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TITLE:
External Verification/Moderation

PURPOSE/SCOPE:
To ensure that the processes for External Verification for all awarding bodies are carried out in an effective and systematic manner.


To ensure that full consideration is given to and action taken on the results of External Verification.

RESPONSIBILITY:
For the maintenance of full records relating to External Verification lies with a delegated member of the Quality Development Unit.


For ensuring that all necessary arrangements are made for External Verification activity lies with Moderation Group Co-ordinator.


For ensuring that the Quality Development Unit is kept informed of the details of any verification activity lies with the Moderation Group Co-ordinator.


For taking the lead role during any External Verification activity lies with the appropriate Internal Verifier(s).


For ensuring that External Verification reports are considered and acted upon lies with the appropriate Internal Verifier(s).


For ensuring that all external verification reports are distributed to specified members of staff and are considered by the Academic Quality Standards Committee lies with a delegated member of the Quality Development Unit.

DEFINITIONS:
VERIFICATION OR MODERATION – These terms are considered to be interchangeable and cover activities such as External Verification visits, Moderation Visits, Central/Postal Moderation, Visiting Assessment, Retrospective Moderation.

APPENDICES:
External Verification Report Analysis form EVRA.


External Verification Outline Process Chart – EVOP.

RELATED
Awarding body requirements as specified in appropriate 

INFORMATION
publications.  Refer to the Quality Development Unit for advice or support if required.
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1.0.
INTRODUCTION

1.1..
This procedure will apply to all external verification or moderation activity carried out by any awarding body.

1.2.
Theoretically all notification of external verification activity should be received directly by the Quality Development Unit.

1.3.
Where such notification is received in the Quality Development Unit the responsible Division Leader/Moderation Group Coordinator will be notified formally, and any documentation forwarded.

1.4.
In practice, some notification of external verification activity will be made directly to Division staff.

1.5.
Where an approach is made directly to Division Staff the member of staff will:-

1.5.1.
Request that the representative of the awarding body sends formal notification of this request to the Quality Development Unit.

1.5.2.
Notify the Quality Development Unit of the notification of external verification activity.

1.5.3.
Notify his/her Division Leader of the notification of external verification activity.

1.6.
A copy of all documentation relating to external verification activity will be retained on file in the Quality Development Unit.

2.0.
PREPARATION FOR EXTERNAL VERIFICATION


When a Division Leader, as Moderation Group Coordinator has been informed of the notification of external verification he/she will:-

2.1.
Notify the internal verifier(s) of the notification of external verification.

2.2.
Liaise with the Internal Verifier in agreeing the details of the activity with the awarding body representative.

2.3.
Support the Internal Verifier in ensuring that all necessary preparations are made for verification activity, including the submission of materials if required.
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2.4.
The Internal Verifier will perform a lead role in the preparation for external verification.

2.5.
Each Assessor will cooperate fully in preparation for external verification

3.0.
EXTERNAL VERIFICATION ACTIVITY

3.1.
The Division Leader : as Moderation Group Coordinator will ensure that all necessary preparations are made for any external verification activity.

3.2.
The Internal Verifier(s) will perform the lead role during external verification activity.

3.3.
All Assessors will participate fully, as required, during external verification activity.

4.0.
EXTERNAL VERIFICATION REPORT
4.1.
The report will normally be sent directly to the Quality Development Unit.

4.2.
Where the report is sent to, left with, a member of the Division staff it will be forwarded immediately to the Quality Development Unit.  


When each report has been received a delegated member of the Quality Development Unit will:-

4.3.
Send a copy of the report to:-

a)
Depute Principal


b)
Assistant Principal : Curriculum Delivery


c)
Division Leader as Moderation Group Coordinator

4. Internal Verifier(s)

4.4.
Carry out an analysis of the report and complete a draft of form EVRA.

4.5.
Table each report, with form EVRA at a meeting of the Academic Quality Standards Committee.


The Academic Quality Standards Committee will:-

4.6. Consider each external verification report.
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4.7.
Confirm the final version of form EVRA which may include:-


a)
General comments


b)
Action required


A delegated member of the Quality Development Unit will:-

4.8.
Copy the completed form EVRA to the relevant Division Leader as Moderation Group Coordinator.

4.9.
Retain completed EVRA form on file.

4.10.
Use the information contained on forms EVRA as the basis of an annual report to the SMG and to the Board of Management.

5.0.
ACTION REQUIRED


Where action is required a delegated member of the Quality Development Unit will:-

5.1.
Request from the Division Leader an action plan which has been, will be, implemented to meet the specified action points.

5.2.
Monitor on an ongoing basis the carrying out of the action plan.

5.3.
Provide regular updates to the Committee on the progress of the action plans.

6.0.
AUDIT OF PROCEDURE

6.1.
The procedure will be subject to regular audit by the Quality Development Unit.

Originated
Approved


Date
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