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1. INTRODUCTION 

 
Internal verification is a quality management process and is at the heart 
of the quality assurance procedures at Gower College Swansea.  The 
purpose is to ensure that assessment is completed fully, accurately and 
on time in accordance with awarding body policies and regulations.   

 
2. SCOPE 

 
2.1  This policy will apply to all academic, vocational and competence based 

qualifications throughout the College which have a requirement for 
internal verification or moderation.  

 
2.2 Usually, a person will be designated as the Lead Internal Verifier for a 

programme and will have a general managing and monitoring function 
(see section 3.1 Managing the Quality of Delivery and section 3.2 
Developing and Supporting Assessors below).    

 
2.3 However, internal verification will also usually involve a number of other 

people with detailed understanding of the programme who are able to 
check that assessment activities and decisions are valid (see section 3 
Verifying Assessment below).   

 
3. PRINCIPLES 

 
Internal verification at the College involves three main aspects:  
 
� managing the quality of delivery; 
� developing and supporting assessors; 
� verifying assessment.  

 
3.1 Managing the Quality of Delivery 
 

This is an ongoing responsibility that: 
 

a) ensures assessment resources, including personnel, are effectively 
managed and planned, and regular meetings held; 
 

b) maintains, keeps records of, and reports on the quality assurance 
process and ensures action is carried out as a result of quality control 
processes; 

 
c) provides a link with awarding bodies and other regulatory organisations 

to ensure up-to-date information/guidance is available; 
 

d) annually evaluates the effectiveness of the internal verification process. 
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3.2 Developing and Supporting Assessors 

 

This involves: 
 

a) a structured induction and mentoring system for all assessors; 
 

b) providing access to standard resources and ‘materials’ e.g. awarding 
body information, college assessment documentation and relevant  
policies and procedures etc; 
 

c) maintaining personal records or CVs (qualifications, competences and 
experiences etc) and through ongoing staff development opportunities, 
ensuring appropriate assessor development to meet awarding body 
requirements. 

 
3.3 Verifying Assessment 
 

a) This is concerned with maintaining the quality of assessment for all 
candidates and aims to ensure consistent and reliable assessment and 
internal verification decisions.   

 
b) Through monitoring the quality of assessment, it will highlight problems,  

  trends and development needs of assessors.   
 

c) There are 4 strands: 
 

1. Sampling Assessment Activities 
 

� The internal verifier must consider whether activities are ‘fit for 
purpose’ and informed by assessment criteria which have not been 
modified.  

 
� For all qualifications other than NVQs, all assessment briefs will be 

verified prior to issue allowing sufficient time for modification when 
necessary.  

 
� For NVQ purposes, assessment materials will be sampled at the 

same time as the assessment decisions. 
 

2. Sampling Assessment Decisions 
 

� In order to ensure reliability this should include all units and all 
assessors and reflect the number and type of students involved.   

 
� It should also take into account assessment methods used, location 

and experience of assessors, and other awarding body 
requirements.   

 
 



3 
 

� The minimum level for sampling must be at least 15%.  This should 
be calculated in the following way: 

 
i) Number of candidates  x  number of units  =  total number of 

assessments 
ii) Then, calculate 15% of the total number of assessments to 

determine the number of internal verifications to be carried 
out. 

iii) This can be increased if a greater volume is necessary to 
allow the IV to judge the quality and consistency of the 

assessment process 
 

� The purpose of the sampling activity is to review the quality of the 
assessment decisions and confirm validity, authenticity, reliability, 
currency and sufficiency.    

 
3. Monitoring Assessment Practice 

 
� To identify problems or areas where assessors require 

advice/development. This should be ongoing throughout a 
programme and not just occur at the end when it is too late to 
correct problems identified.  

 
� When practical activities are internally verified the internal verifier 

should, where practicable,  either be there to observe assessment 
directly, or be able to review appropriate direct evidence such as 
recordings, artefacts etc.  In the case of short courses in 
community settings, witness statements can be accepted depending 
on the requirements of the awarding body.  

 
� Where the assessor is still working towards the A1 award, the 

internal verifier should ensure that a qualified assessor counter 
signs the assessment decision if this is an awarding body 
requirement.   

 
� The purpose is to ensure that national standards of assessment are 

adhered to by all assessors and that candidates are satisfied with 
the assessment process.   

 
4. Standardising Assessment Judgements 

 
� Through benchmarking/moderation – this involves establishing 

procedures to ensure consistency of approach to assessment and 
develop a common interpretation between assessors.  

 
� The purpose is to ensure that all candidates are assessed fairly, 

that each assessor consistently makes valid decisions and that all 
assessors will make the same decision based on the same evidence 
base.  It will occur both within teams and cross-college.   
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4. ROLES AND RESPONSIBILITIES 

 
4.1 Lead Internal Verification Responsibilities 

 
(This role follows the principles outlined in section 3.1 Managing the 

Quality of Delivery and section 3.2 Developing and Supporting 
Assessors). 

 
a) Introduce a standard approach to assessment procedures by ensuring  

Stage 1 of the internal verification process is planned in accordance with  
the college Internal Verification Policy, and that plans are recorded and 
made available to teams.  

 
b) Monitor implementation of Stage 2 to ensure adherence to plans and 

maintenance of records. 
 

c) Hold regular, minuted team meetings to discuss outcomes of verification 
processes, share good practice, resolve problems regarding 
interpretation and documentation and disseminate information from 
awarding bodies etc. 

 
d) Ensure that the following take place to meet awarding body 

requirements: training and development of individuals and teams, 
induction and mentoring, standardisation activities and appropriate 
continuing professional development.  Where the internal verifier is still 
working towards the V1 Award, they should ensure that a qualified 
internal verifier countersigns the verification documentation if this is a 
requirement of the awarding body. 

 
e) In liaison with assessors and internal verifiers, ensure up-to-date records 

are maintained such as student tracking, evidence of internal verification 
activity and agreed outcomes. 

 
f) Liaise with awarding bodies for registration, external verification and 

sampling, queries, certification etc and ensure corrective actions required 
by the awarding body are implemented within agreed timescales 

 
g) Deal with grievances, appeals etc. 

 
4.2 Internal Verification Responsibilities 

 
(This role follows the principles outlined in section 3.3 Verifying 

Assessment). 
 

a) Conduct a standard approach to assessment procedure by undertaking 
internal verification in accordance with the college Internal Verification 
Policy and the agreed verification plans as indicated in Stage 1 and  
Stage 2 of the Internal Verification Flowchart.   
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b) Use assessment evidence/records to carry out timely internal verification 

activity and provide these records for the Lead Internal Verifier when 
required 
 

c) Attend team meetings to ensure awareness of current team practices. 
 

d) Undertake training and development as appropriate such as induction 
and mentoring, standardisation activities and appropriate continuing 
professional development to meet awarding body requirements. 

 
e) Liaise with the awarding body as required by the Lead Internal  

Verifier and necessitated by student need.  
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5 . SEQUENCE OF EVENTS 
 

 
INTERNAL VERIFICATION FLOWCHART 

 

Sequence of Events 

 
 
 
 

 
 
 
 
  
 

 
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
             
            

 

Identify Appropriately Qualified Assessors 
and Internal Verifiers 

Verify Assessment Briefs and Assessment 
Plans 

Produce Internal Verification Plan 

 

Select a Suitable Representative Sample 

 

Carry out Internal Verification using 
Standard Pro Forma 

 

Record Outcomes and Retain Evidence  

 

Review Outcomes of Action 
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6.       Associated Documentation 

 

6.1 Internal Verification/Moderation Documentation 
  
 The following documents can be downloaded from the staff Intranet 

under: Quality/Forms 
 

  Access: 

  Access Accreditation Record Sheet 
  Access Assessment Sheet 
  Access Extension Request 
  Access Internal Moderation Form 
  Access Internal Verification of Assignments 
   
  Agored Cymru: 
  Assessment Feedback Sheet 
  Assessment Record Sheet 
  Internal Moderation of Assessment Decisions 
  Internal Moderation of Assessment Design 
  Observation Record 
  Task Feedback Sheet 
  Task Feedback Sheet (Supported Studies) 
 

 BTEC: 
 Internal Verification of Assessment Brief 

  Internal Verification of Assessment Decisions 
  Observation Record 
  Qualifications declaration of Authenticity 
  Record of Assessment 
  Witness Statement 
   
  City and Guilds 

Internal Verification of Assignment: Adult Literacy and Numeracy 
Internal Verification of Assignment: Adult ESOL 
Internal Verification of Assignment Brief: HPD in Engineering 
Internal Verification of Assignment Brief: HPD IT Practitioners 
Internal Verification of Marked Work 
Internal Verification of Marked Work: HPD in Engineering 
Observation of Assessor Performance 
Record of Assessment: HPD in Engineering 
 
Essential Skills Wales: 

Application of Number Internal Verification form (levels 1-3) 
Communication Internal Verification form (levels 1-3) 
ICT Internal Verification form (levels 1-3) 
IOLP Internal Verification form (levels 1-3) 
Problem Solving Internal Verification form (levels 1-3) 
WWO Internal Verification form (levels 1-3) 
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Application of Number Criteria Reference form (levels 1-3) 
Communication Criteria Reference form (levels 1-3) 
ICT Criteria Reference form (levels 1-3) 
IOLP Criteria Reference form (levels 1-3) 
Problem Solving Criteria Reference form (levels 1-3) 
WWO Criteria Reference form (levels 1-3) 
Assignment Checklist 

 
 Areas that use specialist awarding bodies may have their own specific 

documentation 
 
6.2 Policies and Procedures 

  Quality Policy 
  Student Appeals Procedure 
  Assessment Policy  
  Assessment Malpractice Policy 
  Policy on BTEC Assessment and Grading: Application of Criteria 

 
7. The Welsh Language  

 
 Gower College Swansea is committed to the promotion of the Welsh 

language and will endeavour to address and support the needs of Welsh 
speakers in accordance with the College’s Welsh Language Scheme. 

 
 Coleg Gwyr Abertawe yn ymrwymedig i hyrwyddo’r iaith Gymraeg a bydd 

yn ymdrechu i ddelio ag anghenion siaradwyr Cymraeg ậ’u cefnogi yn 
unol ậ Chynllun Iaith Gymraeg Y Coleg. 

 
 


