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PLANNING INTERNAL QUALITY ASSURANCE 

 

 

 

This handout will cover:  

 

• Factors to consider when planning  

• IQA strategy  

• IQA activities  

• Sample IQA plans  

• Risk and managing risk  

• Preparing for an EQA visit  

 

Factors to consider when planning IQA:  

 

It is important to plan ahead what will be sampled and monitored, however, you need a written 
strategy to formalise what will take place and why.  

 

 

 

IQA activities should include:  
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• 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.  

 

 

 

An effective way to begin planning is to use the 5 W’s + H approach:  

 

• Who will you need to see or talk to?  

• What activities will you carry out? 

• What records you will complete?  

• When and where will the activities take place? 

• Why are you carrying out these activities?  

• How will you monitor your assessors, sample the assessed work and records, and how will 
you give feedback to your assessors?  

 

 

IQA strategy (Plan) 

 

An IQA strategy should consider all aspects of the assessment process from when learners 
commence to when they complete. Think of the IQA strategy as the starting point for all the 
activities and the sampling which you will carry out.  

 

If you do not have an effective IQA strategy, incorrect assessment decisions could be made, leading 
to invalid judgements. Having a strategy will help you plan what will be monitored and ensure that 
your quality assurance systems are fit for purpose. 
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 If you are quality assuring an accredited qualification, it will be a requirement of the awarding 
organisation that you have a written strategy. The strategy should be a written statement based on 
the IQA rationale and any possible risk factors.  

 

A rationale is a statement regarding why IQA will take place i.e., to ensure all activities and evidence 
are valid and reliable. Systems should be in place to ensure all concepts and principles are met and 
that monitoring, and sampling is effective. The strategy might be produced by your organisation, or 
it might be your responsibility to write it.  

 

The IQA strategy should consider factors such as:  

 

• assessment methods (are they safe, valid, fair, and reliable, are they complex and varied, 
do they include initial assessments, online assessments, witness testimonies?)  

 

• what has been assessed i.e., the qualification, standards, or criteria? (Are assessors familiar 
with these, are they about to be revised?) 

 

• availability of assessors for observations and meetings (some assessors could be located at 
a distance; can activities take place remotely via the internet?)  

 

• experience, workload, and caseload of assessors (experienced assessors can be sampled 
less than new assessors, some assessors might work part-time or have other work 
commitments, some assessors might have more learners than others)  

 

• number of learners to assessors (allocating learners to assessors should be fair, assessors 

should not be overloaded)  

 

•  units/aspects (assessors might interpret them differently, or learners might have problems 
achieving them). Sample IQA strategy IQA strategy for Level 2 Customer Service (one IQA, 
four assessors, 100 learners) 
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 The IQA will:  

 

• observe each assessor every six months  

• talk to a sample of learners and witnesses from the workplace  

• sample at least five assessed units from each assessor across a mix of learners (new 
assessors will have a higher sample rate)  

• chair a monthly team meeting  

• facilitate a bi-monthly standardisation activity to cover all units over a period of time  

• maintain full records of all IQA activities  

• implement external quality assurance action points 

 

Sampling everything from everyone (e.g., 100% sampling) is time consuming and is not good 
practice. It becomes double assessment rather than quality assurance and does not improve or 
enhance the assessment process.  

 

The strategy should be updated regularly to consider any changes to staff, and/or other internal 
and external developments.  

 

IQA activities: 

 

When deciding what to sample, IQAs should consider the following: 

 

• assessors – their qualifications, experience, conduct, performance, workload, locations. 

• learners – any special requirements, ethnic origin, age, gender, location of work. 

• units/aspects – any problem areas, trends. 

• methods – observation, questions, witness testimonies, tests, work products. 

• types of assessment records – validity and reliability. 
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IQA activities are not just about sampling assessed work, they should include observing assessor 
practice, talking to learners and others involved (e.g., witnesses) sampling assessed work, the 
decisions made and the completed records.  

 

Whichever methods are chosen, they should be fit for purpose and ensure that something from 
each assessor is sampled over time. It is about quality, not quantity.  

 

Sampling plans: 

 

Plans are visual reminders of what will take place and when, and they can be electronic or hard 
copies.  

 

As a minimum, you will need:  

 

• an observation plan. 

• a meeting and standardisation plan. 

• a sample plan and tracking sheet.  

 

This will ensure sampling is interim (ongoing) and summative (at the end). Your centre might supply 
these documents for you, or you might have to design your own. You could have separate plans for 
each activity if there are a lot of assessors and learners or combine them if numbers are small.  

 

Your plans should show continual activity over the period of assessment. If IQA is carried out 
towards or at the end of the assessment process, there is little opportunity to rectify any concerns 
or issues.  

 

Observing the same unit across different assessors will aid the standardisation process. After 
observing an assessor, it is a good opportunity to talk to their learner and any witnesses involved.  
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Planning meetings and standardisation activities for a full year will enable all staff to know about 
future dates and times. 

 

 

CAMERA  

 

The acronym CAMERA help to understand and rationale the full sampling process:  

 

 

C:   learners – sampling must cover qualification prerequisites, entry criteria, language skills, 
ethnicity, employment status, disability and special considerations.  

 

A:   assessors – sampling will cover all staff who undertake assessment of learner work and skills 
for a regulated qualification,  ie tutors and assessor across all centre training sites, their 
occupational and educational qualifications.  A higher percentage of sampling for new 
assessors over experienced assessors should be considered. Also checks and evidence of 
countersigning of trainee assessor work and decisions. Feedback from external quality assurer 
(EQA) reports to be checked.  

 

 M:  methods of assessment- sampling will cover all assessment types, I.e.  formative and 
summative assessment stages of regulated qualifications I.e. Vocationally Related 
Qualifications (VRQ’s) and or National Vocational Qualification (NVQ) qualifications.  The 
methods used for assessment and standardised in alignment with requirements. Higher 
percentage of sampling if the method of assessment has been adjusted in terms of agreed 
flexible assessment method. Sampling of other methods I.e. learner questioning, 
observations, product evidence or evidence of Recognition of Prior Learning (RPL).  

 

E:   evidence types- written confirmation that learner evidence for regulated qualifications is valid, 
authentic, reliable, current and sufficient, plus a focus on any special requirements and 
identified problem units.  

 

R:   records – all documents relating to assessments and decsion-making of learner work have 
been completed appropriately, including feedback with justifications for decisions made, 
assessor reports are signed and dated by occupationally qualified assessors. 
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A:   assessment locations- sampling should include all training and assessment centres across 
different geographical locations. I.e. the main centre and an additional satellite centres. 

 

 

Interim sampling must be built into the plan and will occur at both the early and middle stages of 
the assessment process. This enables a check on formative assessment to identify consistency or 
issues at an early stage for corrective action. Summative sampling will occur at the end of the 
qualification assessment  

 

The percentage of sampling should follow the Awarding Organisation sampling requirements. 

 

 

 

 

 

Risks to consider when deciding on IQA sampling plans 

 

As an internal quality assurer only samples activities, there is the possibility some aspects might be 

missed. Imagine this taking place in a bakery, the quality assurer would not sample every item by 

tasting each product. They would only taste a sample from each baker, otherwise there would be 

nothing left to sell. However, there are risks involved and these should be considered when planning 

an IQA sampling strategy.  

For example, if an assessor is new to their role their work should be sampled more. 
 

An internal quality assurer (IQA) should look out for: 

(in alphabetical order) 

• a lack of confidence by the assessor to make correct decisions 

• a lack of standardisation activities leading to one assessor giving more of an advantage to a 

learner than another assessor of the same subject 

• a learner’s lack of confidence or resistance to be assessed 

• action points from external reports not being carried out by the target date 

https://www.anngravells.com/information/standardisation
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• an assessor not taking into account a learner’s particular needs 

• an unsuitable environment for assessment to take place 

• answers to questions being obtained inappropriately by learners which leads to cheating 

• assessing written work too quickly and not noticing errors, plagiarism or cheating 

• assessor expertise, knowledge and competence not being kept up to date or whether new 

staff are working towards an assessor qualification. Unqualified staff might need their 

decisions countersigning. Staff should have appropriate job descriptions and development 

plans otherwise they won’t know what is expected of them 

• assessors who might be under or over assessing compared to other assessors 

• assessors using leading questions to obtain the correct answers they require 

• assistive technology for learners with particular needs is used wrongly or used to give too 

much support 

• awarding organisations prescribing assessment methods which might not complement the 

qualification, a learner’s needs, or the learning environment 

• changes to qualifications, standards, documents, records, policies and procedures: staff 

need to be kept up to date 

• feedback to the learner which is unhelpful or ineffective 

• high turnover of staff resulting in inconsistent support to learners 

• how quick (or how long) learners take to achieve with a particular assessor 

• instructions too complex or too easy for a learner’s ability 

• insufficient or incorrect action/assessment planning 

• lack of resources or time to perform the assessment role correctly 

• learners creating a portfolio of evidence which is based on quantity rather than quality, i.e. 

submitting too much evidence which does not meet the requirements 

• learners plagiarising or copying the work of others, or from the internet 

• locations of learners and assessors which might make them inaccessible at times for 

assessment to take place 

• marking and grading carried out incorrectly by assessors 

• misinterpreting the assessment requirements and/or criteria (by learners and assessors) 

• numbers of learners allocated to assessors is too high, leading to rushed assessments 

• resources and equipment accessibility, availability and safe use 

• time pressures and targets put upon assessors and learners 

• type of qualification or programme being assessed, problem areas or units 

• types of evidence provided by learners e.g. a reliance on too many personal statements 

which are not backed up by assessment decisions 

• unreliable witness testimonies from the workplace, lack of support to witnesses 

• unsuitable assessment methods i.e. an observation when questions would suffice 

• unsuitable assessment types i.e. summative being used instead of formative 
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• unwelcome disruptions and interruptions when assessing, such as noise or telephone calls 

• use of technology and how reliable it is for assessment purposes 

• whether bilingual assessments could lead to any issues, or language barriers impeding 

communication 

• whether evidence and records are stored manually or electronically, and are safe and 

secure so that they cannot be accessed by unauthorised people 

• whether the learners have been registered with an awarding organisation (if applicable) as 

assessment decisions might not be valid otherwise. 
 
Although this is along list, with practice, an IQA will soon know what to look for. 

 

 

 

 

Managing Risk 

 

If IQA does not take place, there are risks that will impact on the accuracy, consistency, and fairness 
of assessment practice. This could lead to incorrect decisions and ultimately disadvantage the 
learners. When planning what to sample, consider possible risks, this will help you to decide what 
to sample i.e., more of an aspect where there could be a risk.  

 

Some important risk factors that require consideration when planning IQA activities include: 

 

• assessor expertise, confidence, and competence, whether new, experienced, qualified, or 
working towards an Assessor Award  

• assessors (or teachers/trainers) who assess the same subject but with diverse groups of learners  

• workload and case load of assessors  

• language barriers  

• locations of learners and assessors  

• type of qualification or programme being assessed, problem areas or units  
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• assessment methods and types of evidence provided by learners  

• whether evidence and records are manual or electronic  

• authenticity of learners’ work, including plagiarism. 

 

 

 

 

 

 

 

 

 

Preparing for an EQA Visit. 

 

 If you are internally quality assuring an accredited qualification or an endorsed programme from 
an awarding organisation (AO), you will be visited by an EQA at some point. This is to ensure you 
are meeting the requirements of the qualification and meeting relevant regulations. The visit is also 
an opportunity to gain advice and clarify any points you are unsure of.  

 

The EQA or a representative from the AO will make contact to arrange a suitable date and time for 
the visit. They will probably have formal documentation which they will send to you which will 
outline the information they require prior to the visit. This might include:  

 

• a list of tutors, trainers, assessors and IQAs along with their qualification certificates, place 
of work and CPD records 

•  copies of minutes of meetings and records of standardisation activities  

• details of learners, their locations and registration and/or unit completion and certification 
dates. 
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Once the EQA has the relevant information to prepare for their visit, they will send you a visit plan.  

This will reflect what they will want to achieve during their visit, and might include:  

 

• looking at assessment, internal quality assurance (IQA) and other supporting documents 
and records  

• meeting the team, including tutors and assessors 

• observing assessor and IQA practice  

• sampling learners’ work and assessment decisions  

• talking to learners and witnesses. 

 

If you have been visited before, you will be able to look back at the last report to check you have 
achieved any action points. An EQA can only ask you to do what is required by the awarding 
organisation, the regulators and any relevant guidelines and legislation for your subject. Never be 
afraid of challenging them and asking them to show you in writing where it says you must do 
something.  

 

At the end of the visit, the EQA should talk you through their findings and the content of their report. 
The EQA might leave you with a copy of their report, or it might be sent to you via the AO afterwards. 
Alternatively, it might be accessible online, but you should be informed when and how you can 
access it.  

 


