The Stephen Gaughan School of Performing Arts – Internal Verification: Policies and Procedures

THE STEPHEN GAUGHAN SCHOOL OF PERFROMING ARTS

INTERNAL VERIFICATION PROCESS


All assessment work will be assessed by the class teacher and then internally verified by another member of staff within the school. For example, Stephen Gaughan would conduct the primary assessment for Jazz units. These assessments would then be re-assessed by Sarah MacGowan to ensure there is consistency and fairness in the marking of said units. Where applicable, learners will be assessed by both the primary assessor and internal verifier for live assessments. The Centre will follow the sampling guidelines as set by SQA for any external verification that is required. The following is a step-by-step guide to the process.

1. Primary Assessor will make their decision upon reviewing assessment evidence.

2. Internal Verifier will view the same assessment evidence and then advise of their judgement.

3. Should both assessors be in agreement, results will be given.

4. Should both assessors not be in agreement, Stephen Gaughan will make the final decision as Centre Director. However, if the disagreement should be around his assessment/internal verification results, an independent 3rd party specialist will be consulted, and this grade will be deemed as final.

5. Learners accepting the agreed outcome of their assessments by the teaching staff will move forward accordingly.

6. Learners not accepting the outcome should first approach their teacher for resolution. If after discussion they are happy to accept the result they can then move forward accordingly.

7. Learners who do not agree with the outcome and either: do not feel that they can approach their teacher or are still unhappy with their teachers’ explanation/justification of the results, can escalate their dissatisfaction with the Centre’s Director (Stephen) whom will have the final decision on the outcome unless changed by SQA. If the dissatisfaction is in relation to a unit delivered by Stephen, then the 3rd party independent assessors’ decision will be final, unless changed by SQA.

8. Learners have the right to contact SQA should they disagree with the Centres final decisions and justifications for these.



STAGE 1 – PRE ASSESSMENT

At the beginning of each new academic year the staff will meet (prior to learners start date) as a whole group to discuss standardisation of all assessments and confirm their understanding of their marking schemes/structures. Staff will then have time to ensure that they are using all of the appropriate documentation for the year ahead. For example, staff will ensure that they are using the most current Unit Specifications from the SQA and ensure that all Assessment Support material available from the SQA is up-to-date and used. The Centre will use the SQA IV1 form to ensure that all relevant information is documented

[image: SQA_logo_COL]INTERNAL VERIFICATION (IV)				 IV1
PRE-DELIVERY CHECK LIST
	COURSE / UNIT DETAILS

	Course Title, Code, Level
	

	Unit Title
	
	Code
	

	Start Date
	
	Finish Date
	

	STAFF DETAILS

	Assessor(s) Name(s)
	


	Internal Verifier’s Name
	

	Tick appropriate box to indicate whether action is complete or item is in place

Pre Delivery Checklist                                                                             Yes     No*         Date

	1. Review and actions on previous EV and IV requirements/advice complete (see EV report(s) and IV3)
	
	
	

	2. Current Course and Unit Specifications available
	
	
	

	3. Adequate resources (including teaching / learning material)
	
	
	

	4. System of storage for candidate records
	
	
	

	5. IV plan is prepared - sampling and meeting(s)
	
	
	

	6. Systems for reporting IV and meetings are in place
	
	
	

	7. Valid NAB/Instruments of Assessment are available
	
	
	

	8. Valid marking guidelines and checklists are available
	
	
	

	9. Arrangements for reassessment are in place
	
	
	

	Provide feedback to Assessors using page 2. IV1
* Specify action required when tick is in “No” column.
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INTERNAL VERIFICATION									IV1
PRE-DELIVERY CHECK LIST
	FEEDBACK TO ASSESSORS AND COURSE TEAM

	Comments/Advice





	ACTIONS TO BE TAKEN PRIOR TO ANY ASSESSMENT TAKING PLACE

	Action Item
	Person Responsible
	Completion date

	




	
	





	Internal Verifier’s Signature
	
	Date
	

	RECORD OF ACTION

	Comments




	DATE ACTION COMPLETED

	Internal Verifier’s Signature
	
	Date
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STAGE 2 – DURING ASSESSMENT


All assessment work will be assessed by the class teacher and then internally verified by another member of staff within the school. For example, Stephen Gaughan would conduct the primary assessment for Jazz units. These assessments would then be re-assessed by Sarah MacGowan to ensure there is consistency and fairness in the marking of said units. Where applicable, learners will be assessed by both the primary assessor and internal verifier for live assessments. The Centre will follow the sampling guidelines as set by SQA for any external verification that is required. 

To ensure the Centre meets SQA guidelines on:
· How and when candidate evidence will be internally verified 
· How  assessment and internal verification records be maintained
· How and when assessors and internal verifiers will meet
· How standardisation will be achieved
· How the risk of plagiarism will be minimised
· How associated documentation such as: internal verifier feedback sheets
·  observation of assessment record forms
· sampling plans or matrices to record all internal verification activity
· internal verifier ‘sign off’ sheets confirming candidate achievement


The following Policy is in place.

9. Primary Assessor will make their decision upon reviewing assessment evidence (within 2 working weeks).

10. Internal Verifier will view the same assessment evidence and then advise of their judgement (within 2 working weeks).

11. Should both assessors be in agreement, results will be given (within 2 working weeks).

12. Should both assessors not be in agreement, Stephen Gaughan will make the final decision as Centre Director. However, if the disagreement should be around his assessment/internal verification results, an independent 3rd party specialist will be consulted, and this grade will be deemed as final.

13. Learners accepting the agreed outcome of their assessments by the teaching staff will move forward accordingly.

14. Learners not accepting the outcome should first approach their teacher for resolution. If after discussion they are happy to accept the result they can then move forward accordingly.

15. Learners who do not agree with the outcome and either: do not feel that they can approach their teacher or are still unhappy with their teachers’ explanation/justification of the results, can escalate their dissatisfaction with the Centre’s Director (Stephen) whom will have the final decision on the outcome unless changed by SQA. If the dissatisfaction is in relation to a unit delivered by Stephen, then the 3rd party independent assessors’ decision will be final, unless changed by SQA.

16. Learners have the right to contact SQA should they disagree with the Centres final decisions and justifications for these.


Staff will be given time within ‘assessment weeks’ to mark and internally verify any units and or/courses that they are attached to (as agreed at the staff meeting at the beginning of term). This is done to ensure there is not a lengthy delay returning assessment decisions. This allows those whom are able to, move forward, and those who are not, the maximum amount of rehearsal time to consolidate their feedback for re-assessment.

Staff will use the SQA IV2 Form (below), to ensure that all required information for the “During Assessment” stage is captured:






INTERNAL VERIFICATION					IV2
INTERNAL VERIFIER
RECORD OF SAMPLING AND FEEDBACK
	UNIT DETAILS

	Course Title, Code, Level
	

	Unit Title
	
	Code
	

	Start Date
	
	Finish Date
	

	No in Group
	
	No Sampled
	

	STAFF DETAILS

	Assessor(s) Name(s)
	

	Internal Verifier’s Name
	

	SAMPLING RECORD  (written, product or performance evidence)

	Candidate
	Outcome(s)
	Comments
(candidate or general)

	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	INTERNAL VERIFIER REPORT                                                                                                    Yes            No *

	(i)     Verified Instruments of Assessment were used
	
	

	(ii)    All evidence of candidates’ achievement is available
	
	

	(iii)   Assessor judgements are fair and consistent
	
	

	(iv)   Records of candidate achievement are accurate
	
	

	Provide feedback to Assessors using page 2.
* Specify action required when tick is in “No” column.
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RECORD OF SAMPLING AND FEEDBACK
	FEEDBACK TO ASSESSORS

	Comments / Advice






	Action to be taken prior to External Verification / Submitting results to SQA






	Date by which action should be completed
	

	Internal Verifier’s Signature
	
	Date
	

	RECORD OF ACTION

	Comments




	Date action completed
	

	Assessor(s) Signature(s)
	
	Date
	

	Internal Verifier’s Signature
	
	Date
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STAGE 3 – POST ASSESSMENT

At the end of each academic year, all staff will spend 1 week reviewing the previous academic year so that any improvements can be implemented for the next academic year.  The Centre will use the SQA IV3 Form (below) for documentation purposes:

INTERNAL VERIFICATION					IV3 
[image: SQA_logo_COL]RECORD OF TEAM MEETING
Following Internal Verification / External Verification / End of Course Review  (Delete as appropriate)
	QUALIFICATION DETAILS

	Qualification Title,  Code, Level
	

	Start Date
	
	Finish Date
	

	PRESENT

	IVs
	


	Assessors
	

	MEETING RECORD

	Topic Discussed
	Action Agreed
	Person Responsible
	Target Completion Date
	Completion Date

	








	
	
	
	

	Date of Meeting
	

	Lead IV’s Signature
	
	Date
	





INTERNAL VERIFICATION PLAN

PREVIOUS AND CURRENT YEAR
Due to the low numbers enrolled, all students are currently internally verified on all units.


FUTURE YEARS
Once we are at the benchmark for sampling. This will be introduced in-line with SQA guidance
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