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Procedure:    Internal Verification  

QSI Section:    S6: Assessment of Learners     

Purpose: LWETB seeks to monitor operational assessment procedures on a sample basis to ensure a quality assured assessment experience for learners 

whereby they are awarded correctly computed results and grades. The process is represented in a Flow Chart. 

Scope: This procedure applies to further education and training programmes leading to all awards. For Apprenticeships the SOLAS QA procedure 

applies  

LWETB Staff Involved: Internal Verifier, Assessor/Educator, Co-ordinator, 
Centre Manager, other FET Staff  

Others Involved: Second Providers  
Contracted  

Related Documents: Certification Scheduling information  
External Authentication Procedure  
Results Approval Panel Procedure  
QBS/F12 Report  

Related Templates: Assessment Conversion Form  
Contingency Report  
Annual Certification Plan  
External Authentication Report  
Internal Verification Report  
 

 

Procedure Sections: 

Approach used to carry out procedure Responsibility Evidence Documentation 

1. Preparation for Internal Verification  

1.1 Learner evidence/results pack must include the following:  
 
For Further Education  

a) The Authentication Report (QBS) by Learner Group by Minor Award Results Sheet(s) 
signed by the assessor to confirm that all details present are correct 

b) Educator/Assessor packs which contain the following:  

• Educator/Assessor Handover checklist  

• Current Module Descriptor 

• Assessment Plan   

FET Coordinator/Centre 
Manager  
 
 
Educators/Assessors 

Learner evidence/results pack 
and accompanying 
documentation  
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• Assessment Briefs/Examination Briefs/Integrated Briefs/outlined solutions  

• Learner Assessment Feedback Form  

• Detailed Marking scheme 

• Individual Marking Sheet (within module descriptor)  

• Results Summary Sheet (excel or word version)  
 
Educators/Assessors may note issues within the Notes for Internal Verifier section on the 
Educator/Assessor Handover Checklist.  
 
Internal Verifiers should use an alternate pen colour to assessors/educators in order to 
differentiate their comments. 
 
For Training may include (depending on the Training provision and on additional awarding 
body requirements)  
  

 The F12 Course Summary Assessment Sheet and Results Approval Form  

 Programme Descriptor / Specifications 

 Module Descriptor / Component Specifications including rule statement for major award 

 Learner evidence presented separately for each individual module per assessor 

 Assessment records e.g. notification of assessment (F11), attendance sheets, seating 
plans if applicable 

 All assessment instruments and the related documentation (AIS)-which includes  

• assessment brief(s),  

• learner instructions  

• examination(s),  

• model answers 

• assessment marking scheme(s)  

• assessment and summary marking sheets 
 

 QQI Exemption Claim Form - reference to location of digital/practical evidence  
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 Copies of certificates to support exemption or Previously Achieved Training (PAT) 
 
Learner evidence/results pack must be in alphabetical order by surname and in the order of 
modules as presented on the QBS Report/F12 (where applicable)  
 
Specific pen colours should apply for Training i.e., red for assessor, green for Internal Verifier 
and blue or black for EA. 

1.2 All digital and/or practical evidence presented must correspond with learner evidence/results 
pack presented  
 
For example:  
-12 learner evidence for Communications must have 12 digital oral presentation files 
-12 learner evidence for Woodturning must have 12 practical artefacts 
 
All items should be clearly labelled by learner name, module and assessment technique e.g. 
TJones – Work Experience (module code) – Interview  

Educators/Assessors   Practical and digital learner 
evidence and/or practical 
artefacts 

1.3 Inform Internal Verifiers of this procedure including LWETBs sampling strategy  
 
FET staff with a role of internal verification must avail of training provided by the FETQS  
 
The internal verifier must not be the original Educator/Assessor for the learner evidence to be 
internally verified so as to avoid a conflict of interest. There should be a minimum of two 
individuals within each centre trained as Internal Verifiers 
 
Internal Verifiers must ensure accurate completion of the LWETB Internal Verification Report 
(T11) 
 
 
 
 
 

FET Coordinator/Centre 
Manager  

Internal Verifiers  
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2. Sampling Strategy & Checks  

2.1 Adhere to LWETBs Internal Verification Sampling strategy to determine the correct sample size of 
Internal Verification (see appendix 1)  
 
Ensure that the ‘Number Sampled’ column in section 4 LWETB Internal Verification Report (T11) 
is completed. 

Internal Verifier IV Report  

2.2 Ensure that all folders are present and correspond with the Authentication Report (QBS) by 
Learner Group by Minor Award Results Sheet(s)/F12 Course Summary Assessment Sheet and 
Results Approval Form 

Internal Verifier 
 

 

2.3 Confirm that marks have been calculated, totalled & transferred correctly from the Learner 
evidence/results pack to the following where applicable:  
 

 Learner individual marking sheet/Assessment Marking Sheet 

 All Learner Summary Results Sheet correspond with Authentication Report (QBS) 

 Assessment and Examination Briefs – marking schemes (where applicable)  

 F12 Course summary assessment sheet/QBS Summary Result sheet  

Internal Verifier 
 

 

2.4 Confirm that the correct overall mark and grade are visible & accessible to the front of the learner 
evidence whether on hardcopy or digital if applicable 

Internal Verifier 
 

 

2.5 Ensure that borderline grades are checked thoroughly, if a grade change is required, the folder 
needs to be returned to the educator/assessor for remedial action and should be reviewed and 
updated. 

Internal Verifier 
 
Educator/Assessor 

 

3. Documenting and evidencing the Internal Verification  

3.1 Ensure the latest version of LWETBs Internal Verification Report is completed.  
 
Section 1, 2 & 3 of the IV report is to be completed by the FET Coordinator/Centre 
Manager/Assistant Manager or nominee in advance of Internal Verification.  
 
Section 4, 5 & 6 is to be completed by the Internal Verifier.  

Internal Verifier 
 
FET Co-
ordinator/Centre 
Manager  
Internal Verifier 
 

Completed Report  
 
 
Completed Report 
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3.2 The ‘issues (Yes/No)’ box for each module sampled must be completed by the Internal Verifier. 
Indicate ‘No’ where an error or omission has not been detected. 
 
If the Internal Verifier identified any errors or omissions, these should be documented within the 
‘Internal Verification findings. These should be documented in a clear and factual manner.  This 
report will be used to assist with any follow-up remedial actions required, for e.g.  video evidence 
for presentation is missing for LJ 
 
Internal Verifiers must indicate the learner evidence sampled by:  
 
For Further Education:  
 

 Initialling and dating the Learner Marking Sheet(s), and 

 Indicating (e.g. tick, highlight, circle) the learners on the authentication Report by Learner 
Group by Minor Award Results Sheet(s) (QBS) 

 
For Training:  
 

 Initialling and dating learner evidence, and  

 Indicating (e.g. tick, highlight, circle – in green pen) the learners on the Summary Marking 
Sheet(s)  

Internal Verifier  IV Report  
 
 
 
 
 
 
 
 
 
 
 
 
Authentication Report/Summary 
marking sheet is highlighted, 
circled/ticked.  
 
 
Initials and dates on Learner 
marking Sheet/AIS learner 
evidence cover sheet 
 

3.3 Ensure that the following documentation is Signed and dated by the Educator/Assessor   
 

 The results summary sheet (word or spreadsheet)  
 

 For Further Education – the Authentication Report(s) by Learner Group by Minor Award 
Results Sheet(s), sign the results sheets  

 

 For Training – the F12 Course Summary Assessment Sheet (s) and Results Approval Form(s) 
should be clearly signed and dated. 

Internal Verifier  Signatures and dates  
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 Individual Marking Sheet/Assessment Marking Sheet/The Summary Marking Sheet   

 Assessment Feedback Form if relevant 

 Assessment Instruments/AIS documentation if relevant 
 
Ensure that the following documentation is signed and dated by the Learner  
 

 Individual Marking Sheets/ Assessment Marking Sheet (where applicable)  

 Assessment Feedback Form & feedback given by the Learner (where applicable) 

 Authorship Forms completed through MS Forms (where applicable) 

 Assessment Instruments/AIS documentation if relevant 

3.4 Ensure that all learner summary results sheets/summary marking sheets are initialled by the 
Internal Verifier 

Internal Verifier  summary results sheets  

3.5 Sign and date the Internal Verification Report. The name of the Internal Verifier should be 
included below the signature and should be legible. 

Internal Verifier IV Report  

4. Verifying Assessment Procedures  

4.1 Verify that that the following are in order by completing the Internal Verification Report (T11)  
 

 All assessment procedures are adhered to 

 Learning has been assessed using the techniques as indicated in the validated 
programme/module descriptor. 

 All learner evidence has been corrected and/or initialled by educator/assessor on each page 
sampled. 

Internal Verifier  IV Report  

4.2 Check that the Educator/Assessor has signed off on all the Authentication Reports by Learner 
Group by Minor Award Results Sheets(s)/F12 Course Summary Assessment Sheet (Results 
Approval Form) or nominee 

Internal Verifier IV Report 

5. Verifying and Confirming Assessment Results    

5.1 Verify assessment results by checking that:  
 

 Assessment evidence is available for ALL learners presented  

 Marks are correctly recorded on a sampling basis in line with the sampling strategy 

Internal Verifier IV Report 
Exemption/PATs evidence 



 
 
 

Internal Verification PR26 - (Version 1.0) 

 

Page 7 of 11 
                

 

 Clear indication of loss of marks where applicable 
 
Exemptions/PATs viewed, verified and recorded on the RCCRS/F12 Results Sheet 

6. Dealing with Omissions, Errors and other Irregularities 
 

  

6.1 If the arrangement/presentation of learner evidence/results pack is not clearly labelled or 
divided per assessment, folders should be returned to the Educator/Assessor to be re-arranged 
in a logical and organised manner.  

Internal Verifier  Folders coherently presented  

6.2 The Educator/Assessor must be made aware of any errors or omissions well in advance of the 
External Authentication process in order for remedial action to be taken in a timely manner  

Internal Verifier Corrections completed  

6.3 The Internal Verifier should be satisfied that all assessment documentation is a clear and 
permanent record i.e. erasable ink and pencil are not permitted 

Internal Verifier Clear and permanent record 
within necessary documentation  

6.4 Learner Assessment Feedback forms (where applicable) should give summative and formative 
feedback – this feedback should be continuous throughout the learner’s course/after every 
assessment and this should be evident within the Assessment Feedback Form. Learner Mid 
Reviews (where applicable) should also be noted within the form and sufficient feedback given. 
Learners should also be given the opportunity to provide feedback with the Assessment 
Feedback Form (where applicable) 

Internal Verifier Assessment Feedback Form  

6.5 Where the Internal Verifier detects transcription errors from the Summary Results sheet to the 
QBS (authentication report) then the Internal Verifier needs to consult with the 
educator/assessor to confirm and rectify the result as soon as possible  
 
The internal verifier should identify totalling errors. A totalling error occurs where: 
 

• A mark has been totalled incorrectly on learner evidence 

• The total mark awarded on an Assessment Sheet is incorrect 

• The total mark awarded on a Summary Sheet is incorrect 
 
If Internal Verifiers detect more than 3 totalling errors within the learner evidence, then all learner 
evidence should be given back to the educator/assessor for review.  

Internal Verifier 
 
 
 
 
 
 
 
 
 
Educator/Assessor 
 
 

Internal Verification Report  
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 No Grade Change: 
If the correction would not bring the learner to within the cusp of a grade change (tolerance  
-2/+2) then the internal verifier can make the change by crossing out the incorrect mark and 
clearly writing the correct mark beside it. The change should be initialled. This should be 
completed on the Assessment Brief/Exam Brief, Learner evidence & the Results Summary 
Sheet  

 

 Grade Change: 
If the correction would result in a grade change or brings a learner to the cusp of a grade 
change (tolerance -2/+2) then the learner evidence needs to be returned to the Educator for 
recalculating & updating, all relevant changes are to be made thereafter to the Assessment 
Brief/Exam Brief, Learner evidence, the Results Summary Sheet and the Individual Marking 
sheet where applicable. 

 
After appropriate recalculations/adjustments are made the results sheets (QBS/F12) must be 
rechecked & updated results must be entered – New/updated result sheets are to be printed, 
signed and dated by the Educator/Assessors 

 
 
 
 
 
 
Educator/Assessor 
 
 
 
FET Coordinator or 
QBS/RCCRS Inputter 

6.6 Upper Limit of Error Correction: 
The Internal Verifier can complete step 6.5 up to an upper limit of a total of three errors (if not a 
grade change). If that upper limit is reached then the errors identified should be noted to the 
Assessor and Line Manager and the process of internal verification is deemed to be on hold until 
the Assessor and Line Manager are satisfied that sufficient checks have occurred to ensure any 
further errors which may be present are resolved prior to internal verification recommencing 

Internal Verifier  
Educator/Assessor 
Coordinator 

Learner evidence 

6.7 All omissions, errors/irregularities are to be noted on section 4 of the Internal Verification 
Report. Issues identified will be discussed at the RAP 

Internal Verifier  Report 
RAP Minutes 

7. Checks on Major Awards (RCCRS Users only)    

7.1 The F12 Course Summary Sheet and Results Approval Form provides details on learners who are 
eligible for a major award. The Internal Verifier should check the rule statement for the major 
award to ensure that the required mandatory modules have been included and that the correct 
credit value is represented. This should be checked for each learner.  

Internal Verifier  
 
Assessor/Educator 
 

F12 Course Summary Sheet and 
Results Approval Form 
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Issues identified should be notified to the Assessor/Educator and Coordinator/Centre Manager. Coordinator/Centre 
Manager 

8. Concluding Internal Verification    

8.1 Further Education – Authentication Report by Learner Group by Minor Award Results sheet(s) to 
be reprinted where applicable, signed and must replace previous report(s) where necessary.  
 
For Training – F12 Course Summary Assessment and Results Approval Forms must be reprinted 
where applicable, signed and must replace previous report(s) where necessary  

FET Coordinator/Centre 
Manager/QBS/RCCRS 
Inputter  

Authentication Report 
 
F12 Course Summary 
Assessment and Results 
Approval Forms 
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1. Flow Chart of Procedure 
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FETQS Internal Review:  

Procedure Review 

Review Date:  11th March 2023 Review Log & Reason for Update:  

Version: 1.0 Quality System Index Code: PR26 

Appendix Overview: 

Appendix Txx:  Appendix Txx:  

 

Preparation for Internal 

Verification for both 

Further Education and 

Training  
SEE 1.2 FOR CHECKLISTS. 

 

 

 

Internal Verifier must 

follow LWETBs Procedure 

& Sampling Strategy  

See appendix 1 

Section 1, 2 & 3 of the T11 must be completed 

by Coordinator/Centre Manager 

Section 4, 5 & 6 of the T11 must be completed 

by the Internal Verifier 

Recheck results 

sheets (QBS/F12), 

update if necessary, 

print, sign & date.    

Refer to 8.1  

 

Verify & Confirm 

Assessment 

procedures, 

assessment  

results & all 

assessment 

documentation 

are in order 

Identify and deal 

with any omissions, 

errors/irregularities   

Ensure updated 

result sheets (QBS), 

(F12) replace 

previous reports if 

applicable.  
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LWETB Internal Verification Sampling Strategy 
 
 
Please note the sampling strategies of other awarding bodies supersede this e.g. 100% for apprenticeships and contracted training. 
 
Identifying Sampled Learner evidence – Internal Verifier is required to use a different coloured pen than the Educator/Assessor.   
 
 
The sampling strategy for LWETB will be applied by the Internal Verifier in respect of the following:  
 
A minimum of 25% of every component must be internally verified while adhering to the criteria listed below:  

 

• All component awards must be included in the sample  

• All provision (full time and part time) must be included in the sample  

• The sample size must be sufficient to enable sound judgement to be made about fairness and consistency of assessment decisions. 

• Identifies grades that are borderline (-2 or +2) between grades e.g. learners who have not or learners who have only just achieved within the grading band 

• The full range of available grades must be included in the learner evidence selection process (where applicable) i.e.   
o The lowest Distinction and the highest Merit  
o The lowest Merit and the highest Pass  
o The lowest Pass and the highest Unsuccessful  

• All educator/assessors must be included  

• The remaining number of assessment learner evidence will be randomly chosen, across all the grade bands, until the sample quota outlined in the above table is reached.  
  

Where there are less than 12 learner evidence being presented by a single centre, all must be internally and externally verified.   
 
Once the above criteria has been met the remaining learner folders will be randomly chosen across all the modules and grade bands, until the minimum sample size is reached. 
 

 

Internal Verification: The internal verifier must identify each learner sampled during IV on the relevant documentation e.g. Summary Marking Sheet and (QBS) Authentication 
Report/F12 Report 
 

 


