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Introduction 
The aim of this document is to specify British Canoeing (English Delivery Centre) requirements for the 
management and delivery of internal quality assurance by centre employees. This document is based upon 
the guidance of and should be read in conjunction with guidance from British Canoeing Awarding Body and 
other standard setting and regulatory bodies. 
British Canoeing (English Delivery Centre) is committed to ensuring that qualifications retain their value and 
credibility throughout their lifecycle. 
 
British Canoeing (English Delivery Centre) recognises the TAQA IQA Qualifications, D34, V1, or relevant 
Learning & Development SVQ units, all are deemed qualified IQAs. All IQAs must however ensure that their 
internal quality assurance practice meets the requirements contained in Standard 11 of the National 
Occupational Standards (NOS) for Learning and Development March 2010. 
IQAs must ensure that all assessors are aware that their practice must meet the requirements contained in 
Standard 9 of the National Occupational Standards (NOS) for Learning and Development March 2010.  
 
In this document, the following terms are used to cover the following:  

  Tutor includes everyone on the team who is facilitating or delivering learning in any 
environment e.g. trainer, coach, teacher, facilitator, provider, director.   

  Assessor includes everyone on the team who takes assessment decisions. These decisions 
could be of competence based performance in a work environment, however they could also be the 
marking of assignments, assessing simulations, carrying out tests etc.   

 
This document is reviewed annually (November) as a minimum. 



		

Internal Verification  
Internal Verification is fundamental to British Canoeing (England) as a delivery centre and is embedded in all 
of our processes, products and services. It guarantees the integrity and value of our qualifications and/or 
assessments throughout their life cycle. We ensure that quality is embedded in the delivery of our 
qualifications and programmes, and work with our customers to ensure this.  
 
There are tangible benefits for all from this approach as it means:  
• improved learner experience   
• raised learner achievement rates   
• increased learner retention rates   
• more cost-effective programmes   
• regulatory requirements are met   
• support for other planning and monitoring processes such as self-assessment   
 
As a Delivery Centre, we understand the need to ensure that internal verification and quality assurance 
measures are built into all processes that affect the ‘learner journey’. This includes:   

• the recruitment processes   
• the induction processes   
• initial assessment   
• learning plans   
• teaching and delivery   
• assessment processes   
• facilitating learning   
• reviews of progress   
• learner achievement   
• progression planning   

 
Our Internal Verification strategy ensures that we make quality assessment decisions in all aspects of 
assessment. To achieve this Internal Verifiers and Assessors must ensure that Internal Verification is factored 
in at the planning stage of Assessments. 
 
Please see Quality Assurance strategy for matters related to quality assurance. 
 
Educational Philosophy 
It is important for Internal Verifiers and Assessors to be familiar with and implement British Canoeing’s 
Educational Philosophy in all of their planning, implementation, reviewing of their assessment practices. 
 
 
 
 
 
 
 



		

The role of the Internal Verifier 

The Internal Verifier (IV) is the one of the key drivers of the quality of assessment in qualifications, within the 
centre. The role, in terms of managing assessment, is key in ensuring the validity and reliability of 
qualifications. Therefore, internal verification is a key factor in managing ‘risk’ and ensuring that when 
certificates are claimed for learners, the requirements of the national standards have been reliably met.  
 

• There are four main aspects to the Internal Verifier (IV) role:   
• Plan, operate and evaluate internal assessment and quality assurance systems   
• Support and develop tutors and/or assessors   
• Monitor and improve the quality of assessment practice   
• Apply policies, procedures and legislation to meet external/regulatory requirements 

For all qualifications that meet the national standards we must develop a sampling strategy and plan which 
must be implemented by all those undertaking the internal verifier role.  
 
Appendices contain Role profile and Person Specifications for the Internal Verifier role. 
 
Limitations 
Internal Verifiers must (on appointment and annually thereafter) complete a declaration of interests, this 
ensures conflicts of interest are managed. If at any time during the year, a potential conflict of interest should 
arise, then the Internal Verifier must notify the English Coaching Manager of that at the earliest opportunity. 
 
An Internal Verifier cannot internally verify either assessment activities they have produced or assessment 
decisions they have made.  
 
Internal Verifiers cannot internally verify close friends, family or work colleagues.  

Internal Verification Strategy 
Internal Verification – Consists of a coordinated programme of: 

• Desk based IV 
• Field visits 
• Peer feedback and standardisation 

 
Our systems are designed to verify the quality of all aspects of the learner journey and consider: 

• the number of learners in the cohort or qualification   
• numbers of tutors and assessors   
• centre model and structure  
• experience and confidence of tutors and assessors   
• changes to the qualifications   
• known problem areas/units/learning outcomes 

 
 
 
 



		

Candidate Sampling Strategy  
The table below sets out the Target IV rates for Qualifications we deliver that are aligned with national 
standard’s. Each criterion is considered in the drawing together of the annual sampling plan. 

 Criteria Established 
Qualifications  

New Qualifications 
(In First 12 Months) 

Candidates Gender  
 

10% 

 
 

30% 
Age  
Ethnic groups 
Reasonable adjustments 
Disabilities 

Assessors Field Based  Based on risk 
profile 

Based on risk 
profile 

Methods of 
Assessment 

Formative and Summative Assessment. 
Questioning, observation, testimony, 
assignments, APL, use of simulation, 
product evidence, projects and tests, 
professional discussion.  

All assessment 
methods verified 

annually 

All assessment 
methods verified 

annually 

Evidence  Valid, Authentic, Reliable, Current and 
Sufficient 

10% 30% 

Records Desk and Field based 10% 30% 
Assessment 
Locations 

Discipline 100% 100% 
Environments 100% 100% 

 

 

 

 

 

 

 

 

 

 

 
 



		

Desk Based Internal Verification 
Internal Verification s are fundamental to British Canoeing (England) as a delivery centre and as such is 
embedded in all of our processes, products and services. It guarantees the integrity and value of our 
qualifications and/or assessments throughout their life cycle. Desk based Internal Verification also ensures 
we are making valid certifications claims for regulated qualifications. 
 
Retrospective (after the assessment) internal verification checks take place on the following basis: 
Type of Check What the check looks for? Moderation & 

Standardisation 
Frequency 

Administration 
Check 

Checks that the candidates, Assessor and 
Assessment were authorised, eligible for 
certification. 

 
Monthly 

standardisation 
meeting and 

annual training 
session. 

 

 
100% Candidates 

 

IV Check Administration check + 
 
Detailed check of (normal) paperwork 
(assessment pack, portfolio, course schedule, 
conditions report etc). 

Monthly 
standardisation 

meeting and 
annual training 

session. 
 

10% candidates for 
established 

qualifications 
 

30% candidates for 
new qualifications 
(first 24 months) 

Close IV Check Administration Check + IV Check and: 
(per sampled candidate) 
 
Paddlesport Instructor: 

• 3 session plans and self-reflections. 
• Work book. 

 
Coach Award: 

• Candidates pre-assessment discussion 
task. 

• Record of professional discussion 
questions asked and answers given. 

 
Performance Coach: 

• Assessment portfolio. 
• Candidate assessment day session 

planning and preparation (profiling, risk 
assessment, session planning etc) 

Monthly 
standardisation 

meeting and 
annual training 

session. 
 

10% candidates for 
established 

qualifications 
 

30% candidates for 
new qualifications 
(first 24 months) 

 
Assessors will be notified 4 weeks ahead of an assessment if they are to be subject to a close IV check.  
IV checks will be random and unannounced based on the above sample. 
 
Feedback will be given to all assessors on the outcome of desk based IV & close IV checks.  
  



		

Internal Verifier Field Visits 
Internal Verification is fundamental to British Canoeing (England) as a delivery centre and is embedded in all 
of our processes, products and services. It guarantees the integrity and value of our qualifications and/or 
assessments throughout their life cycle. We ensure that the prioritisation of our field visits is based on 
transparent, fair criteria which is free from bias.  
 

The table below sets out the risk calculations used to carry out our annual assessor sampling plan, risk 
calculations are carried out in December each year. IV rates for Qualifications we deliver that are aligned with 
national standard’s. Each criterion is considered in the drawing together of the annual sampling plan. 

The field IV visits are then prioritised based on the individual risk rating 

 Criteria Weighting 
Qualified  National Recognised Qualification (or APL) -20 

 Working Towards National Qualification -10 

 Unqualified Assessors (or in house) 0 

Experienced 30+ Candidates -30 

 10 - 30 Candidates -20 

 1 - 10 candidates -10 

 New Assessor 0 
Complaints & 
Appeals 

No complaints or concerns on file  -30 

 Minor complaints or concerns on file or appeal in last 12 
months (unsuccessful) 

-20 

 Moderate complaints or concerns on file or appeal in last 12 
months (successful) 

-10 

 Major complaint of file or suspension in last 12 months 0 
Period since last 
course 

Number of months since last assessment (coaching or 
Leadership) 

 
Number of months 

 
Roles Number of assessing roles held  

Number of roles 
 

Period since last IV 
visit 

Number of months since last visit  
Number of months 

 
 
 
 
 
 
 
 



		

Clarification of Sampling for Field Visits 
The percentage of sampling means the amount of evidence the IV will ‘check’. For example, 33% sampling 
would mean that the IV would select a third of the evidence listed in the assessment day pack, preferably 
selecting a variety of different types of evidence and/or methods of assessments.  
Verifiers must also check in assessment planning that the assessor has been clear on the evidence required 
when planning and reviewing. There should also be clear and appropriate feedback to the candidate.  
On assessments where there is more than one candidate an IV officer may be able to complete more than the 
percentage expected. 
 
Interim Sampling  
It is vital that the IV participates in the assessment process undertaken with candidates at a minimum of two 
occasions (one usually being at completion) during the candidate’s qualification. This will provide 
confirmation to the assessor that the planning is appropriate and allows for any problems identified by the 
verifier to be addressed at an early stage. 
 
Random Sampling 
Random sampling is an important tool and can assist in guarding against malpractice and maladministration. 
Unannounced visits form part of an IV officers annual visit plan. 
 
Meetings 
Field based internal verifiers will meet at least 3 times per year, during these meetings IV’s will report on their 
IV activity since the last meeting, they will also update the team on any CPD, training or developments to 
their practice. 
 
These meetings form an important part of our commitment to sharing best practice and key points and 
observations will be shared with assessors in provider update newsletters, moderation events or urgent 
direct mailings. 
 
Standardisation 
Field based internal verifiers will take part in standardisation activities 3 times per year and be observed 
undertaking IV activity (field visits or moderation events) by the lead IV at least bi annually and have an 
annual performance review.  

 

 

 

 
 

 

 



		

Peer Feedback and Standardisation 
We recognise that it is not practical or efficient to Internally Verify all assessments. However, we encourage 
assessors (when practicable) to work alongside other assessors and that this peer moderation of assessment 
decisions can form an important and valuable source of standardisation and CPD. 
 
Assessors should sample at least one candidate’s assessment decisions (made by their college) using the peer 
feedback and standardisation form as guidance. 
 
In courses where there is a hierarchical structure (for example Paddlesport Instructor (Director and Tutor)) 
Directors should sample at least one set of assessment decisions per assessor, it is important to note the 
value in the course director also being observed by the assessor and feedback being given. 
 
Forms should be returned as part of the usual assessment course paperwork and will be subject to IV and 
Close IV checks with feedback given. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



		

Internal Verification Administration 
 
IV Recording  
IV reports should be completed after each IV activity. Original to be retained in the office and a copy of the 
report returned to the assessor. 
 
Assessor Feedback 
Internal Verification is primarily a supportive mechanism, to enable British Canoeing (England) to meet its 
responsibilities regarding the quality and consistency of assessment in qualifications. However, it is also a 
very beneficial process for the assessor, forming an integral part of both their development and continuous 
professional development (CPD). 
 
Both good practice and areas for development should be recognised and acknowledged throughout all 
Internal Verification activity, this include field visits, desk based audits and sampling activity. 
 
It is essential that best practice and innovations are shared across all assessors for the development of 
assessment practice and support of candidates. In the case of innovation, the assessor or internal Verifier 
should be credited. 
 
Dealing with poor performance 
The main aim of Internal Verification is to ensure the quality, consistency and fairness of assessment 
decisions. The Internal Verification visit should be supportive and aid the development of assessors, however 
from time to time IV’s may need to recommend more direct action. 
 
Every scenario will be different, and the early involvement of the IV in the assessment planning stage will 
reduce the risk of unforeseen issues arising, however the following guidance can be used as baseline for 
decision making. 
 

• Consideration should be given to British Canoeing’s Educational Philosophy as part of any decision-
making process. 

• The Candidate is the focus of our Internal Verification, so any decision taken should not negatively 
impact on the candidate unless necessary to protect the safety of anyone involved in the assessment 
or the integrity of assessment. 

• The IV may need to ‘step in’ to support the assessor, this should be done sensitively and the IV should 
‘step out’ once the issue has been addressed or at the earliest opportunity. 

• To reduce the impact of stepping in, the IV should ensure they are introduced to all staff, candidates 
and others involved in the assessment. 

• The IV needs to be prepared to go where the assessment goes and be in a position to observe and 
interact with the assessor throughout the visit. 

• If the IV feels the integrity of the assessment is at risk, and they are not in a position to complete the 
assessment safely or without disadvantaging the candidate the assessment must be cancelled. 

 
The IV officer’s role at the end of a field visit is to recommend actions and follow up, final communication of 
the IV visit outcomes/ actions and sanctions will come from the English Coaching Manager. 
 
 
 



		

Sanctions 
From time to time Assessors performance may require sanctions to be put in place to ensure the quality, 
consistency and fairness of assessment decisions, each scenario will be different, however the following 
principles should be considered when making decisions. 
 
Sanctions will be confirmed in writing by the English Coaching Manager within 7 working days of an Internal 
Verification recommendation. 

1. Formal Warning will be given for one-off infringements of a minor nature, the assessor will be given 
an opportunity to address the issues within 30 working days or their next Assessment and there will 
be no impact on their ability to assess. 

2. Written Notice given for repeated infringements (or failure to complete an action plan in time scale) 
or for incidents of a more serious nature the Assessor will be prevented from running assessments 
until the issues have been addressed. 

3. Suspension Notice for more serious infringements, failure to meet the requirements of an 
improvement notice, malpractice or maladministration, in these cases the assessors will be stopped 
from assessing until the actions are completed and a successful IV field visit has taken place. If the 
issue is not resolved within 12 months, then all assessing roles will be removed from the assessor and 
delivery centre procedures followed it the assessor choses to reapply for the assessing roles. 

 
Examples of Assessment Infringements (the following table is for guidance only) 

Notice Type Level of 
Seriousness 

Examples Impact Time Scale for 
completion 

Formal 
Warning 

Minor • Missing signatures, dates or other 
information in records. 

• Records returned late to delivery 
centre. 

• Minor improvements required in 
Assessment planning (clearer 
example required) 

No impact on roles  
 
Up to 30 days  
 

Written 
Notice 
 

Moderate • Missing deadline for agreed action. 
• Repeated return of records late or 

incomplete.  
• Assessing a candidate known to 

them personally. 
• Failure to effectively plan an 

assessment. 

• Not able to 
Assess 
Candidates until 
evidence 
provided of 
actions points 
completed 

• In cases where 
the action or 
omission of the 
assessor could 
impact training 
quality, the 
assessor will also 
be prevented 
from running 
training courses 

• Where the 
Assessor appeals 

 
Up to 3 
Months 



		

a suspension, the 
assessor will be 
allowed to 
continue 
assessing until 
the appeal has 
been resolved. 

Suspension 
Notice 

Major • Accepting a candidate on to an 
assessment without the correct 
registration or prerequisites. 

• Running the Assessment in 
inappropriate conditions. 

• Any act or omission that has the 
potential to bring the organisation in 
to disrepute. 

• Incorrect assessment decision 

• Not able to Assess 
Candidates until 
evidence 
provided of 
actions points 
completed 

• In cases where 
the action or 
omission of the 
assessor could 
impact training 
quality, the 
assessor will also 
be prevented 
from running 
training courses 

• Where the 
Assessor appeals 
a suspension, the 
terms of the 
suspension will 
remain in place 
for the duration 
of the appeal. 

Up to 12 
Months 

 
 
 
Appeals 
Assessors have the right to appeal an Internal Verification outcome, using the delivery centres appeals 
process – this should be communicated prior to, during (for field visits) and after the Internal Verification 
Activity. 
 
In all case’s the English Coaching Manager is the designated person to deal with an appeal, if the Assessor 
disagrees with the outcome of the appeal they are able to appeal to the awarding body. 

 
 

 



		

Appendices 
 

Completing Field Visits – Additional notes 
 

Internal Verification is fundamental to British Canoeing (England) as a delivery centre and is embedded in all 
of our processes, products and services. The focus of field visits is to ensure the validity and authenticity of 
assessment decisions, whilst supporting Assessors and Candidates. 
 
Under certain circumstances an IV may feel that they have time to observe and provide feedback on Quality 
or programmes, delivery or facilities. whilst Quality Assurance is not the focus of a visit these opportunities 
should be taken. 
 

Assessment Practice Key behaviours and responsibilities of an Assessor 
 
On all British Canoeing assessments, assessors are responsible for; 

• Managing the process of assessment, of practical and written evidence, from assessment planning 
through to making and recording assessment decisions  

• Assessing evidence of candidates’ knowledge, understanding and competence against the standards 
specified in the Syllabus and Assessment Notes, and making reliable judgments about candidates’ 
performance  

• Ensuring the validity, authenticity and sufficiency of assessment evidence produced by candidates  
• Clarifying any shortcomings in the presented assessment evidence and explaining to the candidate 

how to remedy them  
• Remaining as unobtrusive as practicable during assessment, whilst being able to see and hear the 

candidate at work  
• Giving and recording evaluative feedback as soon as possible  
• Confirming success to the candidate as soon as they have demonstrated competence against all of the 

specified outcomes  
• Agreeing further action with the candidate where appropriate  
• Conducting assessment in the way that upholds the equal opportunities principles specified by British 

Canoeing; assessors must ensure that it is only the candidates’ skills, knowledge, understanding, and 
competence that have a bearing on assessment results, which should not be influenced by any other 
factors. No candidate must be either discriminated against or given an unfair advantage  

• Maintaining accurate and verifiable assessment records for each candidate  
• Fulfilling British Canoeing administration requirements  
• Follow the British Canoeing Guidance on Reasonable Adjustments to the Assessment Process where 

candidates find the assessment methods difficult  
• In order to achieve uniformity of assessment standards, careful attention should be paid to the 

definitions in the qualification and awards supporting documentation. All providers must be fully 
familiar with the Syllabi and Assessment Notes for the qualification or award concerned. 

• Providers must provide clear guidance to candidates about the assessment process and completion of 
the various tasks, including; 

§ What candidates are required to do  



		

§ The assessment programme 
§ The relevant assessment criteria  
§ The assessment methods  
§ When candidates will receive feedback  

Main competencies expected of assessors 
As a minimum, assessors should meet the following requirements; 

• Be able to demonstrate technical competence in the discipline concerned  

• Be able to demonstrate competence in the assessment of the syllabus  

• Be able to use plain language which is free from bias and appropriate to our paddlesport qualifications  

• Be committed to equal opportunities in assessment and have the ability to translate this commitment 
into practice 

Internal Verification Reports – aide memoir 
The Internal Verifier must ensure that their written feedback to Assessor is recorded on the IV report form. 
The feedback must be directed to each Assessor and should address their practice.  
 
The IV should avoid generalised statements (e.g. ‘Well done to both of you. Lots of hard work undertaken’).  

• Precise, focused comments on the work sampled will support the assessor’s development and 
evidence the rigour of internal verification activity.   

• The IV will record the unit and Assessment outcomes sampled on the report form to ensure 
that an auditable system exists in the centre records.   

• Depending on the experience and qualifications of tutors and assessors, the IQA may review 
more than one unit during an internal quality assurance session, and should indicate all the 
units reviewed on the report form. 

• The IV will record the method of assessment used, the assessment focus (and whether the 
evidence is valid, authentic, reliable, current and sufficient), and that there is evidence of 
consistent practice. 

• IV will note whether the records have been signed and dated by Assessors (where required) 
and authenticated by learners.   

• Where necessary the IV will check that assessments are countersigned and that the 
appropriate records are made on the countersigning report form.   

• If a standardisation issue is identified, the IV will need to record and raise this this at IV 
meetings/ or with the English Coaching Manager.   

• Action plans assessors, will record what action is required and by what date it must be 
completed. Once this action has been completed, the IV will also record this.   

• When observation of assessor practice is undertaken, the outcomes are recorded on the IV 
observation and questioning report (appendices).   

• On completion of the qualification, the final IV final report form (Appendices) should be 
completed.   

• Records of internal Verification are kept by the delivery centre (intact and safe) for a period of 
three years.  

 
 



		

Quality Assurance Expectations 

Assessors key responsibility’s 
 Staffing 

• BC staffing requirements are met 
• Staff utilisation is appropriate to the needs of the candidates and the course 
• Civil Liability Insurance is held  
• Appropriate ratios adhered to throughout (assessor – Candidate – mock students) 
• Moderation of all learning sessions and assessments decisions within the programme staff team to 

ensure other staff deliver sessions of required quality, at the correct level, and meet the requirements 
laid down in the tutor notes 

• The course is run in line with the British Canoeing Terms of Reference  
  
 Candidates 

• A mechanism is in place to gain information ahead of the course, and then address candidates with 
specific learning requirements 

• Information is gathered ahead of the course about candidates' experience and areas of interest 
• Candidates receive adequate pre-course information 
• Candidates are registered with their Home Nation Association, and have the required CR or Check-in 

Form 
• Candidates have received Candidate Pack (where relevant), and have access to it throughout the 

course 
• For candidates under the age of 18: 

o A Safeguarding and child protection policy is available and in use 
o Parental consent forms are available and have been completed 
o Staff are aware of child protection and safeguarding issues 
o Disclosure and Barring Service requirements are met 

• Candidates who arrive without all the prerequisites in place, are dealt with as per the BC guidance 
• Candidates have the opportunity during the course to explore a range of boats, equipment and 

resources in line with the requirements of the course  
• Candidates are able to use boats they are most likely to use in their normal coaching/ leading / 

personal paddling environment, for the majority of the practical sessions. 
• Candidates wear appropriate clothing and safety equipment during all practical sessions, as identified 

in the Risk Assessment and in line with current best practice 
  
 Learning Programme 

• The learning programme includes appropriate activities, that meet the learning outcomes from the 
unit specification 

• Where the learning programme is modified for a specialist group of candidates, this has been agreed 
with the Home Nation Association 

• The Learning Programme is planned and tailored to suit the candidates normal working environment 
• The Learning Programme maximises the learning opportunities of the venues used (accounting for 

weather & environmental conditions) 
• The Learning Programme meets the guided learning hours requirement for the qualification) 
• The Learning Programme is delivered over an appropriate length of time, and in appropriate blocks 
• Candidates are introduced to all of the resources that are available to support their development: 

eLearning, Workbooks and portfolios, articles, videos, podcasts and books. 



		

• The programme includes sufficient time for candidates to reflect on each session 
• The balance between classroom and water-based sessions is appropriate 
• The balance between active participation and tutor-led content is appropriate 
• The balance between Coaching Theory ‘the How’, and the Technical/Tactical/ Psychological and 

physiological ‘What’ is appropriate 
• Candidates are provided a clear outline of the programme at the start of the course 
• The aims of the course are clearly explained 
• Candidates are provided guidance on finding an appropriate mentor to help with their on-going 

development 
• The remit of the award is clearly explained and reinforced throughout the course 

  
 Policies 

• All programme staff are familiar with, have available, and knows how to put into practice the 
following;   

o BCAB Enquiries and Appeals Procedures 
o BCAB Equal Opportunities Policy in relation to Access to, and fairness in, Assessment 
o BCAB Special Consideration Policy and Practice 
o BCAB Reasonable Adjustments to Assessment Policy 
o BCAB Malpractice Reporting Policy 

  
 Resources and Facilities 

• All facilities, equipment, and resources meet health and safety requirements 
• Suitable, appropriate, and safe indoor facilities are used to facilitate learning, that are fit for 

assessment activities 
• Suitable, appropriate, and safe resources and equipment are used to facilitate learning, and that are 

fit for assessment activities 
• All physical resources used are appropriate to the award, and of industry standard 
• The distance between classroom and water venue is appropriate (normally a maximum of 15-minute’s 

drive) 
• Water environments used for the practical work, meets the requirements of the qualification. For 

example: 
o is appropriate for running sessions from a boat or the bank 
o meets health and safety requirements 
o provides a high quality learning and assessment environment 
o has appropriate light and temperature conditions 
o has space and quiet from other water users 
o has a risk assessment recorded  
o has appropriate access for all candidates 
o has agreed access 

  
 
Health and Safety 

• Written, and dynamic risk assessments are conducted as appropriate and risk management strategies 
suitably deployed  

• Appropriate first aid equipment is available at all times 
• Appropriate safety equipment is available at all times 



		

• The delivery team provides a safe environment for all elements of the programme that complies with 
relevant health & safety legislation and: 

o ensures candidates are aware of the risks associated with activities, and ways to minimise 
these risks are discussed  

o ensures volunteer participants are aware of the risks associated with activities, and ways to 
minimise these risks  

o Assessment candidates have access to participant details, including details of paddling 
experience and emergency contact 

o Candidates are made aware of the expectations on them to ensure safe practice and an 
effective assessment environment 

o Emergency contact details for staff, candidates and other participants are available 
o A plan in place to ensure the safety of candidates and participants in an emergency which 

involves themselves. 
o That an incident and accident reporting system is in place 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



		

Role profile 

Role Details 

Role Title: 

Field Based Internal Verifier 

Reports to:  

English Coaching Manager  

Department: 

Coaching 

Responsible for:  

Not Applicable 

Location:  

Home and field based 

Working pattern: Demand led, based on sampling plan and 
in agreement with English Coaching Manger this will 
including evening or weekend work and lone working. 

Role purpose 

Is to ensure consistency in the assessing of qualifications, both within national frameworks and within the 
quality and management systems of British Canoeing. The role, in terms of managing assessment so that it 
consistently meets standards, is central to maintaining public confidence in each and every qualification 
issued. Therefore, internal verification is a key factor in managing ‘risk’ and ensuring that when certificates 
are claimed for learners the requirements of the qualification have been reliably met. 

Key responsibilities 

Plan, operate and evaluate  

Work closely with the English Coaching Manager in identifying internal verification requirements and 
opportunities. You will work with Assessors and other Internal Verifiers to agree internal verification visit 
plans that meet the requirements of the organisation whilst limiting impacting on the assessor or the 
learner. 

In a normal year IV Officers would be expected to complete a minimum of six internal verification visits and 
attend 3 meetings (at least one in person) however actual number of visits and meetings will be demand 
led and agreed in October of each year based on the English sampling plan.  

Support and Develop Tutors and Assessors 

To identify and address learning and development needs of Assessors, including realistic target dates for 
completion of action plans. 

Respond to assessment and occupational standards queries from Tutors and Assessors. 

Monitor and Improve the Quality of Assessment Practice 

Communicate clearly and take responsibility for cascading to your allocated Assessor’s all updates on 



		

 

Decision-making 

You will make sound decisions on assessment decisions based on knowledge, experience and all available 
information. Decision’s will be made regarding the validity and reliability of assessment decisions without 
unnecessary delay and in consultation with other Internal Verifiers and/ or the English Coaching Manager. 

The role involves a high degree of autonomy to act, make recommendations and make decision within the 
Internal Verifiers level of responsibility and area without referral to a Manager. 

Developing solutions 

You will be expected to clearly define areas of positive assessment performance and understand the scope of 
problems with regard to poor assessment performance requiring development. You will be responsible for 
recommending practical solutions to problems and that remove or reduce the root cause of the problem. 

You will be open to innovation and consider new or innovative approaches and solutions.  

Management of Resources 

The role has a significant level of independence, you will be responsible for managing your own time and 
workload effectively. You will be expected to focus on ‘best value’ activities for the benefit of the sport and 
organisation. You will be expected to review your own performance and skills against the need of the role 
and activity seek opportunities for standardisation and Continual Professional Development. 

You will need to take responsibility for your own health and well-being, demonstrate a healthy work life 
balance and take proactive steps to minimise the effects of stress. 

Working relationships 

This role has a significant level of contact with the organisation’s assessors, you will need to create and 
support an open and honest work environment. Assessors look to the Internal Verifier for support and 
leadership, as such you will need to demonstrate significant knowledge of our industry, organisation and 

qualifications, quality assurance practices and information on assessment. 

Respond to feedback from External Quality Assurance visits and in line with the organisations own high 
standards. 

Record Keeping 

Maintain centre files and up to date records relating to Assessors and Internal Verification carried out.  

Apply Policies, Procedures and Legislation to Meet Internal and External/ Regulatory Requirements 

Verify the embedding of and compliance with, by Assessors of all Policies, Health & Safety requirements 
and that all candidates are given access to a fair assessment. 



		

demonstrate commitment to the ambitions of the organisation strategic plan.  

Developing others 

The Internal Verifier will be allocated a group of Assessors to support in line with the British Canoeing 
Sampling Plan of up to 50 assessors, there will be an expectation to sample and support between 10-30% of 
assessments/ assessors in a calendar year. The Internal Verifier will set clear and meaningful objectives, treat 
assessors in a fair, consistent and respectful manner and share and celebrate success at every opportunity. 

Knowledge and expertise 

You will be a qualified (or willing to undertake) Internal Verifier with experience of assessing and supporting 
learners in gaining of vocational qualifications. It is important that your share the organisations view of 
learner centred assessment practices as well as a well-developed understanding and knowledge of the sport 
of canoeing. You will be supporting assessors regularly and experience of mentoring and supporting the 
development of a remote workforce of Tutors and Assessors is essential. 

Additional information 

• The post-holder's duties must at all times be carried out in compliance with the BC's Equality Policy, 
and BC’s Child Protection and Vulnerable Adults Policy. 

• The post-holder must ensure the health and safety of all staff, volunteers, personnel and resources 
within the post-holder's duties and personal responsibilities are as per the requirements of the Health 
and Safety at Work Act 1974. 

 

 

 

 

 

 

 

 

 

 

 



		

Person Specification – Internal Verifier 
Requirement  Essential Desirable 

Education, 
training  
and 
qualifications 

• Vocational Assessor Qualification (TAQA, A1, D32/33) 
• Willing to work towards Internal Verification 

Qualification (must be achieved within 18months of 
appointment) 

• Internal Verification 
Qualification. 

• Coaching Qualification 
at L3 or above. 

Experience • Experience of Assessing and supporting learner in 
gaining of vocational qualifications. 

• Experience of mentoring and supporting the 
development of Tutors and Assessors. 

• Experience of Internal 
Verification with an 
Awarding 
Organisation 

• Experience in appeals 
and disciplinary 
processes and 
procedures. 

Skills and 
knowledge  

• Ability to write copy or reports. 
• Advisory, influencing and negotiation skills.  
• Ability identify strengths in individuals as well as areas 

for development. 
• Understand and is able to select suitable 

development mechanisms to provide support.  

 

Personal  
attributes 
 
 
 
 
 
  

• Able to demonstrate ability to work to strict 
deadlines. 

• Confident to check and challenge the actions of self 
and others in a non-confrontational manner. 

• Ability to be able to persuade, influence and 
effectively brief others to generate enthusiasm and 
common purpose. 

• Able to encourage openness and clear communication 
in others. 

• Demonstrates appropriate Values and Attitudes and is 
able to fulfil a positive role model for British Canoeing 
in the public domain. 

 
 

Other 
requirements 
 
 
  

• A well-developed understanding and knowledge of 
the sport of canoeing.  

• A well-developed knowledge and understanding of 
the practice and delivery of coaching in canoeing.  

• A well-developed understanding and knowledge of 
coaching in the UK. 

 

 


