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Consistent Quality Assurance Policy 
 

 
 
 
Scope 
 
This policy applies to all learners, apprentices, shareholders and staff. 
 
Connected Awards ensures that these arrangements are in place to quality assure the assessment of 
qualifications for end point assessment. The objective of these arrangements is therefore to ensure that 
all assessment is fair, consistent and meets national requirements and the requirements of all of our 
awarding organisations  
. 
This policy has been designed to promote quality, consistency and fairness throughout the assessment 
and internal verification activities. It aims to ensure that standards of assessment are maintained 
consistently over time. This document is applicable to everybody involved in the management, 
administration, training, assessment and internal verification of any qualification assessed within the 
breadth of this centre’s activities. 
 
 
Ownership 
 
Head of Quality Assurance. 
 
 
 
Review 
 
This policy will be reviewed annually.   
 
Where amendments (other than minor amendments) are made, these will be communicated to all 
relevant parties (learners; line managers; assessment staff, training providers).  
 
Any queries regarding this policy or the principles set out above should be directed to the Head of 
Assessment.   
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Policy Statement:  
 
Internal Quality Assurance (IQA) is the process of ensuring that training delivery and assessment 
practice is monitored in order to ensure that they meet or exceed national standards. Here at Connected 
Awarding we operate a robust internal quality assurance system, to maintain the consistency and 
accuracy of assessments and ensure continual development of our working practices, resources, 
processes and procedures. This supports our aim to encourage and enable knowledge gathering and 
realise achievement through quality delivery. We regularly monitor standards and the external quality 
guidelines, frequently review all assessments taking place in the centre and Internal Quality Assurance 
is carried out on an ongoing basis to ensure consistent assessment standards are maintained, following 
the awarding body and external authority guidelines. All learner portfolios are included in the Internal 
Quality Assessment routines, including the use of their end point assessments achieved. 
 
 
 
The aims of this policy are to: 
 
•  To ensure the effective management of assessment. 
•  To ensure the consistency and validity of verification processes. 
•  To ensure the effective support for assessment and verification personnel. 
•  To ensure the quality assurance of the outcomes of assessment in-line with awarding organi-

sation and national requirements. 
 
 
 
 
Internal Quality Assurers: 
 
Internal Quality assurers are responsible for ensuring that they lead, advise and support the asses-
sors allocated to them through: 
 
• Ensuring adherence to the principles of assessment and guidance provided by the Connected 

Awarding centre 
• Provision of guidance on the interpretation and application of assessment criteria correctly 

and consistently applied 
• Observation and supply of formative feedback on working practices 
• Sampling of assessment activities such as assessment decisions, formative feedback sup-

plied, completion of end point assessment documents etc. 
• Ensuring assessors have opportunities for updating and developing their vocational and pro-

fessional competence 
• End point assessments are valid, authentic, current and sufficient by: 
• Follow a ridged and robust sampling plan 
• Supporting, countersigning, dating assessments and quality assuring judgements by asses-

sors and Internal Quality Assurers not holding the appropriate assessor/Internal Quality As-
surer qualifications as approved and specified by the Regulatory Authorities. 

• Undertaking an active role in raising issues of good practice in assessment 
• Ensuring that equal opportunities and anti‐discriminatory practices are upheld in the assess-

ment process 
• Liaising with other IQAs and the External Quality Assurer to implement the requirements of 

the assessment system 
• Ensuring that all Learners’ achievement records and Centre documentation are completed in 

accordance with requirements 
• Attending regular IQA meetings at least 1 per month, this can be extended to every 6 weeks if 

unforeseen circumstances occur. 
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Competence of Assessors and IQAs: 
 
IQA's must meet any requirements for occupational expertise (competence and qualifications, V1, 
TAQA IQA) as specified within the relevant assessment strategy before commencing their role.  If they 
are not qualified then an occupationally competent and qualified IQA must check, authenticate and 
countersign decisions made by uncertified IQA's.   
 
IQA's should ideally achieve appropriate IQA qualifications within 6 months of commencing the role but 
must achieve within 12 months. 
 
Assessors must hold appropriate Level 3 assessor qualifications (A1/TAQA) as specified by the 
regulatory authorities within 6 months of commencing their role; and meet any requirements for 
occupational competence, having held a post for a minimum of one year within the last two years, which 
involved performing the duties or activities defined in the standards. 
 
Ongoing occupational competence must be maintained and recorded regularly on their CPD record.  In 
the absence of specific guidance contained in the qualification's assessment strategy occupational 
competence can be maintained by a variety of methods.  As a guide two of the following should be 
completed within each 12-month period: 

• Work Placement 

• Job Shadowing 

• Self Study relating to the industry  

• Technical skills updates  

• Attending courses  

• Studying job roles 
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Planning Internal Quality Assurance 
 

• All internal quality assurance (IQA) must be planned.  Work should be planned and prioritised 
and deadlines managed and met.  The IQA must include observation of all assessment 
methods in each End-point assessment.  
 

• IQA is based on the identification of risk; an effective sampling plan that considers all the 
variables, and covers every learner, assessment method, assessor, assessment location 
records and evidence will minimise the  amount of portfolio sampling required. It is important 
that IQA's take a holistic view of the whole assessment process.   
The sampling plan should consider experience or otherwise of the assessor team, new and 
innovative ways of assessment, difficulties with evidence and introduction of new standards. 

 

• Planning should be about being proactive and spending time in the assessment environment 
with the assessor, learner and employer.  Generally, the focus should be on observation of 
assessment practice rather than portfolio evidence.  This provides opportunity for sampling 
and identifying  future development and support required by the assessor. 

 

• All assessment methods and Standards, must have planned interventions by the IQA, based 
on their local risk assessment, strategy and sampling plan.   
 

• Assignments and formal testing are subject to the quality assurance process, and as such an 
effectively planned intervention should take place that clearly distinguishes between learning 
practice and the assessment process. 

 

• IQA of formal testing is likely to be through observation or candidate interview.  Testing should 
be sampled at least twice annually depending on the number of invigilators and sites.   

 

• Where a qualification does not require portfolio evidence to be produced, a single intervention 
will suffice but must demonstrate over a period, interventions at all stages of the process. 

 

• Assessors are responsible for ensuring that all decisions, regardless of progress, are available 
for IQA on their due dates.  In exceptional circumstances assessors may be given up to five 
days from this date to produce the requested portfolios, but only in agreement with their line 
manager.   

 

• Where the assessor is not yet qualified,  assessment decisions will be checked, authenticated 
and countersigned by an occupationally competent and qualified assessor.  This cannot be the 
IQA. The IQA will be responsible for arranging this process. The IQA must sample an increased 
ratio of assessment decisions for uncertificated assessors. Once an assessor is qualified, the 
IQA will use their judgement and experience to see the appropriate sample for the next six 
months. 

 

• All previously qualified assessors that are new to Connected Awarding will initially require a 
higher percentage of assessments to be internally quality assured.  An IQA observation must 
take place within three months of the assessor starting assessing.  Further observations may 
be necessary until the assessor is meeting the standards required. 

 

• IQA's will observe all qualified assessors assessing a learner a minimum of twice yearly.  
Unqualified assessors will be observed on a monthly basis during their first six months of 
training and on a bi-monthly basis thereafter until qualified. Where observation of the 
assessment process establishes Red practice, another observation should be planned within 
four weeks.    
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• IQA's should be available for additional verification and moderation of set assignments should 
be planned to agree the standardisation of work produced and assessment decisions. 

 
Policy Implementation – Procedures: 
 
The IQA policy must be applied to every programme that Connected Awarding are to work with and 
assess for end point assessment, that is internally assessed. 
 
Assessors and Internal Quality Assurers will be given sufficient time, resources and authority to per-
form their roles and responsibilities effectively. Dependant on the range of qualifications being deliv-
ered, the needs of the individual learners and fluctuating business needs. 
 
 
 
Qualifications: 
 
Only appropriately qualified and experienced employees must carry out un-supported end point as-
sessment possess one of the following: These qualifications for end point assessment include: 
 

• Level 2 Trade Supplier 
• Level 2 Junior Estate Agent 
• Level 2 Business Administration 
• Level 2 Residential Lettings and property assistant  
• Level 3 Residential Lettings and property management 

 
These qualifications will be reviewed, and new qualification may be added accordingly, following con-
firmation that Connected Awarding are able to end point assess the chosen qualification. 
 
Trainee assessors must be working towards an assessor qualification prior to carrying out any as-
sessment processes. Any assessment decisions must be checked and countersigned by a qualified 
assessor. 
 
Appropriately qualified staff must carry out all internal quality assurance. Employees are required to 
have achieved: 
• NVQ Assessor A1 Award 
• NVQ/QCF Assessor Certificate 
• V1 Award. 
 
Where trainee internal quality assurers undertake IQA, this must be verified by a qualified IQA and 
countersigned 
 
 
Sampling: 
 
All IQAs must follow the sampling plan developed and maintained by the Lead quality assurer. 
 
Sampling must be across all assessors, including subcontracted assessors and will must include can-
didate evidence, internal paperwork for end point assessment and any external paperwork completed 
as part of the end point assessment. 
 
Frequency of assessment will be decided following a risk assessment of the assessor, looking at ex-
perience and competence, but to meet the requirements of the awarding bodies and our partners all 
portfolios will be quality assured the IQA will at the minimum: The use of a RAG rating system is appli-
cable and will be robust. 
 
• Complete and sign the relevant IQA paperwork 
• Give the assessor written formative feedback 
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• Produce an action plan (if appropriate) 
• If actions required re-sample the evidence to ensure actions are completed within the agreed 

timescale 
• Quality audit each portfolio 
• Complete the File Audit Paperwork 
 
 
 
Observations: 
 
All assessors will have at least one observation per year by their allocated IQA. Assessors will also be 
regularly observed by an outside party who will provide Connected Awarding with a written report and 
expected Ofsted marking. 
 
IQA observation should include: 
• Sight of end point assessment plan 
• Formative feedback 
• Agreement of next steps 
 
The observation will be recorded on an Observation of Assessor Practice Form. Any actions should 
then be agreed, and the Observation of Assessor Practice form should be updated and then signed 
by the IQA and assessor to confirm accuracy of the information it contains. A copy of the form should 
be forwarded to the Lead IV and the original filed in the Assessors Personnel File 
 
 
 
Curriculum Team Meetings (Standardisation) 
  
These will be conducted quarterly and cover as a minimum: 
•  KPI’s - The Quality Team will conduct various desk-based reviews. 
•  Recruitment and income targets 
•  Quality of assessment, assessment tools and resources 
•  Data Management 
•  New developments in curriculum 
•  Customer Voice Feedback 
•  IQA/Moderation feedback 
•  Audit Activity Feedback 
•  EDIM’s 
•  Safeguarding and Prevent  
•  Equality & Diversity, including British Values themes 
•  Health and Safety updates 
•  Timetabling and components of study 
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Complaints 
 
Any issues or complaints should be put forward to the head of assessment following Connected 
Awarding’s complaints procedure, this will then be reviewed following the same steps. 
 
If your complaint is still not resolved, you can then complain to OFQUAL or the IfA  
  
OFQUAL and IfA contact details  
  
OFQUAL 
Spring Place, Coventry Business Park, Herald Avenue, Coventry CV5 6UB  
  
IfA 
Institute for Apprenticeships, Level 1, 151 Buckingham Palace Road, London SW1W 9SZ
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IQA Strategy 
 

 Unqualified Assessor RED AMBER GREEN 

Sampling 
Plans 

The Head of Quality Assurance must ensure that all assessors are subject to internal quality assurance during the year via sampling and observation including: 
All qualifications they assess, their assessment decisions, monitoring and observation of assessment.  
Over they year all assessment methods must be covered, along with discussions with learners.  
All assessors will partake in standardisation sessions once per quarter.  

IQA Sample 

Assessor to be assigned a Counter Signing 
Assessor for the duration of their Assessment 
qualification.  
100% of Assessments Sampled 

100% of Assessments Sampled 
 
 

50% of Assessments Sampled 30% of Assessments Sam-
pled 

Assess-
ment Meth-

ods 
All relevant assessment methods to be sampled across all qualifications. 

Support for  
Assessors 

• Head of Quality Assurance  will arrange 
an induction to the qualification they are 
assessing, consisting of the the unquali-
fied assessor to spend their first 4 weeks 
shadowing a qualified assessor (prefera-
bly their counter signing assessor), be-
fore the counter signing assessor shad-
owing their assessments until the IQA is 
satisfied with consistent quality (approx. 
2 additional weeks).  

• The assessor will receive immediate 
feedback from their countersigning as-
sessor and action plans updated with 
their manager.  

• IQA meeting every 8 weeks to complete 
IQA Activity 

• All Support and training to be recorded as 
CPD 

• All standardisation sessions to be at-
tended 

• All assessors to be given feedback from 
all IQA Activity 

• As all new assessors starting with 
Connected Awarding will start on 
a Red rating, our Head of Quality 
Assurance  will arrange for the as-
sessor to spend their first week 
shadowing a qualified assessor, 
before having their first assess-
ments  shadowed for support, util 
their manager is happy with their 
progress. Immediate peer feed-
back will be given following the 
sessions. 

• IQA meeting every 8 weeks to 
complete IQA Activity 

• All Support and training to be rec-
orded as CPD 

• All standardisation sessions to be 
attended 

• All assessors to be given feed-
back from all IQA Activity 

• Ongoing IQA action plan reviewed 
every 8 weeks at IQA meeting  

• IQA meeting every 4 months 
to complete IQA Activity 

• All Support and training to be 
recorded as CPD 

• All standardisation sessions to 
be attended 

• All assessors to be given feed-
back from all IQA Activity 

• Ongoing IQA action plan re-
viewed every 4 months at IQA 
meeting 

• IQA meeting every 6 
months to complete IQA 
Activity 

• All Support and training to 
be recorded as CPD 

• All standardisation ses-
sions to be attended 

• All assessors to be given 
feedback from all IQA Ac-
tivity 

• Ongoing IQA action plan 
reviewed every 6 months 
at IQA meeting 

Observation 
of Assess-

ment  

Observation carried out every 8 weeks, in addition 
to shadowing by counter signing assessor. 

Observation carried out every 8 weeks. Observation carried out every 4 
months. 

Observation carried out every 6 
months. 
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V1 May 2020 Adrian Joyce Document created. 

V1.1 May 2020 Daniel Cooper IQA Strategy Added 

 
 

 


