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Internal Verifier Checklist for Internal Verification
	Preparing for Internal Verification

	Agree the following with the Provider:
	

	· how and when will Internal Verifiers be briefed on their role

· where will Internal Verification will take place
	(
(

	· the procedures to be followed in the case where the Internal Verifier identifies irregularities or errors

	(

	Agree with the Provider the date by which the Internal Verification Report will be completed and the template to be used for the report

	(

	Access the Provider’s Sampling Strategy

	(

	During Internal Verification

	Consult the Provider’s Quality Assurance agreement, Procedure B6: Fair and Consistent Assessment of Learners to confirm that the provider’s assessment policies and procedures are implemented across all programmes by considering the following:
	

	· Read the Component Specification(s) and confirm that the Assessors used the appropriate assessment techniques when assessing the Learner

	(

	· Read the validated programme(s) to confirm that the Learner evidence was generated in line with the validated programme 

	(

	· Confirm that assessment information was given to the Learner: 
· dates for submission of assessment evidence

· dates, times, locations and regulations for examinations and skills demonstrations 

· any other information as per the Provider’s Quality Assurance agreement

	(
(
(

	· Confirm that assessment briefs and examination papers were issued to the Learner, as appropriate

	(

	· Confirm that marking schemes and outline solutions associated with the examination papers and assessment briefs are available

	(

	· Confirm that appropriate marking sheet(s) were used to record the learner’s results  

	(

	· Confirm that there is an Authentication Report by Learner Group by Minor Award Results sheet available with all Learners registered for assessment listed 

	(

	Confirm that for each Learner listed on the Authentication Report by Learner Group by Minor Award Results sheet there is a portfolio of assessment available and marked

	(

	Confirm that a result is recorded for all learners entered on the Authentication Report by Learner Group by Minor Award Results sheet 

	(

	Apply the Provider’s sampling strategy and for the sample selected, check that:

· Marks are totalled correctly on the marking sheet

· Percentage marks are calculated correctly

· The mark on the marking sheet(s) is transferred correctly to the Authentication Report by Learner Group by Minor Award Results sheet
· The grade on the Authentication Report by Learner Group by Minor Award Results sheet is consistent with the FETAC grading bands

	(
(
(
(


	Check documentation relating to exemptions for other certification including:

· Entry procedures applied correctly and FETAC assigned code entered correctly

· All original documentation relating to the exemption is available

	(
(

	Confirm that the combination of minor awards is in line with the FETAC structure for the major award, as appropriate

	(

	As per the Provider’s procedures, note any errors and record corrections made or that need to be made 

	(

	Identify any irregularities and take appropriate action, as per the agreement with the Provider

	(

	After Internal Verification

	Complete the Internal Verification Report by agreed date and on agreed template

	(
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