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Internal Quality Assurance (IQA) Sampling Plan 

IQA Name Site Name 

Qualification Title 
Course Reference 

Number 

Sampling Time 

Period 

Tutor/Assessor 

Name or STA 

Reference 

Number 

Learner Name 

or STA 

Reference 

Number 

IQA Date 
Units 

Sampled 

Sample Type

(portfolio, practical 

marking sheet, 

worksheets or tutor 

assessed skill sheet) 

IQA Report 

Number 

IQA Signature 

on Date of IQA 
Planned Actual 
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Action Points 

Date Action Points Date Completed 
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Internal Quality Assurance (IQA) Assessor Observation 

Performance Report 

IQA Name Assessor Name 

Qualification Title 
Course Reference 

Number 

Unit Number 

Describe the activity in this course that was undertaken during the observation. Please note any special circumstances. 

Did the assessor… Evidence Result 

Remain as unobtrusive as reasonably practicable?  Yes    No

Have any evidence of planning and preparation of the 

assessment? 
 Yes    No

Ensure the assessment supported the learners’ progress?  Yes    No

Have up-to-date awarding organisation documentation and 

assessment criteria to complete the assessment? 
 Yes    No
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Give the learner clear information on the assessment 

process, relevant policies and procedures, and was their 

understanding of these confirmed? 

   Yes    No 

Accurately judge the quality of evidence for validity, 

sufficiency and reliability, in line with Safety Training Awards 

assessor guidance and the qualification specification? 

   Yes    No 

Provide feedback to learners that is constructive, affirms 

achievement and identifies any further implications for 

learning, assessment and progression? 

   Yes    No 

Make an assessment decision that is consistent with Safety 

Training Awards’ qualification specification and answer 

key/assessor guidance as appropriate? 

   Yes    No 

Have evidence that the tutor has checked each learner’s 

pre-requisites? 
   Yes    No 

Complete assessment records as required by Safety 

Training Awards, including being signed and dated as 

appropriate? 

   Yes    No 

Ensure that requirements for equality and diversity and, 

where appropriate, bilingualism, were considered during 

assessment? 

   Yes    No 

Ensure that training activities meet the needs of learners and 

the requirements of the qualification? 
   Yes    No 

Identify if there was a conflict of interest or not? If so, was it 

declared to Safety Training Awards? 
   Yes    No 

Ensure that the procedures for confirming learners’ identities 

and authenticity of assessment evidence were adhered to? 
   Yes    No 

Ensure that the training hours have been verified, and that 

course planning indicates that the minimum course contact 

hours (where applicable) were adhered to? 

   Yes    No 
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Ensure that there were suitable resources available for 

course delivery and assessment, in line with the qualification 

specification (including participants for swimming teaching 

qualifications, if applicable)? 

 Yes    No

Give learners the opportunity to give feedback relating to 

their learning and assessment? 
 Yes    No

Feedback for the Assessor 

Does the evidence submitted meet the assessment criteria? 

Assessor Comment 

IQA Name Assessor Name 

IQA Signature Assessor Signature 

Date Date 
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Internal Quality Assurance (IQA) Tutor Observation 

Performance Report 

IQA Name  Tutor Name  

Qualification Title  
Course Reference 

Number 
 

Unit Number  

 

Describe the activity in this course that was undertaken during the observation. Please note any special circumstances. 

 

 

Did the tutor… Evidence Result 

Provide evidence of planning and preparation for the 

course? 
   Yes    No 

Ensure that the learning style met the learners’ needs?    Yes    No 

Ensure that learners had access to course resources?    Yes    No 

Make sure that learners had access to the site’s facilities?    Yes    No 
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Ensure that learners provided pre-requisite evidence?    Yes    No 

Make good reference to the course manual?    Yes    No 

Ensure that the learning environment met the learners’ 

needs and complied with Safety Training Awards’ 

requirements? 

   Yes    No 

Ensure that the minimum guided learning hours for the 

course were adhered to? 
   Yes    No 

Give specific feedback to each individual learner?    Yes    No 

Have up-to-date knowledge of the course that they were 

delivering? 
   Yes    No 

Develop opportunities for learners to apply their new 

knowledge and skills? 
   Yes    No 

Ensure that learners were given clear information on the 

course assessment process? 
   Yes    No 

Have access to operating procedures and risk 

assessments? 
   Yes    No 
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Feedback for the Tutor 

 

 

Tutor Comment 

 

 

IQA Name  Tutor Name  

IQA Signature  Tutor Signature  

Date  Date  
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Internal Quality Assurance (IQA) Desk-Based Sampling Report 

IQA Name  Assessor Name  

Qualification Title  
Course Reference 

Number 
 

Sampling Date  

 

Learner Names Samples 

       

       

       

 

Sample Checks Evidence Result 

Is there evidence of the learners’ attendance of the course?    Yes    No 

Has the learners’ knowledge and understanding been 

assessed? 
   Yes    No 

Is there evidence of practical marking assessment?    Yes    No 

Have assessment criteria been meet by the tutor?    Yes    No 
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Has the assessor used up-to-date resources?    Yes    No 

Were assessment records completed as required by Safety 

Training Awards, including being signed and dated as 

appropriate? 

   Yes    No 

Is there sufficient evidence to judge that the assessment was 

valid, authentic, sufficient, current and reliable? 
   Yes    No 

 

Action Points 

 

Date for Completion  Date Completed By  

I confirm that I have discussed this sampling report with my IQA and have received feedback where relevant. 

IQA Name  Assessor Name  

IQA Signature  Assessor Signature  

Date  Date  
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Internal Quality Assurance (IQA) Learner Interview Record 

Learner Name  Qualification Title  

IQA Name  
Course Reference 

Number 
 

Tutor Name  Site Name  

Assessor Name  Interview Date  

 

Question Response Given by Learner Action Required 

How were you welcomed to the course?   

When did the course begin?   

What were the start and finish times?   

How were you made aware of the course?   

Were you made aware of any reasonable 

adjustments or special considerations? 
  

If you identified any reasonable adjustments or 

special considerations, were they made for you? 
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Were you made aware of health and safety 

requirements? 

Were you made aware of the complaints and 

appeals procedure? 

When did you receive your course manual? 

What resources did the tutor have access to and 

use during the course? 

Were you made aware of what was expected of 

you and how you would be assessed? 

When did the assessment take place? 

Did the tutor go through your worksheets and 

portfolios with you? 

Did the tutor give you feedback throughout the 

course? 

Did the assessor give you feedback after the 

assessment? 

If so, how was this feedback given to you? 

Have you signed any documentation to confirm 

your completion of the course? 

Do you feel that the qualification will help you in 

your work now, and in the future? 
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I agree that the contents of this record are an accurate reflection of my interview and may be shared with my assessor. 

Learner Name IQA Name 

Learner Signature IQA Signature 

Date Date 

EQA Name 

EQA Signature 

Date 

Once completed please submit this report to STA at iqareports@sta.co.uk.
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	IQA Signature on Date of IQARow5: Kate Holland
	TutorAssessor Name or STA Reference NumberRow6: Tutor-Ian Smith Assessor- Jennifer Dean
	Learner Name or STA Reference NumberRow6: Lee Wright
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	Units SampledRow7: All
	Sample Type portfolio practical marking sheet worksheets or tutor assessed skill sheetRow7: Observation of sessions/practical exam and portfolio check.
	IQA Report NumberRow7: ATC0000 IQA1
	IQA Signature on Date of IQARow7: Kate Holland
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	ActualRow8: 23/8/18 and 24/8/18 and Post Course 
	Units SampledRow8: All
	Sample Type portfolio practical marking sheet worksheets or tutor assessed skill sheetRow8: observation of sessions/practical exam and portfolio check
	IQA Report NumberRow8: ATC0000 IQA1
	IQA Signature on Date of IQARow8: Kate Holland
	TutorAssessor Name or STA Reference NumberRow9: Tutor-Ian Smith Assessor- Jennifer Dean 
	Learner Name or STA Reference NumberRow9: Jemima Proudler
	PlannedRow9: 23/8/18 and 24/8/2018
	ActualRow9: 23/8/18 and 24/8/18 and post Course 
	Units SampledRow9: All
	Sample Type portfolio practical marking sheet worksheets or tutor assessed skill sheetRow9: Observation of sessions/practical exam and portfolio check
	IQA Report NumberRow9: ATC0000 IQA1
	IQA Signature on Date of IQARow9: Kate Holland
	DateRow1: 07/09/18
	Action PointsRow1: Portfolio check - All corrections made by tutor within the answer portfolio need to be resubmitted correctly by the learner or supplementary questions recorded - actual question and answer should be recorded as evidence of competence.  
	Date CompletedRow1: TBC
	DateRow2: 07/09/18
	Action PointsRow2: Check understanding whole part whole and specificity in aims and objectives plus criteria on SOW and lesson plans. For example to quote "Badges"  or "Games" id not really enough. Any game should have a learning purpose and specific badges or badge criteria should be planned. Cover off in standardisation.
	Date CompletedRow2: TBC
	IQA Name_2: Kate Holland
	Assessor Name: Jennifer Dean
	Qualification Title_2: STA Award in Swimming Teaching
	Course Reference Number_2: 012345
	Unit Number: Unit 5
	Describe the activity in this course that was undertaken during the observation Please note any special circumstancesRow1: Observation of the practical assessment process and the feedback given to learners 
	EvidenceRemain as unobtrusive as reasonably practicable: Yes- the assessor was on poolside during the practical assessment session and remained unobtrusive to the lesson. 
	EvidenceHave any evidence of planning and preparation of the assessment: Yes- emails were exchanged before the course with details of timetable/teaching stations and the learners on the course. The assessor arrived with all delivery and assessment information. 
	EvidenceEnsure the assessment supported the learners progress: Yes- the process was explained to all learners and any specific needs were met.
	EvidenceHave uptodate awarding organisation documentation and assessment criteria to complete the assessment: Yes- all the up to date paperwork for the course was completed. 
	Give the learner clear information on the assessment process relevant policies and procedures and was their understanding of these confirmed: Yes- this was explained at the outset. 
	Accurately judge the quality of evidence for validity sufficiency and reliability in line with Safety Training Awards assessor guidance and the qualification specification: Yes- notes and pointers were given about the validity. One class had to be moved around as not enough swimmers turned up and notes were given on the provision of written work and requirements. 
	Provide feedback to learners that is constructive affirms achievement and identifies any further implications for learning assessment and progression: Feedback given was very positive and constructive but also corrective and allowing learners to build their experience. 
	Make an assessment decision that is consistent with Safety Training Awards qualification specification and answer keyassessor guidance as appropriate: Yes
	Have evidence that the tutor has checked each learners prerequisites: Yes- course administrator provided a file with all details and pre-requisite evidence. 
	Complete assessment records as required by Safety Training Awards including being signed and dated as appropriate: Yes- all assessment paperwork was completed and required.
	Ensure that requirements for equality and diversity and where appropriate bilingualism were considered during assessment: Yes
	Ensure that training activities meet the needs of learners and the requirements of the qualification: Yes- thorough checking of the requirements and full discussion with tutor and IQA. The assessor is very experienced and shared a wealth of knowledge with both the tutor and the learners. 
	Identify if there was a conflict of interest or not If so was it declared to Safety Training Awards: No conflicts.
	Ensure that the procedures for confirming learners identities and authenticity of assessment evidence were adhered to: Yes- provided full evidence via the course administrator. 
	Ensure that the training hours have been verified and that course planning indicates that the minimum course contact hours where applicable were adhered to: Yes- checked the timetable and discussed with the tutor. 
	Ensure that there were suitable resources available for course delivery and assessment in line with the qualification specification including participants for swimming teaching qualifications if applicable: Yes- the assessor observed a theory session and discussed learner experience with some learners. 
	Give learners the opportunity to give feedback relating to their learning and assessment: Yes
	Feedback for the AssessorRow1: Thorough process carried out which is very learner centered. Excellent feedback given to the learners and the tutor. 
	Does the evidence submitted meet the assessment criteriaRow1: Yes- the evidence submitted is the formal observation records and these are in line with the course requirements and are all signed by all appropriate personnel including the learners. Other evidence is retained in folders by the course administrator. 
	Assessor CommentRow1: This is Ian Smith's first course, he has done a very good job getting 9 learners ready for their assessments. 
	IQA Name_3: Kate Holland
	Assessor Name_2: Jennifer Dean
	IQA Signature: Kate Holland
	Assessor Signature: Jennifer Dean
	Date: 24th August 2018
	Date_2: 24th August 2018
	IQA Name_4: Kate Holland
	Tutor Name: Ian Smith
	Qualification Title_3: STA Award in Swim Teaching
	Course Reference Number_3: 012345
	Unit Number_2: Unit 5
	Describe the activity in this course that was undertaken during the observation Please note any special circumstancesRow1_2: Observation of Theory Session - Tutor delivering slide show accompanied by class discussion and Q+A session.
	EvidenceProvide evidence of planning and preparation for the course: Yes - discussion with tutor prior to the session where planning for the next session was evident.
	EvidenceEnsure that the learning style met the learners needs: This particular session was good for aural, visual, verbal and social learners.
	EvidenceEnsure that learners had access to course resources: All the learners had access to course manuals and portfolios and writing materials.  All could clearly see the slides which were projected to the wall.
	EvidenceMake sure that learners had access to the sites facilities: Yes - all facilities were clearly accessible.
	Ensure that learners provided prerequisite evidence: Yes  - this was all available in a folder held securely in the office.  Observed and checked.
	Make good reference to the course manual: Yes  - the tutor had the course manually all indexed and continually referred the students to pages within the manual. Observed and checked.
	Ensure that the learning environment met the learners needs and complied with Safety Training Awards requirements: All learners were seated in an aired ventilated room with table space for writing.  All could see the slide show. A flip chart was also available in the room.  
	Ensure that the minimum guided learning hours for the course were adhered to: A detailed timetable was available for the course and the course was running to schedule.
	Give specific feedback to each individual learner: Not applicable to this specific session.
	Have uptodate knowledge of the course that they were delivering: Yes for this specific session.  
	Develop opportunities for learners to apply their new knowledge and skills: Yes - scenarios were discussed and learners allowed to share experience and views.
	Ensure that learners were given clear information on the course assessment process: Yes - the tutor had available an up to date assessment strategy document and candidates were clear in interviews how they would be assessed.
	Have access to operating procedures and risk assessments: Yes - these had been printed off and were available in a folder - Observed all relevant policies were included.
	Feedback for the TutorRow1: Good session, nice steady pace of delivery and covered all points in required detail.Allowed two way discussion using Q+A  and providing story examples from experience to illustrate and pull out key points. Also allowed learners to share their experience of teaching and dealing with different age groups.Possible ideas for future sessions - split to small groups, provide scenario examples,  role play the scenarios and then get the learners to feed back to the group as a whole on the experience.  
	Tutor CommentRow1: I am very happy with how my IQA observation went and with the feedback provided. 
	IQA Name_5: Kate Holland
	Tutor Name_2: Ian Smith
	IQA Signature_2: Kate Holland
	Tutor Signature: Ian Smith
	Date_3: 23rd August 2018
	Date_4: 23rd August 2018
	IQA Name_6: 
	Assessor Name_3: 
	Qualification Title_4: 
	Course Reference Number_4: 
	Sampling Date: 
	Learner NamesRow1: 
	SamplesRow1: 
	SamplesRow1_2: 
	SamplesRow1_3: 
	SamplesRow1_4: 
	SamplesRow1_5: 
	SamplesRow1_6: 
	Learner NamesRow2: 
	SamplesRow2: 
	SamplesRow2_2: 
	SamplesRow2_3: 
	SamplesRow2_4: 
	SamplesRow2_5: 
	SamplesRow2_6: 
	Learner NamesRow3: 
	SamplesRow3: 
	SamplesRow3_2: 
	SamplesRow3_3: 
	SamplesRow3_4: 
	SamplesRow3_5: 
	SamplesRow3_6: 
	EvidenceIs there evidence of the learners attendance of the course: 
	EvidenceHas the learners knowledge and understanding been assessed: 
	EvidenceIs there evidence of practical marking assessment: 
	EvidenceHave assessment criteria been meet by the tutor: 
	Has the assessor used uptodate resources: 
	Were assessment records completed as required by Safety Training Awards including being signed and dated as appropriate: 
	Is there sufficient evidence to judge that the assessment was valid authentic sufficient current and reliable: 
	Action PointsRow1_2: 
	Date for Completion: 
	Date Completed By: 
	IQA Name_7: 
	Assessor Name_4: 
	IQA Signature_3: 
	Assessor Signature_2: 
	Date_5: 
	Date_6: 
	Learner Name: Joe White
	Qualification Title_5: STA Award in Swimming Teaching
	IQA Name_8: Kate Holland
	Course Reference Number_5: 012345
	Tutor Name_3: Ian Smith
	Site Name_2: Swimming Pool and Fitness Centre
	Assessor Name_5: Jennifer Dean
	Interview Date: 23rd August 2018
	Response Given by LearnerHow were you welcomed to the course: Beautifully- on the first day we went straight upstairs. Tutor 1 explained the first part of the course and we were given ample opportunity to ask questions. 
	Action RequiredHow were you welcomed to the course: None 
	Response Given by LearnerWhen did the course begin: 11th August- Safeguarding was completed on the first day. 
	Action RequiredWhen did the course begin: None 
	Response Given by LearnerWhat were the start and finish times: 10.30am to 6pm each day. There was a detailed timetable and the course ran to plan. 
	Action RequiredWhat were the start and finish times: None 
	Response Given by LearnerHow were you made aware of the course: My employer
	Action RequiredHow were you made aware of the course: None 
	Response Given by LearnerWere you made aware of any reasonable adjustments or special considerations: Not made aware but wouldn't need this so may have brushed over me if it was mentioned.
	Action RequiredWere you made aware of any reasonable adjustments or special considerations: None 
	Response Given by LearnerIf you identified any reasonable adjustments or special considerations were they made for you: N/A
	Action RequiredIf you identified any reasonable adjustments or special considerations were they made for you: None 
	Were you made aware of the complaints and appeals procedure: No
	When did you receive your course manual: Before the course started.
	What resources did the tutor have access to and use during the course: Slide shows, manuals, answer booklet for questions. 
	Were you made aware of what was expected of you and how you would be assessed: Yes- made fully aware
	When did the assessment take place: Swimming pool and fitness centre
	Did the tutor go through your worksheets and portfolios with you: Yes- she is marking portfolio now.
	Did the tutor give you feedback throughout the course: Yes- option was given to request 1-1 feedback at any point and 1-1 feedback was given away from the rest of the group as well as group feedback. 
	Did the assessor give you feedback after the assessment: Yes
	If so how was this feedback given to you: Option was given to have feedback 1-1 or as part of the group. 
	Have you signed any documentation to confirm your completion of the course: Yes
	Do you feel that the qualification will help you in your work now and in the future: Yes
	Learner Name_2: Joe White
	IQA Name_9: Kate Holland
	Learner Signature: Joe White
	IQA Signature_4: Kate Holland
	Date_7: 24th August 2018
	EQA Name: Ellie Elliott
	EQA Signature: 
	Date_8: 
	Date_9: 24th August 2018
	Sampling Time Period: 18/8/2018
	Sampling Time Period1: 24/8/2018
	Were you made aware of health and safety requirements: Yes we went through all the pool rules and did risk assessments. We were all lifeguards so everything was checked. 
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