Internal Quality Assurance of Qualifications
Apprenticeships, Study Programmes, Traineeships and Functional
Skills
At YMCA College, we are committed to providing our learners with outstanding teaching, learning and
assessment opportunities including access to qualifications that support their aspirations.
To support this, we view the internal quality assurance process as being fundamental to assuring the
quality of all our learning programmes and qualifications. The accredited learning opportunities YMCA
College deliver play a fundamental role in supporting learner’s future economic prosperity, choices and
career aspirations whilst also promoting social and educational inclusion.
YMCA George Williams College recognises that many of our learners may lack previous educational success
and have limited experience of following programmes of learning. Many of our learners have had an
inconsistent formal education and can see it as their last chance before they drop out of education and
training entirely. YMCA George Williams College recognises that we constantly need to evolve and develop
both our workforce and delivery methods to ensure learners have the very best experience possible to
ensure our learners attain future sustained employment.
A robust quality assurance process is a key factor in this leading to effective and efficient programmes of
learning and assessment. Effective internal quality assurance is essential to ensuring reliable assessment
practice. YMCA George Williams College is committed to ensuring that the qualifications we deliver retain
credibility and value.

This document specifies YMCA George Williams College requirements for the delivery of
qualifications and it must be followed in conjunction with guidance from standard setting and
regulatory bodies.
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Abbreviations used in this Guide
TAQA

Training, Assessment and Quality Assurance, unit qualification

V1

Verifier’s award, unit qualification

D34

Internally verify the assessment process, unit qualification

RAG Rating Rating system to indicate the delivery staffs accuracy and reliability of assessment decisions
as part of the teaching and learning delivery.
OTLA

Observation of Teaching, Learning and Assessment

AL

Area Lead

QIP

Quality Improvement Practitioner

IQA

Internal Quality Assurer

EQA

External Quality Assurer
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Internal Quality Assurers’ Guide for Study
Programmes, Traineeships, Apprenticeships and
Functional Skills
The IQAs are the drivers of quality assurance in all qualifications, both within national frameworks and
within the quality and management systems of YMCA George Williams College.
IQAs will manage assessment so that it consistently meets national standards, maintains a high quality
learner experience and customer confidence in every qualification issued. IQAs are a key factor within
YMCA George Williams College in managing ‘risk’ and ensuring that when certificates are claimed for our
learners, the requirements of the national standards have been reliably met.
Throughout the Learner Journey for Study Programmes, Traineeships, Apprenticeships and
Functional Skills, IQAs will sample all processes. They will plan, operate and evaluate the internal quality
assurance of teaching, learning and assessment. They will support and develop tutors, contribute to the
monitoring and continuous improvement of the quality of TLA and apply YMCA George Williams College
policies and procedures to ensure awarding and regulatory body requirements are met.
IQAs will also lead on standardisation events, facilitate interventions and observe assessment both in
centre and in the workplace.
By maintaining high quality learning, assessment and quality assurance, YMCA George Williams College will
observe tangible benefits for learners, employers and our delivery.

IQA Role Qualifications:





Level 4 award in the internal quality assurance of assessment processes and practice (TAQA)
Level 4 award in the internal quality assurance of assessment processes and practice (V1)
Level 4 award in internally verifying the assessment process (D34)
Holders of either the D34 or V1 qualifications are considered qualified IQAs if there is evidence of
continuing CPD and up to date professional practice

Therefore, all IQAs must ensure that their practice meets the current standards and requirements set out
by regulatory bodies and work within the current common inspection framework together with the current
suitable competence (as defined by the awarding body) for all qualifications they quality assure.
IQAs will ensure that they have up-to-date information and guidance issued by relevant bodies i.e.
awarding organisations, standard setting bodies, industry and professional bodies and that this information
is passed on to all team members. In relation to disseminating this information it is required IQAs will:
•
•
•
•

Ensure all tutors have access to documentation
Provide website addresses where relevant information can be found
Ensure that team members are registered to receive appropriate updates
Record information relating to accessing up to date information in the minutes of meetings

An IQA in training will be expected to work towards gaining the TAQA qualification and their QIP will
plan and arrange the support and monitoring that this will entail.
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Impact of IQA:

Improved
learner
experience
Support for
other planning
and monitoring
processes such
as selfassessment

Raised learner
achievement
rates

Impact
of IQA

Regulatory
requirements
are met

More cost
effective
programmes
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Learner journey and IQA interventions:
IQA/QIP/Manager
Study
Traineeship Apprenticeship Functional Documentation
to monitor,
Programme
Skills
to be
oversee, facilitate
completed by
Tutor
to
ensure
that:
and evaluate:
the tutor and
IQA:
Recruitment process

Fair selection has been maintained.
Employers and learners are aware of qualification
requirements.
Learners are enrolled on the correct qualification and level.

Learner
Interview
questions
Quality
assurance
support record
SBM/ BM
feedback form

Induction process

Learners/employers have contact details for tutor, IQA,
Learner Support mentor, GCSE Tutor.
Learners are fully aware of qualification’s requirements.
Learners understand who is involved in their qualification and
their role. Check learners understanding of timescales,
delivery/assessment methods.
Learners understand and have a copy of the appeals
procedure.

Learner
Interview
questions
Quality
assurance
support record
SBM/ BM
feedback form

Learners know when their progress will be reviewed.
Learners have no unmet learning needs.
Initial assessment

Learners have completed the BKSB Initial assessment and the
results are recorded. Where support is needed must also be
detailed.

Learner
Interview
questions

RPL has been identified and taken into account.

Quality
assurance
support record

Skill scan has been completed fully. Feedback is constructive
and developmental.

SBM/ BM
feedback form
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Learning plans

Aims/Outcomes relate to the ILP.
Qualification is being assessed holistically.

Tutor’s delivery and
Assessment

Quality
assurance
support record

Planned TLA is relevant to the learner’s needs/ learning styles
and have English, Maths and E&D opportunities identified and
embedded.

SBM/ BM
feedback form

Lesson plans relate to learner’s ILPs and starting points.

Learner
Interview
questions

High standards of teaching, learning and assessment are
maintained throughout the course.
Teaching meets the learner’s needs.
Teaching offers stretch and challenge to the learners.
Feedback is constructive and developmental.
Learning environment is suitable.

Quality
assurance
support record
SBM/ BM
feedback form
OTLA

English, maths and E&D opportunities have been identified
and delivered to develop learner’s knowledge, skills and
understanding including their awareness of being British
Resources have suitable content and presentation.
Identify problems or areas where tutors require
advice/development/support.
Monitor attendance records.
Assessment effectiveness, appropriateness.
That the impact of the session/meeting on learner has been
identified and are there tangible outcomes.
Facilitating learning

Environment is conducive to learning.
Learning has been recorded appropriately.
Feedback is constructive and developmental.
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Reviews of progress

Reviews take place in a timely manner.
Reviews are clear, concise, effective and contain SMART
targets that relate to ILP
The employer learner and tutor actively participate and are
engaged.
Feedback is constructive and developmental.
Reviews support the pastoral care of the learner

Assessment
processes

Ensure high standards of assessment records and collection
are maintained.
Identify and swiftly address problem areas or where the tutor
requires advice/guidance/development.
Ensure assessment is; holistic, pre-planned, effectively
documented and abides by VACS.

Learner
Interview
questions
Quality
assurance
support record
SBM/ BM
feedback form
Learner
Interview
questions
Quality
assurance
support record

Sample via the Rag Rating and CAMERA methods.

SBM/ BM
feedback form

Determine if the assessment methods used are ‘fit for
purpose’.

Sample plan

Evaluate the effectiveness of the planning/preparation of the
assessment event and the learner.
Ensure feedback is constructive and developmental.

Tutor RAG rating
Rationale
Sample of
Assessment
Recording of
Sample activities
on E portfolio

Achievement

Documentation has been correctly completed and certificates
have been applied for.

Quality
assurance
support record
SBM/ BM
feedback form

Progression planning

Learner has a clear idea of options and support on how to
access in a timely manner to allow for continuous
development and progression.

Quality
assurance
support record
SBM/ BM
feedback form
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Plan, operate and evaluate internal assessment and
quality assurance systems:
There are four main aspects to the Internal Quality Assurer (IQA) role:

Plan, operate and evaluate internal assessment and
quality assurance systems

Support and develop tutors

The four main aspects to
the Internal Quality Assurer
(IQA) role

Monitor and improve the quality of assessment practice
within the teaching. learning and assessment role

Apply and follow YMCA George Williams College policies
and procedures and external/internal legislation to meet
regulatory requirements

Planning
IQAs will complete YMCA George Williams College sampling plans (Appendix 5) at the start of each
qualification outlining what will be monitored. This plan will be held in an electronic format by IQAs. It will
be consistently updated to reflect samples and changes in the ‘RAG’ rating for the delivery staff.
Internal quality assurance sampling
Throughout the Learner journey, IQAs will record and report on all sampling and monitoring undertaken in
sufficient detail to justify their decisions on the ‘RAG’ rating applied to the tutors on the Sampling plan
spreadsheet (Appendix 5 and 6). IQAs will ensure that the s act upon feedback.
Sampling strategy
All tutors will be included in the sample plan and be given a ‘RAG’ rating, in conjunction with CAMERA
guidelines (see page 10)
The information found by carrying out a sample will then form the basis of the RAG rating and will inform
how they will sample, support and develop tutors to improve their practice.
A tutor working across Qualifications, Apprenticeships, Traineeships and Study programmes
will receive a separate risk rating and support per qualification type.
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Rag Rating Strategy for all Tutors:

Red – High Risk tutor
High risk status will be applied to any tutor
where an OTLA has been graded as a 3 or 4
Any new tutors, existing tutors delivering
new courses or tutors without current CPD
will also be high risk

An action plan (Appendix 2 – page 25 ) will be
produced and the tutor will be subject to 100%
sampling until progress in the areas requiring
improvement has taken place. The IQA will
sample the tutor through all of their caseload
and using the sampling plan, will ensure that
every assessment method and every unit has
been sampled.
Monthly observations of TLA will be conducted
both in the workplace and in centre.
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Green – Low Risk tutor
Low risk status will be applied to any tutor
where an OTLA has been graded 1 or 2

An action plan (Appendix 2) will be produced
and the tutor will be subject to a minimum of
30% sampling covering all units and
assessments. IQA will check that unit selection
and delivery documentation is to the required
standard. One observation of TLA will be
conducted both in the workplace/centre every
6 months
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Internal Quality Assurance for all courses:
The IQA process includes initial centre approval to deliver the qualification, qualification approval and
procedures for ensuring quality standards are maintained. What about preparation and management of the
EQA/link between the organisation and the awarding body?
The internal quality assurance system contains:
1. A set of written YMCA George Williams College IQA policies – this document
2. Sample planning based on the ‘CAMERA’ principles (see page 12)
3. Formative and summative sampling of learners work to be conducted throughout the learning
programme based on the ‘VACS’ principles (see page 13)
4. Effective communication and feedback to learners (including Pastoral Support), employers,
managers and QIPs
5. Full monitoring and recording of the learning and learner journey
6. Observations of TLA followed by interventions and support
7. Quarterly standardisation activities based on feedback from observations, EQA reports, awarding
bodies updates, learning walks and interventions
8. Administration – thorough completion and compilation of all documentation
9. Effective standardised recording of evidence; i.e. minutes of all meetings, observations,
interventions, support and dissemination to enable a whole organisational approach to continuous
improvement.
Formative sampling:
IQAs will assess and evaluate the impact the tutor has on the learner’s progress and achievement
throughout all stages of the learner’s journey. This will include initial assessment, induction, teaching,
learning and assessment including target setting and assessment planning and preparation.
Formative sampling will include checking progress review documents for SMART targets as part of
Individual Learning Plans and Learner interviews, this will include actions, follow up and impact on learner
progress and achievement. Ensure that all is recorded on the sampling plan spreadsheet.
Summative sampling:
Summative sampling will review the completed learner journey and assessment judgements taken in their
entirety. IQAs will follow an audit trail which clearly demonstrates that tutors have covered all the
requirements and checked that all work presented, whatever its format, meets the rules of evidence – see
VACS (see page 13).
This process is the same for Apprenticeship, Study Programme and Traineeship.
The internally assessed components of Functional Skills are subject to the normal process of
Internal/External Quality Assurance.
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CAMERA and VACS
Sampling is expected to follow the principles of CAMERA and VACS

Candidate/learner
Assessors/ tutors
Methods
Evidence
Records
Asessment locations

YMCA George Williams College V2 J.Brooks

•A selection of all learners (gender, age, ethnicity etc.)

•Experience and qualifications, workload, occupational
experience

•Questioning, observation, testimony, recognition of prior
learning (RPL), use of simulation, product evidence,
assignments, projects and tests

•All types of evidence

•Plans, reports from tutors, correct assessment practices,
IQA records, learner and assessment records

•Workplace assessments, college, other assessment
locations
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V

alid – relevant to the standards for which

competence is claimed

VACS

A
C

uthentic – produced by the learners

urrent – sufficiently recent for tutors to be

confident that the learner still has that same
level of skills or knowledge

S

ufficient – meets in full all the requirements

of the standards.

Requirements of qualifications:
IQAs will ensure they are fully aware of all the requirements for qualifications and any areas of potential
confusion and include these in their sample. IQAs will also ensure they are aware of the last registration
and certification dates for each qualification to ensure tutors are delivering apprpriate programmes of
learning to enable learner achievement. IQAs will maintain regular and timely liasion with awarding bodies
to maintain up to date knowledge regarding the delivery and development of the qualification and
disseminate regular updates to the delivery team.

Access and assessment issues:
Some qualifications contain units which include requirements that are difficult to assess. This may be for
confidentiality reasons (counselling, patient care), safety considerations (using hazardous machinery,
appliances and materials) or infrequent occurrence (emergency evacuations, injuries). In these situations it
is important that all required learning is covered and that tutors do not compromise or use assessment
methods which are not acceptable. IQAs will specifically support and ensure timely guidance is provided to
tutors regarding any potential issues across units and qualifications. Sampling strategies will take into
account any potential issues across all tutors, so that requirements are consistently met for all learners.
For further information regarding access arrangements for learners with additional needs, please refer to
the awarding body documentation. Here is a link to City and Guilds:
www.cityandguilds.com/~/media/Documents/ProvideTraining/Centre%20Document%20Library/accessarrangements-when-and-how-sep2013%20pdf.ashx

IQAs will sample the full range of delivery and assessment methods used for all
qualifications in all programme areas including Functional Skills

YMCA George Williams College V2 J.Brooks
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Assessment Methods
Some Suggested Assessment Methods:

Assessment Method

LA Key

Suitable for
Assessing Skills /
Competence

Direct observation of learner by
assessor
Professional discussion
Reflective Accounts
Witness testimony
Questions and answers
Work product
Recognition of Prior Learning
Assignment
Case Studies
Testing

O
PD
RA
WT
Q
P
APL/RPL
AS
EoE
ER

Yes
Yes
Yes
Yes
No
Yes
Yes
Yes
No
No
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Suitable for
Assessing
Knowledge
No
Yes
Yes
No
Yes
No
Yes
Yes
Yes
Yes
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Assessment Method Descriptions:
Observations (O) – This is the primary method of assessment where the tutor observes the learner
performing a skill or activity relating to the units being assessed. Should ideally be planned in advance in
order for the learner to prepare although unplanned observations can be recorded. These are to be holistic
and incorporate more than two units to be able to capture as much performance evidence as possible.
Knowledge can be referenced into an observation if it links to the performance. Knowledge can only be
claimed if met with a question or the learner explains why they are doing something, otherwise it would be
inferred knowledge which would not be accepted. A learner may carry out an activity every day as part of
their job without thinking about it, however, they also need to know why they do this to be able to confirm
knowledge. For example, checking the ID of a visitor to the workplace may be second nature and carried
out without thinking which meets the performance criteria, but if questioned as to why they do this and
they answer correctly, then it also covers knowledge. Without the questioning or explanation though, only
performance can be claimed. Observations must be recorded either on the YMCA assessment record and
uploaded into the evidence folder, signed and dated by both the learner and tutor, or typed into the
Evidence Wizard on LA. Both versions must be clearly referenced to the standards so it can be seen where
criteria has been claimed. If observations are covered by audio recording, these can be uploaded via the
Evidence Wizard, but again must be clearly recorded and referenced.
Professional Discussion (PD) – This is a one-to-one discussion between the tutor and learner which is
based around the assessment criteria. Is an in-depth discussion between the learner and tutor to capture
performance and/or knowledge that may not be observed or to support other performance related
evidence. The discussions must be planned in advance to allow for the learner to prepare as the method is
discussion and is not a question-and-answer session. Should ideally be holistic to capture as much
information as possible and is a good opportunity for learners to describe how they carry out various
activities. Tutors must use open and probing questions rather than closed questioning to be able to
generate sufficient evidence to meet the criteria and claim competence and knowledge. Must be recorded
either on the YMCA assessment record and uploaded into the evidence folder, signed and dated by both
the learner and tutor, or typed into the Evidence Wizard on LA. Both versions must be clearly referenced
to the standards so it can be seen where criteria has been claimed. If discussions are covered by audio
recording, these can be uploaded via the Evidence Wizard, but again must be clearly recorded and
referenced.
Reflective Account (RA) – A written account from the learner of an activity they have reflected on and
how they carried it out to link knowledge to performance criteria. Terminology should include ‘I went, I
did, I said,’ etc. and any verbs that identify the activity actually carried out by the learner. If terminology
used incudes, ‘I would, I could, I should, I would know how to,’ etc. this infers knowledge and has not
actually happened. Learner name and the date must be on the evidence and the unit(s) the account refers
to.

YMCA George Williams College V2 J.Brooks
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Witness Testimony (WT) – Is a written account from a person who is familiar with the learner and used
to capture performance only. A good assessment method for confirming competence for situations that
may not be able to be observed, in confidential or sensitive situations or activities that are unable to be
planned due to the irregularity of their occurrence. Statements must be recorded on the workplace headed
paper. The witness should provide an informative account explaining how the learner has carried out an
activity to confirm competence. The witness should sign and date the statement along with their written
name and also provide their relationship to the learner. Tutors are to confirm the suitability of the witness
by validating the statement. The statement can be validated with the witness to gain additional information
if required but this must be recorded on the statement by the tutor.
Expert Witness Testimony (WT) – Provide the same requirements as a witness testimony but carried
out by a qualified and competent professional who can also provide their CV and certificates to prove their
competence to be an expert witness. These will need to be placed in the centre file for EQA visits. This can
be a workplace assessor who can observe the learner in situations the tutor is unable to in the case of
confidential or sensitive situations or activities that are unable to be planned due to the irregularity of their
occurrence. They may be an expert in the standards or in the occupation that the learner works in.
Statements must be recorded on the workplace headed paper. The witness should provide an informative
account explaining how the learner has carried out an activity to confirm competence. The witness should
sign and date the statement along with their written name and also provide their relationship to the
learner.
Written questions (Q) – A method for assessing knowledge and understanding and can consist of open,
closed, hypothetical, leading, probing or multiple-choice. They can be short or essay-style but must meet
the criteria fully and be at the level the learner is working towards. The evidence must have the learner’s
name and date recorded onto it. The unit and criteria claimed must also be recorded. Can be used to claim
knowledge and must be the learners own work. If learners have referred to websites or other sources of
reference these should be recorded on the evidence. Under no circumstances should a learner copy
verbatim from a website or book as knowledge cannot be confirmed. Can be used to meet knowledge
criteria where explain, describe, analyse, evaluate, compare are some of the terminology used.
Oral questions (OQ) – A method for assessing knowledge and understanding and can consist of open,
closed, hypothetical, leading, probing or multiple-choice. Useful for filling gaps in units and for learners
who have difficulty expressing in written words. The questions asked should be specific to the knowledge
criteria being met and be understood by the learner in how they are phrased. The oral question asked
should be recorded along with the learner’s response to ensure the criteria has been fully met. These can
be written by the tutor as the learner responds. Oral questions can also be recorded on Dictaphone. Must
be recorded either on the YMCA assessment record and uploaded into the evidence folder, signed and
dated by both the learner and tutor, or typed into the Evidence Wizard on LA. Both versions must be
clearly referenced to the standards so it can be seen where criteria has been claimed. If oral questions are
covered by audio recording, these can be uploaded via the Evidence Wizard, but again must be clearly
recorded and referenced.

YMCA George Williams College V2 J.Brooks
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Work Products (P) – A resource within the workplace that the learner contributes to, completes or uses
as part of their everyday work. This could be a piece of equipment, a confidential document, reports,
letters, emails, etc. The product should be sign-posted as to its location and where it is stored in the
workplace in case it is required to be accessed as confirmation. Must be recorded either on the YMCA
assessment record and uploaded into the evidence folder, signed and dated by both the learner and tutor,
or typed into the Evidence Wizard on LA. Both versions must be clearly referenced to the standards so it
can be seen where criteria has been claimed.
Accreditation/Recognition of Prior Learning (APL/RPL) – A method of assessment that considers
whether a learner can demonstrate meeting the criteria for a full/partial unit by confirming knowledge and
performance or skills they currently have from prior learning activities or from certification of a unit or
qualification. This will reduce the need for a learner to duplicate work or be re-assessed. Tutors will need
to check the authenticity and currency of the evidence being produced and if need be either question or
hold a discussion to confirm the knowledge and competence is up to date with current changes.
Assignment (A) – A method of assessment usually set by the Awarding Organisation where the learner
answers set tasks, questions and case studies to confirm their knowledge and performance to meet the
unit requirements. Usually externally set and internally marked. Clear planning is key to enable the learner
to research and prepare for this assessment and the learner must have been taught beforehand and
consider to be fully prepared and ready before being issued with the assignment. Fully completed
assignment marking and grading sheets must be uploaded alongside the assignment to confirm the marks
and grades achieved.
Case Studies (CS) - Is an assessment method consisting of problem-based learning to develop
reasoning, problem-solving and decision-making skills. These can be a realistic, hypothetical situations or a
description of an event that enables the learners to explore the situation to confirm knowledge and
understanding.
Testing (T) – This is a formal based assessment that can be carried out paper-based or online. Usually
set by the Awarding Organisation and can consist of multiple-choice, written questions, activities and
scenarios to test the learners knowledge and performance to achieve the unit. These need to be carried
out in supervised conditions and are usually carried out via a secure website. Clear planning is key to
enable the learner to research and prepare for this assessment and the learner must have been taught
beforehand and consider to be fully prepared and ready before being entered for the assessment.

YMCA George Williams College V2 J.Brooks
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Supporting and developing tutors:
IQAs will guide, support and ensure the continuing professional development (CPD) of tutors to maintain
their occupational currency, their delivery good to outstanding qualification and learning opportunities are
available to all learners and records of CPD are accurately maintained. The CPD will be recorded by the
tutors, hard copies stored in the Centre file and also scanned and stored on Learning Assistant. This must
include occupational updating in line with relevant regulatory and professional requirements and ensuring
that good practice is maintained in relation to facilitating learning and assessment. There are key points
where this is particularly pertinent:
•
•
•

When tutors are new – to YMCA George Williams College, to the centre or to the qualifications
When programmes or qualifications change or guidance is revised
Following external quality assurance activities or other inspections

New tutors will complete an induction process to reflect YMCA George Williams College’s requirements for
Teaching, Learning and Assessment and use of E portfolio systems.
IQAs will ensure that all tutors have access to:
•
•
•
•
•
•
•
•

Copies of the tutor guidance booklet, TLA Policy and Procedures, OTLA Observee Handbook and a
set of requirements for the qualifications they are delivering
City & Guilds/ AO Centre Manual
City & Guilds/AO ‘Our Quality Assurance Requirements’
Ofqual ‘The General Conditions of Recognition’
Copies of qualification updates/ Alerts
A set of all required tools e.g. assessment recording forms, Lesson plans, Individual Learning plans
and review forms
Copies of YMCA George Williams College’s appeals procedures, equal opportunities and diversity
policies
Information about available support resources for learners and Tutors

IQAs will also check and hold on file (which can be electronic or on paper but it must be accessible and
available for examination at all times) the following information for team members:
•
•

•

Personal profiles or CVs demonstrating skills, knowledge, experience and competence (where
required) at an appropriate level
Original Tutor certificates (TAQA assessment units/ D32/ D33/ A1/A2). When the originals have
been viewed by an external quality assurer then copies signed by the EQA can be maintained in
place of originals
CPD records that demonstrate that all team members have completed development activities
required by the relevant awarding bodies.

Tutor’s development needs must be transferred on to a Quality Assurance Support Record (Appendix 2)
and include details of the need, what has been put in place to resolve the need and timescales outlined.
The support provided will also be recorded as CPD by the tutor on Learning Assistant.
It is the responsibility of IQAs to monitor the tutor’s completion of the planned CPD activities. The tutor’s
line manager must be kept informed and CPD then will be added to development action plan record on
‘Appendix 7’. If any problems arise this will be reported to the relevant S/B/CM via the S/B/CM feedback
form (Appendix 3).This should be completed as part of the ongoing support provided by IQAs to team
members. During support meetings IQAs will review and update the content of the CPD plans accordingly.
YMCA George Williams College V2 J.Brooks
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By the end of a year all tutors will have completed the activities listed on the plan and so met the CPD
requirements of the qualifications - and satisfied their own development needs.

Standardisation:
This will take place bi-annually per curriculum area. All standardisation activities will be included on the
relevant agenda (Appendix 7) and minutes taken in sufficient detail (Appendix 8) so that third parties
can fully appreciate what has been carried out and the outcome. The agenda for meetings will be based on
areas of practice identified through observation, sampling decisions and feedback from the EQA or changes
to the sector, standards or qualifications. The aims of the standardisation activity is to:
•
•
•
•

Ensure the accuracy and consistency of assessment decisions
Improve the quality of teaching, learning and assessment
Improve the practice of tutors
Share good practice

YMCA George Williams College V2 J.Brooks
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Monitoring and improving the quality of
assessment practice within teaching, learning and
assessment:
IQAs will monitor and improve the quality of assessment practice. They will contribute to assure the quality
of the learner journey including the quality of learning and the validity, safety and reliability of assessment
practice.
They will:

Ensure that high
standards of learning
delivery are maintained

Ensure that the national
standards for are adhered
to by all tutors

Identify problems or
areas where tutors
require advice or
development

Ensure that learners are
aware of and satisfied
with, the assessment
process.

Evaluating tutor expertise

Ensure assessment
decisions are carried out
effectively

Determining whether
assessment methods are
‘fit for purpose’

Evaluating the planning
and preparation of the
assessment process

Comparing assessment
decisions

Monitoring assessment
practice to identify areas
for improvement

Ensure effective feedback
from tutors to learners

Carrying out
standardisation

The quality, impact and accuracy of ILPs, lesson plans and assessment plans as well as records will be
included in the sample. IQAs will observe teaching learning and assessment with a view to noting any
areas which would benefit from advice or further development. IQAs will also note any potential areas of
concern (e.g. within the qualifications) which could create difficulties for other tutors.
IQAs will monitor learner progress against initial assessment results, starting points and the ILP during the
sampling process. Where it is found that learners are not progressing as expected, a record (Appendix 9)
of actions taken to support the learners will be made. This will then be highlighted to the S/B/CM in a
weekly report (Appendix 3)
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Monitoring the processes:
It is extremely important that the quality of the entire learning delivery and assessment process is
monitored. IQAs will ‘rag rate’ tutors and monitor accordingly all material that is used throughout the
programme. This will include monitoring the quality of:

Attendance
records
Feedback
records

Schemes of
work

Assessment
plans

Lesson plans

Marking and
assessments

Handouts

Slides or other
audio visual
material

Reviews

Guidance
given

YMCA George Williams College V2 J.Brooks
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IQAs will check via learner interviews (Appendix 1) that learners:

have been given access and
use to E portfolio system

are aware of the roles of
everyone involved

know what was covered in
their induction and that
they understand the
programme of learning that
they are following

know who besides the
tutor contributes, towards
the assessment process, eg
witnesses

know when their progress
will next be reviewed

know what progress they
have made towards
achievement

know the contact details
for their tutor and IQA

understand their role in
completing work as
planned, generating
evidence and completing
referencing

have confidence in their
tutor

understand the appeals
process

have no current unmet
learning needs

understand the assessment
process, has RPL been
taken into account?

Monitoring practice by sampling learner work and
portfolio evidence:
IQAs will sample learner work and ensure the tutor’s judgements are fair, valid, reliable and safe. The IQA
will then give feedback to the tutors.
In some qualifications learner work could be the completion of assignments, case studies the taking of
tests, exams and skills tests etc. This work may be stored in a range of different ways. The requirements of
the qualification must be followed and IQAs will include sampling this work in their sample plan. In addition
to IQA samples they may need to arrange for moderation to take place or alternatively blind or second
marking to be completed. If it is an area where team members have less experience then this should form
the focus of the initial sampling carried out. In the case of competency based qualifications a ‘portfolio’ is
often the main source of evidence of competence and is the basis on which the assessment decisions are
taken.
In sampling portfolio evidence that is left ‘in situ’ there are some practical implications for IQAs to consider:
•
•

•

Evidence should be readily available whenever the internal quality assurance sampling takes place.
It is the responsibility of the IQAs to put in place arrangements to ensure this.
If evidence is left in its usual location (signposted) then the IQA will have to sample the evidence in
its usual location or the appropriateness of photographic evidence should be considered. Evidence
in situ will require IQAs to plan for and carry out visits to other premises as part of their sampling
The IQA audit trail will be maintained as a clear, trackable record (through the evidence and
planned sampling) as required by the qualification.
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Feedback to Tutors:
Following the monitoring exercise, IQAs will give constructive and positive feedback that clearly identifies
good practice, areas for dissemination and areas/actions for development with target dates. The feedback
discussion will be confidential between the IQA, tutor with the tutor’s line manager and appropriate staff
(QIP) kept fully informed to contribute to the support. IQAs will keep a record of the feedback (Appendix
2) and ensure that it forms part of the tutor’s individual development and will be recorded on ‘Appendix 7’
by the S/B/CM. All feedback needs to be detailed, specific and designed to improve practice. It should be
delivered in both written and verbal format.

Produce written feedback

Aim feedback at tutors – not
learners

Be honest

Ensure comments are
constructive and positive

Feedback

Start by asking the tutor
what they thought
themselves about their work
Be factual

Give clear details of what
was found/seen
Specify what was done well
and what needs to be done
differently
Seek to improve practice
over the long term
Agree next steps and
timescales for change
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Applying and following policies and procedures and
external/internal legislation to meet regulatory
requirements:
IQAs will implement the policies and procedures of YMCA George Williams College and those of the
awarding organisation. This will be in relation to all areas relating to IQA of qualifications e.g. Secure
transport, storage of learner work, confidentiality, implementing data protection etc. In addition IQAs are
responsible for ensuring tutors and delivery staff carry out their responsibilities in relation to legislative
requirement. In particular this includes requirements for: health, safety and welfare, diversity and equality
issues including bi-lingualism. IQAs will check that all requirements continue to be met as part of the
ongoing monitoring carried out. The IQA also has a supporting role by creating and maintaining complete
and up to date records of information.
It is not acceptable for any claim for certification to be made by a tutor who does not meet the
requirements specified in the qualification strategy – this may include holding an appropriate qualification.
The IQA should check and monitor that all tutors are fully qualified and up to date to deliver the
qualifications.
Of equal importance is the need to maintain security of learner work and their assessment records. Work
and portfolios for learners who have been certificated in between external quality assurer activities must be
stored safely in centre until the next activity so that they can be examined if requested. Original
assessment records must be retained for at least three years and be made available for external quality
assurance and to allow for any appeals or complaints to be progressed and resolved.
When a centre is inspected, audited or monitored by an external agency, the following range of information
will need to be made available:
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Tutor details –
specifically CVs, CPD
records, tutor
qualifications,
development plans and
workloads

The written IQA
procedures

Numbers of current
registered learners per
qualification and level

Learner centre
enrolment and awarding
organisation registration
details

Learner progress reviews
and achievements, special
assessment requirements
and equal opportunities
monitoring information

Training programmes,
assessment records, plans,
reviews and tracking
sheets

Available learner support
resources

Details of learning and
assessment sites

The internal quality
assurance sampling
strategy

IQA records including
feedback to tutors,
discussions with learners

Records of claims for
certification

Learner work and/or
portfolios

Minutes of internal quality
assurance meetings
Records of standardisation
activities

CPD:
IQAs are responsible for ensuring that their own practice is maintained and that they undertake CPD as
required by the qualifications that they internally quality assure and to meet changing requirements in their
role. There are a range of acceptable ways that IQAs can maintain their CPD including:
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Reflective
practice

Being
observed

Requesting
feedback

Attending
relevant
meetings or
conferences

Undertaking
training
courses

IQA
CPD

Undertaking
related
reading

Individual
research

Attending
forums

Standardisation
activities

Shadowing
another IQA

Completing
related
qualifications

As a way of keeping up to date and providing a role model of good practice, IQAs will ensure familiarity
with the requirements and best practice in:
•
•
•

Assessment
The vocational area they quality assure
IQA practice

YMCA George Williams College V2 J.Brooks

Page 26 of 40

External Quality Assurance

The role of the EQA in the external quality
assurance process:
EQA responsibilities include:








Conducting and documenting Quality Assurance activities
Conducting and documenting qualification specific and advisory support activities with centres
Completing and documenting systems activities in centres
Conducting and documenting exam audits
Participating in best practice and standardisation activities to ensure support for continuous
improvement and consistent performance
Supporting the training and development of new and existing centres
Providing advice and support to centres on management system queries

EQA sampling of centre activity:
Visits are made by EQAs, who are allocated by the awarding body Quality Teams. They will seek evidence
to confirm that all systems, processes and procedures are in place.
The purpose of sampling centre activity is to minimise the risk of invalid certification and to ensure that the
delivery and assessment of qualifications meets the required standards.
To achieve this, the EQA will monitor the activity of all centre staff involved in the assessment and internal
quality assurance process.
EQAs will sample a range of learners. To achieve this, they will include the following in their sampling
strategy:









IQA decisions
tutor decisions
Assessment locations
Assessment methods
Assessment records
Learner interviews
Tutor interviews
IQA interviews
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The role of the QIP in the EQA visit process:








The QIPs are the first point of contact for the centres in their area and all of the centre update
forms have been completed to this effect
The QIP will liaise direct with the awarding body quality team regarding EQA visits and reports.
This ensures communication lines are effective and key messages are communicated effectively
ensuring consistency
The QIP will then disseminate this information to the Senior/Business Manager/Centre Manager who
will then ensure that all relevant paperwork is completed and sent back to the awarding body
The date and details of the visit will then come back to the QIP who again will disseminate this to
the centre for action
The IQA, tutors, Centre Manager and QIP will be present where possible at the EQA visit
The centre team will then prepare for the visit with the assistance of the IQA
The final report will come back to the QIP who will disseminate the report, note any actions to be
taken then will discuss and follow these up with the tutors and the Senior/Business Manager/Centre
Managers

The Senior/Business Manager/Centre Managers will inform the awarding bodies of the following
using the appropriate paperwork and ensure that the QIP and IQA are informed:





Changes to contact details – centre name or quality contact details (name, address, email etc.)
Changes to site delivery address or details of any additional sites, satellite centres, additional
assessment sites and subcontracted providers
If the centre undergoes a change of control e.g. change of head of centre
Any changes to the staffing of any qualification
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ILPs – At a glance:
Study Programme

By whom?

When?

How?

ILP 1

Tutor

Before the start of the
Reach Programme

Meeting with the tutor
and the learner

ILP 2

Tutor

A working document in
collaboration with the
learner

ILP 3

LSM

Each subject area and
each delivery session –
including English and
maths
Every 4 weeks

ILP 4

LPM and the work
experience/placement
employer

Every 4 weeks

ILP5

LSM

At the end of the course

Apprenticeship

By whom?

When?

ILP 1

Tutor

ILP 2

Tutor

ILP 3

Tutor

Before the sign up at
the start of the skills
programme
Each meeting/session
with the learner –
including delivery and
English and maths
Every 8 weeks

ILP 4

Tutor and the employer

Every 8 weeks

ILP5

Tutor

At the end of the course

YMCA George Williams College V2 J.Brooks

Formal review with the
learner using the ILP 1,
all the ILP 2s and ILP 3
This needs to be
completed the week
before ILP 3 so it can
be used for the formal
review
An exit review with the
learner/gathering of
destination data.
How?

Meeting with the tutor
and the learner
A working document in
collaboration with the
learner
Formal review with the
learner using the ILP 1,
all the ILP 2s and ILP 4
This needs to be
completed the week
before ILP 3 so it can
be used for the formal
review
An exit review with the
learner/gathering of
destination data.
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Appendix 1

Possible Learner interview questions:
1. Which qualification/s are you working towards and when are you due to complete?
2. Did you have an induction at the start of your course and what did it cover?
3. Has any of your previous learning or qualifications been used towards your current qualification/s?
If so, please explain
4. Have you been given access and support in how to use Learning Assistant, your E portfolio?
5. How is your individual learning plan used to support you to achieve your agreed targets?
6. Who is your Tutor and how often do you have contact with them?
7. What evidence have you produced so far? Explain how this was planned, assessed and how
feedback was given to you.
8. Have you completed and signed of any part/s of your qualification?
9. What support have you received during your course so far? How effective has this been?
10. What other types of evidence do you need to complete your qualification/s?
11. Explain what you would do if you disagreed with an assessment decision and where can you find a
copy of this?
12. How is your progress recorded and who is involved in this process?
13. Do you have any unmet learning needs?
14. Do you have confidence in your Tutor to guide you to completion?

These questions can be used by the tutor when interviewing a learner initially at the
beginning of the course and at any time throughout the leaner journey.

They are by no means the only questions that can/should be asked and tutors can discuss and
interview learners at any time recording responses and targets on the ILP.
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Appendix 2
Quality Assurance Support Record – This is to be completed by the IQA and

tutor for Tutor’s development needs/CPD and then followed up.

IQA Name:
Tutor Name:

Qualification Support Related to:
Feedback from IQA to Identify Support Needs:

Reflection on Practice by Tutor to Identify Support Needs:

Support Given:

Continued Development and Support Activities:

Target Date:

Achieved Date:

Review Date:

IQA signature:

Date:

Tutor signature:

Date:
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Quality Assurance Support Review

Qualification Support Related to:
Reflection on Practice by Tutor Following Support:

Feedback from IQA Following Support:

Is further support required?

Yes:

(If yes please explain why then complete the table below)

Continued Development and Support Activities:

Target Date:

No:

Achieved Date:

Review Date: (Only required it further support needs are identified)

IQA signature:

Date:

Tutor signature:

Date:
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Appendix 3
Feedback form for IQA to Senior/Business Manager/Centre Manager – this is to be completed by the IQA and then discussed

with the manager.
Tutor Name:

Manager Name:

Location:

Date:

Portfolios sampled:

Support Visits:

Feedback:
(Sampling, expected/current
progress, areas for concern,
good practice)

Action taken by IQA:

Support required from
line manager:
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Appendix 4 – Sample Plan – see separate spreadsheet
Appendix 5 – Tutor RAG rating rationale – All Tutors will be included in the

sample plan and be given a ‘RAG’ rating, in conjunction with CAMERA guidelines

Date:
IQA:
Tutor:
Qualification:

RAG Rating:
Justification for RAG
Rating:
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Appendix 6
Standardisation agenda – to be used for all standardisation activities

Qualification:
Time:
Date:
Expected duration:
Location:

Content:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
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Appendix 7
Minutes of Standardisation - to be used for all standardisation activities

Standardisation
Event:
Qualifications
covered:
Date:
Location:
Person running
event:
Attendees:

Qualification:
Activities Undertaken:

Questions from
Attendees:

Benefit of attending:

Future Improvements to
Standardisation:
Actions arising from
event. To be completed
by who and by when:
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Appendix 8
Quality Assurance Sample of Assessment

Tutor Name:

IQA Name:

Date:

Type of Assessment(s):

Candidate Name:

Location:

Qualification:

Sample: Formative/ Summative

IQA to check the following:
Registered?
Yes/No

Reg Number:

Tutor/IQA assigned in
Yes/No
Assessments in PICS?
PICS?
Record below the sampling that took place:

Yes/No

Qual/units in PICS?

Yes/No

Additional aims in PICS?

Yes/No

Feedback to Tutor:

Action Required: Yes/No

(Any issues arising should be recorded and followed up using an IQA Support Form)

IQA signature:
Actions completed?

Date:
Yes/No

IQA signature:
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Appendix 9
Summary of Learner ‘At Risk’ Rag Rating Criteria

Note this rag rating applies to all YMCA George Williams College learners. The criteria have been chosen to
take into account the variables that can emerge during a learner’s time with us and to minimise the
potential impact of occurrences often beyond the learner’s and employer’s control e.g. change in working
conditions, job loss, illness etc.
1. There are 3 categories – Green, Amber and Red
2. Green – any learner who is working at least 6 weeks ahead of their planned end date for all
qualifications in their framework.
3. Amber – any learner who is working at least less than 6 weeks ahead of their planned end date up to
on target to finish on their planned end date.
4. Red – any learner who is working to finish at least one day or more past their planned end date.
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Appendix 10
Qualification Certification Request

This form is to be used to request a claim for the learners certificate and must be completed by the IQA

Learner Details :
Last Name:
DoB:

First Name(s):
Gender:

M/F

Registration Number:

Qualification Details :
Please enter the qualification you are requesting certification for in the table below
Qualification:

Level:

Awarding
organisation
qualification
number:

All unit numbers to be claimed:

Confirmation Signatures :
IQA Name:
IQA Signature:

Date:

I confirm that I have requested the certificate/s for the above qualification/s:
Name:
Signature:
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