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1.0 Purpose
The Centre is committed to planning, managing and operationalising all aspects of
assessment practices through the process of internal verification to ensure fairness,
consistency, accuracy and validity of learner assessment.

2.0 Scope
This policy applies to:
Academic Programme CCNME Learner
Council & Committee Programme
Committees Teams
v v v v

3.0 Policy Statement
The CCNME recognises the requirement to ensure a robust Authentication Process,
including Internal Verification meets the requirements of QQl QA Guidelines. Internal
Verification is part of the authentication process, where the applied procedures
ensure that assessments have been undertaken in a quality assured manner; that
appropriate assessment instruments have been utilised; Learner details and results
have been correctly recorded and an identified sample of Learner results are checked.

4.0 Roles and Responsibilities

Academic Programme CCNME
Council & Committee Programme
Committees Teams
Responsible for V4 V4 V4
Implementation
Responsible for V4 V4 V4
Monitoring &
Review

4.1 Programme Committee
4.1.1 Oversee the process for internal verification has been scheduled and
implemented in accordance with this policy and associated procedure.

4.2 CCNME Programme Teams
4.2.1 Ensures all staff with a remit for teaching and learning who are responsible
for the assessment of learners are aware of and comply with this policy and
associated procedures
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4.2.2 An Internal Verifier (Registered Tutor/Staff who hold a MSc in Education) is
identified by the Director, and provided with a copy of the Policy and
Procedures on Internal Verification.

4.2.3 The Programme Co-ordinator

4.2.3.1 ensures all documentation required for the Internal Verification
Process is gathered, collated and made available to the Internal
Verifier as per Programme Coordinators Internal Verification
Checklist

4.2.3.2 Provides the Internal Verifier with the following documentation
on the day of the Internal Verification process per Internal
Verification Checklist:

e PPPGs on Assessment of learners

e Sampling framework

e Award specifications and validated programmes.

e Assessment Instruments — assessment briefs,
examination papers, portfolio/work experience
templates.

e Assessment documentation — marking schemes, answer
plans; programme assessment schedule.

e Assessment evidence for all learners and results for all
learners.

e Internal Verification Report Template.

4.2.3.3 Ensures that only authorised staff has access to the designated
area as per Policy on Security of assessment material.

4.2.3.4 Obtains the Internal Verification Report from the Internal
Verifier following completion of the process and provides a
copy to the Director.

4.2.3.5 Returns all assessment related material to secure storage once
the internal verification process is complete.

4.2.3.6Is available to the Internal Verifier for the duration of the
process.

4.2.3.7 Verifies to the Programme Committee Chairperson that the
process has been completed, and is available for review at the
Results Approval Panel at the scheduled Board of Examiners.

4.2.4 The Internal Verifier
4.2.4.1 Will be a Registered Tutor or Staff who hold an MSc in Education
and who are independent of the programme.
4.2.4.2 Systematically checks that the assessment policy and
procedures have been consistently applied across assessments
and adhered to
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4.2.4.3 Verifies that evidence is available for learners presented for
award

4.2.4.4 Ensures evidence is generated as per the technique identified
in the award specifications and using appropriate instruments
as indicated in the validated programme

4.2.4.5 Checks assessment results is available for each learner and is
monitored on a sample basis

4.2.4.6 Ensures marks is totalled accurately and percentage marks is
calculated correctly

4.2.4.7 Ensures percentage marks and grades awarded is consistent
with QQl grading bands.

4.2.4.8 Produces a report using the Internal Verification Report
Template (Appendix 9).

4.2.4.9 Maintains the security of assessment related materials for the
duration of the verification process.

4.2.5 The Internal Assessors:

4.2.5.1 Ensure that they have read and understood this policy and
associated procedures.

4.2.5.2 Adhere to the principles of this policy in the assessment
process.
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