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Internal Verification Policy (Examinations and Accredited Qualifications) 
The purpose of this policy is to ensure that all assessment decisions for accredited qualifications offered at The Westminster School are:
· Consistent, fair, reliable, and in line with awarding body requirements.
· Subject to effective internal verification before external moderation.
· Documented clearly to provide an auditable trail.
This policy underpins the integrity of the examinations and qualifications process and ensures compliance with JCQ regulations and awarding body standards.

This policy applies to:
· All staff involved in the assessment and delivery of accredited qualifications.
· All learners undertaking those qualifications.
· All awarding body qualifications requiring internal assessment, moderation, and verification.

Responsibilities
Headteacher
· Overall accountability for quality assurance of assessment and verification processes.

Examinations Officer
· Liaises with awarding bodies regarding internal verification requirements.
· Ensures deadlines for sampling and submission are met.

Quality Nominee / Internal Verifier (IV)
· Oversees internal verification procedures across qualifications.
· Ensures assessment decisions are standardised across assessors.
· Maintains secure and auditable internal verification records.
· Coordinates standardisation meetings and training for assessors.
· Ensures no assessor internally verifies their own assignment brief or assessment decisions. 
· Maintains a current register of assessors and internal verifiers, including relevant training, competence and conflicts of interest.

Assessors / Teachers
· Deliver fair and valid assessments against published criteria.
· Provide accurate and timely assessment records to the Internal Verifier.
· Engage in standardisation and moderation activities.
· Confirm the authenticity of learner evidence and follow the school’s malpractice and use of AI procedures where concerns arise. 
· Declare any actual, potential or perceived conflict of interest before assessment of verification takes place.

Learners
· Submit evidence for assessment in accordance with deadlines.
· Engage with feedback to improve their learning outcomes.

Internal Verification Procedures
Planning
· An annual internal verification plan will be produced for each qualification.
· The plan will identify which units, assessors and learners will be samples. 
· All assessors, assessment methods, and units will be covered across the qualification life cycle, with the rationale recorded in the internal verification plan.
· All assignment briefs must be verified before issue to learners.
· The plan will include planned dates for assessment, internal verification, standardisation, certification claims and external quality assurance activity. 
· Any chance to the planned sample will be recorded with a clear rationale.

Sampling
· The Internal Verifier will sample assessment decisions at key points during delivery.
· Samples will be sufficient in size and breadth to provide confidence in assessment accuracy.
· A risk based approach will determine the size and frequency of samples: 
· New or inexperienced assessors – increased sampling (50% of assessments initially).
· Experiences assessors with consistent outcomes – reduced sampling (25% of assessments).
· Large learner groups – proportionally increased sampling to ensure representation. 
· Previous issues identified in internal or external verification – increased sampling until confidence is restored. 
· Low-risk qualifications with a strong record or consistency may be subject to reduced sampling once reliability is evidenced.

Standardisation
· Regular standardisation meetings will be held to align assessor judgements and discuss assessment practice.
· Notes of these meetings will be recorded and retained.
· Standardisation will take place before or early in assessment activity and whenever assessment practise, specifications or personnel change.

Feedback
· The Internal Verifier will provide written and/or verbal feedback to assessors following sampling.
· Feedback will identify strengths and areas for development.
· Action points will be agreed, monitored, and signed off once completed.
· Where an assessment decision is not accepted, certification will not proceed until the required action has been completed and re-verified.
· The Internal Verifier will record the action, responsible person, deadline, evidence of completion and sign-off.

Record Keeping
· All verification plans, sampling records, feedback forms, and standardisation meeting notes will be stored securely.
· Records will be available for awarding body quality reviewers and retained securely for at least three years, or longer where the relevant awarding body or qualification specification requires it.

Data Protection, Confidentiality and Security
· Assessment evidence and internal verification records will be accessed only by authorised staff and stored, transferred and disposed of securely in accordance with the school’s data protection and records-management arrangements.
· Any loss, unauthorised disclosure or compromise of assessment material or learner evidence will be reported immediately through the school’s data protection and examinations incident procedures.

External Quality Assurance and Certification
· Certification claims will be checked against complete assessment and internal verification records before submission.
· The Quality Nominee and Examinations Officer will coordinate responses to external quality assurance reports and ensure actions are completed, evidenced and signed off by the stated deadline.
· Where an awarding body places a block or sanction on certification, no affected claim will be submitted until the restriction has been formally removed.

Learner Evidence, Authentication and Use of Artificial Intelligence
· Learner work must be authenticated in accordance with the requirements of the relevant awarding body and qualification.
· Assessors must be satisfied that evidence is the learner’s own. Suspected plagiarism, unauthorised assistance or misuse of artificial intelligence will be managed under the school’s malpractice procedure and current awarding body or JCQ guidance.
· Where the permitted use of artificial intelligence forms part of the assessment process, learners must acknowledge its use and retain evidence required by the awarding body.

Conflicts of Interest
· All staff involved in assessment and internal verification must declare actual, potential or perceived conflicts of interest.
· The Quality Nominee will record, manage and review declared conflicts. Alternative assessment or verification arrangements will be made where impartiality could be affected.

Assessment Appeals
· Learners will be informed of their right to appeal an assessment decision and how to access the school’s Assessment Appeals Procedure.
· An appeal will be reviewed by a person who was not responsible for the original assessment decision wherever practicable.
· Assessment evidence, decisions, appeal records and outcomes will be retained securely in line with awarding body requirements.

Malpractice and Misadministration
· If internal verification identifies inconsistent or inaccurate assessment decisions, these will be investigated.
· Where malpractice is suspected, the awarding body will be notified in line with JCQ and awarding body regulations.
· Corrective action will be taken, and staff retraining arranged where necessary.

Monitoring and Review
· The Quality Nominee will monitor internal verification activity and report outcomes to the Senior Leadership Team.
· This policy will be reviewed annually or sooner if awarding body/JCQ requirements change.
· Current versions of JCQ and awarding body regulations will take precedence where requirements change during the policy year.
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