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Accreditation Internal Quality Assurance Policy/Strategy (NCFE)
2026-27
Building foundations and providing opportunities to create confident, 
aspirational, and independent members of our community.
www.thewestminsterschool.co.uk

This policy applies to NCFE qualifications delivered by The Westminster School. It must be read alongside the current NCFE Centre Agreement, mandatory policies, qualification specifications, assessment regulations and quality assurance requirements. Where an NCFE requirement differs from this policy, the current NCFE requirement will take precedence.

Regulatory Compliance
The Westminster School complies with:
· NCFE Centre Requirements and Qualification Specifications
· NCFE Internal Quality Assurance Guidance
· JCQ General Regulations for Approved Centres
· JCQ Instructions for Conducting Examinations (ICE)
· JCQ Access Arrangements and Reasonable Adjustments
· JCQ Suspected Malpractice Policies
· School Exams Policy
· Conflicts of Interest Policy
· Assessment and Feedback Policy
· Data Protection (GDPR) Policy

Aims of the Policy
The Westminster School is committed to ensuring that standards of assessments are consistent, transparent and in line with the requirements of our awarding bodies, in this case NCFE. 
The way in which a learner’s work is assessed must serve the stated learning objectives of the programmes we offer and facilitate the achievement and wider development of each learning. 
Assessment
· Ensure assessment methodology is valid, reliable and does not disadvantage or advantage any group of learners or individuals. 
· Ensure that the assessment procedures are open, fair and free from any bias. 
· Ensure that assessment procedures are compliant with NCFE and JCQ regulations. 
· Ensure that there is accurate and detailed recording of assessment decisions. 
Internal Quality Assurance (IQA)
· Ensure that there is an accredited Lead Internal Quality Assurer within each Area of Learning delivering NCFE qualifications.
· Ensure that IQA is valid, reliable and covers all assessors and each programme of activity at every level. 
· Ensure that IQA procedures are open, fair and free from bias.
· Ensure there is accurate and detailed recording of IQA monitoring, decisions and feedback.
Qualifications Covered
For the academic year 26-27 qualifications being delivered include:
· NCFE Functional Skills English (Entry Level 1 → Level 2)
· NCFE Functional Skills Maths (Entry Level 1 → Level 2)
· NCFE Certificate in Sport (Level 1)
· NCFE Essential English in Everyday Life (Entry Level 1 → Level 1)
· NCFE Essential Maths in Everyday Life (Entry Level 1 → Level 1)
The school will maintain a live NCFE Qualification Register identifying each approved qualification, qualification number, level, operational end date, certification end date, delivery location, assessment method, assessor and IQA.
The current Qualification Register will be reviewed before registration and delivery begin and whenever NCFE updates a qualification or specification.

Key Personnel 
· Strategic Lead(s) – Accreditation: Natalie Brenton (DHT) & Jenny Onafowokan (AHT)
· TLR and Strategic Lead for English: Will Connolly and Hannah Bratt
· TLR and Strategic Lead for Maths: Amie Cash
· TLR and Strategic Lead for PE: Emma Payne
· Exams Manager – Rebecca Tipper

Assessment Principles
Internal assessment is the process by which authorised centre staff make and record judgements about learner evidence against the published learning outcomes, assessment criteria or grading descriptors of an NCFE qualification.
External assessments may be delivered by the centre but are set, controlled or marked externally in accordance with NCFE and applicable JCQ requirements. They are not internally assessed unless the qualification specification expressly states otherwise.
In order for The Westminster School to achieve the aims set out on Page 1 of this policy, the centre will:
· Ensure learners are provided with assignments that are fit for purpose and enable them to produce the appropriate evidence for assessment.
· Produce clear assessment plans at the beginning of programmes.
· Provide learners with clear assessment schedules and submission deadlines.. (i.e. through assessment plans)
· Assess learners evidence using only the published assessment and grading criteria.
· Ensure assessment practices meet current JCQ and NCFE assessment guidance and requirements.
· Ensure assessment decisions are impartial, valid and reliable.
· Develop assessment procedures that will minimise the opportunity for malpractice.
· Maintain accurate and detailed records of assessment decisions that are based solely on published NCFE criteria.
· Maintain a robust IQA process.
· Provide samples for standards verification. 
· Monitor standards verification reports and act upon any immediate actions.
· Share good practice between assessors.
· Ensure that the role of the assessor is understood. 
· Provide resources to ensure that assessment can be performed accurately. 
· Maintain and store securely all assessment and IQA in accordance with NCFE guidelines.

Externally set (paper based or on-screen) assessments
External assessments will be conducted in accordance with the current NCFE assessment regulations applicable to the qualification and assessment format.
NCFE set-date-and-time external assessments will follow current JCQ Instructions for Conducting Examinations and General Regulations for Approved Centres where NCFE requires this.
Windowed, on-screen, Functional Skills and Digital Functional Skills assessments will follow the specific current NCFE and JCQ requirements applicable to those assessments.
Before each assessment series, the Examinations Officer will identify and retain the current instructions applying to each assessment.
Any required resits or retakes will be managed in accordance with current NCFE qualification and assessment regulations.

Assessment Procedures 
Assessment procedures will reflect the requirements of the relevant NCFE qualification. Centre-assessed units will be assessed and recorded by authorised assessors. Externally assessed components will be administered by the Examinations Officer in accordance with current NCFE and applicable JCQ instructions.. 
Feedback will be timely, constructive and accessible. It may be given verbally, visually, in writing or through an appropriate communication method. The assessor must retain an adequate record of formal assessment feedback and the assessment decision.
Assessors should document students’ progress by uploading evidence onto the Evidence for Learning platform and in student portfolios as students may want to use these portfolios to help them prepare for assessments. If this is not possible then workbooks may need to be completed and stored appropriately. 
Evidence must be valid, authentic, current, sufficient and reliable.
Observation records must identify what the learner personally demonstrated and how this met the relevant criterion.
Question-and-answer records must include sufficient detail about the questions asked, the learner’s responses and the assessor’s judgement.
Witness statements must identify the witness, role, relationship to the activity, date and the achievement observed.
Digital evidence must be stored in an authorised secure system with an audit trail showing creation, upload and any subsequent amendment.
Evidence must be organised effectively so that assessment and quality assurance can be undertaken efficiently.
All assessment evidence must be authenticated using a method appropriate to the learner and permitted by NCFE. Authentication may include a signed declaration, secure electronic confirmation, recorded verbal confirmation or another approved method.
Photographs and video must be accompanied by sufficient information to identify the learner, date, activity, assessor, relevant assessment criteria and the individual achievement shown. Participation in a group activity alone does not demonstrate achievement.
Consent, safeguarding and data protection requirements will be followed when photographs, video or audio are used as assessment evidence.
Other methods of recording student progress may be through:
· Observations Records.
· Recording of question and answer sessions. (both group and individually)
· Witness statements.
· Workbooks completed.
· Photos and videos. 
· Photo and video evidence can be a strong source of evidence, but this must be purposeful and demonstrate evidence of engagement and progress. If pictures are of a group activity, then assessment must be personalised to the learner and how that learner engaged in the task/activity.

Tracking Progress 
· Each term a data snapshot will be entered by the course assessor in order to identify whether students are on track to achieve their accreditation outcomes. This will be completed using Evidence for Learning Assessment Books. 
· Mock assessments may be deemed appropriate to make judgements of students’ progress and identify gaps in their knowledge. This will then inform future planning. These mock exams will need to be completed on the dates outlined on the whole school calendar. 
· All portfolios must be handed in on the stated date. If work is handed in late, a decision about whether it should be marked will be taken by the Course Leader. We recognise that due to student’s individual needs (for example medical needs) that submissions may be later than the agreed assignment brief deadline. Interventions agreed with the Area of Learning TLR’s (see ‘submission process’ below) may then be agreed on an individual basis.

Submission and Resubmission
Initial submission, resubmission, reassessment and retake arrangements will follow the current rules for the relevant NCFE qualification.
Before assessment begins, learners will be informed of the permitted number of assessment opportunities, submission requirements, deadlines and conditions for any reassessment.
Where resubmission or reassessment is permitted, it must be authorised by the designated role, formally recorded and completed without additional support that would compromise authenticity or assessment validity.
No additional assessment opportunity will be provided where this is prohibited by NCFE requirements.
Assessors should outline in their assessment tracking whether a student is likely to fall behind and discuss this during termly pupil progress meetings with Area of Learning TLR’s and other Key Personnel listed in this policy.

If the Lead IQA does authorise a resubmission, it must be:
· Recorded using on the assessment record sheet; 
· Final assessment for targeted assessment criteria to be recorded on the Resubmission Assessment Record.
· Evidence must be authenticated using an NCFE-permitted method appropriate to the learner.

Access Arrangements and Reasonable Adjustments
The SENCo and Examinations Officer will coordinate access arrangements and reasonable adjustments in accordance with current JCQ, NCFE and qualification-specific requirements.
Applications and supporting evidence will be completed by the published deadline for the relevant assessment series.
Arrangements must be based on evidence of need, reflect the learner’s normal way of working where required and must not change the knowledge, skills or competence being assessed.
Required documentation, including Form 8 where applicable, will be completed accurately and stored securely.
Approved arrangements will be communicated to relevant staff and implemented consistently in internal, mock and external assessments where required.

Special Consideration
Special consideration will be managed separately under the school’s Special Consideration Policy and the current JCQ or NCFE procedure.
Applications will only be submitted where temporary illness, injury or another event outside the learner’s control has had, or is reasonably likely to have had, a material effect at the time of assessment.
The Examinations Officer will submit applications within the deadline published for the relevant awarding organisation and assessment series.

Roles and Responsibilities for Assessment 
Role of the Assessor
The role of the assessor is to:
· Set tasks which allow each learner to demonstrate what they know, understand and can do so that they have opportunities to achieve the highest possible grade in their NCFE courses.
· Ensure that each learner is clear about the criteria they are expected to meet in their assignments and that they are fully briefed on the skills which need to be demonstrated in the portfolio components of a subject. The school recognises that for some students this may require additional visual support to identify what these expectations are.
· Encourage each learner by giving appropriate feedback to the learner and consider the needs of the learner (for example literacy levels)
· Regularly upload evidence to the Evidence for Learning platform or update and assess student portfolios and feedback regularly. (i.e. prior to the next time the assessor teaches the group again)
· Set interim deadlines for portfolios and advise learners on the appropriate amount of time to spend on the work, ensuring that it is level with the credit available. Students should be supported to identify deadlines with regular prompts.
· Adhere to the Awarding Body’s specification in the assessment of learner assignments.
· Ensure students are given an induction to the NCFE course prior to the start of the course and support them to understand the basic principles of the course. (for example assessment methods)
· Ensure that appeals and malpractice procedures have been explained to students. A requirement may be needed to ensure that students fully understand these processes.
· Ensure each learner signs to confirm that the work is their own and that it is endorsed by the teacher after marking the work. This can be done through the printing off a student Evidence for Learning Journey at the end of the unit, where applicable.
· Provide accurate records of internally assessed portfolio marks to the Exams Office in a timely manner for transfer to the awarding body. 
· The assessor is responsible for ensuring that assessment processes are consistent and transparent, that evidence is valid, sufficient, and authentic and judgements about evidence is valid and reliable.  
· Assessment requirements and permitted evidence methods will be communicated in a clear and accessible way that takes account of each learner’s communication and learning needs.
· Centre-assessed marks or grades will only be submitted where permitted and will be based on the evidence and assessment requirements specified by NCFE. Engagement alone will not be treated as evidence of achievement unless it is expressly included within the published assessment criteria.

Internal Quality Assurer (IQA)
· Complete standardisation exercises internally linked to the whole school monitoring cycle in line with the School Calendar.
· Check that both the Assessment Plan and IV Timetable is in place and sign them as being approved.
· Periodically sample assignments and pupil work that has been Internally Verified and maintain a record electronically where possible – this will be completed through the school’s authorised secure quality assurance system.
· Provide feedback to assessors linked to the standardisation materials completed.
· Check that Standards Verification arrangements have been made where applicable and that reports are fed back to staff with an action plan drawn up if appropriate of actions required in the future.
· Report any identified Malpractice to Deputy Headteacher – Natalie Brenton.
· Authorises all re-submission and re- takes. 
· Coordinate the secure submission or provision of access to the learner evidence and quality assurance records requested by NCFE. Evidence will be submitted using the method and within the timeframe specified by NCFE, with an appropriate audit trail retained.
· The Exams office will keep proof of postage on your behalf. 
· Continue to work with the relevant staff to see how standards can be improved in NCFE qualifications. 
· Share good practice with other Lead IV’s and assessors.

Internal Quality Assurance
The Internal Quality Assurance process is at the heart of quality assurance on NCFE programmes, and the process is to ensure that internally assessed work consistently meets national standards but can also lead to staff development and quality improvement.
· Internal Verifiers will have knowledge and qualifications relevant to the qualification(s) and other competence-based award(s) for which they are responsible to ensure accurate judgements to be made regarding candidate performance in relation to competence criteria.
· Provision will be made for communication between NCFE staff to share ‘best practice’ and areas of concern. Typically, this will be achieved through Internal Verifiers meetings and group moderation sessions, at which standards and processes are discussed to maximise consistency between courses. Standardisation activity will take place at planned points during delivery and additionally where assessment risk or inconsistency is identified.
· The Westminster School has a relatively small cohort of staff delivery NCFE accreditation so professional discussion is frequent. 

Internal Verification of assessment decisions
The Lead IQA will prepare a documented annual sampling strategy and schedule for each qualification.
Sampling will provide appropriate coverage across assessors, learners, units, assessment methods, levels, delivery locations and assessment decisions.
Sampling will be increased where risk is higher, including for:
· new assessors or IQAs;
· new qualifications;
· previous inaccurate decisions;
· external quality assurance actions;
· assessment across multiple delivery sites;
· reasonable adjustments;
· conflicts of interest;
· authenticity or malpractice concerns;
· unusual achievement patterns.
Sampling will take place throughout delivery and will not be end-loaded.
No assessor may internally quality assure their own assessment decision. Where the Lead IQA also assesses learners, an independent IQA will sample those decisions.
Internal Quality Assurance and standardisation activities of assessed work should be recorded. If action is required, the assessor should complete this and return it to the internal verifier to sign off. This should be in line with the submitted assessment plans.
Internal verification of assessment decisions should not be end loaded. It is important that it is undertaken as soon as possible after assessment as this will improve the quality of assessment and not disadvantage learners. It is not mandatory, but it is strongly recommended that any internally devised form has an accurate record of programme, unit and assignment title, assessor and learner name, and includes the following questions:
· Which criteria has the assessor awarded?
· Do the awarded criteria match those targeted by the assignment brief?
· Has the work been assessed accurately?
· Is there constructive feedback on assessment?
· Is feedback linked to relevant grading criteria?
· Are there identified opportunities for improving performance?
The outcome of internal verification should be recorded on the form and if action is identified by the internal verifier, the assessor should complete this and return it to the internal verifier for signing off. The IQA record will be completed, signed or securely authenticated and dated by the IQA. Any required action will be completed by the assessor and checked and signed off by the IQA before the assessment decision is treated as final. Records will be made available to NCFE representatives when requested.

The Internal Quality Assurance Sample
Across the programme, the IQA sample will provide appropriate coverage of every assessor and the units, assessment methods and levels delivered. The sample will be proportionate to identified risk and sufficient to assure the quality and consistency of assessment decisions.
Different learners should normally be sampled across the programme to provide suitable breadth. Sampling should not repeatedly focus on the same learner unless cohort size, identified risk or another recorded reason makes this necessary.
A well-constructed sample should consider the following criteria:
· The full range of assessment decisions made. (in this case a range of levels of accreditation, for example Entry 1, Entry 2 etc.)
· The experience of the assessor: new and inexperienced assessors should have more work internally verified than an experienced assessor.
· The size of the group of learners.
· Issues identified at previous external verification or centre risk assessment may affect the sample size.

As a centre it is good practice to sample different students throughout the programme for different units. For example, not the same student for the entirety of the course (unless the course only has only 3 students)

AI and Digital Assistance Provisions
· Learners and staff will be informed about permitted and prohibited use of artificial intelligence and digital assistance in assessment.
· AI-generated material must not be submitted as the learner’s unaided work. Where digital assistance is permitted, its use must be acknowledged in accordance with NCFE and school requirements.
· Assessors remain responsible for reviewing the complete body of evidence and confirming that it demonstrates the learner’s own knowledge, skills and understanding.
· Suspected misuse will be reported and managed under the school’s Malpractice and Maladministration Policy.

Authentication of Candidate Work
Learner evidence must be authenticated using a method appropriate to the learner and permitted by NCFE. This may include a signed declaration, secure electronic confirmation, recorded verbal confirmation or another approved method.
The assessor must confirm that the evidence is the learner’s own work and that it was produced under the required assessment conditions.
Where authenticity is uncertain, the assessment decision will not be finalised until the concern has been resolved. Suspected malpractice will be reported to the Head of Centre and managed under the school’s Malpractice and Maladministration Policy.
Internal Quality Assurer responsibilities:
Planning
· Monitor that the internal verification schedule covers all units and all assessors on the programme.
· Internally verify all assignment briefs before issue to learners.
· Feedback to assessors on how briefs can be improved.
· Ensure planning is relevant to the needs of the student

Implementation
· Ensure an effective system of recording learner achievement is in place.
· Advise on opportunities for evidence generation and collection.
· Liaise with external verifiers (where applicable).
· Learner evidence, assessment records, authentication records, IQA documentation, standardisation records, claims information and related correspondence will be retained securely for the period required by the relevant NCFE qualification, centre agreement, mandatory policy, funding requirement and the school’s records retention schedule.
· Where requirements differ, the longest applicable authorised retention period will be followed. Records will be securely destroyed or deleted when the authorised period expires.
Assessment and Internal Quality Assurance 
· Provide advice and support to assessors on a regular basis.
· Advise on the appropriateness of evidence in relation to level, sufficiency, authenticity, validity, currency, reliability and consistency.
· Use subject specialism to sample assessed work to verify assessors’ judgements.
· Check the quality of assessment to ensure that it is consistent, fair and relatable.
· Ensure own assessment decisions are internally verified by another person. 
· Give feedback to assessors and identify action to be taken where appropriate.

Follow up
· Ensure appropriate corrective action is taken when assignment briefs are not fit for purpose or when assessment decisions are not accurate.
· Take part in the formal stages of any appeals.
· Advise the programme team of any training needs.
· Provide feedback on aspects of the assessment system to the programme team, senior management and NCFE.

Standardisation
· Standardisation of assessment must take place when there is more than one assessor engaged in delivery and assessment of an assignment.
· Standardisation meetings can be used to develop quality and consistency of assessment across assessors involved in different units across a NCFE programme or across different NCFE programmes.

Continued Professional Development
· To check the NCFE website for any changes to changes to qualification specifications and assessment requirements.
· To check on the availability of NCFE courses that subject staff may be required to attend (including online courses).
· Liaison with other schools and FE providers to share good practices and moderation.
· NCFE provision may feature on individual staff’s performance management.
· To utilise NCFE courses to support the performance management process.

Teacher/Assessor responsibilities
Provide assessment processes that are fair and meet the requirements of learners and of the qualification.
· Provide learners with a schedule of assessment.
· Provide accurate, timely and informative assessment feedback to inform learners of their individual progress and tell them what they need to do to improve, with an opportunity for learners to respond.
· Record assessment decision regularly, accurately and systematically using agreed documentation.
· Comply with Centre and Awarding Body guidelines regarding work that is submitted after the submission date and work that is resubmitted following a referral decision.
· Familiarise themselves and learners with the centre assessment appeals procedure(s).
· Be aware of and keep up to date with awarding body guidance in respect of assessment, standardisation, moderation, and verification.
· Ensure that the quality of assessment is assured by carrying out internal standardisation, moderation or verification as required by the centre and the awarding body.
· To feedback if any assessment measures are possibly detrimental to the students wellbeing .(for example sitting an exam)
· Record internal standardisation, moderation and verification decisions accurately and systematically using agreed documentation.
· Teaching and preparation may be differentiated to meet learners’ needs. During regulated assessment, staff must use only the access arrangements and reasonable adjustments permitted by NCFE and applicable JCQ requirements.
· Reasonable adjustments must not alter the assessment criteria, learning outcomes or competence being assessed. Staff must not lead the learner, supply answers or create assessment evidence on the learner’s behalf.

Conflicts of Interest
All assessors and IQAs must declare any actual, potential or perceived conflict of interest. Conflicts will be recorded and managed under the school’s Conflict of Interest Policy and current NCFE requirements.
Appeals
Learners will be informed of assessment decisions and the route for appeal in an accessible format. Any review must be conducted by an appropriately competent person who was not responsible for the original decision. Appeals will follow the school’s Internal Appeals Procedure and current NCFE requirements.
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