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Overview 
 

The following CDETB Blended learning Quality Assurance guide for course design and implementation 

was developed to support CDETB staff in meeting the criteria of the CDETB Blended Learning Policy and 

Quality Assurance criteria.  

The CDETB has established Blended Learning programs to assist with the enquiries and requests to use 

Information and Communication Technologies to enhance its teaching and learning environment.  

For further information on the CDETB Blended Learning Quality Assurance documents, policies, and 

application process, please click on the following links  

In document link:  

CDETB Blended Learning Policy 

CDETB Blended Learning Application Process 

CDETB Blended Learning Key Features 

CDETB Blended Learning Preparation Stage Checklist 

QQI Statutory Quality Assurance Guidelines for Providers of Blended Learning Programmes 

QQI Quality Assuring for Assessment, Guidelines for Providers handbook. 

Web links: 

https://curriculum.etbonline.ie/course/view.php?id=182 

Link to PDF of Key Features Image 

Link to PDF of Application Process for Blended Learning 

 

 

http://cityofdublin.etb.ie/quality-assurance-2/
http://cityofdublin.etb.ie/programme-delivery-planning-co-ordination-and-assessment/
https://www.qqi.ie/Publications/Publications/Statutory%20QA%20Guidelines%20for%20Blended%20Learning%20Programmes.pdf
https://www.bing.com/search?q=QQI+Quality+Assuring+for+Assessment,+Guidelines+for+Providers+handbook.&src=IE-SearchBox&FORM=IESR4A&pc=EUPP_
https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/mod/resource/view.php?id=3972
https://curriculum.etbonline.ie/mod/resource/view.php?id=3972
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Key Features of the  
QA Procedures for 
 Blended Learning  
 

 

  

1. Centre TEL TEAM  

2. Recruitment and selection 

3. Blended course plan – Teacher must devise in 

consultation with Course-Co-coordinator 

4. Multi-Stage Induction Programme for Learners 

5. Learner Performance Monitoring 

6. Assessment 

7. The VLE and VLE Monitoring, Management and 

Administration 

8. Monitoring and Review of Blended Delivery at 

Programme and Centre Level 

Download the infographic from CDU Moodle Site: Pedagogy and 

Concepts of Blended/Online Learning and Teaching 

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
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Quality Assurance 

The CDETB Policy on Blended Learning (BL) was agreed with QQI in 2018 to enable the 

delivery of BL in CDETB Centres. All Centres must adhere to this policy when delivering 

courses through blended learning and following the Application process to seek 

approval to deliver a blended mode. 

Blended Learning Policy 
Principles, Aims and Scope of Policy 

The following Policy Principles will be applied: 

 Quality provision

 Inclusion

 Trust

 Autonomy

 Respect

 Empowerment

The following are the key aims of the policy: 

 To use TEL tools to enhance teaching and learning

 To use blended programme delivery to create greater levels of access to FET programmes

 To improve service quality and programme outcomes for learners

The current scope of this policy is to incorporate blended e-learning learning opportunities in a manner 

that complements both the CDETB and the college’s quality assurance procedures.  

Policy and Procedure Overview 

This overarching CDETB Blended Learning Policy: 

 defines TEL/Blended Learning/Blended Programme Delivery for the organisation –

 Sets out what requires corporate approval and what does not

 provides overview of the procedures that apply to facilitate a move to a blended delivery mode

for FET programmes, which involves distance learning (remote delivery)

Blended  
Learning Policy 
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Technology Enhanced Learning (TEL) 
 

TEL can be succinctly described as any practice that involves ‘using technology to facilitate and support 

innovative teaching and learning’1.The potential for technology in education is immense. Complex 

theories, concepts and subject matter can be illuminated using simulated and virtual worlds. The use of 

technology can allow people to decide when and where they learn. It can also facilitate high-quality, 

individualised feedback between teachers and learners, interactive learning with online learning groups 

and support communities of practice2.  

 

Using such technology correctly and appropriately requires consideration and planning. It is essential 

that such technology is used to the benefit of the learner, to ensure and enhance high quality 

programme delivery while also maintaining the integrity of learning and learner achievement. This 

requires the necessary technology infrastructure, knowledge and supports are in place.  

 

Technology does not achieve quality in and of itself, it is therefore important in the interests of the 

learner that when and how it is used is quality assured, as required in all other aspects of education and 

training programme delivery. Technology can be used at any point of the learner journey on a 

programme of education and training ‘to enhance learning on initial engagement, as part of course 

delivery and assessment, and in supporting career progression’3. 

 

Regardless of when it is used as part of programme delivery there are four key elements; Technology 

Infrastructure, Programme Design, Programme Content and Continuous Professional Development as 

illustrated in Figure 1 below4. The Continuous Professional Development element can also be taken to 

apply to learners as they will also require training and support to effectively use the technology.  

                                                             

1 Strategy for Technology Enhanced Learning in Further Education and Training 2016–2019, Solas, pg., available at 

http://www.solas.ie/SolasPdfLibrary/TEL_Strategy.pdf 

2 Strategy for Technology Enhanced Learning in Further Education and Training 2016–2019, Solas, pg., available at 

http://www.solas.ie/SolasPdfLibrary/TEL_Strategy.pdf 

3 Supra, pg.  

4 Supra pg.  
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Figure 1Four Elements of Technology Enhanced Learning5 

CDETB TEL Strategy  

CDETB is the statutory provider of programmes of further education and training in Dublin City. CDETB 

recognises the important role technology has to play in supporting innovation in programme delivery 

and widening access to its programmes; and this is reflected in the policy aims and strategic approaches 

as set out in our Education, Training and Youth Services Strategy 2015-2020, as follows: 

to promote and support education and training innovation, creativity and change” and to support the 

achievement of this goal the following strategic approaches were identified by CDETB  

 promote flexible learning opportunities (e.g. online, blended, semesterised and 

evening provision) 

 support the development and implementation of E-learning in our 

schools/colleges/centres6 

 

TEL has an important role to play in terms of supporting active inclusion for vulnerable groups of 

learners and providing greater levels of access to FET programmes in general is also mirrored in the 

SOLAS FET Strategy (2013-2019)7 with blended and distance learning identified as key tools in achieving 

the follow key strategic aim:  

                                                             

5 Strategy for Technology Enhanced Learning in Further Education and Training 2016–2019, Solas, pg., available at 

http://www.solas.ie/SolasPdfLibrary/TEL_Strategy.pdf 
6 CDETB Education, Training and Youth Services Strategy 2015-2020, 2015, pg., available at: 

http://cityofdublin.etb.ie/wp-content/uploads/sites/11/2014/05/CDETB-Strategy-2015-2020.pdf 
7 under strategic objective 2.1: 

TECHNOLOGY ENHANCED LEARNING  
IN FURTHER EDUCATION AND TRAINING 

 

CONTINUOUS 
PROFESSIONAL 
DEVELOPMENT 

 
LEARNING 
CONTENT 

 
PROGRAMME 

DESIGN 
 

TECHNOLOGY 
INFRASTRUCTRE 
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to ensure equality of opportunity and access to FET and equal treatment of learners by 

identifying strategies to address psychological, social, and economic barriers to participation of 

groups experiencing socio-economic exclusion/distance from the labour market8. 

An evaluation of Post Leaving Cert (PLC) programme provision conducted by the Economic and Social 

Research Institute (ESRI) recommends that providers of PLC programmes should also be required to 

offer more flexibility to learners by offering these programmes in non-traditional ways e.g. via online 

platforms9. CDETB has devised a specific Technology Enhanced Learning (TEL) Strategy entitled CDETB 

Enhancing Teaching, Learning and Assessment through Technology Strategy 2018 – 2023. This strategy is 

also in line with the national strategy for the FET sector as devised by Solas, which in turn supports and 

complements the ICT Strategy 2016 developed by ETBs; the 2013 National Digital Strategy for Ireland; 

the 2015 Public Service ICT Strategy; the overarching Further Education and Training (FET) Strategy 

2014–2019; the National Skills Strategy 2025; the 2015 Digital Strategy for Schools; and the Digital 

Roadmap for Higher Education. 

The key aim of the CDETB TEL Strategy is to ‘enhance Teaching, Learning and Assessment through 

Technology in our second level schools, Colleges of Further Education, Youthreach centres, Prison 

Education service, Training Centres and the Adult Education Service10’. 

‘CDETB will use digital technologies to enhance teaching, learning and assessment so that our learners 

will become engaged thinkers, active learners and knowledge creators to participate in enterprise, the 

economy and wider society’.11  

To increase the uptake of TEL across the CDETB there are a number of corporate level initiatives and 

processes being pursued as part of the TEL strategy to create baselines, build on existing good practice 

and capacity, expand access and lead to continuous improvement supported by a community of practice 

with a positive culture of embracing and employing TEL. Figure 2 below is a useful illustration12 

To assist innovation and the development of policies and procedures in this area CDETB supported 

several research and development initiatives as part of its TEL strategy including the Technology 

Enhanced Learning Mentoring Support (TELMS) project and the Blend4VETproject13. These projects were 

designed to develop capacity and capability amongst centres and teaching staff to use TEL tools in the 

classroom –TELMS, and to offer more flexible blended programmes – Blend4VET.  

                                                             

8 Solas FET Strategy 2013-2019, Strategic Objective 2.1, pg. available at 

https://www.education.ie/en/Publications/Policy-Reports/Further-Education-and-Training-Strategy-2014-2019.pdf 
9 Evaluation of PLC Programme Provision, McGuinness S., Bergin A., Kelly E., McCoy, S., Smyth, E., Watson, D. 

Whelan, A., Research Series 61, January 2018, ESRI, available at https://www.esri.ie/pubs/RS61.pdf 
10 CDETB Enhancing Teaching, Learning and Assessment through Technology Strategy 2018 – 2023, pg. 3 
11 Supra, page 4 
12 Strategy for Technology Enhanced Learning in Further Education and Training 2016–2019, Solas, pg., available at 

http://www.solas.ie/SolasPdfLibrary/TEL_Strategy.pdf 
13 Blend4VET: www.blend4vet.eu 
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QQI QA Guidelines on Blended Learning 

QQI have developed Topic Specific Statutory QA Guidelines on Blended Learning. They supplement QQI 

Core & ETB Sector-Specific QA guidelines and the QQI Validation Policy, and apply to the provider, and 

therefore all their programmes of education and training not just programmes leading to QQI awards.  

 

FIGURE 3 QQI STATUTORY QA GUIDELINES 

 

Providers are required to develop QA policies and procedures and the QA guidelines provide guidance 

on what should be considered to inform the development of a provider’s QA procedures. Providers must 

have effective QA procedures, and it is the role of QQI to monitor the effectiveness of a providers’ QA 

procedures.  

CDETB as a statutory provider must assess the capacity its centers to deliver CDETB programmes. The 

ability of center to deliver a blended programme also comes within this requirement. The QA Guidelines 

on Blended Learning are directed towards this. The guidelines have the following features: 

FIGURE 4 KEY FEATURES OF QQI QA GUIDELINES ON BLENDED LEARNING 

 

https://www.youtube.com/watch?v=GaOWoYF6pA4
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TEL and Blended Learning  

Blended learning is a type of TEL initiative. The degree to which technology can be used in a programme 

of education and training can vary. It is important to understand the use of TEL as part of blended 

learning in FET programmes can be represented on a continuum: 

‘moving from the traditional classroom-based/face-to-face learning, supported by technology, to 

a more flexible, blended approach which makes significant use of technology and reduces face-

to-face contact, on to a fully online approach which is entirely dependent on technology14’ 

TEL can be used to facilitate blended learning to include: 

i. Using TEL tools in the classroom  

ii. Using the Virtual Learning Environment (VLE) to complement and supplement face-to-face 

delivery  

iii. Using the VLE to partially replace face-to-face delivery – this brings in the element of distance 

learning, allowing learners to complete in their own time within a prescribed period.  

This can also be seen a weak to strong blend approach, with fully face-to-face or fully online not being a 

blend at all. This is recognised by QQI in the statutory QA Guidelines on Blended Learning15. QQI cite 

Garrison and Kanuka (2004)16 who define blended learning as “the integration of classroom face-to-face 

learning experiences with online learning experiences”  

However, QQI are clear that their statutory QA guidelines on blended learning ‘are constructed to 

support blended learning programmes; typically, these are face-to-face programmes which incorporate 

remote online learning via a virtual learning environment’. In other words, where there is a VLE being 

used to deliver part of the programme remotely (distance learning) amounting to a blended mode of 

delivery for the programme.  

The further on the continuum a TEL initiative is, the more thought and planning and resources will be 

required for each of the four elements of; technology infrastructure, programme design, programme 

content and continuous professional development to ensure it is successful and a quality assured service 

is provided to learners.  

This is where there is a distinction to be made between a teacher/trainer/tutor using a blended teaching 

methodology versus using a blended mode of programme delivery. The former involves using the Virtual 

Learning Environment (VLE) and TEL tools to complement and enhance face-to-face delivery (teaching in 

the classroom). The latter involves using the VLE and TEL tools to actually replace face-to-face delivery, 

for remote delivery (distance learning) thereby reducing the need for face-to-face contact time and 

                                                             

14 Transforming Learning through Technology: A Policy for DKIT, 2017, Dundalk Institute of Technology, available at: 

http://hea.ie/assets/uploads/2017/04/DKIT-Appendix-Blended-Learning.pdf 
15 QQI QA Guidelines on Blended Learning, 2018, pg.3 citing Garrison, D.R. & Kanuka, H. (2004). Blended Learning: Uncovering 

Its Transformative Potential in Higher Education. Internet and Higher Education, 7(2), 95-105, p. 96. 
16 QQI QA Guidelines on Blended Learning, 2018, pg.3 
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creating more flexibility for the learner in terms of when and where they complete these aspects of the 

programme in the VLE.  

 

Learner Effort and Blended Learning  

FET progammes have a credit value which reflect the required amount of learner effort. FET credit is 

quantified in multiples of 5 FET credits (up to 50 hours of learner effort). Learner effort is based on the 

time taken by typical learners at the level of the award to achieve the learning outcomes for the award. 

It includes all learning time involved including guided learning hours, self-directed learning, and 

assessment. (QQI). 1 FET Credit is up to 10 hours. 

Directed Hours:  

Directed hours are the hours the provider spends directly delivering the content of the programme 

to the learner. They include class contact, direct online contact, assessment, and laboratory time. 

They can include work-based direction, where there is a tutor and or instructor on-site delivering 

content.  

Self-Directed Hours  

Self-directed hours are the hours where the learning is learner-lead. They include practice time, 

work experience, preparation, study time and reflection time17. 

Structured on-line reading/activities/formative assessments that are required to be completed 

(mandatory on-line contact time) as part of the programme in lieu of face to face contact and are 

subject to monitoring (e-moderation) by a teacher/trainer are directed study.  

Where a teacher/trainer provides additional resources to learners via an on-line and learners can avail 

of them as additional study and reading are self-directed study, which is learner led and can be pursued 

at any time.  

The following are the required bands of learner-effort and the hours required for directed and non-

directed study for FET programmes: 

  

                                                             

17 Guidelines For Preparing Programme Descriptors For Further Education and Training Programmes Leading To QQI CAS 

Awards, pg. 52 available at: 

https://www.qqi.ie/Publications/Publications/Guidelines%20for%20Preparing%20prog%20descriptors%20for%20FET%20progs

%20leading%20to%20CAS%20awards.pdf 

https://www.qqi.ie/Publications/Publications/Guidelines%20for%20Preparing%20prog%20descriptors%20for%20FET%20progs%20leading%20to%20CAS%20awards.pdf
https://www.qqi.ie/Publications/Publications/Guidelines%20for%20Preparing%20prog%20descriptors%20for%20FET%20progs%20leading%20to%20CAS%20awards.pdf
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Major Awards 

Level Major Award 

Credits 

Typical Learner 

Effort in Hours 

Programme 

Directed Hours Range 

Programme 

Self-directed Hours Range 

L 1 20 200 150-200 0-50hours 

L 2 30 300 250-300 0-50 hours 

L 3 60 600 300-550 50-300 

L 4 90 900 400-800 100-500 

L 5 120 1200 500-1000 200-700 

L 6 120 1200 500-1000 200-700 

 

 

Special Purpose, Supplemental and Minor Awards 

 

Credit 
Values 

Typical Learner 
Effort in hours 

Programme 
Directed Range 

Programme  
Self-directed Range 

 

5 

 

50 

 

15-50 

 

0-35 

 

10 

 

100 

 

30-100 

 

0-70 

 

15 

 

150 

 

50-130 

 

20-100 

 

20 

 

200 

 

80-160 

 

40-120 

 

30 

 

300 

 

100-260 

 

40-200 

Le
ve

ls
 1

-6
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CDETB - Quality Assurance Approach to 
move to Blended Mode of Programme 
Delivery  
 

From a quality assurance perspective there are several considerations. 

CDETB as the provider must ensure that learners achieve at least parity in terms of the quality of service 

they would receive, were they to complete the programme completely on-site. It is also part of our 

quality assurance procedures to review and improve the effectiveness of how we approach our work 

and ensure the quality of our programmes. To this end, it would be remiss not to examine the potential 

for enhancing quality using technology.  

CDETB, had the opportunity to pilot and partner on a blended programme delivery pilot in 2018/19. 

CDETB had a centre who wanted to move into blended programme delivery – Marino College of Further 

Education. The centre had developed capability and capacity through Technology Enhanced Learning 

Mentoring Support (TELMS) and Blend4VET Erasmus+ projects. We had supportive partners with 

expertise – FESS, QQI, SOLAS and we needed to develop experience in blended programme delivery, 

while also ensuring it was quality assured delivery.  

CDETB needed an approach to Blended Learning: 

 to define policy in the area and the scope of the QA procedures on blended learning 

 that supported the conversion of legacy programmes to a blended mode and to support new 

programme/s development to take in blended learning  

 to deal with governance of the area  

 to deal with the preparation phase for Centre’s to move into blended delivery  

 for delivery of programmes at centre level 

 for review, evaluation and updating of policies and procedures in the area 

This means we needed an overarching Policy and QA procedures at corporate Level, centre level, and a 

combination of both. 

Development Process involved: 

 Working together with a lot of consultation and feedback: 

 Teachers and Management in Marino College, FESS, CDETB European  Projects, External 

Expertise (H2 Learning) QQI and SOLAS  

 Willingness to test things out and see how they worked  

 Openness to changing and adapting where necessary – Everyone 

 Self-Evaluation Tool developed by FESS with CDETB to help bridge the gap between guidelines 

and developing procedures – moved from thematic areas in guidelines to a staged model taking 

in corporate and centre levels. 
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The following principles were applied in developing policies and procedures: 

 Balance to be struck – have sufficient oversight but do not strangle innovation 

 Adapt current processes/procedures to incorporate additional requirements – do not create a 

totally new processes/procedures/document unless necessary 

 Asking for the right information at the right place (within the system) and at the right time 

(stage of the process) 

 Avoid duplication and unnecessary burdens that did not add value 

 

The learning gathered from the pilot using the monitoring and review procedures was used to update 

both the Blended Learning Policy and related procedures.  

 

New Programmes (post 2017): 

Where new programmes are being developed by CDETB, and a blended mode of delivery is to be used it 

will be taken account of at the programme design and development stage. CDETB may choose to 

develop programmes that can be delivered using both the traditional and blended mode. Centre’s that 

wish to develop newly validated blended programme will apply for approval to do so as part of CDETB 

approval processes i.e. the FETS approval process.  

 

CDETB Approval - Blended Teaching Methodology versus Blended 
Mode of Programme Delivery  

Blended Teaching Methodology – CDETB Approval not Required – Monitored by the Centre 

TEL can be used to support and improve the quality of teaching in the classroom and help learners to 

engage with subject matter while off site and as part of either directed or self-directed study. This is 

facilitated through a Virtual Learning Environment (VLE) e.g. Moodle.  

This is where a teacher/trainer/tutor is using a VLE to complement and enhance face-to-face delivery. 

Using strategies such as flipped classroom, where reading or an exercise is completed before the class in 

the VLE, and the learners can then discuss what they did not understand with the teacher in the 

classroom. It can also be used to help the learners reinforce the learning from the classroom; to go back 

over class handouts, videos of classes taken, extra reading materials, links to a variety of useful teaching 

and learning resources in different formats, online self-assessment tools etc. Using a VLE can make the 

time spent in class more effective and meaningful to learners. The VLE becomes a very useful resource 

and repository of resources for learners especially when completing and preparing for assessments.  

Using TEL is this way, facilitated through a VLE platform is using a blended teaching methodology for a 

module as it is being used to complement and enhance face-to-face delivery. It is not being used to 

replace face-to-face delivery and reduce face-to-face contact time 
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This approach does not require corporate level capacity assessment and approval and should be 

promoted within the centre with teaching/training staff supported to utilise this teaching 

methodology and monitored at centre level for quality assurance purposes. Corporate level support 

may be requested in relation to resourcing infrastructure and organising corporate level CPD initiatives. 

In this regard, the usual policies and procedures apply. Centres are encouraged to take part in the 

TELMS initiative18. It is an important first step in developing capacity and capability to move to blended 

programme delivery. 

 

Blended Mode of Programme Delivery – CDETB Approval required 

Where a VLE is being used to replace face-to-face delivery – not just complement it. The reduction face-

to-face contact time is reduced providing more flexibility to the learner. Using TEL tools including a VLE 

to deliver programmes partially online, a remote/distance learning fashion, including where summative 

assessment is conducted online, is blended programme delivery. If we consider the TEL continuum, the 

approach being taken is more than just using TEL to enhance delivery in the classroom but does not go 

so far as to facilitate the offering of a FET programme wholly online. It is for the delivery of some parts 

of the programme via online (distance learning) where the learners can complete aspects of the 

programme in their own time, while still having the face to face interaction with the learners at set 

times. This gives rise to a change in programme mode.  

QA Guidelines are mainly focused on blended programme delivery where there is remote/distance 

learning element. The move to remote delivery in lieu of face-to-face contact brings additional quality 

assurance considerations which requires with corporate oversight. The remote delivery needs to have 

underpinning QA procedures.  

The physical interaction between learners and the teacher, through lectures, tutorials, seminars, 

laboratory, and practical classes, is important in traditional learning and has therefore been the 

dominant model in CDETB’s validated programmes to date. While e-learning approaches are growing in 

popularity, since they provide parallel means of interaction between learners and teachers, a blended 

solution is preferred as the optimum mode of delivery for these programmes. It is important when 

moving aspects of a programme into a VLE for delivery, that important elements of the programme are 

not lost – level of interaction and pastoral care elements. It is important to remember that not all 

programme is suitable for blended programme delivery.  

Where a centre wish to offer a programme via a blended delivery mode, the centre must apply for 

approval through the CDETB new course approval process (FETS process). The delivery of CDETB 

legacy programmes (validated pre-2017) the remote element of on-line delivery is restricted to 30% 

i.e. the learners must still in the centre 70% of the time for face-to-face delivery. For example, where 

learners were attending 4 days per week, this could be reduced to 3 days. This restriction will be kept 

                                                             

18 See the following for more details: http://cityofdublin.etb.ie/latest-news/technology-enhanced-learning-mentoring-support-

telms/ 
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under review; however, it should also be noted there are less infrastructural requirements with this 

restriction in place.  

 

Transitioning to Blended Programme Delivery - Quality Assurance 
Procedures Overview 

The procedures take in the following broad stages: 

i. CDETB Governance Structures - FET Form + approval process – Corporate  

ii. Preparation Stage - Gap/Capacity Analysis and Checklist - Corporate + Centre 

iii. Operational procedures for the Centre – Centre level  

iv. Review and Evaluation Procedures – Corporate and Centre 

 

Application to change to the mode of delivery for a programme i.e. change to blended delivery will 

be required.  

Centres will apply for approval through the FET Application Process – this applicant form for approval to 

deliver a new course has been adapted to take in a change of mode also. Information will be sought to 

decide on whether to approve the centre or not.  

Approvals are processed in the following way: 

1. All sections of the application form must be completed (where applicable) with full and 

accurate details in all relevant fields. Insufficient detail in the application may render it 

void for processing. 

2. Applications received will be collated and a list will be circulated to all centres to give 

feedback. Feedback will be communicated to the relevant applicant centres. 

3. Applications along with feedback (where applicable)) will be provided to The FET 

Steering Group, who are consulted on applications.  

4. The FET Director will consider all contributions and decide on each application.  

5. Decisions of Approved/Declined Applications will be communicated to All Principals/ 

Heads of Centre. 

6. Decisions can be appealed to the Chief Executive, up to five days from issue of decisions 

from FET Director to all centres. A letter of Appeal address the Chief Executive should 

set out the grounds for the appeal which include:  

i. Fair procedures were not applied 

ii. The application of the criteria for making the decision was not applied 

correctly. 
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Decisions: an application to convert a programme to blended delivery will be decided against the 

following criteria: 

In addition to the criteria applied for new courses, where the proposed mode of a new course or there is 

a request to change an existing course to blended delivery, which would involve remote programme 

delivery, decision will be made with reference to the following criteria: 

 Whether sufficient information has been provided to consider the request – all relevant sections 

must be completed including additional resources and costing  

 The suitability of the course and modules proposed for blended delivery to include but not 

limited to award level, learner profile, vocational area, and demand 

 The benefit of the mode change to blended learning to the learners 

 Extent of course to move to blended (it must not be more than 30% until the programme will be 

developed and subject to a validation application with QQI). This criterion will be reviewed as 

capacity is built up within the system, including I.T support.  

 The capacity and capability of the centre to deliver via blended learning 

 The degree of consistency with the strategic aims of CDETB  

 Agreement to engage in CDETB preparation stage  

In considering the above, CDETB may seek expert external advice as part of assessing applications for 

approval. A new course may be approved and restricted to the traditional delivery mode 

Conditions of Approval: Preliminary approval may be given under the new course approval process, 

however, final approval to move to a blended mode of programme delivery does not occur until the 

preparation stage is successfully completed. The review and evaluation procedures are conducted by 

CDETB and the relevant centres.  

 

The following must occur as part of the preparation phase: 

Planning  
a. Engaging in course and development work planning 

b. Developing agreed models for blended learning e.g. 2-week induction, reduction to 3-day 

week for academic year or having a more graduated approach from full contact or down 

to a 2-day week to facilitate work-based learning   

c. Weekly timetable and yearly calendar to be devised and agreed – structure must be to the 

benefit of learners and sufficient time is allocated to teachers.  

d. Sufficient time will be allocated to relevant staff to ensure the level of appropriate time 

investment is applied to online delivery  
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Achieving Statutory Compliance  

a. Compliance with legal or statutory obligations appropriate to blended learning contexts be 

ensured (e.g. child protection, health & safety, equality, intellectual property/copyright, 

licencing issues, GDPR, PEL, professional or statutory body requirements, local regulatory 

considerations). Updates required to any necessary documentation e.g. Child Protection 

Statement etc. The following protocols, mechanisms and arrangements will be consistent with 

and complement existing policies on computer and social media usage, and learner to leaner, 

and learner to staff behaviour: 

 

b. Protocols to deal with issues that may constitute a risk to learners, e.g. online bullying, etc. 

Identification of staff member nominated to deal with these issues. 

c. Mechanisms to ensure that a safe, accessible, and reliable blended learning environment for all 

learners (promoting dignity, courtesy, and respect) 

d. Arrangements to make reasonable blended learning alternatives available to learners with 

disabilities 

Technical Infrastructure and Online Learning Resources  

a. Technical infrastructure in place, including A Virtual Learning Environment (VLE) to be used for 

all relevant modules to facilitate and promote student engagement, self-responsibility, and 

independent learning.  

b. Development of learning resources that allow for the achievement of equality of opportunity, 

interactivity, and empowerment of autonomous learning 

Training, CPD completed and Mentoring Systems in place  

a. Training Plans will be devised for relevant staff, to include the use and application of e-learning 

tools 

b. Induction and CPD provided to staff involved in the development of online resources, online 

teaching, provision of support services for learners, use of the technical infrastructure 

(hardware and software) 

c. Mentoring system – appointment of centre team and designated mentors, these may be in the 

centre or outside as required.  

Planning and Preparation completed for Learner Experience (face-to-face and online interface 

experience)  

a. Induction programme designed for learners. A training plan for the induction will include the 

use and application of the VLE and e-learning tools. 
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b. Course design is learner-centred, ensuring a consistent experience for all learners 

c. Clear relationship established between the online elements and face-to-face elements and other 

support elements, and how they will be combined 

d. Initial curriculum content created and is learner-centred using the institutions platform e.g. 

appropriate level of interactivity 

e. Student Supports are agreed for the online learning elements and to ensure they will be able to 

engage successfully with all elements of the programme 

f. Mechanisms to ensure learners are supported with monitoring their progress on the course, 

including the online elements (e.g. by providing opportunities to test their knowledge and 

understanding, reflect and engage in dialogue with staff/peers)? 

g. Assessment strategies are agreed  

h. Agreement on mechanisms for the monitoring of learner performance and providing feedback 

 

Centre Level Procedures 

The preparation stage prepares centers to operate the operational procedures for blended delivery. 

These procedures include review and monitoring mechanisms at both centre and corporate level which 

include: 

a. Online content to be subject to mentor feedback, including the appropriateness of selected 

media used and the feedback should be considered and incorporated where appropriate  

b. interim reviews of blended provision at centre level 

 

CDETB Monitoring and Review 

The procedures will be reviewed at the end of the pilot and updated where necessary. The updated 

procedures will be published on the QA section of the CDETB website. 
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Application Process 

and Governance  

Procedures for  

Blended Learning 

 

Applications for all New Courses or Changes to a 

Current Course is through the FET FORM Application 

Process.  

 

Details and links to the current FET FORM Application 

can be accessed at -

http://cityofdublin.etb.ie/programme-delivery-

planning-co-ordination-and-assessment/ 

 

Application window opens twice a year and 

applications must be approved by your centre 

manager and forward to the FET Development Unit. 

See the Corporate Level Policy on Centre Applications 

at: http://cityofdublin.etb.ie/qa-corporate-level-quality-

assurance-policies-and-procedures/ 

Download the infographic from 

https://curriculum.etbonline.ie/course/view.php?id=182 

  

http://cityofdublin.etb.ie/programme-delivery-planning-co-ordination-and-assessment/
http://cityofdublin.etb.ie/programme-delivery-planning-co-ordination-and-assessment/
http://cityofdublin.etb.ie/qa-corporate-level-quality-assurance-policies-and-procedures/
http://cityofdublin.etb.ie/qa-corporate-level-quality-assurance-policies-and-procedures/
https://curriculum.etbonline.ie/course/view.php?id=182
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BLENDED LEARNING PHASE 1: CENTRE GAP/CAPACITY 

ANALYSIS and CHECK LIST, TO ENSURE CAPACITY TO MOVE 

TO BLENDED DELIVERY and Quality of Learner Experience: 
 

 Phase 1 — Centre Capacity – subject to CDETB Monitoring, Review and Approval – to be complete once per centre 

 Phase 2 — Course Team Capacity – subject to Centre TEL/Quality Team Monitoring, Review and Approval – to be 

completed per course and relevant documents e.g. schemes of work to be updated where relevant per new course cycle.  

Phase 1: Centre Level PREPARTION CRITERIA TO BE ADDRESSED How it will be achieved: This is only completed once per centre 

This checklist will aid the centre in identifying what must be in place to move the centre to blended delivery and allows them to conduct a gap/capacity 

analysis for new provision/increased provision. the Focus of this checklist is to take account of what is in place and what needs to be put in place: ALL 

PREPARATION STAGE CRITERIA HAVE TO BE ADDRESSED SUFFICIENTLY FOR FULL APPROVAL TO BE SECURED 

1. Indicate if the following resources are in place or not, 

give an indication of when (Date) they will be if No ☒ is 
selected 

In Place in the Centre  
Date 

Achieved 

 

Is there a Centre TEL Team in place  ☐ YES - TEL Team in Centre 

 

The TEL Team is part of the Centre Quality Team. This could be addressed by 

adding to TEL personnel to the membership of your Quality Team e.g. VLE 

Administer, members of staff with responsibility/expertise in TEL. Or you can 

have a separate TEL Team as a sub-group of your Quality Team. All references 
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in this document will be made to the overarching Quality Team which will have 

TEL members or a TEL Team as part of it.  

TEL experts external to centre may be on the TEL Team and if they are being 

used please specify what role and function they will have or they can be used as 

contributors in which case they do not need to be assigned a permanent 

membership role.  

TORs for TEL Team in Place 

see Template Sample for Centre BL Team TORs,  
 

 Appendix 1  – Centre TEL /Blended Learning Team TORs 
Technology Enhanced Learning (TEL) Blended Team for [please insert [Centre 
or Service name] 

☐ YES - See attached document:  

 

 

List the LMS Admin/Support Team in place for 

VLE/Learning Support19  
☐ YES [see centre operational and quality assurance procedures] 

 

 

Centre is part of CDETB TELMS scheme  ☐ YES  

 

 

Mentoring Systems in place for all staff to underpin the 

creation synchronous and asynchronous content online 

with sufficient interactivity for delivery to learners.  

☐ YES  

 

 

 

2. Indicate the Technical Infrastructure and Online 
Learning Resources [ cells have been prepopulated with 

In Place in the Centre 
Date 

Achieved 

                                                             

19 Where staff have to be replaced staff with equivalent qualifications and experience are used or training in put in place in advance of taking up the role and as part of 

ongoing development in the role.  
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the type of information you may choose to add or 
replace as necessary ] 

 

a. Technical infrastructure in place, including  A 

Virtual Learning Environment (VLE) to be used for 

all relevant modules to facilitate and promote 

student engagement, self-responsibility and 

independent learning  

☐ YES - See attached document outlining your centre Technical Infrastructure:  

 

EG: The VLE to be used is Moodle. Moodle is provided under agreement with 

SOLAS. 

  

 

Statutory and QA Compliance 
  

3. Achieving Statutory Compliance: Declaration that all the CDETB centre and staff are aware of their Statutory 

Compliance responsibility: see below 

CDETB 

Policies 

a. Compliance with legal or statutory obligations 
appropriate to blended learning contexts be ensured 
(e.g. child protection, health & safety, equality, 
intellectual property/copyright, licensing issues, GDPR, 
PEL, professional or statutory body requirements, local 
regulatory considerations). Updates required to any 
necessary documentation e.g. Child Protection 
Statement etc. The following protocols, mechanisms 
and arrangements will be will be consistent with and 
complement existing policies on computer and social 
media usage, and learner to leaner, and learner to staff 
behaviour: 
 

b. Protocols to deal with issues that may constitute a risk 
to learners, e.g. online bullying, etc. Identification of 
staff member nominated to deal with these issues? 

 

All teachers/trainers/tutors moving into blended delivery are aware that they 

are required to exercise due diligence when selecting third party resources to 

ensure that no copyright infringements occur, as it is dealt with as part of the 

information/induction sessions on Blended Learning provided by CDETB.   

 

 Bullying and Harassment policy to be updated to cover the VLE.  

 ETB GDPR policy in place via ETB website, which covers the collection of 

data from learners necessary to deliver their course. 

 Data processing agreements are in place where learner data is shared with 

third parties and learners’ are made aware and permission secured 

 The duty to provide reasonable accommodation remains in place for 

learners accessing blended courses. Reasonable accommodation will be 

assessed on a case by case basis. 

 

 

☐ AGREE 

and in 

place⠂ 
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i. Mechanisms to ensure that a safe, accessible and 

reliable blended learning environment for all 

learners (promoting dignity, courtesy and respect) 

 

ii. Arrangements to make reasonable blended learning 

alternatives available to learners with disabilities 

 Support Staff/Teachers are trained in the VLE and TEL Tools to enable them 

to support learners on a blended programme.  

 CDETB Centres adheres to all CDETB policies and procedures - 

www.cdetb.ie/qa /policies/ 

4. Planning of Course Design and Development   ☐ AGREE 

a. Engaging in course/module conversion planning – 

Analysis, Design, Development, Implementation, 

Evaluation. (ADDIE) – How will they be converted? 

What learning resources TEL tools will be used for 

what? Why?  

 

All CDETB Educators will follow the CDETB Blended Learning Guides: see 

https://curriculum.etbonline.ie/course/view.php?id=182 

☐ AGREE 

 

b. Sufficient time will be allocated to all relevant staff 

to ensure the level of appropriate time investment 

is applied to online delivery 

 

Teachers’ timetables will be sufficient to indicate appropriate time has been 

allocated.  

 

For technical staff and mentors, identify their roles and indicate the appropriate 

time has been allocated.  

☐ AGREE 

And 

Time 

allocations 

as per BL 

policy are 

in place 

http://www.cdetb.ie/qa%20/policies/
https://curriculum.etbonline.ie/course/view.php?id=182
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c. Pre-commencement checklist for all blended course 

is completed and updated where relevant every 

programme cycle 

The following must be in place for all blended courses: 

multi-stage training plans for teachers/trainers/tutors 

course plans(schemes of work) 

multi-stage induction plans for learners must be in place as per course 

preparation procedures and signed off by the Centre Quality Team 

 

Pre-Course Commencement Checklist to completed at Appendix 3 and retained 

by Quality Team  

☐ AGREE 

 

d. The delivery of all blended courses will comply with 

the approved CDETB centre operating and quality 

assurance procedures 

CDETB Blended Learning Policy 

CDETB QA Procedures  

http://cityofdublin.etb.ie/centre-level-quality-assurance-procedures/   

☐ AGREE 

 

5. Learner Supports  Agree with statements below 

a. Learner Supports are agreed for the online learning elements and to ensure they will be able to 

engage successfully with all elements of the programme 

☐ AGREE 

b. Mechanisms to ensure learners are supported with monitoring and feedback on the progress on 

the course, including the online elements, who can learners contact for what and when in 

relation to their on-line elements as per centre operational procedures 

☐ AGREE 

 

6.  Couse Procedures on Review and Monitoring  
 

a. Agreed provision for online content to be subject to peer comment, including the 
appropriateness of selected media used and that feedback should be considered and 
incorporated where appropriate  

 

☐ AGREE 

 

http://cityofdublin.etb.ie/centre-level-quality-assurance-procedures/
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The appointed Mentor should fulfil this role Centres will follow CDETB Policies, all QA Guidelines 

and Blended Learning Handbooks for Educators 

https://curriculum.etbonline.ie/course/view.php?id=

182  

 

QA References: 

CDETB Blended Learning Educators Handbook and 

CDETB Quality Guidelines: ‘Examboards, RAPs and 

Course Review’, 

CDETB Quality Guidelines: Assessments, 

CDETB Quality Guidelines: Assessment Malpractice, 

http://cityofdublin.etb.ie/newly-developed-qa-

procedures-applicable-to-centres/ 

https://qaguidelines.qqi.ie/ 

b. Agreed provision for interim reviews of blended provision at centre level, and an interim 
review in conjunction with all the relevant staff, the ETB Quality Assurance Officer/TEL Co-
ordinator.  
Learner Cycle review model will be used for all reviews  

c. Agreed provision for end of year review and evaluation of all blended courses including 
blended aspect to identify what worked well and improvements to be made. This should be part 
of end of year course reviews within the centre.  

 

Completed: 

Principal/Head of Centre/AEO/Youthreach  

Co-ordinator or Centre TEL Co-ordinator 

 

 

Signed 

Received and Recorded as Complete: 

FET Development Officer/TEL Co-ordinator  

 

Further clarifications may be required or supporting 
documentation before checklist is deemed complete.   

 

Signed 

 

Date:   Click or tap to enter a date. 

 

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
http://cityofdublin.etb.ie/newly-developed-qa-procedures-applicable-to-centres/
http://cityofdublin.etb.ie/newly-developed-qa-procedures-applicable-to-centres/
https://qaguidelines.qqi.ie/
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APPENDIX 1 – Centre TEL Team TORs 
Technology Enhanced Learning (TEL) Team for [please insert Centre or Service name] 

 

Role The TEL Team has responsibility for the effective promotion, leadership, monitoring and 

review of TEL initiatives within the centre/service, including blended learning and blended 

programme delivery. 

 The TEL Team is a subcommittee of the Centre/Service Quality Group    

Membership Chair: [must be a senior member of the Quality Group] 

Secretary: [must be a member of the Quality Group] This Secretary will be responsible for 

taking minutes and circulating same to the membership and relevant attendees, where 

appropriate.  

Members: [repeat or delete where necessary] 

- [insert name] Principal/Deputy Principal [where not a Chair or Secretary] 

- [insert name] AP1 or AP2 with responsibility for the area  

- [insert name] Teacher  

- [insert name] TEL Mentor 

- [insert name] Technical support staff member  

- [insert name] Administrative support staff member  

- [insert name] Learning Support staff member  

Where delivery of blended programmes are being reviewed the Course Co-ordinator and 

relevant staff members shall be requested to attend to give feedback and progress reports 

to ensure learning can be captured, and for any issues arising to be addressed.  

Other staff members and external TEL Specialists may be requested to attend based on their 

expertise, and to give feedback.  
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Meetings  Meetings will occur at least once every 6-8 weeks where blended programmes are are 

in delivery. For all new blended programmes of less than 30 weeks, the group should 

meet at the beginning, middle and end of the programme for monitoring and review 

purposes.   

 A quorum is at least 4 full-time members, including the Chair, the Secretary are 

required. Members can join meeting remotely when necessary. 

 Where consultation or guidance is required outside of the schedule of meetings, this 

can occur remotely.  

Members of the FET Unit/TEL Co-ordinator /FET Director may attend meetings in 

particular where reviews are being carried out in conjunction with them.  

Responsibilities 1.Provide Leadership to promote and support the use of TEL  

• Examine use of TEL within the centre including taking feedback from staff 

• Plan and set goals for increasing the use of TEL  

• Design initiatives to promote and support the use of TEL 

• Review initiatives against goals sets and make improvements where necessary  

• Advise on TEL CPD initiatives for all staff  

• Design TEL CPD events utlising external expertise where necessary  

• Advise on TEL tools which should be considered for use within the centre or service  
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• Consider emerging trends in TEL and make recommendations on their impact and 

potential for the centre/service and teaching/training staff  

• Collect feedback from staff on TEL and CPD initiatives and make recommendation for 

improvements  

• Monitor implementation of recommendations made  

2. Preparation, Monitoring and Review of Blended Programme Delivery  

 To assist the Centre in completing the CDETB Preparation Stage Check-List for moving 

to Blended programme delivery.  

 To meet with programme staff for new programmes to be delivered using a blended 

mode including the teacher(s), the mentor(s) and course co-ordinator involved to 

ensure everything is in place to support them and the learners. Go through the centre 

procedures, agreed formats for delivery with the staff and deal with any queries raised.  

 Carry out interim and end of programme cycle reviews with programme staff listed 

above, including results of learner feedback collected. Recommend interventions 

where necessary and agree changes where necessary to improve delivery.  

 Make recommendations based on reviews  

 Monitor implementation of recommendations at subsequent reviews  

 Consider emerging trends in TEL including those impacting on blended programme 

delivery where this is an element of remoteness and make recommendations for 

improving programme performance where relevant  

 Advise on procuring external experts where necessary  
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Reporting 

Including 

connection to 

other 

Governance 

Units 

The following data/reports will be submitted to the TEL/Team 

 Teacher feedback from  

 Learner feedback during the year 

 Learner completion rates and results 

 Learner outcomes – job placements/admission to courses of further study 

 EV/EA reports 

Relationship with CDETB Governance Structures at Centre and CDETB Level 

College Quality Team: 

The TEL/Blended Learning Team reports to the Quality Team. The minutes of the TEL/Team 

are brought by the Chair to the Quality Team. Any recommendations made by the TEL/Team 

are also furnished to the Quality Team for consideration and where agreed implementation 

for the centre as a whole to achieve consistency in terms of best practice across the centre. 

The TEL/Team may also request updates/modifications/additions to QA Policies and 

Procedures to the Quality Team for their consideration.  

Results Approval Panel: 

The Chair of the TEL/Team is also the Chair or Deputy Chair of the Quality Team is also a 

member of the Results Approval Panel and will report on the activities and recommendations 

of both the Quality Team and it’s subcommittee; the TEL Team.  

CDETB Programme Management Committee: 

Where recommendations require Programme Descriptor to be updated. These request must 

be made by the Programme Board Secretary using the relevant CDETB form based on the 

recommendations set out in the ‘The Programme Monitoring and Review Report’. 

CDETB FET Team 
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Where the TEL/Team has an idea for a new course or the significant modification of an existing 

one, a new course approval form may be completed by it and sent to the FET Unit for 

processing through the FETS Process, where the FET Team is consulted on all applications.  
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BLENDED LEARNING PHASE 2: COURSE GAP/CAPACITY 
ANALYSIS AND CHECK LIST, TO MOVE TO BLENDED DELIVERY 
AND ENSURE QUALITY OF LEARNER EXPERIENCE 

PHASE 2 – COURSE PREPARATION STAGE – QUALITY TEAM REVIEW AND APPROVAL 

This checklist will aid the centre Quality/TEL Team in identifying what must be in place to move the course to blended delivery and allows them to conduct a 

gap/capacity analysis for supporting the course team to deliver via a blended mode. the Focus of this checklist is to take account of what is in place and 

what needs to be put in place and to review, approve and record the submission of: 

 Training plans for the course team  

 List of Mentors assigned to teaching/training/tutor staff on course team 

 Course Plan for blended delivery  

 Multi-stage induction and training plans for teacher and learners 

Course Level PREPARTION CRITERIA TO BE ADDRESSED -  CENTRE QUALITY TEAM REVIEW AND APPROVAL REQUIRED  

BLENDED COURSE DETAILS: Details 

CDETB Centre Name and address: 
 

Contact Person in Centre (TEL Lead/Member of Quality Team):  

  

Name of Course/Award Code and PT/FT/Evening and include 

start and completion dates.  
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1.Blended Course TEAM Details   
Date in 

place: 

Coordinator for Blended Course Name:  

List of TEL/Blended Team Educators for this Course Names:  

List the LMS Admin/Support Team Names  

Multi-Stage Training Plans for staff members  

– this should include initial and continual CPD sessions 
☐ YES - See attached Training Plans for Course Team:  

The Mentor assigned to the teacher/trainer/tutor will support the teacher 

in line with agreed training plans. 

 

Mentors in place ☐ YES - See attached document outlining Mentors per 

Teacher/Trainer/Tutor on the blended Courses 

 

 

The development of learning 

resources that allow for the 

achievement of equality of 

opportunity, interactivity, and 

empowerment of autonomous 

learning e.g. TEL Tools, Software, 

Licenses etc. that can be used in the 

VLE 

Please edit content as appropriate to suit your plan for this BL course:  

All learning resources will be available to participants via the VLE and they will all have access to it.  

 

The following TEL Tools are available in the Centre: [specify] 

List tools here 

i. EG: Moodle, Kahoot, Padlet, Screencastomatic, Microsoft 

 

Learning 

resources 

in place 

☐  AGREE 

These are 

in Place in 

the centre 
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Resources have been developed by teachers for the VLE, more resources will be developed during the 

year to be accessed at the appropriate stage of the programme by learners.  

Teachers will select the appropriate TEL tools to ensure the necessary levels of interactivity are 

achieved e.g. Kahoot, Nearpod, Edpuzzle 

 

Mentors will assist in ensuring there is a correct matching of tools and the appropriate levels of 

interactivity will be achieved.  

 

2.Planning of Course Design and Development   In place 

Date: 

e. Engaging in course/module 

conversion planning – Analysis, 

Design, Development, 

Implementation, Evaluation. 

(ADDIE) – How will they be 

converted? What learning 

resources TEL tools will be used 

for what? Why?  

 

All CDETB Educators will follow the CDETB Blended Learning Guides: see 

https://curriculum.etbonline.ie/course/view.php?id=182 

 

 

It is important that there is an emphasis on creating sufficient interactivity as part of delivery. This 

includes selecting the correct tools and supporting learner engagement with teachers and with their 

peers to ensure that they become more empowered learners in the VLE.  

Thought needs to be given to what aspects of the course lend themselves to face-2-face or online 

delivery i.e. synchronous versus asynchronous and how to use online delivery to ensure face-to-face 

time is used as effectively as possible.  

 

 

☐ In place 

Date: 

https://curriculum.etbonline.ie/course/view.php?id=182
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f. Assessment strategies are agreed 

and compliant with quality 

assuring assessment requirements 

in Centre Operating and Quality 

Assurance Procedures 

The VLE will be used appropriately for Assessments as centre operating and quality assurance 

procedures 
☐ In place 

Date: 

 

g. Course Plan in Place (Scheme of 

Work)  
A Blended Course Plan for each course (Please attach a scheme of work – refer to the Educator Course design 

guide for Blended Course Plans) must be in place addressing how the course will be delivered coherently and 

should as a minimum include the following: 

 

 What will be covered online and what will be covered through face-to-face sessions. Weightings and what 
assessments will have to be submitted via VLE.  

 There should be a clear schedule/plan on how the online elements will work in conjunction with the face-
to-face elements. This should be clear for each module and the programme as a whole. For example what 
will the schedule be for when online sessions/tasks should be completed for particular face to face 
sessions etc. it should be clear to the learner what they must complete remotely and by when they need 
to have these remote elements of the programme completed. It should be clear how the remote sessions 
they do in their own time relate to face-to-face sessions and vice versa.  

 Yearly and weekly timetable should reflect the above, with remote sessions/deadlines clearly accounted 
for.  

 VLE calendar systems and prompts should be utilised.  

 The online aspect of the course must follow the same format for all modules, so learners become familiar 
and know how to find what they are looking for. Equally, new content becoming available must also be 
clear. This format must be agreed by all teaching staff using the VLE for the same cohort of learners.  

 Each online session should clearly identify the learning outcomes to be addressed in the session. The 
content that will enable the learners to achieve it, and any task which they must complete to demonstrate 
their learning as part of formative assessment – clearly identified.  

 There should be agreed timelines for taking feedback from learners on how the course plan is working 
including how the online course design is working.  

 There should be agreed timelines for taking feedback from staff members including support staff on how 
the course plan is working including how the online course design is working.  

☐ In place 

Date: 

 

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
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 The different support staff must be clearly identified -. I.T support, administrative support, learning 
support, and the types of issues each deals with e.g. lost password 

 Sources of support material should be identified in the VLE ‘how to guides’. in addition to necessary 
training received.  

 Learning support staff selected as part of the Blended Course plan must be able to help learners with both 
their face-to-face learning and their e-learning through the VLE.  

 Ensure pastoral care element of the course does not get ‘lost between the stools’ so to speak. It must be 
accounted for within the face-to-face elements.  

 

The course plan / scheme of work should be issued to learners, and should be devised with this in mind.   

3.Learner Supports   

c. Learner Supports are agreed for the online learning elements and to ensure they will be able to 

engage successfully with all elements of the programme and are place 

☐ in place 

d. Mechanisms to ensure learners are supported with monitoring and feedback on the progress on 

the course, including the online elements, who can learners contact for what and when in 

relation to their on-line elements are in place  

☐ in place 

4. Couse Procedures on Review and Monitoring  
 

https://curriculum.etbonline.ie/course/view.php?id=182
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d. Agreed provision for online content to be subject to peer comment, is in place including the 
appropriateness of selected media used and that feedback should be considered and 
incorporated where appropriate  

The appointed Mentor should fulfil this role 

☐ In place  

 

Centres will follow CDETB Policies, all QA Guidelines 

and Blended Learning Handbooks for Educators 

https://curriculum.etbonline.ie/course/view.php?id=

182  

 

QA References: 

CDETB Blended Learning Educators Handbook and 

CDETB Quality Guidelines: ‘Examboards, RAPs and 

Course Review’, 

CDETB Quality Guidelines: Assessments, 

CDETB Quality Guidelines: Assessment Malpractice, 

http://cityofdublin.etb.ie/newly-developed-qa-

procedures-applicable-to-centres/ 

https://qaguidelines.qqi.ie/ 

e. Agreed provision for interim reviews of blended provision at centre level, and an interim 
review in conjunction with all the relevant staff, the ETB Quality Assurance Officer/TEL Co-
ordinator.  
Learner Cycle review model will be used for all reviews  

f. Agreed provision for end of year review and evaluation of course including blended aspect to 
identify what worked well and improvements to be made. This should be part of end of year 
course reviews within the centre.  

 

 

[insert name of Centre/Service] Quality Team Chair  

 

Signed 

Date Click or tap to enter a date. 

 

  

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
http://cityofdublin.etb.ie/newly-developed-qa-procedures-applicable-to-centres/
http://cityofdublin.etb.ie/newly-developed-qa-procedures-applicable-to-centres/
https://qaguidelines.qqi.ie/
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 Documents to have in place prior to Blended Learning Delivery 
(Please attach when submitting the Blended Learning Checklist) 

 

 CENTRE TEL TEAM TORS 

 LIST OF TEACHER AND APPOINTED TEL MENTORS and MULTI-STAGE TEACHER TRAINING PLANS 

 COURSE PLAN(s) FOR EVERY BLENDED COURSE 

 MULTI-STAGE INDUCTION PLAN  

 * CDETB Blended Learning Educator Guide and Learner Guide with Templates and Examples provided to relevant staff 
 

 

   

  

https://curriculum.etbonline.ie/course/view.php?id=214
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APPENDIX 2 – REVIEW MODEL – LEARNER CYCLE 
1. Recruitment  

a. Advertising /Open Days/Career Guidance Counsellors/Careers Events/ Learner Queries to Centre  

2. Selection Process  

a. Interviews/RPL/Offering of Places/Enrolment/Registration/Fee collection 

3.   Admission: 

a. Timetabling and scheduling of course 

b. Induction: student handbooks, informing students of what we expect from them and what they 

should expect from us, team building exercises for new classes 

c. Identify learners in need of reasonable accommodation 

d. Referrals to support services where appropriate 

e. RPL where appropriate  

4. Course Planning 

a. Course Department preparation and planning 

b. Assessment planning and co-ordination across programme 

5. Course commencement 

a. Teaching and Learning begins; -‐ How we deliver our courses and engage learners; Teaching and 

Learning Resources for teachers and students 

b. Monitoring student performance begins; attendance, meeting deadlines, behaviour (academic/non-

academic), trips, student progress reports. Dealing with performance issues 

c. Teacher self-evaluation; Teacher to teacher; giving and receiving formal feedback, cross moderation, 

reflective and consultative practices 

6. Assessments 

a. Assessment Plan  

b. RPL 

c. Assignment Briefs with marking schemes 

d. Cross Moderation of assessments 

e. Assessment and feedback to learners, scheduling feedback at the right time; Teacher-‐Learner, 

Learner-‐Teacher; oral, formal written and annotated feedback.  

7. Interim results reviews: 

a. In- ‐progress results from across the programme issued to learners 
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b. Feedback taken from learners on learner performance 

8. End of Programme 

a. Exams devised with marking schemes and moderated 

b. Assessments/Exams Collected 

c. Scheduling and holding of Exams – May 

d. Supervision of Exams and information to Learners of regulations 

e. Issues of Cheating/Plagiarism 

f. Repeat Exam/Repeat Assessments identified 

9. Secure storage of Assessments/work 

a. Hold Assessment Material until after appeals 

b. Maintain Final Results Indefinitely 

Assessment and work should always be stored on designated work devices and not on personal devices. 

Results files should be securely stored in soft and/or hard copy possibly remotely after a period of time 

e.g. in the cloud.  

10. Preparation for External Verification/Authentication 

a. Preparation for QQI Internal Verification  

b. Preparation for QQI External Authenticators/External Examiners  

c. Preparation for: -‐Centre Course Exam Boards. 

11. End of Year: – in-put of grades to QQI and other Awarding   bodies 

a. Preparation for QQI Internal verification of assessments and other awarding bodies 

i. Inputting grades to QBS 

ii. Internal Verification as per: - QQI Internal verification 

iii. Adjusting grades errors or miscalculations on QBS 

iv. Print Submission Summary from QBS for college/centre records  

b. Internal quality checks as per: – QA agreements with Awarding Bodies (other) 

c. Inputting grades to Non QQI Awarding bodies. 

12. External Authenticator / Awarding Body External Examiner Visits 

a. Recruitment & selection of External Authenticators 

b. Schedule of External Authenticators/EE visits 

13. End of Year: -‐ Exam-‐boards 

a. Chaired by Principal or Deputy Principal  
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b. Focus of Exam Board 

i. Individual learner performance across whole programme 

ii. Course/Programme performance - self-evaluation 

14. Issuing Provisional and/or Final Results to Learners 

a. Progression/completion of awards  

b. Appeals 

c. Repeats 

15. End of year: -‐ Results Approval Panel Meeting – sign-‐off of results 

a. Meeting to Oversee of Centre/College current results, assessments and operations 

b. Final sign off to QBS 

c. CDETB review of results data on a periodic basis to ensure consistency across centres + between 

programmes  

16. Centre Self-Evaluation: 

a. Data Collection methods 

b. Findings examined with improvement measures Identified 

c. Actions to be taken 

17. External Appeals: processing of appeals to meet QQI early July deadline for CAO offers to FE students 

a. June Appeals Process 

b. N10 application forms 

c. Remittance Advice Procedures: Office Administration Staff 

18. Programme Development (arising from self-evaluation and review) 

a. New Course Applications; Changes to Course Title.  

b. Modifying Programmes; New Programme Proposals.  

c. New Award Proposals  

19. Learner Queries 

a. Issues with progression; Admin Staff essential for Red Alert Responses to any progression issues e.g. 

CAO 
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APPENDIX 3 – Blended Programme Delivery – 

Centre/Service Quality Assurance Procedures 
A CDETB centre can only operate these QA procedures if they received preliminary approval for blended programme delivery under 

the FETs course approval process, successfully completed the Centre Preparation Stage and been formally approved as part of this, 

and then completed the course level preparation stage approved by the Centre’s Quality Team.  

SECTION 1: CENTRE TEL TEAM  

SECTION 2: COURSE PLANNING  

SECTION 3: RECRUITMENT AND SELECTION 

SECTION 4: INDUCTION PROGRAMME AND INFORMATION TO LEARNERS 

SECTION 5. LEARNER PERFORMANCE MONITORING 

SECTION 6: ASSESSMENT 

SECTION 7: THE VLE AND VLE MONITORING, MANAGEMENT AND ADMINISTRATION 

SECTION 8: MONITORING AND REVIEW OF BLENDED DELIVERY AT PROGRAMME AND CENTRE LEVEL 

 

The following QA requirements are in addition to those that already apply to non-blended delivery. These requirements are 

necessary to be put in place in Centre’s applying to deliver a blended learning course. 

1. CENTRE TEL/ TEAM AND MENTORING SYSTEM FOR CENTRE LEVEL MONITORING AND REVIEW  

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

Centre TEL Team TOR’s are attached Please complete – Appendix 1 – TEL Steering Committee TORs.  

What external consultants and experts in online 

provision are being used to support the 

programmes including to review materials and 

resources? 

The TEL Team is part of the Centre Quality Team. This could be addressed by 

adding TEL personnel to the membership of your Quality Team e.g. VLE 

Administer, members of staff with responsibility/expertise in TEL. Or you can 

have a separate TEL Team as a sub-group of your Quality Team. All references 

in this document will be made to the overarching Quality Team which will have 

TEL members or a TEL Team as part of it.  

TEL experts external to centre may be on the TEL Team and if they are being 

used please specify what role and function they will have or they can be used 

as contributors in which case they do not need to be assigned a permanent 

membership role.  
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Are mechanisms in place to mentor teacher and/or 

assessor practice?   

 

Identify who the relevant mentors are within the 

Centre or within CDETB and who they are 

mentoring or attach the agreed list.  

Please complete - Appendix 1 – TEL Steering Committee TORs..– List of 

Teachers and TEL Mentors, with Training Plans in place and attached for your 

records.  

 

2. COURSE PLANNING AND DEVELOPMENT  

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

Clear relationship established between the online 

elements and face-to-face elements and other 

support elements, and how they will be combined 

 

Course design is learner-centered, ensuring a 

consistent experience for all learners 

 

Student Supports are agreed for the online 

learning elements and to ensure they will be able 

to engage successfully with all elements of the 

programme. 

A Blended Course Plan per course (Please attach a scheme of work – refer to 

the Educator Course design guide for Blended Course Plans) must be in place 

addressing. These course plans should be kept up to date on a yearly basis and 

where updates are made the newest version should be kept for centre records.  

The Course Plan (Scheme of Work) should address how the course will be 

delivered coherently and should as a minimum include the following: 

 What will be covered online and what will be covered through face-to-
face sessions. Weightings and what assessments will have to be 
submitted via VLE.  

 There should be a clear schedule/plan on how the online elements will 
work in conjunction with the face-to-face elements. This should be clear 
for each module and the programme as a whole. For example what will 
the schedule be for when online sessions/tasks should be completed for 
particular face to face sessions etc. it should be clear to the learner what 
they must complete remotely and by when they need to have these 
remote elements of the programme completed. It should be clear how 
the remote sessions they do in their own time relate to face-to-face 
sessions and vice versa.  

 Yearly and weekly timetable should reflect the above, with remote 
sessions/deadlines clearly accounted for.  

 VLE calendar systems and prompts should be utilised.  

 The online aspect of the course must follow the same format for all 
modules, so learners become familiar and know how to find what they 
are looking for. Equally, new content becoming available must also be 
clear. This format must be agreed by all teaching staff using the VLE for 
the same cohort of learners.  

 Each online session should clearly identify the learning outcomes to be 
addressed in the session. The content that will enable the learners to 
achieve it, and any task which they must complete to demonstrate their 
learning as part of formative assessment – clearly identified.  

 There should be agreed timelines for taking feedback from learners on 
how the course plan is working including how the online course design is 
working.  

 There should be agreed timelines for taking feedback from staff 
members including support staff on how the course plan is working 
including how the online course design is working.  

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
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 The different support staff must be clearly identified -. I.T support, 
administrative support, learning support, and the types of issues each 
deals with e.g. lost password 

 Sources of support material should be identified in the VLE ‘how to 
guides’. in addition to necessary training received.  

 Learning support staff selected as part of the Blended Course plan must 
be able to help learners with both their face-to-face learning and their e-
learning through the VLE.  

 Ensure pastoral care element of the course does not get ‘lost between 
the stools’ so to speak. It must be accounted for within the face-to-face 
elements.  

The course plan / scheme of work should be issued to learners, and should be 

devised with this in mind.   

a. Is the course design learner-centred, 
ensuring a consistent experience for all 
learners  

Course plan/scheme of work to be submitted and reviewed and approved by 

the Quality Team (with TEL personnel), which may involve using external 

expertise.  

b. Is the relationship between the online 
elements and face-to-face elements and 
other support elements clearly defined? 

Through submission of Course plan / Scheme of work 

c. How is curriculum content created, enhanced 
and updated? 

The teacher creates online content in accordance with training given, utilising 

mentor when necessary and also interim learner feedback, and end of year 

review. Refer to evaluation templates in the BL Educator Guide 

d. How do you ensure that module content for 
online delivery is learner-centred using the 
institutions platform? 

Monitoring learner progress and taking learner feedback at schedule review 

meetings 

e. Is there a plan with appropriate timescales 
for the development of resources and 
approval prior to delivery? Please provide 
details department/centre/provider? 

Content and resources to be developed in advance to allow online tutor to test 

and discuss with mentor when necessary.  

f. Will the programme be fully designed 
before being offered to learners? 

Course plan/Scheme of work will be designed and submitted and approved to 

the Quality Team  

g. How is ownership of the modules and 
related material addressed and managed 
by the centre/provider ensuring that the 
content is the property of the academic 

 

All material created belongs to the Department/Centre 

h. How will access to appropriate resources 
for learners be ensured? 

Through monitoring access by learners, taking feedback from learners as part 

of review meetings, taking feedback from other teaching staff as part of course 

team meetings. Please review the BL Educator guide for guidance on the 

course evaluation process and relevant CDETB Guidance 

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
http://cityofdublin.etb.ie/quality-assurance-2/
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i. How is online programme content subject 
to peer comment and how is the feedback 
taken on board? 

Please ensure to have the following in place: 

 Mentoring system  

 Mentor given time to give feedback prior to uploading 

 Where necessary, subject to learner feedback thereafter  

 Interim review and end of year review in conjunction with CDETB  

j. How is the quality of learning resources 
ensured? 

 Training is provided for teachers  

 Mentoring system in place  

 Mentor given time to give feedback prior to uploading where 

necessary. 

 Subject to learner feedback thereafter as part of monitoring and 

review processes 

 Interim review and end of year review in conjunction with CDETB 

3. RECRUITMENT AND SELECTION  

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

a. What are the online requirements of the 
course (e.g. access to IT equipment) for 
learners? How are these requirements 
communicated to learners prior to the 
commencement of the programme? 

The centre needs to consider how it communicates to the learners to ensure a 

full understanding of the blended curriculum to ensure all relevant 

information/expectations have been communicated clearly.  

Marketing and communication: 

 Statement in college promotional material for course 
 Applicants advised at Interview 
 Course acceptance is subject to signed declaration that learners have 
access to appropriate I.T equipment and Wi-Fi. A smart phone will not be 
sufficient. This should be included in as part of offer and acceptance 
communications between the centre and the learner which occur in advance 
of the learner taking up a place on the programme.  
 

Should a learner wish to follow up on more detail on online delivery – contact 

details for the blended learning coordinator will be provided at any stage of 

the recruitment process.  

 

Office staff must be briefed on additional requirements and be able to provide 

information in relation to same to learners.  

 

All advice and information given to learners must be consistent. The applicant 

must be able to make informed decisions 

b. Clarity in any additional registration 
arrangements deemed necessary by the 
provider e.g. declaration learner has access 
to necessary resources 

As stated above at 3a.  
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c. What information is given on the additional 
responsibilities and commitment required 
by learners including information on the 
nature and extent of autonomous, 
collaborative and supported aspects of 
learning? How is the information provided? 

Applicants advised at interview and at induction of additional responsibilities in 

relation to discipline and commitment required for the distant learning aspect 

of blended delivery. Please see Blended learner guide for suggested guidance 

 

d. What information is given on the hardware 
and software required including the 
requirements for access; bandwidth? 

This should be made clear to applicants as part of recruitment and selection 

procedures set out at (3a). This should also be addressed with learners at the 

induction stage and meet the requirements outlined in the Course 

plan/scheme of work.  

 Access to appropriate I.T equipment and Wi-Fi.  

 Smartphones alone are not sufficient.  

e. How is the learner made aware of the 
terms and conditions relevant to the 
programme prior to entry (e.g. in 
prospectus, letters to learners, handbooks, 
etc.) and what does this information 
include (e.g. timings for learning or 
assessment, deadlines, rules governing 
flexibility for learners, processes in place to 
deal with fraud, plagiarism, etc.)? 

Interview Staff are briefed by Blended Learning practitioner prior to 

conduction interviews on blended learning aspect. 

 

Outlined, in the Centre prospectus, at the Interview, and in more detail at 

Induction when the learners receive online handbook with all college policies 

as per BL Learner guide. 

Should a learner wish to follow with more detailed queries on the online 

delivery – contact details for the relevant TEL team member or Course Co-

coordinator/Educator 

f. Arrangements to make reasonable blended 
learning alternatives available to learners 
with disabilities 

 

 Assessed on a case by case basis. 

 Admissions policies (Centre/CDETB) apply equally to learners 
enrolling on a Blended Learning Course and will not be subject to 
unlawful discrimination. In terms of reasonable accommodation, the 
same principles will be applied to learners on Blended Learning 
Courses in that their needs and reasonable accommodation will be 
assessed on a case by case basis. Student are advised as part of the 
College selection process to notify the College of any special or 
additional needs they have. This will also be covered as part of the 
Induction of Learners.  

 Applicants advised to notify the centre at Interview and Induction 
stage 

 Consideration will be given to what is needed to achieve reasonable 
accommodation for Blended Aspect. 

4. INDUCTION PROGRAMME AND INFORMATION TO LEARNERS  
The Induction programme consists of the initial induction prior to course commencement and then at different intervals 

throughout the programme prior to the introduction of new technical aspects e.g. new TEL tools  

4.1 Initial Induction  

Induction Plan attached – Appendix 4 – Multi-stage Induction Plan. Please refer to an example in the BL Educator Guide  

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
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Learners will participate in a face-to-face induction for online learning element before the course commences. This induction is in 

addition to general face-to-face college induction. During Inductions learners will receive information and training. The training will 

be what the need to know and be able to do to begin utilising the VLE i.e. what features they are expected to use in the beginning. It 

is important not to overload them.  

In addition to what was designed at the preparation phase, the initial induction must also cover the following: 

Statutory QA Criteria for Blended Delivery  

Achieving Statutory Compliance: 
a. Compliance with legal or statutory obligations appropriate to blended learning contexts be ensured (e.g. child protection, 

health & safety, equality, intellectual property/copyright, licensing issues, GDPR, PEL, professional or statutory body 
requirements, local regulatory considerations). Updates required to any necessary documentation e.g. Child Protection 
Statement etc. The following protocols, mechanisms and arrangements will be consistent with and complement existing 
policies on computer and social media usage, and learner to leaner, and learner to staff behaviour: 

i. Protocols to deal with issues that may constitute a risk to learners, e.g. online bullying, etc. Identification of staff member 
nominated to deal with these issues. 

ii. Mechanisms to ensure that a safe, accessible and reliable blended learning environment for all learners (promoting dignity, 
courtesy and respect) 

Centre Level Operating Procedures – The following will be covered in the Induction of Learners 

1. Anti-Bullying Policy, that it extends to VLE and procedure and sanctions associated along with dedicated staff member for 
dealing with complaints. Also, that the VLE will be subject to monitoring in a similar fashion to if the interactions were 
occurring in class. Online Etiquette will be gone through with learners and how this is monitored and enforced by the Course 
Team/Centre.  

 

2. GDPR – show them where to access the CDETB Policy, and Privacy Notice to Learners and how it applies to the VLE, how their 
data is kept safe and their role and responsibility in keeping their own data safe also e.g. not sharing private passwords etc, 
opting to use secure Wi-Fi over unsecured etc. They will never be asked for payment for any service through the VLE or 
through email from the college.  

 

3. Demos in VLE – online teacher to develop content and resources to be delivered as part of induction as part of VLE demos. 
Record what you intend doing in this respect as this part of the induction. Identification of what has been chosen and why for 
induction demonstrations. 

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

What are the online requirements of the course 

(e.g. access to IT equipment) for learners? 

 Reminder given at Induction  

 Access to appropriate I.T equipment (not a smart phone) and access to 

Wi-Fi.  

What information is given on the hours when 

academic, technical and/or pastoral support if 

available? How is the information provided? 

Course plan, with calendars and timetables provided and schedule of face to 

face review meetings and contact details in relation to help with academic, 

technical and pastoral issues, who the dedicated member of staff is and how 

they will be contacted and when e.g. via email, during class hours etc. 
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What information is given on how much time 

learners are expected to commit to independent 

learning in order to successfully complete the 

programme? How is the information provided? 

The weekly amount of remote learning across all weeks of the course must be 

specified to learners. 

The learners should be advised that it is useful to identify the same time every 

week to complete their remote e-learning sessions.  

How are learners assisted in understanding their 

responsibilities to engage with the learning 

opportunities provided? 

The responsibilities involved and commitment of time outside of the Centre 

must be communicated clearly prior to entry to the course and at induction.  

Course monitoring and review procedures should identify where learners are 

not engaged and this should be addressed by the educator/course team. 

What information is provided to learners on the 

use of online engagements and forums in their 

learning? How is the information provided? 

How to use them will be covered at initial induction and subsequent inductions 

where new tools are introduced.  

Responsibilities on learners while in the VLE environment same as class room 

environment e.g. Anti-Bully Policies apply and expected online etiquette  

What information is available on the extent of 

face-to-face attendance and made available to 

learners? 

Course plan with yearly and weekly time-tables provided and  

Policies on attendance apply equally to the remote sessions on the VLE.  

How is the learner made aware of the terms and 

conditions relevant to the programme prior to 

entry (e.g. in prospectus, letters to learners, 

handbooks, etc.) and what does this information 

include (e.g. timings for learning or assessment, 

deadlines, rules governing flexibility for learners, 

processes in place to deal with fraud, plagiarism, 

etc.)? 

Advised at interview and induction(s), and via learner handbook in VLE – see 

above. 

What information is given on the hardware and 

software required including the requirements for 

access; bandwidth? 

Advised at interview and induction(s) – see above.  

How are learners provided with access to 

descriptions of the online components of the 

blended learning programme showing the 

intended learning outcomes and teaching, learning 

and assessment methods of the module/s? 

 Discussion is had at interview. 

 Access to soft copy in VLE is provided at Induction 

 Relevant timetables and course plan should be furnished to learners 

at induction.  

How are learners informed of the schedule for the 

delivery of their online learning study materials, 

learner support and the submission of assessment 

work and how are their responsibilities made 

clear? 

 Course plan – set out above needs to be furnished at induction. 

 Assessment regulations available online and discussed at induction.  

 Assessment schedule given when devised by Course Team.   



Quality Assurance 

 

49 

Updated 08 March 2021 

How are learners provided with information on 

how their achievements will be judged and the 

relative weighting of online and other remote parts 

of the programme in respect of assessment 

overall? 

As per Course plan/course material 

How are learners informed of their unique 

identifiers that will enable them to access learning 

resources in good time? 

Learners must be provided with unique access details for the VLE 

How are learners informed of how their identity is 

confirmed and used? 

There must be mechanism as part of recruitment, selection, induction 

procedures to ensure the identity of learners is subject to verification  

The learners are then given user login details based on their identity  

Learners are advised of how they are identified through the VLE by the 

Educator and other learners and how it is used to communicate privately with 

them through the VLE 

How are delivery systems tested prior to the 

programme delivery? 

Tested by member of TEL team and/or educator prior to use.  

New tools and resources to be introduced must be tested before being used 

with learners.  

How is the learner access tested (e.g. confirming 

that it is appropriate to access learning on a 

private computer, mobile device, etc.)? 

This will be tested as part of induction. Learners will have to use the VLE in 

accordance with training being provided as part of the Induction.  

How are data protection and other privacy laws 

implemented for online elements (e.g. protocols 

for managing online discussions with learners)? 

Explanation of Data protection policies and learners provided with details of 

third parties with whom that data is shared and permission is secured from 

learners in relation to this.  

How are learners informed of the regulations on 

their unique online learner identity (and on how 

providers can use this identity)? 

The GDPR policies and procedures. This is a link to relevant resources on the 

CDU Moodle site 

How are learners provided with access to 

descriptions of the online components of the 

blended learning programme showing the 

intended learning outcomes and teaching, learning 

and assessment methods of the module/s? 

Learners are advised at interview which modules they will be covering online, 

and then the outline of the modules will be given at induction.  

Learners advised of assessment plans and strategies.  

How are learners informed of the schedule for the 

delivery of their online learning study materials, 

learner support and the submission of assessment 

work and how are their responsibilities made 

clear? 

Induction  

Reminded at Review meetings (as per schedule) 

https://curriculum.etbonline.ie/course/view.php?id=190
https://curriculum.etbonline.ie/course/view.php?id=190
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How are learners informed of how timely 

formative assessment on their academic 

performance on the online elements will be 

provided? 

Learners must be advised on how feedback will be provided and how their 

privacy is protected. Feedback will be given within 4 weeks of assessments 

taking place. 

Feedback can be provided via the VLE or at the face-to-face review meetings 

with students.  

How are learners informed of the processes that 

are in place to give confidence that the assessed 

work conducted via online activity is properly 

attributed to them? 

They are provided with unique identifiers for logging into the VLE.  

Summative assessments online with be subject to protocols and learners 

advised in advance of how online assessments will be conducted.  

How are learners informed of their unique 

identifiers that will enable them to access learning 

resources in good time? 

Via induction  

How are learners informed of how their identity is 

confirmed and used? 

Via induction  

How have learners access to an induction 

programme or other support to access online 

learning and remote study (technical, academic, 

guidance, etc.)? Specify the nature of this 

induction programme 

Induction Programme – initial and ongoing  

Dedicated support staff with dedicated email addresses for different types of 

learner queries 

For the online elements, what advice and support 

is available to learners and how is the availability 

of that advice and support communicated to 

learners? 

Through online teacher and dedicated member of staff for technical assistance.  

The contact details of both will be given to learners at induction.  

Have learners’ access to identified available 

contacts – technical, academic, administrative, 

etc.? Please specify. How is this communicated to 

learners? 

Yes. This will be communicated via induction and also contacts will be made 

available through course information material e.g. handbooks and through the 

VLE.  

Are learners informed of the life span of the online 

sections of the programme and of the 

arrangements in place to phase out or in other 

components? How will learners be informed of 

related updates? 

Yes  

All course materials and formative assessments will remain for the duration of 

the course. 

Submission facilities for assignments will expire after deadlines have lapsed.  

Extension of deadline applications where upheld will be facilitated through the 

VLE or via other appropriate means of submission as agreed.  

What information is provided to learners on 

responsibilities of the provider and any third 

parties that may be involved in supporting the 

Information on third parties involved in the course where data is shared will be 

provided and permissions secured. E.g. SOLAS hosting of Moodle site 
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provider’s online learning e.g. local study centre, 

etc.? How is this information provided? 

Where any other third parties are involved in addition to this, this information 

should be available and there should be a contract for services/SLA in place 

which can be furnished if requested.  

5. LEARNER PERFORMANCE MONITORING: 

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

Mechanisms to ensure learners are supported with 

monitoring their progress on the course, including 

the online elements (e.g. by providing 

opportunities to test their knowledge and 

understanding, reflect and engage in dialogue with 

staff/peers). 

Mechanisms for the monitoring of learner 

performance and providing feedback 

 

To monitor learners’ progress and test learners’ knowledge interactive videos, 

quizzes, discussions, work tasks set out. Learners must engage and submit 

evidence. 

Monitoring learner’s engagement will be managed by each teacher that is 

using the VLE for remote delivery by reviewing how often: 

1. Learners access/log on to Moodle 
2. View/download the material 
3. Links chosen to explore for further reading 
4. Usage for an activity or resource 

This will identify learners who are struggling to keep up with the course and 

those who are thriving. 

Face-to-face sessions should be used to check in with learners.  

How is learner progress tracked? If software is 

used, please specify what software is used (and 

how/when) to track learner progress and 

achievement? 

The VLE provides a monitoring facility to examine student activity in the VLE. 

This includes monitoring of:  

1. Learners access/log on to Moodle 
2. View/download the material 
3. Links chosen to explore for further reading 
4. Usage for an activity or resource 
5. Assessment Feedback  
6. Scheduled face-to-face classes 
7. Scheduled course team meetings  
8. Feedback from Student support services and other teachers 

How is feedback provided to learners? If software 

is used, please specify what software is used (and 

how/when) to provide feedback to learners? 

Through Moodle, Centre communication technology tools, scheduled face-to-

face meetings 

What appropriate interventions and mechanisms 

are in place to identify learners who are struggling 

with the online elements of the programme? 

 

 Monitoring of logins and engagement in forums 

 Completion of online tasks, quizzes 

 Review meetings with leaner 

 Taking feedback via questionnaires and through focus groups (to be 

facilitated by another member of staff) 

6. ASSESSMENT  

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 
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Strategy and Planning for Blending Learning   

3.1.2 regulations and arrangements for Boards of 

Examiners and external examiners which include 

any additional consideration of online learning 

experiences 

Please see Quality Assuring the Assessment Process | City of Dublin Education 

& Training Board (etb.ie) 

 

Learner Experience Context   

5.1.2 Clear terms and conditions: 

Prior to enrolment on a particular programme, the 

prospective learner is made aware of all terms and 

conditions relevant to that programme, either in 

the prospectus or similar material, by 

correspondence, or in discussion with the provider. 

This might include: 

• any specified timings for synchronous 

learning or assessment 

• deadlines and the consequences of not 

meeting them 

• the rules governing flexibility for learners, 

such as the regularity of presentation or re-

assessment opportunities 

• processes in place to protect the provider 

against fraud, plagiarism or other forms of 

cheating 

Interview Staff are briefed by Blended Learning practitioner prior to 

conduction interviews on blended learning aspect. 

 

Outlined, in the Centre prospectus, at the Interview, and in more detail at 

Induction when the learners receive online handbook with all college policies 

as per BL Learner guide. 

Should a learner wish to follow with more detailed queries on the online 

delivery – contact details for the relevant TEL team member or Course Co-

coordinator/Educator 

Learners have access to: 

• Descriptions of the online components of 

the blended learning programme, or aspect 

of study, to show the intended learning 

outcomes and teaching, learning and 

assessment methods of the unit or module. 

• A clear schedule for the delivery of their 

online learning study materials, learner 

support (local and/or remote) and for the 

submission and assessment of their work. 

This will include learner responsibilities in 

this regard. 

• Information on the ways in which their 

achievements will be judged, and the 

relative weighting of online and other 

Facilitated through the VLE, the Learner Handbook and student timetables  

http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
https://curriculum.etbonline.ie/course/view.php?id=182
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remote parts of the programme in respect 

of assessment overall. 

• Timely formative assessment on their 

academic performance in the online 

sections of the programme to provide a 

basis for constructive individual feedback 

and guidance. 

• Information about the quality assurance 

processes in place to give confidence that 

the assessed work conducted through 

online activity is properly attributed to 

them. 

• Unique identifiers that will enable them to 

access learning resources in good time at 

the start of their programme and form part 

of the validation of their identity. Learners 

are made aware of all the mechanisms the 

provider has in place to test and confirm 

learner identity. 

Opportunities for learners to engage in formative assessment are provided 

through the VLE 

Unique identifiers for access will be provided at induction  

 

For additional information please see the Educators Handbook and the Learner 

Handbook.  

Infrastructure and Resources  

3.2.3  

Robust and consistent systems and processes 

across the organisation to manage the submission, 

receipt, marking and return of assessments. There 

are robust arrangements in place across the 

organisation to confirm the identity 

of remote learners and mitigate against fraudulent 

practices, attempts to gain unfair advantage, or 

academic malpractice. For example: 

• all systems and processes used are capable of: 

- verifying the identity of learners; 

- guarding against cheating, plagiarism or 

other kinds of unfair advantage; 

- being reliable and scalable in the context of 

the provider and the strategic plan; 

- timing and synchronizing assessment to 

take into account factors such as cultural or 

religious calendars and provision that is 

offered across different time zones. 

 

The verification of learner identify should be addressed through recruitment, 

selection and induction procedures.  

Unique identifiers are provided to learners for accessing the VLE and uploading 

assessment work through the VLE using software such as Urkund.  

A an academic integrity declaration is on record for all learners  

Learner re-affirm that the work is their own at the point of submission.  

 

See QA Memo on Quality Assuring Assessment available at 

CDETB MAA: FAQ, QA Assessment & Instruments - Main Information's 

(etbonline.ie) 

https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
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• A common policy and process is in place 

for ensuring that learners’ work is 

properly attributed to them, particularly 

in cases where the assessment is 

conducted through remote methods that 

might be vulnerable to interception or 

other interference. 

• Those with responsibility for assessment 

have the means and authority to confirm 

that a learner’s assessed work is the 

original work of that learner only, 

particularly in cases where the 

assessment is conducted through remote 

methods. 

• Mechanisms such as web-based methods 

or correspondence for the transfer of 

learners’ work directly to assessors have 

been approved and tested by the 

institution to ensure they are secure and 

reliable; and there is an institutionally 

approved and consistent means of 

proving or confirming the safe receipt of 

student work. 

See QA Memo on Quality Assuring Assessment available at 

CDETB MAA: FAQ, QA Assessment & Instruments - Main Information's 

(etbonline.ie) 

Published Expectations on Blended Learning   

3.3.2 Include assessment practice and process 

that are published and provide 

consistent, equitable and fair 

arrangements for the setting of, marking 

of and return of feedback on assessment 

tasks. Learners are provided with 

consistent, secure and reliable means for 

submitting work to be assessed and 

confirmation of receipt. There are 

institutional regulations and protocols to 

ensure confidentiality and security in 

feedback to individual learners on 

assessment, and for the recording of 

marks or scores. 

Facilitated through the VLE and the Learner Handbook 

Will assessments take place online? If yes, what 

infrastructure will support this?  Needs to go into 

the Course Plan 

Assessment evidence can be submitted online. It is advised that mechanisms 

within the VLE are used to receive learner evidence for summative assessment 

purposes e.g URKND within Moodle. URKND is similarity software (to promote 

academic integrity) which allows online submission boxes to be created and 

stores submitted learner evidence. 

https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
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See QA Memo on Quality Assuring Assessment available at 

CDETB MAA: FAQ, QA Assessment & Instruments - Main Information's 

(etbonline.ie) 

Will summative assessments be conducted online? 

If so, how will summative assessments be 

managed, including submission, receipt, marking, 

return, confirming identity, malpractice, methods 

of transferring assessment work from learners to 

assessors. 

Summative assessments can be conducted online, however, they are subject to 

approval by the Centre Quality Team in accordance to the agreed quality 

assurance procedure - See QA Memo on Quality Assuring Assessment available 

at CDETB MAA: FAQ, QA Assessment & Instruments - Main Information's 

(etbonline.ie) 

Are mechanisms in place to monitor and/or 

moderate standards in terms of learner outcomes? 

Please specify 

 

Please see centre level quality assurance procedures Centre Level Quality 

Assurance Procedures | City of Dublin Education & Training Board (etb.ie) and  

Quality Assuring the Assessment Process | City of Dublin Education & Training 

Board (etb.ie) 

And supplemental procedures on the IV and EA process including early 

appointment of EA’s and conducting IV and EA online  

CDETB MAA: EA/IV - Recent updates, Templates, Online Process (etbonline.ie) 

4.1.3 Assessment strategies with opportunities 

for learners to engage in formative assessment 

activities that will check and reinforce learning 

remotely. 

 

See Educator Handbook  

How will assessment happen; pre-assessment, 

formative and summative? 

 Formative assessments can occur online with feedback provided  

 Summative assessments are planned as part of usual assessment    

planning practices 

How will timely formative assessment on learners’ 

academic performance on the online elements will 

be provided? 

Feedback to be given within 4 weeks. Suggested guidance is available in the BL 

Educator guide 

How will learner achievements will be judged and 

the relative weighting of online and other remote 

parts of the course in respect of assessment 

overall? 

Assessment will occur in accordance with programme module and prescribed 

weightings. 

 

Are assessment arrangements conducted through 

online learning reliable, secure and provide 

learners with confidential feedback on their 

progress? Please provide details 

 Learners will be given unique identified login, secure passwords 

 Feedback and Assessments will be conducted as outlined above 

What processes are in place to ensure assessed 

work conducted via online activity is properly 

attributed to each learner 

See QA Memo on Quality Assuring Assessment available at 

https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
http://cityofdublin.etb.ie/centre-level-quality-assurance-procedures/
http://cityofdublin.etb.ie/centre-level-quality-assurance-procedures/
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
https://curriculum.etbonline.ie/mod/folder/view.php?id=7912
https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
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CDETB MAA: FAQ, QA Assessment & Instruments - Main Information's 

(etbonline.ie) 

How is timely feedback to learners provided? Is 

there a virtual element to this feedback? 

Through the LMS as outlined in the BL Educator guide, within 4 weeks of 

assessments occurring 

5.2.2 Mechanisms that monitor and/or 

moderate standards (both in terms of learner 

outcomes and teachers and/or assessors’ practice). 

Assessment arrangements conducted through 

online learning are valid, reliable, and secure and 

provide learners with appropriate confidential 

feedback on their progress. 

Please see centre level quality assurance procedures Centre Level Quality 

Assurance Procedures | City of Dublin Education & Training Board (etb.ie) and  

Quality Assuring the Assessment Process | City of Dublin Education & Training 

Board (etb.ie) 

See QA Memo on Quality Assuring Assessment available at 

CDETB MAA: FAQ, QA Assessment & Instruments - Main Information's 

(etbonline.ie) 

What are the implications for EA process? 

 

See supplemental QA procedures on the IV and EA process including early 

appointment of EA’s and conducting IV and EA online  

CDETB MAA: EA/IV - Recent updates, Templates, Online Process (etbonline.ie) 

Is the appeals process different? If so, please 

provide details 

CDETB appeals process applied, or relevant awarding body appeals process 

where applicable. See Quality Assuring the Assessment Process | City of Dublin 

Education & Training Board (etb.ie) 

7.  THE VLE AND VLE MONITORING, MANAGEMENT AND ADMINISTRATION 

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

Is it easily navigable e.g. learners can find what 

they need? Please provide details 

Yes, by course topic, in accordance with the LMS 

How is the design for this planned?  Through Moodle and the TEL team, so design is consistent  

How are learner records maintained? Through Moodle/LMS for distant learning aspect and through usual recording 

procedures for face to face element.  

How is learner achievement monitored? Through Moodle, review meetings with learners, conducting assessments and 

through usual recording procedures for face to face element. 

How are data protection and other privacy laws 

implemented for online elements? (e.g. protocols 

for managing online discussions with learners) 

Through extending and applying policies to the VLE and advising learners of 

their rights and responsibilities in induction.  

Processing complaints through agreed processes under Ant-Bullying Policies 

and Data Protection Policies. See policy documents. 

See Data Protection | City of Dublin Education & Training Board (etb.ie) 

How are learners informed of the regulations on 

their unique online learner identity (and on how 

providers can use this identity)? 

At Induction  

https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/course/view.php?id=182
http://cityofdublin.etb.ie/centre-level-quality-assurance-procedures/
http://cityofdublin.etb.ie/centre-level-quality-assurance-procedures/
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7911
https://curriculum.etbonline.ie/mod/folder/view.php?id=7912
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
http://cityofdublin.etb.ie/quality-assuring-the-assessment-process-assessment-policies-and-procedures/
http://cityofdublin.etb.ie/data-protection/
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How are learners informed of the regulations in 

place to protect their own digital trail or digital 

persona? And also their responsibilities in relation 

to same for themselves and other learners etc. 

At Induction  

What are the protocols to deal with issues that 

may constitute a risk to learners, e.g. online 

bullying, etc.? Who is nominated to deal with these 

issues? 

Under Anti-Bullying Policy which is extended to take in VLE and through 

updated H&S Statements and risk register.  

Risk is addressed through informing learners of the policies and procedures at 

induction and having dedicated members of staff to deal with issues when they 

arise and informing learners of the names and contact details of the dedicated 

members of staff. 

See relevant policy and procedures. Refer to the CDETB QA website 

What mechanisms in place to ensure that a safe, 

accessible, and reliable blended learning 

environment for all learners (promoting dignity, 

courtesy, and respect) is provided? 

Through induction, provided training on anti-bullying, promoting courtesy and 

respect, and ensuring all learners have access via unique login details.  

Reliability is ensured through have dedicated members of staff to provide I.T 

support with a dedicated email address to address issues.  

See relevant policy and procedures. 

Have learners’ access to appropriate and sufficient 

learning resources to support online learning and 

remote study? Please provide details 

As part of conversion in preparation stage, the parts of the programme most 

suitable for delivery through the VLE should be identified.  

The agreed format should be followed, and this must include learning outcome 

identification for each session with the identified teaching and learning 

resources to support achievement of the Learning Outcomes. The learning 

resources should be suitable and relevant to the learning outcome. Best 

practice indicates that it should include a self-assessment aspect (formative) 

also to promote learning.  

The role of the TEL mentor is important in this regard, as they can assist the 

teacher in selecting the most appropriate resource type for the online session. 

Equally, learner feedback is also important on sessions and how effective they 

found the learning resources provided. Learning resources will include online 

resources developed by third parties (subject to appropriate permissions being 

in place) and resources developed by the teacher themselves e.g. videos they 

have made themselves etc.  

There must be dedicated emails addresses or through a mechanism in the VLE 

to deal with technical queries a dedicated email address must be given to 

students – blendedlearningITsupport@Xollege.ie 

There should also be a dedicated email address that is subject matter, 

assessment, course work etc.   

http://cityofdublin.etb.ie/quality-assurance-2/
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What processes are in place to ensure the secure 

and safe delivery of study materials to learners 

remotely/online? Is there a means of confirming 

safe receipt and are learners informed of this? 

Please specify 

 Secure access to Moodle given to all learners 

 Set up with email  

 Notifications of receipt are issued 

What happens if there is a failure in the system/s 

including what contingency arrangements are in 

place? 

Dedicated IT support email and dedicated member of staff to try to resolve 

issues  

While down: 

 Notification to be issued to learners that the VLE is down through 

email and/or mobile text message.  

 Email can be used to issue or take in necessary material or  

 Face-to-face delivery time used to deliver/issue materials or receive 

materials 

Has the life-expectancy of technologies been 

considered e.g. will they date or is future proofing 

possible? 

Moodle is the designated VLE in CDETB. However, other VLEs being used in the 

future may be possible.  

Will there be opportunities (planned and 

controlled) to test new evolving technologies? 

Please specify 

This will be kept under review. In terms of using new TEL tools that are 

compatible with the VLE being used, there is significant scope. 

Testing new VLEs technologies/systems, which have significant resource 

implications will occur at CDETB level.  

How are delivery systems tested prior to the 

programme delivery? 

Testing must occur at Centre level. 

Student’s should test the VLE at the initial induction and then be given the 

opportunity to test new tools being introduced as part of subsequent 

inductions. It is important this occurs in a supervised fashion to ensure learners 

are confident in using all tools.   

How is the learner access tested (e.g. confirming 

that it is appropriate to access learning on a 

private computer, mobile device, etc.)? 

Multi-stage Induction Programme (initial and on-going) See link to the 

Induction Plan in the Educator guide. 

Has an administrative infrastructure been designed 

to support the online elements of the programme 

(e.g. registering learner attendance, etc.)? Please 

specify 

This is necessary as part of the application process which should be ongoing 

 

8. MONITORING AND REVIEW OF BLENDED DELIVERY AT PROGRAMME AND CENTRE LEVEL  

Statutory QA Criteria for Blended Delivery  CDETB Centre Level Operating Procedures (which include quality assurance) 

https://curriculum.etbonline.ie/course/view.php?id=182
https://curriculum.etbonline.ie/course/view.php?id=182
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What mechanism is in place to ensure that the 

online elements of the programme are monitored 

and reviewed during the year 

 

 Online elements monitored by online tutor 

 Learner progress tracked by course team  

 Review meetings with learners throughout the year  

 Mentoring system in place 

 Interim reviews with CDETB  

 End of Year reviews with CDETB and Centre Management 

How learner complaints are dealt with? In accordance with existing CDETB or [Centre Name] QA procedures 

End of Year Course Review 

What mechanism is in place to ensure that the 

online elements of the programme are reviewed at 

the end of the year, while being consistent with 

the CDETB policy on programme review? 

How is learner and other stakeholder feedback 

collected and used in the end of year review 

process? 

 

See Review suggestions in the BL Educator Guide for Blended Programme 

Review. Review Model in Appendix 2 to be used. 

Learner Feedback (survey/interview/focus group) to be brought to Course 

Review Meeting in May. 

To be Present: 

 Centre Management  

 Members of TEL Team  

May include: 

 CDETB TEL Experts  

 External to CDETB Expert may also be used if necessary 

 CDETB FET Officer or TEL Co-ordinator   

All stakeholder feedback will be examined including feedback taken from 

learners. 

 

 

# 

  

https://curriculum.etbonline.ie/course/view.php?id=182
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APPENDIX 4 — INDUCTION PLAN 
 

INDUCTION PLAN  Beauty Level 6 - Work Experience Induction day 1 of 2 

Time: 3 Hours              Room: 405 (Computer room) 

Time Content Teacher Activity Learner Activity Resources 

20 Min. Teacher Introduction; Roll call. 

Icebreaker activity  

Informal presentation 

 

Confirm attendance 

Participated in 

activity 

 

Learner 

register – VS 

ware 

20 Min. 

 

 

Each Learner received: 

1) College email  
2) Moodle Login and 

Password 

To ensure all is working 

correctly  

Logged onto emails 

and Moodle 

Computer for 

each learner 

Teacher’s PC 

20 Min. 

 

 

Overview of course content 

and delivery. 

Presentation using Nearpod 

through Moodle 

Engaged with the 

presentation 

through Nearpod 

Computer for 

each learner 

Teacher’s PC  

 20 min BREAK    

20 Min. 

 

Discussed all college policies 

and procedures (Part 1) 

Lecture through Moodle Listening and asking 

questions 

Learner 

Handbook 

online 

20 Min. 

 

Required work experience 

documents 

1) Letter requesting 
placement 

2) Agreement Form 
3) Insurance 
4) Supervisors Report 

Lecture through Moodle Listening and asking 

questions. 

Learners also 

received a 

hard copy of 

each 

document. 

     

 20 min BREAK    

30 Min. 

 

Topic: Preparation for the 

Work Placement – (Introduced 

digital tools)  

Introduced Kahoot; additional 

reading, online Moodle quiz 

Uploaded prepared 

material/digital tools to Moodle 

Engaged and 

completed assigned 

work 

 Computer for 

each learner 
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INDUCTION PLAN  Beauty Level 6 - Work Experience Induction day 1 of 2 

Time: 3 Hours              Room: 405 (Computer room) 

Time Content Teacher Activity Learner Activity Resources 

10Min 

 

Recap on topics covered in 

Induction.  

Obtain feedback Questions & 

Answers  

Hard copy of 

work 

placement 

documents 

 

INDUCTION PLAN  Beauty Level 6 - Work Experience Induction day 2 of 2 

 – Day 2   Time: 3 Hours               Room: 405 (Computer room) 

Time Content Teacher Activity Learner 

Activity 

Resources 

20 Min. Register 

Recap on topics covered in 

Induction Day 1. 

Informal presentation/chat 

 

Confirm 

attendance 

 

 

Student register – 

VSware 

10 Min. 

 

 

Each Learner logged onto: 

3) College email  
4) Moodle Login and 

Password 

  Logged onto 

emails and 

Moodle 

Computer for each 

learner 

Teacher’s PC  

 

30 Min. 

 

 

Discussed college policies 

and procedures – includes 

how to keep online data 

safe. (Part 2) 

Lecture through Moodle Listened and 

asked questions 

Student Handbook 

online 

15 Min Introduction to 

Forums/Chats 

Set a task Participated in 

and created 

online 

forums/chats 

Computer for each 

learner 

Teacher’s PC  

 

 15 min BREAK    

10 Min 

 

Support network for learners  

 

Provided list and contact 

details of stakeholders 

necessary for online 

learners 

 Computer for each 

learner 

Teacher’s PC  
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INDUCTION PLAN  Beauty Level 6 - Work Experience Induction day 2 of 2 

 – Day 2   Time: 3 Hours               Room: 405 (Computer room) 

Time Content Teacher Activity Learner 

Activity 

Resources 

 

25 Min 

 

Introduction to Adobe 

connect  

Set up a mock webinar Participated in 

mock webinar 

 As above 

 20 min BREAK    

15 Min Assessments and attaching a 

file 

Set a task Attached a file As above 

30 Min Topic: Professional Goals – 

(Introduced digital tools)  

Introduced Kahoot; 

additional reading, online 

Moodle quiz 

Uploaded prepared 

material/digital tools to 

Moodle 

Engaged and 

completed 

assigned work 

Computer for each 

learner 

10Min 

 

Recap on topics covered in 

day 2 of Induction.  

Obtain feedback Questions & 

Answers  

Hard copy of 

stakeholder’s contacts 

details – emails address 

etc.. 

Induction Plan extracted from the Induction Plan in the Educator guide. 

 

 

 

 

 

https://curriculum.etbonline.ie/course/view.php?id=182
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Blended Learning Quality Assurance Guide is available on the CDU Moodle site 

For registration details to access the site, please email eva.hornung@cdu.cdetb.ie  

 

Blended Learning Quality Assurance 
Guide to the Blended Learning Policy,  
Key Features and Application Process 

https://curriculum.etbonline.ie/course/view.php?id=182
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