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Values and Principles
At Skills for Work (SfW), we believe in the following values and principles:

· The recognition of learning for individual’s learning and development needs and deliver exceptional learning experiences. 
· The engagement of highly qualified educators and IQAs to ensure the delivery of the curriculum is offered at a high standard of quality to learners, and to ensure the requirements of the awarding organisations are met and maintained.
· To deliver an innovative curriculum that meets the needs of individuals.

Equal Opportunity for all to:
· Provide learners with the opportunity to access a diverse range of learning opportunities.
· Have access to fair, unbiased assessment methods that meets the needs and development of individuals needs and learning. 
· Have ensure that there are diverse learning opportunities for learners to succeed.
· Have opportunities for learner’s achievements of learning & development to be recognised and for them to feel proud of their achievements.

Safeguarding and the Prevent Duty
SfW is committed to creating and maintaining a safe learning and working environment that promotes well-being, safety and security for all of its learners and staff within all locations, by protecting their physical and psychological well-being and safeguarding them from all forms of abuse.
The aim of the Prevent Duty at SfW is to reduce the threat of terrorism in the UK by working actively to stop individuals from supporting terrorism or becoming terrorists. The expectation placed upon schools and childcare settings is that they will work closely with a multi-agency support network (including contacts such as the Police and the Local Safeguarding Children Board) to raise awareness of issues of extremism, and to support individuals who are vulnerable of being drawn into terrorism.
At its heart, Prevent is another form of safeguarding; an extension of the policies that should have already been in place prior to the Prevent strategy’s introduction.
SfW will operate in ways that best safeguard the interests of young people and vulnerable adults. With regard to young people still on a school roll, ultimate responsibility remains with the home school and any issues regarding child protection should be referred to the school’s Designated Safeguarding Officer.
Learning and assessment should be:
· Designed so that it meets the individual learners learning needs. 
· Inclusive, with learners fully engaged in their learning and assessment, whilst being supported by their tutor/ assessor when required.
· Adequately resourced to meet a diverse range of learner needs. 
· An innovated curriculum that meets the needs of not just learners but employers and the local communities.

Learners have the right to:
· An excellent quality of teaching and learning experiences.
· An innovative curriculum programme that matches their needs and abilities, which includes delivering curriculum subjects within our local communities. 
· Have their achievements recognised and valued.
· An individualised fair assessment that enables them to succeed through a variety of assessment methods. 

Overview
IQA is a quality management monitoring process and covers all aspects of quality assurance, which relates to the day-to-day delivery of accredited qualifications and non-accredited learning opportunities. It is a process of monitoring the different methods of assessment practice to ensure assessment decisions are constantly accurate and ensure that learners have access to fair assessment and learning opportunities that are individualised to meet their needs. It is a process that helps maintain our credibility of what is being assessed, including the reputation of our centre. Quality assurance involves the following:
· Monitoring the delivery of assessments and activities as a continual process.
· Sampling learner’s evidence to verify tutor assessment decisions in line with the relevant AO.
· Supporting and advising tutors through a variety of IQA interventions. 
· Keeping IQA and assessment records.
· Obtaining and analysing tutor and learner feedback.
· Planning and leading standardisation events and exam invigilation training.
· Monitoring educators’ CPD ensuring a minimum of 30 hours are completed annually, which should include occupational competency.
· Liaising with Awarding Organisations and External Quality Assurers (EQA)
· Induction of New tutors in relation to IQA processes and procedures. 

Rigorous IQA relies on a large variety of integrated activities, which are specified in this manual.  The IQA procedures have been approved by senior management, who are committed to the quality assurance of accredited qualifications across SfW.  All procedures relating to accredited qualifications delivery is monitored and evaluated as part of our Self-Assessment Process and the outcome from its report is used to inform the Quality Improvement Plan (QIP).

IQA Competence
There are seven main aspects of competence for an IQA, all of which are essential to the role:
· IQAs must hold relevant assessor and IQA qualifications i.e. D32, D33 and D34 or V1 showing current IQA practice within the current standards 401 and 402 Training and Assessment Quality Assurance (TAQA).
· IQAs must have the relevant up to date occupational expertise in the areas they will be verifying to enable them to make VARCS judgments about tutor performance and assessment decisions. 
· IQAs must have sufficient up to date occupational competence and maintain that occupational competence in a way that can be demonstrated through a Continuous Professional Development record.
· IQAs must understand the processes, systems and documentation of the awarding organisations.
· IQAs must understand the national occupational standards for qualifications to support and advise tutors.
· Understand accredited qualification systems including current best practice in assessment and quality assurance.
· Actively promote access to equal opportunities, safeguarding and have a working knowledge of the Prevent Duty and British Values.




New IQAs
Trainee IQAs must be in possession of either the Award in Assessing Competence in the Work Environment or A1: Assess Candidates using a range of methods and have actively assessed for a minimum of one year before they undertake a level 4 practice and knowledge, TAQA 401,402 Training and Assessment Quality Assurance.

Trainee IQAs will have a clear action plan for achieving the level 4 practice and knowledge or 401 and 402 within 18 months of beginning training.  IQA decisions made by these IQAs will be supported by someone who is a qualified IQA.  This will be achieved by countersigning all assurance activities recorded on the Observation and Portfolio Records.  The designated member of the senior team will monitor this activity as part of quality assurance.  

Roles and responsibilities
Senior staff who are Qualified Designated Persons (QDP) are responsible for:
· Ensuring that the organisation’s management and quality assurance mechanisms are operating effectively by carrying out regular quality checks across the provision and completing Deep dives.
· Ensuring the compliance, consistency and continuous improvement in the assessment process is in place, and to ensure quality assurance across all accredited qualifications and meet the quality requirements of the awarding organisations and other organisations.

This will be carried out by:
· Planning for and sampling portfolios and learner work to ensure they are comprehensively assessed; quality assured and meet the AO requirements.
· Amending and implementing relevant policies to stay in line with the awarding organisation requirements and processes.
· Ensuring the compliance and application of the assessment and IQA procedures are in line with the Awarding Organisations.
· Planning for and chairing Standardisation and IQA meetings/development activities in order to agree standards and quality control.
· Disseminating all correspondence from the awarding organisations and external quality assurers to all the staff involved in delivery of qualifications.
· Ensuring that centres are operating in accordance with awarding organisation and accredited qualifications’ codes of practice regulatory requirements and Ofsted (the Education Inspection Framework).
· Supporting and guiding assessors whilst they complete the relevant assessor qualification. 
· Supporting and guiding IQAs and arranging for countersigning all IQA decisions when working towards 401 and 402 TAQA in SfW.
· Carry out new tutor inductions and support meetings.
· Holding and recording regular IQA, team and standardisation meetings.




IQAs are responsible for ensuring timely progress is being made, assessment decisions are of a high quality and in line with the evidence requirements of the qualification being undertaken.
This will be carried out by:
· Supporting, guiding and monitoring their team of tutors.
· Following up tutor action plans following IQA and quality checks.
· Organising and leading external quality assurance visits.
· Monitoring progress of the learners.
· Undertaking formative and summative quality assurance.
· Update Evolutive System.
· Complete Apps Learner journey audit. 
· Register Learners with AO, LA and EPA Pro.
· Supplying IQA summary reports to include learner progress, quality, and outcome of quality assurance.
· Accurately completing IV records and giving feedback to tutors.
· Accurately completing all records pertaining to learner registration and certification.
· Ensuring that tutors update their skills and knowledge by, participating in annual Continuous Professional Development.
· Liaise with AO’s and EQA’s
· Ensuring employers are informed and involved in Apps learner’s journey of learning.

IQA Activities and Procedures 

Purpose 
To ensure all assessment methods, processes, procedures and decisions meet the quality requirements of the awarding organisations and SfW.

Responsibilities
An IQA is responsible for the management of the assessment process, ensuring that assessment consistently meets national standards and the regulatory requirements in the accredited qualifications’ codes of practice where applicable, whilst also maintaining high quality assurance set out by the AO.

It is the role of the IQA to satisfy themselves that the tutor has used Valid, Authentic, Reliable, Current and Sufficient whilst also ensuring safe and suitable assessment methods are used to meet the needs and abilities of the learner when assessing/ marking learners’ evidence and /or assessments.  
IQAs must also take responsibility for ensuring tutors are making accurate assessment decisions against the national standards by looking at a representative sample of assessment decisions to ensure the VARCS are met.  An IQA must record the details of their quality assurance decisions, feedback to the tutor and identify development needs within a two-week timescale. This applies to tutor marking and submitting for sampling.  An IQA should also ensure all learner documentation is fully completed and meets quality requirements.  

The quality assurance activities will take place for all qualifications where the tutor must mark learners work or assess evidence against criteria in units’ completion and certification.  For example, functional skills, paper based and online portfolio-based evidence, accredited qualifications, and work produced for assignments


1. IQA Sampling Strategy

1.1	The IQA will be in regular contact (e.g. face to face, email and phone) with tutors to provide advice and guidance.  Records of this activity will be kept by the IQA

1.2   Where a portfolio is produced the IQA will plan to sample it through quality assurance of assessment activities at 16-weeks, 50% mid-way through, and 75% if required and at end of programme. For shorter courses, the IQA will plan for sampling at the end of the course and mid-way if appropriate.  The IQA will also conduct quality checks and interview learners, where appropriate. Where there is an end assignment the IQA will plan to sample these assignments. IQA sampling of new members of the team should be completed at the 100% sampling process.

        Tutors have a two-week marking window timescale, and this also applies to IQA’s sampling. 
To prevent the unwanted result of end loading, IQA’s will send out in advance an email to relevant tutors identifying which learn and which unit they require for sampling. 

1.3	The portfolio sample plan will identify two different units to be sampled at different times.  The evidence that may be covered in the sample are:

· The use of all assessment methods across a range of units/elements.
· The number and features of learners’: age, gender, ethnic origin, disabilities and special assessment needs.
· A selection of units/elements across a sample of learners’ evidence.
· A sample of units across all tutors (individually and collectively).
· A certain percentage of learners’ evidence in detail and a scan of the remainder.
· Sampling particular assessment methods of evidence.
· Observation of tutors undertaking assessment practice.
· Accredited qualifications progression, including subsidiary aims.

1.4	Planned quality assurance will be planned in advance and be recorded on the IQA calendar, that all tutors have access to. IQA’s use the following cycle when planning interventions. 
· Identify the units/ assessments /SLC’s to sample. 
· Plan and prepare the sample plans (These are in TEAMS under General-IQA sample reports-IQA sampling plans- all class sampling plans 2025-2026) These are only accessible to IQA’s 
· Activity- sample the units that are scheduled on the sampling plan (there is a tab for each course that is being delivered for the year 2025/2026. There should be an opportunity to sample a variety of assessment methods. Tutors will be notified via email which unit/s and learners they require in for sampling.
· Feedback and decision made by IQA- all courses apart from none accredited will receive feedback and an assessment decision. This is both verbal and written and should be developmental. IQA’s complete an IQA report whereby a judgement is made from their findings then gives feedback to the tutor. The report must be signed by IQA and tutor.
· Evaluation- This is an on-going process of assessment, whereby the IQA’s determine what could be improved or done differently. This is met through the above sampling activity, standardisation meetings, Quality Assurance visits, supporting new tutors and can even be implemented as part of a recent EQA visit where actions may have been identified. 

1.5    The IQA, as a minimum, must plan to undertake a final quality assurance (summative sample) of all learner portfolios.

1.6 	 Where the IQA is confident in the competence of the tutor, s/he can prioritise areas for monitoring according to the interactions of the variables listed in 1.3.

1.7	The IQA must plan to observe each work based and centre tutor at least once per year for experienced tutors, more frequently for inexperienced tutors and trainee tutors.

1.8 	The IQA must ensure that all units are sampled across the range of portfolios and tutors during a the 12 monthly period. New and newly qualified tutors will be sampled more frequently and 100% for trainee tutors. 	

1.9   The IQA will ensure that each tutor is observed a minimum of once per year.


2. Observation 

2.1	As stated in 1.9 above the IQA will observe tutors a minimum of once per year

2.2 During the assessment visit the IQA observes (unobtrusively) the tutor, carrying out an assessment.  Details of how the tutor has met the observation requirements are recorded on the IQA Observation Report, a copy given to the tutor and the original stored. During this visit the IQA may also question the learner on the evidence held in their portfolio, their progress and their experience on programme.  This discussion is recorded on the Learner Interview Record Form.

2.3 The IQA will feedback to the tutor the outcome of the observation and agrees any actions and development required, independent of the learner.  When giving feedback the IQA will:

· Use the national standards for tutors as the baseline for objective feedback
· Give constructive positive feedback – telling tutors where they are doing a good job as well as identifying areas for development
· Set SMART targets

2.4 During the visit if the IQA feels that poor practice has been observed s/he will intervene sensitively and give feedback to the tutor.


3. Portfolio Quality Assurance

3.1 	For portfolio quality assurance the IQA must check the evidence and assessment decisions.  The IQA must be able to follow an audit trail which clearly demonstrates that the tutor has checked the evidence presented.  
The evidence must have been confirmed by the tutor as:

· Valid – relevant to the standards for which competence is claimed.
· Authentic – produced by the learner.
· Reliable – accurately reflects the level of performance which has been consistently demonstrated.
· Current – sufficiently recent to be confident the same level of skill/ knowledge/ understanding exists at the time of the claim.
· Sufficient – meets in full all the requirements of the standards in terms of quality.

3.2	In addition to 3.1 the IQA must also conduct quality checks of witness signatures, the progress, and the range of assessment/evidence, quality of feedback, SMART targets, and the quality of reviews. 

 3.3   Where the IQA has sampled a particular unit s/he must indicate by either using the appropriate section on Learning Assistant or by signing and dating the relevant unit in red in the learner portfolio. 

3.4 	If the evidence is not in the portfolio, the IQA must ensure that the tutor has firstly clearly linked the evidence to the standards on the assessment record and, secondly, made clear reference to where the evidence can be found and an explanation of how the evidence has met the standards.

3.5 	The outcome of the portfolio quality assurance is recorded on the IQA record and is distributed.

· A copy is given to the tutor for comments, actions and signature.
· The original is stored in the IQA file under the learner’s name.
	
Where actions are required the IQA should re-plan to IQA the outstanding actions.

3.6 	In situations pertaining to trainee tutors, the IQA must ensure that all assessment decisions have been confirmed and countersigned by a qualified tutor.

3.7	The IQA must check and sign off all outstanding portfolio IQA actions before the portfolio can be considered completed. This will be done by the IQA initialling the actions recorded. 

3.8   All portfolios must receive a final timely IQA, which should be planned with the tutor. Any actions found by the IQA should be completed by the tutor and the file returned to the IQA for final quality assurance ready for external quality assurance. 

3.9   The IQA summary report should be given to the appropriate Qualified Designated Senior Officer.

3.10 The date of IQA activity must be recorded on the IQA tracker in red. Where the learner has achieved the qualification, the tracker must reflect this by colour coding green.

	Not achieved
	Cert received/EQA 
	Early leaver
	Concerns
	Suspended
	Achieved




NOTE: IQA Records
All portfolio and observation records are classified alphabetically by learner and tutor and kept in the IQA file.

All documents pertaining to each learner will be kept in the file above under each learner.  Evidence of:

· Registrations – are recorded on Evolutive system
· Unit claims, full certification claims, Proxy claims are recorded on the relevant tab on the exam tracker. 
· Once learners have completed the sampling plan in teams is highlighted in green

4. Recognition of Prior Learning
Recognition of Prior Learning (RPL) is an assessment process which makes use of evidence of a learner’s previous non-certificated achievements to demonstrate competence or achievement within a unit or qualification.
Through the RPL process, evidence of a candidate’s previous achievement (learning) is assessed against the learning outcomes of a unit
Procedure
Tutors and IQAs must properly consider learning for accreditation. It is the achievement of learning, or the outcomes of that learning, and not just the experience of the activities alone, that is being accredited.  Whenever and wherever the experience occurred, evidence must be presented to demonstrate that learning has taken place. When in doubt the appropriate Qualified Designated Senior Officer should be consulted.

The tutor will then make a decision as to the appropriateness of the learning attained against the national standards.

The methods of assessment used will be determined by the assessment strategy for the qualification being assessed and might, for example, include:
· Direct observation of practice.
· examination of documents
· expert witness testimony
· reflective accounts
· professional discussion.
· Personal statements 

The RPL assessment should be carried out as an entire process. This means that the assessor should:
· Plan with the learner
· Make a formal assessment decision
· Feedback assessment decisions to the learner, confirming decision and giving guidance on the available options (particularly in situations where the decision has been not to award credit.)
· Maintain appropriate records
· Ensure that learners are aware of their right to access the appeals process should they feel the assessment decision was unfair

The assessor must ensure that all learning outcomes and assessment criteria being claimed are covered and that records of assessment are maintained in the usual way. The process must be subject to the same quality assurance requirements as any other assessment method.
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5. Registration, Certification, and External Quality Assurer Visits

Purpose
To ensure that all learners are registered for the qualification they wish to undertake with the awarding organisation and prepare learner portfolios for external quality assurance and certification.

Registration
The IQA is responsible for ensuring all learners are registered with the awarding organisation. Using submitted start paperwork, the IQA will identify new starters and register each learner at the minimum awarding organisation requirement from the start of the programme. Evolutive will be updated with new starter information including registration date and number. 
This information is also recorded on the relevant year tab on the exam tracker. 

Certification
Following the final quality assurance the IQA will claim certificates through the awarding organisation and record details on the Exam tracker and once cert received Admin updates Evolutive. All certificate claims must be made with 48 hours of IQA. For contractual reasons all certificates should be received within 3 months of the programme end date. 


6. External Quality Assurance Visits 

The IQA must ensure that all completed portfolios and associated documents are available for the EQA at the centre, as agreed with the EQA.  The tutor will be notified of the date and location of this visit.

Prior to the visit the IQA must ensure that the following is a made available to the EQA:

· Learners currently on programme 
· Registration numbers
· Recent certificate claims
· An up-to-date IQA sample plan, tracking document, actual IQA documents
· Tutor/IQA qualification matrix

An EQA list can be obtained from the Exam Tracker.

Once the EQA has identified the learner portfolios s/he wishes to sample the IQA must ensure these portfolios are in the centre on the day of the EQA Visit. 

All completed files must be kept secure in ‘Awaiting EQA’ section of the exam room cupboard. 

Once the EQA visit has been completed, the IQA must retain the following from the learner’s portfolio (manual or electronic), placing them into the learner Admin file:

· The learners ILP/ITP
· Unit evidence matrix
· Witness lists
· IQA reports

Once the EQA has been learners should be informed to collect their portfolios within a two-week timeframe. 
Failure to collect, results in portfolios will be kept for up to 3 years and any uncollected portfolios will be archived or destroyed. 
Following an EQA visit the relevant IQA trackers will be updated as follows:
· Portfolios passed by the EQA will be colour-coded accordingly on the exam tracker
· Portfolios passed by the EQA will be moved to the archive tab on the exam tracker.
· The qualification will be awarded VQ status on Learning Assistant and can then be zipped up.


7. Advising and Supporting Tutors

Purpose 
To ensure that tutors have all of the necessary information and understand how assessment is carried out within SfW.
 
Responsibility
It is the role of the IQA to carry out an initial briefing of tutors for a particular accredited qualification when they start working with learners.  They must also provide continuous support and advice to all tutors. 
The IQA is responsible for all tutor training / induction and planning/ delivering standardisation meetings, completing Quality Assurance visits.  They are also responsible for providing support, advice and guidance to new IQAs which is done on a regular based through IQA’s sending out any CPD AO webinars/ training events.

The relevant manager should carry out an induction for all new tutors prior to IQA’s quality assurance visits within the centre. The information given by IQA’s to new tutors will include:
· Quality Team Induction/ New starter Checklist (here)
· The national standards of the accredited qualifications they will be assessing against.
· Information about the assessment process including documentation and the procedures used in the centre.
· Information about the appeals procedure, malpractice and plagiarism.
· Information about access to fair assessment, including equality of opportunity, safeguarding and prevent and any special assessment needs.
· Information about their learners to include where new learners, progress to date of existing learners, workplace location, workplace mentor, special assessment needs, and time allocated to work with learners and frequency of reviews.

The IQA should be in regular contact with the tutors to provide advice, support, guidance and information.

The IQA can support tutors by:
· Giving advice on dealing with the acceptability of evidence, for example, when there is concern about authenticity and when the tutors wish to use alternative forms of evidence.
· Providing documentation that makes the assessment process easier and more cost effective.
· Reviewing learner progress.
· Discussing examples of evidence or effective combination of evidence.

The appropriate Qualified Designated Senior Officer will also arrange and record tutor meetings to encourage the sharing of best practice and team development.  In these meetings agenda items such as sufficiency of evidence, cross-referencing, consistency of evidence, actions highlighted by an EQA and sharing of experiences may be discussed.

8. Storing IQA Records

Purpose
To maintain and provide information relating to assessment and quality assurance for internal audit, the awarding organisations’ contractual requirements, other external agencies and the General Data Protection Regulations/Data Protection Act 2018.

Responsibility
The IQA is responsible for co-ordinating the system of documents and records used by tutors; this will include collecting, collating and maintaining information.

The IQA’s are responsible for monitoring the quality of these records and maintaining records regarding staff continuous professional development and for conducting internal health checks and inspections as part of the organisations Internal Monitoring Strategy.

Procedure
All IQA records are auditable by the Education and Skills Funding Agency and the awarding organisations.

All IQA records, the learners ILP/ITP, evidence matrix sheets (if applicable), witness status lists and unit assessment and declaration sheet (where used) must be securely retained for a minimum of six years following learner achievement.

All records must be clearly linked to the named tutor and the learner and stored in a clean, dry secure place.

Minutes from all meetings, training events and EQA reports must be kept for a minimum of six years.


9. Verifying IQA Decisions – This is the role of the Qualified Designated Person

The QDP will maintain records relating to internal monitoring and the compliance of the assessment process

The QDP will monitor the compliance of the assessment and quality assurance process by observing IQA’s observing tutors, observing feedback sessions and sampling IQA records.

All IQAs will be observed at least once every year.  Where the QDP feels that poor practice has been observed s/he will feedback to the IQA and a development plan agreed including additional planned observations. 

The QDP will plan to sample at least 10% of each IQA’s verified portfolios to include: a range of evidence, a range of units, a range of tutors, access to fair assessment and ensure that the IQA has monitored and updated outstanding action points s/he has given to the tutor.

Where the QDP has identified consistent poor practice by either tutors or IQAs an increase sample of at least 50% of learner portfolios will be undertaken.

The outcome of this sample will be recorded and feedback given to the tutor and/or IQA. A clear action plan will be put together detailing the development and actions agreed.  


10. Learner Retention
If the tutor identifies an issue that might cause the learner to leave the programme early, the tutor will discuss this with their senior and inform the IQA and additional support will be provided for that learner, as appropriate. Should the learner indicate a safeguarding issue, including an issue arising from Prevent, the learner will be referred to the Designated Safeguarding Officer.  

Where progress is slow and the learner is in danger of not completing their accredited qualifications within the timescale, the tutor must report it to the appropriate senior and the IQA made aware of the situation. Additional support or an increase in the frequency of visits will be arranged to help the learner progress more quickly.  

Links to other policies and procedures
The IQA procedure forms part of Skills for Work’s overall quality policy and forms part of internal inspection. 

Documentation
· IQA Sample Plan
· Portfolio IQA Report/ Learning Assistant report
· Observation of Tutor Performance Report
· IQA trackers
· Tutor and IQA Competence List
· Quality assurance Monitoring Report




























HOW ARE accredited qualifications ASSESSED?

Who						What				Option

Select accredited qualification or units with advice 


Advisor / Tutor and 
Learner



Match skills to standards, 
Find skills gaps
Decide on assessment and learning


Advisor / Tutor and 
Learner




Agree assessment plan
Attend training or undertake further development or special projects

Advisor / Tutor and
learner and employer 
       
Collect evidence from the workplace
Observed assessments
Collect evidence together
Regular meeting with tutor to review and alter the assessment plan if necessary



Tutor and Learner





	
Evidence is assessed

Tutor and learner


IQA of assessment
Claim for certification to awarding body







Receive certificate for accredited qualification and units

Learner









Loss of centre approval

In circumstances where the awarding organisation withdraws centre approval SfW will work directly with the learner and employer in securing an alternative provider within 3 months of losing approval status. Where the qualification is funded through the Education and Skills Funding Agency (ESFA), the ESFA will seek alternative provision for the learners. 

Reviewed:
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