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Planning and 
carrying out internal

quality assurance
Internal quality assurance is not just about maintaining assessment quality but also about improving 
it. When you monitor quality you must focus on each assessor’s ability to do their job in line with 
national occupational standards and their respective role. As an IQA, your job is to identify where 
assessment practice is inconsistent or falls short of the required standard. You must then provide 
development opportunities and further support to improve the practice of your assessors.

This section looks at the IQA’s job in detail and what you should be doing. Here you will fi nd 
information on how to: 

• plan your IQA activities and identify areas of risk

• carry out internal quality assurance linked to the practice of individual assessors 

• sample and record assessment practice 

• standardise and make changes to assessment practice 

• develop assessors using a variety of activities.
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Sampling rationale
It’s important to have a rationale for sampling assessment practice. 
In other words, you need to be able to explain your reasons for 
sampling in the way you do. This is because you will have to justify 
them to your EQA and also meet the requirements of the awarding 
organisation. As well as establishing your risk bands for assessors 
themselves, you may also want to target learners, employers, a 
particular assessment method, or specifi c units of the qualifi cations 
across all assessors. The point is to focus your efforts in the areas of 
highest risk. 

Here are some examples of what you might sample, and why:

• use of technology: you could sample all assessors’ practice in 
relation to their use of video and/or digital recording with a 
view to comparing and standardising practice.

• the workplace: if an employer has a high leaver rate or is unwilling 
to engage with the learner’s programme or the assessment process, 
his or her learners are at higher risk, and the assessor would need to 
visit more and you would need to sample the workplace more often

• assessment and review: if you have a cohort of learners for whom 
achievement is already a problem and a new unit is introduced 
into one of the qualifi cations, you may decide to increase sampling 
frequency of assessment and review across this cohort.

• assessment method: if you have just introduced a new assessment 
method across a number of units of the qualifi cation, you could 
observe all assessors as they carry out this method.

Some IQAs use the ‘traffi c light’ system, as follows:

H I G H
R I S K

L I T T L E  
O R  N O

R I S K

M E D I U M  
R I S K :  

P R O C E E D  
W I T H  

C A U T I O N

Once you have identifi ed an area of high risk, you need to plan what 
to do about it. This means deciding on the methods you will use, the 
location of your sampling and the number of visits you will make.

Monitoring and recording 
performance
To keep track of individual assessors and their performance, you need 
to monitor the individual assessor. You are not just sampling across the 
standards or units, although this may form part of your overall plan. 
The table opposite is an example of how to record, based on the main 
sampling method of observations of individual assessors’ performance.

The IQA’s sampling rationale is based on a risk assessment of each 
assessor, who is rated according to their practice and experience. New 
or inexperienced assessors are a greater risk and require more frequent 
visits from the IQA.

‘Assessment criteria within the 
qualifi cations require assessors 
to “explain the contribution that 
technology can make to the 
assessment process”

Tip
Adapt this table to your own 
situation so that your columns 
show the methods your assessors 
use, which might also include case 
studies, projects and simulation.
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Sampling record

Assessor name & risk rating Fatima * Sally** Dean*** Maggie* Joan** Raj* Robyn* Jeff**

Assessment methods

RPL

Observation

Work products

Oral Q&A

Discussion

Use of others

Learner statement

Written Q&A

Skills tests

Assignments

Units

Employer

Learner

Key to assessor risk ratings: 
* Novice assessor/basic practice:  monthly observations
** Established assessor/practice consistent: quarterly observations
*** Experienced assessor/excellent practice: six-monthly observations
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Making changes to 
assessment practice
You have to be prepared to change your risk assessment and your 
plan as you go, according to your latest observation or interview. 
This is because these show you what’s happening right now and the 
assessor might be demonstrating that they are more or less of a risk.

It is easy to overlook examples of positive practice and to concentrate 
on the negative. Where you identify areas of good practice, see if these 
can be transferred and capitalised on in other areas – by buddying-up 
assessors, for example.

Once you gather information and fi nd out what is happening in 
your centre, you will uncover areas where you need to take action. 
Below are examples of what you might fi nd and suggestions for 
how to improve practice.

You will also fi nd further examples of activities and ways of 
improving assessment in Part 2: The IQA’s toolkit on page 43. 
In part 2 you will also examples of records, such as assessor 
observations and learner and employer interviews.

Examples Suggested Action

Assessors are not using a particular assessment method 
consistently when you compare their practice.

Your assessors are used to assessing learner portfolios, 
while the assessment and IQA qualifications now call for 
holistic approaches to assessment.

Learner grades and achievement have leapt and are at an 
all-time high. You find out that the assignments used for 
assessment have been rewritten and are concerned that they 
are not rigorous enough to meet the assessment criteria.

Monitoring achievement rates has shown you that 
learners placed with a particular employer/training 
provider/sub-contractor/trainer consistently fail to achieve.

An employer is highly supportive of learning and 
assessment; their learners always achieve on time and 
they have a policy of training staff as assessors.

You have traced a spike in the drop-out rate to one 
particular learning module.

You observe one assessor who is particularly good at 
writing assessment reports.

Introduce standardisation activities on use of 
the method during team meetings; follow up with 
further observations.

A large-scale programme of change: training in what 
holistic assessment practice looks like; changes to 
documentation; a meeting with your EQA to discuss.

If your awarding organisation has made the 
changes, speak to the EQA about your concerns in 
the first instance. If the assignment has been 
changed internally, take steps to ensure thatit is 
modified to meet the standards in question.

Consider disciplining or dropping them: if learners 
don’t achieve, they are not being offered a high enough 
standard of training and there is no point in continuing.

Identify what this employer does to support learners 
and consider ways of encouraging other employers to 
use similar methods.

Meet the trainer(s) and try to find out what is causing 
the problem; interview learners who are taking the 
module and try to deal with the problem before they 
vote with their feet and leave.

Find ways of sharing their practice – for example by 
asking them to run a CPD session with you for the rest 
of the team or by partnering them with someone who 
could do with some help.

‘We assess BTECs and had only 
ever moderated our marking 
systems and grades. We hadn’t 
thought about consistency of 
preparation of learners – there 
was a huge variation across 
the organisation when we 
looked at this. Some tutors 
took the time to explain each 
assignment on a one-to-one 
basis and others explained 
once to the whole group.’
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Part 2 

The IQA’s toolkit 
Whether you are an IQA, a lead IQA responsible for a team of IQAs or a centre manager, 
you will need to carry out a range of quality assurance activities in your job. This section of 
the guide, designed for you to dip in to and out of as appropriate, describes various tools 
that will help you perform key aspects of your role.

Since many of the tools and information here are concerned with overall responsibilities, 
you will fi nd it particularly helpful if you are a lead IQA or a centre manager.

This part of the guide contains information about:

• writing your IQA policy

• monitoring and observing practice

• interviewing employers and learners 

• recruiting assessors and working out capacity

• keeping it legal: checking that assessment practice is in line with legal requirements

• your role in the continuous professional development (CPD) of assessors, with advice on RPL

• your own CPD and refl ective practice.


