validity - refers to how well an assessment matches what is being assessed. A good example of valid assessment is a driving test. During the assessment, the learner demonstrates by driving a car in natural road conditions that he/she can handle the car, follow the highway code, perform safe manoeuvres, and otherwise meet the performance standards set for safe driving. The assessment must match the performance being assessed; a written test alone would not be a valid way of assessing a person’s ability to drive. So does the evidence meet the criteria for the qualification, i.e., some or all the assessment criteria and fall within the range.

Reliability - are the assessment decisions that are being made now consistent with those made in the past? The best way to ensure reliability is to ensure that learners are assessed over time, and the Assessor should constantly refer to the standards. It is also helpful if the centre builds an archive of evidence over several years which can be referred to. 

Authenticity - refers to the ownership of the evidence. Did the learner really produce it independently? All evidence submitted by a learner should be generated by the learner and may need to be authenticated. This is particularly true of computer-generated evidence. If the evidence was produced as part of a team effort, can the individual’s contribution be clearly identified?

Sufficiency - relates to the amount of evidence needed to make the judgement. Is the evidence enough to give confidence that the learner can always perform competently and under all conditions stated in the range both now and in the future. This is a difficult concept to describe because learners will produce evidence of varying quality and amounts. Using standards as a guide, the Assessor will need to make judgements about whether the learner is competent and has met the evidence requirements 

	
Sampling plans 
Sampling plans should be devised in advance before any assessment has taken place. They are working documents and are subject to change, especially in relation to planned dates; this is fine, and changes can be recorded and tracked to reflect when the quality assurance took place. 
Centres will need to identify which assessment methods have been selected for use and this will be included within planning and standardisation activities. 
Show within sampling plans that you have risk rated Assessors and that IQA sampling reflects the current risk rating. You do not need to sample all methods used by each learner but need to show sampling all assessment methods being used by each Assessor over a period and all unit levels when they are outside the main qualification level. This would normally be over a period of a year. Show predicted dates for the activity to take place and then record the actual date when completed. 
Predicted dates for IQA may change and this is fine if the actual date is added to the plan to clearly show when IQA took place.
Good practice would be for all learners to be recorded on the plan to clearly document the sampling in line with the current risk rating of the Assessor. This doesn’t mean that all learners need to be sampled.
Comparing evidence for a certain unit, element or even performance criterion across a range of learners allows the Internal Quality Assurer to identify Assessors who are accepting evidence which doesn’t meet the qualification standards or is above and beyond the standards. It also helps identify the most appropriate forms of evidence that can cover the requirements of the qualification.


Feedback from IQA to Assessor 
Feedback to Assessors must be recorded, detailing outcomes including any actions agreed and date for resubmission. Remember recording must reflect your IQA strategy. 
 
Wherever possible it is helpful to undertake the IQA process with the Assessor present. This facilitates discussion, clarification, support, and action planning. 
 
Feedback to the Assessor should be presented with positive and constructive comments relating to the sampled evidence. The record should clearly outline what has been sampled and the judgment decision confirmed. All actions that have been identified should be given a date for completion and monitored by the Internal Quality Assurer to ensure they are addressed in full. Any completed actions should be signed off with additional comments recorded to reflect the outcome. Additional support should be given to any Assessor who may not have met the set time frame. Records should be retained to support this activity as all records relating to IQA activity will be reviewed at your quality audit.


Requesting learner feedback

Learners may have valuable information on the assessment experience, which can be fed back to Assessors.

Meetings and communications

The outcomes of the assessment and internal quality assurance processes, External Quality Assurance feedback etc, should be discussed at regular meetings with the team, to develop a mutual understanding of the assessment process.

Monitoring learner appeals against an assessment decision

Learner appeals should be monitored to improve the system of assessment.

Frequency of internal quality assurance

The frequency of internal quality assurance will depend on the duration of the course, as well as the number of learners being assessed.

The sample of assessment decisions, which are internally quality assured, is usually between 20 and 40%. The Internal Quality Assurer should make sure that their sample includes all Assessors, assessment methods and if possible, all units.
 
Electronic Portfolio: 
An electronic portfolio (also known as an e-portfolio, digital portfolio, or online portfolio) 
Whilst the guidance given is relevant for all types of portfolios, consideration should be given to the IQA of e-portfolios.  If the e-portfolio system does not support the use of a sampling plan or is based on units rather than methods, then centre should have a separate sampling plan either paper based or on a spreadsheet. 
This must be made available for the quality review by the centre’s allocated EQA. IQA records on an e-portfolio system should ensure clear audit trails within depth IQA feedback to each Assessor. It is beneficial to allocate a member of staff familiar with the e-portfolio system to be available in the centre to support the EQA with the quality audit process. EQA log in access must be provided for all quality reviews.
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