Internal Quality Assurance
An Open College Network West Midlands Guide to Getting it Right

Before courses run:
Plan. You should already have an IQA or IV policy. You will also need a
procedure that will outline what needs to be done and an annual plan that will
calendar those key activities. Your annual plan should include the following
(where appropriate):
• Induction/briefing of assessors
• Pre-verification of assessment activities
• Arrangements for monitoring assessment including observations, interim
and final sampling
• Meetings of assessors
• Standardisation
• External Quality Assurance arrangements
• Course and assessment review
Provide new and existing assessors with the information they need to teach and
assess credit-based courses. New assessors with little or no experience will need
more support and taken through key policies, principles of assessment,
requirements in the qualification guides. All assessors will need to know your IQA
plans and IQA calendar (see above).
Pre-verify newly planned assessments before they are issued to learners. Use
the Pre-verification Checklist to do this and use the Open College Network West
Midlands IQA1 to record it has been done. Follow up if you expect changes to be
made.
Issue all documentation that you expect to be used - 'Unit Tracking Form',
templates for practical tasks and 'Assessor Observation Form' for example.
Standard documentation leads a consistent approach.
When courses/classes are confirmed then develop your sampling strategy.
Consider if interim sampling is required, perhaps for new assessors or new
courses.
If observation of assessors is required, then build that into your plan.
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Once courses have started:
Keep to your IQA plan. Have a clear focus for scheduled meetings of assessors,
including sharing good practice. If possible, include one end of year review with
all assessors.
Use the IQA1 and IQA2 forms to record all outcomes of internal quality
assurance and make sure assessors get clear feedback showing exactly what
they need to do and when if improvements are needed. Follow up any actions.
As a rule, undertake standardisation where there is more than one assessor. This
can be built into one of the assessor meetings or run as a stand-alone event if
there are several assessors and units.
For more detailed advice on Internal Quality Assurance, please refer to our Open
College Network West Midlands Centre Handbook.
Do you want to improve your Internal Quality Assurance practice further?
Please visit the Training section of our website for details of events.
www.opencollnet.org.uk
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