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Our Internal Moderation/Internal Quality Assurance Policy

Introduction
This policy sets out our internal moderation/quality assurance and internal standardisation procedure.
Strong internal moderation/quality assurance benefits The Grove School by: increased staff understanding of qualification and unit requirements; improvement in assessment methodology; supports continued, professional development across the staff team delivering and assessing the qualification programmes.

Access
Candidates and their parents and carers are made aware of the existence of this policy and have open access to it. It can be found in the policy file, situated in the front office and on The Grove School website.
All teaching staff are made aware of the contents and purpose of this policy.
This policy is reviewed annually and may be revised in response to feedback from candidates, teaching staff, parents and carers, governors and external organisations.

Definitions
Internal quality assurance – the procedure, embedded in our practice, which ensures that our assessments have been carried out effectively to maintain standards, ensure consistent marking, provide feedback to assessors and candidates and ensure access to fair assessment for all.
Internal Standardisation – the procedure, embedded in our practice, which ensures that our assessment practice is consistent in its design of assessment activities, the way assessment judgements are made, the way feedback is given to candidates and assessors.

General Internal Moderation/Quality Assurance Principles
· All lead staff involved with the delivery, assessment and moderation/quality assurance of ASDAN programmes of study and qualifications will participate in the relevant ASDAN training and will also have access to support via our school co-ordinator and ASDAN online and telephone support services.
· Students that are following ASDAN routes in their individual curriculums will have an initial teacher assessment to decide the appropriate level to begin working at. This tends to be Entry 1 or Entry 2 at The Grove School. Our continuous assessment and internal moderation/quality assurance approach can sometimes show such a good level of progress and achievement that a student will move from Entry 1 up to Entry 2. Staff are aware that when students move between levels they are moderated at the level with the most completed units.

· Students must be registered on to the chosen qualification programme at the appropriate level on the ASDAN online portal at the beginning of the academic year and relevant learner handbooks purchased.
· External moderations/quality assurance dates must be booked at the beginning of the academic year on the ASDAN online portal. Penalty charges are incurred if booked after October cut off point.
· It is essential that assessment decisions are in line with the qualification standards including the fulfilment of the required number of guided learning hours. The internal and external moderation/quality assurance and internal standardisation process is in place to ensure that all assessments are applied consistently ensuring access to fair assessment for all candidates and that the final judgement is accurate, reliable and recorded.
· Reasonable adjustments and special considerations may be requested for candidates following the ASDAN policy and procedure guidelines. Applications must be made in writing to: compliance@asdan.org.uk. Applications must be made as early as possible and no later than ten days prior to external moderation/quality assurance. Relevant records for the whole process must be kept in accordance with ASDAN policy and procedure guidance.
· Assessment opportunities must be identified, planned and recorded for every unit of the qualification. Within The Grove School these are usually planned and linked with the termly Individual Education Plan (IEP) targets. Assessment plans and resources will be reviewed and agreed at termly standardisation meetings.
· Pre-delivery checks must be carried out to review assessment opportunities and delivery materials within assessment plans.
· Within The Grove School, formative internal moderation/quality assurance will be carried out on each completed and assessed unit of work of every candidate with feedback being given to the assessors and candidates. Records must be kept and there should be evidence of feedback being actioned where necessary.
· All lead staff will ensure our Candidate Progress Tracking grids are kept up to date and stored in the front of each candidate’s ASDAN file.
· All lead staff will ensure that up to date information is recorded in our Assessment and Moderation Records grid.
· Interim internal moderation/quality assurance must be carried out if we deliver a new unit or use a new assessor. Records must be kept and feedback provided the assessors and candidates.
· Summative internal moderation/quality assurance must be carried out and records kept prior to candidates being entered for external moderation/quality assurance. Only those candidates who have fully met the standards can be entered for external moderation/quality assurance to ensure access to fair assessment for all candidates. Entering those who have not met the standards will jeopardise the success of those who have met the standards. If teaching staff are found to be entering candidates for moderation/quality assurance who have not met the standards, disciplinary procedures may be implemented. 
· Lead staff must ensure that all mandatory records have been completed relevant to each qualification prior to internal and/or external moderation/quality assurance. For example, Short Courses requirements include: record of progress; tutor record; skills sheets; summary of achievement; personal statement; internal moderation checklist. 
· It is the responsibility of all staff to participate in the moderation/quality assurance process by keeping the necessary records, attending relevant standardisation meetings and submitting marked candidate work as requested.
· All assessment evidence, which has been internally moderated/quality assured, must be kept onsite until after the external moderation/quality assurance. The work remains the property of the candidate and can be returned to the candidate according to the requirements of the relevant awarding body.
· External moderation/quality assurance reports must be reviewed, discussed and resulting actions planned at standardisation meetings with lead staff. The report, meeting minutes and actions planned must be shared with all relevant staff.
· Following successful internal or external moderation/quality assurance of candidates work, results and feedback will be given to candidates from moderator/quality assurer comments or from the external moderation/quality assurance feedback report.
· Following the internal or external moderation/quality assurance process is complete certificates of achievement must be ordered/printed in time for our end of year celebration events. 

Internal Moderation/Quality Assurance Procedure
· Identify candidates and numbers of candidates.
· Choose appropriate qualifications and programmes suitable to the individual student’s needs, abilities, interests and learning pathway within their individual education plans (IEP’s). The student will be involved in this process where appropriate.
· Identify appropriate qualification levels that candidates will work on using teacher knowledge gained from assessment and observation.  
· Register candidates (CANa).
· Book external moderation/quality assurance dates via ASDAN online portal.
· Allocate two internal moderators/quality assurers to an assessor to ensure fair and consistent assessment and moderation/quality assurance across the qualification or programme. This also supports work life balance of staff.
· Plan which unit will be delivered and select appropriate assessment methods, where appropriate to qualification/programme.
· Assessors to write assessment plans for units to be delivered, where appropriate to qualification/programme.
· Review and agree assessment plans and delivery materials at standardisation meetings, where appropriate to qualification/programme.
· Pre-delivery checks carried out prior to delivery to ensure access to fair assessment for all candidates. Feedback given to assessors.
· Interim internal moderation/quality assurance takes place if we deliver a new unit or use a new assessor. Feedback given to candidate and assessor.
· Formative internal moderation/quality assurance carried out upon completion of each unit assessment for every candidate using the ASDAN internal moderation/quality assurance checklist. Feedback provided to the candidate and assessor and any actions raised are recorded, addressed and checked.
· Completed internal moderation/quality assurance checklist is attached to the front of the unit ready for external moderation/quality assurance.
· Discuss any issues or action points arising from internal moderation/quality assurance at regular standardisation meetings. Minutes recorded and stored electronically and printed copies stored in the ASDAN co-ordinators file ready for external moderation/quality assurance.
· Summative internal moderation/quality assurance conducted for all qualifications.
· Co-ordinator establishes candidates and units to be put forward for external moderation/quality assurance, where required, and uploads details into ASDAN online portal.
· Sample request email received for relevant external postal moderation/quality assurance.
· Sample candidate units and all mandatory documents prepared for external moderation/quality assurance.
· Post full sample for external moderation/quality assurance using recorded delivery to the named external moderator/quality assurer at their identified address at least seven days prior to the external moderation/quality assurance date.
· Email the external moderator/quality assurer to communicate that the sample has been posted by recorded delivery and identify the delivery date.
· External moderation/quality assurance takes place.
· Check online portal and emails for results. Share with candidate and assessor.
· Download and share the external moderation/quality assurance feedback report to all relevant staff.
· Review and discuss feedback from external moderation/quality assurance at standardisation meeting and plan put in place to address any issues arising.

Penny Derries                                      George Murray
Headteacher                                       Chair of Governors
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