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INTERNAL VERIFICATION/MODERATION
PURPOSE/SCOPE:
To ensure that all internal assessment is subject to an appropriate level of Internal Verification / Moderation which meets the requirements of the particular awarding body.
RESPONSIBILITY:
For the identification of the moderation group for all provision on CMIS lies with the Assistant Principal: Information Systems

For the nomination of Division Leaders as Moderation Group Co-ordinators lies with the Depute Principal in consultation with the Division Leaders.

For the circulation and maintenance of a list of current provision, lies with the Quality Development Manager.

For ensuring that all current provision within each Moderation Group has an Internal Verifier, lies with the designated Moderation Group Co-ordinator.

For circulation of an Internal Verification Schedule to each Verifier lies with the Quality Development Manager in consultation with the Moderation Group Co-ordinators.

For ensuring that Internal Verification activity takes place lies with the relevant Moderation Group Co-ordinator.

For co-ordinating Internal Verification activity lies with each Internal Verifier.

For the Internal Verification activities of Assessors lies with each Internal Verifier supported by the relevant Moderation Group Co-ordinator.

For ensuring that Internal Verification training is made available to lecturing staff lies with the Staff Development Officer.

DEFINITIONS:
Verification or Moderation 
The process adopted to ensure that consistent and accurate standards are being applied and maintained in the assessment process. These terms are considered to be interchangeable.

Moderation Group 

All provision within a particular subject or vocational area.


Moderation Group Co-ordinator

A Division Leader who ensures that Internal Verification activity is carried out for all moderation groups for which he / she is responsible.


Internal Verifier 

The individual who ensures that all Assessors are assessing to the same internal and nationally agreed standards.


Assessor 

Any individual who is required to judge the performance of a candidate.
APPENDICES:
IVG
-
Internal Verification Guidelines


IVRM 
-
Internal Verification Record of Meeting Form


IVSF 
-
Internal Verification Sampling Form


TPC 
-
Teaching Pack Checklist

TPSF 
-
Teaching Pack Summary Form


USEQ 
-
Unit / Subject Evaluation Questionnaire

RELATED

INFORMATION:

Procedure 3:3:5 - External Verification/Moderation
Awarding Body Regulations appropriate to the provision (Refer to Quality Development Unit for advice)

SQA Approved Units and Awards Spreadsheet

Internal Verification Schedule (IVS) Exemplar
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1.0 INTRODUCTION

1.1
The procedure will be implemented for all provision which is assessed.

1.2 The procedure will be implemented for all Awarding Bodies.

1.3 All provision will be allocated to an appropriate moderation group.
1.4 The moderation group for each element of provision will be identified on the CMIS system.
1.5 A list of approved SQA provision allocated to each Moderation Group will be available on the Quality Pages of the Staff Intranet.

2.0
NOMINATION OF MODERATION GROUP CO-ORDINATORS
2.1 The Depute Principal will carry out the nomination of Moderation Group Co-ordinators.

2.2 Only a Division Leader will carry out the role of Moderation Group Co-ordinator, except during a vacancy when a designated nominee will carry out the role.

2.3 In the event of any dispute in the nomination of co-ordinator(s) the Principal will arbitrate.

2.4 Each Moderation Group containing active provision will be allocated to the most appropriate Moderation Group Co-ordinator.

2.5 Any changes to Moderation Group Co-ordinator responsibility will be notified immediately to the Quality Development Unit.

3.0
ROLE OF MODERATION GROUP CO-ORDINATOR

The Moderation Group Co-ordinator will:
3.1 Ensure that Verifiers are appointed to take responsibility for all active provision within Moderation Groups for which he / she acts as Co-ordinator.

3.2 Advise the Quality Development Unit of the nominated Verifiers for each active element of provision and ensure that any changes of responsibility are notified as appropriate.

3.3 Where appropriate, delegate the nomination of a Verifier to another Moderation Group Co-ordinator whilst retaining overall responsibility for the Moderation Group.

3.4 Clearly define the areas of responsibility of each Verifier.
3.5 Ensure that Verifiers they have nominated are appropriately qualified to carry out Internal Verification.  
3.6 Ensure that Internal Verification is carried out for all active provision in Moderation Groups for which he / she acts as Moderation Group Co-ordinator.
3.7 Ensure that all Assessors have easy access to the appropriate Awarding Body documentation.
3.8 Co-ordinate arrangements for any External Verification activity in conjunction with the Quality Development Unit and with other Moderation Group Co-ordinators where appropriate. 
4.0
ROLE OF INTERNAL VERIFIER
4.1 The Internal Verifier will be appropriately qualified and experienced as follows:

· Competent in subject / occupational area to a level appropriate to the awards offered.

· Competent in the use of assessment of the type involved in the awards offered.

· Familiar with the award procedures and documentation.

· Hold or be working towards an appropriate recognised qualification relating to assessment and verification.

The Internal Verifier will:

4.2 Be responsible to the relevant Moderation Group Co-ordinator in carrying out Internal Verification.

4.3 Be responsible for retaining an up to date Internal Verification Schedule.

4.4 Be responsible for identifying all Assessors for the provision for which he / she is responsible.

4.5 Be responsible for ensuring that a Core Teaching Pack is:

· Established

· Verified / Moderated

· Maintained

for all subjects for which he / she is responsible.

4.6 Each Teaching Pack will contain at least the following:

· Teaching Pack Checklist (Signed by the current Internal Verifier)

· Teaching Pack Summary Form (Signed by the current Internal Verifier)

· Current Descriptor

· Current and Relevant Assessments (if applicable)

· Current and Relevant Re-assessments (if applicable)

· Marking Schemes (if applicable)

· Merit or Grading Statement (if applicable)

· Scheme of Work

· Current and Relevant Learning and Teaching Materials

· Unit / Subject Evaluation Questionnaire

4.7
Liaise with Assessors to ensure that only Verified teaching packs are used.

The Internal Verifier will:

4.8 Convene at least one Verification meeting per academic year for all provision for which he / she is responsible.

4.9 Record all details of each Internal Verification Meeting in the Record of Meeting Form (IVRM).

4.10 Ensure that all Assessors are informed of the outcome(s) of each meeting.

4.11 Carry out sampling in accordance with Guidelines for Internal Verification / Moderation (IVG).

4.12 Record all details of sampling on the Sampling Form (IVSF).

4.13 Update the Internal Verification Schedule (IVS) as appropriate.

4.14 Return a copy of the completed Internal Verification Schedule (IVS) to the Quality Development Unit at the end of each academic year.

4.15 Retain all Verification records for a minimum of three years.

4.16 Ensure that all necessary assessment material is retained for External Verification in accordance with awarding body requirements.

4.17 Liaise with the relevant Moderation Group Co-ordinator in preparing for External Verification activity.

4.18 Undertake an active role during External Verification activity.

4.19 Liaise with the relevant Moderation Group Co-ordinator in taking appropriate action resulting from External Verification activity.

5.0
ROLE OF THE ASSESSOR
5.1
The Assessor will be appropriately qualified and experienced as follows:

· Competent in subject / occupational area to a level appropriate to the awards offered.

· Hold or be working towards an appropriate recognised qualification relating to assessment.

The Assessor will:

5.2 Be responsible to the relevant Internal Verifier in carrying out assessment in accordance with points 5.3 to 5.8 of this procedure.

5.3 Ensure that only a verified Teaching Pack is used and that it contains all elements prescribed in section 4.6 of this procedure.

5.4 Conduct assessment in a professional manner to ensure fairness, validity and reliability in accordance with awarding body requirements.

5.5 Maintain accurate records of assessment for each candidate.

5.6 Take part in Internal Verification activity.

5.7 Retain assessment material for External Verification in accordance with awarding body requirements.

5.8 Participate as required in External Verification activity.

6.0
ROLE OF THE QUALITY DEVELOPMENT UNIT
The Quality Development Manager will:

6.1
Ensure that each Moderation Group Co-ordinator is given a list of all current provision within the moderation groups for which he / she is responsible.

6.2 Ensure that each Internal Verifier is supplied with an Internal Verification Schedule.

6.3 Ensure that each Moderation Group Co-ordinator is given copies of Internal Verification Schedules for Verifiers for whom he / she is responsible.

6.4 Retain copies of completed Internal Verification Schedules (IVS) on file for three years.
6.5 Ensure that a list of Internal Verifiers for all current provision is available on the Quality Pages of the Staff Intranet and is updated as appropriate.

6.6 Provide relevant Awarding Body documentation to Moderation Group Co-ordinators as required.

6.7 Ensure that the External Verification Process is implemented in accordance with Procedure 3:3:5 External Verification.

6.8 Ensure that this procedure is subject to regular audit.

7.0
ROLE OF THE STAFF DEVELOPMENT OFFICER
The Staff Development Officer will:

7.1 Ensure that appropriate training in Internal Verification is made available to all Assessors, Verifiers and Moderation Group Co-ordinators.

7.2 Ensure that all new members of lecturing staff are issued with a set of Internal Verification Guidelines during Induction.
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