INTERNAL VERIFICATION OF ASSESSMENT CONDUCT & RESULTS REPORT
(Checklist and Comment Form)
This form must be completed by the Internal Verifier / IQA in consultation with the assessor. 

For Review of practical / process / live tests, the review must take place at the time of the assessment.  
	SECTION 1 – GENERAL INFORMATION

	

	Date of assessment
 
	
	Time of assessment

	

	Assessment location 

Address
	
	Is this the same address as:  

	
	
	Training Location

 
	Yes
	

	
	
	
	No
	

	Unit title

	
	 Unit code
	Unit 213


	Assessment Title(s)

(if different to module title)

	Practical Observation
	Assessment Code(s)
(if different to module code)
	Unit 213

	Assessor Name
	

	Number of Learners are being assessed during this assessment 


	

	Date of the assessment event being reviewed
	

	Learners work Internally Verified in this assessment (as per IV Plan)


	Learner no. 3 – 
Learner no. 5 – 
Learner no. 8 – 
Learner no. 1 – 



	SECTION 2

	Q.1
	Assessment Documentation
	 Comment


	1.a)
	Were all necessary materials, equipment and resources to conduct the assessment at the location?
	Yes


	No


	N/A


	

	1.b)
	Were all assessment evidence, materials, scripts, marked/scored sheets and records relating to assessment results available for audit purposes?


	Yes


	No


	

	1.c)
	Were all assessment evidence/materials marked/ scored?


	Yes


	No


	N/A


	

	1.d)
	Were marks and scores added/computed correctly? 
	Yes


	No


	

	1.e)
	Were assessment sheets signed by the assessor?


	Yes


	No


	

	1.f)
	Is there a completed and signed assessor report on file?


	Yes


	No


	


	SECTION 3

	Q.2
	Marking and scoring of assessment evidence /materials 
	 Comment

	2.a)
	Were all the marks/scores awarded in line with the assessment criteria?


	Yes


	No


	N/A


	

	2.b)
	Was there a range of results for this class/group of learners?
	Yes


	No


	

	2.c)


	Overall, did you agree with the assessor’s decisions?
	Yes


	No


	


	SECTION 4

	Conduct of assessment 
	Yes/No
	Comment

	Q1. Is the location suitable for the assessment?
	
	
	

	Q2. Are all necessary equipment/materials available?
	
	
	

	Q3. Did all learners sign the exam record?
	
	
	

	Q4. Is there a do not disturb sign on view?
	
	
	

	Q5. Is there a clock on view?
	
	
	

	Q6. Were learner instructions read aloud?
	
	
	

	Q7. Were all learners given clear instructions regarding their conduct during the assessment?
	
	
	

	Q8. Were all learners given the start and finishing time?
	
	
	

	Q9. Did any learner have learner support?
	
	
	

	Q10. Were there any Health and Safety concerns?
	
	
	

	Q11. Were learners instructed to cease work when the assessment time concluded?
	
	
	

	Q12. Was there any breach or suspected breach of assessment regulations?
	
	
	

	Q13. Were all learner assessments collected at the end of assessment?
	
	
	

	Q14. Were the assessments securely stored?
	
	
	

	Q15. Were there any anomalies identified assessment papers?
	
	
	

	Q16. Were learners supervised at all times?
	
	
	

	
	
	
	


	SECTION 5

	Agreement of Internal verification/ moderation in assessment:

	Feedback to assessor and recommendations to this/these assessments event(s):

	

	Are there any corrective / preventative action arising? Yes No 
Please comment:



	Internal Verifier Name: 

	

	Internal Verifier signature:


	Date:

	Assessor signature:


	Date:
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