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Introduction

Internal verificationis a quality control mechanism that ensures internally assessed
units/components:

. have assignment briefs that are fit for purpose (excluding Pearson Set Assignments)
. are assessed accurately to national standards against the unit/component criteria
. are consistently assessed and graded across the programme.

Internal verificationis a key part of the BTEC quality assurance processin ensuring learners
are assessed accurately to the national standard. It is not a standardisation activity and for
assessment decisions, willbe undertaken after assessment has taken place.

Remember - Assessors cannotinternally verify their own work whether thisis an
assignment or the assessment of learner work.

The Lead Internal Verifier will organise the process and may be involved but they
are not the only member of the team who can undertake internal verification
activities.

Which Qualifications does this Guide Cover?

This guide provides essentialinformation for BTEC programme teams on the planning and
implementation of internal verification for the following BTEC qualifications:

. BTEC Level 1Entry and Introductory Suite (from 2016)
. BTEC Level 1/2 Firsts
. BTEC 2010 Level 3 Nationals, Level 2, Level 1and Entry Level

. Pearson BTEC International Level 3 and Level 2 Applied Science qualifications
2020 and Level 2 Art and Design qualifications 2021
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Successful Internal Verification

Internal verification can be undertakenin several ways, but it should be arecognised activity
and supported consistently across your centre.

To ensure arigorous and robust approach to internal verification, you willneed to have the
followingin place:

. AlLeadInternal Verifierin place to oversee quality assurance for that subject

. Arecognised team of Internal Verifiers, who meet regularly to ensure
standardisation of procedures

. Aninternal verification policy which promotes arigorous commitment to quality
improvement

. Arisk-based approachis takento planning internal verification

. Internal verification processes that are agreed and published so that they are

clearly understood by allmembers of staff delivering and assessing BTEC
qualifications

. Aninternal verification process which is monitored at a centre level by the Quality
Nominee and for the subject area by the Lead Internal Verifier.

The following are examples of best practice:
o BTEC internal verification forms are standardised across the centre

. Internal verification schedules are drawn up to ensure timely implementation of
the process

. All experienced Assessors are involved in the internal verificationrole
. Standardisation meetings are recognised as pivotal to staff development
. The time required to carry out internal verification is acknowledged.

Formore details onthe role and responsibilities of the Lead Internal Verifier please see the
BTEC Delivery and Assessment Roles and Responsibilities.
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Retaining Documents

Internal verification documentation, along with other BTEC assessment documentation
must be stored securely for aminimum of three years after the date of certification, either
physically or electronically.

Learner work must be retained for a minimum of 12 weeks after the date of certification
(unless specifically advised longer due to unforeseen circumstances). Please note that the
12 weeks starts once the certificates have beenreceived by your centre.

Certification - This dateis the date that certificates are received by your
@ centre.
-

BTEC Documentation to Retain

. Assessment plans
. Assignment briefs
. Assessmentrecords (learner feedback)
. Learner authenticationrecords
. Internal verificationrecords
. Assessment tracking of learner achievement
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Frequently Asked Questions

Canwe store BTEC assessment documents electronically?

Yes. These documents can be stored securely electronically.

I’m the only BTEC Assessorin my centre. How canl approach internal verification?

We would encourage you to link up with an experienced centre who can support you with
this activity. This would be arranged locally between the two centres and does not need
prior Pearson approval. If thisis not an option then a non-BTEC colleague in your centre
would need tointernally verify your decisions, however they will need to be familiarised with
BTEC assessment and the requirements of the unit through standardisation activities.

If we have an Assessor for a specific subject, can they also register as the Lead Internal
Verifier?

Yes. The Lead Internal Verifier has overarching responsibility for the quality assurance of and
overview of the programme delivery and assessment, ensuring standards are met and
assessments are accurate. This can be the Assessor for a specific subject however they
cannotinternally verify their own assessments.

Can the Lead Internal Verifier teach on the programme?

Yes. Your Lead Internal Verifier can also teach and assess on the programme.

Should the Lead Internal Verifier complete all internal verification activity?

No. They don’t need to complete allinternal verification activities but are able to undertake
the activity and should also sub-sample other Internal Verifiers.
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Internal Verification of Assignment Briefs

Resources Needed

. the unit/component specification

@ . the assignment brief/s
. internal verification of assignment brief form. Atemplate can be
found here

The Internal Verifier should check that the assignment brief:

. has accurate unit and programme details

. has clear deadlines and an appropriate timeframe for assessment

. has a suitable vocational scenario or context

. shows all relevant assessment criteria for the unit covered in the assignment
. indicatesrelevant assessment criteria targeted by the assignment

. clearly states what evidence the learner needs to provide

is likely to generate evidence which is appropriate and sufficient.

If you plan to re-use an assignment from the previous academic year, you should check that
the assessment dates are updated, and that the assignmentis appropriate forthe new
cohort of learners.

You will need to review assignments annually, prior to use, to ensure they remain fit for
purpose and to make any improvements based on your experience of delivering and
assessing the units. Thisincludes the completion of aninternal verificationrecord on an
annual basis. Instances of plagiarism and malpractice can be reduced when the assessment
formatis changed annually.

All assignment briefs must be internally verified before being issued to learners.
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Authorised Assignment Briefs

Pleasereferto the following table to confirm how Authorised Assignment Briefs (AABs)
should be internally verified:

Assignment Brief Type Internal Verification Activity
Pearson Authorised Assignment Brief ‘off The Internal Verifier must ensure that hand
the shelf’ as published out dates and submission deadlines are

appropriate only

Adapted Pearson Authorised Assignment The Internal Verifier must ensure the full
Brief to suit the needs of yourlearners assignment briefis fit for purpose

Your centre’s own assignment briefs

Pearson Set Assignments (PSAs)

For Pearson International Level 3 and Level 2 Applied Science qualifications 2020 and Level
2 Art and Design qualifications 2021.

Some mandatory units in the qualifications are assessed using a set assignment. By setting
an assignment foraunit, we can ensure that all learners take the same assessment fora
specific unit. Each assessmentis set by Pearson and may need to be taken under controlled
conditions beforeitis marked by teachers.

Learners must take the Pearson Set Assignment for the set assignment unit. Teachers are
not permitted to create their own assessments for set assignment units.

Giving Feedback to the Assessor

Internal Verifiers should use the general comments section on the formto provide advice
and guidance to the Assessor if appropriate. Any actions identified must be detailed by the
Internal Verifierin the actions required section. Internal Verifiers should make any actions
clear, using SMART principles.

If an actionisidentified by the Internal Verifier, the Assessor must complete thisandreturnit
to the Internal Verifier for sign off priorto an Assignment beingissued to learners.
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Timing

Assignment briefs must be internally verified, with any issues addressed, before being
distributed tolearners.

Assignments from other sources

There may be occasions where assignments may be used which have come either from
published material or from other centres. These assignments stillneed to be internally
verified to ensure that they match the specification on which the learners are registered,
that the assignments are appropriate foryourlearners and that requisite resources arein
place.

Pearson Authorised The Innternal Verifier must ensure that
Assignment Brief as published hand out dates and submission deadlines
are appropriate in additionto any
amendments to meet the centre needs

Adapted Pearson Authorised The Internal Verifier must ensure that any
Assignment Brief to suit the amendments are fit for purpose
needs of yourlearners

Your centre's own assignment The Internal Verifier must ensure the full
briefs (centre devised assignment briefis fit for purpose
assignment brief)

The Internal Verifier must ensure the full

Pearson Set Assignment : St
(PSAs) assignment brief is fit for purpose
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Frequently Asked Questions

Do we have to use the Pearson internal verification templates?

No. Thisis not arequirement, and you can design your own. However, you should ensure that
any centre devised templates contain the minimum requirements in terms of content as the
Pearsontemplates.

I’musinglast year’s assignment brief which was sampled by my Standards Verifier. Do
still need to internally verify the assignment?

Yes. Youneedto be sure that the assignment is still relevant, suitable for the new cohort of
learners and has an appropriate timeframe forassessment.
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Internal Verification of Assessment
Decisions

Resources Needed
. the unit specification
. the assignment brief/s
Q . learner tracking documents (to select arange of achievement)
. assessed learner work and accompanying assessment record
. internal verification of assessment decisions form. Atemplate can be
found here

The Internal Verification Sample

During the lifetime of the programme, internal verification of Assessor decisions must cover
the following as a minimum:

. every Assessor

. every unit

. learner work from every assignment

. learner work from every assessment site (for multi-site and consortia centres).

There is not arequirement that all learners must have been internally verified during the
lifetime of a programme, although it is good practice to sample as wide arange as
possible.
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Thereis no prescribed sample size, but a well-constructed sample should consider the
following and use arisk-based approach:

. the fullrange of assessment decisions made (pass, merit, distinction criteria and
notyet achieved), should all be includedin the sample if possible

. the experience of the Assessor. New orinexperienced Assessors should have
more decisions internally verified than an experienced Assessor

. new BTEC programmes. When a unit/component or programme is first
introduced, the internal verification sample should be increased

. the size of the group of learners so that the sample is representative.
. known issues arising from previous internal verification or standards verification
activity

Assessment Standardisation

When a programme is delivered and assessed by more than one person,
standardisation should be carried out before any formal assessment and
internal verification has taken place. The aim of the standardisation processis
to agree the standard of learner work by discussing and mutually assessing a
sample of learnerwork as ateamto reach consensus. This should be done with
reference to the assessment criteria and assessment guidance provided by
Pearsonin the qualification specification.

Once agreement has beenreached, the Assessors can then individually
assess the work of their learners, after which internal verification will take
place.
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The Internal Verification Sample Size

We are often asked questions such as “how muchinternal verification do we needto do” or
‘what percentage of work needs to be internally verified”?

There isn’t a definitive answer to such questions - there are many factors that needto be
considered when determining the size of the internal verification sample.

Lead Internal Verifiers should ensure that an appropriate internal verification processis
undertaken whichis based onrisk. This will ensure support is provided to colleagues who
needit.

Werecommend that all BTEC programmes have an internal verification plan at the start of
the course/unit to identify an appropriate sample size.

This will be based onrisk factors such as:

. standards verification feedback about the assessment decisions made for the
unit/componentin previous years

. Assessorexperience
. whether the unit/component has been delivered and assessed before
. any significant changes to the delivery of the unit/component.

Internal verification plans are simply this, plans. We know that things are subject to change
so teams may need toreflect on the internal verification sample size once delivery and
assessment of the programme has commenced.

As aleadlVorinternal Verifier, you will become aware of arange of issues that willneed to
be considered when it comes to selecting aninternal verification sample. These include:

. grades awarded by Assessors
. quality of the assessment feedback provided to learners
. staffissues such as absence orrole changes
. feedback obtained from other Pearson quality assurance processes
. other stakeholder feedback e.g., OFSTED, parents, colleagues at other centres
etc.
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Once assessment has taken place, you may choose to change the number of learners
sampled forinternal verification. For example, if the group has been awarded high grades
you may choose toincrease the number of learners sampled at this grade. Youneed to
identify learners after assessment has taken place, rather than before as the internal
verification processis about the assessment decisions made rather than the learners
themselves.

The internal verification of assessment decisions process

The Internal Verifierreviews the Assessor’s judgements against the learning aim,
unit/component content, assessment criteria and assessment guidance as publishedin the
qualification specification.

This will include checking:

. the assessment criteria - this represents the national standard and all BTEC
learners are measured against it

. the learnerwork against the assessment criteria and judge whetherithas been
assessed accurately

. coverage of the unit content in conjunction with the assessment guidance to see
if the Assessor has taken thisinto account.

Please Note: Itis not arequirement of the specification that all the content is assessed.
However, the indicative content willneed to be coveredin a programme of learning to
enable learners to be able to meet the standard determinedin the assessment and grading
criteria.

. the feedback from the Assessorto learneris accurate, linked to the assessment
criteriaand to confirm the level of feedback provided to the learneris
appropriate.

Following internal verification, if there are any assessment concerns, feedback should be
provided to the Assessor with any actions applied to the whole cohort and not just the
learners in the internal verification sample.
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Remember - Feedback should show which criteria have been achieved and
which have not, giving clearreasons.

Feedback should not give specific instruction on how to improve the work for a
higher grade.

Where learners have achieved the higher-grade criteria, it is not necessary to
give full feedback on the lower criteria achieved by default. e.g.,if D3 is
achieved there doesnot need to be detailed feedback onthe M3 and P3
criteria that flow into this.

Timing

Forinternal verification of assessment decisions to take place, learner work must have been
formally assessed. Internal verification must take place shortly after the assessment
decisions have been made and before learners receive confirmation of their achievement
and feedback. If any inaccuracies are identified by the Internal Verifier, these must be
corrected by the Assessor before achievement and feedbackisissued to learners.

Internally verifying resubmissions

If arequest foraresubmissionis made and providing there have been noissues with the
Assessor’s decisions at the first submission stage, then the resubmission does not need to
be internally verified if the learner’s grade has notimproved. The Lead Internal Verifier
should however check the decisions if the learner’s grade has shownimprovement, to
safeguard against any potential malpractice issues.

Similarly, if the first submissions from learners show only pass criteria achievement and
higher-grade criteria are awarded for the resubmitted work, then a sample of the
resubmissions must be internally verified to ensure that the award of the higher-grade
criteriais accurate as this would not have been seenin the internal verification of the initial
submissions.
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Frequently Asked Questions

Are electronic signatures acceptable for learner declarations and on Internal Verification
documents?

Yes, electronic signatures are permitted on all assessment documentationif thereis an
audit trail to support its authenticity. This also includes learner and parental signatures
where required.

To provide authentication for online work please ensure that signatures are electronic and
take the format of a centre issued email address for both the learner and the LIV. Note that a
change of font style is not considered an electronic signature.

Alternatively, you could validate through:

. an email fromthe learner/Assessor with the record attached to show that it has been
sent fromthem
. asystemlogtoshow thatthe learner/Assessorhas submitted the record.

Other Essential Guidance

BTEC qualification specification

The specification foreach BTEC qualificationis the document that programme leaders and
teams should use as their first point of reference for all planning and assessment.
Specifications are accompanied by important assessment and delivery guidance which
provide instructions and advice for each unit in the qualification. AllBTEC specifications are
freely available on the BTEC website under the relevant subject page.

Forms and templates

We publish arange of useful forms and templates here foryouto use inyour centre. These
templates are not mandatory, and you can devise your own.

Theyinclude:

. Assessment Plan

. Internal verification of assignment briefs

. Assignment briefs
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. Internal verification of assessment decisions
. Assessment Record
. Record of Activity and guidance

You should also view our guidance on how to develop effective policies and procedures for
your own centre, which can be found here.

If you have a question, please contact the International Assessment team via the Pearson
Support Portal.

Support and Guidance

Pearson support contacts and resources
Pearson offers dedicated support throughout the academic year.

. If you need support with assessment, quality assurance or anything else please
contactus through the Pearson Support Portal

Just want to quickly check something? We've got guidance on our website and a wealth of
support articles covering everything you need to know:
. Delivering BTEC qualifications | Pearson qualifications

. Explore the Pearson support portal

Regional Development Managers

Our Regional Development Managers are sales experts who provide information and
guidance to SeniorManagement Teams.

If youwould like your Regional Development Manager to getin touch, their contact details
can be found on the website. Alternatively, email pgs.internationaleo@pearson.com and
the teamwill getintouch with you.

In addition, you will find furtherinformation on Pearson qualifications and services the
Delivering BTEC Qualifications section of our website.
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