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Policy

“Quality Monitoring”
1.
Introduction

This policy outlines the procedure for monitoring and assuring quality in the delivery, teaching and assessment of qualifications. 

This policy identifies a number of stages and opportunities for the Quality Assurance Co-ordinator (Kate Mercer) to review quality.

Stage 1
Delivery of qualification
Taught elements within the qualification will be only be delivered by experienced and highly skilled individuals who have completed induction briefings explaining the qualification requirements. 

At the heart of advocacy is the need for people to take listen to and take seriously the views and wishes of individuals.  The delivery of the qualification will reinforce this basic tenet of advocacy by involving service users in the taught elements.  Service users will receive training to allow them to participate in one of the following options:

· people with experience of receiving health or social services will talk/present  to the candidates about their experiences

· people with experience of receiving advocacy support will talk/present to the candidates about their experiences

· service users will deliver identified teaching sessions with support from tutors
Service users who develop significant training experience are encouraged to also undertake the tutor role or assessor if they meet occupational requirements outlined within the City and Guilds handbook.

Assessors, internal verifiers and external verifiers will have opportunity to visit the taught sessions.
The quality of the teaching will be evaluated by candidates through a written evaluation form which is sent to the Quality Assurance Co-ordinator.

The effectiveness of the course will be evaluated by tutors through a written evaluation form which is sent to the Quality Assurance Co-ordinator.

Stage 2
Analysis of evaluation forms
A standard evaluation form will be used on each taught course.
Each candidate will be encouraged to provide written anonymous feedback on the quality and effectiveness of teaching.

Evaluation forms will be sent to the Quality Assurance Co-ordinator who will analyse the data and monitor trends and concerns.  All strengths and weaknesses will be fed back to tutors and assessors and made available to both the internal and external verifier.
Evaluation forms will be kept on file for 12 months from the date of the training.

Stage 3
Assessor standardisation meetings
The assessor is responsible for ensuring the quality of individual portfolios.  To ensure the same level of quality is present throughout the assessor team, standardisation meetings will be held up to 4 times per year.
The Quality Assurance Co-ordinator will arrange the meetings which will be attended by Internal Verifier’s as well as Assessors.

Assessors will have opportunity to raise concerns and provide feedback on areas for improvement.

Assessors will also have opportunity to quality assure a sample of their colleagues’ work.

Stage 4
Internal verifier moderates portfolios
Internal Verifiers are responsible for:

· ensuring that assessors follow the assessment guidance provided

· advising and supporting assessors to assist them in interpreting and applying the standards/syllabus correctly and consistently

· regularly sampling assessment activities, methods and records to monitor consistency of assessment decisions

· providing assessors with prompt, accurate and constructive feedback on their assessment decisions

· undertaking an active role in raising issues of good practice in assessment

· ensuring that equal opportunities and anti-discriminatory practices are upheld in the assessment process

· liaising with other staff members and the external verifier to implement the requirements of the assessment system

· ensuring that all candidates’ achievement records and centre documentation are completed in accordance with requirements

Internal Verifiers cannot act as assessors for the same candidate.

Internal Verifiers must produce a moderation report which details the following:

Assessment methods:


Have candidates produced work based evidence?


Has simulation been used?


If simulation has been used, have reasons been supplied?


Was the simulation appropriate?

Quality Issues:



Comment on the quality of teaching


Comment on the quality of the portfolios

Service User Involvement:


Have service users been involved?


How have service users been involved?


Have service users received training and supervision?


What has worked well for the service users?


Are there areas of concern?


What can be improved?

Learners:


Have learners received advice on creating portfolios?


Have learners received details of appeals?


How many learners successfully submitted portfolios?

Stage 5

External moderation
The external verifier is responsible for monitoring the centres application of all the requirements attached to centre and qualification approval and for ensuring that candidate assessment is fair and reliable.

The external verifier will have immediate access to:
· candidate portfolios

· evaluation forms

· feedback from candidates and tutors

· any complaint made and its response

· any appeal made and its response

· internal verifier reports

In addition, the External Verifier will be invited to taught elements and team meetings in order to meet and observe the tutors and assessors.
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