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Welcome to the Centre Standards Manual
Thank you for applying to deliver SLQ qualifications at your Centre in 2021/22. Over the past
12 months, we have been working hard to ensure the qualifications that we offer, and the
processes around them, enable you to continue to deliver and assess our qualifications.
This manual details the processes that will take effect from the 1st September 2021. Most
notably the continued requirements that every Centre will need to obtain/renew Approved
Qualification Centre for this year.
The manual aims to support Centres delivering SLQ qualifications in line with the agreed to
Qualification Centre Terms and Conditions. In addition, the delivery of the qualifications is
supported by SLQ policies and procedures, these can be found through your LEAP account.

Section Overviews
Section 1
Section 1 gives more details on each of the four delivery stages and gives role specific guidance
on what to expect at each of the following stages:
Stage 1 – Centre Approval
Stage 2 – Mandatory Standardisation Training
Stage 3 – Delivering a qualification and evidencing assessment
Stage 4 – Quality Assurance Review
Section 2
Section 2 gives guidance and minimum requirements and standards for each of the following
three Qualification Centre roles:
• Centre Course Manager (CCM)
• Tutor/Assessor
• Internal Verifier
Note: For each role, it is important that all Centre staff involved in delivering SLQ qualifications
understand the guidance in ‘Section 1 – Stages of Qualification Delivery and Assessment’.
Ongoing Support from SLQ
Even though this Centre Standards Manual gives you the information needed to deliver to the
required standards, we have an experienced and knowledgeable Quality Assurance Team to
offer advice and guidance on any aspect of the process that you need help with.
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Section 1 – Stages of Qualification Delivery, Assessment and Quality Assurance
To deliver, assess and have their qualifications quality assured Centres need to follow a simple
four stage process. The four stages are:
•
•
•
•

Stage 1 – Centre Approval
Stage 2 – Mandatory Standardisation Training
Stage 3 – Delivering a qualification(s) and evidencing assessment
Stage 4 – SLQ Quality Assurance Review

Each of these stages are outlined below to guide a Centre in delivery.

Stage 1 – Centre Approval
How does Centre Approval work?
The Qualification Centre Approval process is required to ensure that the Centre Course
Manager is prepared and understands the required actions of their Centre when delivering
SLQ qualifications. For this year we require existing Centres achieve Centre approval within 8
weeks of their first course delivery in 2021/22.
Note: New Centres will be required to achieve approval prior to starting delivery of their
qualification courses.
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The 5-step guide to the Centre Approval process
The following table gives an overview of the steps required for all Centres to be approved to
deliver our qualifications.
The Centre Approval process will be ‘fast-tracked’ if a Centre received Approved Qualification
Centre status in 2020/21 and had a satisfactory outcome to their Quality Assurance Review.
All Centres
Step 1 – Register for this webinar and complete the Centre Approval Declaration as part of
the registration process.
Step 2 – Attend the webinar
Step 3 – The SLQ Quality Assurance Team review Centre information in order to make a
decision on whether to progress a Centre to Step 4 or Step 5.
Step 4 – Organise a Centre Approval meeting with the SLQ Quality Assurance team.
This step is only required if any of the following are true:
• The Centre is new to delivering SLQ qualifications.
• The Centre did not receive Approved Qualification Centre status in 2020/21.
• There are significant changes to a Centre’s qualification delivery for 2021/22.
• The Centre delivers across multiple sites, delivers Level 3 qualifications (or SCQF Level
6), has a history of non-compliance, or registers 200+ learners in a year.
Step 5 – The SLQ Quality Assurance Team will confirm approval or send an action plan for
approval.
Note: Centre Approval needs to be completed within eight weeks of a Centre’s first course
start date. If it is beyond eight weeks from your courses start date. Any failure to complete
the Centre Approval process in this timeline will cause the awarding or certificates to be
delayed.
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Steps 1 & 2 – The Centre Approval Webinar
The Centre Approval webinar will be a 30-minute overview for Centre Course Managers, of
the standards that Centres are required to meet to be able to administer, tutor, assess and
evidence SLQ qualifications.
Webinars are available to book throughout the year for Centres Course Managers to access
them at the start of their Centre’s course(s) delivery.
In the registration, Centres will be asked to complete the Centre Approval Declaration. This is a
simple form that asks for the key information that we need to be able to support Centres more
effectively this year.
There is no cost to the Centre Approval process but new Centres must be registered via LEAP
and have at least one course with registered learner numbers on it.
The Centre Approval webinar is for the Centre Course Manager (CCM) only.
Step 3 – SLQ review of Centre information
Once the webinar is over, we will review Centre information to decide what support a Centre
needs to deliver qualifications this year.
This includes:
• Whether Approved Qualification Centre status was given in 2020/21
• The responses that given through your Centre Approval Declaration
• The outcome of any historical Quality Assurance Reviews
• A Centre’s responses to requests for information during 2020/21
On reviewing this, we will decide whether Step 4 is required for a Centre.
Step 4 – Qualification Centre Approval meeting
If, on reviewing the Centre’s information, the SLQ Quality Assurance Team decide that a
Centre Approval meeting is required, we will send instructions to book a meeting with you.
In the meeting we will support a Centre to:
• Understand the qualification and quality assurance process changes for 2021/22
• Be prepared for the Quality Assurance Review and providing evidence to us digitally
• Ensure the Centre meets training and staffing requirements
In the meeting, the Quality Assurance Team will aim to gain additional information from a
CCM so that we are confident that the Centre has satisfactory controls in place to administer,
tutor, assess and evidence SLQ qualifications.
The Centre Approval meeting must be booked and attended by the CCM.
Step 5 – Being Approved as a Qualification Centre
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Following completion of either Step 3 or Step 5, the Quality Assurance Team will communicate
the outcome of the Centre Approval process. Once completed, a Centre can begin/continue to
deliver SLQ qualifications.
If we are not confident that a Centre is ready to be given Approved Qualification Centre status
as there are still actions to be addressed, the Quality Assurance Team will work with the
Centre to create an action plan for delivering with SLQ.
What Centres does the Centre Approval apply to
All Centres that are delivering and/or assessing a qualification course from 1 st August 2021 will
be required to go through the SLQ Centre Approval process. This includes:
• Centres with courses with start dates on or after 1st August 2021
• Centres with courses with start dates before 1st August 2020 that will be delivered
and/or assessed on or after 1st August 2021
The Centre Approval does not replace the need for agreeing to Qualification Centre Terms and
Conditions or any other policy or training requirement currently in place without it being
specifically referenced.
Who at the Centre is responsible for completing the Centre Approval process?
The Centre Course Manager. This person has overall responsibility for overseeing the
qualification delivery at the Centre, and must complete the Centre Approval process. They may
get others at the Centre involved in the process but they must not act in place of/ instead of the
Centre Course Manager.
Why we have continued with Centre Approval for 2021/22
The feedback from the Centres that have received Approved Qualification Centre status in
2020/21 has been largely positive for two main reasons.
Firstly, it allows SLQ to support Centres more effectively than we have been able to do in
previous years.
Secondly, and more importantly, it gives Centres a scheduled opportunity to get an update and
ask questions about any changes we have made to qualifications or processes.
For 2021/22, we have made changes to qualification specifications and have adapted some of
the processes for the Quality Assurance of your Centre. It enables Centres to feel confident that
they can deliver, and that we can maintain the validity and standards associated with
qualifications awarded by and SLQ as a regulated Awarding Body.
As a summary, we have made the following changes and updates:
• Adapted qualification specifications launched for all Centres from 1 st August 2021
• The continued use of remote digital Quality Assurance Reviews for all Centres.
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•
•

2021/22 issues of Internal Verification forms, Internal Assessment Records and other
quality assurance forms.
The introduction of a ‘Level 3 Tutor Training CPD’ webinar for all Centres that deliver
the Level 3 Qualification in Sports Leadership from 1st September 2021.

With these changes, we must ensure that Centres are aware of the role they play in delivering
the qualifications and that all Centres deliver to the correct specification and processes. This
helps ensure that the outcome of future Quality Assurance Reviews at a Centre is more likely
to be satisfactory rather than unsatisfactory.
What happens if a Centre Approval application is not successful?
If there is a response to any part of the Centre Approval process that leads to Centre Approval
not being given, the Quality Assurance team will set a Centre Approval Action Plan with the
Centre. If the actions are completed, Centre Approval will be given. If the actions are not
completed, a Centre will not be able to deliver SLQ qualifications, but the Centre may be able to
work with another SLQ Approved Qualification Centre to deliver the qualifications.
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Stage 2 – Mandatory Standardisation Training
To support Centres to deliver our qualifications we have a programme of standardisation
training activities to build on Centre staff’s understanding of our expectations for the specific
roles required to deliver our qualifications.
The mandatory training that Centre qualification delivery teams need to complete
There is a mandatory training requirement for each of the three roles required to deliver and
assess SLQ qualifications. They are defined in the table below.
Role

Training Title

Method

Centre Course
Manager

Managing A
Qualification
Centre

Internal Verifier
All IVs to complete

Internally
Verifying SLQ
Qualifications

Tutor/Assessor (New)
Each Centre must
have a minimum of 1
Trained Tutor
Tutor/Assessor
(Existing)
A Trained Tutor
whose status has
become invalid (over
2 years since
completion)
Tutor/Assessor
(New/Existing)
For Trained Tutors at
Centres that deliver
Level 3 Qualification
in Sports Leadership
course starting from
1st Sept 2021

Tutoring and
Assessing
Leadership Skills

45-60 minutes etraining through an
online web
accessible platform
45-60 minutes eOngoing Free for IVs
training through an
associated with a
online web
Centre
accessible platform
2 hour live
2 years
Free for all
attendance
Tutor/Assessors
webinar
within the
Centre
90 minutes live
2 years
Free for all
attendance
Tutor/Assessors
webinar
within the
Centre that no
longer has valid
Trained Tutor
status
45 minutes
Ongoing Free

Refreshing
Tutoring and
Assessing Skills

Level 3 Tutor
Training CPD

Valid
Cost
for
Ongoing Free

Is my current SLQ training valid?
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Training completed before 1st August 2021 is still valid. For additional guidance on the validity
of each individual training, see below. As outlined above all training will be made available for
free for all of our Centres in 2020/21. Visit the website to access the training dates for webinars
click here.
In addition to the mandatory standardisation training requirements, there will be a series of
other webinars and workshops to give a Centre additional support throughout the year. These
will not be mandatory, but they may improve the standards of Centre evidence and allow a
Centre to deliver high quality courses to their learners.
Is Centre Course Manager (CCM) E-training I have completed still valid?
All CCMs must have completed SLQ e-training for CCMs. If a CCM has previously completed
the ‘Centre Course Manager e-training’, this training remains valid. CCMs are not required to
complete the ‘Managing A Qualification Centre’ E-training as well, however, it is encouraged to
ensure CCMs understand any changes in requirements to managing SLQ courses at Centres.
If a CCM has not completed E-training, they must complete the training as soon as possible as it
will delay the awarding of certificates.
Is Internal Verifier E-training I have completed still valid?
All named Internal Verifiers on courses must complete the ‘Internally Verifying SLQ
Qualifications’ e-training. If an Internal Verifier has already completed the e-training, they do
not need to complete it again as it remains valid.
Is Tutor Training I have completed still valid?
At least one colleague at a Centre must complete and have valid ‘Tutoring and Assessing
Leadership Skills’ training. This makes that person the Trained Tutor at the Centre. This
training is valid for two years from completion. It must be refreshed prior to the elapsing of the
two years to ensure a Trained Tutor is in place.
For 2021/22 we have introduced a ‘Level 3 Tutor Training CPD’ webinar that delivers specific
updates and guidance for the changes that have been made to the Level 3 Qualification in
Sports Leadership. Trained Tutors at all Centres that have a course that starts on or after 1st
September 2021 must attend this training. It is also recommended that any other
Tutor/Assessor(s) that deliver and assess the Level 3 Qualification in Sports Leadership attend
the webinar as well.
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Stage 3 – Delivering a qualification and evidencing assessment
The assessment requirements for qualifications
Each qualification has a specification that details what needs to be assessed and what learners
are expected to produce to evidence that they have met the assessment criteria in the
minimum action column. The specification must inform a development of a course plan and all
staff that are to deliver and assess learners for a SLQ qualification must understand the
requirements of it.
The example below gives an example of each of the following components for a specification:
•
•
•
•

•

Unit title – this outlines the overall aim of a unit and what a learner must be able to do
and be assessed for to complete the unit.
Learning Outcome – this outlines the specific actions that a learner must be able to do or
must understand.
Assessment Criteria column – this explains what the specific actions that a learner must
complete and be assessed for.
Minimum action column – the range of assessment that is needed for a learner to
achieve an Assessment Criterion. For example, ‘Plan a minimum of two activity
sessions…’ for ‘1.1 Plan sport/physical activity sessions’
What needs to be completed – this gives the specific task in the Learner Evidence Record
(LER) that needs to be completed by the learner and assessed by the Tutor/Assessor

Specification example from Unit 2 in Level 2 Qualification in Community Sports Leadership

Creating a course plan
A course plan is required for all SLQ qualifications. It is the responsibility of the Centre Course
Manager to ensure that a course plan is created for each of the qualifications that the Centre
delivers. The Centre Course Manager should work with the Tutor/Assessor(s) to create the
12
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course plan(s) to ensure a Centre is prepared for assessment. The course plan(s) will be
requested by the SLQ Quality Assurance team for a Centre’s Quality Assurance Review.
A course plan must always include:
• The Qualification Title (e.g. Level 1 Qualification in Sports Leadership).
• Plans for delivering the content from the correct specification.
• Plans for assessing learners and for provide additional assessment opportunities.
• Details of the planned activity of the Internal Verifier.
• A date for when the Internal Verification is to be completed – this will allow a Centre to
plan in an annual Quality Assurance Review with SLQ.
• Details of any Recognition of Prior Learning (RPL).
Note: Submitting just the course specification at a Quality Assurance Review alone is not
sufficient evidence of planning, as this does not demonstrate how the content will be delivered
over the duration of the course. A course specification that is annotated with delivery dates,
Tutor/Assessor comments and other planning considerations would be acceptable.
For the specific requirements of what needs to be included as part of a course plan, please refer
to the ‘Course Plan Guidance’ document in the Resources section on LEAP.
Learner Evidence Records (LERs) – mandatory for assessment
Learner Evidence Records (LERS) are mandatory for all SLQ qualifications and must be used by
all learners unless there is a need for Reasonable Adjustments for a learner or a group of
learners (please see the Special Considerations and Reasonable Adjustments Policy on LEAP for
how to apply for Reasonable Adjustments). If a learner requires an alternative assessment tool
a Reasonable Adjustment form needs to be completed.
Tutor/Assessor(s) must make all assessment decisions and give feedback to learners in the LER.
It is essential that learners are issued an LER at the start of the courses and that they complete
it as they progress through the course. Everything that a learner needs to complete can be
completed through the LER.
Internal Assessment Records (IAR) - Tracking the status of assessments on course(s)
For all courses in 2020/21, we have introduced an Internal Assessment Record (IAR) for each
qualification. This is a mandatory document which must be completed as the course progresses
and must be made available to the SLQ Quality Assurance Team as part of a Centre’s Quality
Assurance Review.
The IAR allows a Centre to track what assessments have been made as a Centre progresses
through the course. This must only be used as a tool to support course delivery and assessment.
The Internal Assessment Record does not replace the need for assessment decisions made in
each learner’s LER and will not be satisfactory as the only evidence of assessment at the annual
Quality Assurance Review.
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Keeping track of Centre course evidence
It is the responsibility of the CCM to ensure that all required course evidence is collated and
ready to be submitted to SLQ on request for the Quality Assurance Review or for any other
reason in relation to delivering and assessing SLQ qualifications at a Centre.
The CCM Stage Check List should be used by CCMs to track what has been completed and what
still needs to be done. The CCM Stage Check List can be downloaded through the Tutor
Resource section on LEAP.
In addition to this, the Quality Assurance Review Check List (example below) gives details of
the specific evidence that needs to be upload, on request, ahead of the annual Quality
Assurance Review. The Quality Assurance Check List is available through the Tutor Resource
section on LEAP.
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Stage 4 – SLQ Quality Assurance Review
The purpose of the Quality Assurance Review
The Quality Assurance Review is undertaken by SLQ to allow us to scrutinise the processes
that have been used to make assessment decisions for the qualifications a Centre delivers and
assesses. This ultimately ensures that the interests and needs of registered learners are
protected.
We check three key things that indicate whether required standards have been met of not.
These are:
1. Has the CCM effectively managed the qualification administration, delivery and
assessment at the Centre
2. Has the Tutor/Assessor(s) used assessment processes to make decisions that are fair,
consistent and accurate
3. Has the Internal Verfier(s) process been effectively performed to verify the assessment
process(es) for all Tutor/Assessors.
A remote, digital Quality Assurance Review for 2021/22
For the 2021/22 year, we will continue to support Centres by keeping the entire Quality
Assurance Review process remote and using digital evidence. This means that all aspects of the
Quality Assurance Review will be performed digitally. We require all evidence to be
submitted digitally (rather than copies of hard copy evidence posted to us) and discussed via
video call (rather than in person or over the phone).
This will allow us to effectively scrutinise a Centre’s administration, delivery effectiveness and
assessment processes remotely for all Centres.
How to book a Quality Assurance Review
Centres will require a Quality Assurance Review at least once a year. The review will either be
generated by the Centre submitting their first Certification request or by the Quality
Assurance Team contacting the Centre Course Manager as your Course(s) are due to be ending
soon. The Quality Assurance Review can be booked via ths SLQ Quality Assurance Review
Booking application, a link to this will be sent once a Quality Assurance Review requirement is
generated by the Quality Assurance team.
Once booked, a calendar appointment will be created and sent through to a member of the
Quality Assurance Team and confirmed with the Centre Course Manager.
The evidence that needs to be submitted ahead of the Quality Assurance Review
The Quality Assurance Check List details the evidence that a Centre needs to submit to us
ahead of the Quality Assurance review. All evidence will be requested by the Quality
Assurance Team at the time that the booking instruations for the Quality Assurance Review
are sent. Centres will be given a unique and secure link to a SLQ file sharing portal on. The
CCM must ensure that all documents are submitted at least five working days ahead of the a
Quality Assurance Review.
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As a summary, the CCM must be submit the following evidence digitally for a Quality
Assurance Review on request. Full details of requirements can be found on the Quality
Assurance Review Checklist (available through the Tutor Resources on LEAP):
•
•
•
•
•
•
•
•
•

Course plans for every qualification type delivered
Learner Evidence Records for the learners that form the selected sample
Internal Assessment Records for every course
Internal Verification Planning Record, Part 1A (One per Centre)
Internal Verification Planning record, Part 1B (One per Tutor/Assessor)
Internal Verification Report, Part 2A (One per Tutor/Assessor per qualification type)
Internal Verification Report, Part 2B (One per tutor/Assessor)
Internal Verification Action Plan, Part 2C (Only required if actions are set for the
Tutor/Assessor)
Any other documents requested by the Quality Assurance Team

The possible outcomes from a Quality Assurance Review
There are three possible outcomes from a Quality Assurance review. They are:
Satisfactory

The delivery and assessment of SLQ qualifications at a Centre has met the
required standards, policies and procedures. There may be minor actions
set for future courses, but they have not adversely affected the standards
of delivery and assessment. Achieving a ‘satisfactory’ outcome will allow
learners to be certificated.

Unsatisfactory

In performing the Quality Assurance Review, it has been found that a part
of the course administration, delivery and/or assessment has not met
required standards. The Quality Assurance team will set an immediate
action plan set by the Quality Assurance team to correct the Centre
actions and this will need to be completed in order to gain a ‘satisfactory’
outcome within the specified time frames. The CCM will be required to
ensure that the areas where the standards have not been met are
corrected and recorded back to SLQ as requested.

Non-compliant

In performing the Quality Assurance Review, or through other
enagagments with a Centre, a part of the course administration, delivery
and/or assessment has seriously breached required standards and may be
deemed as maladministration or malpractice. A formal investigation will
be initiated to determine the cause of the non-compliance and the actions
required to address the breaches of required standards.
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SLQ Customer Service Charter
In delivering SLQ qualifications, a Centre should expect to receive a quality service delivered within agreed timelines from SLQ. The
following outlines the customer service timesclaes that Centres should expect to receive during the four stages of qualification tutoring,
assessment and quality assurance. A downloadable version of this can be found here
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Section 2 – Qualification Centre roles
This section outlines each role required to deliver SLQ qualifications. It also links the role to
their responsibility within the four stage Centre delivery process outlined in Section 1.

Centre Course Manager (CCM)
The role and responsibilities of the Centre Course Manager
The Centre Course Manager role must:
• Take overall responsibility for managing SLQ courses at the Centre
• Take overall responsibility for all staff involved in the delivery, assessment and internal
verification of the qualifications
• Be responsible for completing the relevant SLQ Centre Approval process
• Be internal to the Centre and must have a sufficient level of authority within the Centre
to enable them to carry out the responsibilities required by SLQ, with full accountability
for the overall provision of SLQ qualifications and awards within the Centre
• Be the main contact for SLQ Sports and is responsible for signing Terms and Conditions,
administering courses, registering learners and authorising invoice payments
• Manage the completion of the CCM Stage Check List
Who can be the Centre Course Manager?
The Centre Course Manager must be someone that is actively involved in the management and
coordination of the planning, tutoring and assessment of SLQ qualifications. The person must
be able to manage and oversee all the stage requirements in the CCM Stage Check List (below).
Other management and administration roles at a Centre (for example, an exams officer) cannot
be the Centre Course Manager unless they can manage and oversee all the stage requirements.
The permitted combinations of Centre Roles
As a Centre Course Manager you may fulfil other roles within your Centre. The combination
of roles that can be carried out are outlined below:
Centre roles
Centre Course
Manager (CCM)
Tutor/Assessor (T/A)
Internal Verifier (IV)
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Other roles that can be performed (role specific requirements must
be met
The CCM can also perform the
The CCM can also perform the
role of Internal Verifier if they
role of Tutor/Assessor
are not the Tutor/Assessor
The Tutor/Assessor can
The Tutor/Assessor can also
perform the role of Internal
perform the role of CCM
Verifier for other
The Internal Verifier can also
Tutor/Assessor(s) (i.e. not
perform the role of CCM
themselves)
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CCM Stage Check List
The CCM Stage Check List is a tool that CCMs can use to track Centre and course evidence
requirements. It is available to download as a separate document through LEAP – a CCM can
use this as a Centre works through the tutoring and assessment of courses and in preparation
for submitting course evidence to SLQ. All parts of the checklist must be met by a Centre to
allow certificates to be awarded at the end of a course.
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Tutor/Assessor
The role and responsibilities of the Tutor/Assessor
The Tutor/Assessor:
• Plans and delivers the qualification content to learners on the course
• Undertakes assessment of each learner against the Assessment Criteria of the
qualification
The Tutor/Assessor should be:
• 18 years old or over and hold qualifications similar to the following:
o A recognised teaching qualification or background
o A National Governing Body of Sport Coaching qualification
o A Home Office armed public service qualification in Sport or Physical Education
o A Sports Development qualification
o A Youth and Community degree/diploma
The Tutor/Assessor should have experience of:
• Working with children and adults in a variety of settings including; physical activity,
sport, youth and community settings:
o Leading activities independently without supervision
o Directing individuals or groups towards character and personal skill development
o PE or PSHE, crime diversion, lifestyle choices
o Assessing and evaluating performance/progress
o Using different teaching methods to engage individuals with different learning
styles and different abilities
What the Tutor/Assessor(s) need to complete

Stage 1 – Centre Approval – Tutor/Assessor requirements
No direct role in this stage.

Stage 2 – Mandatory Standardisation Training – Tutor/Assessor requirements
Stage Requirements

What needs to be completed

2.3a

Complete ‘Tutoring and Assessing Leadership
Skills’ training

Complete via webinar – book on to
training webinar

2.3b

Or, Complete ‘Refreshing Tutoring and
Assessing Skills’ training

2.3c

If delivering the Level 3 Qualification in Sports
Leadership (SL3):
Complete the ‘Level 3 Tutor Training CPD’
webinar
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Stage 3 – Delivering a qualification and evidencing assessment – Tutor/Assessor requirements
Stage Requirements

What needs to be completed

3.2

Register learners on to the course(s) – must be
within 8 weeks of the course start date

Through LEAP

3.5

Course plan(s) for every qualification type

Course plans for every
qualification type

3.8

Deliver course content, assess learners and
record assessments

Learner Evidence Records

Ensure the sample of Learner Evidence Records
is available for the Internal Verifier

-

3.9
3.10

Internal Assessment Record(s)

Stage 4 – Quality Assurance Review – Tutor/Assessor requirements
Stage Requirements

What needs to be completed

4.1

Collate all course evidence to meet SLQ Stages 13

Support CCM

4.2a

Claim certificates for all learners that have
achieved the qualification’s assessment criteria

Through LEAP

4.5

Attend the SLQ Quality Assurance Review

To support CCM, if required

4.6

Complete any follow-up actions from the SLQ
Quality Assurance Review

To support CCM, if required
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Internal Verifier (IV)
The role and responsibilities of the Internal Verifier
The Internal Verifier’s role is to:
• Plan the Internal Verification Process at the start of the course
• Verify the assessment decisions made by every Tutor/Assessor is fair, consistent and
accurate.
• Provide support and guidance to the Tutor/Assessor(s) through positive/constructive
feedback and recommendations.
• Provide actions to follow if the assessment process requires improvements to ensure a
fair, consistent and accurate process.
• Standardise assessment standards across the Centre.
The Internal Verifier must:
• Not assess any of the SLQ course(s) they are verifying.
• Complete any training required by SLQ.
• Follow the two-stage process for the role.
The Internal Verifier should:
• Work in or alongside the Centre.
• Have experience of internal verification or monitoring standards of teaching/delivery of
qualifications.
Two Part Internal Verification Process and IV records
The Internal Verification process is carried out in two parts – Part 1 (1A and 1B) and Part 2 (2A,
2B and 2C). The following records must be completed for each part by the Internal Verifier:
Part 1:
• Internal Verification Planning Record, 1A – Planning Meeting form (one form required
Centre)
• Internal Verification Planning Record, 1B – Learner Evidence Record (LER) sample
selection (one form required per Tutor/Assessor)
Part 2:
• Internal Assessment Verification Report, 2A – Reporting on Tutor/Assessor
performance (one per Tutor/Assessor per qualification type delivered. Complete a
separate form for each qualification)
• Internal Assessment Verification Report, 2B – Reporting on Tutor/Assessor performance
(one per Tutor/Assessor required)
• Internal Verification Action Plan, 2C – only required if actions arise in the Internal
Assessment Verification Report
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Part 1A – Internal Verification Planning Record (before the start of the course)
Before the start of the course, the Internal Verifier(s) must meet with the Centre Course
Manager and Tutor/Assessor(s) to agree the plan for when the Internal Verification can happen
within the course delivery.
The following must be discussed:
• Course plan requirements
• Assessment methods to be used
• Evidencing assessment in the LERs
• Internal Assessment Verification timing
• Internal Assessment Verification Sample (the sample requirements are outlined below)
• SLQ Quality Assurance requirements
A signed Internal Verification Planning Record must be completed, identifying the sample of
learners for each Tutor/Assessor.

Part 1B - Agreeing the learners to sample as part of the Internal Standards Verification
As part of the Internal Verification planning meeting the sample of learners should be agreed
upon for each Tutor/Assessor. The sample of learners should be chosen at random and a range
of learners across all courses.
The Internal Verifier needs to verify the assessment performance of all Tutor/Assessors across
each qualification type they deliver. The sample matrix below should be used to derive the
number of sample LERs required for the Internal Assessment Verification process:
Number of learners for the Qualification
Type
1-20 learners
21-40
41+

Evidence sample required for the Internal
Assessment Verification
4 LERs
6 LERs
10 LERs

For example; Mr. Jones is the Tutor/Assessor across four courses (two Level 1 Qualification in
Sports Leadership, a Level 2 Qualification in Dance Leadership and a Level 3 Qualification in
Sports Leadership) the learner numbers and sample numbers are outlined below:
Course

Number of learners

Level 1 Qualification in Sports Leadership
Level 1 Qualification in Sports Leadership
Level 2 Qualification in Dance Leadership
Level 3 Qualification in Sports Leadership

28
28
22
10

Number of learners
to sample
10*
6
4

*There are two Level 1 Qualification in Sports Leadership courses therefore the number of learners is
combined as it is taken across the qualification type not per course. With 56 learners registered this is
a maximum of 10 sample LERs to be verified. The learners sampled should be across the groups.

The process of sample selection must be carried out for each Tutor/Assessor and a sample
selection form must be completed for each Tutor/Assessor.
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Parts 2A and 2B – Internal Verification Report
For Part 2 (includes both forms 2A and 2B), the Internal Verifier reports on the performance of
all Tutor/Assessors at the Centre. The Internal Verification Report must be completed at an
agreed time after assessment decisions have been made for the course.
The tasks to be internally verified change from year to year, so Centres must ensure that
Internal Verifiers know what the current internal verification requirement is.
Please see the Internal Verification Planning Record (Part 1B, example from Sports and Dance
Leadership below) and Internal Verification Report (Part 2A) for the tasks that must be verified
by the Internal Verifier.

The Internal Verifier must verify the assessment decisions made by the Tutor/Assessor(s)
through the evidence presented in the Learner Evidence Records. If a Tutor/Assessor is not
using the LER for evidence (i.e. the learner requires an alternative method) they should have
submitted a Reasonable Adjustments request to support the learner and this should be
presented with the evidence gathered to the Internal Verifier.
An Internal Verification Report for each Tutor/Assessor must be completed and signed.
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Part 2B – Guidance for completing the Internal Verification Report
These guidance notes provide support for the Internal Verifier (IV) when checking the
assessment process implemented by the Tutor/Assessor, ensuring assessment is valid,
authentic, reliable, sufficient and current. The IV should check the points listed below and
provide relevant examples against each question
Q1. Is clear feedback given to the learners by Q2. Is the Tutor/Assessor demonstrating a
the Tutor/Assessor and recorded in the LERs? consistent approach to the assessment
decisions being made?
The Tutor/Assessor should inform learners
of assessment outcomes, using:
The Tutor/Assessor should:
• Different types of feedback i.e. verbal
• Assess all learners equally and fairly,
and written.
giving time for preparation and
• Feedback that is constructive and
opportunity for re-assessment.
developmental for the learners.
• Be confident learners could achieve the
• A two-way process that involves input
assessment criteria on a regular basis,
from learners.
rather than just a one off.
• Make consistent and accurate
assessment decisions across the group
of learners.
• Retain evidence that supports the
assessment decisions in the LERs.
Q3. Are actions given to learners when
Q4. Are assessments recorded correctly by
assessment tasks have not been fully met and the Tutor/Assessor within LERs?
are deferred?
The Tutor/Assessor should:
The Tutor/Assessor should:
• Record all assessment decisions
• Inform learners if an assessment
(pass/defer) in the LERs for all
outcome is deferred and they are
assessment tasks.
unsuccessful in meeting the minimum
• Complete Practical Observation Forms,
action for the assessment task.
providing comments to support
• Provide feedback and record actions for
assessment decisions being made.
the learners when re-assessment is
• Only make assessments during the
needed.
registered course delivery dates.
• Only pass learners who have clearly
• Ensure assessment of Leadership
met the minimum action and there is
Hour(s) has been completed at the
supporting evidence to confirm the
appropriate time and reflected in the
assessment decision.
dates recorded on the Leadership Log.
Q5. Did the observation feedback task
Q6. Where there any appeals or complaints
internally verified provide the learner with
surrounding the assessment of learners?
clear and concise feedback?
The Tutor/Assessor should:
The Tutor/Assessor should:
• Act on any appeals or complaints
• Give clear feedback on what the learner
surrounding assessment decisions in
did well in their observed assessment.
line with the Centres policies on appeals
• Detail the parts of the observed
and complaints.
assessment that did not meet the
• Make learners aware of the steps to be
assessment criteria.
take with their appeal or complaint.
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Part 2C – Internal Verification Action Plan
If at either of the parts of the Internal Verification Report the Internal Verifier believes there
are actions to be taken to ensure learners are assessed in a fair, consistent and accurate manner
an Internal Verification Action Plan must be completed and managed to correct assessment
decisions. This must be signed by the Internal Verifier once the actions have been completed.

What needs to happen with the Internal Verification evidence
All internal verification plans and reports (forms 1A, 1B, 2A, 2B and 2C) that the Internal
Verifier(s) completes must be shared with the CCM as soon as they are completed. These will be
submitted to SLQ for the annual Quality Assurance Review.
What the Internal Verifier(s) needs to complete

Stage 2 – Mandatory Standardisation Training – Internal Verifier requirements
Stage Requirements

What needs to be completed

2.2

Complete via SLQ Moodle

Complete ‘Internally Verifying SLQ
Qualifications’ e-training

Stage 3 – Delivering a qualification and evidencing assessment – Internal Verifier requirements
Stage Requirements

What needs to be completed

3.7

Select learners whose Learner Evidence Records
will form the internal verification sample and
the dates when internal verification will take
place (one form per Tutor/Assessor)

Internal Verification Planning
Record, 1B – Learner Evidence
Record (LER) sample selection (one
form required per Tutor/Assessor)

3.11

Perform the internal verification of the
assessment decisions made by each
Tutor/Assessor, giving feedback and actions to
ensure course delivery and assessment decisions
have met required standards

Internal Assessment Verification
Report, 2A – Reporting on
Tutor/Assessor performance (one
per Tutor/Assessor per
qualification type delivered by the
Tutor/Assessor)

3.12

Internal Assessment Verification
Report,
2B – Reporting on Tutor/Assessor
performance (one per
Tutor/Assessor required)

3.13

Log and manage the completion of any actions
arising from the internal verification activities

Internal Verification Action Plan

3.14

Report back on internal verification to the CCM

-
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Stage 4 – Quality Assurance Review – Internal Verifier requirements
Stage Requirements

What needs to be completed

4.1

Collate all course evidence to meet SLQ Stages 13

Support CCM

4.5

Attend the SLQ Quality Assurance Review

To support CCM, if required

4.6

Complete any follow-up actions from the SLQ
Quality Assurance Review

To support CCM, if required
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Accessing Quality Assurance Forms
Throughout a Centre’s delivery mandatory evidence forms for quality assurance are required.
All forms are available through the Tutor Resources section of LEAP.
In a change from 2020/21, for Sports and Dance Leadership qualifications, they are no longer in
the individual qualification Tutor Resources. Instead, Centres can access and download the
forms by clicking the ‘Quality Assurance forms and guidance’ button on the qualification
selection page, as highlighted below.

Quality Assurance Forms for all other qualifications can still be found in the individual
qualification Tutor Resource page.

Support from the SLQ Quality Assurance Team
If you have any questions on this Centre Standards Manual, please email them to
qa@sportsleaders.org. A member of the team will get back to you as soon as we can but in line
with the expectations set out in the Customer Service Charter.
Thanks you for your continued support and we look forward to working with you over the
next year.

31

© SLQ 2021

SL1212 Issue 2 08/21

