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Level 3 & 4 Awards & Certificates in Assessment and
Quality Assurance (6317)

« Unit 301: Understanding the principles and practices of assessment
e Unit 302: Assess occupational competence in the work environment
e Unit 303: Assess vocational skills, knowledge and understanding

e Unit 401: Understanding the principles and practices of internally
assuring the quality of assessment

e Unit 402: Internally assure the quality of assessment

e Unit 403: Plan, allocate and monitor work in own area of
responsibilityand greywater re-use systems
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The content for this qualification has a particular focus on
bringing clarity to assessors and candidates, and is brimming
with useful sample schemes of work, handouts, templates,
assignments, revision tools and much more...
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Unit support materials

Support for the units includes:

e« Sample scheme of work (for each unit and
holistically for the assessor units 301/302/303
and the IQA units 401/402)

e Individual learning plan

» Evidence reference record (with example
evidence mapped to the assessment criteria)

e Activities
e Revision activities
e Handouts

* Assignment and professional discussion or
. observation checklist and professional
5 discussion designed to meet the assessment
criteria

 Assessment guidance
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IInit 401 Handout 9

IUnit 401:Understanding the principles and practices of

internally assuring the quality of assessment
Handout 9: Principles and practices of internal quality assurance

Internal quality assurance (IQA) should ensure the quality
of learning, reliability of assessment decisions, be fair to all
learners and uphold the credibility of the qualification and
organisation. Quality assurance is therefore a system of
maintaining and improving standards and should be
included fram the planning stage through to completion of
the programme. Evaluation should take place through all
aspects of assessment and quality assurance to identify
actions which can impraove the programme faor the future,

Systems should be in place such as |GA policy, procedure

and strategy, along with supporting documentation and

records to allow a thorough audit trail. There might also be codes of practice to follow eg
from external awarding organisations.

All factors relating to quality assurance should be taken into account. These include

ensuring that:

« guality assurance systems are fit for purpose and dao actually manitor the quality of
the learner journey

« guality assurance sampling is planned for and carried out throughout the learmer
journey and not just at the end of assessment
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Unit 402: Internally assure the quality of assessment
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Example: Assignment

[BrnarStreen | |
lLevel 3 & 4 Awards & Cerificates In Assessment and Quality Assurance (6317) LInit 401 Assignment

Unit 401:Understanding the principles and practices of internally

assuring the quality of assessment
Assignment

Candidate Date completed
QA

[ TAGA Learning 123458
asSESSOr outcomes

Answer the following 10 questions, making reference in your responses to your actual or
anticipated:

assessors

organisation

specialist subject (i.e. the subject that you would 1QA)
internal quality assurance practice

You may be able to give verbal responses rather than written responses if this is agreed in
advance with your assessor. If so, they will need to document and/or record your responses.,

The assessment criteria (AC) for unit 401 which are not covered by this assignment can be met

by a professional discussion with your assessor, written staterments or responses to oral
guestions.

here is no word count for vour responses: however, vou micht like to refe
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Unit 303: Assess vocational skills, knowledge and understanding

Evidence reference record

Candidate
ASSESSOT

Assessor

understanding

Unit 303; Assessing vocational skills, knowledge and

Learning
outcomes

Evidence

Ref no

Location®

Assessment criteria met

Learner 1 - assessment 1 {wark products
eq assessment plan, resources, decision,
feedback]

Learner 1 - assessment 2 (work products
eq assessment plan, resources, decision,
feedback]

Learner? - assessment 1 [work products
eq assessment plan, resources, decision,
feedback)

Learner 2 - assessment 2 [work products
eq assessment plan, resources, decision,
feedback)

TALA observation checklists
Learners 1 & 2 14 assessments in total)

21,22,
24, 25

3.1

4.1, 472

Professional discussion

23,24,
2.5

31,32,
3.3

42, 4.3,
4.4

Cluestioning record

Wytitten staterment

Oral statement

Witness testimony
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Criteria

Assess,

Actions
Did the candidate:

Za O h‘,

Example: Observation checklist

YES
NO
NIA

What the candidate did that
confirmed competence

1.1

Explain the context in which the QA
work was to be undertaken by
hisiherzelf and his/her team members?

1.2

|dentify staff competence and the
resources required for the 1G4
activities?

1.3

Examine the priorities of the
organisation and the 1G4 activities,
along with the success criteria needed
to achieve them, and convey this to the
team?

FProduce an effective wark plan far
hisfher area of responsihility which all
the team agree with*

|dentify team members' responsibilities
to carry out the identified activities, and
allocate these fairly?

Agree SMART objectives with team
members to achieve the activities?

l[dentify and discuss ways to maonitar the
progress and quality of team members’
activities?

Frovide constructive feedback to team
members regarding progress towards
the agreed activities?

;ﬁ\‘l’f
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Additional support for the overall quallflcatlon

e Recommended book and website
lists

e Glossary and FAQs

e Guidance for delivering and
assessing the units

e Guidance for session planning

« Guidance for using different
assessment methods

 Allocation of staff to assessor
candidate

e Allocation of staff to IQA
candidate

Mapping tables for the units

Level descriptors

Best practice checklist

Generic skill scan

Assessor level 3 certificate skill scan

IQA level 4 award skill scan

Assessment tracking sheet

Summary of achievements assessor units
Summary of achievements IQA units
Assessment plan/decision/feedback record
Professional discussion

Questioning record

Plus much more...!
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For more information please email:

smartscreen@cityandguilds.com
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