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1. Statement of Intent 
Harley Academy is committed to ensuring that whenever its examiners mark candidates, controlled 
assessments or portfolios this is done fairly, consistently and in accordance with the Harley 
Academy specification and module-specific associated documents.  

Harley Academy is committed to ensuring that work produced by candidates is authenticated, and 
where a number of examiners are involved in marking, internal moderation and standardisation will 
ensure consistency of marking.  

To this end, Harley Academy’s internal verification and sampling procedure includes regular 
reviews of the quality of assessor decisions at both interim and summative stages. Delegate 
portfolios may be reviewed by Internal Verifiers (IVs) before modules are completed, and certainly 
before all modules are completed (i.e. leaving sufficient time to rectify any issues) . Comments from 
assessors will be checked, reviewed, and fed back to the assessor. Internal verifiers will be able to 
evaluate the quality of guidance on assessment and identify problems at an early stage. A primary 
role of our internal verification is to observe assessor performance. 

2. Responsibilities 
2.1 The Educational Director 
Overall responsibility for managing internal verification processes within Harley Academy lies with 
the Harley Academy Head of Education (education@harleyacademy.com).  

2.2. Internal Verifiers (IVs) 
The role of the Internal Verifier is to ensure that: 

▪ Assessment is appropriate, consistent, fair and transparent and does not 
unintentionally discriminate against any delegate; 

▪ Assessors receive ongoing advice and support, for example in designing assessment 
activities; 

▪ Delegates clearly understand assessment requirements and are given opportunities to 
achieve against the assessment criteria; 

▪ Delegates’ work is presented in a manner that enables effective verification to take 
place; 

▪ Evidence of delegate achievement is clearly mapped to the assessment criteria; 



▪ Recommendations for the Award of Credit are valid, reliable and consistent. 

Accordingly, Harley Academy Internal Verifiers are responsible for ensuring that they consider the 
following factors: ethnic origin, age, gender, and particular assessment requirements.  

IVs must also be certain to adjust the quantity of assessor decisions that they sample according to 
the experience of the assessor (i.e. 1-2 units for experienced assessors; 3-4 for less experienced 
assessors for at least their first 6-12 months).  
 

3. Procedures 
3.1. Sampling plan 
Harley Academy’s internal verification process includes completing a sampling plan at the 
beginning of an assessment season and must record, on the plan, any variations made to it. An 
audit trail will be available, clearly demonstrating that internal verifiers have checked evidence 
from different units and levels. 

The internal verifier must sample the full range of assessment methods used for any one 
qualification. This includes practical observation, coursework, and written and practical 
assessment. The internal verifier must also sample the full range of the assessment process from 
planning, review, feedback and documentation and must include at least one assessor observation 
each year. 
 
3.2. Meetings 
The IV shall conduct at least three meetings per year and within each meeting aim to cover the 
following points:  

▪ Current procedures  
▪ Sampling strategy  
▪ Assessment/Observation Materials  
▪ Standardisation assessment  
▪ Observation of assessors 
▪ Mark comparisons between assessors   

The IV ascertains that the appropriate procedures to ensure valid, consistent and reliable 
assessment are being used and monitored, and also that these cover both knowledge and 
performance requirements.  Standardisation arrangements ensure the consistency and accuracy 
between assessors over time and across candidates. 

3.3. Standardisation 
Standardisation is an activity between the assessors and the IV to ensure that all the assessors are 
working to the same quality standards. Standardisation activities can cover any part of the 
assessment process from: 

▪ Completion of assessment feedback forms  
▪ How to follow the assessment marking scheme  
▪ Comparing different assessors practice on the same unit  

There should be at least one standardisation process every 3-6 months. If necessary, more will 
be held if assessors are new and inexperienced, to ensure that they are working to the same 
standards. These events may occur as a separate meeting, or IV and assessor activity, or be part 
of the team meetings. However, there should be some documentary evidence that 
standardisation has occurred.  

4. Review 
4.1 Records of all internal verification procedures, their observations and any concerns are 

archived by Harley Academy for a period of at least five years and are subject to annual 
monitoring and review.  
 



4.2 Lessons learnt from IV decisions will be immediately notified to other assessors and verifiers of 
Harley Academy to prevent similar errors from occurring. 
 

4.3 As appropriate, staff will receive a full briefing on the issues raised by IVs, and receive any 
additional training required to ensure their marking procedures fully calibrated.  
 

4.4 The Internal Verification is reviewed as part of Harley Academy’s self-evaluation arrangements. 
It is revised as and when necessary in response to learner feedback or requests from, or good 
practice guidance issued by, the regulatory authorities, for example, to align with any IV 
process established by the regulatory authorities, such as Ofqual. 
 

 


