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Christ is at the centre of our Church of England school community where we live, love and learn                  

together within an inclusive and equalities framework, and where students of all faiths and none are                

welcomed into our Anglican Christian community. In all that we do, we seek to show God’s care for                  

our students. We value, respect and celebrate all faiths and cultures because we are inspired by a                 

welcoming, inclusive and loving God. seen in Jesus Christ and lived out through the Holy Spirit alive                 

in every person. 

 

Our vision is to create a safe, caring, happy and inclusive community underpinned by our Christian                

values of service, compassion, justice and perseverance and our motto CARITATE ET DISCIPLINA -              

WITH LOVE AND LEARNING which come from the story of St Martin of Tours. Central to this is our                   

school Bible verse from St Paul’s first letter to the Corinthians. 

 

Love is patient, love is kind. It does not envy, it does not boast, it is not proud. It does not dishonour                      

others, it is not self-seeking, it is not easily angered, it keeps no record of wrongs. Love does not                   

delight in evil but rejoices with the truth. It always protects, always trusts, always hopes, always                

perseveres.  Love never fails.                                             1 Corinthians 13:4-8 

 

 

BTEC & NCFE Assessment & Internal Verification 

 

Assessment 

 

Aim: 

● To ensure that assessment methodology is valid, reliable and does not disadvantage or 

advantage any group of learners or individuals 

● To ensure that the assessment procedure is open, fair and free from bias and to national 

standards 

● To ensure that there is accurate and detailed recording of assessment decisions. 

 

Persons involved: Examinations Officer (EO), Quality Nominee (QN), Lead Internal Verifier 

(LIV)/Internal Quality Assurer (IQA), Subject Leader (SL), Head of Centre (HoC) 

 

The Centre will: 

● Ensure that learners are provided with assignments that are fit for purpose, to enable them 

to produce appropriate evidence for assessment (QN, LIV/IQA, SL) 

● Produce a clear and accurate assessment plan at the start of the programme/academic year 

(SL) 

● Provide clear, published dates for handout of assignments and deadlines for Assessment (SL) 

● All assignment briefs are internally verified prior to release to students by a member of staff 

who has completed the standardisation process effectively (LIV/IQA) 

● All BTEC staff in each subject area completes the necessary standardisation process so that 

all those involved within the internal verification process can do so confidently and 

accurately (LIV/IQA) 

BTEC Assessment and Verification Policy approved by the Senior Leadership Team November 2019 
1 



● Assess learner’s evidence using only the published assessment and grading criteria (SL) 

● Ensure that assessment decisions are impartial, valid and reliable (QN, LIV/IQA, SL) 

● Not limit or ‘cap’ learner achievement if work is submitted late (SL) 

● Develop assessment procedures that will minimise the opportunity for Malpractice (SL) 

● Maintain accurate and detailed records of assessment decisions (SL) 

● Maintain a robust and rigorous internal verification procedure (QN, LIV/IQA, SL) 

● All records are kept for 3 years after the completion date (QN, LIV/IQA, SL) 

● Provide samples for standards verification/external examination as required by the awarding 

organisation (EO, QN, LIV/IQA) 

● Monitor standards verification/external examination reports and undertake any remedial 

action required (QN, LIV/IQA, SL) 

● Share good assessment practice between all BTEC programme teams (QN) 

● Ensure that BTEC assessment methodology and the role of the assessor are understood by 

all BTEC staff (QN) 

● Provide resources to ensure that assessment can be performed accurately and 

appropriately. Inexperienced staff will be provided with quality CPD (internal or external) to 

ensure that the standard of assessment is at the expected level. (QN, SL) 

● Subject teams and LIVs will review each assignment brief once it has been completed by the 

learners (LIV/IQA, SL) 

● Programme Leaders will decide when learners are prepared to undertake the assessment as 

per the assessment plan and ensure that; 

○ Before starting an assessment, the teacher will ensure that each learner understands 

the; 

■ Assessment requirements 

■ Nature of the evidence they need to produce 

■ Importance of time management and meeting deadlines 

○ Once learners are working on assignments which will be submitted for assessment, 

they work independently to produce and prepare evidence 

○ Once the learner begins work for the assessment, the teacher will not: 

■ Provide specific assessment feedback on the evidence produced by the 

learner before it is submitted for assessment 

■ Confirm achievement of specific assessment criteria until the assessment 

stage 

■ Only one submission will be allowed for each assignment. The assessor will 

formally record the assessment results and confirm the achievement of 

specific assessment criteria 

○ Each learner must submit: 

■ An assignment for assessment which consists of evidence towards the 

targeted assessment criteria 

■ A signed-and-dated declaration of authenticity with each assignment which 

confirms they have produced the evidence themselves 

○ The assessor will: 

■ Complete a confirmation that the evidence they have assessed is authentic 

and is the learner’s own work 

○ The assessor will not provide feedback or guidance on how to improve the work 

submitted in order achieve higher grades 
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○ It may be appropriate for the Lead Internal Verifier or Internal Verifier to authorise 

one opportunity for a learner to re-submit evidence to meet assessment criteria 

targeted by an assignment 

■ The Lead Internal Verifier will only authorise a resubmission if all the 

following conditions are met; 

● The learner has met the initial deadline set in the assignment, or has 

met an agreed deadline extension 

● The teacher judges that the learner is able to provide improved 

evidence/work without further guidance 

● The assessor has authenticated the evidence submitted for 

assessment and the evidence is accompanied by a signed and-dated 

declaration of authenticity by the learner 

■ If a learner has not met the conditions listed above, the Lead Internal 

Verifier will not authorise a resubmission  

● If the Lead Internal Verifier does authorise a resubmission, it must 

be recorded on the assessment form 

■ If a learner has met the conditions listed above and a resubmission is 

authorised then the learner will be 

● Given a deadline for resubmission within 10 working days of the 

learner receiving the results of the assessment 

○ The 10 working days must be within term time, in the same 

academic year as the original submission 

● Complete the necessary work without further guidance  

BTEC programme leaders will meet to share good practice and ensure standards are met in 

accordance with the Centre’s Meeting Cycle available in the Staff Handbook. Each learner will be 

provided with a bespoke course handbook for each programme at the start of the course. This will 

detail the expectations of the learner, along with the assessment plan and other useful information. 

 

Key Dates for 2018-2019: 

Thursday 4th July: Deadline to submit learner achievement via Edexcel Online 

Wednesday 17th July: Deadline to upload onscreen tests in order to get results on Level 1/2 

results day 

Thursday 15th August: Level 3 results day 

Thursday 22nd August: Level 1/2 results day 

 

Internal Verification 

 

The role of internal verification is a quality assurance procedure to entail that assignment briefs are 

‘fit for purpose’ and allow the learner the opportunity to meet unit grading criteria, and furthermore 

to ensure that assessor decisions are rigorous and fair. 

 

Aim: 

● To ensure there is an accredited Lead Internal Verifier in each principle subject area 

● To ensure that Internal Verification is valid, reliable and covers all Assessors and programme 

activity 

● To ensure that the Internal Verification procedure is open, fair and free from bias 

● To ensure that there is accurate and detailed recording of Internal Verification decisions 
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Teachers and assessors of BTEC & NCFE courses are required to note the following points which refer 

to the internal verification of: 

● Assignment briefs 

● Assessor decisions 

 

The Centre will appoint a LIV where required by the qualification for each subject area. The person 

will be registered with Pearson and have undergone the necessary standardisation processes; such 

as OSCA accreditation before starting the role. Wherever possible, the person will be an experienced 

teacher with prior programme experience. 

 

The role of the Internal Verifier and Quality Nominee is to: 

● Ensure all assessors are briefed and trained on BTEC/NCFE assessment procedures and 

processes 

● To agree an annual verification schedule with all assessors on a programme 

● Carry out internal verification activity to the agreed schedule 

● Ensure any recommendations are actioned 

● Ensure that at least 20% of completed learner work is internally verified 

● Organise standardisation within their teams to set benchmarks of consistency by using the 

standardised internal verification documentation provided 

● Keep suitable records and store in a secure place. Staff are recommended to use Google 

Drive for electronic data and locked filing cabinets for paper records. 

● Direct any comments where appropriate to the original assessor 

● Sign and date all paperwork and especially when signing off completed actions 

 

Internal verification may take place as a shared activity within programme teams and is promoted as 

a developmental process between staff to ensure continued success for the learners. The outcomes 

of Internal Verification should enhance future assessment practice. 

 

 

 

Internal Verification Schedule 

All teaching teams must produce an Assessment Plan at the beginning of the academic year which 

takes into account the following in a timely way: 

● The internal verification of assignment briefs before they are issued to the learner 

● The internal verification of assessment decisions 

● To ensure every assessor on the programme is sampled over time 

● That generic documentation issued across the programme area in all IV procedures with 

clear dates and signatures included 

● IV documentation should be kept securely to evidence an audit trail 

 

In the event of absence 

In the event of Lead Internal Verifier absence, the Deputy Lead Internal Verifier will take over from 

the LIV as needed. 

 

Succession 

Subject area has a deputy verifier who is suitably trained to deputise for the Internal Verifier should 

they leave or be absent. 
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Assignment briefs 

● Must be internally verified as ‘fit for purpose’ before being issued to learners, even if you are 

using Pearson’s Authorised Assignment Briefs 

● Tasks and evidence criteria should allow the learner to address the target criteria 

● Tasks should allow for differentiation 

● The level and language of the brief should be appropriate for the level 

● Tasks should be set in a vocationally relevant context 

● If any recommendations are made for the improvement of briefs, a follow up check must be 

made by the IV to ensure these have been carried out before the assignment is issued to 

learners 

● Records must be kept of the whole process with clear dates and signatures of both the 

assessor and IV. If actions were identified these must be signed off by the IV and assessor 

 

Internal Verification: 

● Feedback on assessment decisions are made to the original assessor and not the learner. 

● Learner work should be marked within two weeks of submission 

● Internal verification of assessed work should take place no later than one week after the 

initial assessment allowing the identification of any problems at an early stage and in order 

to provide support to assessor 

● Clear feedback should be given to the assessor and if recommendations are made, or if 

decisions are not agreed then clear actions must be provided by the IV and when 

adjustments made dates and signatures must be obtained. Records must be kept of the 

whole process. 

 

Standardisation 

● Must take place within all Principal Subject areas to set benchmarks of consistency, and 

must take place before any marking takes place. Standardisation Materials are located on 

Edexcel Online for BTEC subjects and you must tick this process off after it has been 

completed. Standardisation is mandatory and extremely supportive where: 

○ There is more than one assessor 

○ More than one team/site 

○ Where there are new assessors 

○ Where there are new standards 

○ For issues following external verification 

○ As a form of blind marking to ensure correct application of assessment criteria 

within a team 

● It is the role of the centre quality nominee to follow up any issues related to assessment 

decisions following external verification, and to ensure this is disseminated out to 

programme teams. 

 

There are specific rules guiding the internal assessment of both NQF and QCF programmes which 

take effect as from September 2014. These rules fall into three sub categories as follows: 

● Giving effective and constructive feedback to support learning and progression 

● Preparing learners to undertake internal assessment 

● Submission of evidence and post assessment support (including assessment, feedback, 

resubmissions and re-takes): 

a. Taking an assessment 

Once a learner is ready to take an assessment they must work independently 

BTEC Assessment and Verification Policy approved by the Senior Leadership Team November 2019 
5 



What feedback can be given at this stage? 

✓ Give feedback and support around knowledge, understanding and skills 

✓ Supervise learners if they are undertaking any assignment work in class 

Before the learner submits their evidence for assessment/submission, your feedback 

must stop short of: 

x Providing specific feedback on the quality of this evidence 

x Confirming achievement of specific assessment criteria or grades 

b. Submission of evidence and assessment 

Each learner is allowed one submission of their evidence for each assessment - see 

also resubmission 

What feedback can be given at this stage? 

✓ Formally record the assessment result and confirm achievement against 

specific assessment criteria (each criterion is assessed once only) 

✓ Confirm the evidence submitted is authentically the learner’s own work 

(they need to sign and date a declaration to this effect when they submit) 

✓ Confirm the assessment criteria the learner has and has not achieved 

(explaining the reasons for the assessor’s decision) 

Your feedback must stop short of: 

x Providing feedback or guidance on how to improve the evidence to achieve 

higher grades eg, you cannot provide a list of specific actions the learner 

needs to take to achieve a higher grade if they are allowed an opportunity to 

resubmit. 

c. Resubmission of evidence 

The Leader Internal Verifier may authorise one opportunity to resubmit evidence for 

each assignment. 

When can the Leader Internal Verifier authorise a resubmission? 

✓ If the learner has met all the initial deadlines or agreed extensions 

✓ The teacher judges the learner will be able to provide improved evidence 

without further specific guidance 

✓ The assessor has confirmed the evidence originally submitted was 

authentically the learner’s own work 

How does a resubmission work? 

✓ Record evidence of the Lead Internal Verifier decision on the assessment 

form 

✓ Set a resubmission deadline within 10 working days of the learner receiving 

the original assessment decision (within the same academic year, within 

term time) 

x Stop short of giving the learner any specific guidance or coaching on how to 

improve their grade 

x Your standards Verifier will need to see evidence of the resubmission 

decision and that the re-submitted evidence is authentically the learner’s 

own work. 

d. Retakes 

✓ Retakes are available to learners studying BTEC on the QCF 

x Retakes are not available to learners studying BTEC on the NQF 

When can the Lead Internal Verifier authorise a retake? 

✓ If the learner has met all the conditions for resubmission of evidence 

How does a retake work? 
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✓ Set a new task or assignment targeted only at the pass criteria not achieved 

in the original assessment. The assessor cannot award a merit or distinction 

grade for a retake. 

✓ Same procedures for submission and authentication of evidence. 

✓ Standards Verifiers will need to see evidence of retakes in sampling 

✓ No further submissions or retakes are allowed. 
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