Internal Verifier/Internal Quality Assurer Guide

VQ Manager allows Internal Quality Assurance to be carried out to meet Awarding Organisations requirements.
Home Tab
Welcome John Stuart (Intemal verifier S7020) Help and training {gg)

Manager A & v -

Home Verify Internal \ﬂ;iﬁer tools Reports

Go to - Home Page — Learner Progress Summary

Welcome John Stuart (Intemal verifier 87020) [ Logout options ¥ Felpantllrainingg

Manager A & v A

-~ | — J)
This tab contains summary details of all learners floms Verify insmalivarifisntcols Reports
4| associated with assessors that you are verifying. Select B
an assessor and the associated learners and their
progress will appear.
oo T L2
- - ©
&) &y - F: a o
Learner
progress summary
Select assessor Knee, Sid (96980) v
Jones, Unity (144565)
S Current Target Target Estimated
ST completion start date end date further days
Business Administration NVQ Level 3 (11) 100 % 05/11/2014 01/11/2015 0

Leigh, Krista (96738)

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

Anderson001, Charles (34753)

: GLH
. . Current Target Target Estimated
Rl completion start date end date further days jc:}flf}the
-
NWQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208 X 0:00/ 0:00/
38 % 05/03/2012  05/03/2013 39
(571) 0:50 0:50

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
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=  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

o L
5 9 o

Info

‘3
|

Evidence returned to Assessor for action (not yet commenced)

Leamer Date Evidence number - Qualification Assessor

Smith001, Anne(34755)  View / Re-verify

Anderson002, Charles(34759)  29/03/2012  34759/E/497 Mo qualification / criteria selected

Qualifications signed off in the past 30 days

Leamer Qualification Qate ooy
signed off » homepage
Anderson002, Charles Smith001, Anne MVQ Cerfificate in Team Leading L2 (QCF) (EDI) 500_9208_X 29/03/2012 ] Verify
Update page

Units signed off in the past 30 days

Date Remove from

Leamer Assessor signed off ~ homepage

NVQ Certificate in T Leading L2 {QCF) (EDI) 500_9208_X
erfificate in Team Leading L2 ( ) (EDI) | 1 06/03/2012 ] Verify

Anderson001, Charles Smith001, Anne
CU855 Manage personal development

Update page

Go to — Home Page —To Do
Here you will have actions for you to complete:
o Evidence returned by assessors with actions completed

L0 ©

= £h () a B,

To do

Evidence re-submitted following action

Learner Date resubmitted Evidence number » Qualification Assessor

Anderson002, Charles NVQ Certificate in Team Leading L2 (QCF) Smith001, Anne Re-
29/03/2012 34759/E/497

(34759) (EDI) 500_9208_X 1 (34755) verify

o Notifications for sampling plan intentions
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Welcome John Stuart (Internal verifier 87020) | Logout options ¥ Helpandtra\mnge

Manager, v ~

e |- i
Home Verify Internal verifier tools Reports
] Ll J
= Ua) ) 2 L,
Todo
Upcoming (next 5 days) and overdue sampling plan dates

Planned = Assessment Evidence Remove

date S Lo Type cycle methods =}
Leigh,

e,ICJh L . Evidence
271112014 Krista Whale qualification Final DO, 0Q Sample
methods

(96738)
Stuart, Til Progre

31102014 bl Whale qualification Final mlg\ese. Sample
(96996) reviews
Leigh,

Ellg] . — . Evidence WP, WT,
07/04/2014  Krista (301) Carry out your responsibilities at work Final . Sample
methods wa

(96738)

2611112014 Stuart, Tim  (110) Ensure your own actions reduce risks to health and Sample

(96996) safety (ENTO)
Go to — Home Page — My activity log.
Here you can record CPD information gained as an IV/IQA

Welcome John Stuart (Internal verifier 97020} | Logout options ¥ | Help and training g

Manager, A &8 v ~

— — L]
Home Verify Internal verifier tools Reports
| Onthis tabyou can add or view your own activity logs. It |§
§ is aimed at keeping track of continuous professional t
| development type activities.
. = N J
H <0 |- = = il
My
activity log
v Previous logs
Date Activity Category Summary title Logged by Activity Attach-
logged date detail ments

Research
v Add new | Sampling

Category
Summary title

Activity date 1UNWINTR
Verify Tab
Welcome John Stuart (Internal verifier 97020) | Logout options ¥ | Help and fraining 0

Manager, A R v 7~
> & ¥

Il

Home Veri Internal verifier tools Reports

Go to — Verify — Unit assignments

e Select Assessor
e Select Candidate

e View Unit Assighments
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

IV/IQA Guidance Version 3 04/05/16



Select assessor Smith01. Anne (25405) [~ |

Select learner Anderson02, Charles (26978)| ~ |

=L ==v = v = |-

! @ = B O )
8= ® — i V-

Unit

assignments

Hide crileria for unassessed evidence

+ NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X (571)

:\T:mer nitite fe:ru?
Cugss Manage personal development (13334) 4
Ccusse Develop working relationships with colleagues (13335) 3
cuas? Communicate information and knowledge (13336) 3
Ccu7s1 Set objectives and provide support for team members (13337) 5

5

Ccusgss Plan, allocate and monitor work of a team (13338)

e Assessment Plans

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

Smith01, Anne (25405) ||

Andersan02, Charles (26978) IZ‘

=0 ==v L 7 = ::..; P
= X " s = ~ = L
i | x — L p

Assessment

plans

+ NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X (571)

Units and assessment criteria covered Datg TEITE Description

assigned date
111 2710312012 28/0372012 Test 27/3112 7 @
111,1.2,221,22,23;331,32;441,42 23/03/2012 2310372012 Test 28/9/11 r ol 4

v Assessment plans not linked to criteria

*ou have not applied an assessment plan to this learmer yet.

View
assessment plan

e 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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Smith01. Anne (25405) |+

Select leamer Anderson02, Charles (26978) Iz‘

...-B v [ =t= o = f -
i= 2R - - = : \\
Evidence
list
Select NWQ Certificate in Team Leading L2 (QCF) (EDI) 500_9205_X (STW)E
qualification
Select unit
CUB856 . Develop working relationships with colleagues (13335) IZ‘
v NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X
Sort by oldest first
Date created 20/03i2012 Number 26973/E/498
Method Work products Verify

Qualification Flease open the evidence to see the items covered

Description wp
Date created 09/06/2011 Number 26978/E/376
Method Work products « View | Re-verify

Qualification NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X 1, 2,3, 4,5
Description WP
Go to Verify —Progress reviews

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

Welcome John Stuart (Internal verifier 97020) | Logout options ¥ | Help and training 9

A o 21 .
LA ] "% ]
=l 1
Home Verify Internal verifier tools Reports

Knee, Sid (96980) v
Selectlearner Leigh, Krista (96738) M

=1 = = Bl = Ml =~
i= S : Fd = s \
e * < - 4 v — we h
Progress
reviews
v Progress reviews (Leigh, Krista)
Date Date Actual Summary Logged by Nofes Aftach-
logged ELLEN] date ments
19/03/2013 11/06/2013 02/03/2014 Remote Review Knee, Sid [ ] “E View
19/03/2013 03/09/2013 10/02/2014 Remote Review Knee, Sid [ ] = View
19/03/2013 26M1/2013 05/03/2014 Missed Review Knee, Sid [ ] “@ View
19/03/2013 18/02/2014 06/03/2014 Missed Review Knee, Sid [ ] View

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

e 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

(@]

Check minimum assessment requirements have been met

[ =
= 2 =)

Unit status, svidance
matrix and signoff

LSS

D D= D Assessor Bummary D Description IV date D EW daije Method m Agsessment criteria E Range sintement E Knowiedge and understanding

Evidence matrix; Anderson02, Charles; NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X
Unit: CUS66 Procure supplies

Learning cutcome: 1 Be able to identify requirements for supplies.

Evidence

Summary IV dafe Method Assessment criteria
1 (2| 3 [45|6|7(8)|9 11 12
Order forms and manager statement Werify o * o o

D% 1 1

Click here
to view

Hover over to see

Minimum assessment requirements
assessment method

met, total = green

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

t
x5

Unit status, evidence
matrix and signoff

LY

I||||'-

D Duvie D AszEIE0r Eummary D Description I dai= D EV darie Method il Assexsment criteria il Fange sniement i Knowiedge and undersianding
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t
x4

|

|
EERY
m
L

= =y / N\
Unit status, evidence
matrix and signoff
pata || ssessar V] summary (7] Daseripion V] v aste 7] v dste (V] methos (V] Assessment citeris V] Range ¢ and ing
% of evidence
verified ce matrix; Anderson02, Charles; NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X
865 Manage knowledge in own area of responsibility
: 1 Be able to understand existing knowledge management in own area of responsibility.
Summary IV date Method Assessment criteria
1 2| 3 (4|5|6|7(8(9 1.1 1.2 1.3
269TS/E/S00 29/03/2012 o« o o o
26978/E/501 Verify o ] ) o
Total 50% 1 1 2 2 2
Recommended minimum 1 1 1

Go to Verify - Qualification status, sign off

o View completed units
o Sign off qualification

Welcome John Stuart (Internal verifier 97020) | Logout options ¥ | Help and training 0

7 S <A L 24 o

- i
Home Verify Internal verifier tools Reports

Select ass Knee, Sid (96980) v

Select leamer Jones, Unity (144565) v

This tab shows qualification progress for all
gualifications which the relevant learner is undertaking
You can sign off a qualification when the leamner has

- completed it
= = = P E O
— =L =] %
g | e [ E—.;,‘ 7, - 3

Qualification
status and signoff

Qualifications Start date ~ End date Assessor sign-off date Verified

Business Administration NVQ Level 3 (11) 05/11/2014 01/1172015 30/12/2014 J

View Progress and sign-off

Go to Verify - Learner activity log
IV/IQA Guidance Version 3 04/05/16



Check GLH recorded
View attachments
Make entries to the learner activity log

O O O O

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

Welcome John Stuart {Internal verifier 97020) Help and training {gg)

Manager, V. v r~
2

| —

L]
Internal verifier tools Reports

Knee, Sid (95980) v

Leigh, Krista (96738) On this tab you can log or view details of activity
related to the learner. Here you can find a full record
of things like contact befween the leamer and their
assessor (email or telephone calls) or actual

meetings. As an internal verifier you can also log

v Previous logs

Learner
activity log

E RSN

Summary fitle Logged by Slat  Fru

Duration ~ GLH?

tme  time minutes
07/03/2014 07/03/2014 Other Record of my meeting with Krista Knee, Sid Edit
07/03/2014 06/03/2014 Other Record of my meeting with Krista Knee, Sid Edit
0710312014 05/03/2014 Other Record of my meeting with Krista Knee, Sid Edit

2 Activity log item - Internet Explorer = =
‘@ http://wwr uk/cgi/radSVQ.cqi/al?Bur=97020 Icfrifgrfrcgumsc a=967388ist=3_2_10_0_previous_logsBlas=069808taly=38tal=2128ice=1 |
~
v Activity log (Leigh, Krista)
Categary
Summary title  Record of my meeting with Krista
Activity date 07/03/2014
[ no date
Activity detail
see altached DVR
» Guided learning hours
Date Uploaded Size Delete
uploaded iption by
=B 07/03/2014 tube map.gif Knee, Sid (96950) 158 KB
v

IV Tools Tab

Go to — IV Tools — Internal verifier feedback reports
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Here you can write feedback reports to assessors
Select assessor
Select learner (or select not linked to a particular learner)

0O O O O

Write report and give feedback

&= | &= A
E B ®oa §

Internal verifier assessor
feedback reports

Select assessor Smith03, Anne (27328) E

Assessor
comments ?

Date Date read

Leamer submitted by assessor

Report name

Documents

attached ? Select

Report 1 - Units 1/2/3 - Assessment methods Anderson04,
29/03/2012 20/03/2012  29/03/2012 Yes No
- Observation/Work Products [42] Charles
200032012 Report 2 - Units 4/5/6 - Assessment methods Anderson04, 201032012 No Mo
- Witness statement/written questions [43] Charles
TR Report 2 - Units 4/5/6 - Assessment methods Anderson04, ST TR N N @
o o
- Witness statement/written questions [44] Charles

Notes:
e Alot of detail can be recorded in report name field
e Documents can be attached
e You can check that the assessor has read the report and made comments
e If you select not linked to a particular learner:
Select assessor Knee. Sid (96980) v
Mot linked to a particular learner /
Jones, Unity (144565
Select learner sigh, Kri
Newbury, Nana (146680)
reviews, progress (143633)
stuart. patrick (96997)
v Report details Stuart, Tim (96996)
testing. password (124927)
You do not have the option to see the evidence comments section. They only pull through when a specific
learner is selected.
v Evidence
Evidence number: 96997/EMTT6
Date created: 0710172015 Candidate: stuart, patrick
Date Ivd: 26/02/2015
Notes from evidence:
Excellent assessing well done
submit to
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:

IV/IQA Guidance
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Evidence matrix; Anderson03, Charles; NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9203_X

Unit: CU855 Manage personal development

Learning outcome: 1 Be able to identify and agree performance requirements of own work role

Evidence Summary IV date Method Assessment criteria
4| 5 11
J508E/EISDE Unit 1 Assignment Werify *
A508E/EISDD Unit 1 Wiritten questions Werify * L4
J008E/EST1D Unit 1 Witness statement Werify )
Taotal 0% 1
Recommandad minimun 1

Learning cutcome: 2 Be able to measure and progress against objectives.

Evidence Summanry IV date Method Assessment criteria
4| 5 21
J6088/ES08 Unit 1 Assignment Werify o
J5088/ES09 Unit 1 Written questions Werify L4 o
A50EEESTD Unit 1 Witness statement Werify "
Total LES 1 !
Recommended minimunm 1

Learning outcome: 3 Be able to identify gaps in skills and knowledge in own performance

Evidence Summary IV date Method Assessment criteria
4] 3 34 3.2 33
J508E/EISDE Unit 1 Assignment Werify 4 * L4
J6088/EISD9 Unit 1 Written questions Werify ) o "4 L'
JE08E/ES1D Unit 1 Witness statement Werify ,f 4 4
Taotal 0% 1
Recemmended minimum 1 1 i

| decide to verify each piece of evidence for this unit, each piece of evidence has now been verified:

Evidence matrix; Anderson03, Charles; NVQ Certificate in Team Leading L2 (QCF) (EDI) 500_9208_X

Unit: CU855 Manage personal development

Learning outcome: 1 Be able to identify and agree performance requirements of own work role

Evidenca Summary IV date Method Assessment criteria
4| 5 14
35084/E/508 Unit 1 Assignment 02/04/2012 4
3J6084E/509 Linit 1 Witten questions 021042012 L4 L
JG0B/ESTD Unit 1 Witness statement D242012 o
Total 100% 1 !
Recommended minemum 1
Learning outcome: 2 Be able to measure and progress against objectives.
Evidence Summary IV date Method Assessment criteria
4| 5 24
35084/E/508 Unit 1 Assignment 02/04/2012 4
35083/E/508 Unit 1 Witten questions 02/4/2012 4 4
JG0B/ESTD Unit 1 Witness statement D242012 o
Total 100% 1
Recommended minemum 1
Learning outcome: 3 Be able to identify gaps in skills and knowledge in own performance
Evidence Summary IV date Method Assessment criteria
4| 3 31 3.2 33
35083/E/508 Uit 1 Assignment 02/04/2012 - ' s
35088/E/509 Unit 1 Witten questions 021472012 o o r o
36088'E/510 Unit 1 Witness statement O2/472012 ,f o o
Total 100% 1

Recommended minsmum

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

formative feedback:
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Select assessor Smith01. Anne (35855

Select learner Anderson03, Charles

v Report details
Feedback REpOI‘I Name

Team Leading Report 1 - Unit 1 - all evidence items

Learner
Anderson03, Charles
Date

02/04/2012

v Internal verifier

Review of assessor

Evidence presented is varied and of a good standard, please consider my poinis on each evidence type. Overall good work, well done.

v Evidence

Evidence number: 36088/E/508 Assessor: Smith01, Anne
Date created: 02/04/2012 Candidate: Anderson03, Charles
Date IVd: 02/04/2012

Elements and performance criteria:
Notes from evidence:

Good assignment work, make sure you check that all of the tasks have been fully completed. You might also consider using some extracts from
development plans as additional supporting evidence.

Evidence number: 360838/E/509 Assessor: Smith01, Anne
Date created: 02/04/2012 Candidate: Anderson03, Charles
Date IVd: 020472012

Elements and performance criteria:
Notes from evidence:

Cverall good answers.

Evidence number: 36088/E/510 Assessor: Smith01, Anne
Date created: 02/04/2012 Candidate: Anderson03, Charles
Date IVd: 02/04/2012

Elements and performance criteria:
Notes from evidence:

| would like to have seen a little more detail in the statement.
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Go to — IV Tools — External verifier feedback reports
Here you can view External verifier feedback reports:

Manager,

o

Welcome Alan Shearer (External verifier 1253) Help and training o

¢S 1s=A fs\_-f A
m - ¥
e _/-J Lol
Home Verify EV tools Reports
iE\f b W =) =) — A -S
— — . = \
_ _ — —
External verifier QA asses 1GA - r IGA sampling Rationale
feedback reports  feedback ts activity log B plan
Select 1QA Devine, Summer (966) ~

Select assessor

Mo specific assessor
Bryson, Billy (912)

There are no feedback reports for ti5ampson, Holly (958

List all reports

v Report details

Feedback Report Name

Date 05/04/2016
Share this
report with [

the assessor?

Review of IQA

Save and submit to I0LA

Cancel

Version 3
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Goto— 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.
Welcome John Stuart (Internal verifier 97020) Help andtrainingg

Manager A &5 v -
Internal verifier tools Reports

Home Verify

el —_—

Assessor
activity log

Select assessor Stanley, Ken (96998) v

v Previous logs

Logged by

Category Summary title

View

26/02/2015 26/0272015 Meeting Update meeting with all assessors Stuart, John

v Add new log

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
Welcome John Stuart {Internal verifier 97020) Help and training 0

Manager N & ¥ ~
; I \LJ Illtemall\‘:e_rijl‘iﬂtools R.elljls

Home Verify
. - A -
K B e = F A
File library
» Add files to library
v Uploaded files
Date File Source Size Delete
uploaded description
Uploaded by you 69 KB

1510557_10152641476400838_10479550993278251

9| 2600212015
91_n.jpa
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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:

e Assessor

e Qualification
e Employer

e 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.

Welcome John Stuart (Internal verifier 97020)

Home Verify
=) i 3;.‘ _
= E S

Internal verifier sampling
plan

All assessors

Select assessor Knee. Sid (96980
Stanley. Ken (96398

Select
qualification

Logout options | Help and training (g
Internal verifier tools Reports
v

\Dlp\omﬁ in Customer Service L2 (QCF) (C&G) 601_3562_1(1853)

Select employer All

Select learner All

View plan - Normal View plan - Print friendly

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.

Unit not assigned Unit assigned Assessor signed-off Internsl
verifier signed-off
Internal verifier sampling plan
Whole qualification 1 5
Planned: (1 Planned: (11 Planned: ]
Gillett Type | Select v || Type|Select v| || Type|Select
Graham 0% Assessment cycle Assessment cycle Assessment cycle
38) Select hd Select v || |Select
Click to sample Click to sample
Sampled: [ Sampled O Sampled ]
<
IV/IQA Guidance Version 3

Sample planned

Sample completed

Planned: L1

v Type Select
Assessment cycle
w Select

Click to sample
Sampled O

E
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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.

Whole qualification 1
Planned: Planned: [ L
Type|SeIec1
Gillett Assessment cycle
G@/‘Wf' Select Su Mo Tu We Th Fr
(38)
Sampled: [

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

Whole qualification

Planned: ¥/ . 14/01/2015
Type Select

Gillett
Graham 0%
(38)

Sampled: L

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.

Unit not Unit Azsessor 124 Sample Interim Final Sample Mot
assigned assigned signed-off signed-off planned sample sample completed sampled

IQA sampling plan

Whole qualification 1 <@ 5 <@ 6
7%

Planned: [ ] Planned: (4] L1 04r10/2012 || Planned: [ L] Planned: [v] L1 0211012
ABC 1
ABC Type Select  [v] Type| Select [v] | Type Interim [»| | Type/ Final
761) 0% Assessment cycle nent cycle A t Assessment cycle

Select [v] |Progress reviews [v] || Assessment plans |« || Evidence methods
Start: Click to select
2710112009 P
End:
2710112010 04110/2013 Click to sample 05H0/

Sampled: (] Sampled: [ |

F

From the “Assessment Cycle” select one of the following:
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Gillett

Graham

(38)

0%

Whole qualification

Planned: . 14/01/2015
Type | Interim v
Assessment cycle

Select v

Evidence methods

Assessment plans
Progress reviews
Observation of assessor
Sampling strategy
Other (see notes)

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).

Gillett
Graham
(38)

0%

Whole qualification

/ Click to select

Whole qualification

Planned:

. 14/01/2015
Gillett Type
Graham 0% Interim v
(38) Assessment cycle

Evidence methods

Planned: 14/01/2015

L

Type

Interim v

Assessment cycle

Evidence methods v

Sampled: [

1 5

Planned: O L] Planned: O L]
Type | Select v| | Type Select
Assessment cycle Assessment cycle
Select v Select

Ooogdoo

1V sampling plan evidence methods

Work products
Witness testimony
Written questions
Simulation / storyboard
Professional discussion

Learner: Gillett, Graham (38)
Unit: Whole qualification

Direct observation

Oral questions

Candidate feedback statement
Accredited prior leaming

Oogdoo

OK | | Cancel

IV/IQA Guidance
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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.

Whole qualification

\

Planned: ¥ . 14/01/2015
) Type Interim v
(EIET Assessment cycle
0y
Graham 48% Other (see notes) v
(38)
Sampled: &
Whole qualification 1 [

IV sampling plan notes
Learner: Gillett, Graham (38)
Unit: Whole qualification

Gillett
Graham 0%

(38) Write my intentions here

OK | Cancel

Click on the “world” icon in the top right hand corner of each unit to activate the zoom out.

22 @

e

Planned: L Pl

Type Select Ty

qual 1|5 6|9|10|11|12|13|14 /1516 |17|21|22|23|31|36 37 (38

ABC

ABC
Bangisa
Janice
Flanders

Rod
Mann
Christopher John

Smith
Annette
Welford
James
Wolfson
Graham

Click a cell to navigate to it.
Click outside this pop-up to close it, or press the Esc key.
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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.

Cancel

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

Sampling plan changes were saved.

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

Planned: ¥ . 15/01/2015

Type | Interim v|
Assessment cycle
Observation of assessor |V|
Select

Evidence methods
Assessment plans
Progress reviews
Sampling strategy
_Other (see notes)

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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Welcome vgmiv vgmiv (Internal verifier 14) | Logout options ¥ | Help and training 9

N\ e b 0 o
d ~ J ]
Home Verify Internal verifier tools Reports
- - J
H \f‘\ﬁ — - —_—
To do
Evidence saved for further work
Leamer Date saved Evidence number » Qualification External verifier Internal verifier
Allison, NVQ in Busi Administration L3 1.1. 1.2, 1.4,
=Rl 09/04/2013  2663/E/276 e e o vamiv, vgmiv(14)  Verify
Susan(2663) 21.23.41,19.1,19.2,19.3. 211, 21.2, 21.3, 281
Upcoming (next 5 days) and overdue sampling plan dates
Planned Assessment Ewidence Remove
date LT LT Type cycle methods =

Gillett
181202011 G‘ T (110) Ensure your own actions reduce risks to health and -
e Enam safety (ENTO) e

(38)
Remove the selected items from this pag\

To go to the unit to be sampled, select the “sample” link and the unit to be sampled will appear.

=Y =5 i — : = S

— =

Unit status, evidence
matrix and signoff

Date Assessor ¥ Summary Description | internal verifier date EVdate ¥ Method ¥ Performance criteria ¥ Range statement

i Knowledge and understanding
Evidence matrix; Gillett, Graham; Business Administration NVQ Level 2

Unit: 110 (110) Ensure your own actions reduce risks to health and safety (ENTO)

Element: 3.1 |dentifying hazards and evaluating risks

Evidence Summary |internal verifier date Method Performance criteria |[Range it Knowledge and ing
1|2/3|4/5/6|/789|A B|(C D E|F 1 2 3 (1(2(3|4(5|6|7(8|9|10/11

38/E/B57 Vq mobile test 4 A AT A A" 24
Total 0% 1 G i i i
Recommended minimum 1111 1]1] 1 1 1 11|11 (111|111 1

<

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.

v Internal verifier sampling

Sampled

Date sampled 18/06/2014

Sampling notes
MNote from the sampling plan

v Internal verifier sign-off
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Internal verifier evidence rating
Valid
Current
Authentic
Sufficient

Relevant

Unit not sampled

I confirm that the candidate’s sampled work meets the standards specified for this unit and
may be presented for external verification and/or certification.

Save and write Save and go to Cancel
assessor feedback report sampling plan =

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.

Internal verifier evidence rating
Valid
Current
Authentic
Sufficient

Relevant

Mark all

# Unit not sampled

1 confirm that the candidate’s sampled work meets the standards specified for this unit and
may be presented for external verification and/or certification.

Save and write
assessor feedback report

Save and go to
sampling plan

i

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.

Internal verifier sampling plan

Whole qualification 1 2 3
100%
31/07/2014
Planned: . Planned: L) L Planned: L) L] Planned: L/ L
1 Type Select M Type | Select v | | Type | Select v | || Type|Select
Krista 100% Assessment cycle Assessment cycle Assessment cycle AsSessment cycle
(96738) 3100712014 | Select M Select M Select v Select
1910812014 ||| Clickto sample Click to sample
Sampled: Sampled Sampled
Whole qualification 1 2 3

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.

Upcoming (next 5 days) and overdue sampling plan dates

Planned

date

16/12/2011

Assessment Evidence Remove
Learner Type cycle methods

Gillett _ ) )
(110) Ensure your own actions reduce risks to health and

L4
i:ham safety (ENTO) T’ o
{3g)

Remove the selected items from this page
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Go to — IV Tools — Rationale

Here you select an assessor from the list. Only assessors linked to you as IV/IQA will appear on the list.
Type in a Summary title for the new Rationale.

Select a Start date for the new Rationale.

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

o O O O

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.
Upload and attach a file in support of the Rationale.
Click the Save button. The new Rationale is saved.

Add new rationale
Summary title

Start date 01/05/2014
Target date

Rationale intentions

Completed |

Date completed

Upload and attach files in support of this rationale

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:

e Date action taken (DD/MM/YYYY)
e Time action taken (Hour/ Minute/ Second)
e Action taken, e.g.:
o New Rationale added
o Rationale intentions added
o Feedback/ conclusions added
o File attached
e Content. This can be seen in a Content speech bubble icon. Roll over the icon to see the content.
e User responsible for action (name and VQManager user number)

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

e Rationale intentions
e 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).

o Added (new) content is highlight in green.
o Deleted content is highlighted in pink.

v Audit trail

Before: 2014/04/114 13:07:14 Changes (key: Added Deleted )}

| want Andre to concentrate maore on the
face to face |side of things. | involvement
with learners as well as speaking more
clearly to them. Communications are

| want Andre to concentrate more on the
face to face side of things.

important!

After: 2014/04/14 13:09:17

| want Andre to concentrate more on the
face to face involvement with learners as
well as speaking more clearly to them.
Communications are important!

Action Content
2014104114 130714 New rationale added | want Andre to concentrate more on the face to 70)
face involvement with learners as well as speaking
2014/04M4 13:07:14 Rationale intentions added or changed more clearly to them. Communications are important |0}
2014/04M14 13:09:17 Rationale intentions added or changed (¥ ] Jackson, MNeil (870)
2014/04M14 14:11:58 Feedbackiconclusions added or changed - Jackson, Meil (870)
2014/04M14 14:13:49 Completed selected Jackson, Meil (870)
2014/04M14 14:13:49 Date achieved selected Jackson, Meil (870)
201410415 09:00:35 Feedbackiconclusions added or changed ] Gilmore02, Ingrid (964)

Reports Tab
Go to — Reports — Learner status

o Contact details for learners
Go to — Reports — Progress

Evidence matrix
Unit sign-off
Qualification progress

O O O O

Guided learning hours
Go to — Reports — Qualification tracker

Go to — Reports — Usage
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VQManager Quality Assurance Checklist for completion

Unit assighnments — 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
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