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Lead internal verifier (LIV) role made
easy

Use this guide to make understanding yourrole as a BTEC lead internal verifier easier. We're
here to support you from the get-go, with everything you need to make sure you feel
confident verifying Pearson BTEC Level 1-3 qualifications, including the BTEC Nationals
from 2025 (AAQS).

We're here to help.

If you need any help with quality assurance, contact us via the Pearson support
portaland we’llbe onhand to help.

Need to have a quick chat orwant some dedicated time for one-to-one
support? Book a 15-minute appointment with your vocational quality assurance
manager (VQAM) on our website.
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UK qualifications covered by this guide

BTEC Level1/2 Firsts

BTEC Level 2 and 3 Technicals

BTEC Level 3 Nationals from 2016

BTEC Level 3 Nationals from 2025 (AAQS)

BTEC QCF Specialists, Level 1, and Entry Level (not covered by WBL QA)
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Introduction

You needtoidentify one lead internal verifier forevery BTEC programme you offer. This
personis the main point of contact for the quality assurance and standards of these
programmes.

Asleadinternal verifier, you will:

e oversee the assessment andinternal verification of units and qualifications.

e workclosely withyourassessors and internal verifiers to create anassessment and
internal verification plan for all cohorts from the start of the programme, making sure
it meets allrequirements before you approveiit.

e getinvolvedinboth assessment and delivery, making sure you have a solid
understanding of the units being assessed.

e trainorstandardise yourassessors and internal verifiers to help them understand
national standards. Don't forget to repeat this laterin the year to maintain
consistency.

e regularly sample assessment and verification decisions across all qualifications you
oversee, making sure activities are completed as planned and standards are
consistently applied.
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Identifying a lead internal verifier

If you deliver multiple programmes from different suites for the same subject area, you can
have the same person as lead internal verifier (also known as lead IV or LIV) for all
programmes, oryou can split the responsibility if your staffing allows.

Foraprogramme with a single assessor, that assessor should be the lead IV, but they’llneed
another personto internally verify their assignment briefs and assessment decisions. This
could be someone with relevant subject knowledge orvocational experience.

It's a goodideato have someone ready to stepinif the lead IV is unwell oraway fromwork
forany period.

Lead internal verifiers don't need to register on Edexcel Online. The
quality nominee should keep internal records of who holds the lead IV role
Q foreach programme, including succession plans if someone needs to
covershort- orlong-term absence. QNs - Need help creating internal
records? We've made a template for overseeing your leadinternal verifiers.

Centre assessor standardisation

All assessors and internal verifiers (IVs) must complete a standardisation activity to make
sure they know how to assess accurately and carry out internal verification. This
responsibility lies with the entire team, not just the lead IV.

If there’s just one personresponsible for and delivering a programme, then the person who
acts as the internal verifier should also be involved in the activity, so they’re fully aware of the
expected standard.

Standardisationis also anideal induction activity fornew members of staff, evenif they are
experienced in delivering BTEC programmes, as they could have valuable insights to add to
the discussion.
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Standardisation using the centre standardisation materials should be
completed at the start of each year orbefore any formal assessment
of student work starts.

Q It should also be reviewed at various points throughout the year, as a

refresher orif discrepancies are found through the internal verification
process.

If you offer more than one version of a qualification — for example, BTEC Level 3 Nationals
fromboth 2016 and 2025 — there are individual centre standardisation materials foreach.
Make sure you complete all required sets of materials.

How to access centre standardisation materials

You can download centre standardisation materials (CSMs) each year from late August.
You'llfind them on each qualification’s course materials page > internal assessments >
centre standardisation material.

These materials have ausilver padlock, meaning you will need to enter your Edexcel Online
login details to download them.

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 thelead IV.

Standardisation step by step

What do the CSMsinclude?

e Assignment briefs, assessed student work, assessor and internal verifier comments
e Activities
e Senior standards verifier (SSV) commentaries.

You’llneed access to a copy of the specification so that you can consider allinformationin
relationto the relevant units.

We suggest that you:

e accessthe materials and make notes on how the work would be assessed at your
centre, comparing the work to your own practice.
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e respondtoeachactivity, then compare yourresponses to those providedin the
commentary.

e make notesonanyimplications foryourcentre’s assessment and quality assurance
practice.

Assignment brief

Check overthe assignment brief provided as if you're internally verifying it, making notes of
any points that you find. You could use the internal verification of assignment brief form to
help you, as it will cover the key prompts to think about, such as whether:

e thetiming/duration of the assignmentis appropriate

e thescenarioisrealistic

e theassessment criteriahave beenaccurately copied from the specification

e theassignment covers the whole learning aim

e it’'sclearwhatthe studentsneedtodo

e thetaskwill allow students to produce sufficient evidence covering the targeted

criteria.

Student work

Go throughthe work as if you were marking this, again making notes asyou 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. This time, you could use the internal
verification of assessment decisions form as you look to consider whether:

e theworkhasbeenauthenticated properly

e thestudent has metthe assessment criteria

e thereare any generalimprovements that could be made

e theassessorhas correctly awarded the relevant criteria

e thefeedbackisencouraging and constructive without providing specific
guidance on how to achieve criterianot met

e thestudent met the criteriato be eligible foraresubmission/retake.

Questions / activities

There willbe a set of questions or suggested activities for the materials, and you should
work through these on anindividual basis before coming together as ateam to share your
ideas.
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Senior standards verifier commentary

The senior standards verifier (SSV) commentary is the set of answers and explanations from
the seniorteam foryour subject area, showing how the standards should be applied. You'll
need toread throughthe answers provided and compare to your own notes. The rationales
from the senior team will be useful explanations of how they reached their conclusions and
should be considered carefully even whenyou arrived at the same answers, as you might
have taken a differentroute to get there. You should discuss these carefully asateamso
that everyoneis clear on the expected standards and how they were arrived at by the senior
team.

Where you did not arrive at the same conclusions, it would be useful to revisit the activity
afteraperiod of reflection but before any assessment of student work starts.

Continuous standardisation

It’'s a goodideato repeat this activity laterin the school year before assessing each
assignment, evenif everyone agreed on the standards the first time. You can use past
samples of student work, the CSMs and Pearson’s sample marked student work. Doing this
again helps support the team and stops problems from happening when people get busy or
forget what was agreed before. You should repeat the activity if internal verification shows
any differencesin opinion. It can also help new staff learn what’s expected.

made a bitesize video to walk you through:

Q Want to see how to find the centre standardisation materials? We’ve
Watch therole of the lead internal verifier and team standardisation.
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Lead internal verifier responsibilities

The lead IV has key responsibilities beyond standardisation:

e creatingand signing off the assessment and internal verification plan

e sampling otherassessors andinternal verifiers

e authorising resubmissions and retakes

e planning and providing the sample to the standards verifier

e tracking student progress and those who needreasonable adjustments.

Assessment planning and rules of combination

The assessment planis aworking document, so you might need to update it during the year.
Use version numbers to create a clear audit trail if you do make changes. Your programme
team should work togetherto develop robust assessment plans. The lead IV for the
programme should then check that the units chosen meet the rules of combination for that
specific BTEC programme.

As aminimum requirement, the assessment plan should include:

the names of all assessors and internal verifiers

scheduling for hand-out of assignment briefs/Pearson-set assignment briefs
(PSABs)

deadlines for assignment submission

scheduling forinternal verification of assessment decisions

scheduling of the opportunity forresubmission

scheduling of all units (internal and external) for the duration of the course so that a
full programme planis shown (if it's a two-year programme, show all units forboth
years)

BTEC Level 3 Nationals from 2025 (AAQs) only - the PSAB version chosen

Need helping designing an assessment plan and working out dates?
Download our assessment plantemplate from our BTEC forms and guides

Q page. There’s a separate assessment plan forthe BTEC Nationals 25 AAQs.

Watch our bitesize video on ‘Good practice producing assessment plans’
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When planning the order of assessment/units, you should consider:

the correct sequence orintegration of units - carefully consider any synoptic units

rules of combination

the value of the units selected for the size of qualification

planning assignment deadlines across the programme to ensure a balanced workload
for students

that atleast one internally assessed unit will be available for standards verification
annually (deadline 15 May)*

staff timetabling

schemes of work

resource planning, such as when to deploy specialist staff

access to external resources

feedback from students and from external sources, such as progression providers

ensuring authenticity of student work.

*Level 3 Nationals 2025 (AAR): completing one unit by the deadline in the first year of
delivery may not always be feasible. Your SV will review the requirements when you share
your assessment plan.

Rules of combination

When creating the assessment plan, the lead IV must check that the units chosen meet the
rule of combination.

You'll find the qualification structure in sections 2 and 9 of the subject’s specification. This
will tellyou how an overall grade is calculated, if the qualificationis pass-only, if any units
have a minimum grade requirement and the rules of combination.

Consider the following to check that your chosen units willmeet the rule of combination:
e Haveyouselectedthe correct number of units (mandatory and optional) and guided
learning hours (GLH) to make up the qualification? E.g., if you're delivering a BTEC
Level 3 National 720 Diploma, the unit combination should add up to 720 GLH.
e [fthe qualification has grouped units(group A, B, C etc.), have you made the correct
selectionfromeach group?
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e Arethe optionalunitsyou've chosen suitable and correct for the programme size?
Think about whether any particular optional units are required for progression.

Internal verification

Planning internal verification

Internal verificationis how you’ll check that assignment briefs are fit for purpose (excluding
the AAQ PSABs) and assessment decisions have been made accurately by assessors. An
assessor can'tinternally verify theirown assessment decisions, so another member of staff
should act as theirinternal verifier. When creating your assessment plan at the start of the
course, you should planthe dates that you will internally verify assignment briefs and both
first submissions and resubmissions. Record these dates onthe plan.

Once you have chosen the units, their delivery order and which assessor will teach them,
you can create aninternal verification plan. This records when and how many pieces of
student work you will internally verify foreach assessor, and you may choose to record the
student’s names on this document. You must internally verify every assignment (afterit is
submitted, and notjust at the end of the whole unit if there are multiple assignment briefs)
and include student work from all assessors teaching the unit. The internal verification
sample size should be based onrisk; forexample, consider how experienced the assessor
is, whetherit’s a unit that has not been taught before and past standards verificationreport
outcomes. Higherrisk meansinternally verifying more student evidence. If youneed more
guidance on the internal verification plan, see our on-demand CPD package on planning
forinternal verification.

Completinginternal verification of assignment briefs and assessment
decisions

Any teacherinvolvedin a programme can act as aninternal verifier; it’'s not just the
responsibility of the lead IV to carry out all internal verification.

Referto the centre guide tointernal assessment and the centre guide to internal verification
for more detail on what to look out for when internally verifying assignment briefs and
assessment decisions, but here are some additional pointers for checking assessment
decisions.

The internal verifier should consider:

e |sassessmentaccurate?
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e Isfeedbackto students effective and doesitmeet BTEC
assessment/feedbackrules?

e [sthestudenteligible foraresubmission/retake?

e Areinternal verification decisions accurate?

e HasfeedbackfromthelVtothe assessorbeenprovidedandisit SMART?

e Hastheassessmentrecordand |V document beencompleted accurately?

When multiple team members act as aninternal verifier, the lead IV should make sure
internal verification processes are carried out effectively by all teamn members. Thiscanbe a
quick check to make sure each assessor has marked accurately and that you agree with
internal verification decisions.

Example of things to check for: appropriate feedback

If the student has achieved D3, then this is where feedback should be
focused. The IV should not be asking for detailed feedback for M3
and P3.

Authorising resubmissions and retakes

Aslead |V, itisyour decision whether aresubmission opportunity should be authorised for
each student.

You’'llneed to check that they meet the criteria for aresubmission to be approved:

e Thework was submitted ontime.

e Theworkisauthentic,i.e.the autenticity declarationis signed priorto or at point of
submission.

e Theassessoris confident that the student canimprove theirevidence without
furtherinput.

Where thisis the case, you can approve the resubmission and you should sign the internal
verification document so there is a full audit trail. When signing online documents, an
electronic signature is acceptable; this can be scanned or typed onto the document.

The same will apply for aretake opportunity, but here you should also check that thisis
applicable to the programme. Forexample, the BTEC L1/2 Firsts have fallbacklevel 1
criteria, so aretake cannot be authorised.
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For specific guidelines onresubmissons and retakes for BTEC programmes, see the centre
guide tointernal assessment.

Standards verification

Planning the sample with the standards verifier

Once astandards verifier (SV) has been allocated to your programme (from mid-January
onwards) the quality nominee will pass their contact details and introductory email to you.
The SVis there to support you as well as to check your assessment decisions and internal
verification processes are accurate.

Getincontactwiththe SV as soonas possible so you can discuss the sample
requirements. The sample can be from studentsin any cohort oryear group aslong as they
haven’t certificated and that group and unit were not sampled last year.

Be ready to supply your assessment plan(s) and then later, the tracking sheet for the unit(s)
selected showing the grades achieved. Send the sample as soon as possible so you can act
on any recommendations from the SV. The final sampling deadline is 15 May each year.

Seethe centre guide to standards verification for more detail (available from mid-autumn
termeachyear).

Unsure who your SV is? You can view your standards verifiers’ details on
Q Edexcel Online once they’ve been allocated. See our step-by-step guide
to view your standards verifier details.

Monitoring student progress and putting supportin place

It’simportant to track the progress of each cohort. Check inregularly with assessors to
identify any students who may needinterventionto get back ontrack.

If any students are facing difficulties while completing internal assessments, you may need
to putreasonable adjustmentsin place so they are not disadvantaged. If you do, you’ll need
to complete the RATform and keep this with your IV documents. You'll find further guidance
onthisinthe centre guide for quality nominees.
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Summary of lead internal verifier responsibilities

Responsibility Explanation Timeline
|dentify a e Identifyalead|IVforeachsubjectdeliveredandalead Startof
lead IV forthe IV successorto coverabsences. academic
programme e Ifyourun mult.iple programmes from different suitesin year
the same subject, one person canbe thelead IV for all
of them oryou canshare the role, depending on staff
availability.
Complete e Accessthecentre Start of the
annual team standardisation materials (CSMs) for each academic
standardisati qualification. . year/before
e Accessviasubjectweb page > internal assessments >
on L ) formal
centre standardisation material.
assessment

Support
assessment
andinternal
verification
withinyour
subjectarea
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starts/revisit

Throughout
the year

Hold regular standardisation activities with your team
Share information about standards with your teamto
make sure marking is to national standards

Agree and sign off the assessment and internal
verification planforall cohorts from the start of

the programme — checkunits meet the rule of
combination and at least one unit will be fully
complete before the standards verification sample
deadline.

Oversee and supportinternal assessment, and make
sure internal verificationis consistently applied.
Sampleinternal verification for all assignments and
assessors.

Authorise a maximum of one resubmission
opportunity for any eligible students.

Liaise with your SV: make sure assessment and internal
verification plans are shared promptly with the SV

on request.

Make sure the sampleis sent before the deadline of 15
May.

Check student registrations, external assessment
entries and certification claims are accurate and made
ontime.

Monitor student progress and reasonable
adjustments.

Keep assessment and internal verification documents
electronically for 3 years and student work for12
weeks after they certificate.
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More resources to help you

BTEC qualification specification

Lead Vs and teams should use the qualification’s specification as the first point of
reference forall planning and assessment. The specificationsinclude assessment and
delivery guidance, with instructions and advice foreachunit. You can find your BTEC
specifications on our website under theirrespective subject pages.

Forms and templates

Having clear and consistent records makes it easier to monitor your centre’s quality
assurance, sowe’ve created arange of useful forms and templates foryou to use. You're
welcome to use them as they are, oryou can use them as a starting point to create your own.
Make sure whatis in the template isincluded in yourversion as a minimum.

Theyinclude:
e Assessmentplantemplate
e Internal verification plantemplate
e Assessmentrecordtemplate
e Internal verification of assignment briefs and assessment decisions
e Record of practical activity and guidance

Explore our BTEC forms and templates.

We also produce arange of centre guides and guidance on policies. Find everything you
need inthe useful documents section of our BTEC quality assurance page.

e

A}
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