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Key Functions, concepts and principles of internal quality assurance (IQA)  

 

This handout will cover: 

 

Why should IQA take place?  

The functions of IQA  

IQA cycle  

Key concepts of IQA 

IQA rationale 

Key principles of IQA  

Roles and responsibilities of an IQA  

Regulations, legislation, policies, and procedures  

 

Why should IQA take place? 

 

IQA relates to the monitoring to ensure quality standards are adhered to for all the teaching, 
learning and assessment activities which learners and staff will undertake. It should take place to 
ensure the learners have received a quality teaching and assessment process, and that assessment 
process has been valid, authentic reliable, current and sufficient in alignment with the awarding 
organisation teaching and assessment regulatory requirements. 

 

 



   
 

2 
 2 

 

The IQA process involves: 

 

• planning what will be monitored, from whom and when  

• observing training and assessor practice, and providing developmental feedback 

• sampling assessment records, learners’ work, and assessors’ decisions  

• meeting with learners and others, for example, witnesses from the workplace 

• facilitating the standardisation of assessor practice  

• holding team meetings  

• supporting trainers and assessors.  

 

 

The functions of IQA: 

 

These are to:  

 

• uphold credibility (of the qualification, standards or what is being assessed, and of the 
organisation)  

• ensure quality throughout the learner journey  

• ensure accuracy and consistency of assessors’ decisions  

• manage risk  

• identify issues and trends  

• support and develop trainers and assessors 

  

If there is no external examination taken by learners, there has to be a system of monitoring the 
performance of assessors. If not, assessors might make incorrect judgments, or pass someone who 
has not met the requirements because they were biased towards them or had made a mistake.  
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Assessment and IQA systems should be monitored and evaluated continuously to identify any 
actions for improvement, which should then be implemented. This also includes the continuing 
professional development (CPD) of trainers, assessors, and internal quality assurers.  

 

IQA cycle  

 

Depending upon the subject you will internally quality assure, you will usually follow the internal 
quality assurance cycle. The cycle will continue to ensure the teaching, learning and assessment 
process is constantly monitored and improved.  

 

 

Records of all activities must be maintained to satisfy your organisation, the regulatory authorities 
and awarding organisations.  

 

The IQA cycle can involve the following aspects: 

 

• Identify the product or service – ascertain what is to be taught, assessed and internally 
quality assured and why. For example, are learners working towards a qualification or a 
programme of learning, or are staff being observed performing their job roles? The criteria 
will need to be clear, i.e., units from a qualification (product) or the support the learner 
receives (service). Learners should be allocated to assessors in a fair way, according to their 
location or workload. 

 

• Planning – devise a sample plan to arrange what will be monitored, from whom and when. 
Plan the dates to observe trainer and assessor performance, hold team meetings and 
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standardisation activities. Information will need to be obtained from assessors to assist the 
planning process, and risks considered such as assessor knowledge, qualifications, and 
experience.  

 

• Activity – conduct the IQA activities such as sampling learners’ work, talking to learners, 
staff, supervisors, and witnesses, observing trainer and assessor performance, sampling 
assessment records and decisions and preparing for EQA visits. Activities also include 
holding meetings and standardisation events, supporting, and training relevant staff and 
communicating with others involved in the assessment and IQA process.  

 

• Decision and feedback – make a judgement as to whether the trainer or assessor has 
performed satisfactorily and made valid and reliable decisions. Provide developmental 
feedback as to what was good or what could be improved. Agree action points if necessary 
and follow them up.  

 

• Evaluation – conduct a review of the assessment and IQA process to determine what could 
be improved or done differently. Agree action plans if necessary; implement and follow up. 
Follow any action plans from external quality assurers or inspectors. Write self-assessment 
reports, as necessary.  

 

Throughout the cycle, standardisation of practice between assessors, and internal quality assurers 
should take place; this will help ensure the consistency and fairness of all decisions. Feedback should 
also be obtained from learners and others involved in the assessment process. Records must be 
maintained of all activities for audit requirements.  

 

Key concepts of IQA  

 

These include:  

 

• accountability  

• assessment strategies  

• risk factors  

• evaluation  
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• interim or summative sampling  

• transparency  

• VARCS 

• having a rationale.  

 

Being accountable to your organisation and any external bodies.  

 

Following the assessment strategy for your subject will ensure you are conducting your IQA role 
correctly. This will be part of the qualification specification.  

 

Taking risk factors into consideration when planning IQA activities, such as: assessor expertise, 
confidence, and competence; whether new, experienced, qualified, or working towards an Assessor 
Award.  

 

Evaluation of the assessment and IQA process should always take place to inform current and future 
practice. All aspects of the IQA cycle should be evaluated on a continuous basis to inform 
improvement. 

 

Sampling should take place on an ongoing basis and not be left until the end of the programme. It 
should be interim i.e., part way through and summative i.e., at the completion stage. If a problem 
is identified at the interim stage, there is chance to put it right. The summative stage can check the 
full assessment process has been successfully completed and that all documents are signed and 
dated correctly.  

 

Assisting transparency, you need to ensure that everyone who is involved in the assessment and 
IQA process clearly understands what is expected and can see there is nothing untoward taking 
place.  

 

VARCS - validity, authenticity, reliability, currency, and sufficiency of evidence provided by learners 
and of the assessment decisions. Having a rationale to reflect why IQA will take place. 
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IQA rationale: 

 

A good IQA system will start with a rationale. This is the reason IQA takes place and ensures the 
activities used are safe, valid, fair, and reliable. 

 

Safe: the methods used to assess and internally quality assure are ethical, there is little chance of 
plagiarism by learners, the work can be confirmed as authentic, confidentially was considered, 
learning was not compromised, nor was the learner’s experience or potential to achieve. (Safe in 
this context does not relate to health and safety but to the robustness and reliability of the 
assessment and IQA methods used.)  

 

Valid: the methods used were based on the requirements of the qualification, standards or what 
was being assessed. 

 

Fair: the methods used are appropriate to all learners at the required level, considering any 
particular learner needs. Activities are fit for purpose, and planning, decisions and feedback are 
justifiable and equitable. 

 

Reliable: a similar decision would be made with similar learners. 

 

For example: All assessment decisions will be conducted by qualified assessors in each subject area 
and sampled by qualified internal quality assurers. This will ensure the safety, validity, fairness and 
reliability of assessment methods and decisions. It will also uphold the credibility of the qualification 
and the reputation of the organisation.  

 

 

An IQA strategy will then be written to formalise how the rationale will be implemented. It will state 
what will be conducted and why, with whom, when where and how.  
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Key principles of IQA: 

These include:  

• assessor competence  

• communication  

• continuing professional development (CPD)  

• equality and diversity 

• ethics  

• record keeping  

• SMART 

 

Assessor competence: ensuring assessors are experienced and competent at their role, meeting the 
requirements of the assessment strategy (if applicable)  

 

Communication: ensuring this takes place regularly with all concerned e.g., learners, trainers, 
assessors, other internal quality assurers, employers, witnesses.  

 

Continuing professional development (CPD): maintaining currency of knowledge and performance 
to ensure own practice is up to date and checking that of others.  

 

Equality and diversity: ensuring all assessment activities embrace equality, inclusivity, and diversity, 
represent all aspects of society, and meet the requirements of the Equality Act 2010.  

 

Ethics: ensuring the assessment and IQA process is honest and moral and considers confidentiality 
and integrity.  

 

Record-keeping: ensuring accurate records are maintained throughout the teaching, learning, 
assessment and IQA process. Records should remain secure, confidential, and only shown to those 
with a legitimate interest.  

 

SMART principles: ensuring all assessment activities are specific, measurable, achievable, realistic 
and timebound.  
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Roles and responsibilities of an IQA 

 

Your key role will be to carry out the IQA process according to what is being assessed. For example, 
the qualification, programme of learning, work tasks, job specification or standards the learners are 
working towards. You will also need to maintain full and accurate records and follow relevant 
regulations and guidelines.  

 

You will therefore need to know:  

• what you are going to internally quality assure 

• who you will monitor and why  

• when and where the monitoring activities will take place 

• how you will go about monitoring them and maintaining relevant records  

 

The IQA role might include the following:  

• advising, observing, supporting, and providing developmental feedback to assessors. 

• creating an IQA policy, rationale, and strategy  

• ensuring staff interpret, understand, and consistently apply the relevant requirements, 
regulations, and standards.  

• evaluating the programme, taking into consideration feedback from learners, staff, and 
others 

• facilitating the standardisation of practice 

• identifying issues and trends, for example, if several learners misinterpret the same topic 

• interviewing learners, witnesses, and other relevant staff  

• keeping up to date with changes and developments regarding what is being taught and 
assessed 

• monitoring the full learner journey 

• sampling assessment records, learners’ work, and assessor decisions 

• taking part in continuing professional development (CPD) 

• working towards a relevant IQA qualification or following certain standards.  
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Regulations, legislation, policies, and procedures  

 

You will need to follow your organisation’s policies and procedures, which should include:  

 

• access and fair assessment  

• appeals and complaints 

• confidentiality of information  

• copyright and data protection  

• equality and diversity 

• health, safety, and welfare 

 

You will need to be aware of all regulations, legislation, policies, and procedures (internal and/or 
external) which might impact upon your role as an IQA. For example, The Equality Act (2010) and 
The Health & Safety at Work etc Act (1974).  

 

There may be other requirements you will need to follow such as:  

 

• professional code 

• bilingualism policy 

• dress code  

• acceptable use of ICT equipment  

• learner welfare 

• management of information 

• record keeping  

• safeguarding 

 

Your organisation should be able to help you with all the information you need to know to 
perform your role effectively. 

 


