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Policy Statement 

Skills 4 Pharmacy (S4) operates a robust internal quality assurance system to maintain the consistency and 
accuracy of assessments. 

Internal Quality Assurance (IQA) is the process of ensuring that training and assessment practice are 
monitored in order to ensure that they meet Awarding Organisation standards. 

Policy Aims 

• to provide a continuous check on the consistency and quality of delivery and the consistency, quality 
and fairness of marking, grading and overall assessment of students’ work 

• to meet and exceed the requirements placed upon us by QCA, the Awarding Organisations, End-Point 
Assessment Organisations and S4 standards 

• to ensure that valid assessment decisions are reached for all our learners and that external 
requirements are fully met 

• to support staff in their delivery by affording them the opportunity to receive critically supportive 
comments and to be able to conduct peer observation 

• to support staff in their assessment activities by affording them the opportunity to receive critically 
supportive comments on the assessment decisions reached 

The key features of an effective system are that it must: 

• include the monitoring of assessments and a way of standardising assessment judgements 

• sample assessments on a ’formative, interim and summative’ basis, therefore giving feedback to 
delivery staff on an ongoing basis (not at the end of the accreditation process) 

• support and develop the assessment teams 

• accurately record the IQA/Moderation decision to provide a clear audit trail 

• be carried out by suitably qualified and occupationally competent staff 

Scope 

For the purpose of this policy, the term ‘IQA/Moderation’ encompasses all forms of activity that check and 
validate assessment. It may be implemented through the systems of verification or moderation as required,  
or laid down by Examining or Awarding Organisations. Any task, activity, essay or project that contributes to 
the learner’s final achievement in a vocational area, academic subject or functional skills will fall within the 
scope of this policy. 

Responsibilities 

The Director of Performance and Development has the responsibility to ensure that all IQA policies are being 
followed and that the appropriate evidence is being correctly completed and submitted. 

The IQA policy is integral to the induction process and all Assessors/Tutors have a responsibility to give full and 
active support to the policy by ensuring that it is known, understood and implemented by all. 

 
Registration and Certification 

 
Learners should be registered according to their Awarding Organisation/End-Point Assessment Organisation 
procedure. The IQA/Moderator should work with the relevant team to ensure there is a clear and transparent 
approach with individual responsibilities. 

 
Claims for certifications will be made by the relevant teams following summative IQA/Moderation. For portfolios 
not captured in the sampling plans, the IQA/Moderator will conduct a dipped sample to ensure all course 
requirements are met. 



No certification can be applied for without the signature of the occupationally competent IQA/Moderator on 
the summary of achievement and/or Awarding Body certification application document. 

 
Storage of Assessment Records 

 
All assessment records relating to individual learners should be retained for 3 years. The records should be held in 
a secure place and contain details of the Learner, Assessor/Tutor, IQA/Moderator, enrolment, registration/EPAO 
registration and certification. These records should be supported by assessment records and IQA/Moderation 
documentation. 

 
Internal Quality Assurers/Moderators 

The IQA/Moderator maintains and monitors the quality and assurance of qualification, unit delivery EAPO 
requirements and certification. They are the main contact between the centre and AO/EPAO in relation to 
monitoring activities. The IQA/Moderator supports all Assessors/Tutors to ensure that assessment processes 
and practices have been adhered to and assessment decisions are consistent across all Assessor/Tutors. 

Role of the Internal Quality Assurers/Moderators 

• Only appropriately qualified staff can carry out IQA/Moderation. Staff are required to submit evidence 
of their Assessor/Tutor Award and IQA Award or, for moderation, they are required to have relevant 
occupational competency. 

• Where trainee Internal Quality Assurers undertake IQA, this must be verified by a qualified IQA and 
countersigned. 

• IQA/Moderation must be carried out continuously throughout the year. Each programme will identify 
appropriate periods of time when IQA takes place. 

• The IQA/Moderator must complete relevant samples of learners’ work per course at the allocated 
point in each programme. The sample will be pre-selected at the start of each course. For each course, 
the sample must include every learner, at least one of each assessment and each assessment type. 

• Sampling must be across all Assessors /Tutors, all types of evidence and all learners, including 
planning, feedback, reviews, ILP and teaching and learning, in addition to candidate evidence. 

• Complete the final IQA/Moderation within 14 working days of the completion of the course. Where 
discrepancies are found, a meeting must be held between the IQA/Moderator and the Assessor/Tutor 
within 5 working days in order to share their findings and to confirm any amendments required to the 
completed portfolio. 

• Ensure all Assessors/Tutors hold and maintain the required qualifications and occupational expertise 
to deliver the qualifications and units they have been assigned to. 

• Ensure that Assessors/Tutors follow the assessment guidance provided. 

• Advise and support Assessors/Tutors to assist them in interpreting and applying the standards/course 
criteria correctly and consistently. 

• Provide Assessors/Tutors with prompt, accurate and constructive feedback on their assessment 
decisions. 

• Identify training needs and provide ongoing training to Assessors/Tutors to continually improve the 
standard of qualification and unit delivery, to raise good practice in assessment. 

• Facilitate standardisation activities to support the continuous improvement of qualification and unit 
delivery. 

• Regularly sample assessment activities, methods of assessment and records to monitor consistency of 
assessment decisions as specified by the qualification criteria. 

• Conduct observations of Assessors/Tutors conducting the assessment process. 



• Conduct learner interviews to monitor and analyse the quality of the assessment process and learner 
journey. 

• Ensure that equal opportunities and anti-discriminatory practices are upheld in the assessment 
process. 

• Liaise with other staff members and the External Quality Assurer to implement the requirements of 
the Awarding Organisation. 

• Ensure that all learners’ achievement records and centre documentation are completed in accordance 
with Awarding Organisational/LCG requirements. 

• IQA/Moderators must attend standardisation meetings and maintain a current continuous 
professional development file. 

Assessors/Tutors 

The role of an Assessor/Tutor is to: 

• ensure that each learner is aware of his/her responsibility in the collection and presentation of 
evidence 

• agree and record assessment plans with each learner 

• fully brief learners on the assessment process 

• observe learners’ performance through formative assessment and/or in simulated situations, and/or 
conduct other forms of assessment in accordance with the qualification requirements 

• ensure that assessment of performance by observation is unobtrusive 

• judge the evidence and record assessment decisions against the standards/course criteria 

• provide learners with prompt, accurate and constructive feedback 

• manage the system of assessment from assessment planning and feedback through to marking and 
recording assessment decisions 

• ensure validity, authenticity, currency and sufficiency of evidence 

• maintain accurate and verifiable learner assessment and achievement records 

• confirm that learners have demonstrated sufficient competence/knowledge and have completed the 
required documentation 

• agree new assessment plans with learners where further evidence is required 

• make themselves available for discussion with the IQA or External Quality Assurer (EQA) as required 

• demonstrate commitment to anti-discriminatory practice and equal opportunities 

• ensure maintenance of confidentiality for all information 
 

Sampling Strategy 
Sampling Assessments 

Three forms of sampling will be carried out to ensure that quality assurance is maintained. These are: 

• Formative sampling: dipping into the assessment process to review the learner’s work either before 
decisions have been made on any unit or looking at portfolios with one or two completed units. This will 
entail checking the progress reviews, reports/planning, teaching and learning and feedback given to the 
learner by their Assessors/Tutors, and will allow the IQA /Moderator to evaluate the quality of formative 
guidance on assessment and how effective the assessment planning has been. 

 

• Interim sampling: dipping into the assessment process whilst the learner is at different stages. This ensures 
that the assessment of the learner is proceeding satisfactorily following the principles of planning, 
judgements and feedback to meet the requirements of the Awarding Organisation (AO) or the End-Point 
Assessment Organisation (EPAO). 



• Summative sampling: involves the IQA/Moderator reviewing the quality of the assessment decisions 
by the Assessors/Tutors. The IQA/Moderator should be able to follow an audit trail, which clearly 
demonstrates that the Assessor/Tutor has checked the validity, authenticity, reliability, currency and 
sufficiency of the evidence presented, and that the learner’s work meets the requirements of the 
Awarding Organisation (AO) or the End-Point Assessment Organisation (EPAO). 

 
• The IQA/Moderator must record and report all sampling undertaken in sufficient detail to be able to 

justify the decision made. IQA/Moderation reports will be produced for all sampling and must be signed 
by both the Assessors/Tutors and IQA/Moderator. 

 

Sampling RAG Rates 

Different RAG rates for sampling will be adopted dependent on the experience of the Assessor/Tutor delivering 
the qualification or unit they have been assigned to as follows: 

 

Category Required Activities 

RED: Newly qualified Assessors/Tutors new to the centre or 
those Assessors/Tutors who are continually falling short of 
the standard required 

100% sampling rate 

Assessor/Tutor observation 
every 3 months 

 

AMBER: Assessors/Tutors who are in need of development 
but often meet the standard required 

50% sampling rate 

Assessor/Tutor observation 
every 6 months 

GREEN: Assessors/Tutors who are experienced with the 
qualification or unit they have been assigned to and 
continually meet the standard required 

25% sampling rate 

Assessor/Tutor observation 
every 12 months 

 
The RAG rates above may be subject to change, for instance: 

• where a qualification is new to the centre, the first cohorts will be sampled at a 100% rate unless 
otherwise authorised by the Awarding Organisation 

• where the sampling strategy of the Awarding Organisation overrides that of the centre due to the risk 
rating or actions resulting from monitoring activities 

• where a contractual requirement requires additional sampling to take place (N.B. this will not override 
the requirements of the previous two instances where this sampling rate would require a lesser 
sampling rate to be adopted) 

 

Standardising Assessment and Quality Assurance/Moderation Judgements 
 
Standardisation (benchmarking or moderating) is an important part of the duties of the IQA/Moderator. 

Regular meetings will be held to conduct standardisation exercises and across the provision. 



Standardisation activities should include: 

 
• induction activities that explain the assessment/EPA process and the part played in it by all involved 

parties (learners, assessors, employers, IQA/Moderators). This should include a good understanding 
by learners of the appeals procedures, induction activities, learner handbook, teaching and learning 
activities and/or portfolio/EPA, etc. 

• identifying good practice and areas of improvement in assessment, which is disseminated to all parties 
involved – for example, carrying out activities on specific units/standards to reinforce 
assessment/teaching and learning methods are consistent with the assessment strategy/EPA 
assessment requirements 

• meetings to cover feedback from AO/EPAO monitoring activities, assessment of good practice and 
interpretation of assessment criteria/qualification specifications and EPA standards 

• encouraging diversity of evidence such as video and audio to demonstrate assessment, rather than 
expecting to see written evidence in a portfolio 

• ensuring assessment practice follows AO/EPAO requirements, shows the learner’s journey and creates 
a clear audit trail 

• linking staff development planning and reviews to ensure qualification specific requirements for 
assessment are met in line with the AO/EPAO 

• Assessor/Tutor development will be recorded, and they must update their CPD with details of 
development. All Assessors/Tutors are encouraged to continually develop their skills and knowledge in 
their assessment sectors and in teaching and training techniques 

• all Assessors/Tutors must attend these meetings unless they are on Annual/Sick/Special Leave. 
Other meetings and visits must not be scheduled when standardisation meetings are scheduled 

• minutes of meetings are to be produced and copies kept for viewing during Awarding Organisation’s 
monitoring activities 

 

Conflicts of Interest in Assessment 

Skills 4 has a process to identify, monitor and manage any conflicts of interest in assessment outcomes. S4 will 
take all reasonable steps to avoid any part of the assessment of a learner being undertaken by any person who 
has a personal interest in the result of the assessment. The Assessors/Tutors will not quality assure their own 
assessments; this also includes internal quality assurance activities. 

Assessor/Tutor Observations 

The IQA/Moderator will complete observations of delivery and assessment to ensure the management of the 
quality of the programme: 

• direct observation of the Assessor/Tutor in action, giving feedback on performance 

• direct observation of a Assessor/Tutor planning and reviewing activities with learners 

• feedback from an IQA observation of assessment delivery must be delivered to the relevant 
Assessor/Tutor as soon as practicable, preferably by the end of the day 

 

These observations will be conducted, at a minimum, on the time frames listed earlier in this document and 
clear evidence of the conducting of these will be maintained for viewing by the Awarding Organisation during 
monitoring activities. 

 
Evidence of the performance of any associated actions will be recorded and kept within the quality assurance 
folder for viewing by the Awarding Organisation during monitoring activities. 



Interview of Learner 
 

Once a year, the IQA/Moderator will interview at least one learner for each of their allocated 
Assessors/Tutors. There are set interview questions on the Learner Interview Record, all of which should be 
asked, but not all may be applicable. 

 
Once complete, a copy of the record should be forwarded to the Head of Operations and the original kept 
within the quality assurance folder. 

 
Appeals Procedure 

 
Every Assessor/Tutor has the right to challenge an IQA/Moderator decision made on their assessment 
decisions/the learner’s portfolio. The Assessor/Tutor should indicate their disagreement on the relevant IQA 
form and bring it to the attention of the IQA within 10 working days of being informed that the portfolio is 
ready for collection following an IQA. 

 
Where there is a challenge made, the Assessor/Tutor and IQA/Moderator must in the first instance meet and 
discuss the challenge informally. If agreement can then be made, this should be indicated on the IQA form and 
no further action is required. 

 

If an agreement cannot be reached, then the Appeals Procedure must be adhered to: 
 

Stage 1 
If you are not satisfied with the outcome of your IQA, you can then appeal to the Head of Quality or Head of 
Operations within 10 working days. 
Your appeal must be in writing and the Head of Quality/Operations will allocate another IQA/Moderator to 
investigate the challenge. They will discuss the IQA/Moderation report with the Assessor/Tutor and the first 
IQA/Moderator. They will re-IQA/Moderate the piece of evidence/document themselves and will inform the 
Quality Manager of the results of their investigation. The Head of Quality/Operations (HOQ/O) will inform both 
parties of the result. 

 

Stage 2 
The HOQ/O will review the report and, if necessary, re-moderate the piece of evidence. The Quality Manager 
will inform the Managing Director of their investigation.  

Stage 3 
Before proceeding to Stage 3, you must have exhausted (all) the Internal Appeals Procedure of Learning Curve 
Group. Your appeal must be presented to the appropriate Awarding Body via the Director of Performance and 
Development. 

 

Support and Staff Development 

The IQA policy must be applied to every programme with work that is internally assessed, and which 
contributes to the final assessment outcome of a learner. 

• Appropriately qualified staff must carry out all IQA/Moderation. Staff are required to submit evidence 
of their NVQ Assessor/Tutor Award and IQA Award or, for moderation, they are required to have 
relevant occupational competency. 

• Assessors/Tutors and IQA/Moderators must be given sufficient time, resources and authority to 
perform their roles and responsibilities effectively. 

• Where trainee IQAs undertake IQA, this must be verified by a qualified IQA and countersigned. 



• Each Assessor/Tutor must have an identified member of staff who will conduct a minimum of one IQA 
observation of the assessment practice. 

• IQA observation of Assessor delivery should include: 
a) learner performance 
b) briefing a learner 
c) questioning and giving feedback 

• Feedback from an IQA observation of assessment delivery must be delivered to the relevant 
Assessor/Tutor as soon as practicable, preferably by the end of the day. 

• The report will then be submitted to the Head of Quality within 7 working days of completion. 

• Action plans agreed between an IQA and Assessor as a result of an IQA/Assessor debrief must be 
reported to the Head of Quality. The IQA will monitor the Assessor’s development and update 
relevant staff. 

• Each programme/course must have an identified member of staff who will standardise the 
assessments for that programme. 

• IQA/Moderation must be carried out continuously throughout the year. Each programme will identify 
appropriate periods of time when IQA takes place. 

• The relevant sample of learners’ work per course must be IQA/Moderated at the allocated point in 
each programme. The sample will be pre-selected at the start of each course. For each course, the 
sample must include every learner, at least one of each assessment and each assessment type. The final 
IQA must be completed within 14 working days of the completion of the course. 

• Where discrepancies are found, a meeting must be held between the IQA/Moderator and the 
Assessor within 5 working days in order to share their findings and to confirm any amendments to 
results. 

• Any evidence that is produced must meet the requirements of the Awarding Organisation and Skills 
4 requirements. 

• The evidence must be recorded on appropriate documentation, which takes into account the 
requirements of Awarding Bodies and Skills 4 requirements. 

• IQA/Moderation must take place before assessment decisions are finalised and notified to learners 
and certification is requested. 

• Evidence that IQA practice has taken place must be available for monitoring by the Head of Quality. 

• Internal monitoring of IQA activity will be carried out via the Head of Quality. 

• Records of IQA must be kept in a secure location and accessed by staff authorised to do so. 

• All IQA or Moderation must be in line with current Awarding Organisation and joint Awarding 
Organisation recommendations. 

• Sampling must be across all Assessors/Tutors, all types of evidence and all learners, including 
planning, feedback, reviews and ILP, in addition to candidate evidence. 

• IQAs must attend standardisation meetings and maintain a current continuous professional 
development file. 



APPENDICES 
 
 

 
The appendices provide examples of the following documentation: 

 
 

• IQA/Moderator Assessor/Tutor Induction Checklist 

 

• Internal Quality Assurer/Moderation Sampling Record 1 of 2 

• Internal Quality Assurer/Moderation Sampling record Apprenticeships 

• Internal Quality Assurer Learner Interview 

• Internal Quality Assurance Observation Report Assessor/Tutor  

• Internal Quality Assurance/Moderation Sample Signature Sheet 

• Internal Quality Assurance End of Year Review 

 
• Internal Quality Assurance/Moderation Training Needs Analysis for Assessors/Tutors 

 

• Internal Quality Assurance/Moderation External Quality Assurance Visit 



 

IQA/Moderator Assessor/Tutor Induction Checklist 
 
 
 

Assessor/Moderator:  Start date:    
 
 

Induction Checklist Date 

completed 

 

Signature 

1. IQA/Moderator contacted Assessor/Tutor   

2. Sample signatures and copy certificates provided   

3. Centre assessment policies explained (including 

equal opportunities, fair assessment, appeals, 

malpractice and data protection) 

  

4. Centre assessment and IQA/Moderation documents 

received and understood 
  

5. Role and responsibilities of Assessor/Tutor and 

IQA/Moderator explained 
  

6. Training needs relating to assessment identified and 

training plan drafted 
  

7. Know who is responsible for administration, 

registering learners with Awarding Organisations, 

completing claim forms, withdrawals and transfers 

  

8. Received copy of current qualification/standards 

specification. Understand the units/standards to be 

assessed/taught, i.e. structure and evidence 

requirements 

  



   

9. Know how to record completed 
assessments/standards. Understand the purpose and 

difference between formative and summative 

assessment and EPA 

  

10. Where applicable, relevant Awarding Organisation, 

End-Point Assessment Organisation, invigilation and 

skills test guidelines received 

  

11. Where applicable, understand the external 

moderation and EPAO process 

  

12. Have access to resources for teaching and learning. 

Know how to find information on relevant Awarding 

Organisation’s/EPAO website 

  

13. Arrangements made for regular standardisation 

meetings with other Assessors/Tutors and 

IQAs/Moderators 

Planned meetings list received 

  

14. Have a copy of staff handbook/induction guide   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Internal Quality Assurer/Moderation Sampling Record 
 
 
 

Qualification 

Title/Standard 

 

Name of Assessor 
/Tutor 

 

Name of Learner  

Name of 

IQA/Moderator 

 

Whole Portfolio 

Sampled? 
Yes No 

Unit Codes  

 
 

Internal Moderation Checklist Y/N* Comments 

Was the portfolio presented and structured in 

a way that facilitated identification of 

evidence and assessments? 

  

Did the tasks provide the basis for AC to be 

met? 

  

Have AC been met?   

Are assessment decisions valid, clear and 

appropriate? 

  

Is feedback suitable?   

*If ‘No’ is recorded and the IQA/Moderator recommends remedial action before the portfolio is 

approved, this should be entered below and the form signed as actions, until action completed 

General comments/IQA/Moderator feedback 

 



 

Action By whom Target 

date 

Action 

completed 

    

 
IQA/Moderator’s signature: Actions 

  
Date 

 

 
Assessor/Tutor’s signature: Actions 

  
Date 

 

 
IQA/Moderator’s signature: No actions 

  
Date 

 

 
Assessor/Tutor’s signature: No Actions 

  
Date 

 



Internal Quality Assurer/Moderation Sampling Record Apprenticeships 
 

 
Qualification 

Title/Standard 

 

Name of Talent 

Coach/Tutor 

 

Name of Learner  

Name of 

IQA/Moderator 

 

Whole Portfolio 

Sampled? 
Yes No 

Unit Codes  

 
 

Internal Moderation Checklist Y/N* Comments 

Was the portfolio presented and structured in 

a way that facilitated identification of 

evidence and assessments? e.g. planning, 

feedback, progress tracking and reference to 

AC 

  

Does planning identify how and when the 
assessment will be carried out? 

  

Did the evidence provide the basis for AC to 

be met? 

  

Have AC been met?   

Are assessment decisions valid, clear and 

appropriate? 

  

Is feedback suitable?   

*If ‘No’ is recorded and the IQA/Moderator recommends remedial action before the portfolio is 

approved, this should be entered below and the form signed as actions, until action completed 

General comments /IQA/Moderator feedback 

 



 

Action By whom Target 

date 

Action 

completed 

    

IQA/Moderator’s 
signature: Actions 

 
Date 

 

Assessor/Tutor’s 

signature: Actions 

  
Date 

 

IQA/Moderator’s 

signature: No 

actions 

  
Date 

 

Assessors /Tutor’s 
signature: No 
Actions 

  

Date 

 



 
 

 
 

 
 
 
 

EPA readiness 
Portfolios will be reviewed at the following 

times: 

Level 2: 3 months, 6 months, and after 372 

days or before entering the gateway for EPA 

Level 3: 3 months, 9 months, and after 372 

days or before entering the gateway for EPA 

 
 

 
Yes/No 

 
 

 
Comments 

 Welcome to your Learning Workbook to 
evidence start if learning 

  

Distance Travelled (DT) (uploaded in general 
folder) 

  

ILP for meaningful planning, update and 
upload 

  

First Choice Review/Progress Reviews for 
meaningful review, update and upload in 
reviews folder 

  

20% off the job training log present, and 
quality of input and time log reflects 20% on 
SMART (once trained out to TC) 

  

Planning clearly identifies how and when the 
assessment will be carried out 

  

 Teaching and Learning (Formative Assessment) 
shows development 

  

 Electronic evidence is authored by the learner   

Learning and Development resource 
completed before EPA 

  

Learner authenticate visit (smiles)   

Mandatory components are completed: 
Diploma (where applicable) 
Mathematics Level 1 passed 
English Level 1 passed 
Mathematics Level 2 attempted 
English Level 2 attempted 
Evidence of mock assessments 

  

*If ‘No’ is recorded and the IQA recommends remedial action before the portfolio is 

approved for EPA, this should be entered below and the form signed as actions, until action 

completed 

Action By whom Target 

date 

Action 

completed 

    



    

IQA/Moderator’s 

signature: Actions 

 
Date 

 

Assessor’s/Tutor’s 
signature: Actions 

  
Date 

 

IQA/Moderator’s 

signature: No 

actions 

  
Date 

 

Assessor/Tutor’s 

signature: No 

Actions 

  

Date 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



Internal Quality Assurer Learner Interview 
 

 
Learner Name:  Qualification/Level:  

Assessor/Tutor:  IQA/Moderator:  

Interview held in: Situ Remote Date:  

Ref Question Learner’s Answer 

1 How were you introduced to the  

programme?  

2 What topics were covered in your 
induction? 

 

3 What training needs were addressed to  

enable you to meet the course criteria? 
How was this arranged? 

4 Was any of your prior experience 
considered/used towards the qualification? 

 

5 Was the process of getting your 
qualification and, if required, synoptic 
testing and EPA explained to you? 

 

6 What do you understand the processes in 
Q5 to be? 

 

7 How do you and your Assessor/Tutor 
plan for assessments in advance, and what 
involvement do you and, if required, your 
employer have in this task? 

 

8 Do you understand what requirements 
your interim assessments have covered 
towards your qualification? 

 

9 What assessment methods have you used 
to generate evidence towards your 
qualification? 

 

10 What activities have you undertaken to 
prepare you for synoptic testing and EPA? 

 

11 What equal opportunity laws and policies 
did you/do you discuss with your 
Assessor/Tutor and when did/does this take 
place? 

 

12 How often do you see your Talent 
Coach/Tutor? Do you feel this is often 
enough? If not, how often would you like to 
see him/her? 

 

13 Does your Assessor/Tutor give you 
feedback after each assessment? 

 

I agree that the contents of this form may be shared with my Assessor/Tutor 

Learner signature IQA/Moderator signature 

 

 



Internal Quality Assurance Observation Report Assessor/Tutor 

 
Learner Name:  Qualification/Level:   

Assessor/Tutor:  IQA/Moderator:  

Interview held in: Situ Remote Date:  

Ref Question Yes No Comments 

1 Assessor/Tutor put the learner at ease    

2 Assessor/Tutor explained assessment 
procedure to the learner 

   

3 Assessor/Tutor asked the learner 
relevant questions 

   

4 Assessor/Tutor supported the learner to 
relate evidence to the 
assessment/standards 

   

5 Assessor/Tutor provided clear, 
formative feedback to the learner 

   

6 Assessor/Tutor asked the learner 
relevant questions 

   

7 Assessor/Tutor considered all evidence 
presented 

   

8 Feedback was given in a constructive, 
encouraging way 

   

9 Assessor/Tutor explored different 
sources of evidence with the learner 

   

10 Assessor/Tutor clearly stated their 
assessment decisions 

   

11 Evidence/Standards requirements 
were met 

   

12 Assessor/Tutor gave the learner advice 
on how they could develop the 
necessary skills or provide more 
evidence 

   

13 If appropriate, further action was 
agreed with the learner 

   

14 Necessary assessment documentation 
was completed, signed and dated 
(where applicable on Smart Assessor) 

   

15 The appeals/harassment and bullying 
procedures were discussed 

   



Assessment activity observed 

 

IQA/Moderator feedback 

 

Action plan 

 

IQA/Moderator Signature  Date  

Assessor/Tutor Signature  Date  

 
 

 



Internal Quality Assurance/Moderation Sample Signature Sheet 
 

 
Name    

 

 
Address    

 
 

 
 
 

 

 

 
Telephone    

 

 
Email    

 

 
Sample signature    

 

 

Date of signature    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Internal Quality Assurance/Moderation End of Year Review 
 

 

Quality Assurer: 

Programme: 

Ref Key Indicator Judgement/Evidence Improvement Needed 

1 Assessors/Tutors and IQA/Moderators 

are kept up-to-date on current 

Awarding Organisations’ and End-Point 

Assessment Organisations’ (EPA) 

procedures 

  

2 Assessors/Tutors have a clear 

understanding of their role in Internal 

Quality Assurance and End-Point 

Assessment 

  

3 A written sampling strategy is maintained 
by all IQA/Moderators for each 

programme 

  

4 The written sampling strategy ensures 

that all Assessors/Tutors, learners and 

IQAs are included, and is feasible and 

clear, including EPA 

  

5 The written sampling plan shows how 
IQA/Moderation will take place (when, 

whom, method) 

  

6 Sampling is ongoing, not end-loaded 

Interim and summative sampling is 

planned to include EPA 

  

 



7 IQAs provide appropriate support to 

Assessors/Tutors, which is differentiated 

to the experience of the deliverer 

   

8 IQAs provide constructive feedback to 

Assessors/Tutors regarding the 

assessment progress and achievement of 

the standards 

  

9 Improvement actions are clearly 

identified and acted upon by Internal 

Quality Assurers/deliverer and Line 

Manager 

  

10 The system responds to particular 

problems or needs identified by the IQA, 

and evidence of supporting the 

Assessors/Tutors is maintained 

  

11 There is a robust system in place to 

ensure Assessors/Tutors’ CPD is 

meeting the Sector Skills assessment 

strategy 

  

Head of Quality signature  

Date  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

Name of Assessor  

Do you have 

your: 

Yes/No D23 Yes/No D33 Yes/No 

D34 

OR Yes/No 

A1 

Yes/No 

V1 

Yes/No 

TAQA/CAVA 

What experience do you have of assessing, and in which areas and levels? 

 

Brief details of any appropriate, related qualifications: 

 

In your opinion, what are your current training needs? 

 

Internal Quality Assurance/Moderation Training Needs Analysis for Assessor/Tutros 



Can you identify any area of training for the future? 

 

Agreed Action Plan for training identified: 

 

I confirm this is a true record of the discussion and do not object if this information is discussed with (a) 

Head of Quality (b) Internal or External Verifier, etc. 

Assessor/Tutor signature Date 

IQA/Moderator signature Date 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



Internal Quality Assurance/Moderation External Quality Assurance Visit 
 

 

Qualification Awarding 

Organisation 
 

 
Date of visit EQA 

 
 

Good practice identified in the EQA/EM report: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Area of concern/actions identified in EQA/EM report: 



How area of concern/actions identified in EQA/EM report will be addressed and by 

whom: 

Planned date for 

completion 

  

IQA/Moderator signature Date 

Quality Manager signature Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


