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1. [bookmark: _Toc233029004]Purpose of Internal Quality assurance Policy and Procedure
The purpose of the Internal Quality Assurance Policy and Procedure at [insert name of Centre] is to provide a robust system for the internal quality assurance (IQA) of assessment so that all stakeholders trust the accuracy of assessment decisions.  
This policy sets out a structured approach to internal quality assurance at [insert name of Centre] that seeks to: 
· maintain the integrity of ATHE qualifications awarded
· ensure assessment evidence is valid, authentic, reliable, current and sufficient
· ensure assessment decisions are consistent and fair
· ensure that assessment and internal quality assurance decisions are made through the professional judgement of appropriately qualified staff and are not delegated to artificial intelligence (AI) systems or automated technologies
· support and guide assessors in maintaining high standards through effective monitoring and feedback
· identify and address the risks and/or inconsistencies present in assessment decisions
· ensure the responsible and ethical use of AI within assessment and quality assurance processes
· promote continuous professional development for the assessment team 
· maintain compliance with the regulatory framework as directed by ATHE
2. [bookmark: _Toc233029005]Scope
This policy applies to all courses that are delivered at [insert name of Centre] and accredited by ATHE.

3. [bookmark: _Toc233029006]Use of Artificial Intelligence in Internal Quality Assurance
[Insert name of Centre] recognises that artificial intelligence (AI) tools may be used to support teaching, learning, administration and aspects of assessment.
However, assessment decisions, internal quality assurance decisions, certification recommendations and judgements relating to learner achievement must always be made by appropriately authorised human staff and must not be delegated to artificial intelligence systems or automated technologies. AI-generated recommendations, grading suggestions or authenticity indicators must not be accepted without human review and evaluation.
The use of AI must not compromise the integrity, validity, reliability, authenticity or fairness of assessment and internal quality assurance processes.
The centre will maintain appropriate oversight of AI use and ensure that staff receive training regarding its responsible use within assessment and quality assurance processes.

4. [bookmark: _Toc233029007]Key Roles and Responsibilities
[Centres should adapt this section to ensure that roles and responsibilities specified accurately reflect those specified in centre’s job descriptions, etc., ] – delete this comment
[bookmark: _Toc233029008]Teachers / Trainers  
The role of the teacher / trainer is to:
· set out a plan for the delivery of the qualification / unit, ensuring GLH are met and including timing of formal and summative assessment and internal quality assurance, in line with ATHE’s qualification specification 
· deliver high-quality teaching and learning
· provide formative assessment to monitor learner progress and inform future teaching
· support learners in developing the knowledge and skills required for assessment
· ensure teaching resources are up-to-date, relevant and inclusive
· identify and address individual learning needs, adapting teaching methods as required
· maintain detailed records of learner progress and engagement.

[bookmark: _Toc233029009]Assessors 
The role of the assessor is to:
· plan and conduct assessments in line with qualification specification and ATHE’s sample assignments
· ensure evidence for assignments is valid, authentic, relevant, current and sufficient
· ensure that assessment decisions are fair and consistent, that independent professional judgement is exercised and that decisions are made by a human assessor, not generated by AI tools; 
· ensure that learner work is reviewed and evaluated to determine whether AI tools may have been used and whether the evidence demonstrates the learner's own knowledge, skills and understanding, and that any permitted use of AI by learners is appropriately acknowledged and documented
· identify any barriers to assessment and work with learners to provide necessary support
· provide constructive feedback to learners to support their development
· maintain accurate assessment records and comply with IQA and ATHE requirements
· ensure learners are aware of the Reasonable Adjustments and Special Considerations Policy
· ensure learners are fully informed about malpractice and maladministration, including inappropriate use of Artificial Intelligence (AI) tools, and that AI detection software or automated systems are not solely relied upon when investigating authenticity concerns or suspected malpractice
· ensure learners know the grounds for appeal against an assessment decision and how to appeal
· liaise with IQAs to ensure continuous improvement in assessment practices.
[bookmark: _Toc233029010]Internal Quality Assurers (IQAs) 
The role of the IQA is to:
· check learning programmes are designed and structured to support high-quality teaching, learning and assessment in line with ATHE’s requirements, including effective review of assessment practices to ensure that AI-supported processes do not compromise validity, authenticity, reliability, fairness or regulatory compliance
· monitor and evaluate assessment decisions to ensure fairness, consistency and accuracy, including that all assessment decisions sampled and quality assured have been made by authorised human assessors
· support assessors by providing guidance, feedback and professional development opportunities
· develop a sampling plan that meets the requirements set out within this policy to ensure quality and compliance with ATHE requirements
· maintain detailed IQA records and reports
· facilitate standardisation meetings to promote best practice and ensure consistency
· identify training needs and support continuous professional development for assessors
· ensure compliance with [insert name of Centre]’s own policies and procedures and ATHE requirements, including those dealing with the use of artificial intelligence in assessment, appeals, implementing reasonable adjustments and special considerations, and resubmissions and retakes
· address any cases of malpractice or assessment irregularities, implementing corrective actions as needed, as set out in the Malpractice and Maladministration Policy Designing and Checking Learning Programmes. 
5. [bookmark: _Toc233029011]Programme Design and Planning:
The [insert role, e.g., Head of Centre / Curriculum Lead / IQA] is responsible for ensuring that effective planning of the curriculum is in place.
All learning programmes must have a clear Curriculum Plan that shows the sequence and timing of mandatory and optional units, including when formal assessment and IQA activities take place to ensure these activities are not end-loaded.
All units within the curriculum plan must have a clear Scheme of Work (SoW) detailing how GLH are met, and how assessment is integrated into the learning programme. 
The [insert role, e.g., Head of Centre / Curriculum Lead / IQA] will review course documentation, schemes of work and assessment plans before programme delivery to ensure compliance with qualification specifications.
IQAs will conduct regular sampling of assessment materials, including assignments, marking schemes and learner work to verify assessment validity and reliability.
Assessors and IQAs will engage in standardisation meetings to ensure consistency in assessment decisions across different cohorts and assessors.
6. [bookmark: _Toc233029012]Sampling Checks by IQA
[bookmark: _Toc233029013]Sampling Requirements
IQAs will conduct sampling through a combination of the following methods:
[bookmark: _Toc233029014]Interim Sampling
The IQA will conduct interim sampling during the course to monitor ongoing assessment practices and provide early feedback to assessors, thus ensuring that assessment methods are being applied correctly and that learners receive timely and constructive feedback. Interim sampling involves reviewing a selection of learner work, assessment plans and feedback records at key checkpoints throughout the course.
Interim sampling is essential for identifying and addressing any discrepancies or inconsistencies in marking before assessments are finalised. It is also particularly useful for supporting new or less experienced assessors to develop confidence and consistency in their assessment decisions.
[bookmark: _Toc233029015]Final Sampling
The IQA will conduct final sampling at the end of the course, before learners are informed of their results, to verify that all assessments meet the required standards. This ensures that learners have been assessed fairly, consistently and in line with learning outcomes and assessment criteria. The IQA will check whether feedback provided to learners is clear, constructive and aligned with assessment decisions.
Any issues identified in final sampling may trigger additional reviews, standardisation activities or re-marking of assessments.
[bookmark: _Toc233029016]Criteria for Sampling
[bookmark: _Toc233029017]CAMERA
[Insert name of Centre] mainly employs the CAMERA approach to sampling. By applying this approach, IQAs can systematically review assessment practices, maintain high standards and support continuous improvement in teaching, learning and assessment.
· C – Candidates
· IQAs should ensure all learners are included within a sample, including learners with additional learning needs and from different backgrounds to check that assessment decisions are consistent across all candidates.
· A – Assessors
· Sampling must include work assessed by all assessors to ensure consistency in marking, following the risk-rating approach. 
· New or inexperienced assessors may require more frequent sampling and support; this includes experienced assessors who are new to assessing a particular unit / qualification.
· M – Methods of Assessment
· All assessment methods must be sampled, including written assignments, practical demonstrations, observations, and professional discussion, ensuring that all forms of assessment used within a qualification meet quality standards.
· E – Evidence
· IQAs check all evidence types submitted by learners. 
· R – Records
· All assessments must be accurately recorded, including assessor feedback, grading decisions, and learner progress.
· IQAs review documentation to ensure transparency, compliance and clear tracking of learner achievements.
· A – Assessment Sites
· IQAs should ensure that all assessment sites, including workplace learning or satellite centres, are included within the sample.
Where appropriate, the IQA will use a horizonal or vertical approach to sampling.
[bookmark: _Toc233029018]Vertical Sampling
Vertical sampling involves checking assessment decisions for multiple units or components from a single learner to verify consistency in marking across their work. This ensures that assessments across different topics or skill areas are marked to a uniform standard, reducing the risk of bias. The IQA will use this approach to evaluate whether an assessor applies the same level of rigour and fairness across all units for an individual learner, to identify gaps in assessment coverage or to ensure that a learner’s progression is accurately reflected.
[bookmark: _Toc233029019]Horizontal Sampling
Horizontal sampling involves checking assessments from multiple learners on the same unit or task to verify that all assessors are applying the same marking criteria consistently, thus ensuring fairness and consistency across a cohort, and preventing discrepancies between different assessors or assessment groups. The IQA will use this approach to identify potential issues such as overly lenient or overly harsh marking, which can then be addressed through feedback and standardisation meetings. This approach is particularly important in large programmes where multiple assessors may be working across the same qualification.

[bookmark: _Toc233029020]Risk-Rating of Assessors
The Lead IQA at [insert name of Centre] will adopt a risk-rating approach to determine the level of sampling required. All assessors will be risk-rated based on their experience level, competence and past quality assurance results. 

	Risk Level
	Criteria
	IQA Actions and Sampling Requirements

	Low risk / green
	· Experienced assessor with a proven track record of consistent, high-quality assessment decisions. 
· Fully qualified and familiar with awarding body requirements. 
· Previous sampling shows minimal or no errors. 
· Regularly participates in standardisation meetings.
	· Reduced level of sampling required (e.g., 20-25% of assessment decisions). 
· Ongoing standardisation activities to maintain best practice. 
· Annual review of performance.

	· Medium risk / amber
	· Competent assessor but with some minor issues identified in previous sampling (e.g., inconsistent feedback or occasional marking errors). 
· May be new to a specific qualification but experienced in other areas. 
· Engages in CPD but may need additional training or guidance.
	· Moderate sampling required (e.g., 25-50% of assessment decisions). 
· More frequent IQA feedback and mentoring as needed. 
· Participation in standardisation sessions and CPD is strongly recommended.

	High risk / red
	· New or inexperienced assessor with limited evidence of competence. 
· Previous sampling identified significant inconsistencies or non-compliance with standards.
· Requires ongoing support to develop assessment skills. 
· Has received feedback requiring improvement but has not yet demonstrated consistent progress.
	· High level of sampling required (e.g., 50-100% of assessment decisions). 
· Frequent feedback, coaching, and support from an experienced IQA. 
· May require additional training or shadowing an experienced assessor. 
· Review of all assessment decisions before submission to awarding bodies.



7. [bookmark: _Toc233029021]Feedback to Assessors
The IQA will ensure that assessors receive structured, constructive and timely feedback on their assessment practices to support them in maintaining high standards. IQA feedback should include consideration of how assessment authenticity and AI-related risks have been managed, where appropriate.
The purpose of feedback is to ensure integrity and consistency in assessment decisions, whilst also ensuring compliance with ATHE requirements for criterion-referenced assessment.
Feedback to assessors will be given during ongoing assessment activities, allowing assessors to make adjustments before final assessments are completed. This includes interim sampling reviews and informal discussions. It will also be provided after final sampling or external quality assurance reviews to reflect on the overall assessment process, strengths and areas for improvement.
8. [bookmark: _Toc233029022]Record Keeping
[Insert name of Centre] is committed to maintaining high standards in the recording, storage and retrieval of assessment and IQA records.
All records are stored securely [explain how]
[bookmark: _Toc233029023]Types of Records Maintained
	Record Type
	Purpose
	Retention Period

	Assessment Plans
	These outline the planned assessment methods (e.g., assignment briefs), schedules for assessment and criteria for assessing learner performance.
Keeping these records ensures that assessments align with qualification specification and ATHE’s sample assignments. They also provide consistency in learner experience.
They also serve as reference points for internal and external audits.
	Minimum of 3 years after course completion.

	Assessment Records
	These include completed learner assessments, assessor feedback and final grading decisions. 
They provide evidence that assessments have been conducted fairly, consistently and in line with ATHE standards. 
Maintaining these records supports learner appeals, verification and/or moderation visits, and compliance with ATHE requirements.
	Minimum of 3 years after course completion.

	Sampling Plans & Reports
	Sampling plans document the IQA’s strategy for selecting assessment evidence for review, while sampling reports capture findings, trends and recommendations for improving assessment practices. 
Retaining these records helps demonstrate that assessment decisions are being systematically monitored for consistency and fairness.
	Minimum of 3 years after course completion.

	Assessor Feedback Reports
	These contain detailed feedback given to assessors regarding their assessment decisions, learner feedback and adherence to assessment criteria. 
Keeping these reports helps in tracking assessor development, identifying areas for further training and ensuring continuous improvement in assessment practices.
	Minimum of 3 years after course completion.

	Standardisation Meeting Minutes
	Records from standardisation meetings capture discussions on assessment practices, common issues and agreed standards for marking.
Maintaining these records ensures assessors apply consistent marking criteria and helps provide evidence of quality assurance activities during external audits.
	Minimum of 3 years after course completion.

	Risk-Rating Records
	These records document the IQA's assessment of assessors based on their experience, past performance and sampling outcomes. They support risk management by identifying assessors who require additional monitoring and training, helping to maintain assessment integrity.
	Reviewed annually and retained for 3 years.

	Appeals and Complaints Records
	These contain details of any learner appeals or complaints regarding assessment decisions, including outcomes and any actions taken. 
Keeping these records is crucial for demonstrating procedural fairness, resolving disputes and ensuring compliance with awarding body regulations.
	Minimum of 5 years after resolution.

	Records of Reasonable Adjustments and Special Considerations
	These document any adjustments made to assessments for learners with disabilities, learning difficulties, or extenuating circumstances. 
Keeping these records ensures compliance with equality legislation, protects learner rights, and provides evidence for awarding body audits.
	Minimum of 5 years after assessment decision.

	Malpractice and Maladministration Records (Including Plagiarism)
	These include records of any instances of suspected or confirmed malpractice (e.g., plagiarism, collusion, cheating) and maladministration (e.g., errors in assessment processes). 
Keeping these records ensures transparency, allows for trend analysis, and supports future investigations, regulatory compliance, and quality improvement.
	Minimum of 5 years after resolution of the case.

	Awarding Body Reports
	External verification reports from awarding bodies provide feedback on the quality of assessment and internal verification processes. Retaining these reports ensures that any recommendations or required actions are documented and addressed, supporting future compliance and continuous improvement.
	Minimum of 5 years after moderation / verification.



9. [bookmark: _Toc233029024]Learner Progress Monitoring
Effective monitoring of learner progress is essential for ensuring that all learners receive the necessary support to achieve their ATHE qualifications. 
The IQA process includes tracking learner progress to identify trends, address barriers to learning or progression and to uphold the integrity of assessment.
The purpose of monitoring learner progress is to:
· ensure learners are making progress towards achieving their ATHE qualification
· identify learners at risk of not meeting deadlines to provide early intervention
· identify learners at risk of non-achievement of learning outcomes or the qualification as a whole to provide early intervention 
· maintain accurate records of learner achievements for internal and external verification.
10. [bookmark: _Toc233029025]Standardisation Meetings
[bookmark: _Toc233029026]Purpose of Standardisation Meetings
Standardisation meetings play a critical role in ensuring consistency, fairness and reliability in the assessment process. 
These meetings provide assessors and internal quality assurers (IQAs) with the opportunity to:
· align assessment decisions to qualification standards and awarding body requirements
· discuss and resolve discrepancies in assessment judgments
· share best practices and updates on assessment methodologies
· ensure that learners receive fair and accurate assessments regardless of assessor
· identify areas for assessor training and professional development
· address feedback from ATHE’s External Quality assurance team.
[bookmark: _Toc233029027]Frequency of Standardisation Meetings
Standardisation meetings will be conducted:
· at the start of each academic year / when qualification specifications are updated by ATHE to review assessment guidelines, criteria and expectations
· before key assessment points to ensure assessors are aligned before marking begins
· after internal sampling and external moderation to reflect on feedback and make improvements
· on a quarterly or termly basis as part of ongoing quality assurance.
[bookmark: _Toc233029028]Agenda and Key Discussion Points
Each standardisation meeting will follow a structured agenda, which may include:
· Review of Previous Actions
· Follow-up on actions from previous meetings.
· Updates on assessment practice improvements.
· Assessment Consistency Checks
· Comparing samples of learner work across assessors.
· Discussing variations in grading and resolving differences.
· Agreeing on standard assessment decisions.
· ATHE Updates
· Reviewing updates from ATHE.
· Ensuring all assessors are informed of any changes to the qualification specification and/or sample assignments.
· Artificial Intelligence and Assessment Integrity
· Reviewing emerging guidance from ATHE, regulators and sector bodies relating to AI
· Discussing examples of acceptable and unacceptable AI use by learners
· Reviewing authenticity concerns and lessons learned from malpractice investigations
· Standardising approaches to assessment decisions involving AI-assisted learner work
· Reviewing how AI tools are being used by staff and ensuring that professional judgement remains central to assessment and quality assurance decisions
· Best Practice Sharing
· Exchanging strategies for effective assessment and learner feedback.
· Discussing innovative approaches to teaching, learning and assessment.
· Addressing Challenges and Assessor Support
· Identifying and addressing common challenges in assessment.
· Providing guidance and mentoring to new or developing assessors.
· Actions and Next Steps
· Agreeing on key actions to maintain consistency and quality.
· Assigning responsibilities and setting deadlines for follow-up.

[bookmark: _Toc233029029]Record-Keeping and Follow-Up
All standardisation meetings will be recorded, and minutes will be:
· distributed to all assessors and IQAs for reference
· stored securely in line with data protection policies
· used as evidence of quality assurance compliance for external moderation and verification
· reviewed in subsequent meetings to ensure accuracy and support continuous improvement.
11. [bookmark: _Toc233029030]Staff Induction
A thorough induction process is essential to ensure that all assessors and internal quality assurers (IQAs) understand their roles, responsibilities, and the quality assurance procedures in place. 
Induction aims to familiarise new staff with assessment policies and IQA procedures at [insert name of centre] and ensure compliance with ATHE and regulatory requirements.
12. [bookmark: _Toc233029031]Policy Review
This Policy will be reviewed annually. The next date of review is [insert date of next review].


[bookmark: _Toc233029032]Appendix 1 – Template Sampling Plan
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IQA Sampling Plan

Qualification

Number of Learners

Start Date

End Date

Internal Verifier(s)

Assessors

[insert name of Assessor 1]

Sample size

fsampling size of Assessor 1, e.g,, 100%] - e.g., new assessor / new qualification

[insert name of Assessor 2]

fsampling size of Assessor 2, e.g., 50%] - e.g, experienced assessor but new to qualification

[insert name of Assessor 3]

[sampling size of Assessor 3, e, 33%] - e.g,, experienced assessor but some actions for improvement

[insert name of Assessor 4]

fsampling size of Assessor 4, e.g,, 20%] —e.

highly experienced assessor
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