BTEC Centre Guide for
| ead Internal Verifiers

2023 - 2024



@ Pearson | BTEC

contents
[NEFOTUCTION wevrereeeeereereeeeseesneseessesnessessessessssseseesseseessesseseeseessssesseessssssssessens 3
Which Qualifications does this GUIAE COVEL? ....uueeerereerernnreesessesnesenne 4
Registering as the Lead Internal VErifier ... eeeeeceerescssresereseenecnens 4
Centre Assessor StandardiSAtioN ....ceceeeeeeeseeeeseesesseeseeseessessessessessessens 6
Lead Internal Verifier ReSPONSIDIIItIES ..cveveerererrsesesesesesesnararensnsasasasanns 10
Summary of Lead [V ReSPONSIDIILIES «.eeveererreresesesesnsesrensnsnsasasasasassasesens 14
Frequently ASked QUESLIONS ....ceveeereeeecreceeraresannnesccesacsasasasnnseseens 16
Author: VQAM Page 2 of 16 Version: 2.3

Approver: VQAM Lead Public Date: 31 July 2023



@ Pearson | BTEC

Introduction

This guide provides you with the information you need to fulfil the role of the Lead
Internal Verifier, also known as the Lead IV or LIV.

It's a regulatory requirement for centres to identify a single Lead Internal Verifier for
every BTEC programme offered at Level 2 and 3. This person acts as the point of
accountability for the quality assurance of these programmes.

As Lead IV, you are responsible for:

e Managing assessment and internal verification of units or components and
qualifications.

e Working with your Assessors and Internal Verifiers to agree an assessment
and verification plan for all cohorts from the start of the programme, and
ensuring that it is fit for purpose and meets regulatory requirements before
you sign it off.

This means that you should be involved in the assessment and delivery and have a
good understanding of the units being assessed.

You will need to train or standardise your Assessors and Internal Verifiers to ensure
that they understand national standards. You should also repeat this activity later in
the year to ensure consistency.

In addition, you should sample the assessment and verification decisions across all
qualifications you are responsible for, ensuring that activity is completed in line with
your plan and that standards are applied consistently.

If a learner and their assessor feel they can improve their result for an assignment,
as the LIV you can approve a single resubmission to allow them to meet the
assessment criteria targeted, providing:

e the learner submitted the work on time (or had an agreed extension)

e the assessor feels that the learner will be able to provide improved evidence
without further guidance

e the learner confirmed the work was their own (by signing and dating the
declaration) and the assessor has authenticated the evidence.

NB - To provide authentication for online work please ensure that signatures are
electronic and take the format of a centre based email address for both the learner
and the LIV. Note that a font style is not considered an electronic signature.
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Which Qualifications does this Guide
Cover?

This guide covers the following BTEC programmes:

e BTEC Level 1/2 Firsts

o« BTEC Level 1/2 Tech Awards (from 2017) *
e BTEC Level 2 and 3 Technicals

o BTEC Level 3 Nationals

o BTEC QCF Specialists, Level 1 and Entry Level
*Engineering only

Registering as the Lead Internal Verifier

It is a requirement for centres to identify a single Lead IV for all the above BTEC
programme being delivered. This role acts as the point of accountability for the
quality assurance and standard of these programmes. This means that where
possible, the Lead IV should be involved in the assessment and delivery of the
programme and have a good understanding of the units/components being
assessed.

If you are delivering across a range of programmes from different suites for the
same subject area, then you can choose to use the same person as Lead IV for all
those programmes or you can split the responsibility if your staffing allows for that.

If there is a single assessor for a programme then that person should be the Lead
IV, but they will need another person to act as internal verifier.

All Lead Internal Verifiers will need to be identified on our Online Support
for Centre Assessors (OSCA) platform which is on Edexcel Online and should
refresh this information each year at the start of the Autumn term, before
the deadline of 14 October.

This does mean that all Lead IVs will need an Edexcel Online account and will need
to have OSCA2 checked within their profile by the Exams Officer who is the key
administrator for Edexcel Online within each centre. This does not apply to the new
Tech Awards for delivery from 2022.
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Please note that you can only register one Lead IV per programme - unless you
have different centre numbers for your sub-sites, in which case geographical
implications may suggest registering more than one Lead IV for a subject.

Lead IV Registration: Step by step

On Edexcel Online, you will need to select Quality Assurance from the left hand
menu and Lead Internal Verifier Registration and Standardisation Materials.

Quakity Assurance r External Verification

RQf‘ﬁ?:ai?;" Approval 4 BTEC Centre Assessment Standards Reviewer

Qualifications » Lead Internal Verifier Registrations and Standardisation Materials (previously OSCA)
.......

Please select a Qualification for O5CA

Then select BTEC.
Qualiﬁcati-::—n:| BTEC 1"'-"'H Selact |

Select Qualification From here you will see a new left hand menu that will be
EEEIEIED your key for both registration and standardisation. To
Induction Materizls register as a Lead IV, select the ‘Registration” menu option
Standardisation Materials and follow the online instructions and drop down boxes to
Online Standarcisation register for the correct programme.

To change the registration part way through the year, the existing Lead IV
registration should be withdrawn before attempting to register the new person.

To support new Lead IVs with the registration process, or as a refresher for existing
Lead IVs, please refer to the LIV registration and standardisation bitesize video. This
can be accessed on our YouTube channel 'Pearson - Vocational Quality Assurance’.

Additional Information

IT & Computing - If you are running Level 3 Nationals in IT and Computing, you can
register as Lead IV for each qualification individually or if you register for IT, you can
access both IT & Computing standardisation materials. By registering as Lead IV for
Computing, you can only access Computing standardisation materials.

Performing Arts & Dance - If your centre is running both Performing Arts and
Dance programmes you will need to register a Lead IV for each Principal Subject
Area. Please note, this can be the same person.
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Centre Assessor Standardisation

Centre Assessor standardisation should be undertaken by all Assessors and
Internal Verifiers (IVs) involved in assessing a programme. The role of the Lead
Internal Verifier is considered as the starting point for this process, but it is
important to ensure that the whole team undertakes this activity as the
responsibility for accurate assessment sits with the whole team and not just one
person.

If there is just one person responsible for and delivering a programme, then the
person who acts as Internal Verifier for this should be involved in the process too
so that they are fully aware of the standard being applied to learner work.

Standardisation is also an ideal induction activity for a new member of staff, even if
they are experienced in delivering BTEC programmes, as they could potentially have
valuable insights to add to the discussion.

Standardisation using the Centre Standardisation Materials (CSMs) should be
completed by 14 October each year or before any assessment of learner work
is undertaken for that year, whichever is sooner.

It should also be viewed as an ongoing process and the activity repeated
at various points throughout the year, as a refresher or when
discrepancies are found through the internal verification process.

There are differences between the BTEC Nationals Level 3 and the BTEC Firsts
Level 1/2 qualifications on the NQF or RQF frameworks, and the legacy QCF
framework. If you are running both levels or both frameworks, then you should
complete both sets of materials to support you with the delivery of each
qualification.

Annual Standardisation

Once the Lead IV has registered, they will be able to access Centre

Standardisation Materials (CSMs). The Lead IV is required to use these materials to
train/standardise their team of Assessors and Internal Verifiers each year. This
ensures that everyone involved in the assessment of learner work understands
national standards and this should be undertaken prior to any assessment of
learner work for the current academic year. Centres should retain evidence that this
process has taken place and make the evidence available on request.

Author: VQAM Page 6 of 16 Version: 2.3
Approver: VQAM Lead Public Date: 31 July 2023



@ Pearson | BTEC

How to access the Centre Standardisation Materials (CSMs)
To access the standardisation materials, you should go to the OSCA platform on
Edexcel Online and (after registering as Lead IV) select ‘Induction Materials’ as
shown below. Select the ‘NQF BTEC Induction Materials’ link to watch a short video
that will give you a brief overview of the role of the Lead IV and then tick the
confirmation box beneath. This is a mandatory requirement as you have to check
the box to indicate that this has been done before the system will release the
standardisation materials for download.

Select Qualification

Following registration as a Internal Verifier for NQF BTEC, you must view the induction materials accessible via the link on this
: ) page. Once you have viewed the induction materials, you must confirm this using the option below.

Registration
NQF BTEC Induction Materials

Induction Materials I confirm that | have viewed the NQF BTEC Induction Materials.

Thank you for confirming that you have viewed the NQF BTEC Induction materials.
Standardisation Materials

Crnline Standardisation

Once the step above has been completed you should select ‘Standardisation
Materials’ from the left hand menu as shown below. This will then allow you to
access the standardisation materials for that programme.

REgi stration Qualifications BTEC

Pragramme Group :| Children's Play, Learning And Development NQF L3 +| | Select |

Induction Materials

Standardisation Materials
Qualification: BTEC
Crnline Standardisation Programime Group: Childran's Play, Learning And Development NQF L3

Use this screen to download the seandardisation materials for your registered NQF BTEC programmes. Once you have standardised 2ll Assassors at your centre, you must confirm
this via the Registrations page.

2021 RQF Level 3, Unit 5: Keeping Children Safe (Standardisation Matarial)

2021 ROF Level 3, Unit 5: Keeping Children Safe (S5 Commentary)

The standardisation material will include:
e assignments, assessed learner work, assessor and internal verifier comments
e activities
e Senior Standards Verifier (SSV) commentaries.

You may find it useful to download the materials so that you can read through
them before standardising as a team and we recommend the materials are saved
to a shared area so they can continue to be accessed by the team or by the Quality
Nominee in the event of absence of the Lead IV.

Following standardisation please remember to go back to your registration page
on the OSCA platform and tick the box to confirm that standardisation has been
carried out as shown in the example below.

Programme Group Centre/Subsite Registration Standardised Actions
Status

Active Registrations
Children's Play. Learning And Development NOQF L3 DUMMY SCHOOL CENTRE - FORTESTING F (3999%)  Registered g Withdraw
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Standardisation: Step by step

Work individually to start with and then come together as a team to discuss your
findings before working through the SSV responses and commentary. Remember
that if you are the only person delivering a programme then you will need another
person to internally verify your decisions and so that person should undertake this
activity with you.

To get the most from the materials, we suggest you:

1. Access the materials and make notes on how the work would be
assessed at your centre, comparing the work to your own practice.

2. Respond to the questions, then compare your responses to those
provided by the SSV. You can use the commentaries to help
understand the rationale for the standard provided by the SSV.

3. Make notes on any implications for your centre’s assessment and
quality assurance practice.

In addition to the materials, you will need access to a copy of the specification so
that you can consider all information in relation to the relevant units or
components.

Assignment brief

Check over the assignment brief provided as if you were internally verifying it,
making notes of any points that you find. You could use an internal verification form
for this as it will provide you with the key prompts that you need to consider, such
as:

e the timing of the assignment

e whether the scenario is realistic

e the clarity of what learners are being asked to do

e whether the assessment criteria have been accurately reproduced from
the specification

e whether the assignment covers the entire learning aim

e whether the task will actually enable the learners to produce evidence
covering the targeted criteria.

Learner work
Go through the work as if you were marking this, again making notes as you go
along. Then look at the feedback and grading decisions and consider them as if you
were internally verifying that piece of work and its feedback. Again, you could use an
internal verification form for this as you look to consider;

e Has the work been authenticated properly?
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e Has the learner met the criteria?

e Arethere any generic improvements that could be made?

e Has the Assessor correctly awarded relevant criteria?

e |Isthe feedback encouraging and constructive without providing specific
guidance on how to achieve criteria not met?

e Has the learner met the criteria for a resubmission?

At this point you may wish to come together as a team to discuss what you have
seen so far and compare your findings and share ideas.

Questions / activities

There will be a set of questions or suggested activities for the materials, and you
should work through these on an individual basis before coming together to again
share your ideas.

Senior Standards Verifier (SSV) Commentary

This is the set of answers and explanations from the senior team for your subject
area, showing how the standards should be applied. You will need to read through
the answers provided and compare to your own answers. The rationales from the
senior team will be useful explanations of how they reached their conclusions and
should be considered carefully even when you arrived at the same answers, as you
might have taken a different route to get there. You should discuss these carefully
as a team so that everyone is clear on the expected standards and how they were
arrived at by the senior team.

Where you did not arrive at the same conclusions as given in the SSV commentary,
it would be a good idea to revisit the activity after a period of reflection but before
any assessment of learner work is undertaken.

The activity should also be revisited at various points during the academic year,
even if all involved agreed and understood the standards on the first undertaking.
This will provide a continuous source of support for the team and prevents any
discrepancies arising as everyone becomes busy, and the standardisation activity
becomes a thing of the past. It should definitely be revisited if internal verification
highlights some discrepancies in assessment judgements and can also be a useful
tool for induction of new staff.

Continuous Standardisation

To ensure the ongoing standardisation of BTEC units and components, meetings
should occur frequently throughout the year ahead of assessment taking place.
Here, you can use previous samples of learner work, previous centre
standardisation materials and sample marked learner work.
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Lead Internal Verifier Responsibilities

There are some key responsibilities attached to the role of the Lead Internal
Verifier in addition to that of standardisation:

e The Assessment Plan

e Internal Verification Plan

e Sampling other Assessors and Internal Verifiers

e Authorising Resubmissions and Retakes

e Meeting with the Centre Assessment Standards Reviewer (if applicable)
e Planning the sample with the Standards Verifier.

The Assessment Plan

You will need to work with your Assessors and Internal Verifiers to agree an
assessment and verification plan for all cohorts from the start of the programme.
As Lead IV, you are responsible for ensuring that it is fit for purpose and meets
regulatory requirements before you sign it off. Your Standards Verifier will ask to
see these documents when planning your sample.

When creating the Assessment Plan, Lead Vs should check the units planned
against the rule of combination set out in the specification. Towards the front
of each specification, you will find a table outlining how many units need to
be completed, any minimum grade requirements and what is classed as an
eligible combination of units. Each qualification has its own rules for
eligibility.

We also recommend for the programme team to factor in the Standards
Verification process when designing the assessment plans. Please work
towards having internally assessed units available by the spring term to
facilitate a smooth and timely SV activity. This is to avoid any potential
delays to certification if sampling Is left close to the standards verification
deadline in the summer term.

Remember the Assessment Plan is a working document and when any changes
happen, they should be recorded, and updated on the plan. Using version control
will create a full audit trail here. See the Centre Guide to Internal Assessment for
more information on the assessment plan and our on-demand CPD package on
‘Good practice producing Assessment Plans’ here.
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The Internal Verification Plan

Once you have established which units or components are being delivered, in
which order and by which member of the team, you are then able to create an
Internal Verification Plan. This should ensure that each assessment opportunity is
subject to internal verification along with each assessor on the programme.

There should be a risk based approach to this as discussed in the Centre Guide to
Internal Verification and our on-demand CPD package on ‘Planning for Internal
Verification’ here.

Sampling of Assessment and Verification

As a Lead Internal Verifier, you are responsible for quality assurance across that
particular programme, including ensuring the quality assurance processes are in
place and are effective.

To do this you will need to sample both the assessment decisions of the assessors
on the programme and the internal verification decisions that are being made.

To do this we recommend that you take a small sample from each assessment
opportunity that gives you the chance to consider both the assessment and
verification decisions. You should consider:

e the accuracy of the assessment

e the feedback to learners

e the compliance with the BTEC Assessment rules

e the accuracy of the internal verification

e the feedback from the IV to the assessor

e the accuracy and completeness of documentation.

Example of things to check for:

Appropriate feedback: If the learner has achieved D3, then this is
where feedback should be focussed. The IV should not be asking for
detailed feedback for M3 and P3.

Remember you are looking for robust internal verification rather than a
nod to process by applying a tick box approach or ‘lazy’ internal
verification as this is what the Standard Verifier will look for.
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Check out the Centre Guide to Internal Assessment and the Centre Guide to
Internal verification for more detail here.

Authorising Resubmissions and Retakes
As Lead Internal Verifier it is your decision whether or not a resubmission
opportunity should be authorised for each learner as this becomes relevant.

You will need to ensure that they meet the criteria for resubmission:

e the work was submitted on time
e the work is authentic
e the assessor is confident that the learner can improve without further input

Where this is the case, the resubmission should be signed and dated to create a
full audit trail. Please note - to provide authentication for online work please
ensure that signatures are electronic and take the format of a centre based email
address for both the learner and the LIV. Note that a font style is not considered
an electronic signature.

The same will apply for a retake opportunity but here you should also check that
this is applicable to the programme of study.

See the Centre Guide to Internal Assessment for more detail here.

Meeting with the Centre Assessment Standards Reviewer

As part of the BTEC Quality Assurance model, some centres will be involved in the
Holistic Review where a Centre Assessment Standards Reviewer (CASR) will be
looking to check that all assessment processes are in place and are working as
they should.

As part of the activity, the CASR will meet with some of the Lead Vs from the
centre and discuss the processes and practices that you have in place. They will be
looking to see that you understand your role as Lead IV and that you can provide
evidence of this - such as correctly authorised resubmissions and up to date
tracking of learner achievement at criteria level.

See the Centre Guide to Quality Assurance for more detail here.
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Planning the Sample with the Standards Verifier
Once a Standards Verifier has been allocated to your programme the Quality
Nominee will be able to pass along their contact details to you.

You should make contact with the Standards Verifier as soon as possible so that
you can begin to negotiate the sample that will need to be supplied. Remember
that the sample can be made up of any unclaimed learner work regardless of
cohort or year of study, as long as it has not been seen previously for the same
purpose.

Be ready to supply your assessment plan(s) and then later the tracking information
for the unit/component(s) selected.

You should respond promptly to the Standards Verifier and endeavour to supply
your sample as soon as possible so that you can act on any recommendations that

the Standards Verifier makes.

Remember, the Standards Verifier is there to support you as well as to check on
standards of internal assessment.

See the Centre Guide to Standards Verification for more detail here.
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Summary of Lead IV Responsibilities

A summary of the key responsibilities for Lead IVs can be found in the table below.

Responsibility Explanation Timeline
Register as aLead e Register via OSCA, accessed through By 14 October
IV with Pearson Edexcel Online to confirm Lead IV is still in

role for the subject or has taken over
as Lead IV or taken on the role for a
new programme
e You will need to register for each relevant
qualification delivered in your centre

Undertake annual e Access the annual Centre By 14

standardisation for Standardisation Materials (CSMs) for each ~ October or

your subject area qualification suite delivered via OSCA and Eef@rel el
orma

work through these with your centre team,
keeping a record of this activity

e Confirm this activity has been completed via
OSCA

assessment
takes place,
whichever is
sooner

Support e Facilitate regular standardisation activities ~ Throughout the
assessment and with your team throughout the year
internal verification academic year
within your subject Share information about standards with
area your team to ensure that assessment
across all cohorts is to national standards
e Agree and sign off an assessment and
internal verification plan for all cohorts from
the start of the programme (ensuring the
units planned meet the rule of
combination)
e Oversee and support internal assessment
and internal verification for all cohorts to
ensure that they are consistently applied
e Sample verification and assessment across
the qualifications for which you
have responsibility
e Where appropriate and required, authorise
a maximum of one resubmission
opportunity for any learner for internally
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assessed units/components following
summative assessment

e Ensure that assessment and internal
verification plans are made available to your
Standards Verifier on request

e Ensure that records of assessment and
internal verification and current learner
work are available for scrutiny by Pearson
on request

e Liaise with your Standards Verifier to
ensure that appropriate samples of
assessed and internally verified learner
work are available for sampling before the
deadline

e Ensure that records of assessment and
internal verification are retained for 3 years
for your programmes

e Ensure that learner work is retained for 12
weeks after certificates are issued.
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Frequently Asked Questions

What is the benefit of having a Lead IV if sampling is informed by a programme control
measure?

The Lead IV is a key role within the BTEC Quality Assurance cycle and has
responsibility for ensuring their assessing teams understand national standards. It
is therefore important to have a member of staff assigned to this role for each BTEC
subject delivered, as it enables consistency in national assessment standards.

We haven't made any staffing changes - do we still need to register Lead |Vs?
Yes. Lead IVs will still need to renew their registration each year to confirm they are
still in role for the BTEC qualifications within their subject area.

We offer more than one programme in some subject areas - can there be more than one
Lead IV for that area?

Yes. If your subject area has a range of programmes available, or programmes at
different levels, then you can use a single Lead IV across them all, OR you can
choose to register different people across different programmes as you wish.

I am the only person delivering my programme - Can | be the Lead IV?

Yes - you are ideally placed to be the Lead IV as you are the main person in control
of that programme. You will need another person to internally verify your
assignments and the assessment decisions. Remember that this person should be
included in the standardisation exercise.

If you have a question, please contact BTEC Assessment or your
Vocational Quality Assurance Manager via
The Pearson Contact Portal.

In addition, you will find further information on our Quality Assurance
webpages.
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