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	IQA gives BMTC assurance that assessment decisions are accurate, fair, consistent and ready for OCN London external quality assurance.




1. Purpose and Scope
Bromley Mencap Training Centre (BMTC) is committed to ensuring that assessment of OCN London accredited learning is accurate, fair, consistent, inclusive and compliant with awarding-organisation requirements.
Internal Quality Assurance (IQA) provides assurance that:
assessment activities are appropriate;
assessment decisions are valid and consistent;
learner evidence genuinely meets the required assessment criteria;
assessors receive appropriate support and feedback;
reasonable adjustments maintain the integrity of assessment; and
learners are only put forward for achievement when the required standard has been met.
OCN London identifies three connected elements of IQA: coordination of assessment, internal quality assurance of assessed work and standardisation of assessment practice.
This policy applies to OCN London accredited provision. Wider learner progress and non-accredited assessment arrangements are covered by the BMTC Assessment Policy and related curriculum and quality policies.
Related Policies, Procedures and External Guidance
1. BMTC Assessment Policy 2026-27;
2. BMTC Curriculum, Teaching and Learning Policy 2026-27;
3. BMTC Quality Assurance, Self-Assessment and Improvement Policy 2026-27;
4. BMTC SEND, Inclusion and Reasonable Adjustments Policy 2026-27;
5. Assessment Appeals Procedure;
6. Malpractice, Maladministration, Plagiarism and Artificial Intelligence Policy;
7. Conflict of Interest Procedure;
8. Data Protection and Information Governance Policy; and
9. relevant OCN London qualification specifications and current assessment and quality-assurance guidance.
Where an OCN London qualification specification or current quality-assurance requirement differs from this policy, the current awarding-organisation requirement takes precedence.
2. Roles and Responsibilities
Director of Education
The Director of Education has overall accountability for ensuring that appropriate assessment and IQA arrangements are in place and implemented effectively. The Director will:
ensure sufficient competent staff are available to undertake assessment and IQA;
ensure BMTC maintains its required OCN London quality-assurance arrangements and named Quality Assurance Contact;
oversee significant assessment or IQA concerns;
ensure conflicts of interest are appropriately managed; and
ensure significant IQA or EQA findings contribute to BMTC's wider quality-improvement processes where appropriate.
Lead Internal Quality Assurer - Laura-Louise Acock
The Lead IQA coordinates BMTC's IQA arrangements and will:
maintain the annual IQA plan and sampling plan;
ensure internally designed assessment activities are checked before use;
undertake or allocate interim and summative sampling;
provide and record feedback to assessors;
monitor completion of required actions;
coordinate standardisation;
maintain IQA records;
identify relevant assessor training or support needs; and
coordinate preparation for OCN London EQA and quality engagements.
Internal Quality Assurer - Allison Gill
Allison Gill supports the IQA process by:
undertaking allocated sampling;
participating in standardisation;
providing recorded feedback to assessors;
checking completion of actions; and
providing appropriate independent IQA where the Lead IQA has been directly involved in the assessment concerned or another conflict of interest exists.
Tutors/Assessors
Tutors/Assessors remain responsible for the accuracy of their own assessment decisions. They must:
assess against the current OCN London learning outcomes and assessment criteria;
use approved assessment activities;
ensure evidence is sufficient, authentic and attributable to the learner;
record assessment decisions and feedback clearly;
make assessment records and learner evidence available for IQA;
act on IQA feedback within agreed timescales; and
participate in standardisation.
IQA does not replace the assessor's responsibility to assess the learner's work.
3. IQA Planning and Sampling
At the beginning of the delivery cycle, the Lead IQA will prepare an IQA plan and sampling plan covering BMTC's OCN London provision. The plan will take account of:
qualifications, levels and units being delivered;
all Tutors/Assessors and learner numbers;
assessment methods;
new or inexperienced assessors;
new or revised qualifications or units;
previous IQA or EQA findings and identified assessment risks;
reasonable-adjustment issues;
planned standardisation and staff development; and
anticipated OCN London EQA or quality engagements.
IQA activity will be planned in advance so assessors and IQAs know when sampling, standardisation, training and external quality activity will take place.
Pre-assessment checking
Where BMTC develops or significantly adapts an assessment task, an IQA will check it before it is given to learners. The check will confirm that the task:
addresses the correct learning outcomes and assessment criteria;
provides an appropriate opportunity to produce the required evidence;
is appropriate to the qualification level;
is clear and accessible;
uses appropriate assessment methods; and
does not compromise assessment validity.
Where an OCN London assessment is used exactly as supplied, unnecessary duplication of approval is not required, although staff must ensure that they are using the current version.
Sampling
Sampling will be representative and risk-based rather than selecting only the strongest portfolios. Across the delivery cycle, the sampling strategy will cover:
all assessors;
all qualification levels;
all units or subject areas;
different assessment methods where appropriate; and
an appropriate range of learner evidence and assessment decisions.
	OCN London guidance: the minimum sample should normally be five learner portfolios, or all portfolios where there are fewer than five. For larger groups, the sample should normally be approximately 10%. The Lead IQA will seek EQA advice where the appropriate sample is uncertain.


These are minimum expectations. BMTC will increase sampling where risk indicates that more assurance is required, for example where there is:
a new or inexperienced assessor;
a new qualification or unit;
an inconsistent or incorrect assessment decision;
incomplete assessment records;
a previous IQA or EQA action;
concern about reasonable adjustment, authenticity or over-support; or
suspected malpractice or maladministration.
4. Interim and Summative IQA
Interim sampling
Interim sampling takes place while assessment is underway so that problems can be identified early enough to benefit current learners. It may review:
interpretation of assessment criteria;
quality and sufficiency of evidence;
assessment decisions and feedback;
mapping of evidence and record keeping;
authenticity;
use of reasonable adjustments; and
consistency between assessors.
Where an issue is identified, the IQA will record the required action, who is responsible, the timescale and how completion will be checked.
Summative sampling
Summative sampling takes place when the assessor considers the relevant assessment complete. The IQA will check that:
the assessment criteria have been interpreted correctly;
the evidence supports the assessment decision;
required evidence is complete and clearly attributable to the learner;
assessment records and mapping are complete;
feedback is appropriate; and
sampled portfolios are suitable for presentation to the EQA.
Where the IQA does not agree with an assessment decision, the issue must be resolved before the learner's achievement is confirmed. No learner will be put forward for an OCN London award where there is unresolved doubt about whether the assessment requirements have been met.
5. Standardisation
Standardisation ensures that Tutors/Assessors and IQAs interpret and apply OCN London assessment requirements consistently.
BMTC will undertake formal internal standardisation at least once each academic year, involving all relevant assessors. Additional standardisation will take place where appropriate, for example when:
a new qualification or unit is introduced;
a new assessor joins the team;
assessors interpret criteria differently;
sampling identifies inconsistent practice; or
an EQA raises an issue.
Standardisation may involve staff independently reviewing the same assessed evidence and comparing decisions about:
whether assessment criteria have been met;
sufficiency and level of evidence;
interpretation of criteria or command words;
quality of assessor feedback;
reasonable adjustments; and
assessment recording and mapping.
Any differences will be discussed and an agreed Centre approach recorded. BMTC will also participate in OCN London centre standardisation where requested.
6. Feedback, Actions and Escalation
IQA feedback should be concise, clear and developmental. Feedback may identify:
effective practice to maintain or share;
development points to strengthen future practice; and
required actions that must be completed to protect the accuracy or validity of assessment.
	Required actions should record: Action -> Responsible person -> Deadline -> Recheck / outcome.


Actions will be followed up rather than assumed to have been completed. Recurring or significant findings may inform standardisation, CPD, supervision or BMTC's wider quality-improvement work.
Suspected malpractice, maladministration, plagiarism or inappropriate AI use, or conflicts of interest will be addressed under the relevant BMTC procedure and escalated to OCN London where required. Learner challenges to assessment decisions will be managed through the Assessment Appeals Procedure.
7. External Quality Assurance and Award of Credit
BMTC will cooperate fully with OCN London External Quality Assurance (EQA) and other quality engagements. The Lead IQA will ensure that requested records and learner evidence are appropriately prepared and available.
Evidence available for quality engagement will include, as applicable:
pre-assessment IQA records;
the IQA sampling plan and rationale for the sample;
IQA records for sampled learner portfolios;
feedback to assessors and evidence of completed actions;
standardisation records;
official OCN London unit documentation; and
the relevant qualification guide.
The appropriate IQA should normally be available during the quality engagement unless otherwise agreed with the EQA. Any actions or recommendations from OCN London will be recorded, allocated, completed within the required timescale and checked for completion.
Learner achievement will only be recommended for award when BMTC is satisfied that assessment requirements have been met, relevant assessment records are complete, required IQA has taken place, outstanding IQA actions affecting achievement have been resolved and information submitted to OCN London, including the Electronic Recommendation for the Award of Credit (ERAC), is accurate.
8. Records, Monitoring and Review
BMTC will retain appropriate IQA records securely in accordance with current OCN London and organisational requirements. Records will include, as applicable:
annual IQA plan;
pre-assessment checks;
sampling plan;
interim and summative sampling records;
assessor feedback, actions and evidence of rechecking;
standardisation records;
EQA reports and actions; and
relevant evidence of staff development.
IQA records should be sufficient to show what was checked, what was found, what action was required and whether it was completed. Separate records should not be created where the required evidence already exists within an approved IQA record.
The Lead IQA will keep the Director of Education informed of significant assessment-quality issues, recurring themes, EQA findings and staff-development needs. Significant themes may feed into BMTC's Centre Quality Review, SAR and QIP, while individual IQA records remain part of the operational assessment system.
This policy will be reviewed annually, or sooner where there are significant changes to OCN London requirements, qualifications, staffing or BMTC provision.


Appendix 1 - BMTC IQA Cycle
	Stage
	What happens
	Main evidence

	Plan
	Identify qualifications, assessors, units, sampling, standardisation and EQA activity
	IQA Plan

	Check
	Quality assure Centre-designed assessment tasks before use
	Pre-assessment IQA

	Sample
	Conduct planned interim and summative sampling
	Sampling Plan and IQA records

	Feedback
	Give assessor feedback and agree actions
	IQA feedback/action

	Standardise
	Compare assessment decisions and agree consistent practice
	Standardisation record

	Recheck
	Confirm required actions have been completed
	IQA follow-up

	Assure
	Confirm assessment and portfolios are ready for EQA/award
	EQA/ERAC records



	PLAN -> CHECK -> SAMPLE -> FEEDBACK -> STANDARDISE -> ACT -> RECHECK -> ASSURE


Appendix 2 - Minimum IQA Sampling Plan
	Field
	Minimum information

	Qualification / level
	Qualification being quality assured

	Unit / subject area
	Unit(s) included

	Assessor
	Tutor/Assessor responsible

	Learners / sample
	Learners selected

	Stage
	Interim / summative

	Assessment method
	Where relevant

	Planned / actual date
	Sampling date

	IQA
	Laura-Louise Acock / Allison Gill

	Sampling rationale
	Routine / risk / new assessor / previous action etc.

	Outcome
	Secure / development point / action required

	Follow-up
	Action, owner, deadline and recheck


Across the delivery cycle, sampling must demonstrate coverage of all assessors, all qualification levels and all units or subject areas, and must meet current OCN London minimum sampling expectations.
External Guidance
OCN London - Quality Assurance and Internal Verification guidance
OCN London - Standardisation guidance
OCN London - External Quality Assurance / Verification guidance
Current OCN London qualification guides, unit specifications and assessment guidance
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