
Quality Assurance Appointee Performance Report 

 

Version 3.0 September 2014   Page 1 of 5 

 
Quality Assurance Appointee  
Performance Report 
                       

What this form is for 
This form is a report based on an accompanied visit to monitor the performance of an 
SQA Quality Assurance (QA) Appointee who has recently been recruited to 
undertake QA activities and who has not yet undertaken any QA approval or 
verification activities. 
 

Guidance on SQA’s Approach to Quality Assurance is available online: 

 SQA’s Quality Assurance for Higher National and Vocational Qualifications 

 SQA’s Quality Framework: a guide for centres (for National Qualifications)  

 

How to use this form 

 This form is to be completed electronically. Please make sure that you are 

using Adobe Reader 9 or later.  This can be downloaded free of charge from 

the Adobe website  

 

When you have finished 
Once this form is complete, please email it to: 

 If you are reporting on an approval activity: asv@sqa.org.uk  

 If you are reporting on a verification activity: qav@sqa.org.uk  

 

 

 

All the details you complete in this form, as well as any supporting documents you 

send, will be treated as private and confidential by SQA. 

www.sqa.org.uk/qualityassurance
http://www.sqa.org.uk/sqa/66052.4585.html
http://www.sqa.org.uk/files_ccc/SQAQualityFramework-cropped.pdf
http://get.adobe.com/uk/reader/
mailto:asv@sqa.org.uk
mailto:qav@sqa.org.uk
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Quality Assurance Process 
 

Qualification Approval  

Qualification Verification  

Systems Approval  

Systems Verification  

 

Supporting Appointee Role 
 

Senior External Verifier  

Mentor  

Senior Without Portfolio  

Quality Enhancement Manager  

Other (please specify)  

 

Centre and Qualification Quality Assurance Appointee Details 
 

Centre’s Full Name  

Centre’s SQA Number (if known)  

QA Appointee Name  

Visit Date  

 

 

Qualification Information (if applicable) 
 

Verification Group Number  

Verification Group Name  

Qualification Name  
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About the Visit  
 

This section should be completed based on how the QA Appointee prepared for and 
planned the visit, and how the visit was conducted, including the way in which 
feedback was given based on the decisions made.  
 
 

Preparing for activity 
 

(Please comment on the 
preparation methods at 
the start of the process) 

 
 
 

Planning the visit 
 

(Please comment on the 
communication with 

centre and arrangements 
made prior to the visit) 

 

Quality assurance 
activity 

 
(Please comment on the 

sequence of the 
activities carried out, the 

agreed format, 
questioning techniques 

and examination of 
materials etc.) 

 

 

Clear justification 
given for the 

decisions made 
 

(Please comment on the 
decisions made and if 

you advised the QA 
Appointee on any 

particular areas) 
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Feedback to centre 
 

(Please comment on the 
method and conduct of 

feedback at the 
conclusion of the visit) 

 

Visit report 
 

(Please comment on the 
accuracy of the visit 

report and the quality of 
reporting) 

 

Good practice 
 

(if applicable) 

 

Areas for 
improvement 

 
(if applicable) 

 

Summary of 
feedback provided 

to the Quality 
Assurance 
Appointee 
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Confirmation 
 

Supporting 
Appointee Name 

 Date   

   (dd/mm/yyyy) 

 

SQA Officer Name  Date   

   (dd/mm/yyyy) 

 

 Copy Sent to QA Appointee Date   

   (dd/mm/yyyy) 
 

 Copy Sent to Senior Verifier Date   

   (dd/mm/yyyy) 
 


	Radio Button0: No
	Radio Button1: Yes
	Other: 
	Centre Name: Scott Training Provider  
	Centre Number: 007007
	QV Name: William Wallace 
	Visit Date: 08/06/2015
	VG Number: 242
	VG Name: Learning and Development 
	Qual Name: Planning and Delivering Learning Sessions to Groups 
	Preparing for activity: William got in touch with the centre as soon as it was allocated to him on 
EV+. He contacted the Centre Coordinator who provided him with back ground information on the centre's current assessment activity in relation to 
the HN Unit he had been allocated. 
Based on the information provided by the centre, it was agreed that a visit was feasible. William decided to visit the centre's main site where evidence would be available to support all of SQA's Quality Assurance Criteria.  

William accessed the QV Guidance on SQA's Website and had some           
queries about access which we discussed and resolved prior to the visit.
         
	planning the visit: Through communication with the Centre Coordinator, William identified the number of units to be verified and the staff he wished to speak with. Refer to Areas of Improvement in this report re use of template emails.     
His plan confirmed the timing of the visit and included information on the documentation the centre was to provide for the visit.
The Visit Plan was agreed, developed and sent to the centre as per SQA procedures four weeks ahead of the visit.  


	quality assurance acitivity: At the start of the visit, William helped to create a relaxed atmosphere by engaging in general chat before discussing the day's visit arrangements.   
William looked firstly at the centre's assessment and verification procedures followed by candidate evidence. As William sampled evidence, he recorded any queries re criteria - which he used later in the feedback session.       
During assessor/verifier interviews, William asked relevant questions to elicit information relating to the implementation of assessment procedures and the standardisation arrangements. His question technique was particularly well crafted allowing  assessors/verifiers to consider the information being sought whilst not coming across as too interrogative in style.    

	clear justification given: The decisions made by William were objectively based on the evidence collected - weighed up in relation to each criterion. 

Prior to feedback, William and I discussed his verification decisions. I agreed with most of his initial decisions (refer to Areas for Improvement in this report) - we agreed that  more tangible evidence was required for two criteria which he located before the end of the visit and we were both happy with prior to feedback to centre staff.               
	feedback to centre: William gave helpful verbal feedback to all centre staff. The feedback was well structured and comprised a good balance of positive confirming feedback as well as areas for development.  

Throughout his discussions with centre staff, William confidently provided information that was both relevant and useful.         

The feedback given by William was based on a sound level of subject knowledge and it was well received by centre staff.       
	visit report: A lot of effort was put into writing up the report - providing full comments for each section. Centres appreciate this level of feedback, and it sits well with the approach SQA wishes Qualification Verifiers to use.       

It is just a case of getting used to the reporting format - the good news is that there is quite a bit of guidance available from EV+, QAMs and QA Appointee  
websites.
When writing up Required Actions, there is no need to restate the issue as well as the action as the issue should already be captured in the comments section of the report. The Required Action section should clearly state what       
the centre must do and by when. 
	good practice: William's investigation was systematic and he took notes to back up all points. He was thoughtful about the effect of his feedback wording and listened carefully to any questions the centre staff had.     

Overall, William has a balanced and pragmatic approach to verification - harnessing the desire to maintain quality whilst being fair and supportive. He shows centre staff a significant level of respect and carefully considers views/evidence  - an approach that fits well with the values of  the Qualification Verifier role. 
	areas for improvement: It is important to always use SQA's Email Templates in sequence to (a) ascertain if a visit is viable (b) to gather sampling information (which you as EV are in control of) and (c) plan visits. Visit Plans should be copied to me      
your SEV.
The centre provided useful verbal information for 2.8 and 3.2. As discussed, this alone can't be considered the sum total of evidence - QVs must be able see evidence of what actually happens in practice.                 
Decisions relating to criteria must always be justified in the QV Report.   "Satisfactory arrangements are in place for CPD" (2.3) as discussed needs  re-wording to include specific evidence such as "I sampled CPD Records, 
they included........."          
	summary of feedback provided: Effective communication with centre staff prior to and during visit.  

Continue to use SQA templates for planning visits (please send me copies  with Visit Plans).

Methodical approach to verification. Excellent 'people skills' used throughout visit.     

For each criterion in your report, refer to the evidence you have used to justify your verification decisions. No need to reiterate issues as well  
as the action required in the Required Actions box. 
	Supporting Appointee Name: Robert Bruce 
	Supporting Appointee Date: 09/06/2015
	SQA Officer Name: 
	SQA Officer Date: 
	Copy QA Appointee Date: 
	Copy Senior Date: 


