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LEGAL & GOOD PRACTICE REQUIREMENTS FOR INTERNAL QUALITY ASSURANCE 

 

                             Evaluating your internal quality assurance (IQA) practice 

 

      This handout will cover:  

o Evaluating IQA practice 
o How to evaluate IQA practice  
o Key Legislation and good practice guidance to consider in IQA practice 
o Reflective practice 
o Continuing professional development (CPD) 
o Planning and maintaining CPD  

 

 

Evaluating IQA practice?  

 

Aspects of your IQA practice should be evaluated regularly to enable changes and/or 
improvements to take place, as necessary. This should ensure that:  

 

o  A professional service is given to assessors and learners  
o  The IQA process is fair to everyone involved  
o  You are meeting organisational and regulatory requirements  
o  You can learn from any incidents 
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It might also be a requirement of your organisation and any external bodies that evaluation of IQA 
practice takes place annually as part of the external quality assurance monitoring activities. 

 

 

How to evaluate IQA practice 

 

Evaluation is not another term for assessment; evaluation is of the IQA programme and or 
process, whereas assessment is of the learner. Evaluation can take place by obtaining the views of 
your assessors, learners, and others by talking to them and/or using surveys or questionnaires. 
The feedback will assist you when reflecting upon your role as an IQA and will aid the 
standardisation process. You will need to ensure the activities you use to carry out the IQA 
process are valid and reliable. One way of doing this is to be honest and just ask yourself if you 
have decided fairly and accurately. It might be that you have a favourite assessor who you sample 
less because you feel they are always performing adequately.  

You could visually record an observation with an assessor when they are assessing a learner (with 
their permission) and then play this back later to see how you performed. You might see things 
you were not aware of and can consider what you could improve.  

 

You can evaluate aspects such as:  

 

o How effective was my IQA planning?  
o Do I communicate well with assessors and others?  
o Have I sampled something from every assessor and every aspect of the programme or 

qualification over time?  
o Have I observed every assessor over time?  
o Have I spoken to a sample of each assessor’s learners?  
o Have I been in touch with any witnesses (if applicable)  
o How do I keep adequate records showing a full audit trail of my activities?  
o How do I organise standardisation activities to ensure they are effective? 

 

 You can do this by:  

 

▪ Talking to those involved  
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▪ Carrying out surveys or questionnaires and analysing the results  
▪ Analysing statistics such as enrolment, retention, achievement, progression, and 

destinations  
▪ Analysing appeals and complaints  
▪ Looking for trends or patterns and find out why they are occurring.  

 

Always do something with your findings which will lead to an improvement in your practice. 
Finding and actions could included in the centres annual IQA auditing report. 

 

 

Key Legislation and good practice guidance to consider in IQA sampling practice 

 

 

• Health & Safety at Work Act 1974:  This includes ensuring all learners, staff and visitors are 
kept safe when conducting assessment and IQA activities in the workplace. Further 
information on the health and safety can be obtained from: 
https://www.hse.gov.uk/legislation/hswa.htm 

 

• Equality 2010: This includes ensuring all assessment and IQA activities embrace equality, 
inclusivity, and diversity, represent all aspects of society, and meet the requirements of 
the Equality Act 2010.Further information on the Equality Act can be obtained from:  
https://www.gov.uk/guidance/equality-act-2010-guidance 

 

• Data Protection Action (2018):  This includes 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. 
Further information on the Dat Protection act can be obtained from: 
https://www.gov.uk/data-protection 

 

• Professional Regulatory Standards:   This involves adhering to your respective regulators 
professional code of practice, regulatory and best practice standards. You should also be 
able to maintain these standards by undertaking regular reflective practice and continuing 
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professional development (CPD):to keep your knowledge, understanding and competence 
up to date and current. 

 

 

Reflective practice 

 

Reflective practice is about becoming more self-aware, which should give you increased 
confidence in your job role. It should become a part of your everyday activities enabling you to 
analyse and focus on things in greater detail. All reflection should lead to an improvement in 
practice. However, there may be events you would not want to change or improve as you felt they 
went well. If this is the case, reflect as to why they went well.  

A straightforward method of reflection is to have an experience, then describe it, analyse it, and 
revise it (EDAR).  

You can use EDAR to help you reflect.  

• Experience – a significant event or incident you would like to change or improve.  

• Describe – aspects such as who was involved, what happened, when it happened and 
where it happened 

• Analyse – consider the experience deeper and ask yourself how it happened and why it 
happened. 

• Revise – think about how you would do it differently if it happened again and then try this 
out if you have the opportunity.  

 

As a result, you might find certain skills improve, for example giving more effective, constructive, 
and developmental feedback to your assessors.  

 

Part of reflection is about knowing what you need to change. If you are not aware of something 
that needs changing, you will continue as you are until something serious occurs. You may realise 
you need further training or support in some areas therefore partaking in relevant CPD should 
help.  

 

 

Continuing professional development (CPD) 
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 CPD can be formal or informal, planned well in advance or be opportunistic, but it should have a 
real impact upon your job role and lead to an improvement in your practice. CPD is more than just 
attending events; it is also using critical reflection regarding your experiences which result in your 
development as an IQA.  

CPD can be anything that you do that helps you improve your practice and keep up to date. It 
shows you are a committed professional and it should help improve your skills, knowledge and 
understanding regarding your specialist subject and IQA practice. There are constant changes in 
training and education; therefore, it is crucial to keep up to date and embrace them.  

 

Examples include: 

✓ changes to the qualifications or standards you IQA 
✓ changes to policies and practices within your organisation 
✓ regulatory requirements, and government initiatives. 

 

 You will need to plan what CPD you need to do, carry it out, and then reflect on how it has 
impacted upon your role as an IQA. If you have not already done so, joining a relevant professional 
association may help you keep up to date with your skills and knowledge. A link to professional 
bodies is at the end of this handout.  

 

Planning and maintaining CPD Feedback from others and your own reflections will help you realise 
what CPD you may need to undertake. This should be planned for, e.g., by setting yourself short-, 
medium- and long-term targets. There may be opportunities at your own organisation for CPD, or 
you could attend external events. You could shadow colleagues to observe how they quality 
assure and carry out internet research regarding your specialist subject.  

 

CPD activities could include: 

  

▫ attending events and training 
programmes  

▫ attending meetings and 
standardisation activities  

▫ collaborative working e-learning 
and online activities  

▫ researching developments or 
changes to your subject  

▫  secondments  
▫ self-reflection  
▫ shadowing colleagues  
▫ sharing ideas with colleagues 
▫ standardisation activities  
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▫ evaluating feedback from 
learners, peers, assessors, and 
others  

▫ formally reflecting on 
experiences and documenting 
how it has improved practice  

▫  improving own skills such as 
English, maths and ICT  

▫ keeping up to date with 
relevant legislation                       

▫ membership of professional 
associations or committees  

▫ mentoring and coaching 
inexperienced staff  

▫ observing colleagues  
▫ networking (online and in 

person)  
▫  reading textbooks and journals 
▫ reflecting on own progress 

▫ studying for relevant 
qualifications  

▫ subscribing to and reading 
relevant journals and 
websites  

▫ team teaching  
▫ updating specialist subject 

skills and knowledge using 
social media to 
follow/inform others of 
relevant and current 
information  

▫ using new and emerging 
technology  

▫ voluntary work  
▫ work experience placements 
▫ writing or reviewing books 

and articles 
 

                                                                           

 

It is a good idea to maintain a record of all CPD undertaken to prove you are remaining current 
within your IQA role and your subject area. This is something you might have to formalise for your 
organisation or to remain active with a professional association you belong.  

 

Records may need to be shown to funding, awarding organisation or regulatory bodies if 
requested. 

 

 


