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Introduction

In 2011 The Minister for Education and Skills Ruairi Quinn T.D. proposed the dissolution of
FAS and the VECs and the establishment of Education and Training Boards (ETBs) and
SOLAS.

The ETBs were established through implementation of the Education and Training Boards Act
on 1 July 2013. As a result of implementation of the act the VECs were dissolved and 16 ETBs
were established.

On the 27" of October 2014 SOLAS was established. FAS was dissolved and the training
provision and 16 training centres under SOLAS governance will shortly be transferred to the
ETBs.

The aim of this generic overarching quality assurance manual is to provide support to ETBs in
the context of the transfer of SOLAS training provision and training centres to same. The
generic nature of the manual will facilitate customisation of the manual to reflect ETB
governance in the context of quality assurance. The content of the manual reflects the content
of the SOLAS QA Agreement with QQI FETAC. It should be noted that utilisation of the Quality
Assurance manual must be agreed by the ETB with QQl.

The Education and Training Boards Act 2013, Section 10, sets out the functions of Education
and Training Boards. They include:-

e Providing for the establishment and maintenance of education and training board
schools, centres for education and education or training facilities in its functional area

e Establishing and maintaining such institutions at the direction of the Minister

e Planning, providing, coordinating and reviewing the provision of education and training
in those bodies as well as in children detention schools, prisons and facilities
maintained by other public service bodies

e Adopting strategy statements and annual service plans

e Delivering training for bodies who provide funding for this, such as SOLAS

e Supporting the provision, coordination, administration and assessment of
youth work services, and

e Assessing the economy, efficiency and effectiveness of its functions.

e Subsection (2) makes provision for boards to consult with relevant people and bodies
at Committee Stage, to include business and employers' groups in the list of people to
be consulted by boards in carrying out their functions.

e The legislation maintains the distinction between functions which are reserved to the
elected members of a board and the executive functions which are performed by the
Chief executive and his or her staff.

e Section 12 sets out which provisions of the Bill are reserved functions.
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Donegal ETB Training Services— Quality Assurance

Qualifications and Quality Assurance (Education and Training) Act 2012

November 2012 saw the introduction of the Qualifications and Quality Assurance
(Education and Training) Act 2012 and the establishment of Quality and
Qualifications Ireland (QQI). On the 6™ of November 2012 the QQIl was formed
through the amalgamation of the Further Education and Training Awards Council
(FETAC), the Higher Education and Training Awards Council (HETAC), the Irish
Universities Quality Board (IUQB) and the National Qualifications Authority of Ireland
(NQAI).

QQI is responsible for the external quality assurance of the further and higher
education and training sector. Qualifications and Quality Assurance (Education and
Training) Act 2012 states that QQI will develop criteria for quality assurance and that
based on said criteria:-

... (1) Subject to sections 29, 30, 32 and 33, each relevant provider and linked
provider shall establish procedures in writing for quality assurance for the purposes
of establishing, ascertaining, maintaining and improving the quality of education,
training, research and related services the provider provides.

This overarching Quality Assurance Manual reflects the content of the FAS now
SOLAS, QQI FETAC Quality Assurance agreement established in 2006. Utilisation
by ETBs of this QA manual in the context of training centres transferring to ETB
governance must be agreed in advance of utilisation with QQlI.

Transition Quality Assurance System Overview

The following sections of this Overarching Transition Quality Assurance
Manual contain details of the Transition Quality Assurance System (TQAS)
components which include:-

e TQAS Overview

e TQAS Policy Documents

e TQAS Process Maps

e TQAS Document and Form Detail (included in relevant process maps)
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Procedures — TQAS Overview and System Control

TQAS overview and system control process maps are available in this overarching quality
assurance manual and on the Intranet /Transition Quality Assurance System (TQAS) as
follows:-

TQAS Overview and System Control Process Maps

e TQAS - Transition Quality Assurance System Overview

e TQAS - Control of Documents

e TQAS — Control of Records

e TQAS - Product Non-Conformances, Preventative Actions and Suggested
Improvements (Issues Log)

¢ TQAS — Management Review Process
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Transition Quality Assurance System (TQAS) Overview V1.0
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TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

TQAS - Confrol of Documents v 1.0

Mote: *Adocument

. i . refers o any process
Suggestion to a'nmdqarn existing document map, form, leter or
) . procedures within the
Requirement foar a new documeant Transition Qualily
R: TQAS Issues Log #a:t:;m T

The Change Request is submitted through the Issues
Log where it is logged and tracked .
The relevant Unit will refer the change request as
appropriate for consideration and action .

R: TQAS |ssues Log

Feedback to
onginator via dssues [+—M

Log

Relevant Unit
Approval decision oulcome

Yes

}

Generate ameand the document® centrally by the
Relevant Unit and upload on the intranet portal and
axtarmal portal

Revizgion Histary Log
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Records Log updated .
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I
I
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Document” implemented .
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updated .




TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

TQAS - Control of Records V1.0

Record generated

N

Record stored as per the Records
Log
R: Records Log

Revigion History Logs

¥

Out of date records
will be archived / disposed of
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Transition Quality Assurance System (TQAS)

TQAS - Product Non -conformances , Preventative Actions and Suggested Improvements V 1.1 (Issues Log )
. A L bl A suggested improvement or A request to change a document
identified and logged onto the . P s .
Issues Log preventative action is made within the TQAS system is made
h 4 r r
The line manger is notified that Representatives from the location Representatives from the location
a non-conformance has been review the suggestion for approval / review the change request for
logged . For assessment non approval and log onto the Issues @pproval inon approval and log
related issues, the relevant Log, where appropriate onto the Issues LtOg where
officer must also be notified appropnate
r
The non-conformance/preventative actior/suggested
improvemenfchange request is assigned to the
relevant OfficerManager
r
The non-conformance /preventative action/ Note: Change Requests to
suggested improvement /change request is the system must also be
reviewed and actioned by the relevant Officer/ Approved
Manager
The approved action relating to the non -conformance /preventative F=—=mrm———
action/suggested improvement fchange request is updated on the e e =
Issues Log by the nominated operator of the system | T
———======]
1 <> [ fesa ]
= i
The update/status of the issue can be viewed on 'l'_p'-_;_ﬁna;_:__;___:‘.l
the Issues Log by the originator of the issue LL_L] {Predotmetrronsea #rocmars g
( Y M7 o frocess 1
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Transition Quality Assurance System (TQAS)

TQAS Management Review Process V 1.1

Note: The Chairperson|
of the ETB
Issue Schedule of Management Review Management Review

Meetings at the beginning of the year (Group st ba Gradla
R: National Schedule Agenda e

Each ETB Training Centre Manager carries out a
review of their Quality Assurance System for their
location and records outcome of review

R: Agenda
R: Location/Regional Management Review Report

Review Report (combined reports from all
location/regional groups )

r

Non-conformances , Corrective actions,
Preventative actions and suggested
Improvements, reviewed as part of the
Management Review Meeting

Issues Log

Preventalive actions raised Suggested Improvements raised

L 4

Minutes/Report
produced and updated on the Intranet

R: Minutes/ Management Review Report

Recommendations adopted and implementation
plan put in place

l F= = Cacrm

e 4
L _ gt __J
N T
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Transition Quality Assurance System Policies and Procedures



1.1

1.2
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Communications

Policy

This ETB is committed to the provision of an effective communications system for all
stakeholders. This commitment is reflected in the ETB Service Plan. We recognise
the importance of providing information to prospective and current learners, staff and
other stakeholders. We also recognise the importance of obtaining and acting upon
information and feedback from all learners, staff and key stakeholders to maintain and
improve programme quality.

Purpose

1.1.1  The purpose of this policy is to ensure that an effective communications
system for stakeholders is provided

Responsibilities
1.2.1 This ETB and ETB Training Centre has responsibility, as appropriate, to

manage:

a) Provision of information on training to prospective and current learners,
staff, and other internal and external stakeholders

b) Acquisition of feedback from all stakeholders

c) Utilisation of this feedback for the purpose of continuous improvement of
training programmes and related services.

1.2.2 This ETB and ETB training centre has responsibility to provide particular
information relating to Curriculum, Assessment, and Programme Evaluation.
The training centre will provide this information through mechanisms such as
the following:

d) ‘A TRAINING SPECIFICATION’

e) Assessment documentation including ‘PRINCIPLES OF ASSESSMENT’, ‘FEATURES
OF ASSESSMENT’, and ‘DESIGNING AN ASSESSMENT SYSTEM’

f)  ASSESSMENT REGULATIONS
g) QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’

h) NATIONAL QUALITY ASSURANCE OPERATIONAL PROCEDURES FOR EVALUATION OF
PROGRAMMES AND SERVICES’.

1.2.3 This ETB has responsibility for analysis and local forecasting of labour market
trends and skills, conducting follow-up surveys of our participants, monitoring
of our performance indicators, compiling planning reports and Annual Reports

1.2.4 This ETB has responsibility to ensure clear internal and external
communication routes in relation to the findings and actions arising from the
evaluation process.
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Procedures

Quality Assurance Communication Procedures are available in this Overarching
Quality Assurance Manual and on the Intranet /Transition Quality Assurance System
(TQAS) as follows:-

TQAS Section One Process Maps

. TQAS — 1 Communications
" TQAS — 1a Customer Complaints

Communications’ procedures are also integrated into other relevant procedures such
as:

Staff Recruitment and Development
Programme Development Delivery and Review
Assessment

Monitoring

Evaluation

13



TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

TQAS - 1 Communications V1.0

Communications with Learners

Communications with Staff

Communications with other
Stakeholders

Course / Programme Information and Learner Information is
made available to Department of Social Protection for
dissemination to potential learners
Information can also be accessed directly on theETB, DSF/
INTREO Website, Promotional Literature and selfservice kiosks
Leamers

receive information relating to their training in their Induction
Module and through the Leamer Portal
Policy on Learner Absence and Sickness
Policy on Learmner Matemity Leave
Policy on Leamer Health and Safety

Policy on Learner Code of Conduct Infringement Process
Policy on Learner Computer Resources and Internet Usage
Policy on Learner Respect and Dignity
Learner Guide o Assessment

R: TQAS-1-F05a / FO5b Learner Code of Conduct
Infringement Report Form

Information is made available to staff through line
management staff meetings, service plan
process, review groups notice boards, e-mail and
the internet/ intranet

Intranet/internet, Notice Boards
R: Staff/Unit Meeting Minutes, Service Plans
for Training Provision

Information relating to programmes and related
services is available to stakeholders

ETB, DSP/INTREO websites
Training Centre tours and Promotional Literature
CommunicationsMeeatings with relevant
Stakeholders

I
¥ ¥

r

Learner feedback is requested from Learners during
their training via a number of different methods .

R: TQAS-5c-F03 Learner End of Course Questionnaire
R: TQAS-8b-F15 Training Monitoring Report
R: TQAS-8b-F21 Training Review Report
R: TQAS-8c-F16 Leamer Mid Course Feedback Report

R: TQAS-B8c-F17 Learmner End of Course Feedback Report

R: TQAS 8a-F19 End of Course Questionnaire
R: TQAS-Be-FO2 Leamer Feedback Form
R: TQAS-Ba-F17 Course Visit Report
R: TQAS-5¢c-F 06 Customer Comment Form
Other Monitoring reports

Staff feedback is
obtained through staff
meetings , business
planning process ,
review groups , e-mail
and Course Review
Process
R:
Staff'Unit Meeting
Minutes

Management meetings
take place to discuss
the course mix and
schedule

Service Plans
R: TOAS-56-FO7 R: Meeting Minutes
Course Review Form

Issues Log

Stakeholder feedback is obtained through
meetings with stakeholders , review groups ,
research reports and focus groups

R:

Minutes of meetings with Stakeholders
where appropriate

Employer Evaluation Forms
Research Reports
Annual Report
ESRI Client Follow-up Survey Report
R: TQAS-8b-F21 Training Review Report

Other monitoring reports

}

Lecal and Organisational Programme  /
Course Review

14
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Transition Quality Assurance System (TQAS)

TQAS-1a Customer Complaints V 1.0

Mot Acomplaintis defined as
any contactmade by a Learneg
the purpose of which is b express
dizsatisfaction with the standard of
sarvice, action or lack of action or
decision taken byan ETB.

Respect and
Dignity at Work

Customer Compilaint received

Customer Complaint Form completed and
signed by receiver of complaint . The
relevant Manager is notified and aranges
for the complaint to be logged , where
appropriate . Any supporting documentation
is forwarded to the manager also
R: TQAS-1a-F01 Customer Complaint Form

[
)

Note: |fthe complaint
relaiesto a st ff
member itis directed to
the relevant Manager
wha will handle the
complaintand any
documentation

Note: Ifthe complaint
relaies to a local matter
itis logged as alLocal
Complaint ifit is an
Organisational matier it
is logged as an

If complaint is received verbally,

the complaint form should be

completed and issued to the

complainant for signature or
confimmation that the content is

If the complaint is received
inwrting, the email letter
etc, is attached to the
complaint form .

comect

Organisational
complaint

Note: Where the

HR Policies and
Procedures

————————— T
r Critical Path ]
| PSR i

-
lr Stort of Process 1

r _________ bl
[ !
r _________ bl
D]] lHe-l:Elr\-u:IF'm-n Frocedare )
_________ -

r I alicrs Mt

lem -

:

The Complaint is acknowledged in writing

and/or where appropriate | the complainant

may be invited to a meeting to discuss the
issue with the relevant Manager

The relevant Manager investigates the
complaint
R: TQAS-1a-F01 Customer Complaint Formm

complaintrelate s to an
individual they are
infommed of the
complaint

Relevant Manager agrees an outcome with

the relevant parties, Ouicome is reconded

on Complaint Form , Outcome signed and
dated,

Acopy of this
documentation is sent to
the person whoupdales
the customer complaints

log

Complainant notified of outcome , as
appropriate .

Customer Complaint Log
updated /maintained

Client may refer
complaint ta the Office
of the Ombudsman

20




1.3

1.3.1

1.3.2
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Monitoring Evidence of Implementation

This ETB training centre monitors the implementation of this Communications

policy

Evidence to confirm implementation of Taas Communications Policy and
procedure will at a minimum, include:

O O 0O OO0 OO0 OO0 O0OO0OO0oO OoOO0

ETB website; contacts with stakeholders
Intranet (if/as appropriate)

IT Helpdesks

ETB/TRAINING CENTRE Service Plans
Customer Charter (where appropriate)
Promotional materials

Learner feedback forms and surveys
Follow-up survey of learners

Complaints procedure feedback

Staff meeting agendas and minutes, Intranet
Minutes of meetings with stakeholders
Research reports.

Learner Portal

Transition Quality Assurance System (TQAS) Documents and Forms
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1.4 Communication Mechanisms

In addition to the numerous communication mechanisms which are provided
also available are mechanisms, which build on and augment the organisation’s
existing ICT technological systems. These include:-

i.  National Course Data Base (NCDB)

The NCDB contains a list of all ets Training Centre run courses. Courses are
listed in alphabetical order and the target major award or component module
for each course is detailed in the course specification (QA 58/01)

i. Central Assessment Management System (CAMS)
The Central Assessment Management System (CAMS) is the primary method
of securely storing and distributing all assessments, (except Phases 4 and 6
Apprenticeship Assessments). Its purpose is to ensure that designated staff
have direct access to the latest version of assessments.

Assessments on CAMS are divided into two categories:-
1. Non-Apprenticeship Assessments
2. Phase 2 Craft Apprenticeship Assessments
CAMS Non-Apprenticeship Assessments are structured by award type:
Minor, Major, Special Purpose, Supplemental

iii.  Results Capture Certification Request System (RCCRS)

The RCCRS provides an award management facility which includes
management of:-

a) Certifying body and award details
b) The alignment of awards to training courses
c) The relationship between QQI FETAC major awards and their minor
award components
d) Provides a facility for Training Centre assessors, and assessors
delivering training directly to enter/capture assessment results on the
system
e) Facilitates the ETB Training Centre quality assurance process by
supporting, and recording the outcomes of:-
e The ETB Training Centre results approval process
e The ETB Training Centre assessment appeals process
e Requests certificates and records certificate details
¢ Integrates with existing ETB Training Centre IT systems for data
exchange
¢ Integrates with awarding body IT systems, where appropriate
(specifically QQI FETAC and City & Guilds)
e Generates management information reports on ETB Training
Centre delivered, assessment and certification activity

iv. ~ CARS Curriculum and Assessment Revision System
The Curriculum and Assessment Revision System (CARS) enables
Apprenticeship Services to revise and maintain the curricula and

assessments for each trade. The automated revision numbering system
ensures that Instructors are always using the correct revision of curricula

22
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and assessments and is accomplished by the electronic creation of Phase
Summary Assessment Sheets (PSAS) and On-the-Job Competency Sheets
(OTJCS) from CARS.

v.  Apprenticeship Client Services System (ACSS)

The information created in CARS and implemented by Apprenticeship
Services, can be used to schedule specific curriculum revisions of a trade in
the Apprenticeship calendar.

vi.  Test Event Notification and Results Capture System (TENRCS)

This is an IT system currently in development which will automate the
manual assessment processes and will feed into the existing results and
certification systems (RCCRS for adult courses and CARS for
apprenticeship courses).

vii.  Quality Assurance Monitoring and Evaluation Systems
These systems facilitate the eTs and the ETB training centre to manage on-
going monitoring, programme review, evaluation and reporting to QQIl and

SOLAS in relation to et provided, organised and procured training
programmes

23
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Equality

Policy

This ETB is committed to the provision and promotion of equality in all aspects of its
programmes and related services, including staff development and training.

2.1 Purpose

2.1.1  The purpose of this policy is to ensure that training programmes and related services
are delivered in a manner that accommodates diversity, combats discrimination and promotes
equality of opportunity.

2.2 Responsibilities

2.2.1. Responsibility regarding equality is as follows:

a) The ETB Training Centre has responsibility for the dissemination of the EQuAL sTATUS
POLICY & FRAMEWORK’ - equality planning, for the production, support, dissemination
and review of equality information and for ensuring that an overall framework for
equality-related training is in place. The ETB training centre also has responsibility
for providing support in ensuring development and delivery to staff of equality-
related training.

2.3 Equality Training
2.3.1. This ETB will ensure that all staff associated with learners, are provided with training
in relation to equality issues.
24 Equality Planning

2.4.1. This ETB training centre has responsibility for equality planning and the development
of Equality action plans as appropriate.

24
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Procedures

Quality Assurance Equality procedures are available in this Overarching Quality Assurance
Manual and on the Intranet /Transition Quality Assurance System (TQAS) as follows:-

TQAS Section Two Process Maps

= TQAS - 2 Equality

25
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Transition Quality Assurance System (TQAS)

TQAS-2 Equality V1.0

= ™ Tchtea pan |
e e e e e ==
M7 7 SatdProes |
b v v v e e e e e e e e
r Process |

Equal Status Policy & Framework

R: Equality Policy for its Customers

The ETB Training Centre will agree training
requirements for staff relating to Equality

R: ETE Staff Development Plans

The Annual Service Plan for the ETB
Training Centre will include equality
action plans

R: Service Plans

h

The ETB Training Centre will review
and monitor progress against the
Equality Objectives in Annual
Service Plans

R: Service Plans

F 1

Staff Development
3a

26
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Monitoring Evidence of Implementation
This ETB training centre monitors the implementation of this Equality policy.

Evidence to confirm implementation of the eTs Equality policy and procedure will at a
minimum, include:

Meeting Minutes related to equality

Equality Action Plans.

Equality action plan results

Staff records re Equality training

Learner and staff feedback results.

Equality related publications

Transition Quality Assurance System (TQAS) Documents and Forms

O O O O O O O
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Staff Recruitment and Development

Policy '

This ETB recognises that the competencies of its staff are a key determinant in the provision
of the quality of its training programmes and related services and is committed to a systematic
approach to staff recruitment and further professional development.

W W
S —~

3.2

3.2.1

3.2.2

3.3

3.3.1

3.3.2

Purpose

The purpose of this policy is to ensure that ETB staff have up-to-date competencies to
provide quality training programmes and related services that address labour market
requirements, social cohesion and economic competitiveness at a national,
geographical, sectoral, organisational and individual level.

Responsibilities

This ETB has responsibility to ensure that the recruitment and development of staff
involved in the ETB training centre delivered programmes and related services are in
accordance with HR policies and procedures.

This ETB has responsibility to ensure that staff are recruited and developed in
accordance with ETB requirements and HR policies and procedures.

Staff Recruitment and Allocation

ETB HR facilitates the identification of the knowledge, skills, competencies and
experience levels required of staff involved in ETB provided training programmes and
related services. This is achieved through the implementation of recruitment and
allocation of staff to the appropriate posts.

This ETB ensures that staff recruitment and allocation criteria are transparent and
equitable.

It should be noted that the ‘Staff Recruitment and Development Policy’ relates only to ETB Training Centre
employees. Policy relating to the recruitment and development of ETB Training Centre employees, i.e. staff
involved in ETB organised and/or procured training provision, is included in the section on ‘Procuring Programme

Delivery through Utilisation of Second Providers’.

28
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Procedures

Quality Assurance Staff Recruitment and Development procedures are available in this
Overarching Quality Assurance Manual and on the Intranet / Transition Quality Assurance
System (TQAS) as follows:-

TQAS Section Three Process Maps

" TQAS -3 Staff Recruitment
" TQAS - 3a Staff Development

29
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Transition Quality Assurance System (TQAS)

TQAS-3 Staff Recruitment V 1.1

Service Plans

Staff Recruitment
(In accordance with HR -

Procedures)

Sarvice Plans for
Training Provision

v

v

Cover for Instructors
Short tarm cover for planned
unplanned absences

Night Training Tutors
Instructors

!

v

Recruitmant screening process is
conducted in conjunction with HR.
as per recruitment criteria to
establish suitable candidates for
Cowver requirements

R: Job Description and Person
Specification

Authorised by relevant
Officer / Manager

R: Staff Requisition
Job Description and Person
Specification

!

Temporary staff complete the
induction process with relevant

Vacancies are advertised
or expressions of interest

!

!

Temporary staff are called as
required by the relevant Manager/
Assistant Manager. Confracts
issued in conjunction with HR and
authorised by the relevant Officer

R: Temporary Staff Requisition

Successful candidate selected
and offered a contract per
course. Contracts authorised
by relevant Training Centre
Manager.

v

v

v

Temporary Staff
Up to 9months

Fixed-Term Staff
Up to 3 years

Permanent Staff

¥

v

v

Authorised by relevant
Officer / Manager as Officer / Manager

appropriate

R: Staff Requisition
Job Description and Person

Specification

Authorised by relevant

R: Staff Reguisition
Job Description and Person
Specification

Authorised by relevant
Officer / Manager

R: Staff Requisition
Job Description and Person
Specification

™ redsned — 1

Process

Induction carried out with
relevant Assistant Manager /
Manager
R: Induction Checklist

!

Completed Induction Checklist
forwarded to HR

R Induction Checklist

v

personnel sought by relevant Training induding testing , implemented as per HR
R: Programme/Instructor Induction Gentre Manager procedures
Programme

Vacancy advertised and selection process |

andior transfer) assigned to post and induction
process carried out with relevant Assistant

ManagerManager as appropriate
R: Programme
Instructor Induction Programme

!

Completed Induction Checklist forwarded to

R: Induction Checklist

'

3 stage probationary review process carried
out as appropriate and in accordance with HR

Permanent position confirmed in writing, when

procedures.

and where appropriate
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Transition Quality Assurance System (TQAS)

TQAS-3a Staff Development V' 1.1

Service Plan for
Training Provision

Staff Development

Identification of Training Needs

R Individual Training & Development
Action Plan

Corporate Training
Plan (e.g. H&S,
Technical, legislation,
environmental and
cultural etc)

Staff Development Plan costed and
approved

R: Unit Staff Development Plan

Staff Development Plan is
recorded

Implement Plan

I

HR Training record is maintained
relating to training requests , training
started and completed , etc.

------ b
@ r_ Doeument 1 v
I chicaran | o
‘‘‘‘‘‘ Corporate Training
Review

Review and Evaluate Plan
R.: Staff Training Validation Form
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3.4 Monitoring Evidence of Implementation

3.41 This ETB training centre monitors the implementation of this Staff
Recruitment and Development Policy

3.4.2 Evidence to confirm implementation of this Staff Recruitment and
Development policy and procedure will at a minimum, include:

Job advertisements

Job descriptions and personal specifications

Staff Handbook

HR records

Staff training feedback forms

Induction Checklists

Individual Training and Development Plans

Transition Quality Assurance System (TQAS) Documents and Forms

O O O O O O OO0

In addition to the TQAS National Quality Assurance Staff Recruitment and
Development Policy, there is a comprehensive set of generic organisational policies
and procedures relating to Staff Recruitment and Development.

The ETB should insert details of HR related policies and procedures here which could
include details of:-

HR policies and where they can be located

Staff Handbook where available

Staff Development detail

How staff development needs are identified e.g. Performance
Management Development System (PMDS)

33



TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Access Transfer and Progression

Policy

This ETB is committed to the provision of training programmes that meet the needs of all
current and prospective learners and recognises that lifelong learning promotes and facilitates,
access, transfer and progression. This ETB will ensure that learners have access to
information in relation to the training programme, entry requirements for the programme,
arrangements for recognition of prior learning, transfer and progression opportunities,
programme adaptations and learner supports.

4.

411

4.2

4.2.1

422

423

424

4.2.5

4.2.6

Purpose

The purpose of this policy is to ensure that this ETB provides information and
arrangements to learners in relation to access, transfer and progression opportunities
related to training provided, and/or organised and/or procured programmes.

Responsibilities
The ETB training and ETB Training Centre Manager will have responsibility for: -

Managing the implementation of this Access, Transfer and Progression policy and to
ensure the availability of relevant information to learners

Development and Review of information and advice, where appropriate, to assist
current and prospective learners to make informed choices in accordance with the
following:- QA 68/01 Training Specification, Appraisal of ETB Programmes Leading to
QQI FETAC Awards, (Pre Validation) or Development of and Validation of ETB
Training Programmes and Related Services Leading to Awards

This ETB will support the ETB training centre in the provision, review and/or
dissemination of information that facilitates learners with particular needs.

This ETB will support the ETB training centre in provision of Access, Transfer and
Progression information

This ETB recognises that, regarding access to an award, the statement advises the
learner to contact the relevant Awards Council when s/he may already have
achieved, through prior learning, the knowledge, skill and competence required for a
Major, Minor, Supplemental or Special Purpose award. It is the responsibility of the
Awards Councils to provide support to such learners.

Provision of all relevant information in a format appropriate to their learners and in
line with Quality Assurance procedures related to Access, Transfer and Progression.

Recognition of Prior Learning

4.3 Every programme contains a statement of commitment to developing arrangements for
Recognition of Prior Learning (RPL). Where a programme does not provide for RPL, the
statement of arrangements makes this clear.
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4.4.1

4.4.2

443
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Facilitating Diversity
This ETB will facilitate, where practicable, learners with particular needs to have
access, transfer and progression options in ETB programmes.

Adaptations and supports, which ETB training centres can be reasonably expected to
offer, are examined and provided, in keeping with programme objectives and the ETB
training centres capacity to deliver.

Supports to facilitate learner diversity and to promote equality include the following:

a) Information supplied to the learner in an appropriate and accessible format

b) Provision of information on supports available for learners with particular needs

c) Positive action in relation to entry and selection procedures

d) Advice to assist the learner in selecting a programme

e) Learner and staff feedback mechanisms on formative assessment

f) Assessment modifications/accommodations available.
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Procedures

Quality Assurance Access, Transfer and Progression Procedures are available in this
Overarching Quality Assurance Manual and on the Intranet /Transition Quality Assurance
System (TQAS) as follows:-

TQAS - Section Four Process Maps
= TQAS- 4 Access, Transfer and Progression

The procedures related to Access, Transfer and Progression are also integrated into a
number of additional procedures which can be located in the following: -

Communications

Programme Development Delivery and Review
Equality

Assessment
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Transition Quality Assurance System (TQAS)

TQAS-4 Access, Transfer and Progression V1.0

This training centre promotes and ¥
fﬂCililﬂTe'{; access, transfer and Facilitation of Access , Transfer & Progression
progression (ATP) for learners This ETB Training Centre facilitates leamers to access its programmes and /or to transfer/
progress to employment and for further training and education through INTREO operated by

Department of Social Protection . Access to STB courses & Apprenticeship is employer led .

.

The learner and DSP Officer engage in a guidance process to |r :
v determine individual needs regarding employment /training/ | Client secures |
ATP Information Provision education and agree an action plan to include any possible I employment :
Information provided to Department of transfer or progression arrangements 1 1
Social Protection for dissemination to [ b -
{potential ) leamers including : - - +
- Access, transfer and ression Transfer
options P . Ar._c_ess _ This process is managed by the ETB This m:mﬁzg ed b
- Entry requirements and selection This ETB Training Centre will Training Centre and can occur De a':tment of Socialg 4
criteria . pm'f.rlde Training Spemflcatlo_nﬁ a) if it emerges that the course is not ProF:ectim
- Programme content and duration including learner prafiles for training the right option for the leamer upon On completion of a course . a
- Award details and requirements courses. commencement or leamer nF':a be eligible to
- Learner supports Internet b) due to changed circumstances for progress tganothgr course at
- Fees, grants and allowances Self-service kiosks the learner or the next level in line with their
- Learner rights and responsibilities QASE01 c) on completion of a course , a lrainms agreed with
including information on protection of ) learner may be eligible to transfer to their DSP Officer or their
leamers , learner appeals and Coursa Racruliment System(CRS) another course at the same level as Individual Leaming Plan (ILP)
complaints procedures ¢ agreed with their DSP Officer or as as agreed with Second
Internet Selection for the course is based on gjznr: I:_ﬁg.;n their Individual Leaming Provider project personnel
Department of Social Protection(INTREO) the guidance process (interview) Transfer Documentation mS?m_
between the leamer and an DSP Self-service kiosks
Self-service kiosks Officer QAS58/01 Internet
Leamer Portal ¥ Se”lss_lrt\::;msm CTC SkillsdL)
DSP Officer identifies any additional c Recriiment Sysie Course Recruitment Sysiem
I ourse Recruitment System(CRS) (CRS)
* r—Soos— supports required by learners TSS-8d-FOS Learner Start/ Transfer STP Individual Action Plan
e - Form
[ smavoms ) — T l
[ e PRPL facilty in piace that apics 16 ’
D:[I L—mmm:-! the award/s and discusses the —-Q_eamer called to start cnurse) BISBA F:,:?_mdures
C) I___::h;:_“_____l options with regard to exemptions 15 & 31
Il for course / award /s
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Monitoring Evidence of Implementation
4.5.1 This ETB training centre monitors the implementation of this Access Transfer
and Progression Policy

4.5.2 Evidence to confirm implementation of this Access Transfer and Progression
policy and procedure will at a minimum, include:-

OO O 0O O O O O

TQAS portal

The Learner Portal

Self Service Kiosks

Assessment Regulations

Transfer Documentation

Learner support requests and approvals

Section 4, Access, Transfer and Progression, Documents)
Transition Quality Assurance System (TQAS) Documents and Forms
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Programme Development, Delivery and Review

Policy

This ETB is committed to a systematic approach to the development, delivery and review of
its training provision. The purpose of ETB training is to address labour market requirements,
social cohesion and economic competitiveness at a national, geographical, sectoral,
organisational and individual level.

THIS ETB considers and accommodates, as appropriate, all aspects of training provision at
programme design stage, i.e. organisation mission, labour market requirements, target
population, programme design, delivery, assessment, learner access, transfer and
progression, programme review and, where appropriate, relevant work experience/placement.
THIS ETB training centre will also provide other ETB validated programmes under this TQAS QA
system.

5. Policy

5.1 Purpose

5.1.1 The purpose of this policy is to ensure that ETB provided, organised or procured
training programmes and related services are developed, delivered and reviewed in
accordance with etB quality assurance Programme, Development, Delivery and
Review policy.

5.2 Responsibilities

5.2.1 This ETB has responsibility to support the ETB Training Centre in engaging in a
systematic approach to programme development, delivery and review in the following
areas:

a) Curriculum development
b) Assessment design and review
c) Management of the validation application process

d) Evaluation of training programmes and related services

5.2.2. This ETB training centre will manage the implementation of this Programme
Development, Delivery and Review policy.

5.3 Identification of Economic and Social Learning Needs

5.3.1 This ETB ensures that learning needs for ets provided, and/or organised and/or
procured programmes are developed:

a) with particular reference to publications such as, 'APPRAISAL OF PROGRAMMES LEADING
TO QQI FETAC COMMON AWARDS (PRE-VALIDATIONy to address labour market
requirements, social cohesion and economic competitiveness at a national,
geographical, sectoral, organisational and individual level

b) In accordance with agreed industry standards and in consultation with relevant
stakeholders.

39



TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

54 Programme Development
5.4.1 This ETB ensures that the systems for developing its provided, and/or organised
and/or procured training programmes and assessments are agreed with QQlI.

Programmes and assessments can be developed utilising the following:-
a) The QA policies and Training and Assessment Design series:

e  ‘IDENTIFICATION OF TRAINING NEEDS’, QA58/01 ‘TRAINING SPECIFICATION’, and/or other
tools for planning training

® 'APPRAISAL OF PROGRAMMES LEADING TO QQI FETAC COMMON AWARDS (PRE-VALIDATIONY

Or ‘DEVELOPMENT AND VALIDATION OF TRAINING PROGRAMMES AND RELATED SERVICES
LEADING TO AWARDS’

e Assessment design series QA98/01 ‘PRINCIPLES OF ASSESSMENT’, QA98/02
‘FEATURES OF ASSESSMENT’, QA98/03 ‘DESIGNING AN ASSESSMENT SYSTEM'

® ‘QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’

® ‘QUALITY ASSURANCE OPERATIONAL PROCEDURES FOR EVALUATION OF PROGRAMMES AND
SERVICES'.

b) Other tools for planning training.
Alternatively

Programmes and assessments can be developed utilising the current ETB/QQI
agreed methodology for programme and assessment development.

5.4.2 Workplace training or work experience placements may be provided for learners, as
part of their training programme, where appropriate.

5.5 Programme Validation
5.5.1 This ETB will:-

e Process all validation applications in line with the relevant Programme Approval
Agreement.

e Submit for validation to the relevant Awarding body all programmes that lead to
awards

e In ETB organised and procured training, where programmes involve second
providers known to THIs ETB, before programme validation, this ETB will consult with
such providers and show evidence of such consultation before the et application
for validation is made.

5.5.4 In eTB organised and procured training, quality assurance responsibilities of THE ETB
as first training provider and any second provider involved form part of a written
statement of arrangements as specified in the Quality Assurance Policy section re
Procuring Programme Delivery through Utilisation of Second Training Providers.
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5.6.2

5.6.3

5.6.4

5.7
5.7.1

5.7.2

5.7.3
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Programme Delivery )
Programmes delivered by this ETB will be selected from former FAS, SOLAS, former
VEC and ETB QQI, validated programmes.

This ETB training centre will ensure that training provision is in compliance with
relevant legislation including access to premises, facilities and resources in order to
achieve programme objectives.

This ETB training centre will ensure the maintenance of learner records of attendance,
progress, assessment and certification in relation to eTe provided training and in
relation to organised and procured training.

This ETB training centre will ensure that all personnel who deliver training and
assessment have relevant skills and sufficient materials to adapt and deliver training
appropriate to the needs of learners, in line with training schedules.

Programme Review

This ETB and ETB training centre ensures that regular reviews, in accordance with
quality management systems for the ETB training programmes and related services,
take place to assess their continued relevance to learning needs and programme
objectives and to ensure their alignment to a changing labour market.

Programmes are reviewed regularly (e.g. programme cycle, annually, biennially) and
improvement actions, noted in the programme review report, are implemented.

Programme reviews include a comparison of training provision against the learning
needs analysis. This includes identified performance criteria such as feedback from
learners, feedback from other relevant stakeholders, labour market research, efficient
management of resources, course waiting-list data, placement and assessment and
certification results.
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Procedures

Quality Assurance Programme Development, Delivery and Review Procedures are available
in this Overarching Quality Assurance Manual and on the Intranet /Transition Quality
Assurance System (TQAS) as follows:-

TQAS - Section Five Process Maps

=  TQAS-5 Programme/Course Development
» TQAS-5a-01 New Programme/Course Development

= TQAS-5a-02 Validated Programmes

=  TQAS-5a-03 Community Training Second Provider Request for Programme
Validation

= TQAS-5b Training Delivery Overview

= TQAS-5c Direct Training Delivery

= TQAS-5d Programme/Course Review Overview (Local & Organisational Review)

= TQAS-5e Local Programme/Course Review (Delivery and Curriculum & Assessment)

» TQAS-5f Organisational Training Programme/Course Review

The core requirements for the development of a programme and for its validation by QQlI
FETAC are set out in: -
e TQAS-5 Programme/Course Development

TQAS-5a-01 New Programme/Course Development
= TQAS-5a-02 Validated Programme

All staff involved in programme design, development, delivery and review must adhere to the
requirements.
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Transition Quality Assurance System (TQAS)

TQAS-5 Programme/Course Development V 1.1

from external bodies and organisations .

The drivers for new course /module (curriculum and assessment ) development may come from the sectoral training demands , industry & business
representative groups , community groups , govemment initiatives and other stakeholder requirements . Demand may also come from customer
feedback, labour market reviews , new company start-ups and company closures , internal research and planning reports  (Future Skills Needs),
European Union initiatives , regional business needs , emerging EU /national policy e.g. National Skills Strategy, job vacancy trends and requests

[T T] Teve dsined Frocess froceare 3

r End of Process 1

-

Relevant Officer notifies the Chairperson of the Mew Course Committee of the approval
non-approval decision The New Course Committee notifies the requester of the outcome

¥ v v
Direct & Community Training CSCS/QSCS E-College Standard B
Contraded Community Training SafePass On-line & Blended
Trainin Centres, Local Environmental Training As per SBA
includin Ng ht Training Initiatives and Training Procadures
T 9| 9 Specalist Training Mo. 37 & 38
raining Programme
A 4
Scoping Proposal is completed and scored as per the Scoring Matrixby
the relevant Unit and approved by therelevant Officer
TQAS-5a-F01 Proposal to Develop a New Training Programmévodule
The approved proposal is assessed by the New Course Committee and forwarded
to the relevant Officer
TQAS5-5a-F01 Proposal to Develop a New Training Programmévodule
# r——<smos———1 The approved proposal is recommendednot recommended by therelevant
e ———— 4 Officer. Recommended proposals are forwarded to TOQAS-5a
] [_ = SewtctProcess _'} the relevant Officer for approval
= 1
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Transition Quality Assurance System (TQAS)

TQAS-5a-01New Programme/Course Development V1.1

TQAS-5 Programme&'Course approved for development by relevant officar
Programme Development R: TQAS-5a-F01 Proposal to Develop a Mew Training Programmehodule

v *

" Nota This process covers Where current ETB System is Utilised
Where former FAS System is Utlised the development of
curriculum and 4‘
Commen Standards Process h 4 assessments for
Naote: Comply with Common Plan put in place for the development of the programme’ Traineeship, SST, To be inserted
Standania| Devalopm et Process|for course/award as appropriate Bridging, Foundation,
developing and migrating Awards . Return to Work Online
(Award Development Phase where no o " P
award exists Er‘almng. ?yng;wl Training, "
UFETAC notified, wh iat R T To be inserted
aq notified, where appropriate | Centres Local Training one!
! Initiatives and Specialist 1
Training P
Curriculum, Assessments and Resources are developed by reining Frogramme

the appropriate unit in consultation with stakeholders and in
Note: 3" party courses and " . h
certification may be used to compliance with the Mational Award Standard

|haat I.aNtntu_r mla;kﬁt Tardsds R: Curriculum, Assessments , Workplace Competency
where I: Ol m‘?t: i iy 1<% Schedules, Learner Resources To be insarte
notin place or won n TQAS 6c-F12 Course Summary Assessment Sheet & Results
place to meet demand for Approval Form (for Major Awards only

o
&
]
4]
=1

ooLrse. Other appropriate documentation
Mote: not all records applicable to all courses
Mew Programme is signed off by theelevant OfficedManager New Programme is signed off by the relevant officer
Progarmme Approval * *
Process for Programmes

leading to a common .| Programme Appraisal is carried out as per the Programme Programme Appraisal is carried out as per the Programme

Award Standards Approval Agreement Process Approval Agreement Process

inslucind migrated

awards * l

Relevant Officer Approval Relevant Officer Approval

I~ “Critical Path |
—— ————
I:l 1™ &tart of Process raining Specification transferred onto the Enqguiry NCDB, Assessments
——————— updated on CAMS system and resources updated an the learner
|:| I ™ Process | resources server, as appropriate. All relevant stake_holders notified and
D:D [ = PrademEa— -I updates posted an the Intranet by the authorised personnel
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Transition Quality Assurance System (TQAS)

TQAS-5a-02 Validated Programmes V 1.1

Mote: ETE must Utilization of Existing \Validated Programmes -
ensure the Reguiations
aalely, security

and control of

gegesaments

Fommer FASISOLAS Valdated Programmes Former VEC/ETB Validated Programmes

31% December 2013 Ongoing

Universal ETE Utllisation of Former FAS/SOLAS and
Former VEC/ETE Progmmmes _

k4

List of Programmes available for ETB Training
Centre Utilisation

R: List of Programmes

Sy
n Lot
I i —
Wi,
L
B
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Transition Quality Assurance System (TQAS)

TQAS-5a-03 Community Training Second Provider Request for Programme Validation V1.0

Reguest for Frogramme \alidation submitted to relevant
L nit
R:TQAS 5a-FOZ C3 Reguest for Validation

!

Request is not approved
initiator informed by relevant
Officer and
prOCESE ends .

Programme Validation request reviewed by relevant Unit
and recommendation forwanded to the relevant Officer .

R: TQAS 5a-FOZ C3 Reqguest Tor Validation

-

On receipt of relevant Officer approval , CDO assigned
by Mansgement to lead process

Programme Module Descriptor {5) and MAFP (2) mesting
requiremenis of PAA submitted to COO by Second
Prowvider
Programme Desoriphor
Module Desariplor
Moduiar Ass=ssmerd Programme

Diraft documents circulated for peer review by CDO
Programme Desoriphor
Module Descrpbans)
Madular Assessment Programme(s)
Curricuum & Assessment Review Forms

r

Feedback from Pesr Review retumed to Second

Provider by CDO for action
Currioulsm and Assessment Review Forms

¥

Final draft submitted by Second Provider to relevant Unit
fior approval

Programme Dresoriphor

Module Descrpbans)
Madular Assessment Programme(s)

Y
Relevant Unit submit programme to PAA

process for appraisal
Programme Destriphor
Module Descriptor
Moduiar Ass=ssmerd Programme

Programme Appraial Farm
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Transition Quality Assurance System (TQAS)

TQAS-5b Training Delivery Overview V' 1.1

Training is deliverad by both direct delivery in Training Centres and through a series of

second provider arangements such as commercial providers . community providers and industry

provision on SBA Phases 1, 3.6 &7

v v ! v v
Direct Training in Commercial Community Approved Training industry provided in
- Second Providers Second Providers Organisations —
ETB Training Centres _— | —  (Construction company training
A
Direct Training Contracted Community Standard Based
Delivery N Trainin |, Training ] CSCsQsCs Apprenticeship
including In- 1| Taas o Centres TQAS-8e Phase 1,3, 5&7
centre, night : TQAS-8b TOQAS-BI
course delivery,
sponsored
training and E -
College
TQAS-5¢ Environmental Local Training Standan:fl Basgd
N - e as SafePass Apprenticeship
L Training - Initiatives | TQAS-8h Phase 4 & &
TQAS-8f TQAS-8c TOAS-Bi
Specialist
La Training
Frogramme
TQAS-8d
l ™ chicaran )
e e e e e
[V " Sencroces )
__________
I i
e o e
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Transition Quality Assurance System (TQAS)

TQAS-5c Direct Training Delivery V1.0

Note: SBA Phase 2
courses are scheduled as

per the SBA procedures

Decision is made to deliver the training course

[
v v

Courses are scheduled on the Client
Services System from the Mational
Course Enquiry Database

Course Code/Location and budget
are assigned on SAP

l

Staff Recruitment

!

Classroom or Workshop prepared in compliance with

and Development
TOAS 3 & TQAS 3a

# Health and Safety requirements & Training Materials
prepared

¥

All required resources are in place before the first or

Issues Log +

_________ -
*r I Critical Path |
e
jm———————— -
] S o)
o o e e
jm———————— -
Prooess

revised run of a8 course commences
R: TQAS 5c-F01 Resource Checklist

Financial Authority
Levels and

!

Course Delivery as per QA 58/01 and QA39/01 or
SBA Curriculum

R: TQAS 5c-F02 Training Record
TQAS 5¢-F03 Leamer End of Course Questionnaire
TQAS 5c-F04 Learmer Computer Resources & Intemet
Usage Declaration
TOAS 5c-F08 Provisional Results (suspended )

TQAS 1-FO1/TQAS FO5b Leamer Code of Conduct
Infringement Report Form

v

Course Review conducted
at least once per annum
R: TQAS 5c¢-F03 Leamer End of Course Questionnaire
TQAS 5c-FO6 Customer Comment Form
TQAS 5c-FOT Course Review Form

Y

Frocurement
Procedures

Mote: Communication and
Dissemination of information
to Leamers including :

= Cummiculum & Assessment
information

=-Leamer responsibilities
=-Assessment methods
-Repeat assessment criteria
-Specific leamer requirements
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Transition Quality Assurance System (TQAS)

TQAS-5d Programme/Course Review Overview V 1.1 (Local & Organisational Review )

All training provision is subject to review . Programme/course reviews

are carried out both locally and organisationally

c ity Traini
ETE Trainin: n Community Training CSCSMASCS Standard Based n-line Traini
— Direct & Contracted Centres, Local Training Environmental — Apprenticeship &
Training Initiatives and Specialist Training Might Training
Training Programme SafePass
Direct Training Community Training ini
Delivery including - Centres CSCS05CSs Standan:! Basgd Tral.nlng
In-centre, night TOAS-Be - TQAS-5e L Apprenticeship Delivery
course delivery , TQAS-Bi TQAS-be
— sponsored training TOAS-5f TOAS-5f
and E-College
TQAS-5e - - Environmental
TOAS-5f - Local Training Initiatives N Training
" TQAS-5e = TOAS-5e
TOAS-5f TQAS-5f
Contracted Training Spe::::gf;;:na:mg Safe Pass
- TQAS-5e - TQAS.-5a » TQAS-5&
TQAS-5f TOAS-5f TQAS-5f
i 1™~ Totcaran |
——————— =l
] ¥ Tsanofoes |
e o o —— — ——
[] V7 reems |
o o o ———— -!
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Transition Quality Assurance System (TQAS)

TQAS-5e Local Programme /Course Review V 1.1 (Delivery and Curriculum & Assessment)

TQAS 5c-FO6 Customer Commeant Form
TQAS 5¢-FO7 Course Review Form
TQAS 8a-F12 Weekly Training Report

TQAS Ba-F17 Course Visit
TQAS 8a-F19 End of Course Questionnaire

TQAS 5¢-F03 Leamer End of Course Questionnaire

Review of all courses/ programmes is conducted at least once per
Annum / per contract via a number of different methods for example

R: As appropriate lo the programme

TOAS Ba-F21 Contractors Course Report -
TQAS 8b-F15 Training Monitoring Report
TQAS 8b-F21 Training Review Report
TQAS Be-F16 Learner Mid Course Feedback Report
TQAS 8e-F17 Leamer End of Course Feadback Report

.

Local issues are reviewed, resolved and
logged on the TQAS Issues Log

R: Local Comective / Preventative Actions
{Continual Improvement )

.

Course Review
information to be
considered in the

service plan for the
following year

Organisational issues, for example,
Curriculum and Assessment issues are
referred to the TQAS Local Issues Log

R: Local Corrective / Preventative Actions
{Continual Improvement )

Manager

When requested, a copy of the course
review forms are sent to the relevant ETE Officer /
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Transition Quality Assurance System (TQAS)

TQAS-5f Organisational Training Programme /Course Review V 1.1

Hote: This process covers the
rewiew of all ETE Training
Programmes f Course Provision

Updates / amendments /
comecions o curmculum and
assessments as a result of
cormective actions or changes o
COUrSE requiremeants & .g.
licensing legislation, lechnology
el will be made on an ongaoing
basis as appropriate

Programme/Course approved for
review by the relevant Manager |
Officer and signed off by the

relevant Cilcer

Thiz ETE will work with an
Intemal § Extarmal SME o review
the: programime

T

Helavan! Oficer will arange o
comect / update the curmculum
and / or assessment and will do
&0 in conjunclion with an
Intemal [ External SME (if
appropriate)

¥

compliance wi

Curmiculum & Assassmants ans
comected/up-dated by the
appropriate unitin consultation
with stakeholders and in

th the Mational

Curriculum, assessments and resources anae
reviewed and devaloped by the appropriate
unit in consultation with stakeholders and in
compliance with the Mational Award
Standard

Curriculum |, Asgesgaments
Workplase Compelensy Schedules
Leamers Redaicas
CHher apprapriake dacumentadon

Motes mat all reconds applicable o &l courses;

Reviewed Programme [ Course is
signed off by the appropriate Manager

Award Standand

Curiculim , Agsedsments
‘Wokplace Compelency Schedules
Lagimens Rasources
Othe=r approprate documentabon

MNode= nod all records apolicable ta all nuursea

s

r

Manager | Prog

ramme Manager

Approval

Programme appral

R Programme

per the Programme Approval
Agresment Process, If appropriate

=al is carried out a8

Appraisal Fom

Helevant O

icer Approval

Criicsl Posdhi
B e e s
b e

e -
[ o=
[T et

|

Curriculum ransferred onto the Enguiry NCDB,
Agzessments updated on CAMS system and
resources updated on the leamer resource
server, whene appropriate. Al relevant
stakeholders notified and updates posted on the
Intranet by the authorised personne

L 4

Programme Approval
Process for

Programmes l=ading

I & comman fwand

Standard including
migrated awards
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Monitoring Evidence of Implementation

This ETB training centre monitors the implementation of this Programme
Development Delivery and Review policy

Evidence to confirm implementation of this Programme Development, Delivery and
Review policy and procedure will at a minimum, include:-

Identification of Training Needs research results

Programme schedules

Training and assessment specifications

Minutes of meetings relevant to programme development, delivery and review
Awards Council programme validation application results
Improvement actions

Programme Appraiser Handbook

Transition Quality Assurance System (TQAS) Documents and Forms
Monitoring reports

Programme review reports

Programme evaluation reports
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Fair and Consistent Assessment of Learners

Policy

This ETB is committed to the fair and consistent assessment of learners and to the utilisation
of standards-based assessment systems. THIS ETB considers assessment an essential element
of the learning process, as a mechanism to facilitate learner access, transfer and progression
in terms of labour market needs and the National Framework of Qualifications.

In order to provide fair and consistent assessment of learners this ETB co-ordinates, designs
and approves a range of assessment instruments which meet National Standards and which
utilise four main assessment principles - Standards, Accuracy, Fairness, and Practicality.

6.Policy

6.1 Purpose

6.1.1 The purpose of this policy is to ensure that fair and consistent assessment of
learners is provided in ETB provided and/or organised and/or procured training
programmes.

6.2 Responsibilities
6.2.1 This ETB has responsibility for:

a) Development and dissemination of ‘Quality Assurance Assessment
Operating Procedures

b) Dissemination of Assessment Regulations

c) Ensuring compliance with ETB Assessment Policy and requirements

d) Auditing of assessment in ETB provided, organised or procured
training programmes.

6.2.2 This ETB has responsibility for development and approval of assessment
instruments in accordance with approved assessment design mechanisms e.g.

a) ETB approved assessment design methodologies
(ETB methodologies can be inserted here)
b) Assessment Design Series, (QA98/01, QA98/02, QA98/03)
c) Assessment Regulations
d) Policy on Assessment Development and Marking and Grading for Adult
Courses

6.2.3 This ETB training centre has responsibility to:

a) Implement assessment instruments, maintaining an ethical approach
and ensuring the integrity of the assessment process

6.3  Assessment Design
6.3.1 This ETB has responsibility to:

a) Maintain ‘QUALITY ASSURANCE ASSESSMENT OPERATING
PROCEDURES’ to ensure fair and consistent administration, delivery and
review of assessments

b) Reflect the ‘QQlI FETAC POLICY ON ASSESSMENT’ and/or ‘MARKS
AND STANDARDS'’ policy and procedures document
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6.4
6.4.1

6.5
6.5.1

6.5.2

6.6
6.6.1

6.6.2

6.6.3
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THIS ETB has responsibility to:

a) Ensure that the design of assessment instruments is in accordance with best
practice, ETB Assessment Policy and requirements.

b) Provide an assessment design validation process to ensure technical and
pedagogical validity and compliance with ETB assessment policy and
procedures

C) Meet the National Standards as determined by the relevant Awards Council.

Coordinated Planning of Assessments

THIS ETB coordinates programme design, delivery and assessment to identify and
clearly state the stages in the training programme when assessment should occur.
This ensures that assessment is integrated in the programme and addresses the
needs of learners.

Information to Learners

This ETB and the ETB training centre ensure that appropriate, relevant and accurate
assessment information is available to for dissemination to learners. This information
includes:

a) Learner responsibilities regarding assessment
b) Assessment methods, stages and appropriate sequencing
C) Repeat assessment criteria and learner appeals mechanisms

d) Guidelines regarding assessment modifications and accommodations, where
appropriate, to facilitate specific learner needs.

Pre-course programme information reflects an outline of the award and an overview
of assessments.

Assessment Security and Accommodation
This ETB and the ETB training centre ensure that systems are in place to protect the
security and integrity of the assessment process.

The ETB training centre ensures that resources and monitoring are in place to:

a) Protect the security and integrity of learner assessment documentation and
assessment materials, including learner work where appropriate

b) Maintain and secure assessment results and records

C) Supervise assessments

d) Address any intentional or unintentional acts by learners and staff, which may
impact on the validity of the assessment process

e) Monitor a representative sample of assessment events at the point of
assessment delivery

f) Review regularly local assessment security arrangements and update these as
appropriate.

The ETB training centre operates in accordance with the Results Approval Process
to ensure the accuracy of all results data submitted to the Awards Councils.



6.6.4

6.6.5

6.7
6.7.1

6.7.2

6.8
6.8.1
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This ETB training centre provides for the adaptation of assessment processes, as
necessary and reasonable, to accommodate learners with particular needs, in
compliance with current equality legislation.

This ETB implements a process to address identified errors and omissions which
impact on the validity of the assessment process.

Consistency of Marking
This ETB:-

a) Specifies the roles and responsibilities of personnel who carry out assessment
duties

b) Develops training programmes, to equip personnel to carry out their assessment
responsibilities.

This ETB training centre

a) Implements the system for fair and consistent marking in accordance with the
QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES' (Or similar procedure
developed by the ETB and agreed with QQI) within the assessment criteria
specified in the assessment instrument.

b) Operate a system for moderating of assessments in accordance with the quaLiTy
ASSURANCE ASSESSMENT OPERATING PROCEDURES' (Or similar procedure developed by
the ETB and agreed with QQI) within the assessment criteria specified in the
assessment instrument.

Feedback to Learners
At course level, This ETB training centre ensures that learners:

a) receive timely and constructive feedback on their assessments, appropriate to the
nature of the assessment, i.e. formative or summative
b) are provided with an opportunity to repeat an assessment when appropriate

c) are informed about the appeals process in relation to assessment results.
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Procedures

The QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’ were developed
through an extensive consultative process. They are designed to set out the assessment
quality framework that underpins the planning, setting, operation, marking, recording, approval
of results, and verification of all assessments leading to the request of an award certificate
from an Irish Awarding Body.

The document containing the procedures has been divided into three sections:

Section 1 — The Purpose of Assessment. This section explains the role of assessment in
the context of training and outlines the various approaches to assessment.

Section 2 — The Assessment Process. This section includes a process map of the
assessment process in and outlines the various roles and responsibilities of those involved.

Section 3 - Quality Assuring the Assessment Process: Assessment Operating
Procedures. This section contains a specific listing of all assessment procedures stating their
purpose, associated responsibilities and a detailed description of the steps required to meet
the requirements of each procedure. (see TQAS Section 6 Fair and Consistent Assessment
of Learners, Documents)

Quality Assurance Fair and Consistent Assessment of Learner procedures are available in
this Over-Arching Quality Assurance Manual and on the Intranet /Transition Quality
Assurance System (TQAS) as follows:-

TQAS Section Six Process Maps

TQAS - 6 Fair and Consistent Assessment (Notifications Overview)
TQAS - 6a Fair and Consistent Assessment of Learners Overview

TQAS - 6b AVAA Calendar Process

TQAS - 6¢ Assessment Process

TQAS - 6d Internal Verification on the Conduct of the Assessment Process
TQAS - 6e Peer Review of Assessment Results

TQAS - 6f Pre Results Approval Process and Internal Results Verification
TQAS - 6g External Authentication

TQAS - 6h Results Approval Process and Meeting

TQAS - 6i Processing of Results - Post Results Approval

TQAS - 6j Learner Assessment Appeal Process

TQAS - 6k Certification Audit Process
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Transition Quality Assurance System (TQAS)

TQAS — 6 Fair and Consistent Assessment (MNotifications Overview) V1.0

Learners are assessed using many different assessment methods and assessment is carried out as per the assessment specificati on. The
Training Standards Office provides relevant and timely advice , information and support to Management , Instructors, Contracted Training Officers
and Community Development Officers on matters relating to the assessment process , the processing of certification, training materials and training

aids, training methodologies and training practices to meet the requirements of certifying agencies associated with the delivery of the rammes .
g og g p eq ying age ry prog
All assessment events are subject to sample verification of process and results .
Modular Assessment rdl
— T 3™ Part Assessment SBA Modular I
Assessment Instrument A _mEn T W Online
Programmes Specifications Proarammes NCV. Programme Assessments
Frogrammes Frogramme
(MAP) (AIS - CAS)
The Training Standards Office is notified of each assessment event in advance in order to uce and maintain the Assessment Schedule.
g
AlS
When requested, at the start of the course, MNCVA (former)
assassments are genarated in ine with “Guide to Motified part of
Wh Map sted, CAS Assessment Instrument Specification assessmeent epsen?s are Ondine
asmm::t;?fgen&ramd Release” from CAMS and are issued to relevant A) the skills Assassments
from CAMS. Assessment . Instructors Second provlders. N 3 Party demonstration element Assessments are
avants must ba notified 1o The "Request and Dedaration for CAS AIS" in AsEosEmants i ! genarated an_d
the Training Standards regard B) examinationsfiests conducted on-line Locally Devised
Office in advance of the to assessment security must be signed prior to When requested, C)when portfolios are as per the relevant Assessments
assssermant issue ssxnl:s are being assessed awarding body Locally Devisad
. for all Second Providers, Contracted Trainers and guidelines Asspssments must
Advance notice: generated/prepared as
« For In-centre oourses Approved Training Oganisations. Assassment per the relevant The events must be Asaessmenl avents adhere to the
5 working da events must be notified to the Tralning Standards awarding bod notified to the Trainin are naotified to the TOQAS process for
«For S E P'royffid&r Office in advance of the assessment . uid&lﬁ\&s ¥ Standards Office 10 9 Training Standards development of
» For in-centre courses 5 working days g ndarcls Lance Office 10 working same.
10 wmrﬁ&sda - For Second Provider courses 10 working days working days prior to days prior to the
B cay= R:-TOAS-6c-F11 the event event
CAS Level 3 Motification of Assessment Events R:TOASGc-F11
Guide to CAS AIS Assessment Techniques Release R:TQASEc-F 11 NCVA Motifiable
R:TQAS-6c-F11 Request and Declaration for CAS AIS Assessment Events RTOAS-Bc-F11
{For Completion by Contracted Trainers ¢ Second Providers Levels 4-8

Note: Second Providers!
Contractors must ensura that
they have the current version
of MAP/AIS and must meaet
the request and notification
processes as outlined in the
TOAS

MNota When CAS AIS are
released to Training Centre
Instructors (including Night Course
Instructors), the required number
of copies are generated by
Training Standards Office.

Note Test packs
issued to Instructors
(including night course
Instructors) must be
retained securely and
confidentially .
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Transition Quality Assurance System (TQAS)

TOQAS-6a Fair and Consistent Assessment of Leamers Overview W1

The FETAC Business System includes final submission dates for the cerification period . These dates are

outlined bebow which, in tum. reguires & cut off date for the Training Standards Office to receive resulls
and assesament evidence prior to Results Approval .
cpal Final Final . F"f"’;m Final Final
Dale i 0Ol Submission SuiDmigsion Dale i Subrission Submisgion
Dl o Ol Drabe o Q01§ il | Dianle o Q0 ¢ Dt o 3l ¢
o FETAC FETAC FETAC FETAC FETAC
o 12 Agil 12 June 128 » 118 Oclobear 12
Al December
Mcke: Thas fellomin celiu pute Internal verifcation, peer review and resdlls Mate: There should be evidence on
are fa be used on soipls: I madulad b L IFeOoH § the: soripts bo show that they have
« Fied pen by the Assessor P P et bemen assessed_ in addiion to this, the
- Green Pen by the TS0, FETAC-submission dales as per the i s b1 s s W
necessary Aazessment Verificalion, AulhenBcaion and soripis. These resuls should be
« Biack | B pen by the Approval Process wanscrbes 4 the rdved sl
Authenticaior TOAS-8h fzzeszment Sheets and the Summary
hszeszment Sheed
¥
Assessments are conducted and marked (using iomial WeriScation on
Pemr Reviaw #| red ik pen) as perihe Assessmen! Process b Conduct of the
TQAS e pen) ’ N Assessment Process
ToAS-6d

Mot This verfication of resulis

Irniemal Verficalion of resulls is carried aul 85

indudes the cheds camied out by
thee TS0 Office andior 2

per the Pre Resulls Approval Process and the
Resulls Approval Checklist
Prowders a= approgriale, 2s per
T &l the Results Approval Cheddist
Exteinal Authenlicaiion
(recond marks / comemenis in black / blue ink)
TOAS-Hg
[Role Hesdls Aoaroval Pane |
HRJI- Resuls “T:_Pil_ndfﬂ Fesulls ane submited b the Fesulls Approval Mi=etngs wil be concusded
E*"E e O e gl Panel and the Resulis Approval Meeting takes iccaly by CTCs and STPs
programimes with the ExcEption place as per ihe Resulls ADprovalProcsss, and must be atiended by
of CTCsand STPs TOAS-Bh an ETE Traning Cantre
designaied Obsener
Note Traning Standards Office The T30 processes the RAP approved resulis
will request certificaies fram O01 as per he Post Results Approval Process Apponis Process e
FETAL for all seoond providers approved results
m w
Cerfficales and ranscripls recaived fromQal!
FETAL are checked agams! he agproved Note: Certficales can be smued
Fi2s 1o thee e directy by Training
T2AS 6i Contre or by the Second Provider
with approval and a oover letier
L from the Training Contre A
100f% check of certficabes must
be conduded prio o ssue o the
learner. Evidence af Camtfiates
being issued (o the learmer must

providers

Cenificales are issued 1o leamers) secand

b restasivesd.
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Transition Quality Assurance System (TQAS)

TOAS-6b Assessment Verfication, Authentication and Approval Calendar Process V1.1

Cowurse Schedule Information

The relevant Programme Manager | 2™ Provider must ensure that a schedule of all planned
courses is developed and communicated to all relevant staff - The proposed schedule must be
in line with AVA#& Calendar and mclude course type | title, code, start date. finish date, name of
InstructoreiTrainers | list of course modules (only if mone than one Instructor frainer delivening

the course and state which modules each Instructor will deliver )

i

Assessment Results Submission Plan
Based on the expected finish date of the course select |, using Assessment
Verification, Authentication and Approval (AVAA) Calendar, the appropriate
cycle for submission of assessment results for approval .

!

Scheduling Assessment Verification
Based on the number of course runs in a year . determing (using the AVAS
Calendar), the period (s during which Intemal \erfication on the Conduct of
Aszsessment and Peer Review will be scheduled .
Based on the F 11 nofification, select the assessment event for the intemal
varification on the conduct of assessment and the pesr review of results

'

Make: RCCRS

gererated F12 t

be wsed i the I
of Resuts

Results Approval Checks
Assessment results must be submitted to Training Standards Office as
appropriate within 4 weeks of course finish date. Intemal Verification and
External Authentication of results to be undestaken for each certification
round . Cnly resulis that have been intemally verified should be
presented for extemal authentication -

i

External Authentication
External Authenticator visit dates agreed fconfirmed with the External

Authenticators. A copy of the RCCRS generated F 125 with PPSMN
blanked out should be isswed to the Authenticator .

!
'
am Party Awards Mete: Where the
External Authentication For 3 party modules | OOLFETAC Msjor
The period avaiable for External components | provided the Award Fas &5
Authertication shoukd be Training Centre has complied with |  [Fo 2 'dmpm
considerad at the planning stage - the ewarding body requirements Rillment of the
then the resulfs can progress to award criveia
Results Approval. LTJ-T;.*
| | the 3° Party Award
* havireg Been
achisved st be
Results Approval Panel Meeting ﬁ;“’h'::d“
RAFP mestings should be as per the AVAA Calendar suitherlication

!

Submitting Approved Results

Oince results are approved by the RAP | they should be recorded as approved in the
RCCRS and submitted. The |atest date for submission of results for that cycla is as

per the A\Va4 Cabendar

i

QQUFETAC Validation of Record
Address any QBS mwakd entries in Bne with the AVAA Calendar -
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Transition Quality Assurance System  (TQAS)

60

TQAS-6c Assessment Process WV 1.1

TOAS Overarchi
Training Standards Office (s notified of each assessment Cuaity m,..':
Teaining i event Marnsl
¥ * R-TOAS-Be-F11 Motification of Assesament Event!
Amgesament Request Form
A
Cnrer aticel
Aassmssment Procedunes
Regutstions r
A scheduls of upcoming assessment avents is
generated by the Training Standards Cffica in line with Rt Appr ol
the Assessment Venfication, Authentication & Approval Guiteines and Wark
m?gh Process for each O certification cycle Frstrudions
Asseszment I0AS-fib
System
Malpractios
Arrangements ane put in place to accommodate Asnatrrned fppmsis
identified leamer supporis where appropnate Procedure
FETOASGC-FO3 Leamer Request for Assessmeant
Support & Approval Fomm
Peiey ot Repeat r
Fepraly a5 appraprale
Assessments ane isued to the
T Assessment Supervisor [ Second Provider Manager [
Florle Lsssarrmesr Co-ordinator | Contractor and l‘?_:'ﬂ‘-*ﬁfﬂﬁ
amgeiarrent dederral Z . | | on the Condut of the,
- - conducted in accordance with : .
ExienSin Azsessment Regulations
sl be made in Tophs-6d
m‘ﬁgﬂﬂ The test/assessment conditions and requirements
Leaming assessed and provisional results recorded in
accordance with the relevant assessment instrument
Alesmer can * Peer Review
Individual Assesament Sheatsk Summary Assessment
Fefquest In writing a Shest appropriate o he Asssssment Typs
recheckireview on al
provisional result R TOwS-Be-FOd Assessment Supendsord Assessor Report
the Training
Standards Officer
arganisas the r
recheckireview Provisional Results and feedback on assessment
1 parformance is given to the leamer as outined in
Ine ieame: & not T0AS-5c Direct Training Defivery
satisthad with the
cutcome, that and T0AS- & Second Providers
apencibe result s
forwerded io he
Results Approval !
Panel for decison P
and fe lesmer = ; Te: Resu
notfed ofthe Results are checked and submitted to RCCRS o] | Approval Process
aulcome BT Fi2 TOAS-61
Resuls
Approval
TOAS-En




TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

TQAS-6d Internal Verification on the Conduct of the Assessment Process V' 1.1

Hote: The sample i a minimum
of ane assssirer ewent per
Training Cerfre insirudes, CTC/
SV Irsirudior [ Tulor, STP
Insiruder Srainer, LTI Coordinator,
Aassland Coordinalor | Traner
per annum For
CT once par contractfor
werication of process .

TOAS
Cwerarching

Assuranoe
Etarual and

Operational

[Requissons

Procedures for
Managing

OB00+

™ Coacivan |
T e e e e e sl
I--- —_———— -.-I

e s s s sl

res—o== =l
T e e e e e e

==
s s e s

Sample selected in Bne with the Assessment
Verfication, Authentication and Approval
Process / Traming Centre Plan / Anmual Course

Note The curment sarmple
resqyuinisrmen bs will nemain for
CT: ane par coniract

Assessment Process and Results Plan as per ﬁa;ﬂ:mﬂ
TQAS-6c for sach XHIFETAC cestification cycle eonducted by TS0
The TS0 and the relevant Management Team [
Provider will ensure
that cwer time all assessment types and
amangements are included in the sample .
R: TOAS-He-FM a'bic Annual Course Assessment
Process and Result Plan
Select the assessment events to be verified
where appropriate
TS Office / 2" Provider |dentify the Process
\erifier for each assessment event to
be verified.
Infioerm all relevant staff &s appropriate of the
intemal verification on the conduct of
assessment schedule.
Aasessments may be
Camy out the vesification of th acjourmied i s sk of
BTy venfication E pIoCess S
R: TOAS-$d-FO1 Intemal Verification Repart on prcechares: or HEE
the Conduct of the Assessment Process !
T »
The Intemal Verifier acknowledges good practice Mon-Conformances
Suggested Improsements
and identifies any non -conformances | suggested heriiad | rofud 8
WTIpMOYEments *| TS Office are bogged =
R: TQAS-6d-FO1 Intemal Verification Repart on appropriate by the TS0
the Conduct of the Assessment Process

L

All relevant documentation is made available
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Transition Quality Assurance System (TQAS)

TQAS-6e Peer Review of Assessment Results V 1.1

Note The rekean
Manager wil arrangs
For B informalion Le.
it f all conraes
incuging Ingruciers)
Iratnners I b prersiced
It the Training
Sandards Ofice

Note: For Confracied
Training the
Confractor will afrange
the peer fevis of
Aga el nesults,
Ta be monduded at
st onde per conirad
a5 per e coniract
and the procedunis

The Peer Review of Assessment Resulis is scheduled in
Ine with the Assessment Verification, Authentication and
Approval Process [ Schedubs | Annual Cowse Assessment
Process and Resulis Plan as per TOAS-6c for each Q0L
FETAL certification cycle as per the Eur|r1d|:ﬂa.

The TS0, Progmmme Management Team [ 2™ Provider
will agree the schiadule and & nsure that ower
time 2l assessment types and arangaments are
included in the sampls -

R: TaaS -Gec-FO01akbc Annual Course Assassment Process
and Result Plan

Nabe: The sample is a
minienum of one assesgmen
evend per Training Ceanre
Ingructar, CTC /W
Insructoniuior,

STP Ingtrwdior | traines, LTI
Coordindton Adsstan]
Coordiratiorn | Traner, pe
annurm. For al other &eoand
prinddes coniracs anee per
coniract for pesr review af
asse sernan] etk

Inform all relevant staff of the relevant Peer Review of
Assessment Results Scheduls

TS Ehlemn:rmJ

Coonfirm the peer reviewer for each assessment event to

Mar-Conformances.|

Imrgrervements
ideritified | nolifed 1o

Quakty Assuance .
“,Lmﬂ, e reviawed
L
The Assessor and the peer reviewer review the results to
;:::T::: ensure the assessments were marked in line with the
Procedures award standard and the assessment s pecification
R TOASEa-FO1 Peer Review of Assessment Results
k.
The peer reviewer acknowledges good practice
A " and identifies any non -confomiances and highlights
Reguissons them in the report . They give a copy 1o the Assessor
and forwand to the Training Standards Office / 2" Provider
&5 appropriate
R TOAS-Ee-FO1 Peer Review of Assessment Results
L
Procedurnes for Mon-conformances reviewed by the Training
Managing Standards Office, programme
System management team andior 2" Provider
Malpradiice 25 approprate
All refevant documentation is made available
for External Authentication, Results Approval,
e ———— Monitoring and Auditing
l L Criical Pult -i
[ R

l————.—.————.l

Frocms 1

e TS Office are
lagged as approprisie
by e TSD
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Transition Quality Assurance System (TQAS)

TQAS-6f Intemal Verification of Results = Pre Results Approval Process (as per the Results Approval
Checklist) v1.0

The RCCRS generated F 12, sl assessment evidence and Mote $00% iniernal
documentation ks submitted to the Training Standards Office as Werificaton of Resubis is
Armmemen] conduded aaoss all
of Leamens _ PCgrAMIMmE S
TOAS fic )
TOAS-BEFO Intemal \erification of Assessment Results
(Results Approval Checklist)
The F12s3 are crossed checked with all supporting documentetion N'"":,I.I o il 2 B
a5 per the Resuls Approval Checklist. This checklist is signed / used, # s attached o e
dated RCCRS generated AIZ
_ _ The RCCRS FiZ must b
B Tons-6f-FO1 Intemnal Vedfication of Assessment Besults checked 2 part of iniernai
{Results Apgroval Chechlist) verification of resuits.
Present for
Auitherttication hi—r
Mote: Manually produced F12s . _
which hawe been marksd as TS Office / 2™ Provider send back incomplete
cancelled | not vald must be of incomect docurmentation to the instructor J
:E‘*’“‘“"'m“f“ L assessor | to be comected
F
I resull efrars are deteched on the RCCRS
generated F12, the RCCRE F12 return fundlion i
used, resulls are edited and a new P12 is
generated The original RCCRS generabed A2
¥ must be dearly marked &8 cancellead nol valid and
o dabed. The revised | edited F12 should be altached
I the relevant supparting documentation
The mew F12s are crosaed checked again as
per the Results Approval Checklist for the
Authentication Repon Training Standards Office .
musl be submitied o
the TS0 priaf o
Results Appraval
-
F12s and supporting documentation ane made
available for Extemal Authenticaton
EERTEES 5 i
identified Resills (Results Approwal Chedklis)
|
Yes 1
4 - External Authentication
AuthenBcation TOAS-fg
recommendaiion
issues lorwarded o | N9 |
e Programime
Management Team Results Approval
far actian * Process
TOAS-&h
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Transition Quality Assurance System (TQAS)

TQAS-6g External Authentication M.1

Assessment results and supporting documentation are intemally verified
&5 per TOAS 6f Process Map.

i

The Training Centre Manager in conjunction with the TSO will determine
the sampling strateqgy .
For Contractors each submission of results must be authenticated .
R: TOaS-6o-FO01afhic Annual f Course Assessment Process and
Results Plan

!

The TS0 will allocate an External Authenticator from the agreed trained
pool of authenticators to the awand to be suthenticated .
R: TOAS-Go-FO1a'bic Annual/Course Assessment Process and Resulis

Plan
E& List of Awards

¥

The TSO { Contractor will contact the External Authenticator and agree a
date for the authentication visit

R: TOas-6c-FO1a't'c Annual f Course Assessment Process and
Results Plan

!

The TS0 { Contractor will send the F 12 {with leamens PPS numbers
blanked owt ) fior the programmes to be suthenticated to the External
Authenticator.

The External Authenticator will select the sample of learmers fo be
authenticated and will notify the TS0 / Contractor.

[Nofe Coordraion mosdes |

Farsitating the authenticstor during
Uhesbevs

!

III:IJI: A per Assesament
eriication Authentication &
Approral (AVAR) calendar.

1. Exerral Authenlication -
Guideines for Training
Centres

2 Exierral Authentication -
Guidelines for the Contradhans

wore: Contraciors refer io CT
CTC, Dal, LTI and STP

Terms af Rieferena: for
Exterral Authenticaians

MOTE: RCCRS Printed Fi2
ity

ing the assesament
Emce, documenkason and
rosm in achvance of the vt and

The TSO / Contractor will amange the co ordination of the authentication
site visit Relevant personnel will be available for the duration of the
suthentication visit.

R: External Authentication — Guidelines for Contraciors

Pl e S TVoeci] Do Giwiiilaibld | il Py B

Aughenlicaton vl

Mein: TED ¢ Comirasion Manager or
Pl will D S Salabd s
wiall T rebeani instructor | T |

paatsih of by i) during ihe Extemal

Mote: Assessmen| documeniation for

The Extemal Authenticator will inform the TS0/ Contractor of the ocutcome

of the authentication on the day of the visit and will sign off all the TQAS
TQAS Go-F12 forms. The Extemal Authenticator will issue a written report
within & working days to the Contractor (if applicable), the TS0 and the
Training Centra

R: External Authentication Report

Exiernal Authentication will indude :

!

The TS0 will provide mid year and end of year summary data for the
External Authentication process for the ETE Training Centre

R: TS0 Summary Extemal Authentication Process Report

Asgesement Evidenos & g. lest
papers, pracical peces, projecs,
partiolos eic

Assesement Recordse g.
ammesmment briefs, assmsoment
sheets, summory assessment
sheets, RCCRS generated TOAS
=Be-F12 forms, candidaie marking
sheets |nbarmal Verification of
Resuls reports, Intemal
Werification of Process and Peer
Rieview reports, previous Extermal
Auenbication reports elc

TS50 will process authenticated results in line with Process Map
TaAS 6f

_________
hmmm
I T T ——
e
— Frooe
R i

I ———
u:u I-r.ﬁ'-iﬁr.l—uﬁmd.l'-l
[ =Sy — e p——
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Transition Quality Assurance System (TQAS)

TQAS-6h Results Approval Process and Meeting V 1.1

Pre Resulls
Appraval

The Chawperson of the Results Approval Panel [RAP)
comvenes a Meeting n line with the relevant policies |
procedures and guidelines and as appropriate the approved
Annual | Course Assessment Process and Results Plan.
R Tows-6o-FO1abi Annual | Course Assessment

Process and Results Plan .

Process

A\VAA Calendar / Schedule
Results Approval Guidelines and Work Instructions
Temns of Reference for RAP (CTC & 5TF)
Result Apptwa]lhlaetilg Apgenda
RAP Meeting Minutes Template

Extemal
Authentication
Process

Appeals
Process

The relevant documentation is made available for
consideration at the results approval panel meating . As
per the Internal Verification of Assessment Results
Checklist and will include:
Individual Assesament Shestsd Summary Assesament Sheats
BPOrOpIiate 1o the programime

TOASEe-F12b Apprenticeship System genarated

Thie F12
Apprenticaship
Comgletion and Results

Approval Form ks pr
from and approved in
e Agprenticeship IT

Syatam

T -GC-F12 - RCCRS ganeraied
TOAS-6-FO4 Assessment Supervisdr and Assassar Repaort

TQAS-Bd-FO1 Internal Werbeation Report an the Condwc of the
Aggezgment Process

TOAS -Ge-F 1 Peer Review of Assesament Resulls Report
Extemnal Aumenticabon Repons
Mor-ConformancesSuggested improvements
Dz isme nitaton reswuting from a rechecireview of a provsional
result reguested by & leamer
Sietus of Appeals
Ciher Bppropdiate oocumentaton

Mon-Conformances
Suggested
Impravements’
Adverse Reports
{Contracted Training)

E

The Results Approval Panel confers on results and on the
process as part of the approval decision .

Panel decisions are recorded and communicated . The
chairperson will aange for relevant parbies to be notified -
i TQAS-Ec-F12 Cowse Summary Asgesament Shaet and
Results Approval Fomm
TOAS-§ Aszessment Resulls Fack Check

RAP Meating Minutes Template
Guigelnes forObsarver on RAP

(STP and CTC)
Results Approval Panel Mesting Minutes

[
! !

When the final approved result The Chaimerson will Brange
is different to the provisional for notification of appraved

result, the leamer must ba regults and the processang of
nolified immeadislely and cedification &s spprogriate

reminded of the Assessmant

Appeals Process
f: Leamer Changs io

_E'.E!I.IILITDEI' |

'

Post Results Approwal Process
IoASE
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Transition Quality Assurance System (TQAS)

TQAS-6i Post Results Approval Process V 1.0

Results Approval Process

IDAS-8h

|

|

!

}

CTCe and STPs submit a Results have Resulis have been approved Results have not been
request for upload of been approved subject 1o an amendment approved and & decision on
resulis to TS Office. and authonsation agreed at the RAF mesting how to proceed has been

TOAS-Bi-FO1 Checklial far given to request and updated in the taken by the Results
SubmEssion of Cemhicals certification amendment section on page 4 Approval Chair
I | |
| .

Male: Learmes Approved result amendments are updeted in the This decision could result

nafified in wiiting RCCRS in, for example , documents

e bl ctumod i

v instructortuton assessor,
:ﬁ;::hé;ﬂmg + an SME rewiew , & follow
up with a8 contractor as
Results are recorded in the RCCRS as approved per CT proceduras or @
request to the
Assessment Standands
Group
Reprint the final approved results where an
amendment has been & ed .
PR All such iBsues must be
recorded in the minutes
of the meeting and a
1 standard item on the
agenda at each RAP
Approved results are submitted in the RCCRS meeting until any issues
are resolved .
Appesl requests ane put on hold for
conaideration §investigation
h 4
25:5:.;?&““5 Check and address FBS invalid entries and re -
sl submit where 2
invalid enbries appropriat
+ Mobe: On Be printed copy of
the approved FIZ each
Certificates and transcripts received from QI are leamer should be licked 1o
checked against the approved F 12 for names, confirm that the comect
award type, award title, level and grade cerificale and iranscripl has
been reosived
Certificates issued to keamers/second providers TaAS-fg

66




TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

TQAS 6) Learner Assessment Appeal Process V1.0

Leamer Assessmeanl Appeal farm received by relevanianager who will i Learrer
ensure that he TSOis nalified immedialely hal an appeal has baen received :InT.r:TMSDun:H:d-.hn:ni Assessment
and within 10 working days decide if e appeal will proceed The appeliant | |appea & recetved. TS0 wil hatd Pr"‘"""“
i3 ifarmed in wiling whether Ihe appeal is approved [0 proeed of ol | |the lsamer resul on the RCCRS ke
aleng wilh the reason for ned granting the appeal or ihe basis for e appeal |unti such time as a dedsion made
o proceed. regarting the appeal reques andor Far Appeaks
R Leamer Assesament Appeal Application Foam appeal process cutcome. The relating o 1°
Leamear Letier Reganding decsion for appesl to procesd of nat mﬁ::?:“’_"f‘; Party
relevant, Manager and assessmenl Mwu'gﬂud:y
An Appeal hal is praceeding s feswarded o fe Teaining Standards Ofice E:W shoui rﬂ;b! md;d_: Prmm
me appeal i retarded an the appeals log ’"’?HP;;H appeal mm
R Appeals Log P appeal
1
* +

The relevant Asgistant Managesinalructar of B Second
PFDMEFM&QHEMEWE nalified of e Lagmer
Resull izt i under appeal

Ad approved appeal recheckeareawer is assgned 1o conduct
the smpeal by Tramning Standards Oficer with e relevan

Manager (with responsibility for fie assessmen) approval

¥

The appeal Re-checkedReviewer compleles the “Assessmen Appeal Reporm The repoe is issued ta the

relevant Manageriwith re-.mnruabmrg.- far the assassmen] who will arange fr il 1o be issued 1o he
Chairperson of ihe Assessment Agpeals Panel

R: Comphated Template for Leamer Assessman! Appeal Regor

:

(f

Sea Torms of The Assessment Appeals Pane| meels when required o consider The Chair of the ETR
Reference for ETE Asseszment Appeals Panel
e i Aezaaament Appeal Reparla), 1o agree and approve ouloames. R T e
e e R: Completed Tempiate for Leamer Assessment Appeal Repor Mssuiger o s et i
l decision oulcomes
The learner is noifed in wriling by herelevan! Oficer ol the oulcome of he ETB
Assesament Appeal Panel Decision Timelines for appeal process starls fom e dale Appelart i advised in
The releant refevant Manager approves the Appeal Apalicaion ko procesed fo the date the writien | e "':_'-‘;‘ D-"’“‘"h;
ﬂm leamer nolification of apoeal process oulcome is Bsued ""m "’w"" -
20 b= ratfied Apgeal recheck all stages must be concluted within1d working days m""“"“T_m
of the Appesis Apgeal reiewall stages must be concluded wiliin30 working Centre. # hetshe does
Pared descan (20 wovlong days for A=m=szment Appeals Fanel appeal reviesw oulmme stage and 10 working days nat acept the appeal
for tiwe rejevant Manager fo ssie wnifen nodfication io the imamer of appeai revew oulcome process ouloome .
R: Appesl ouleome |efier

:

The oubcome of the appeal process is recorded and i nolified o the relevant Instrucion or he Confracior
Sacond Pravider ManagefCoardinatar including ihe Appellants accepancénon-acceplance of ihe
appeal putcome and any relevant actions approved by the Assessment Appeal Panel

Ereicd Frecma
e

RCCRE s
up-dated
W -
If an Appellant does nol acsapl e appeal process culcome thair appeal will be referred |o Awarding Body
R: Recond of appellant ronaccegtan: of Apgeal auleams
The Training Centre will progress request fof appeals o be refemed
-l- r=—T=oo=—- Awarding Body in line with Awarding Body procedures
o
= !
------- The Training Cenle whene requesied by fie Awarding Bodywill
":::::::::. imglement any aclions required
LTl
l':::::::: ! Fiesuits Approval
(I =t Process
I { All records induding the RCCRS will be ugdaled acoordingly ) TOAShy
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Transition Quality Assurance System (TQAS)

TQAS-6k Certification Audit Process V 1.0

Certification Audits are conducted at local level

in relation to Second Providers.

[e==—==——-

Crifical Path

=

]

Foooszzoo

I A,

(OIZT55m= 7]

Certification Audit Plan and Schedule developed by TS0
office in consultation with the relevant Managedn line with
AVAA Calendar
R: TQAS-6c-FO1a/bic Annual Course Assessment Process

and Results Plan

E-Planner

Cenrification audits conducted in relation to CTCs STPs,
LTis, DoJws, Contracted Training

R: Certification Audit Guidelines
TQOAS-8 Certification Audit Checklist
TQAS-6 Certification Audit Agenda

l

Certification audit reports compiled by TSO office and
reviewed and approved by relevant Manager

R: 2™ Provider Certification Audit Report

Certification Audit repors forwarded
o Second Providers by Relevant Managers and made
avallable to Results Approval Panel for review

R: 2™ Provider Certification Audit Report

l

zsues identified and notified to the relevant Manager

R Issues Log

!

( lzsues Followed Up and Resclved )
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6.9 Monitoring Evidence of Implementation
6.9.1 This ETB training centre monitors the implementation of this Fair and Consistent
Assessment of Learners Policy

6.9.2 Evidence to confirm implementation of this Fair and Consistent Assessment of
Learners policy and procedure will at a minimum, include:-

Records of design validation process

Quality Assurance Assessment Operating Procedures
Certification data and statistics

Internal Verification reports

External Authentication reports

Results Approval Panel Meeting reports

Monitoring reports

Certification Audit reports

Review of assessment instruments report
Assessment complaints records

Transition Quality Assurance System (TQAS) Documents and Forms

O O OO OO O OO0 O0OO0o

69



TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Protection for Learners

Policy

This ETB recognises the need for protection for learners in the event of the unexpected
cessation of a training programme and has in place systems to protect learners.

7. Policy

71 Purpose

7.1.1 The purpose of this policy is to ensure that learners are protected in the event of the
unexpected cessation of any training programme provided, and/or organised and/or
procured through this ETB

7.2 Responsibilities

7.2.1 This ETB will manage the implementation of this policy

7.2.2 The ETB training centre is responsible for disseminating information on these
arrangements to learners.

7.3 Arrangements on the Unexpected Cessation of Programmes

7.3.1 This ETB has a written statement of arrangements in place for the protection of learners
in accordance with section 45 of the Qualifications (Education and Training) Act 1999.
This statement includes:-

a) A statement that section 43 of the Qualifications ( Education and Training) Act
does not apply

b) An ETB commitment to protection for learners in the event of the unexpected
cessation of any training programme

c) Where arrangements are required they take cognisance of:-
I. Refund of fees

II. Learner transfer
lll. Arrangements for non-fee paying learners
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Procedures

Quality Assurance, Protection for Learners Procedures are available in this Overarching
Quality Assurance Manual and on the Intranet /Transition Quality Assurance System (TQAS)
as follows:-

TQAS - Section Seven Process Map

=  TQAS-7 Protection for Learners

Statements of Arrangements relating to Protection for Learners, where appropriate, are
available from this ETB.
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Transition Quality Assurance System (TQAS)

TQAS-7 Protection for Learners (in the event of an unexpected cessation of a training course /programme) V1.0

Leamer attends Training Course /
Programime

{ln-Centre Training Courses)
Leamer offered place on next occasion of that course in the
same or other suitable location, or learmmer offered place on similar
course in another location

Standard Based
Apprenticeship (SBA)
Apprenticeship Phase 4 &
6 Second Provider
amangemeants &ne covered
by & Mamorandum of

Underatanding with

If the Training Course / Programime
ceases before completion through no fault
of the leamer | action will be taken as per
the Protection for Learners Palicy

Procured Training Courses (Contracted Training, Community

Training Centre, Local Training Initiative , Specialist Training

Programme, Dept of Justice Workshops and Apprenticeship
Phases 4 & 6 = Institutes of Technology )

The Training Centre will where it is practicable make
reasonable effort to facilitate leamers to complete their training
with an alternative provider or will arrange for the course /programime
to be rescheduled

R: Second Provider Contracts
R: Memorandum of Understanding between ETB and the Institutes of
Technology

Institutes of Technology

r

Learner facilitated in
completing training

Fee Based Courses
Where fees have been charged and the course ceases
unexpectedly, every effort will be made to offer one of the
following viable alternatives to the leamer
Refund of Fees
or
Transfer to similar programme offered by another provider
or offered place on next scheduled course in the same
Location or another location
or
Offered place on similar course at another location .
R: Refund documentation

Leamer facilitated in
completing training or
fees refunded

Fee Based Courses
For fee based courses leamers affected by the premature cessation of
a training programme will be facilitated on a similar programme within
a reasonable timeframe.
Efforts will be made to recoup any fees outstanding on behalf of the
learmer where relevant and appropriate.

R: Refund documentation

SBA Courses - Registration Fees Paid to Institutes of Technology

For SBA courses, fees paid to Institutes of Technolegy will be refunded.

Apprentice will be re-assigned to the same course or next course in the
same or another location.

Leamer facilitated in
completing training and
exam fees refunded
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7.4
7.4.1

7.4.2
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Monitoring Evidence of Implementation
This ETB Training Centre monitors the implementation of this Protection for Learners
policy.

Evidence to confirm implementation of this et Protection for Learners policy will at a
minimum, include:-

o A statement of arrangements for Protection for Learners in programme
information

o Fee refund documentation, where it applies

o Learner transfer documentation, in the event of the unexpected cessation of
programmes

o Transition Quality Assurance System Documents and Forms
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Procuring Programme Delivery Through Utilisation of Second Training Providers

Policy

This ETB, as first provider, is committed to a consistent approach in working with second
providers and assuring the quality of all organised and procured training programmes and
related services.

8. Policy

8.1 Purpose

8.1.1 The purpose of this policy is to ensure that this ETB and its second providers have
clear agreement regarding their respective quality assurance roles and responsibilities.

8.2 Responsibilities

8.2.1 This ETB and the training centre Manager manage the implementation of this
Procuring Programme Delivery through utilisation of a Second Provider Policy.

8.3 Selection of a Second Provider

8.3.1 ETB as appropriate select second providers who meet specific ETB training provision
criteria as specified in the relevant procedures.

8.3.2 Selection criteria are regularly reviewed by this ETB to ensure compliance with the
organisations quality assurance requirements.

8.4 Statement of Arrangements/Contractual Agreement

8.4.1 This ETB ensures that quality assurance roles and responsibilities of the ETB as first
provider and any second provider involved form part of an agreed written statement or
contract.

8.4.2 Second providers provide evidence that their staff involved in providing ETB organised
or procured training programmes and related services are assigned on the basis of
capability to satisfy statements of arrangement/contract requirements

8.4.3 ETB statement of arrangements or contractual agreements incorporate the following:-

a) Effective consultation has taken place between ETB, as first provider, and any
second provider, in respect of the programme and their respective roles and
responsibilities.

b) Agreement has been reached on the implementation of quality assurance

c) Clear communication, monitoring and reporting arrangements are in place.

8.4.4 This ETB ensures that relevant programme operational procedures are incorporated
in second provider statements of arrangements/contract.

8.5 Reporting Arrangements

8.5.1 Reporting requirements specify the following:-

a) The contact person(s) in the ETB and the in the second provider
b) The content, form and frequency of communication between the ETB and
any second provider

8.5.2 The content of the second provider report advises the ETB about strengths and,
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identified areas for improvement and corrective actions taken in relation to the
following:-



a)
b)
c)
d)
e)
f)

TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Programme design and content
Programme delivery

Assessment and learning outcomes
Related programme services and resources
Attainment of programme objectives
Learner and staff feedback

8.5.3 The ETB ensures that second provider report findings are made available for
utilisation in programme reviews, monitoring and evaluation.

8.6
8.6.1

8.6.2
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Monitoring Arrangements
The ETB ensures that they specify and agree monitoring arrangements with any
second provider re ETB monitoring.

Monitoring arrangements are in accordance with the ETB Quality Assurance
approach to monitoring.
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Procedures

Quality Assurance, Procuring Programme Delivery Through Utilisation of Second Providers
Procedures are available in this Overarching Quality Assurance Manual and on the Intranet
[Transition Quality Assurance System (TQAS) as follows:-

TQAS - Section Eight Process Map

= TQAS - 8 Procuring Programme Delivery Through Utilisation of Second Training
Providers

Process maps related to individual 2™ providers are available on the TQAS as follows:-

8a Contracted Training

8b Community Training Centres

8c Local Training Initiatives

8d Specialist Training Programmes
8e CSCS/QSCS

8f Environmental Training

8i Apprenticeship

O O O O O O O

ETB agreements with second providers range from a contractual agreement to a
Memorandum of Understanding and programme procedures specific to the individual provider

type.

An example of a contractual agreement is that which forms the basis of Contracted Training.
In this instance, contracted training organisations registered through the Approved Trainer
Organisation (ATO) process, deliver ETB funded training programmes either in the ETB
training centre or in other locations. Other types of agreements relate to ETB training
delivered in community based setting such as Specialist Training Providers i.e. Training
Centres for People with disabilities and Community Training Centres.
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Transition Quality Assurance System (TQAS)

TQAS-8 Second Provider Training V1.1

Contracted .. . . c
Training The ETB Training Centre, as a first provider, is committed to a SBA
Operating consistent approach in working with second providers and assuring Operating
B c + A : > Procedures
Procedures the quality of Training Centre funded, procured and organised
training programmes.
TQAS-Ba TQAS-8i
h 4 h 4 h 4 h 4 L 4 r
Community Local Training Specialist Cc—nstn_lc_tlc-n ! .
L T - Quarrying Environmental
Training Initiatives Training . . Safe Pass
. Skills Operating
Centres Operating Programme P
) . Certification Procedures
Operating Procedures Operating Scheme
Procedures Procedures .
Operating
TQAS-8b TQAS-8c TQAS-8d Procedures TQAS-8f TQAS-8h
TQAS-8e
A T
] st
[ | N

_________ -
| Pre-gefined Process fProcedurs
e ——— — —— — —
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8.7
8.7.1

8.7.2
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Monitoring Evidence of Implementation
This ETB Training Centre monitors the implementation of this Procuring Programme
Delivery through Utilisation of Second Training Providers policy.

Evidence to confirm implementation of this Procuring Programme Delivery Through
Utilisation of Second Training Providers policy and procedure will at a minimum,
include:-

Statements of arrangements or contractual agreements

Relevant correspondence and minutes of meetings with second providers
Second provider reports

Monitoring reports.

Learner and staff feedback results

Records of achievement of programme objectives, including certification and
placement, where appropriate

Monitoring improvement plan actions

Transition Quality Assurance System (TQAS) Documents and Forms

o Second Provider Portal Documents and Forms

O O O O O O

o O
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Monitoring

Policy

This ETB recognises the importance of and is committed to maintaining Quality Assurance
standards through a systematic approach to monitoring of its training programmes and related
services. This process of monitoring leads to continuous improvement initiatives that
contribute to maintaining programmes which address labour market requirements, social
cohesion and economic competitiveness at a national, geographical, sectoral, organisational
and individual level.

9.1

9.11

9.2
9.2.1

9.2.2
9.23

9.3
9.3.1

9.3.2

9.3.3

79

Purpose

The purpose of this policy is to ensure that our training programmes and related
services are monitored in accordance with our quality assurance monitoring policy.

Responsibility

This ETB and the ETB training centre has responsibility to manage the implementation
of this monitoring policy at a local level and to monitor the dissemination of information
to prospective learners.

Monitoring procedures have been developed in keeping with the ETB approach to
Quality Assurance monitoring.

This ETB training centre has particular responsibility to monitor the dissemination of
information to prospective learners.

Quality Assurance Monitoring System
This ETB and the ETB training centre integrate monitoring of Awards Councils’
requirements with existing internal quality management systems, where relevant.

Quality assurance monitoring applies to the following Awards Councils’ requirements
[. Communications
II. Equality
lll. Staff Recruitment and Development
IV. Access, Transfer and Progression
V. Programme Development Delivery and Review
VI. Fair And Consistent Assessment of Learners
VII. Protection for Learners
VIIL. Procuring Programme Delivery Through Utilisation of Second
Providers
IX. Evaluation of programmes and Services

For programmes that are validated, this ETB is required to ensure that monitoring
systems are structured to measure the following:-

a) The on-going validity of a training programme, in the context of developing
knowledge in the discipline and practice.

b) The extent to which the programme outcomes are being attained by learners

¢) The appropriateness of the curriculum and assessment in relation to learning
outcomes.
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9.4 Monitoring Plan and Monitoring Report

9.4.1 The ETB training centre develops monitoring plans to schedule activity and produce
a report(s) to record monitoring findings.

9.5 Development and Implementation of Improvement Plans
9.5.1 This ETB and the ETB training centre develop and implement continuous

improvement and preventative and corrective processes in accordance with the ETB
approach to quality assurance monitoring.
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Procedures

As indicated in the et Monitoring policy and the ets approach to Quality Assurance
monitoring underpins the organisation’s monitoring procedures and activity.

This monitoring framework is described in the document called - ‘QUALITY ASSURANCE
MONITORING FRAMEWORK (FOR PROVIDED, ORGANISED AND PROCURED TRAINING PROGRAMMES AND

RELATED SERVICES) 2006'. (See TQAS Section 9 Internal Monitoring, Documents)

Quiality Assurance, monitoring procedures are available in this Overarching Quality Assurance
Manual and on the Intranet /Transition Quality Assurance System (TQAS) as follows:-

TQAS Section Nine Process Maps

=  TQAS-9 Internal Monitoring
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Transition Quality Assurance System (TQAS)

TQAS-9 Internal Monitoring of the Transition Quality Assurance System V' 1.1

Monitoring Schedule developed annually
R:Schedule for Internal Monitoring
R: Monitoring Plan

Implementation of Monitoring Policy

R:Guidelines for Conducting Internal Monitoring

A 4

Monitoring Plan disseminated to relevant staff
R:Schedule for Internal Monitoring

Monitoring Plan developed by relevant manager in
conjunction with kocal monitors
R: Monitoring Plan

A 4
Monitoring event conducted (on an incremental basis) and
informs annual Monitoring Reports

R: Guidelines for Conducting Internal Monitoring

F
Summary Internal Monitoring Reportand Internal Monitoring
Annual Report generated
R: TOAS-9-FO8 Summary Internal Monitoring Report
TQAS-9-F10 Internal Monitoring Annual Report

h 4

Issues raised and recorded onthe TQAS lssues Log and
copied to the Appropriate Manager.

R: TOAS Issues Log

— T Crticapan | x

E——————— Continuous Improvements, Preventative and Corrective Action prooess
‘Start of Process 1 developed and implemented

LT v

r Pree-gefined Process. _.! C 3 Year Cyde Monitoring Report generated )
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9.6

9.6.1

9.6.2
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Monitoring Evidence of Implementation
This ETB monitors the implementation of this Monitoring policy.

Evidence to confirm implementation of the ETB Monitoring Policy and procedure will
at a minimum, include:

Monitoring schedules and plans

Monitoring reports:- Internal and second provider monitoring reports
eTB Quality Assurance Monitoring Approach document.

Programme corrective, preventative and improvement actions
Learner, staff and other stakeholder feedback results.

Transition Quality Assurance System (TQAS) Documents and Forms

O O O O O O
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Self-Evaluation Of Programmes And Services

Policy

This ETB is committed to the on-going evaluation of its programmes and services to ensure
continued relevance of each training programme and related services to stakeholders and to
facilitate continuous improvement.

10.1
10.1.1

10.2

10.2.1

10.2.2

10.2.3

10.3

10.3.1

10.4

10.4.1

10.4.2
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Purpose

The purpose of this policy is to ensure the continued relevance and effectiveness of
ETB programmes and related services to address labour market requirements, social
cohesion and economic competitiveness at a national, geographical, sectoral,
organisational and individual level.

Responsibilities

The ETB Management is responsible for evaluation of programmes and related
services and oversees the implementation of the ETB evaluation process.

ETB Quality Assurance Operational Procedures for Evaluation of Programmes and
Services (or approved ETB procedure) support the Quality Assurance evaluation
process.

This ETB manages the implementation of this Evaluation of Programmes and Services
policy.

Programme Evaluation Range and Schedule

This ETB establishes an annual schedule for the evaluation of training programmes
and related services.

Programme Self Evaluation
Quality assurance self-evaluation is a formal and structured process, undertaken by
this ETB, in consultation with relevant stakeholders, which include programme staff

and learners directly involved in a programme.

This ETB takes part in self-evaluation of its training programmes and related services.
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10.4.3 This ETB carries out evaluation of training programmes and related services in a
formal, inclusive and evidence-based way and:-

f)

)]

Include the findings of all programme reviews and monitoring
Include evaluation contributions from learners, staff and other key stakeholders

Use a standardised quality assurance self-evaluation checklist to ensure that the
relevant policy and procedure is being implemented

Involve an External Evaluator for ETB programmes leading to a QQIl award. This
External Evaluator is independent of programme delivery and capable of
comparing the quality of the programme being evaluated with that of similar
programmes available elsewhere

Produce a standardised Programme Self Evaluation Report which identifies
strengths, areas for improvement and recommendations in relation to:-

i) Programme design and content
ii)Programme delivery

iii) Assessment of learning

iv) Associated services and resources
v)Attainment of programme objectives

Produce a standardised Programme Improvement Plan based on
recommendations from the Self Evaluation Report and which specifies the
following:

i) Identification of improvement actions agreed

ii)Responsibilities for improvement actions required

iii) Agreed timeframe for implementation of improvement actions
iv) Implementation of improvement actions

Submit the Programme Self Evaluation Report and the Programme Improvement
Plan to the relevant officer for consideration and approval

10.4.4 This ETB submits an internal evaluation report to QQI FETAC

10.4.5 This ETB considers, responds to and implements, as appropriate, Awards Councils’
recommendations for improvement, if any.
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Procedures

The ETB Quality Assurance Operational Procedures for Evaluation o f Programmes and
Services were developed through an internal consultative process, and draw on systems,
structures, processes and procedures that are already in place and/or planned in this ETB
details of the ETB approved ETB procedure). They take a pragmatic approach that aims to be
cost and human resource effective. They have been developed to support this ETB in ensuring
the continued relevance and effectiveness of its programmes and services in relation to labour
market needs.

They provide the basis for this ETB to implement the ets Quality Assurance Policy regarding
Evaluation of Programmes and Services and to improve training practice. This helps to ensure
organisational consistency while allowing the flexibility to take relevant issues such as range
and nature of different programmes — into account in the design and implementation of
evaluations.

They address areas such as:-

The evaluation process
Range of evaluations

Roles and responsibilities
ETB evaluation principles
ETB evaluation methodology.

O O O O O

These procedures are subject to an on-going consultation process.

Quality Assurance, procedures are available in this Overarching Quality Assurance Manual
and on the Intranet /Transition Quality Assurance System (TQAS) as follows:-

TQAS Section 10 Process Maps
= TQAS-10 Programme Evaluation
Additional information is also contained in the eTs Quality Assurance Operational Procedures

for Evaluation of Programmes and Services leading to QQl FETAC awards located on TQAS
Section 10 Programme Evaluation, Documents.
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Transition Quality Assurance System (TQAS)

TQAS-10 Programme Evaluation Process V1.1

An evaluation team is nominated and trained .
A schedule of programmes is selected and relevant units
informed
R: Programme Evaluation Schedule

This Training Centre supports
A plan is developed for the programme setting out the scope |

e — evaluation process hrough a
methodalogy and process for the evaluation . Programme Evaluation Faciliator

assigned by the redevant Officer

The: Evalkiation Team will cigarise the data colediondesk research phase.
They review and analyss (e dala 1o ensue i & relevan, lirely and sulficent

h

The Evalualion Team wil produce a drafl Programme Evaluation Repodt and
Programme Impravement Plars and agress (he dral
wilh relevant Managerment,

R Evalasion Reparl

An External Evalustor verifies the drafl Programme Evaluation Report and
Programme Imprevement Plans and |@ses with the ETETraining Cenre .| Reports approved) agreed with
Evaluation Facitaior io fralse the Exfemnal Evaluafion report " relevant Managemeant

R: Esxernal Evalsalion Repan

The Evalualion Teamsubmits Draft Evaluation Report and Improvemen
Flans (induding Improvemant iImplementation Flan with the External The Central Evaluation Team
Evaluator Report o the relevant Oficer Manager for approval send e finalised approved
R Programme Evaluation Report Improvement Flan and Extermal reparts i G0l
Evaluator Report

Programme improvement Plans are circulded 1o relevant Managess
for impdemantation
Programme imgrovemsnt Plans are logged in the TOAS lsswes Log TQAS |saues Log
R: Programme Improvemant Flan
R: Corrective or Preventative sctionaContinual Improvement
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10.5 Monitoring Evidence of Implementation

10.5.1 This ETB monitors the implementation of this Evaluation of Programmes and
Services policy.

10.5.2 Evidence to confirm implementation of this Evaluation of Programmes and
Services policy and procedure will at a minimum, include:-

Self- evaluation reports

External evaluation reports

ETB programme evaluation improvement plans
Evidence of implementation of the improvement plans

O O O O
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