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[bookmark: _Toc534540897]Purpose of the policy
Internal Verification (IV) is a system of quality checks made in the centre to ensure that assignments have been written correctly and that assessment decisions are accurate. It is essential that the assessment and verification of learner work is accurate, rigorous and in line with national standards promoted by the exam board and that assignment briefs are fit for purpose. 
This policy is reviewed annually to ensure ways of working in the centre are accurately reflected and that good practice is shared between subjects. It will be communicated to all relevant centre staff.
The aim of the internal verification policy is: -
1. To ensure there is an accredited Lead Internal Verifier in each principal subject area (BTEC Entry Level-Level 3) 
2. To ensure that Internal Verification is valid, reliable and covers all Assessors and programme activity. 
3. To ensure that the Internal Verification procedure is open, fair and free from bias 
4. To ensure that there is accurate and detailed recording of Internal Verification decisions. 
In order to do this, West Hatch High School will: -
· Where required by the qualification, a Lead Internal Verifier is appropriately appointed for each subject area, is registered with Pearson and has undergone the necessary standardisation processes 
· Each Lead Internal Verifier oversees effective Internal Verification systems in their subject area 
· Staff are briefed and trained in the requirements for current Internal Verification procedures – This is provided via Pearson online training and a QN support meeting
· Effective Internal Verification roles are defined, maintained and supported Internal Verification is promoted as a developmental process between staff 
· Standardised Internal Verification documentation is provided and used 
· All centre assessment instruments are verified as fit for purpose 
· An annual Internal Verification schedule, linked to assessment plans, is in place 
· An appropriately structured sample of assessment from all programmes, units and Assessors is Internally Verified, to ensure centre programmes conform to national standards 
· Secure records of all Internal Verification activity are maintained 
· The outcome of Internal Verification is used to enhance future assessment practice. 
[bookmark: _Toc534540898]IV schedules
[bookmark: _Toc534540899]It is the responsibility of each Lead IV to produce an IV schedule for their subject. This is in agreement with the Subject Leader for the subject area. The Quality Nominee may request a copy. 


[bookmark: _Toc534540900]LIV registrations
[bookmark: _Toc534540901]Towards the end of the summer term, each subject will appoint a lead IV for his or her BTEC course. In normal circumstances, this will be the same person year on year for consistency however, occasionally, new lead IVs are required.
[bookmark: _Toc534540902]The Quality Nominee who support staff with lead IV registrations and will withdraw previous staff if necessary. The QN will contact staff members from July of each academic year to check for changes and will ask Lead IVs to ensure that they are registered. The QN will check that registrations have been made and will contact the lead IV and Subject Leader if this is not the case.
[bookmark: _Toc534540903]OSCA Accreditation / standardisation activities
[bookmark: _Toc534540904]Towards the end of the summer term / Start of September, the Quality Nominee with contact the lead IVs regarding OSCA accreditation where appropriate and will support new lead IVs in completing accreditation.
· [bookmark: _Toc534540905]The lead IV will complete the online standardisation for their subject. 
· [bookmark: _Toc534540906]Standardisation of assessors will be completed during an allocated CPD slot during September in agreement with the Senior Leadership Team and the lead IV must confirm that this has occurred on line. This is done by ticking the box on the OSCA screen of Edexcel Online.  
· [bookmark: _Toc534540907]The quality nominee will check regularly until all subjects have confirmed standardisation has occurred. If this has not occurred, the QN will contact the lead IV and if needed the SLT Link person for the associated subject.

[bookmark: _Toc534540908]Staff briefing / annual updating
[bookmark: _Toc534540909]The lead IVs and Quality Nominee will meet officially at least three times a year. These meetings are scheduled in the school calendar in faculty meeting time. These meetings are strategically placed: -
· [bookmark: _Toc534540910]In September – to support new lead IVs, OSCA accreditation and standardisation
· [bookmark: _Toc534540911]In February – to support lead IVs with preparation for the standards verification process
· [bookmark: _Toc534540912]In June – to support lead IVs with annual updates, training and preparation for the following academic year. 
[bookmark: _Toc534540913]Informal meetings can also be arranged between lead IVs and the Quality Nominee or between Lead IVs to support each other. The QN is to be informed of these meetings and any issues that arise from them. 



[bookmark: _Toc534540914]IV of assignments
Internal verification of assignments must be carried out for each assignment before use to ensure that they are fit for purpose, and that any recommendations are actioned. Each faculty is encouraged to use Pearson authorised assignment briefs and to use the Assignment Checking Service (Pearson Assignment Checking Service). The assignments must still be internally verified. 
· Within each faculty, the assessors and lead IV should meet to ensure standardisation of procedures. If there are insufficient assessors due to smaller subjects, lead IVs can team up to support each other with the internal verification process. 
· The lead IV should discuss the Internal Verification policy with all assessors
· The Internal Verifier should check that the assignment brief: 
· has accurate unit and programme details has clear deadlines and an appropriate time frame for assessment 
· has a suitable vocational scenario or context 
· shows all relevant assessment criteria for the unit(s) covered in the assignment 
· indicates relevant assessment criteria targeted against each task 
· clearly states what evidence the learner needs to provide 
· is likely to generate evidence which is appropriate and sufficient 
· If an assignment from a previous academic year is being re-used, the verification process must be carried out to ensure that the assignment is still fit for purpose and that deadlines are appropriate. 
· The Pearson BTEC internal verification – assignment brief document (available from BTEC assessment and verification tools) must be completed and a copy kept within the faculty. 
· An assignment MUST be internally verified before being distributed to learners. 


[bookmark: _Toc534540915]IV of assessment decisions
At West Hatch High School, the Internal Verifier reviews the Assessor’s judgements against the learning aim, unit content, assessment criteria and assessment guidance as published in the qualification specification. This will include checking: 
· the learner work against the assessment criteria to judge whether the work has been assessed accurately. 
· the assessment criteria. This represents the national standard and all BTEC learners are measured against it 
· coverage of the unit content in conjunction with the assessment guidance to see if the Assessor has taken this into account. 
· The feedback from Assessor to learner is accurate and linked to the assessment criteria.
Internal verification of assessments must occur before learners receive feedback.
This process should be also used to support assessors who are new to BTEC or to check accuracy of units that have previously received reflective feedback. The size of the sample should also reflect the experience of the assessor. Initially for example, 50% of a new assessor’s work may be sampled to ensure criteria have been appropriately applied. The sample should reflect a range of grades and if there is a cluster of grades, more should be sampled accordingly.
If errors have been identified in the assessment of learners’ work, a larger sample size, must be sampled if appropriate. Any actions must be applied to the whole cohort not just the sampled learners. 

[bookmark: _Toc534540916]Maintenance of IV records
At West Hatch High School, it is the responsibility of the lead IV to securely store internal verification documentation, along with the assessment tracking documents for a minimum of three years after the date of certification. This can include securely on the school gateway within BTEC> Subject Area or securely in a locked filing cabinet. 
These records must be available to the Quality Nominee and / or standards verifier upon request. 
[bookmark: _Toc534540917]Standards verification / External Examination monitoring and review
[bookmark: _Toc534540918]Standards verification
When a Principal Subject Area is going through standards verification, West Hatch High School applies the following procedure: -
· The Quality Nominee will initially take the lead in liaising with Edexcel or the Standards Verifier
· After the initial contact the Lead IV will liaise with the SV but will copy the QN into all e-mail correspondence. 
· The Standards Verifier will be provided with: 
· the required samples of student work 
· assessment records for the student work sampled 
· assignment briefs for the units identified 
· internal verification records for the assignment briefs 
· internal verification records for student work 
· Any other documents requested by the SV 
· The Lead IV will stay in regular contact with the SV to keep them informed of all stages of the process. 
· If there is an unsuccessful outcome from the 1st sample, there will be a 2nd sample.
· It is essential at this stage that the Lead IV consults with the Quality Nominee to ensure that the second sample is checked thoroughly and that the advice and guidance given by the Standards Verifier is applied to this sample.
·  Should there be an unsuccessful outcome after the submission of a second sample, West Hatch High School will work with their Edexcel Regional Quality Manager, to resolve outstanding issues. 

West Hatch High School follows the guidance given by the SV and responds accordingly. The Lead IV will keep the QN informed at all times.
The QN will feedback to all lead IVs if there is a learning opportunity available for further development within all subject areas.
[bookmark: _Toc534540919]External Examination
[bookmark: _Toc534540920]It is the responsibility of the exams officer in conjunction with the assessment policy to monitor and review external examinations.
[bookmark: _Toc534540921]Key dates and actions for processes and procedures
· [bookmark: _Toc534540922]IV schedules should be completed by the lead IV in the summer term before the start of the next academic year. West Hatch High School acknowledges that this is a plan and may be altered throughout the year. It is the responsibility of the Lead IV to share any changes with the assessors. 
· [bookmark: _Toc534540923]OSCA accreditation must be completed by Lead IVs before the deadline as advertised by Pearson. Standardisation must be completed as soon as possible after this so that all assessors are prepared for delivery and assessment of assignments. 
· [bookmark: _Toc534540924]Assignments must be internally verified before delivery to learners. This should either be done in the summer term prior to the start of the next academic year or in the half term before delivery to the students (West Hatch takes account of changes that can sometimes occur as assessors and lead IVs develop or change throughout the course).
· [bookmark: _Toc534540925]IV documents must be completed for all assignments and must be kept securely either on Staff gateway or in a folder that is kept in a secure place. These must be completed before delivery to students but preferably in the summer term before the start of the next academic year. 
· [bookmark: _Toc534540926]Standardisation of assessments should take place at a mutually convenient time with the lead IV and assessors but in a timely manner to allow for assessment, alterations and feedback to learners. This should occur in line with the IV schedule. 
· [bookmark: _Toc534540927]External examinations – the Exams Officer will inform Lead IVs of key dates and deadlines accordingly as information is received from the awarding body. 
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Useful links
[bookmark: _Toc534540929]Copies of all documents can be found in the BTEC staff handbook and on the staff gateway under BTEC> Documents
The following links may also be useful.
BTEC Guide to Internal Assessment
BTEC Guide to Standards Verification
Assessment and verification templates
BTEC Guide for Lead IVs

This template is provided for members of The Exams Office only and must not be shared beyond use in your centre
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