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Internal Verifier/Internal Quality Assurer Guide 

VQ Manager allows Internal Quality Assurance to be carried out to meet Awarding Organisations requirements. 

Home Tab 

 

Go to - Home Page – Learner Progress Summary 

 

Select Assessor to view summary of progress of learners allocated to assessors 

 

o Here you can check progress is on target and estimated further days to complete based on current 

rate of progress 

o You can also check the progress towards meeting GLH requirements that have been set for each 

qualification 

Go to – Home Page – Info Tab 

o Here you will see items for your information: 

o Units signed off by assessors – at this point you have the option to: 

 Sample units if part of your sampling activity 

 Remove from Info Tab if not part of sampling activity 

o Qualifications signed off by assessors – at this point you have the option to: 

 View summary of units completed 

 View summative assessor feedback 



IV/IQA Guidance Version 3 04/05/16 

 Sign off qualification as complete – you should check that all units have been signed off the 

assessor, confirmed by the candidate if this is required by your IQA policy and appropriate 

feedback has been given 

o Evidence returned to assessors for action 

 You will be able to view the evidence item and will be able to tell if the evidence has been 

reviewed by the assessor 

 

Go to – Home Page – To Do 

Here you will have actions for you to complete: 

o Evidence returned by assessors with actions completed 

 

o Notifications for sampling plan intentions 
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Go to – Home Page – My activity log. 

Here you can record CPD information gained as an IV/IQA 

 

Verify Tab 

 

Go to – Verify – Unit assignments 

 Select Assessor 

 Select Candidate 

 View Unit Assignments 

o Here you can check that the correct units/credit values have been allocated to the candidate and the 

rule of combination have been met to complete the qualification 
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 Assessment Plans 

o Here you can view assessment plans that have been set for the candidate, in progress and complete 

 

 

 Evidence list 

o Here you can view the complete evidence list for each assessor/candidate 

o Filter by qualification/unit 

o Verify evidence item by: 

 Evidence method 

 Date submitted 
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Go to Verify –Progress reviews 

Here you can read and check progress reviews uploaded for the candidate 

 

 

Go to Verify - Unit Status, evidence matrix, sign off 

o Here you can see unit progress 
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o Select unit to view progress and sign off 

Select assessor and learner 

 Evidence matrix 

o Here you will see the complete evidence matrix for the unit you have chosen 

o You can view evidence item 

o Verify the evidence item 

o See assessment method 

o Check minimum assessment requirements have been met 

 

 

 

 

 

Use the selectors to show a broader range of columns in the evidence matrix 

 

Click here 

to view 

Click to 

verify 
Hover over to see 

assessment method 

Minimum assessment requirements 

met, total = green 
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Go to Verify - Qualification status, sign off 

o View completed units 

o Sign off qualification 

 

 

 

 

 

 

Go to Verify - Learner activity log 

% of evidence 

verified 
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o Here you can view entries made by the candidate and the assessor 

o Check GLH recorded 

o View attachments 

o Make entries to the learner activity log 

 

 
 

 
 

 

 

 

 

 

 

 

 

IV Tools Tab 

Go to – IV Tools – Internal verifier feedback reports 
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o Here you can write feedback reports to assessors 

o Select assessor 

o Select learner (or select not linked to a particular learner) 

o Write report and give feedback 

 

 

Notes: 

 A lot of detail can be recorded in report name field 

 Documents can be attached 

 You can check that the assessor has read the report and made comments 

 If you select not linked to a particular learner:  

 
You do not have the option to see the evidence comments section.  They only pull through when a specific 

learner is selected. 

 

Important 

Each evidence item that has been verified will be ‘held’ by the system until a report is written, so you will need to 

think how you will sample in order for the evidence item feedback to be shown in the report. 

 

For example a unit is completed and has 3 pieces of evidence: 
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I decide to verify each piece of evidence for this unit, each piece of evidence has now been verified: 

 

 

Each evidence item and associated feedback is ‘held’ by the system until I write a report where they will appear as 

formative feedback: 
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Go to – IV Tools – External verifier feedback reports 

o Here you can view External verifier feedback reports: 
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Go to – IV Tools  - Assessor Activity Log 

o Here you can view activity log entries made by the assessor 

o Make assessor activity log entries – support comments etc. 

 

 

Go to – IV Tools - File library 

o Here you can upload documents/supporting materials etc. for use in the IQA process or for 

supporting assessors 
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Go to – IV Tools – Internal Verifier Sampling Plan 

A sampling plan can be set using the dropdowns in the grey area and can be filtered by: 

 Assessor 

 Qualification 

 Employer 

 Learner. 
 
You are also able to select “All” assessors to allow you to create a sampling plan for all assessors managing a particular 
qualification.  Please be aware this may take a few seconds to load as the plan created will be larger than normal. 
 

 
 

Once the sampling plan is open the first column is fixed so that the learner’s name is always visible.  The unit number 
is repeated throughout the document so if you scroll down this too will always remain visible.   
Tip:  Click in any box and use the keyboard’s arrows to navigate up or down, left or right.  There is no need to scroll to 
the bottom to use the grey scroll bar to move left or right. 
 
The sampling plan is divided into two areas.  The first area (identified in turquoise) allows for a plan to be submitted 
which is learner specific but not unit specific. 
 

 
 



IV/IQA Guidance Version 3 04/05/16 

Select “planned” and click in the field to the right, a pop up appears to enable a date to be specified for the planned 
sample.  

 

Using the “Type” drop down, select either “Interim” or “Final”. 

 

The sampling plan has different colours for interim versus final sampling. There is a third colour for situations where 
neither interim nor final has been selected. 

 

F 

From the “Assessment Cycle” select one of the following: 
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If “Evidence methods” is selected you are then able to “Click to select” and then select one or more methods from 

the new pop up (modelled on your centre’s “Log evidence” tab). 
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If “Other, (see notes)” is selected, please use the “notes” area to stipulate your intentions. The notes icon changes to 

include writing if notes have been added so it is easy to identify whether notes have been added or not when closed. 

 

 

 

Click on the “world” icon in the top right hand corner of each unit to activate the zoom out.  
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By clicking in a specific cell the pop up will close and you will be taken directly to that cell. 
Always make sure you “save” any additions or changes you make. 

 

You will see a pop up advising you that any additions or changes you have made have been saved. 

 

 

If you intend to sample a specific unit, the process and all the options are exactly the same: 

 

 

For an IV with many learners, it's hard for you to keep track of all the dates you've put in the sampling plan, so you 

run quite a risk of overlooking planned dates and thus falling foul of the awarding body.  There is a built in reminder 

on the IV home page (very much like the one which reminds learners of overdue assessment plan dates) which 

shows the IV sampling that is due within the next 5 days. If you overshoots this date the reminder turns red.  
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To go to the unit to be sampled, select the “sample” link and the unit to be sampled will appear. 
 

 
 

The page also has a section which pulls through all the notes you may have made on the sampling plans (e.g. it's an 
interim sample, and that you intend to sample Observations).  
The page also includes a "Sampled" check box and date selector for the actual sampled date and these dates save back 
into the sampling plan. This saves you having to go back to the sampling plan to indicate that they have sampled. 
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There is also a check box when you sign a unit off called “unit not sampled”. This allows you to sign off the units 
without declaring that you have checked all the content.   

 

When you tick the “unit not sampled“ box when signing off a unit, the lower part of the sampling plan unit box goes 
blue automatically. This will allow you to look at the sampling plan and know that if the unit is signed off that it has 
not actually been verified. 

 
When you have sampled it, the reminder disappears from the home page.  

If you see the reminder but the intended sampling is no longer relevant, you can delete it from the reminder list 

although the sampling plan view continues to show as your recorded intention.
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   Go to – IV Tools – Rationale 

o Here you select an assessor from the list.   Only assessors linked to you as IV/IQA will appear on the list. 

o Type in a Summary title for the new Rationale.  

o Select a Start date for the new Rationale.   

o Select a Target date for the new Rationale. This represents the end of the period for which the Rationale is 

intended.   

o Type in your Rationale intentions. These are your quality assurance intentions for the specific assessor over 

the period that the Rationale is active.  

o Upload and attach a file in support of the Rationale.   

o Click the Save button. The new Rationale is saved. 

 

All activity associated with a Rationale is tracked to provide a complete audit trail and can be found at the bottom of 

each existing Rationale once opened. The audit trail will list the following information: 

 Date action taken (DD/MM/YYYY) 

 Time action taken (Hour/ Minute/ Second) 

 Action taken, e.g.: 

o New Rationale added 

o Rationale intentions added 

o Feedback/ conclusions added 

o File attached 

 Content. This can be seen in a Content speech bubble icon. Roll over the icon to see the content. 

 User responsible for action (name and VQManager user number) 

Additionally, the audit trail tracks changes in content to the following fields: 

 Rationale intentions 

 Feedback/ conclusions 
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Changes can be seen by clicking on the Content speech bubble icon and are displayed above the Audit trail table (see 

image below). 

 Added (new) content is highlight in green. 

 Deleted content is highlighted in pink. 

 

 

Reports Tab 

Go to – Reports – Learner status 

o Contact details for learners 

Go to – Reports – Progress 

o Evidence matrix  

o Unit sign-off  

o Qualification progress  

o Guided learning hours 

Go to – Reports – Qualification tracker 

Go to – Reports – Usage 

 

 

 

 

 

 



IV/IQA Guidance Version 3 04/05/16 

VQManager Quality Assurance Checklist for completion 

 Unit assignments – are they correct, correct number of credits 

 Assessment plans (if used) 

o Are they followed 

o Are they completed and signed off by assessor 

 Evidence 

o Feedback given, correct assessment decisions – if not returned to assessor 

o Look at the audit trail 

 Units 

o Signed off by assessor, feedback given 

o Confirmed by candidate – feedback from candidate 

 Qualification 

o Signed off by assessor, feedback given 

o Confirmed by candidate – feedback from candidate 

 Sampling plan 

o Completed for each: 

 Assessor 

 Qualification 

 Assessor activity log 

o Entries checked 

 Learner activity log, 

o Entries checked 

 Reporting 

o Qualification tracker 

 Rationale 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


