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	Purpose:  Procedure describes how the provider develops and implements an action plan to deal with errors, omissions and/or deliberate acts by learners, staff or contracted trainers, any of which impact on the validity of the assessment process.

	· Staff Involved:  Examinations Secretary, Special Duties Post Holders (Assistants to Examinations Secretary), Examinations Coordinator, Course Directors, Special Duties Assistants to Course Directors. Subject Teachers

	Activities
	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	1. Records of Internal verification of assessment
2. Assessment Event Log
3. Learner Verification

4. Staff Verification
	· Checklists

· Signed Receipts 
 
	· Examination Secretary
· Special Duties Assistants (ES)
· Course Directors

· Subject Teachers
	· Checklists

· Signature Lists/Signed

· Checklists

· Signed Receipts

	5. Corrective Action Plan
	· Verbal

· Written report


	· Examination Secretary
· Deputy Principal
· Subject Teacher(s)
	· Verbal

· Written report

· Examination Secretary’s files.

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	· Deputy Principal
· Quality Assurance  Management Group

	· Annual

	· Review of Assessment Procedures
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