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TITLE:


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 allocation of all provision to an appropriate Moderation Group lies with the Assistant Principal Curriculum Delivery.


For the identification of the moderation group for all provision on CMIS lies with the Assistant Principal : Information Services.

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

For the appointment of Internal Verifiers lies with each Moderation Group Co-ordinator.


For the activities of Internal Verifiers lies with each Internal Verifiers own Division Leader.


For the process of internal verification lies with each Internal Verifier.


For the activities of assessors in relation to verification lies with each Internal Verifier supported by his/her own Division Leader.


For the collation and circulation of the Moderation Group Co-ordinator List lies with the Quality Development Manager.

DEFINITIONS:
Verification or Moderation – These terms are considered to be interchangeable.

Moderation Group – All provision within a particular subject or vocational area.


Moderation Sub Group - an agreed subset of provision which forms part of a moderation group.


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:
1)
Internal Verification Verifiers Identification Form - IVVI


2)
Internal Verification Record of Meeting Form - IVRM


3)
Internal Verification Sampling Record Form – IVSR

4)
Internal Verification Sampling Guidelines. - IVSG


5)
Internal Verification Outline Process Chart - IVOP

1 of 7
	[image: image2.png][

\
a

CARDONALD

COLLEGE
GLASGOW




	PROCEDURE
	NUMBER

REVISION
	3:3:4

2


RELATED:
1)
Moderation Group Co-ordinators  List – M.G.C.

INFORMATION


2)
Procedure 3:4:6  - Subject Delivery : Quality Control



3)
Procedure 3:3:5 - External Verification/Moderation.

4)
Awarding Body Regulations, which are appropriate to the provision.  (Refer to Quality Development Unit for advice)...

Originated


Approved



Date
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1.0
INTRODUCTION

1.1.
All moderation groups and sub groups will be derived from the moderation groups identified by SQA.

1.2.
The procedure will be implemented for all provision which is internally assessed.

1.3.
The procedure will be implemented for all awarding bodies.

1.4.
All provision will be allocated to an appropriate moderation group.

1.5.
The moderation group for each element of provision will be identified on the CMIS system.

1.6.
The CMIS Unit will make available on request a listing of all provision allocated to each moderation group.

2.0
NOMINATION OF MODERATION GROUP CO-ORDINATORS

2.4 The role of Moderation Group Co-ordinator will be carried out only by a Division Leader, except during a vacancy when the role will be carried out by the Assistant Principal : Curriculum or by his/her nominee.

2.2
Each Moderation Group with which the college is involved, or is likely to be involved, in the delivery of any provision will be allocated to the most appropriate Division Leader who will act as co-ordinator for that group.

2.3.
The nomination of Moderation Group Co-ordinators will be carried out by the Assistant Principal: Curriculum Delivery.

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

2.5 The Assistant Principal : Curriculum Delivery will submit a complete list of all Moderation Group Co-ordinators to the Quality Development Unit.

2.6.
A Moderation Group Co-ordinators List will be compiled by the Quality Development Unit and made available to staff (Section 9 of this procedure refers).

2.7.
Any amendment of or additions to the Moderation Group Co-ordinator list will be notified immediately to the Quality Development Unit.

	[image: image4.png][

\
a

CARDONALD

COLLEGE
GLASGOW




	PROCEDURE
	NUMBER

REVISION
	3:3:4

2


3.0
ROLE OF MODERATION GROUP CO-ORDINATOR


The Moderation Group Co-ordinator will:

3.1
Ensure that sufficient Group or Sub Group Verifiers are appointed to take responsibility for all moderation groups or sub groups for which he/she acts as Co-ordinator.

3.1.1
Wherever possible allocate each complete group to a specific Verifier.

3.1.2
Where appropriate, due to the size, variety or complexity of the moderation group, allocate separate elements to individual Sub Group Verifiers.

a)
The Moderation Sub Group Verifier may where appropriate be from another Division.

b)
Any decision to appoint a Sub Group Verifier from another Division will be made jointly by the Division Leaders involved.

c)
The appointment of a Sub Group Verifier from another Division will transfer responsibility for verification activity within that Sub Group to the other Division Leader.

3.2
Clearly define the areas of responsibility of each Verifier.

3.3
Maintain a file of Moderation Group and Sub Group Verifiers using the Verifier Identification Form.  This will:-

3.3.1
clearly define the area of responsibility of each verifier

3.3.2
clearly identify any Sub Groups where responsibility has been passed to, and accepted by, another Division Leader.

3.4
Make their file of Moderation Group and Sub Group Verifiers available to all relevant staff.

3.5
Co-ordinate arrangements for any external verification activity in conjunction with the Quality Development Unit and with other Division Leaders where appropriate.

4.0
ROLE OF DIVISION LEADER


Each Division Leader will:

4.1
Maintain a file of all Moderation Group and  Sub Group Verifiers for which he/she is responsible.  Section 3.3 refers.

4.2
Ensure that all Moderation Group or  Sub Group Verifiers for which he/she is responsible are appropriately qualified, experienced and resourced.

4.3
Maintain a list of all provision delivered within the college which lies within Moderation Groups or Sub Groups which are the responsibility of verifiers within the division.  This Moderation group listing can be obtained on request from CMIS.
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4.4
Ensure that the internal verification role is carried out by all Moderation Group or Sub Group Verifiers within the Division.

4.5
Ensure that the training needs of all Moderation Group or Sub Group Verifiers within the division are identified and met.

4.6
Ensure that all assessors have easy access to the appropriate awarding body documentation and publications.

4.7
Notify the appropriate Moderation Group Co-ordinator of any change of  Group or  Sub Group or of their areas of responsibility.

4.8
Liaise with the Moderation Group Co-ordinator where appropriate regarding arrangements for any external verification visit.

5.0
REQUIREMENTS FOR INTERNAL VERIFIERS

5.1
All internal verifiers will be appropriately qualified and experienced.

5.1.1
Competent in the subject/occupational area to a level appropriate to the awards offered.

5.1.2
Competent in the use of assessment of the type involved in the awards offered.

5.1.3
Familiar with the award procedures and documentation.

5.1.4
Holder of an appropriate recognised qualification relating to assessment and verification e.g. TQFE, TQSE, Assessors/Verifiers Awards (D32, D33, D34).

5.2
All internal verifiers will accept responsibility for all aspects of the role as defined in Section 6 of this procedure.

6.0
ROLE OF INTERNAL VERIFIER


The Internal Verifier will:

6.1
Be responsible to his/her own Division Leader in carrying out the internal verification.

6.2
Maintain a list of all provision delivered within the college for which he/she is responsible.  This can be obtained from their Division Leader.

6.3
Ensure that a Unit Summary Form is completed and maintained for each unit  or element of provision in accordance with procedure 3:4:6 Subject Delivery : Quality Control.

6.4
Liaise with his/her Division Leader in ensuring that a verified unit teaching pack is established, maintained and used for all units or elements of provision for which he/she is responsible in accordance with procedure 3:4:6 Subject Delivery : Quality Control.

6.5
Ensure that regular student evaluation of each unit or element of provision is undertaken in accordance with procedure 3:4:6 - Subject Delivery : Quality Control.
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6.6
Convene regular verification meetings which involve ALL assessors who are assessing material for which he/she is responsible in accordance with section 7 of this procedure.

6.7
Ensure that all necessary assessment material is retained for external verification in accordance with awarding body requirements.

6.8
Liaise with his/her Division Leader in preparing for external verification activity.

6.9
Undertake an active role during external verification activity.

6.10
Liaise with his/her Division Leader in taking appropriate action resulting from external verification activity.

7.0
VERIFICATION GROUP MEETINGS


The Internal Verifier will:

7.1
Convene regular internal verification meetings.

7.2
Ensure that a sufficient number of meetings are held to meet the needs of the moderation group or  sub group.

7.3
Ensure that ALL assessors who are assessing material from the moderation group or  sub group are involved regularly in verification meetings.


The assessors attending each meeting, advised and assisted by the Internal Verifier will:-

7.4
Answer ALL questions listed on the Record of Meeting form IVRM.

7.5
Where any answer is NO agree the necessary action and an appropriate timescale for completion.

7.6
Consider any other verification issues.

7.7
Agree all details to be entered on the Record of Meeting form IVRM.

7.8.
Carry out an appropriate programme of sampling of students’ work and cross marking as appropriate


The Internal Verifier will:

7.9
Complete all details of each meeting on the Record of Meeting form IVRM.

7.10.
Complete all details of sampling on the Sampling Record form IVSR.

7.11
Retain all completed Record of Meeting and Sampling Record forms on file for audit as required.  These will be retained for a minimum of three years.
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8.0
ROLE OF INDIVIDUAL ASSESSORS


The Assessor will ensure that:-

8.1
Only a verified teaching pack is used : i.e. completed and signed Unit Teaching Pack Checklist is included in the pack.

8.1.1
The current unit or awarding body specification is used.

8.1.2
Teaching and assessment methods are consistent with the Unit Summary Form.

8.1.3
The verified assessment instruments only are employed.

8.2
Assessment is conducted in a professional manner to ensure fairness, validity and reliability in accordance with awarding body requirements.

8.3
Accurate records of assessment are maintained for each candidate.

8.4
Assessment material is retained for external verification in accordance with awarding body requirements.

8.5
He/she takes an active part in internal verification activity.

8.6
He/she co-operates fully with preparations for, and takes part in, external verification activity.

9.0
ROLE OF QUALITY DEVELOPMENT UNIT


The Quality Development Manager will ensure that:

9.1
A complete and up to date list of all Moderation Group Co-ordinators is distributed to:-


a)
Depute Principal.


b)
Assistant Principal : Curriculum Delivery.


c)
Division Leaders


and is available on the Quality Development Unit pages on the Intranet.

9.2
The list is amended and updated as appropriate.

9.3
All relevant awarding body documentation is distributed to Division Leaders to be made available as required.

9.4
The External Verification process is implemented in accordance with Procedure 3:3:5 - External Verification.

10.0
AUDIT OF PROCEDURE

10.1
The procedure will be subject to regular audit by the Quality Development Unit.
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