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Policy Statement
This policy defines the principles and practices for Internal Quality Assurance (IQA) at Grad2Teach Ltd in support of NCFE Customised Qualifications. It ensures that we, as a company, operate an active strategy for ensuring that assessment is accurate, consistent, and fair, and that the mentors working at our partner schools adhere to a standardised quality framework. 
Purpose
· Meet the requirements placed on us by NCFE
· Ensure fair and reasonable decisions are reached for all of our trainees
· Provide a continuous check on the consistency and quality of the delivery of our L4 programme
· Support assessors by providing ongoing constructive feedback to help ensure robust standardisation throughout our programme delivery
· Support Partnerships Coordinators (PCs) by providing training on the programme content and delivery, so that they can provide the best possible support and guidance to the trainees during their studies as well as facilitate the half-termly tripartite assessments with confidence
· Use standardisation and feedback to continuously improve the learner journey
· Ensure assessors have the right qualifications and ongoing CPD
· Maintain accurate records and clear audit trail
· Maintain external confidence in the quality and integrity in the programme we offer trainees/schools

Scope
This policy applies to 
· All IQAs and Assessors working with NCFE qualifications at Grad2Teach
· All partner schools delivering Grad2Teach programmes

Aims and Principles
Grad2Teach aims to:
· Maintain consistency and validity of assessment decisions
· Ensure assessors have the right qualifications and ongoing CPD
· Identify, monitor, and mitigate risks that could compromise assessment integrity
· Use standardisation and feedback to continuously improve the learner journey

Responsibilities 
The centre management includes the Teaching and Learning Team (comprising the Teaching and Learning Lead, Course Manager, Programme Delivery Facilitator, and Marking and Assessment Support Officer) and the Grad2Teach Partnerships team, who find the trainees’ professional training placements and manage the company’s school partnerships. The teams work together to meet the following responsibilities regarding IQA:
Partnerships Coordinators, including Senior Partnerships Coordinator
· Are familiar with the IQA Policy and the G2T Quality Assurance (QA) Process – Phase One[footnoteRef:1] [1:  Grad2Teach Quality Assurance (QA) Process – Phase One
Purpose
To ensure:
Trainees are progressing effectively.
Mentors are supported.
Training delivery meets expectations.
This process includes:
Pre-QA Preparation
QA Meeting
Post-QA Follow-up
Step 1: Pre-QA Meeting – Mentor Completes Online Form
Purpose: To gather initial data, allowing the QA meeting to focus on support and action planning.
Pre-QA Online Form Structure
Section 1: Basic Information
School Name
Trainee Name & Email
Mentor Name & Email
Section 2: Trainee’s Teaching Experience
Subjects & Year Groups Taught
Teaching Hours Per Week
Observation Frequency: Weekly / Bi-weekly / Monthly / Not at all
If “Not at all,” explain why
Section 3: Mentor-Trainee Engagement
Meeting Frequency: Weekly / Bi-weekly / Ad-hoc
Trainee Engagement: Yes / No
If “No,” explain main challenge
Section 4: Professional Conduct & Training
School Induction Completed? (Yes/No)
Safeguarding & Prevent CPD Completed? (Yes/No)
Understanding of Key Policies? (Behaviour / Assessment / Marking)
Section 5: Progress & Support Needs
Meeting Expectations? (Yes/No)
Concerns About Progress or Confidence? (Yes/No)
If “Yes,” describe support needed
After submission: Mentor is redirected to schedule the QA meeting.
Step 2: QA Meeting – Structured Discussion & Action Planning
Purpose: To assess trainee progress, identify support, and agree on next steps.
QA Meeting Agenda
Review Pre-QA form responses
Discuss: Trainee strengths and areas for development
Identify any further support needs
Agree on Actions & Responsibilities (Trainee, Mentor, Grad2Teach)
Schedule the next QA meeting
The Partnerships Coordinator (PC) completes a QA summary and initiates follow-up.
Step 3: Post-QA Meeting – Follow-Up Email
Purpose: To confirm agreed actions and ensure accountability.
Follow-Up Email Template
Subject: [QA Meeting Summary] – Next Steps for [Trainee Name]
Summary of QA Meeting
Trainee Name: [Trainee Name]
Mentor Name: [Mentor Name]
School: [School Name]
Grad2Teach Representative: [PC Name]
Next QA Meeting Scheduled For: [Date]
Trainee Progress Check
Overall Progress: [Meeting expectations / Some concerns / Not meeting expectations]
Key Strengths: e.g., Strong classroom presence, good subject knowledge
Areas for Development: e.g., Lesson planning, differentiation, behaviour management
Additional Support Needed? [Yes/No – details if applicable]
Agreed Actions & Next Steps
Follow-Up Plan
Next QA Meeting: [Date]
Contact [PC Name] at [PC Email] if concerns arise sooner
Final Confirmation
Please reply by [Deadline] with “Confirmed” or suggest any changes.
Best regards,
 [PC Name]
 Partnerships Coordinator, Grad2Teach
 [PC Email]
 [Phone Number]
] 

· Act as an initial point of contact for the trainee and the school
· Liaise with the trainee’s in-school mentor as and when necessary to ensure that the trainee and the school understand the programme’s structure, expectations and deadlines
· Ensure trainees have access to the relevant Trainee Hub and L4 Award in Teaching Fundmentals Workbook on the LMS and know where and how to access all policies, procedures and guidance related to the programme.
· Undertake Quality Assurance meetings on at least a termly basis to ensure the trainee has what they need for a successful placement, and that issues can be identified, explored and resolved in a timely manner.
· Facilitate one discussion per term or half-term between the trainee and their in-school mentor to ascertain the trainee’s current levels of progress and success.
· Work closely with the Teaching and Learning Team to understand the week-by-week expectations of the programme and its corresponding tasks, deadlines and progress reviews.
· Report any concerns raised by the school regarding the trainee’s behaviour or performance to the Managing Director and the Teaching and Learning Lead and the Course Manager.
· Report any concerns raised by the trainee regarding the suitability of their placement or training experience within their placement school to the Managing Director and the Teaching and Learning Lead.
Teaching and Learning Team
· Monitor weekly completion of tasks and assignments.
· Weekly meeting between T&L Lead and Partnerships to induct, train and keep up-to-date with programme developments and trainee progress (known as the LINK meeting)
· Monthly review of marking and assessment by the Teaching and Learning Lead (IQA)
· Twice-monthly T&L Team meeting to ensure smooth delivery of programme and timely intervention to support trainees if necessary, plus LINK meetings each week with the PCs to discuss and resolve issues perceived to be urgent
· Half-termly Progress Review conducted by the Teaching and Learning Lead and Director of G2T

IQA Roles within Teaching and Learning Team
	Role
	Responsibility

	Internal Quality Assurer (T&L Lead)
	· Create sample plans in line with this policy and the sample guide provided
· Monitor assessors’ judgements to ensure they are impartial, consistent, fair and reliable
· Ensure evidence appears valid, authentic, current, reliable and sufficient
· Ensure all assessments will generate the evidence required to allow trainees to meet the Learning Outcomes and Assessment Criteria
· Ensure all evidence is signed and dated
· Review IQA procedures to ensure they are working effectively to identify any important trends as well as concerns or the developmental needs of assessors 
· Support and advise assessors and create action points to complete within a specified timeframe
· Follow up any action points issued to assessors
· Quality assurance record keeping for audit trail purposes
· Complete appropriate CPD and standardisation activities
· Deliver CPD/standardisation updates to assessors when required
· Monitor how closely Grad2Teach policies and procedures are being adhered to by key stakeholders
· Provide samples for EQA visits/sampling
· Review and respond to EQA reports

	Senior Assessor (Course Manager) 
	· Oversee the quality framework and ensure NCFE compliance

· Support assessor development

· Complete and update records of trainee marks accordingly after moderation to support robust IQA sampling process


	Assessors (Course Manager with Programme Lead)
	· Conduct valid and reliable assessments, provide clear feedback

· Complete and update records of trainee marks accordingly after moderation to support robust IQA sampling process




IQA Procedures
The IQA will hold occupational competence and understanding of the qualifications they will conduct IQA activities for. They will:
· Have completed IQA training with NCFE
· Provide a CV or application form detailing occupational background, at an appropriate level, in the specific qualification discipline
· Undertake ongoing CPD training as necessary to ensure company practice is aligned with current good practice in the sector 

Risk assessment
The IQA will carry out a risk assessment on all new or junior assessors and to identify the necessary contact time and support needed from the Senior Assessor and IQA. The sample guide in Appendix 1 shows what criteria Grad2Teach will measure the assessor/s against to determine the initial risk factor and this will be reviewed on an ongoing basis. The scheduled AP (Assessment Point) meetings are intended to ensure that assessment of tasks is completed and discussed between assessors in a timely and supportive way and allows for a weekly ‘check-in’ to maintain consistency and fairness within Grad2Teach’s marking and monitoring processes.
Risk Management
· A termly IQA risk assessment will be carried out, with mitigation actions recorded
· Any incidents impacting assessment credibility 
· EQA actions will be logged and tracked through quality improvement plans
Strategy and Sampling
· A documented IQA plan will be maintained and reviewed each term
· Sampling must include all assessors, assessment methods, and units over time
· High-risk areas (new assessors, borderline learners, units with high failure rates) will be prioritized
· Feedback will be constructive and lead to improvement actions
Standardisation
All assessors and IQAs will participate in at least one standardisation activity per half- term. Standardisation includes:
· Reviewing sample tasks/portfolios
· Agreeing on pass/fail criteria
· Moderating borderline assessments
· Records of standardisation will be retained for 3 years
Learner-Centred Assurance
· Feedback from learners will be collected to inform improvements in the programme and its delivery
· Trainee feedback will be collected throughout the term via the Training Hub and training evaluation forms.
Continuous Professional Development
· All IQAs and assessors must complete annual CPD, recorded on Grad2Teach’s CPD log. Training may include:
· NCFE or Ofqual updates
· Assessment moderation
· EDI and safeguarding awareness
· Underperformance will trigger targeted development plans
· A termly IQA risk assessment will be carried out, with mitigation actions recorded
· Any incidents impacting assessment credibility 
· EQA actions will be logged and tracked through quality improvement plans
Conflict of Interest (COI)
· COIs must be declared annually and at the point of occurrence
· Mitigation actions may include reassignment, second marking, or restricted roles
· COI registers will be maintained and shared with NCFE as required

Documentation and Record-Keeping
· All IQA and assessment records will be stored securely for 3 years
This includes:
· IQA sampling plans
· Standardisation records
· Assessor feedback
· Assessment outcome reports
· Learner progression records
Monitoring and Review
The IQA Policy will be reviewed annually or in response to:
· NCFE or Ofqual guidance changes
· Major complaints or appeals
· EQA feedback
· Reviewed by the Managing Director of Grad2Teach
Related documents
· Complaints Policy
· Appeals Policy
· Conflict of Interest Policy
· Equality, Diversity & Inclusion Policy
· Access and Fair Assessment Policy (pending)
· Data Protection and GDPR Policy

See next page for Appendix 1
Appendix 1: G2T IQA Sample Size Guide
	Highest risk 

(100%)
	High Risk

(50% or 12 learners, whichever is greater)

	Medium Risk

(25% or 6 learners, whichever is greater)
	Low Risk

(10% or 3 learners, whichever is greater)

	
The course is new 

	
One or more members of the assessment team have under 6 months’ experience in assessing 

	
The assessor/s have over 6 months’ experience but less than 12 months’ experience
	
The assessors are experienced


	
The assessors and IQA are assessing the course for the first time

	
The assessor/s received numerous action points on their last quality assurance activity
	
The assessor received a couple of action points on their last quality assurance activity 
	
There were no action points identified during the last quality assurance activity/EQA review


	
	
The assessor/s do not have evidence or have not taken part in CPD within the last 12 months
	
The assessor is new to Grad2Teach
	
The assessors are current having completed and with evidence of CPD and standardisation (within the last 12 months)


	
	
There has been a successful appeal against the assessor/s within the last 6 months
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