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Our Mission

Our mission is to provide professional high quality education and training services for
people in Dublin city that contributes both to the personal development of the
individual as well as to the overall social, economic and cultural development of the
City..

Our Vision
Our vision is to:

« Lead on the development and delivery of education provision in Dublin City.

» Actively provide inclusive, professional, high quality Education and Training in
Dublin City.

+ Respond to the developing and emerging need for education provision in Dublin
City.

» Deliver programmes that provide suitable qualifications for, and progression
routes into more advanced education courses, training programmes and
employment.

« Develop a comprehensive Youth Service in Dublin City.

« Deliver a well-managed, efficient, and fully accountable national awarding
authority for student grants.

Our core belief is that every person has a right to access Education and Training
opportunities that will enable them to achieve their full potential.

To support the individual to achieve their potential it is necessary for us as a service
provider to be:

Inclusive:  we are open to all learners who can benefit from the courses that we
offer and who come within the legislative scope of our services.

Respectful: we respect the right to equal treatment for all persons availing of our
services, respecting the rights of the individual including respecting the
person and their right to privacy.

Responsive: we are responsive to the changing needs of people and society
especially the needs of people who are socially disadvantaged and/or
unemployed

Enabling:  we provide opportunities to enable people to achieve their Education
and Training potential.

Our Commitments

We commit to:
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e promoting professional excellence in teaching and training, and quality outcomes
in learning

e providing a positive, agile, empowering working environment

e encouraging staff development

e recognising achievements at every level

e promoting professional excellence in our education and training support services
and in our administration

e promoting professional excellence and quality outcomes in youth work services

e delivering education, training and supporting youth services that are inclusive,
multi-denominational, and bound by an appropriate relationship of care and
respect

e responding to the needs of the learner as economic, societal and employment
needs emerge

e responding to economic and societal demands

e embracing individuality, diversity and inclusivity

e advocating civic, social, community and global responsibilities

e advocating for student, staff, parent and community participation in City of Dublin
ETB education, training and youth services

e promoting professional excellence in processing and delivering student grants
through Student Universal Support Ireland (SUSI)
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City of Dublin ETB Quality Assurance
Background to Quality Assurance Developments

In 2102, FETAC was taken into the Qualification and Quality Assurance Authority of
Ireland (QQI) along with other previous statutory bodies. QQI is an awarding body
but also the external quality assurance agency for all education and training
providers in Ireland including City of Dublin ETB.

City of Dublin ETB was established under The Education and Training Boards Act
2013. Following ministerial approval, the City of Dublin Vocational Education
Committee was officially dissolved as of 1st July 2013 and the City of Dublin
Education and Training Board was officially established. City of Dublin ETB is the
statutory and primary provider of programmes of Further Education and Training
(FET) in Dublin City.

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

In 2014, Regularisation of Arrangements Agreements were signed between all ETBs
and QQI. City of Dublin ETB took on the provider role and responsibility for previous
college and service QA agreements with QQI (formerly FETAC) and agreed to move
towards a more ‘unified system’ of QA. Previously City of Dublin ETB colleges and
services were providers in their own right and had quality assurance (QA)
agreements directly with the Further Education and Training Awards Council
(FETAC), which preceded QQI. In line with this agreement City of Dublin ETB moved
from the 22 legacy QA agreements to four consolidated QA procedures governing
four services to include Adult Education Service and Education Service to Prisons,
Colleges of Further Education, Training Centres and Youthreach

The original aim of this overarching quality assurance manual was to support the
transfer of SOLAS training provision and training centres to City of Dublin ETB.
However, the content of the manual reflects the content of the SOLAS QA Agreement
with FETAC (now QQI) in 2006 and updates made by City of Dublin ETB through
consultative processes and governance structures. This manual now represents the
guality assurance procedures for Training Centres as one of the four service spheres
of City of Dublin ETB.

Review of Training Centre Quality Assurance Procedures 2020

Both Training Centres recognise the value of a robust quality assurance system and
the approach has been taken to build on existing processes while taking appropriate
account of risk and seeking to incorporate elements from other service spheres within
City of Dublin ETB to move towards a more consistent and integrated approach to
guality assurance.
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The new Quality Assurance System (QAS) seeks to incorporate recommendations of
various stakeholders, including staff representatives.

Greater levels of risk were identified with Second Providers and Evening Training
provision, while lower levels of risk were posed by direct training provision within the
Training Centres. The result is a two-tier system where all or fewer processes are
implemented, depending on the level of risk associated with the circumstances of the
training provision. This has been termed the ‘Duality of Process’.

Enhancements to QAS:

The review and stakeholder consultation undertaken by the Training Centres has
resulted in the following approved enhancements to the QAS for City of Dublin ETB
Training Centres, which:

1. Facilitate the development of Locally Devised Assessments from both internal
and external sources for inclusion in the central bank of assessments
maintained by the Training Centres (CAMHS)

2. Reflect the establishment of Quality Teams in both CDTEB Training Centres —
in common with all other Colleges/Centres in City of Dublin ETB

3. Reducing the bureaucratic burden within the lower risk area of service provision
within Training Centres which allows for more time and resources to be directed
towards teaching and learning
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City of Dublin ETB Organisational Structure

CDETB Quality Assurance Governance and Strategic Planning

CDETB Board
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Senior Management
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Quality Maintenance, Enhancement and Assurance Policy

Definition of Quality Assurance

Quality assurance is anything that a provider does to maintain, improve and ensure the
quality of the learner experience and its outcomes for the learner, while policies and
procedures are the documented approach to achieving this. Quality assurance policies
and procedures operate at all levels, and provide guidance to management and staff on
how to approach their work.

QQI QA Guidelines and Review Procedures

City of Dublin ETB as the provider has clear obligations under the Qualifications and
Quality Assurance Act 2012. QQI issued new Quality Assurance Guidelines in
December 2016 and in addition new sectoral specific quality assurance guidelines for
ETBs. City of Dublin ETB must develop its procedures to take account of the clear
obligations set down by these two sets of QA guidelines.

City of Dublin ETB must review the effectiveness of their own QA procedures while
having regard to the new QQI QA guidelines. City of Dublin ETB must also embed self-
evaluation processes as part of monitoring and review to take place at all levels of the
organisation and across all service spheres. This is a key QA activity designed to
ensure service quality is maintained and enhanced on an on-going basis.

City of Dublin ETB Corporate Approach to Quality Maintenance & Enhancement

The ethos underpinning the approach to quality assurance maintenance and
enhancement is to work with our management teams and staff to find solutions and to
promote and

support collaboration and innovation. This approach recognises:

¢ that there should be an appropriate balance struck between corporate oversight
and centre autonomy

e the principle of subsidiarity: Allowing decisions within a system of governance to
be made at the most appropriate level.

¢ that all services are not the same, quality assurance procedures should fit and be
appropriate within the context of the type of service to which they apply

¢ the importance of achieving consistency in standards of quality within and across
services versus pursuing a wholly standardised approach to quality. A ‘one-size
fits all’ approach cannot work across a diverse range of services.

Page 8 of 114



QAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Strategic Objectives:
In facing that challenge, City of Dublin ETB has set a number of strategic objectives:

1.

Develop a more unified approach to QA in consultation with centres while
maintaining the quality of the existing system

Devise a QA Road Map — contains our cycle of activities from learner recruitment
to learner progression

Select procedural areas for City of Dublin ETB level review from the cycle of
activities in order of priority

Consolidate and build on current best practice, recognising and showcasing the
guality of existing systems, getting buy in from staff thus achieving the most
positive outcomes for our learners

To review developed policies and procedures on an ongoing basis with our
management teams and staff.

Establish an effective system for communicating with staff, ensuring that staff are
aware of QA policy and procedural development and its impact at centre level.
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Quality Customer Service Charter

Every member of staff of the City of Dublin Education and Training Board (City of
Dublin ETB) is committed to the principles of quality customer service as outlined
below:

Service for All
e We aim to provide a high quality accessible service to all our customers.

e We will ensure the rights to equal treatment established by legislation for all
persons seeking our services.

e We will use modern technology to support our service delivery.

e We will foster a co-ordinated and integrated approach to the delivery of our
services.

Courteous Service
e We will provide our service in a polite and courteous manner.
e We will ensure that privacy is respected at all times

When Entering our Buildings
e We will endeavour to ensure that all our buildings are accessible.
e We will keep our public and service areas safe and clean.

Public Information

e We aim to ensure that all information we produce is clear, timely and
accurate.

e Published information will be provided in an accessible and easy to read
format and will also be available on our websites.

e Our public information, as per the Official Languages Act 2003, will be
produced in both Irish and English and we will inform you of your right as a
customer to choose to be dealt with through the medium of either Irish or
English.

e Any member of staff visiting your home will carry official identification.

Personal Information

e We will treat all personal information provided in a confidential manner and
use such information only for the purposes for which it is supplied, in
accordance with relevant legislation.

Students/Participants and Staff

e We aim to provide the best service possible to students/participants of our
learning programmes and activities.

¢ We recognise staff as internal customers.
Consulting our Customers

¢ We will consult with you and evaluate the quality of our service on a regular
basis.
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Complaints and Appeals
e We welcome and invite comments on the service we provide and any
suggestions in this regard.
e There is a feedback facility on our website at www.City of Dublin ETB.ie
e In the event that you are unhappy with any aspect of the service provided to
you, a Complaints and Appeals Procedure is in place.
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City of Dublin ETB Training Centre Quality Teams

Context

As stated in the City of Dublin ETB mission statement, the organisation and its
constituent parts are committed to providing professional high quality education and
training services to all learners, who avail of or participate in the range of programmes
and courses which are delivered. This stated commitment to high quality provision
requires structures and processes which are inclusive of corporate (head office) and
local college/centre/service spheres. Therefore the promotion and enhancement of
guality assurance of the programmes and courses provided by City of Dublin ETB
encompasses both the corporate and the local level. In recent years City of Dublin
ETB has had to respond to new and more refined requirements by awarding bodies
such as QQI. In light of this, new structures are being developed within City of Dublin
ETB to respond to the changing environment.

One such structure is the establishment of a Quality Assurance Team in each
college/centre and service sphere. The Quality Assurance Team forms part of the
overall City of Dublin ETB Governance Structure for quality assurance and will be
aligned with and informed by relevant legislation, City of Dublin ETB agreements with
QQI and the City of Dublin ETB Quality Assurance Improvement Plan. The Quality
Assurance Team does not operate in a vacuum but is rather the individual college,
centre and service sphere link to the City of Dublin ETB corporate governance quality
assurance structures.

The following sections 1 to 3 outline the Terms of Reference for a Quality Assurance
Team at each college/centre or service sphere level. They are structured in such a
way as to take cognisance of the differing circumstances and provision across the City
of Dublin ETB while also promoting a broadly similar structure and modus operandi
for each college/centre and service sphere. The content of each section is briefly
outlined below:

Section 1: Defines the overall purpose of a Quality Assurance
Section 2: Outlines the possible membership of a Quality Assurance
Section 3: Outlines the operating procedures for a Quality Assurance
Appendix: Outlines indicative core tasks and work areas

The terms of reference for college/centre/service sphere Quality Assurance
Teams/Groups become operable within City of Dublin ETB from February 2019 and
they will be reviewed in February 2021.
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1. Overall Purpose

The overall purpose of the Quality Assurance Team is to promote, enhance, develop,
coordinate and support quality assurance in City of Dublin ETB Training Centres and
to foster and embed a culture of quality improvement in the provision and delivery
in City of Dublin ETB Training Centres. The Quality Assurance Team will prepare and
develop a Quality Plan for their Centre and service sphere and oversee its adoption
and implementation.

2. Membership

The membership of the Quality Team should strive to be inclusive and reflective of the
staffing levels and modes of provision in the Centre and service sphere and will be
determined by the specific provision, size and circumstances of individual colleges,
centres and service spheres. Whilst it is important to be inclusive, the Quality
Assurance Team should not become so large that it becomes unwieldy. Depending
on individual circumstances, membership could include:

e Principal/Head of Centre

e Adult Education Officer

e Regional Youthreach Coordinator

e Senior City of Dublin ETB staff from the Education Service to Prisons
e Deputy Principal/Deputy Head of Centre

e Youthreach Centre Coordinators

e Adult Literacy Organisers

e Teachers

e Resource Workers

e Community Education Facilitators

e Instructors

e Tutors

o Staff with a specific role and remit in relation to matters of quality assurance
e External stakeholders

The final make-up of the Quality Assurance Team will be determined at Centre level
and will be shaped and influenced by the specific circumstances in each location and
sphere of provision.
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3. Operating Procedures

The Quality Assurance Team will operate to agreed procedures as follows:

e It will be a permanent structure within each Centre and service sphere

e Meetings of the team will take place on a regular, scheduled basis of a minimum
of five times per calendar year

e The meetings will be chaired by the Training Centre Manager

e The meetings of the team will review and take account of relevant reports,
documentation or feedback which may have an impact or influence on quality
assurance in the Centre or service sphere. Examples could include:

o

o

o

Reports from External Authenticators (EAS)
Reports from Results Approval Panels (RAPS)
Reports from Training Standards Officers

Updates and briefings on the City of Dublin ETB Quality Assurance
Improvement Plan

Updates and briefings on the City of Dublin ETB Strategic Performance
Agreement 2018-2020 and other similar agreements

Self-evaluation reports and reviews of current programmes in the Centre
or service sphere

Proposals for the development of new programmes

Documentation/inputs from the City of Dublin ETB FET Development
Team

Documentation/inputs from the City of Dublin ETB Quality Assurance
Steering Group and other similar City of Dublin ETB quality assurance
structures

Guidelines on quality assurance from QQI and other relevant awarding
bodies

Examples of good quality assurance practices from within and without
City of Dublin ETB

Current research and publications in the area of quality assurance

e Minutes of the meetings of the team will be maintained and key discussion and

action

points recorded. The taking of the minutes may be rotated among

members of the team
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e Minutes may be circulated or made available to other college, centre or service
sphere staff who are not members of the team

e Copies of the minutes will be forwarded to the City of Dublin ETB, FET
Development Unit

e Actions, points and recommendations for the enhancement and improvement
of quality at Centre and service sphere level will be communicated to and
discussed with staff as per the structures in each Centre or service sphere

e The Quality Assurance Team will track and review the implementation of the
Quality Plan and any action points and recommendations for quality
improvement and enhancement at individual Centre or service sphere level

e The Quality Assurance Team will maintain appropriate links, relationships and
good communications with the following structures and personnel:

o City of Dublin ETB Quality Assurance Steering Group and other
City of Dublin ETB Quality Assurance structures

o City of Dublin ETB Senior Management Team
o City of Dublin ETB FET Directors

o City of Dublin ETB Further Education and Training Development
Unit

o College, Centre or Service Sphere level Governance Structures
where applicable e.g. Boards of Management, Management
Committees/Teams
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Quiality Assurance System Overview

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

QAS Overview

QAS Policy Documents

QAS Process Maps

QAS Document and Form Detail (included in relevant process maps)
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Procedures — QAS overview and System Control

QAS overview and system control process maps are available in this overarching quality
assurance manual as follows:-

QAS Overview and System Control Process Maps

o QAS — Quality Assurance System Overview

o QAS - Control of Documents

e QAS - Control of Records

¢ QAS - Product Non-Conformances, Preventative Actions and Suggested
Improvements (Issues Log)

¢ QAS - Management Review Process
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Transition Quality Assurance System (TQAS) Overview V1.0

Existing Courses -
Local Course Review —
TQAS-5d & 5e

Management

A4

Responsibility

A
4

Staff Recruitment and
Development
TQAS-3 & TQAS-3a

Existing Courses - Measurement
Organisational Course Anaiveisand -« Communications | Resource Equality
Review | y - TQAS-1 & 1a = Management TQAS-2
TQAS-5f mprovement
A A
New Course

Organisational
Evaluation
Programmes and
Services
TQAS-10

+

Critical Path

Process

‘ | Start of Process

Pre-defined Process/Procedure 3

\ 4

Training Delivery

A

TQAS-5b

Development
TQAS-5 & 5a

System Processes

Protection for
Learners
TQAS-7

Direct Training Delivery &
TQAS-5c
Second Provider Training
TQAS-8
(TQAS-8a — 8i)

Access Transfer
and Progression
TQAS-4

y

Fair and Consistent
Assessment of
Learners
TQAS-6 (TQAS-6a — 6j)

TQAS Issues Log
(Control of non-
conformances,

suggested
improvements)

Internal Monitoring
TQAS-9

Control of
Documents &
Records

Management
Review

@ i End of Process
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Transition Quality Assurance System (TQAS)

TQAS - Control of Documents V1.0

Note: *A document
refers to any process

Suggestion to amend an existing document*
map, form, letter or

or s
. procedures within the
Requirement for a new document* Transition Quality
Assurance System
R: TQAS Issues Log (TQAS)

Y

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

R: TQAS Issues Log

Feedback to .
. ) Relevant Unit
originator via-Issues <+—No L
Log Approval decision outcome

Yes

)

Generate/amend the document* centrally by the
Relevant Unit and upload on the intranet portal and
external portal

Revision History Log
and
Records Log updated.

Y

Document* implemented.
All users informed of change and TSS Issues Log
updated.
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Transition Quality Assurance System (TQAS)

TQAS - Control of Records V1.0

Record generated

y

Record stored as per the Records
Log

R: Records Log

Revision History Logs

y

Out of date records
will be archived / disposed of
confidentially

Critical Path

Start of Process

Process

Pre-defined Process/
Procedure

End of Process

JBDO+

Page 20 of 114



QAS Over-Arching Quality Assurance Manual

Transition Quality Assurance System (TQAS)

TQAS - Product Non-conformances, Preventative Actions and Suggested Improvements V1.1 (Issues LoQ)

A request to change a document
within the TQAS system is made

) 0 ERDIENEE (= A suggested improvement or
identified and logged onto the ) L
preventative action is made
Issues Log
A N
The line manger is notified that Representatives from the location
a non-conformance has been review the suggestion for approval/
logged. For assessment non approval and log onto the Issues
related issues, the relevant Log, where appropriate
officer must also be notified

A
Representatives from the location
review the change request for
approval/non approval and log
onto the Issues Log, where
appropriate

N

The non-conformance/preventative action/suggested
improvement/change request is assigned to the
relevant Officer/Manager

A

The non-conformance/preventative action/
suggested improvement/change request is
reviewed and actioned by the relevant Officer/
Manager

v

Note: Change Requests to
the system must also be
approved

The approved action relating to the non-conformance/preventative
action/suggested improvement/change request is updated on the
Issues Log by the nominated operator of the system

Critical Path

Start of Process

v

The update/status of the issue can be viewed on
the Issues Log by the originator of the issue

Decision

Process

‘ ‘ i Pre-defined Process/Procedure

End of Process
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Transition Quality Assurance System (TQAS)

TQAS Management Review Process V1.1

Note: The Chairperson

8 of the ETB
Issue Schedule of Management Review Management Review

Meetings at the beginning of the year Group must be Grade
6 or higher

R: National Schedule Agenda

A
Each ETB Training Centre Manager carries out a

review of their Quality Assurance System for their
location and records outcome of review

R: Agenda
R: Location/Regional Management Review Report

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

4

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

Issues Log

Preventative actions raised Suggested Improvements raised

Y

Minutes/Report
produced and updated on the Intranet

R: Minutes/ Management Review Report

Recommendations adopted and implementation
plan put in place

i ' Critical Path '

‘ ‘ ' Start of Process '

‘ ‘ ' Process !

‘ ‘ ‘ ‘ | Pre-defined Process/ Procedure |

C) ' End of Process '
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QUALITY ASSURANCE SYSTEM POLICIES AND PROCEDURES
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1. COMMUNICATIONS

POLICY

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

11

111

1.2

121

1.2.2

1.2.3

1.2.4

Purpose

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

Responsibilities
This City of Dublin ETB and CDCity of Dublin ETB Training Centre has

responsibility, as appropriate, to manage:

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

b) Acquisition of feedback from all stakeholders

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

This City of Dublin ETB and CDCity of Dublin ETB Training Centre has
responsibility to provide particular information relating to Curriculum,
Assessment, and Programme Evaluation. The Training Centre will provide this
information through mechanisms such as the following:

a) ‘A TRAINING SPECIFICATION’

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

C) ASSESSMENT REGULATIONS
d) QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’

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

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

This City of Dublin ETB has responsibility to ensure clear internal and external
communication routes in relation to the findings and actions arising from the
evaluation process.
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PROCEDURES - COMMUNICATIONS

Quality Assurance Communication Procedures are available in this Overarching
Quiality Assurance Manual and on the Intranet /Quality AssuranceSystem (QAS) as
follows:-

QAS Section One Process Maps

. QAS — 1 Communications
. QAS — 1a Customer Complaints

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

Staff Recruitment and Development
Programme Development Delivery and Review
Assessment

Monitoring

Evaluation

Page 25 of 114



QAS Over-Arching Quality Assurance Manual

Transition Quality Assurance System (TQAS)

TQAS - 1 Communications V1.0

Communications with Learners

Communications with Staff

Communications with other
Stakeholders

Course / Programme Information and Learner Information is
made available to Department of Social Protection for
dissemination to potential learners.

Information can also be accessed directly on the ETB, DSP/

Learners
receive information relating to their training in their Induction
Module and through the Learner Portal.

Policy on Learner Absence and Sickness
Policy on Learner Maternity Leave
Policy on Learner Health and Safety

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

R: TQAS-1-FO5a / FO5b Learner Code of Conduct
Infringement Report Form

INTREO Website, Promotional Literature and self-service kiosks.

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

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

Information relating to programmes and related
services is available to stakeholders

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

v

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

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

R: TQAS-8c-F17 Learner End of Course Feedback Report
R: TQAS 8a-F19 End of Course Questionnaire
R: TQAS-8e-F09 Learner Feedback Form
R: TQAS-8a-F17 Course Visit Report

R: TQAS-5¢c-F06 Customer Comment Form
Other Monitoring reports

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

Service Plans

R: TQAS-5c-F07
Course Review Form

Issues Log

Management meetings
take place to discuss
the course mix and
schedule

R: Meeting Minutes

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

R:

Minutes of meetings with Stakeholders
where appropriate

Employer Evaluation Forms
Research Reports
Annual Report

ESRI Client Follow-up Survey Report
R: TQAS-8b-F21 Training Review Report

Other monitoring reports

l

Local and Organisational Programme /
Course Review
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Transition Quality Assurance System (TQAS)

TQAS-1a Customer Complaints V1.0

Note: A complaint is defined as
any contact made by a Learner,

Customer Complaint received

the purpose of which is to express
dissatisfaction with the standard of
service, action or lack of action or

decision taken by an ETB.

N

Customer Complaint Form completed and
signed by receiver of complaint. The
relevant Manager is notified and arranges
for the complaint to be logged, where
appropriate. Any supporting documentation
is forwarded to the manager also

Respect and

R: TQAS-1a-F01 Customer Complaint Form

Dignity at Work [

v

Note: If the complaint
relates to a staff
member it is directed to
the relevant Manager,
who will handle the
complaint and any
documentation.

Note: If the complaint
relates to a local matter
itis logged as a Local
Complaint, if it is an
Organisational matter it
is logged as an

If complaint is received verbally,
the complaint form should be
completed and issued to the
complainant for signature or

confirmation that the content is

If the complaint is received
in writing, the email/letter
etc, is attached to the
complaint form.

correct.

Organisational
complaint.

HR Policies and
Procedures

!

The Complaint is acknowledged in writing

and/or where appropriate, the complainant

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

N

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

A

Note: Where the
complaint relates to an
individual, they are
informed of the
complaint.

Relevant Manager agrees an outcome with

the relevant parties. Outcome is recorded

on Complaint Form. Outcome signed and
dated.

A copy of this
documentation is sent to
the person who updates
the customer complaints

log

A

Complainant notified of outcome, as
appropriate.

Dj] 3 Pre-defined Process/Procedure i

Information Note

N

Customer Complaint Log
updated /maintained

Client may refer
complaint to the Office
of the Ombudsman

Page 27 of 114




QAS OVER-ARCHING QUALITY ASSURANCE MANUAL

1.3 Monitoring Evidence of Implementation

1.3.1 This City of Dublin ETB training centre monitors the implementation of this
Communications policy

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

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

IT Helpdesks

CiTy oF DUBLIN ETB/TRAINING CENTRE Service Plans
Customer Charter (where appropriate)

Promotional materials

Learner feedback forms and surveys

Follow-up survey of learners

Complaints procedure feedback

Staff meeting agendas and minutes, Intranet

Minutes of meetings with stakeholders

Research reports.

Learner Portal

Quiality AssuranceSystem (QAS) Documents and Forms

O 0 0O O0OO0OO0OO0OO0OO0OO0OO0o0OO0OO0oOOo
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1.4 COMMUNICATION MECHANISMS

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

(i) National Course Data Base (NCDB)

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

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

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

(ii) Results Capture Certification Request System (RCCRS)

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

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

(1V) CARS Curriculum and Assessment Revision System

The Curriculum and Assessment Revision System (CARS) enables
Apprenticeship Services to revise and maintain the curricula and
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assessments for each trade. The automated revision numbering system
ensures that Instructors are always using the correct revision of curricula
and assessments and is accomplished by the electronic creation of Phase
Summary Assessment Sheets (PSAS) and On-the-Job Competency Sheets
(OTJCS) from CARS.

(V) Apprenticeship Client Services System (ACSS)

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

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

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

(vii) Quality Assurance Monitoring and Evaluation Systems
These systems facilitate the CiTy oF DUBLIN ETB and the City of Dublin ETB
training centre to manage on-going monitoring, programme review,

evaluation and reporting to QQI and SOLAS in relation to CITY OF DUBLIN
ETB provided, organised and procured training programmes
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2.

Equality

Policy

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

2.1

211

2.2

2.2.1.

2.3

2.3.1.

24

24.1.

Purpose

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

Responsibilities

Responsibility regarding equality is as follows:

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

Equality Training

This City of Dublin ETB will ensure that all staff associated with learners, are provided
with training in relation to equality issues.

Equality Planning

This City of Dublin ETB training centre has responsibility for equality planning and the
development of Equality action plans as appropriate.
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Procedures — Equality

Quiality Assurance Equality procedures are available in this Overarching Quality Assurance
Manual and on the Intranet /Quality AssuranceSystem (QAS) as follows:-

QAS Section Two Process Maps

= QAS - 2 Equality
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Transition Quality Assurance System (TQAS)

TQAS-2 Equality V1.0

Equal Status Policy & Framework

R: Equality Policy for its Customers

|

The ETB Training Centre will agree training

requirements for staff relating to Equality < Staff Development

3a

R: ETB Staff Development Plans

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

R: Service Plans

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

Critical Path

R: Service Plans

Start of Process

Process

Pre-defined Process/Procedure

End of Process

O8O«
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2.5 Monitoring Evidence of Implementation

2.5.1 This City of Dublin ETB training centre monitors the implementation of this Equality
policy.

2.5.2 Evidence to confirm implementation of the CiTy OF DUBLIN ETB Equality policy and
procedure will at a minimum, include:

Meeting Minutes related to equality

Equality Action Plans.

Equality action plan results

Staff records re Equality training

Learner and staff feedback results.

Equality related publications

Quiality AssuranceSystem (QAS) Documents and Forms

O O O O O O O
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3.

Staff Recruitment and Development

POLICY?

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

3.1

3.1.1

3.2

3.2.1

3.2.2

3.3

3.3.1

3.3.2

Purpose

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

Responsibilities

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

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

Staff Recruitment and Allocation

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

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

11t should be noted that the ‘Staff Recruitment and Development Policy’ relates only to City of Dublin ETB
Training Centre employees. Policy relating to the recruitment and development of City of Dublin ETB Training
Centre employees, i.e. staff involved in City of Dublin ETB organised and/or procured training provision, is
included in the section on ‘Procuring Programme Delivery through Utilisation of Second Providers’.
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Procedures - Staff Recruitment and Development

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

QAS Section Three Process Maps

. QAS -3 Staff Recruitment
. QAS - 3a Staff Development
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Transition Quality Assurance System (TQAS)

TQAS-3 Staff Recruitment V1.1

Service Plans

Staff Recruitment
(In accordance with HR
Procedures)

Service Plans for
Training Provision

v

v

4

v

Cover for Instructors
Short term cover for planned/
unplanned absences

Night Training Tutors /
Instructors

Temporary Staff
Up to 9 months

Fixed-Term Staff
Up to 3 years

v

v

v

v

Recruitment screening process is
conducted in conjunction with HR
as per recruitment criteria to
establish suitable candidates for
cover requirements

R: Job Description and Person
Specification

Authorised by relevant
Officer / Manager

R: Staff Requisition
Job Description and Person
Specification

Authorised by relevant
Officer / Manager as
appropriate

R: Staff Requisition
Job Description and Person
Specification

Authorised by relevant
Officer / Manager

R: Staff Requisition
Job Description and Person
Specification

v

v

Temporary staff complete the
induction process with relevant
personnel

R: Programme/Instructor Induction
Programme

Vacancies are advertised
or expressions of interest
sought by relevant Training
Centre Manager

v

v

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

R: Temporary Staff Requisition

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

\ ]
‘ ‘ | Process |

' Pre-defined
! Process

Induction carried out with
relevant Assistant Manager /
Manager

R: Induction Checklist

v

Completed Induction Checklist
forwarded to HR

R: Induction Checklist

v

Permanent Staff

v

Authorised by relevant
Officer / Manager

R: Staff Requisition
Job Description and Person
Specification

v

Vacancy advertised and selection process,
including testing, implemented as per HR
procedures

Successful candidate (new entrant, promotion
and/or transfer) assigned to post and induction
process carried out with relevant Assistant
Manager/Manager as appropriate

R: Programme
Instructor Induction Programme

v

Completed Induction Checklist forwarded to
HR

R: Induction Checklist

v

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

Permanent position confirmed in writing, when
and where appropriate
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Transition Quality Assurance System (TQAS)

TQAS-3a Staff Development V1.1

Service Plan for

Training Provision

Staff Development

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

LTJ i Document
L
| Critical Path

y

Procedure

Corporate Training
Review

! |

L .

D]] i Pre-defined Process/ i
L

]

A

Identification of Training Needs

R: Individual Training & Development
Action Plan

Staff Development Plan costed and
approved

R: Unit Staff Development Plan

4

Staff Development Plan is
recorded

Implement Plan

!

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

l

Review and Evaluate Plan

R: Staff Training Validation Form
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3.4 Monitoring Evidence of Implementation

3.4.1 This City of Dublin ETB training centre monitors the implementation of this Staff
Recruitment and Development Policy

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

Job advertisements

Job descriptions and personal specifications

Staff Handbook

HR records

Staff training feedback forms

Induction Checklists

Individual Training and Development Plans

Quiality AssuranceSystem (QAS) Documents and Forms

O O O O OO0 O O
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In addition to the QAS National Quality Assurance Staff Recruitment and Development Policy,
there is a comprehensive set of generic organisational policies and procedures relating to Staff
Recruitment and Development.

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

HR policies and where they can be located

Staff Handbook where available

Staff Development detail

How staff development needs are identified e.g. Performance Management
Development System (PMDS)
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4. Access Transfer and Progression

Policy

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

4.1

41.1

4.2

Purpose

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

Responsibilities

The City of Dublin ETB training and City of Dublin ETB Training Centre Manager will have
responsibility for: -

42.1

4.2.2

423

42.4

425

4.2.6

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

Development and Review of information and advice, where appropriate, to assist
current and prospective learners to make informed choices in accordance with the
following:- QA 58/01 Training Specification, Appraisal of City of Dublin ETB
Programmes Leading to QQI Awards, (Pre Validation) or Development of and
Validation of City of Dublin ETB Training Programmes and Related Services Leading
to Awards

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

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

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

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

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

4.4 Facilitating Diversity

4.4.1 This City of Dublin ETB will facilitate, where practicable, learners with particular needs
to have access, transfer and progression options in City of Dublin ETB programmes.

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

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

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

b) Provision of information on supports available for learners with particular needs
c) Positive action in relation to entry and selection procedures

d) Advice to assist the learner in selecting a programme

e) Learner and staff feedback mechanisms on formative assessment

f) Assessment modifications/accommodations available.
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Procedures — Access, Transfer and Progression

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

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

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

Communications

Programme Development Delivery and Review
Equality

Assessment
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Transition Quality Assurance System (TQAS)

TQAS-4 Access, Transfer and Progression V1.0

This training centre promotes and
facilitates access, transfer and
progression (ATP) for learners

v

A

ATP Information Provision
Information provided to Department of
Social Protection for dissemination to
(potential) learners including:
- Access, transfer and progression
options
- Entry requirements and selection
criteria
- Programme content and duration
- Award details and requirements
- Learner supports
- Fees, grants and allowances
- Learner rights and responsibilities
including information on protection of
learners, learner appeals and
complaints procedures

Internet

Department of Social Protection (INTREO)

Self-service kiosks

Learner Portal

Facilitation of Access, Transfer & Progression
This ETB Training Centre facilitates learners to access its programmes and/or to transfer/
progress to employment and/or further training and education through INTREO operated by
Department of Social Protection. Access to STB courses & Apprenticeship is employer led.

v

The learner and DSP Officer engage in a guidance process to
determine individual needs regarding employment/training/
education and agree an action plan to include any possible

transfer or progression arrangements

Client secures
i employment

v

v

Access
This ETB Training Centre will
provide Training Specifications
including learner profiles for training
courses.
Internet
Self-service kiosks

QA58/01
Course Recruitment System (CRS)

v

Selection for the course is based on
the guidance process (interview)
between the learner and an DSP

Officer

v

DSP Officer identifies any additional
supports required by learners

v

Transfer
This process is managed by the ETB
Training Centre and can occur
a) if it emerges that the course is not
the right option for the learner upon
commencement or
b) due to changed circumstances for
the learner or
c) on completion of a course, a
learner may be eligible to transfer to
another course at the same level as
agreed with their DSP Officer or as
identified in their Individual Learning
Plan (ILP)
Transfer Documentation
QA58/01
Self-service kiosks
Internet
Course Recruitment System (CRS)
TSS-8d-FO5 Learner Start / Transfer
Form

v

Progression
This process is managed by
Department of Social
Protection.
On completion of a course, a
learner may be eligible to
progress to another course at
the next level in line with their
training plan as agreed with
their DSP Officer or their
Individual Learning Plan (ILP)
as agreed with Second
Provider project personnel
QA58/01
Self-service kiosks
Internet
CTC Skills4u
Course Recruitment System
(CRS)
STP Individual Action Plan

DSP Office informs the learner of any
RPL facility in place that applies to
the award/s and discusses the
options with regard to exemptions
for course / award/s

A
ﬂeamer called to start course>

8i SBA Procedures
no.
15 & 31

Page 44 of 114




QAS OVER-ARCHING QUALITY ASSURANCE MANUAL

45 Monitoring Evidence of Implementation

4.5.1 This City of Dublin ETB training centre monitors the implementation of this
Access Transfer and Progression Policy

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

QAS portal

The Learner Portal

Self Service Kiosks

Assessment Regulations

Transfer Documentation

Learner support requests and approvals

Section 4, Access, Transfer and Progression, Documents)
Quality AssuranceSystem (QAS) Documents and Forms

0O o0 O O 0O O O O
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5.

Programme Development, Delivery and Review

Policy

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

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

5.1

51.1

52

521

5.2.2.

5.3

531

Purpose

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

Responsibilities

This CiITY OF DUBLIN ETB has responsibility to support the City of Dublin ETB Training
Centre in engaging in a systematic approach to programme development, delivery and
review in the following areas:

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

d) Evaluation of training programmes and related services

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

Identification of Economic and Social Learning Needs

THIs CiTy oF DuBLIN ETB ensures that learning needs for CitTy oF DUBLIN ETB
provided, and/or organised and/or procured programmes are developed:

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

b) In accordance with agreed industry standards and in consultation with relevant
stakeholders.
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5.4

54.1

5.4.2

5.5

551

554

Programme Development

This City of Dublin ETB ensures that the systems for developing its provided, and/or
organised and/or procured training programmes and assessments are agreed with

QQL.

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

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

o 'APPRAISAL OF PROGRAMMES LEADING TO QQI COMMON AWARDS (PRE-
VALIDATION)’ or ‘DEVELOPMENT AND VALIDATION OF TRAINING PROGRAMMES
AND RELATED SERVICES LEADING TO AWARDS'’

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

e ‘QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’

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

b) Other tools for planning training.
Alternatively

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

(Individual City of Dublin ETBs can insert their agreed methodology here)

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

Programme Validation
This City of Dublin ETB will:-

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

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

e In CiTy oF DUBLIN ETB organised and procured training, where programmes
involve second providers known to THIS CITY OF DUBLIN ETB, before programme
validation, this City of Dublin ETB will consult with such providers and show
evidence of such consultation before the CiTy oF DUBLIN ETB application for
validation is made.

In CitTy oF DuBLIN ETB organised and procured training, quality assurance
responsibilities of THE CITY oF DUBLIN ETB as first training provider and any second
provider involved form part of a written statement of arrangements as specified in the
Quiality Assurance Policy section re Procuring Programme Delivery through Utilisation
of Second Training Providers.
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5.6

5.6.1

5.6.2

5.6.3

5.6.4

5.7

57.1

5.7.2

5.7.3

Programme Delivery

Programmes delivered by this City of Dublin ETB will be selected from former FAS,
SOLAS, former VEC and City of Dublin ETB QQI, validated programmes.

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

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

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

Programme Review

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

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

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

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

QAS - Section Five Process Maps

=  QAS-5 Programme/Course Development
= QAS-5a-01 New Programme/Course Development

=  QAS-5a-02 Validated Programmes

=  QAS-5a-03 Community Training Second Provider Request for Programme Validation
= QAS-5b Training Delivery Overview

=  QAS-5c Direct Training Delivery

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

= QAS-5e Local Programme/Course Review (Delivery and Curriculum & Assessment)
=  QAS-5f Organisational Training Programme/Course Review

The core requirements for the development of a programme and for its validation by QQI are
set out in: -
o QAS-5 Programme/Course Development

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

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

TQAS-5 Programme/Course Development V1.1

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

\
v v v

Ir i Dt Community Training CSCS/QSCS E-College Standard Based
Direct & - - n e e—T————
Community Training SafePass On-line & Blended Apprenticeship
Contracted ) =
Trainin Centres, Local Environmental Training As per SBA
includin l\?i ht Training Initiatives and Training Procedures
g Nig Specialist Training No. 37 & 38
Training
Programme

v

Scoping Proposal is completed and scored as per the Scoring Matrix, by
the relevant Unit and approved by the relevant Officer

TQAS-5a-F01 Proposal to Develop a New Training Programme/Module

v

The approved proposal is assessed by the New Course Committee and forwarded
to the relevant Officer

TQAS-5a-F01 Proposal to Develop a New Training Programme/Module

v

- \ The approved proposal is recommended/not recommended by the relevant
| Critical Path | .
L Officer. Recommended proposals are forwarded to

' Start of Process i the relevant Officer for approval

l:l | Process ' ¢
D]] 3 Pre-defined Process/Procedure 3
[
i

A 4

TQAS-5a

Relevant Officer notifies the Chairperson of the New Course Committee of the approval /
Information Note 1 non-approval decision. The New Course Committee notifies the requester of the outcome.

3 End of Process |
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Transition Quality Assurance System (TQAS)

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

TQAS-5
Programme Development

Programme/Course approved for development by relevant officer
R: TQAS-5a-F01 Proposal to Develop a New Training Programme/Module

v v

‘ Where former FAS System is Utilised ‘ Note: This process covers Where current ETB System is Utilised
the development of
curriculum and ¢
Common Standards Process nents for

Note: Comply with Common Plan put in place for the development of the programme/ Traineeship, SST, To be inserted

Standards Development Process for course/award as appropriate Bridging, Foundation,

developing and migrating Awards. ;

Award Development Phase where no Return to Work, Online

award exists Training, Night Training,

Community Training

= T inser
Centres, Local Training o be inserted

‘ QQI/FETAC notified, where appropriate \

¢ Initiatives and Specialist #

Training Programme.

Curriculum, Assessments and Resources are developed by
the appropriate unit in consultation with stakeholders and in
compliance with the National Award Standard

Note: 3" party courses and
certification may be used to
meet labour market needs

where National Standards are R: Curriculum, Assessments, Workplace Competency

n 0 " Schedules, Learner Resources To be inserted
not in place or won’t be in TQAS 6¢-F12 Course Summary Assessment Sheet & Results
place to meet demand for Approval Form (for Major Awards only)
course. - -
Other appropriate documentation
Note: not all records applicable to all courses
New Programme is signed off by the relevant Officer/Manager New Programme is signed off by the relevant officer
Progarmme Approval ¢ ¢
Process for Programmes
leading to a common Programme Appraisal is carried out as per the Programme Programme Appraisal is carried out as per the Programme
Award Standards g Approval Agreement Process Approval Agreement Process
inslucind migrated
awards ¢ i

Relevant Officer Approval .
Relevant Officer Approval

Training Specification transferred onto the Enquiry NCDB, Assessments
updated on CAMS system and resources updated on the learner
resources server, as appropriate. All relevant stakeholders notified and
updates posted on the Intranet by the authorised personnel

l:l -
|:| L Process
L1

Process/Procedure |
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Transition Quality Assurance System (TQAS)

TQAS-5a-02 Validated Programmes V1.1

Note: ETB must Utilisation of Existing Validated Programmes Assessment

ensure the Regulations
safety, security

and control of
assessments

Former FAS/SOLAS Validated Programmes
sealed at
31* December 2013

Former VEC/ETB Validated Programmes
Ongoing

Universal ETB Utilisation of Former FAS/SOLAS and
Former VEC/ETB Programmes.

Y

List of Programmes available for ETB Training
Centre Utilisation

R: List of Programmes

¢ 3 Critical Path
3 Start of Process
i

;
|

ﬁ T Endof Process 1
‘ |
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Transition Quality Assurance System (TQAS)

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

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

Request for Programme Validation submitted to relevant
Unit
R: TQAS 5a-F02 CS Request for Validation

v

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

R: TQAS 5a-F02 CS Request for Validation

y

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

y

Programme Module Descriptor(s) and MAP(s) meeting
requirements of PAA submitted to CDO by Second
Provider
Programme Descriptor
Module Descriptor
Modular Assessment Programme

y

Draft documents circulated for peer review by CDO
Programme Descriptor
Module Descriptor(s)
Modular Assessment Programme(s)
Curriculum & Assessment Review Forms

y

Feedback from Peer Review returned to Second
Provider by CDO for action

Curriculum and Assessment Review Forms

y

Final draft submitted by Second Provider to relevant Unit
for approval
Programme Descriptor
Module Descriptor(s)
Modular Assessment Programme(s)

A
Relevant Unit submit programme to PAA

process for appraisal
Programme Descriptor
Module Descriptor
Modular Assessment Programme
Programme Appraisal Form
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Transition Quality Assurance System (TQAS)

TQAS-5b Training Delivery Overview V1.1

Training is delivered by both direct delivery in Training Centres and through a series of
second provider arrangements such as commercial providers, community providers and industry
provision on SBA Phases 1, 3,5 & 7

v v v

v

Industry provided in-

company training

Standard Based
Apprenticeship
Phase 1,3,5&7
TQAS-8i

Direct Training in Commercial Community Approved Training
ETB Training Centres Second Providers | Second Providers _ | Organisations
(Construction)
4
Direct Training Community
Delivery C;’m.ra.aed Training CSCS/QSCS
including In- > T rr;lnlng ™ Centres ™ TQAS-8e 7
centre, night QAS-8a TQAS-8b
course delivery,
sponsored
training and E-
College . .
TQAS-5¢ Enwrom_nental Loca'I'Tr_alnlng SafePass
> Training > Initiatives > TOQAS-8h >
TQAS-8f TQAS-8c
Specialist
N Training
Programme
TQAS-8d

¢ i Critical Path

‘ ‘ i Start of Process

i
‘ ‘ | Process

‘ ‘ ‘ ‘ iPre-defined Process/Procedurei

Standard Based
Apprenticeship
Phase 4 & 6
TQAS-8i
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Transition Quality Assurance System (TQAS)

TQAS-5c Direct Training Delivery V1.0

Note: SBA Phase 2 . . . o
courses are scheduled as Decision is made to deliver the training course
per the SBA procedures

v v

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

Course Code/Location and budget
are assigned on SAP

v

Staff Recruitment Classroom or Workshop prepared in compliance with
and Development » Health and Safety requirements & Training Materials
TQAS 3 & TQAS 3a prepared
All required resources are in place before the first or Financial Authority
. Levels and
revised run of a course commences >
. Procurement
R: TQAS 5c-F01 Resource Checklist Procedures
Course Delivery as per QA58/01 and QA39/01 or
SBA Curriculum
R: TQAS 5c¢-F02 Training Record
TQAS 5c¢-F03 Learner End of Course Questionnaire Note: Communication and
Issues Log < TQAS 5¢-F04 Learner Computer Resources & Internet Dissemination of information
Usage Declaration to Learners including:
TQAS 5c-F08 Provisional Results (suspended) i-nfourm;ijilctjr?q < AT
TQAS 1-FO1/TQAS FO5b Learner Code of Conduct -Learner responsibilities
Infringement Report Form -Assessment methods
v | Critical Path § v -Repeat assessment criteria
[ i Start of Process Course Review conducted SPEGIE (EEMET (EGLTEMEES
|:| i Process | at least once per annum

R: TQAS 5c¢-F03 Learner End of Course Questionnaire
‘ ‘ TQAS 5c¢-F06 Customer Comment Form
[ ][ romaionnore | TQAS 5¢-FO7 Course Review Form

C) | End of Process i

Dj] i Pre-defined Process/Procedure i

Page 55 of 114



QAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

TQAS-5d Programme/Course Review Overview V1.1 (Local & Organisational Review)

All training provision is subject to review. Programme/course reviews
are carried out both locally and organisationally

}7 Pre-defined Process/ o
i i
Procedure

Community Training
ETB Training Centres Community Training CSCs/QSCs Standard Based On-line Training
— Direct & Contracted Centres, Local Training Environmental Apprenticeship &
Training Initiatives and Specialist Training Night Training
Training Programme SafePass
Direct Training Community Training -,
Delivery including Centres CSCsS/QSCs Standard Based Training
In-centre, night TQAS-5e TQAS-5¢ Apprenticeship Delivery
» | Ccourse delivery, TQAS-5f TQAS-5f TQAS-8i TQAS-5e
sponsored training
and E-College
TQAS-5e . . Environmental
TQAS-5f Local Training Initiatives Training
TQAS-5e TQAS-5e
TQAS-5f TQAS-5f
Contracted Trainin Specialist Trainin
9 P Programme 9 Safe Pass
Ll TQAS-5e TQAS-5e TQAS-5e
TQAS-5f TQAS-5f TQAS-5f
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Transition Quality Assurance System (TQAS)

TQAS-5e Local Programme/Course Review V1.1 (Delivery and Curriculum & Assessment)

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

R: As appropriate to the programme

TQAS 5c¢-FO03 Learner End of Course Questionnaire

TQAS 8a-F21 Contractors Course Report »

TQAS 5c¢c-F06 Customer Comment Form
TQAS 5c-F07 Course Review Form
TQAS 8a-F12 Weekly Training Report
TQAS 8a-F17 Course Visit
TQAS 8a-F19 End of Course Questionnaire

TQAS 8b-F15 Training Monitoring Report
TQAS 8b-F21 Training Review Report
TQAS 8c-F16 Learner Mid Course Feedback Report
TQAS 8c-F17 Learner End of Course Feedback Report

|
v v

Course Review
information to be
considered in the

service plan for the
following year

Local issues are reviewed, resolved and Organisational issues, for example,

logged on the TQAS Issues Log

R: Local Corrective / Preventative Actions
(Continual Improvement)

Curriculum and Assessment issues are
referred to the TQAS Local Issues Log

R: Local Corrective / Preventative Actions

(Continual Improvement)

When requested, a copy of the course
review forms are sent to the relevant ETB Officer /
Manager

Critical Path 1

Start of Process |

v
g
[ i

Process |

D]] i Pre-defined Process/Procedure i

()i

End of Process i
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Transition Quality Assurance System (TQAS)

TQAS-5f Organisational Training Programme/Course Review V1.1

Note: This process covers the
review of all ETB Training
Programmes / Course Provision

Updates / amendments /
corrections to curriculum and
assessments as a result of
corrective actions or changes to
course requirements e.g.
licensing, legislation, technology
etc will be made on an ongoing
basis as appropriate

A

Relevant Officer will arrange to
correct / update the curriculum
and / or assessment and will do
S0 in conjunction with an
Internal / External SME (if
appropriate)

A

Curriculum & Assessments are
corrected/up-dated by the
appropriate unit in consultation
with stakeholders and in
compliance with the National
Award Standard

Curriculum, Assessments
Workplace Competency Schedules
Learners Resources
Other appropriate documentation

Note: not all records applicable to all courses

A

Manager / Programme Manager

Approval

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

This ETB will work with an
Internal / External SME to review
the programme

Y

Curriculum, assessments and resources are
reviewed and developed by the appropriate
unit in consultation with stakeholders and in

compliance with the National Award
Standard

Curriculum, Assessments
Workplace Competency Schedules
Learners Resources
Other appropriate documentation

Note: not all records applicable to all courses

Y

Reviewed Programme / Course is
signed off by the appropriate Manager

Y

Programme appraisal is carried out as
per the Programme Approval
Agreement Process, if appropriate
R: Programme Appraisal Form

Y

Relevant Officer Approval

v

Curriculum transferred onto the Enquiry NCDB, .
Assessments updated on CAMS system and
resources updated on the learner resource
server, where appropriate. All relevant
stakeholders notified and updates posted on the
Intranet by the authorised personnel

Programme Approval
Process for
Programmes leading
to a common Award
Standard including
migrated awards
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5.8

5.8.1

5.8.2

Monitoring Evidence of Implementation

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

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

Identification of Training Needs research results
Programme schedules

Training and assessment specifications

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

Programme Appraiser Handbook

Quiality AssuranceSystem (QAS) Documents and Forms
Monitoring reports

Programme review reports

Programme evaluation reports
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6.

Fair and Consistent Assessment of Learners

Policy

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

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

6.1

6.1.1

6.2

6.2.1

6.2.2

6.2.3

6.3

6.3.1

Purpose

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

Responsibilities
City of Dublin ETB has responsibility for:

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

b) Dissemination of Assessment Regulations

c) Ensuring compliance with CiTy oF DuBLIN ETB Assessment Policy and
requirements

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

City of Dublin ETB has responsibility for development and approval of assessment
instruments in accordance with approved assessment design mechanisms e.g. :-

a) City of Dublin ETB approved assessment design methodologies

b) Assessment Design Series, (QA98/01, QA98/02, QA98/03)

c) Assessment Regulations

d) Policy on Assessment Development and Marking and Grading for Adult Courses

This City of Dublin ETB training centre has responsibility to:

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

Assessment Design

This City of Dublin ETB has responsibility to:

a) Maintain ‘QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’ to ensure
fair and consistent administration, delivery and review of assessments
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b) Reflect the ‘QQI PoLICY ON ASSESSMENT’ and/or ‘MARKS AND STANDARDS' policy
and procedures document
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6.3.2

6.4

6.4.1

6.5

6.5.1

6.5.2

6.6

6.6.1

6.6.2

THIS CITY OF DUBLIN ETB has responsibility to:

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

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

C) Meet the National Standards as determined by the relevant Awards Council.
Coordinated Planning of Assessments

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

Information to Learners

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

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

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

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

Assessment Security and Accommodation

City of Dublin ETB and the City of Dublin ETB training centre ensure that systems are
in place to protect the security and integrity of the assessment process.

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

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

b) Maintain and secure assessment results and records

C) Supervise assessments

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

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

f) Review regularly local assessment security arrangements and update these as
appropriate.
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6.6.3

6.6.4

6.6.5

6.7

6.7.1

6.7.2

6.8

6.8.1

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

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

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

Consistency of Marking

City of Dublin ETB:-

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

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

City of Dublin ETB training centre

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

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

Feedback to Learners
At course level, City of Dublin ETB training centre ensures that learners:

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

c) are informed about the appeals process in relation to assessment results.
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PROCEDURES - FAIR AND CONSISTENT ASSESSMENT OF
LEARNERS

REVIEWED AND UPDATED MARCH 2021 V33

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

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

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

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

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

Quality Assurance Fair and Consistent Assessment of Learner procedures are in line with
the following Process Maps:

QAS Section Six Process Maps

QAS - 6 Fair and Consistent Assessment (Notifications Overview)

QAS - 6a Fair and Consistent Assessment of Learners Overview

QAS - 6b AVAA Calendar Process

QAS - 6¢ Assessment Process

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

=  QAS - 6f Pre Results Approval Process and Internal Results Verification
* QAS - 6g External Authentication

=  QAS - 6h Results Approval Process and Meeting

QAS - 6i Processing of Results - Post Results Approval

QAS - 6] Learner Assessment Appeal Process

QAS - 6k Certification Audit Process

QAS - 6l Development of New Assessment Specifications

3 The section was reviewed by both Training Centres with enhancements proposed to the Quality Assurance and
Strategic Planning Council, and were approved on the X//x/xxx.
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Quality Assurance System (QAS) Section 6 Fair and Consistent Assessment of
Learners Duality of Process Overview

CDETE Training Centres provide training opportunities to learmers by direct delivery in the Training Centre or by
training procured through 2™ Providers such as Contracted Trainers, Community Training and Evening Training.
All CDETE Training Centre programmes lead to certification, ranging from NFQ Levels 3 to 6 and includes
Standards-based Apprenticeship. Differing levels of responsibility and risk result in a duzality of processes
between the Training Centre and the 2™ Provider.

!

Process Maps pertaining to training delivered by a
2nd Provider, to include Contracted Training,
Community Training and Evening/MNight Training:

QAS Fair and Consistent Assessment (Notifications
Ovwerview) (2™ Provider)

QAS - 6a Fair and Consistent Assessment of Learners
Overview (2™ Provider)

QAS - 6b AVAA Calendar Process (2™ Provider)

QAS - 6c Assessment Process (2™ Provider)

0AS - 6d Internal Verification on the Conduct of the
Assessment Process (2™° Provider)

QAS - Be Peer Review of Assessment Results (2™
Provider)

QAS - 6f Pre Results Approval Process and Internal
Results Verification (2™ Provider)

QAS - 6g External Authentication (27 Provider)
QAS - 6h Results Approval Process and Meeting (2™
Provider)

QAS - 6i Processing of Results - Post Results
Approval (2™ Provider)

QAS - 6] Learner Assessment Appeal Process (2™
Provider)

QAS - 6k Certification Audit Process (2™ Provider)
QAS — &l Development of New Assessments (TC &
2™ provider)

Process Maps pertaining to direct training
delivery in the CDETE Training Centre:

QA% Fair and Consistent Assessment
(Motifications Overview) (TC)

OAS - 6a Fair and Consistent Asseszment of
Learners Owerview (TC)

QA% - 6b AVAA Calendar Process (TC)

OAS - 6c Assessment Process (TC)

QAL - 62 Peer Review of Assessment
Results (TC)

QAS - 6f Pre Results Approval Process and
Internal Results Verification (TC)

QAS - 62 External Authentication (TC)

QAS - 6h Results Approval Process and
Meeting (TC)

OAS - 6i Processing of Results - Post Results
Approval [TC)

QOAS - Bj Learner Assessment Appeal
Process [TC)

QAS — 6l Development of New Assessments
(TC & 2™ Provider)

¥

All Assessmient Specifications are held/accessed by the T30 ina ol Central Assessment Management System (CAMS),

for dissemination to Training Centre Instructors and 2™ provider management/co-ordinators (with the exception of
on-line assessment). SBA assessments are accessed via SOLAS Assessment Management System

k

r

~
All certification requests (Training Centre and 2nd Provider) are approved by the CDETE Area Manager (or
representative) and submitted to the Awarding Body by the Training Standards Officer. SBA certification
submitted to Awarding Body by SOLAS
S
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The following pages illustrate two distinct sets of Process Maps, relevant to the
training locations/settings for which they were designed:

1. Direct training delivery in the City of Dublin ETB Training Centre

2. Training delivered by a 2nd Provider, to include Contracted Training,
Community Training and Evening/Night Training
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Process Maps pertaining to direct training
delivery in the City of Dublin ETB Training
Centre
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Quality Assurance System (QAS)

Fair and Consistent Assessment (MNotifications Overview) V1.0 [TC]

Learners are assessed using many different assessment methods and assessment is camried out as per the assessment specification. The Training
Standards Office provides relevant and timely advice, information and support to Management and Instructors on matters relating to the assessment
process, the processing of certification, training matenals and training aids, training methodolegies and training practices to meet the requirements of
certifying agencies associated with the delivery of the programmes. All assessment events are subject to sample verification of process and results.

'

I

Assessment
Instrument

Specifications
(AIS — CAS)

3d Party
Assessment
Programmes

!

¥

SBA
Assessment
Specification

Assessments

DOnline

The Training Standards Office is nofified of each assessment event in advance in order to produce and maintain the Assessment Schedule.

I

AlS

When requested, at the stari of the course,
assessments are generated from CAMS and are

issued to relevant instructors.

Assessment events must be notified to the Training
Standards Office in advance of the assessment.

* For in-centre courses 5 working days

3™ Party
Assessments

When
requested,
assessments
are generated/

prepared as
per the
relevant
awarding body
guidelines

R:QAS-Gc-F11

!

'

On-line
Assessments
Assessments are
generated and
conducted on-line
as per the
relevant awarding
body guidelines.
Assassment
events are
notified to the
Training
Standards Office
10 working days
prior to the event
R:QAS-6c-F11

Locally
Devised
Assessments

Locally Devised
Assessments
must adhere to
the QAS
process for
development of
same

R:QAS-61

Office.

Mote: When CAS AlS are released to
Training Centre Instructors (including
Might Course Instructors), the:
required number of copies are
generated by Training Standands

Hote: Test packs issued fo
Inatructors (including night
course Instructors) must be
retained securely and
confidentially.
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Quality Assurance System (QAS)

QAS-6a Fair and Consistent Assessment of Leamers Overview V1.1 [TC]

assessment evidence prior to Results Approval.

The Quality Business System includes final submission dates for the certification period. These dates are
outlined below which, in turn, requires a cut off date for the Training Standards Ofice to receive results and

o ;‘1;5 - Final Final i Fina Final
= . R . .
Submission Submission Submission Submission
Date to QI Date to Q0 Date to QG Dale QG Date to QQI Date to QQ
]
127 February 12" Apri 12® June 12th August 12th October 124
December

Mote: The following colour pens
ame o be used on scripls
- Red pen by e Assessor
- Green Pen by the TSO, if

MECES5arny
- Black | Biue pen by the
Authenticator

Fear Review

Intemal verfication, peer review and resulis

approval are scheduled to mest the QO

submission dates as per the Assessment

erification, Authentication and Approwval
Process

QAZ-Bb

¥

Assessments are conducted and marked (using
red ink [ pen) as per the Assessment Process

QAS-Ge

LaAS-Gg

L4

been assessed. In addifion to this, the

Asseszment Sheets and the Summany

Note: There should be avidence on
the soripts to show that they have

overall result should also be on the
scripk. These results should be
transoribed to the Individual

BAsseczment Sheet

Internal Verification of resuks is camed out as
per the Pre Results Approval Process and the
Results Approval Checklist

QAS-Gf

Mote: This verification of results

includes the check carmied out
by the TS0 Office as per the
Ressults Approval Checklist

.

External Authentication {record marks /
comments in black {blue ink)

QAS-fg

!

Nﬁﬁ = TEMIEE;:W for Results are submitted to the Resulks Approva
o Pp';mm_ fu_lT:I;II'IEI Panel and the RES-EE- ﬁl'.pp‘;nl.rd MEEFI.JIP"'; takes
DrogrETITES place as per the Results Approval Process
_QAS-Eh
The TS0D processes the RAP approved resuks
Appeals Process for
as per the Post Results Approval Process approved results
QIAS A QA58
Certificates and transcrpts received from GO
are checked agains:ﬂ'u.e approved F12s M:t; &Eﬁaﬁm b}m
QAS-Bi Training Centre. & 100% check
of cerificates must be conducted
Jr prioe bo issue to the kamer
Evidence of Cartificates being
issued fo the leamer must be
Certficates are issued to leamers retained.
Page 8
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Quality Assurance System (QAS)

QAS-Bb Assessment Verification, Authentication and Approval Calendar Process V1.1rg)

Course Schedule Information
The relevant Programme Manager must ensure that a schedule of all planned courses is
developed and commanicated to all relevant staff. The proposed schedule must b2 in ne with
AVAA Calendar and include course type, tile, code, start date, finish date, name of Instructors/
Trainers, kst of course modules {only i more than one Instructontrainer delivering the course
and state which modules each Instructor will delver)

!

Assessment Results Submission Plan
Based on the expected finish dake of the course select, using Assessment
Verfication, Authenfcation and Approval (AVAA) Calendar, fie appropriate
cycle for submission of assessment results for approval.
!
Scheduling Assessment Verification
Based on the number of cowrse nuns in a year, determine (using the AVAA
Calendar], the period{s) during which Peer Review will be scheduled. Based
on the assessment notification, select the assessment event for the peer
rexiew of results.
!
Mote: ROCRS Results Approval Checks
genacted FL2 1 Assessment results must be submitted to Traming Standards Office as
= mj: - appropriate within 4 weeks of course finish date. Intemnal Verfication and
Exiemal Authentication of results to be undertaken for each certfication
round. Only resuls that have been intemally venfied should be
presented for external authentication
!
External Authentication
Extemnal Authenticator visit dates agreed/confirmed with the Exemal
Authenticators. A copy of the RCCRS generated F 125 with PPSN
blanked ouwt should be issued to the Authenticabor
!
+ +
3" Party Awards Hiota: Whers the
External Authentication For 3 party modules | R Waor Aoaard
The penod available for Extemal components, provided the mr pmaﬂ
Authentication should be Traming Centre has complied with ﬁmm
considered at the planning stape the awarding body reguirements of fie @wand
then the resuls can progress o ﬂﬂErE&l?:;nﬂEti-
Results Approval. A COpY _Im';E
| | 3" Party Award
1 b=
achieved miE De
Results Approval Panel Meeting ﬁmﬁ
RAP meetings should be as per the AVAA Calendar Authentioatan
:
Submitting Approved Resulis
Once results are approved by the RAP, they should be recorded as approved in the
RCCRS and submitted. The latest date for submission of results for that cycle s as
per the AVAA Calendar
'
G Validation of Record
Address any Q85 mwalid entries in lne with the AVAA Calendar.
Page 2
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Quality Assurance Sysiem (QAS)

QAS-6c Assessment Process V1.1 [TC]

Training Standards Office is notified of each assessment -
Traning — QAS Owverarching
Detvary * Cualty AssiEnce
R:QAS-Bo- Motficabon of Assessment Event | Marual
Assessment Request Fom
Azz2sgment
Reguiations ¥ AEEEEETEM
A schedule of upzoming assessment events is mﬁi
generated by the Training Standards COfice in line with -
the Assessmem Verfication, Authentication & Approval
P?Jfﬁ;gr?gh Process for each QG cerification cyde
Assessment OAS-Eb
Sysiem
Malpractics Resuts Apomyal
. Culdeines and Wark
Insiructions
Amangements are put in place o accommodate
identified leamer supports where appropriate
FoAS-Ec-FO3 Leamer Reguest for Assessment
Support & Approval Form AsEeEEmEnt Appaals
Procedus
e || = ,.
as appropriate
e Aszzessments are issued to the
T Assessment Supervisor and
Mobe: Learner conducted in accordance with:
assessment defemal
request or deadine
gdiEnsion Rquest *  Asseszment Regulatons
must be made In
rﬁg:'n?"m mﬂeﬂ * The est'assessment condiions and reguirements
¥
Learning assessed and provisional results recorded in
acoordance with the relevant assessment instrument
» Pear Review
'eqiiﬁlf-:r?lar?g 5 Indwidual Assessment Sheets & Summary Assessment
Shest appropriate to the Assessment Type
recheck/review on a - PRT e
provisional result FoQAS-Go-FI4 Assessment Supenvisor & Assessor Report
the Training
Standards Officer
organses the L
recheckirewion FProvisional Results and feedback on assessment
performance is given to the leamer as ocutlined in
¥ the leamer is not o . P T
QAS-Fe Direct Training Deliv
satisfied with the = =
outcome, that
specific result is
forwarded to the
Results Approval .
FPane fc:r::ecsqn
and the leamer is Results are checked and submitted to RCCRS R Pre Resulls
natified of the ¥ | Approval Process
outcome R-QAS Go-F12 QAS-Bf
Results
Approval
QAS-Gh
Page 10
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Quality Assurance System (QAS)

QAS-be Peer Review of Assessment Results V1.1 [TC]

Mote: The ralevant
ranager wil amange
for this Imformation Le.
kst of all courses
Including nstructars!
franers b be provided
to the Training
Standams Ofce

The Peer Review of Assessment Results is scheduled in
lime with the Assessment Verfication, Authentication and
Approwval Process | Schedule [ Annual Course Assessment

Process and Results Plan as per QAS-8c for each Q0

certification cycle as per the sample.
The TS0, Programme Management Team will agree the
schedule and ensure that ower
time all assessment iypes and amangements are
included in the sample.

Mote: The sample i a
minimum of one assessment
2yent per Traning Cante
Insiructor par anawm.

The relevant Programme Manager will inform all
relevant staff of the Peer Review of Assessment
Results Schedule

QAZ Dvwerarching
Qualty Assuranos

The relevant Programme Banager will confirm the peer
reviewer for each assessment event to be reviewsd

Mon-Conformances |
‘Huggested
Improvements
denified / notifed to

Marua
¥
The Assessor and the peer reviewsr review the results o
’:“‘3:'“3'- ensure the assessments were marked in line with the
F,E:n;drﬂ award standard and the assessment specification
R: QAS-Ee-FO1 Peer Review of Azsessment Results
The per reviewer acknowledges good pracice
Azsessmant and identifies any non-conformances and highlights
Riejuations them in the report. They give a copy to the Assessor
and forward to the Training Standards Office as
appropriate
R QAS-Se-FO1 Peer Review of Assessment Resulis
¥
Froceoures for MNon-conformances reviewsd by the Training
ﬁr;aragng_ Standards Office and'or programme
Systam management team
Malpracice as appropriate

—_——— e — ————

\ Monitoring and Audifing

All relevant documentiation is made available
for Extemal Authentication, Results Approval,

N/

the TS Office are
ngged a5 appropriate
by hie TS0

Page 11
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Quality Assurance System (QAS)

CAS-6F Intemal Veriication of Results — Pre Results Approval Process (as per the Results Approval
Checklist) V1.0 [ TC ]

The RCCRS generated F12, all assessment evidence and

Mabe: Minimum 253% imternal

The Fi2s are crossed checked with all supporting documentation
as per the Results Approval Checklist. This checklist is signed /
dated.

R QASSRFI Internal Verffication of Assessment Resulis

documentation is submitted to the Training Standards Office as Vesific:ation of Resuls Is
Aszessment appropriate conducted across all
of Leamers QAS-BEFD1 Internal Verification DfAESgﬁsment Reasults :%ng?@%mm the
QAS-5e (Results Approval Checklist) sampis |5 expanded to 100%
= for that assessment
k4
Mate:

«  Where amanual Fi2 s

used, It 15 attached to the
ROCRS genemted Fi2.

= The RCCRS F12 must be

checkad as par of Interna
werfication of resuls.

Mobe: Manusily produced F12s
which have besn marked a6
cancelled / mot vald must be
Etapled o M bak of the new
Fi2

Aufhentication Report
must k& submited to -

e TSSO pror to
Results Approval

TS Office send back incomplete or incomect
documentation to the instructor fassessor /1o
be comecied

I resuit emors are detected on the ROCRS

generated F 12, the RCCRS F12 rebum function =
used, results are edited and anew F12 =
generated. The orignal RCCRS generated F12
must b= dearfy marked as cancelled [ not valid and
dated. The rewised | edited F12 should be attached
to the relevant supporting documentation

The new F12s are crossed checked again as
per the Results Approval Checkist for the
Training Standards Ofice.

F12s and supporting documentation are made
available for Extemal Authentication

SEUSS A &
idgentfied Besults (Results Approval Checklist)
fag L4 .L
External Authentication
Authentication QAS g
recammendation Mo
ssues forwanded to 1‘
e Programme
Management Team Resulis Approval
for acton Process
_ASGh Page 12
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Quality Assurance System (QAS)

(JAS-6g External Authentication V1.1 [TC)

Assessment results and supporiing documentation are intemnally verfied
as per QAL 6f Process Map.

‘

The CDETE Sampling Strategy will determine the sample for
authentication.
For Contractors each submission of results must be authenticated.
o QASGo-FIabic Annual f Course Assessment Process and Resulis
Flan

1

The TS will allocate an Extemnal Authenticator from the agreed frained
pool of authenticators to the award to be authenticated.

R: QAS-Bo-FO1a'bic Annual/Course Assessment Process and Results
Plan

i

The TSC [ Confractor will contact the Extemal Authenticator and agree a
date fior the authentication visit

- QAS-So-FOab'e Annual | Course Assezement Process and Results
Flan

'

The TS will send the F12 (with leamers PPS numbers blanked out)
for the pregrammes to be authenticated to the Exdernal
Authenticator.

The Extemal Authenticator will select the s=ample of leamers to be
authenticated and will notify the TS0,

|

The TS0 will arrange the co ordination of the authentication site visit.
Relevant personnel will ke available for the duration of the authentication
wisit.

Hote: As per Assessment
VErfication Authentcaton &
Approval [AVAA) calendar.

1. Extemal Authenticaton -
Guldelnas fior Training
Centres

Terms of Refernce for
Extemal Authenticaors

NOTE: RCCRS Prnted F12
oty

Fate: Cooranaion INncuges
preparing the assessment
avidence, documentation and
roce In advance of the ViR and
faciitating the authenticator during
Imegmevelt 00 |

Hote: TSCO ! Contractor! Manager or
remine = will b avalishie during Bie
wist The rdevant iInsiruchor / Traines §
Azzesor must be avalabie (=iherin
person of by phore) during Be Extemal
At hen foabion Wst.

The External Authenticator will inform the TS0 of the outcome
of the authentication on the day of the visit and will sign off all the QAS
F12 forms. The External Authenticator will issue a written report withim 5
wiorking days to the TS0 and the Training Centre

R: Extermal Authentication Repart

!

The TS will provvide mid year and end of year summary data for the
External Authentication process for COETE Training Centre

R: TS0 Summary Extemal Authentication Process Report

Mote: Assessment documentat on for

Exfernal Authenticaion wi Incude:

s Assessment Evidence eyg. test
papers, practical pleces, projects
portfolios ete

+  Azseszment Recors e.g.
assessment brefs, asssssment
sheats, summary assessment
shests, ROCCRS generaed QAS
F12 forme, candidaie marking
shests, Intemal Verifcation of
Results reports, Peer Review
regarts, previcus Extemal
Authentication reporis et

|'/r— TS0 will process authenticated results in line with Process I'u'lap\\\

" QAT BF /)

Page 13
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Quality Assurance System (QAS)

QJAS-6h Results Approval Process and Meeting V1.1 [1¢]

Pre Results
Approval
Process
QAT 8f

The Chairperson of the Results Approval Panel (RAP)
comvenes a Meeting in line with the relevant policies,
procedures and guidelines and as appropriate the
approved Annual ! Course Assessment Process and
Results Plan.

AVAL Calendar /| Schedule

Aopeak

Result Approval Meeting Agenda
RAF Mesting Minutes Templats

'

Exfema
Authentication
Process

QAS Bg

The relevant documentation is made available for
consideration at the resulis approval panel mesting. As
per the Internal Venfication of Assessment Results

Checklist and will include:
Indwidual Assessment Sheets & Summany Assessment Shees
appropriate to the programme
QAS-Go-F 120 Apprenticeship System generated
JAS-Gc-F12 - ROCRS generated
QAS-Ge-FIM Assessment Supervisor and Assessor Report
QAS-Se-FO1 Peer Rewew of Assessment Resulis Report
External Authenbication Reporis
Non-Conformances/ Suggested Improvements
Documentation resulting from a recheckireview of a provisional
result requested by a beamer

The F12b
Apprenticeship
Completon and Resuits
Approval Form is printed
from and approved in
the Apprenticeship [T
System

Status of Appeals
Cither appropriate documentation

Non-Conformances!
Suggested
Imiprovements!
Adverse Reports

k
The Results Approval Panel confers on resulis and on the
process as part of the approva decision.
Panel decisions are recorded and communicated. The
chairperson will arrange for relevant parties to be notified.
R- QAS-Go-F12 Course Summary Asssssment Sheet and
Results Approval Form
Results Approval Panel Chair forwards copy of RAP Report o
FET Director and FET Unit

' :

W

Page 14

Process +

reminded of the Assessment

_E.EE.I_LL.T[LEF

hen the Snal approved result The Chairperson will arange

is different to the provisional for notfication of approved
resalts and the processing of

result, the leamer must be ;
notfied immediately and certfication as appropriate

Appeals Process
R: Leamer Change to

!

Post Resulis Approval Process
QAS 6

Page 75 of 114




QAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Quality Assurance System (QAS)

QAS-6i Post Results Approval Process V1.0 [TC]

Results Approval Process
QAS-gh

'

!

b

Results have
been approwved
and authorisation
given o request
cerification

Results have been approved

subject to an amendmant

agreed atthe RAP meseting

and updated in the

amendment section on page 4

of the F12

Results have not bean
approved and a decision an
o to proceed has been
taken by the Results
Approval Chair

!

Mote: Leamer
neotified in writing
of achange toa

prior to up-dating
in RCCRS

prowisional result,

Approved result amendments are updated in the
RCCRS

Results are recorded in the RCCRE as approved

Reprint the final approved results where an
amendment has been approved

Approwed results are submitted in the RCCRS

¥

Appeal requests are put on hold for
consideration finvesggation

Sees Guidslines
fior handling
invalid entries

Check and address QBS invalid entries and re-
submit where approprate

Page 15

L

Certificates and transcripts received from QG are
checked against the approved F12 for names,
award type, award fitle, level and grade

L

This decision could result
in, for example, documents
being retumed io the
instructorftutonr’assessor or
an SME review

¥

All such issues must be
recorded in the minutes
of the mesting and a
standard itemn on the
agenda at each RAP
meating until any issues
are resahved.

Mote: On the printed copy of
the approved F12, each
eamer should be ticked o
confirm that the comect
cerificate and transcript has
been received

™
/

Certificates issued to leamers

_—

QAS-Oa
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Quality Assurance System (QAS)

QAS-6] Leamer Assessment Appeal Process V1.0 [TC]

Leamer Assessment Appeal formn recened by relevant Manager, who wil . Leamer
ensure that the TS0 is notified immediately that an apped has been receved ﬁ;mg“mg?“ﬁ:# Assessment
and within 10 working days decide if the appeal will proceed. The @ppellant | | appeais reosived. T50 wil noia e
is informed in weiting whether the appeal is approved o procesd or not, the leamer resut on the RCCRS,
along with the reason for not granting the appeal or the basis for the appeal urith sush Sme 3s a decislon made
o procesd. regarding Te apped request and'on For Apgeals
R: Leamer Assessment Apped Applcation Form mﬂﬂﬁ:ﬁ;mmﬂrm resating ta 3
Leamer Letter Regarding decision for appeal to procesed or not appeal Is valld foprocesd. The ﬁssemrm
v relgvant Manager and assessment Auwarding Body
An Appeal that is procesding & forsarded to the Traning Standands Office. L EEE D LR R AppEsiEs
the appeal is recorded on the appeals bog the WET::?EE :aF'PEN panel Procedues
R: Appeals Log proce appeal should be used
I

The relevant Assistant Manageninstructor notified of
the Leamer Result that is under appeal

An approved appeal re-checkerireviawer is assigned o conduct
the appeal, by Traning Standards Officer with the relevant
Manager (with responsibility for the assessment) approval

¥

The appea Re-checkernReviewsr completes the “Assessment Apped Report”. The report is issued to the
relevant Manager (with responsibility for the assessment) who wil amange for it to be ssued o the
Chaimperson of the Assessment Appeals Pand
R: Completed Template for Leamer Assessment Appeal Report

)

The Chalr of the ETE
Assessmant Appeals Paned
noifies the relevant Manager
of Mie appeal paned decision

OUICOMEE.

EEEUELEL The Assessment Appeals Panel, meets when required, to consider
&mcﬁﬂmﬁb Assessment Appeal Report(s), to agres and approve oufcomes.
—— F: Completed Template for Leamer Assessment Appea Report
The lsamer 5 notified i writing by the relevant Cfficer of the cutcome of the ETB
Azsessment Appeal Pand Decision. Timelines for apped process starts from the date
The refevant rekevant Manager approwss the Appeal Application to proceed to the date the written
;‘;E?‘;E leamer notification of appeal process cuicome & ssued:
TS0 s notified Appeg| re-check all stages must be concluded within 10 working days
of the Appeas jew al stages must be concuded within 20 working
Eanel dedsion (20 working days for Asses sment Appeals Panel appeal review outcome sfage and 10 working oays
forthe relevant Manager i S5ue WHESN RAMMcation [0 the leamer of appeal FEVIew SWEcame)
R: Appeal outcomee |ether

!

Appelant s advsed In
the “Agpaal Cuicoma
Letiar” fiat hefsha has
10 warking days i
agvlss the Training
Centre f Ne/she does
naot accept the appeal
[IOCEES GUICOITE.

Azsessment Appeal Pansl

The outcome of the appeal process is recorded and s notfied to the relevant Instructor, including the
Appellant’s acceptanceinon-acceptance of the appeal outcome and any refevant actions approved by the

RCCRS 5
up-dated

I an Appelant does not accept the appeal process outcome, their appeal will be referred o Awarding Body
R: Record of appelant non-acceptance of appeal outcome

aomingly

|

The Training Centre wil progress request for appeals o be refered o
Awarding Body in ine with Awarding Body procedures

!

The Training Centre where requested by the Awarding Body, wil
implement any actions required

!

All records including the RCCRS will be up-dated accordingly :}

Resuts Appmval

@AS-Eh

Page 77 of 114



QAS

OVER-ARCHING QUALITY ASSURANCE MANUAL

Quality Assurance System

(QAS)

QAS - | Development of New Assessment Specifications [ TC. Coniract, Communify. NT |

TS0 notified of
Assessment
Development

Traiming Centre/2nd Provider location

Request

Assassment
Regulations

Approval to
davelop not

Reguest to develop Assessment Specification
received by relevant Programme Manager

CDETB validated programme planned for delivery in

Q&S Overarching
Cuality Assurancs
RETITE ]

v

Caollaborating ETBs contacted to check if

aszessments for programme have already been
developed

If assessment specification available from amother
source, arrangemsents are made to acquire same.

F 9

granted

AL not

If no assessment specification is available, approval
to develop is regquested from 24 Team

Approwval
to develop

Guidelines for Assessment Instruments Development’
Revision and Assessment Specification Template
forwarded to Writer

Assessment Instruments Wiiter'Evaluator Application Form,

L J

grant=d

N \Wniter develops Assessment Specification and

approved

forwards completed Specification to GA Team

v

Ewaluator assigned by QA& Team o evaluate

Assessment
Instruments
Wriar!
Evaluator

Fiorm

Guldelines

ABEESEMENE
Instruments

Development
JFavision

Argecomant
Specfication
Tamplate

ABEESEMENE

Development
Evaluation

Page 78 of 114

developed Assessment Specification

Evaluated Assessment Specification and
Evaluation Report retumed to 04 Team

4

AS evaluated

{usimg Evaluation
Heport

¥

Final draft of evaluated Assessment
Spedfication approved by QA Team

Final draft of evaluated Assessment
Specification forwarded to QASPC for approval

Recommendation

¥

Training Standards Office holds the 0
Azsessment Specification on local Central
Agsessment Management System and makes
assessments available on receipt of

\ Assessment Notification

vy

r Aporoval of
Easessment
pecification Form
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Process Maps pertaining to training
delivered by a 2" Provider, to include
Contracted Training, Community Training
and Evening/Night Training
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Quality Assurance System (QAS)

Fair and Consistent Assessment (Notifications Overview) V1.0 [CT, Community, NT ]

Learners are assessed using many different assessment methods and assessment is camied out as per the assessment specification. The
Training Standards Office provides relevant and timely advice, information and support to Management, Instructors, Contracted Training Officers
and Community Development Officers on matters relating to the assessment process, the processing of certification, training matenals and training
aids, training methodologies and fraining practices to meet the requirements of certifying agences associated with the delivery of the programmes.
All assessment events are subject to sample venfication of process and results.

v '

Assessment 3" Park
Specifications Prodrammes
(AlS — CAS) ]

Assessment
Specification

Online
Assessments

The Training Standards Office is notified of each assessment event in advance in order to produce and maintain the Assessment Schedule.

AlS
When requested, at the start of the course,
assessments are generated in line with “Guide to
CAS Assessment Instrument Specification Release”
from CAMS and are issued to relevant instructors /
second providers.

The “Request and Declaration for CAS AIS™ in regard
o assessment security must be signed prior to issue
for all Second Providers, Contracted Trainers and
Approved Training Oganisations. Assessment events
must be notified to the Training Standards Office in
advance of the assessment.

« For Second Provider courses: 10 working days
R:OAS-Gc-F11
CAS Level 3 Notification of Assessment Evenis
Guide to CAS AIS Assessment Technigues Release

Request and Declaration for CAS AIS
(For Completion by Contracted Trainers /Second Providers)

3™ Party
Assessments

When
requested,
assessments
are generated/
prepared as
per the
relevant
awarding body
guidelines

R:QAS-Gec-F11

¥

!

On-line
Assessments
Assessments are
generated and
conducted on-line
as per the
relevant awarding
body guidelines.
Assessment
events are
notified to the
Training
Standards Office
10 working days
prior to the event

R:QAS-6c-F11

Locally
Devised
Assessments

Locally Devised
Assessments
must adhere to
the QAS
process for
development of
same

R:QAS-6l

MNote: Second Providers/

Contractors must ensure that
they hawve the current version of
AlS and must meet the request
and notification processes as

outlired in the QAS

Hote: When CAS AIS are released to
Training Centre Instructors {including
Might Course Instructors), the
required number of copies are
generated by Training Standards
Office.

MNote: Test packs issued to
Instructors (including night
course Instructors ) must be
retained securely and
confidentially.
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Quality Assurance System (QAS)

QAS-6a Fair and Consistent Assessment of Leamers Overview V1.1 [CT, Community, NT ]

azsesament evidence prior to Results Approval.

The Cuality Business System includes final submission dates for the certification period. These dates are
outfined below which, in tum, requires a cut off date for the Training Standards Cffice to receive results and

- b:'"”.a' . Final Final - ;L?:’Eim Final Final
E;te u_fgg? Submission ‘Submission Date to00l Submission Submission
Date to GG Date to QG T Date to GQ1 Date to Q1
h —~
127 February 127 Apri 12" June 12th August 12th Cctober 12
Diecember

Mote: There should be evidence on

Mote: The following colour pens
are o be wsed on scApks:
- Red pen by the Assessor
- Green Pen by the TSO, f
NECESSarny
- Black / Blue pen by the
Authenticator

Peer Review

Internal verification, peer review and results
approval are scheduled to meet the 01

submission dates as per the Assessment
erification, Authentication and Approval
Process

LASOD

the scripts to show that they have
been assessed In addition to this, the
owerall result should also be on the
scrpks. These results should be
ransoribed to the Indvidud
Assesgment Sheets and the Summary
Assessment Sheet

QAS-Be

w

Assessments are conducted and marked (using

Internal Verfication on the
Conduct of the

red ink / pen) as per the Assessment Process

LAS-fe

Aszzessment Process
QAS-Ad

h 4

Intema Verification of results is camed out as

per the Pre Results Approval Process and the
Results Approval Checklist

QAS-AF

Mote: This vesification of resulis
includes the check camied out
by 2™ Providers as aporogriate,
as per the Results Approval
Chechlist

!

External Authentication (reconrd marks /
comments in black / blue ink)

QAS-60

b

Note: Results are submitied for
Results Approval bo Traning
Standards Officefor all
programmes with the ecception
of CTCs and 5TPs

Results are submitted to the Results Approval
FPanel and the Resuts Approval Meeting takes
place as per the Results Approwval Process.

LASEh

!

Note: Traming Standands (ffice
will request certificates from

Q42 for all second providers

Page 20

The TSD processes the RAP approved results
as per the Post Results Approval Process

QAL S

!

Certificates and transcripts received from QI
are checked against the approved F12s
QAS-Bi

[Hote: Resulis Approval Fanel

Meetings wil be conducted
locally by CTCs and STPs

and must be attended by
a CDETE Training Centre
designated Obsener

Appeak Process for
approved results

QA58

Note: Certficates can be issued
to the leamer directly by Training
Centre orby the Second Provider
with approvd and a cover letter
from the Training Centre. A

!

100% check of certificates must

Certificates are issued to leamers | second
providers

be conducted pror to issue to the
learner. Evidence of Certficates
being issued to the leamer must

be retainad.
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Quality Assurance System (QAS)

LAS-6b Assessment Venhcation, Authentication and Approval Calendar Process V1.1[cT.Community, NT

Course Schedule Information
The 2™ Provider must ensure that a schedule of all planned courses is developed and
communicated to all relevant staif. The proposed schedule must be in line with AVAA Calendar
and include course type, titte, code, start date, finish date, name of Instructors/Trainers, list of
course modules (only if more than one Instructorfirainer delivering the course and state which
modules each Instructor will deliver)

v

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

!

Scheduling Assessment Verification
Based on the number of course runs in a year, determine (using the AVAA
Calendar), the perodig) during which Internal Verification on the Conduct of
Aszmzsment and Pesr Review will be scheduled.
Baszed on the F11 notification, select the assessment event for the internal
verification on the conduct of assessment and the pesr review of results

!

Mote: RCCRS Results Approval Checks
generated F12 o Assessment results must be submitted to Training Standards Office as
be "'E_:E; "L:"E v appropriate within 4 weeks of course finish date. Intemal Verification and
eSS Extermal Authentication of results o be underaken for each certification

round. Only results that have been intemally vernified should be
presented for external authentication.

v

External Authentication
Extemal Authenticator visit dates agreed/confirmed with the Extemal
Authenticators. A copy of the RCCRS generated F12s with PPSN
blanked out should be issued to the Authenticator.

'
v '

3™ Party Awards MNote: Where the
External Authentication For 3™ party modules / QQl Major Award
The period available for Extzmal components, provided the 2nd 235 ;‘_d-?"“ Party
Authentication should be Provider has complied with the | | J*oT0 ST
considered at the planning stage. awarding body requirements then ofthe award
the results can progress fo critenia, evidence
Results Approval. e
transcript) of the
| | 3" Party Award
¢ having been
achieved must be
Results Approval Panel Meeting M"gj';?ijvzrdh
RAP meetings should be as per the AVAA Calendar authentication

¥

Submitting Approved Results
Once results are approved by the RAP, they should be recorded as approved in the
ROCRS and submitted. The latest date for submission of results for that cycle is as
per the AVAA Calendar

!

Qi Validation of Record
Address any QBS invalid entries in line with the AVAA Calendar.

Page 21
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Cluality Assurance System (QAS)
QAS-6¢ Assessment Process V1.1 [CT, Community, NT ]
Training Standards Office is nobfied of each assessment )
’ QAS Owerarching
EE::EE i B Quality Assurance
v R:QAS-Be-F11 Motfication of Assessment Event / Manual
Assessment Request Form
Assessment
Reguiations ¥ Assessment
A schedule of upcoming assessment events is mhrm:
generated by the Training Standards Office in line with
the Assessment Venfication, Authentication & Approval
Prﬁmh Process for each QQI cenification cycle
Azzessment QAS-GD
System
Malpractice Results Approval
- Guidd ines and Work
Instmsctions
Amangements are put in place to accommodate
identified leamer supports where appropriate
RoAS-Ee-FO3 Leamer Request for Assessment
Support & Approva Fom Assessment Appeaks
Procedurs
Policy on Repea
Repeas ate ¥
35 ADTTOf
Aszessments are issued to the
T Assessment Supervisor [ Second Provider Manager/
Mote: Leamer Co-ordinator / Contractor and ntemnal Verification
assessment deferal conducted in accordance with: | | onthe Conductof
request o deadine e Asseszment
SXRENSION request * Assessment Regulations Frocess
st be made in QAS-Bd
,.9;;3 oy re:ilesL *+ The test'assessment conditons and requirements
¥
Learning assessed and provisional results recorded in
accordance with the relevant assessment instrument
- Pear Review
A IEEJ_T'EF u:.'.a.n Individuzl Assessment Sheets & Summary Assessment
request in wring a Sheet appropriate to the Assessment Type
recheckireview on a
provisional resut, R:QAS-Bc-FO4 Assessment Superdisor & Assessor Report
the Training
Standards Officer
organises the ¥
recheckireview Provisional Results and feedback on assessment
performance is given to the leamer as outlined in
Fi;iidmjmiﬁmrst QAS-8c Second Providers
outcome, that
specific resultis
forwarded to the
Results Approval .
FPanel for decision
and the leamer is Results are checked and submitted to RCCRS N Pre Results
natified of the # | Approval Process
outcome R:QAS Ge-F12 DA S-AF
Results
Approval
QA5 -8h
FPage 22
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CQuality Assurance System (QAS)

[CT, Community, MNT ]

CAS-6d Internal Verification on the Conduct of the Assessment Process V1.1

Mote: The sample & a minimum
of one assessment event per
CTCIW Instructor [ Tutor, STP
Instnuctor frainer, LT] Coordinator,
Assistant Coondinator [ Trainer
per annum. For
CT ence per contract for
verification of process.

QAS
Owerarching

AssumEnce
Manual and
Assessment
Operational

Asseszment
Regulations

Procedures for
Managng
Aszsessment
System
Malpractice

Sample selected in line with the Assessment
Verification, Aufhenfication and Approval
Process / Training Centre Plan / Annual Course
Assessment Process and Results Plan as per
QAS-Bc for each QQI cerification cycle.
The 2™ Provider will ensure
that over time all assessment types and
amangements are included in the sample.

R: QAS-8c-Fl1abk/c Annuwal Course Assessment
Process and Result Plan

Select the assessment events to be verified,
where appropriate

2™ Provider Identify the Process \Verifier for
each assessment event to
be verfied.

¥

Inform all relevant staff as appropriate of the
intermal verification on the conduct of
assessment schedule.

¥

Note: The cument sample
requi rements will rermai n fior
CT: one per contract
iorganised by Contractor and
onE process: wersication
conducted by TS0,

Carry out the verfication of the process

Assessments may be
adjourned in the event of
senous breach of

and identifies any non-conformances / suggested

R: QAS-Bd-FO1 Intemal Verification Report on procedures or HES
the Conduct of the Assessment Process rea
w* ¥
The Intemal Verifier acknowledges good practice Mon-Conformances |

improvem ents

h J

Suggested Impmveaments
dentfied / natified to the
TS Office are logged a5

R: QAS-Gd-FO1 Internal Verification Report on the appropriate by the TS0
Conduct of the Assessment Process
e ¥
|-"/,:5'." relevant documentation is made availablqe\,
|I for External Authentication, Results Approval j
'\\ and Monitoring /
FPage 23
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Cluality Assurance System (QAS)

QAS-6e Peer Review of Assessment Results V1.1 [CT, Community, NT ]
. i . Note: The sanple s a
The Peer Review of Assessment Results is scheduled in MR of one
line with the Assessment Venfication, Authentication and FSEESSMENt event per
Approval Process [ Schedule ! Annual Course Assessment CTC/ JW Instructonfutor,
STP Instructor f trainer, LTI
Process and Results Plan as per QAS-8c for each QG Coondolor Acsictart
cerification cycle as per the sample. Coordingior § Tiginer. per
The 2™ Provider will ensure that over time, all annum. For dl other second
assessment types and arangements are included in the provider contracts once per
| contract fior peer review of
TEE assessment results.
A QAS-Ge-FO1a/bie Annual Course Assessment Frocess
Note: For Contracted and Result Flan
Training the
Contractor will arange
the peer review of
assessment esults. |
Tobe conducted at
;astmﬂ?: [Ei=d Inform all relevant staff of the relevant Peer Review of
mplgr‘e mocedures Assessment Results Schedule
¥
g.AEDf.'emrmlrg Confirm the peer reviewer for each assessment event to
ualty Assurance .
MENLS be reviewed
L
The Assessor and the peer reviewer review the resulis to
"‘D"S:E’Bms‘?gqgl ensure the assessments were marked in line with the
Procedures award standard and the assessment specification
R: QAS-8e-FO1 Peer Review of Assessment Results
L
The peer reviewer acknowledges good praciice
Assessment and identifies any nen-conformances and highlights
i them in the report They give a copy to the Assessar
Regulations p ¥ Py
and forward to the Training Standards Office / 2™ Provider
as appropriate
R 2A5-0e-FO1 Peer Review of Assessment Resulis
1 Mon-Conforrmances |
. 5 sted
Frocedures Tr Meon-conformances reviewed by the Training ﬂﬁﬁmm
Ahﬁ'lﬁmagngll_n Standards Office, programme o | dentfied ) natified o
System management team andior 2™ Provider - the T3 Cifice are
Maloractice as appropriate bag-egﬁe L
/ All relevant documentation is made available -\‘
for Extermal Authentication, Results Approval, :
\\ Maonitoring and Auditing /
Page 24

Page 85 of 114




QAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Quality Assurance System (QAS)

CIAS-6f Internal Venfication of Results — Pre Results Approval Process (as per the Results Approval
Checklist) V1.0 [CT, Community, NT ]

The RCCRS generated Fi2, all assessment evidence and Mote: 100% Intemal
documentation is submitted to the Training Standards Office as Verification of Results i
Assessment anpropriate conducted across all
of Learmers o . Programmes
R: Checklist for submitting results to the Training Standards
AAEE Office
QAS-BFFO1 Intemal Verification of Assessment Resulis
[Resylts Approval Checklist)
¥
The F12 ed checked with all ing d ti bt
e = are crossed checked with all supporting documentation . Where amamal F12is
as per the Results Approval Checklist. This checklist is signed / usad it is attached to the
dated. RCCRS genemated F12.
= The RCCRS F12 t be
R: QAS-8f-FO1 Intermnal Verification D‘As,?e?srrent Results checked as part nfn-ﬁ:a-nal
[Resylts Approval Checklist) verffication of results.

Mote: Marually produced F12s ol . .
which have bean marked = T3 Office [ 27 Provider send back incomplete
cancdled / not valid must be or incomect documentation to the instructor |
?Eﬂaﬂmﬂ'}ebadc:fhenar assessor/ to be comected

If result errors are detected on the RCCRS
generated F12, the RCCRS F12 retum funclion s
used, results are edited and anew F12is
generated. The onginal RCCRS generated F12
must be cleary marked as cancelled | not valid and
Ves dated. The revised [ edited F12 should be attached

fo the relevant supporfing documentation

The new F12s are crossed checked again as
per the Results Approval Checklist for the
Authentication Report Training Standards Office.
must be submitted to
fthe TSO prior to
Results Approval

F12s and sup porting documentation are made
available for External Authentication

o - Vo &

Iszues . -

identified Results (Resuts Aporoval Checklist)
|

Yes ¥ *

¥

Extermal Authentication

Auha'lj-:atpn QAS-A
recommendation Mo
issues forwarded o 1-
fhe Programme
Maragement Taam Results Approval
for action + Process
_QAS-Oh Page 25
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Cuality Assurance System (QAS)
QAS-60 BExternal Authentication V1.1 [CT, Community, NT ]

Assessment results and supporting documentation are intemally verfied Eg'Eﬁ 'a"r.‘p'er: AEEESIT:DMH &
as per QAS 6f Process Map. Approval (AVAA) calendar.
The CDETE Sampling Strategy will determine the sample for 1. External Authenticafion —
authentication. For Contractors/Znd Providers, each submission of Guiddines for e
} Contractors
results must be authenticated.
R QAS-Gc-FO1a'bic Annual [ Course Assessment Process and Resulis
Flan
The TS0 will allocate an Extemnal Authenticator from the agreed trained noTe: Contactors refer to CT,

pool of authenticators to the award to be authenticated. e

R: QAS-Ge-FO1ab/e Annual/Course Assessment Process and Resulis
Plan

Tarms of Referenca for

* Extemal Authenticators
The Contractor will contact the External Authenticator and agree a date
for the authentication visit NOTE: RCCRS Printed F12
Oy

R: QAS-Bc-FO1a/bic Annual ! Course Assessment Process and Results
Plan

Hiote” Coordinanon indudes
The Contractor will send the F12 (with leamers PF3 numbers preparing the assessment

blanked owut) for the programmes to be authenticated to the Extemal evidence, docurmentation and
Authenticator. room in advance of the visit and
The External Authenticator will select the sample of l2arners to be e
. : . [ the ste visit
authenticated and will notify the Contractor.

!

The Contractor will arrange the co ordination of the authentication site Maota: Contractor or noming & wil be
isit. Rel . | will b ilable for the d . £ th avalabl=during the visE. The relevant
visit. Relevant perscnnel will be available for the duration of the Instscior § Trainer / Assessor mest be
authentication visit. avalabie (ziherin person or by ohone)

during = External Authen cation wisit.

R: Extemnal Authenticaton — Guidelines for Contractors

¢ Mote: Assessment documentation for
The External Authenticator will inform the TSO [/ Contractor of the cutcome External Authentication will incude:
of the authentication on the day of the visit and will sign off all the QAS = Assessment !Ewlde_ru:e eyg. test
F12 forms. The External Authenticator will issue a written report within 5 mr:.ﬁp:tc:ca PHeces. § ]
working days to the Contractor and the TS0 »  Asseszment Records ..
assessment brefs, assessment
R: External Authentication Report shests, summary assessment
sheets, RCCRS generated QAS
F12 forms, candidate marking
v sheets, Intermal Verificaton of
- - - Results reports, Intemal
The Contractor will provide mid year and end of year summary data Verification of Process and Peer
for the External Authentication process for that location Fieview reports, previous Extemna
Aufhentication reports efc.

!

I/{— Contractor and TS will process authenticated results in line -\I
\\_ with Process Map QAT 6f ,/I

Page 28
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CQuality Assurance System (CIAS)
(JAS-6g Extermnal Authentication V1.1 [CT, Community, NT ]

Assessment results and supporting documentation are intemally verfied E.?‘Eﬁ 'ﬂ"r.’p'er: mlscramumn &
as per QAS 8f Process Map. Approval (AVAA) calendar.
The CDETE Sampling Strategy will determine the sample for 1. External Authentication —
authentication. For Contractors/2nd Providers, each submission of g;':_::‘;';;;ﬂ e

results must be authenticated.

R: Q&S-8c-FO1abic Annual [ Course Assessment Process and Resulis
Flan

!

The TS0 will allocate an Extenal Authenticator fram th d trained HoTE: Contractors refer to CT,
= Wi EJDCE a|.1 XtEEema uthemticator m E". agres am ':T’E. Ehl]w. LTl and STF
pool of authenticators to the award to be authenticated.

R: QAS-Gc-Flabdc Annual/Course Assessment Process and Resulis
Flan

Tarms of Refeence for

* External Authenticaors
The Contractor will contact the Extermal Authenticator and agree a date
for the authentication visit HOTE RCCRS Printed F12
Oniy

R: Q2AS-Be-FO1a/b/c Annual ! Course Assessment Process and Results
Flan

!

ote” Coorananon InGodes
The Contractor will send the F12 (with leamers FFS numbers preparing the assessment
blamked cwt) for the programmes to be authenticated to the External eyidence, docurmentation and
Authenticator, rooim in aovance of the vist and
The Extermnal Authenticator will select the sample of learners to be Seeilee o
- - . ~ | the she viit
authenticated and will notify the Contractor.
The Confractor will arrange the co ordination of the authentication site Nate: Contractor or nomine = wil be
- . . . . - avalable during the visk. The reevant
visit. Relevant perscnnel will ke available for the duration of the Instnscior ¢ Trsiner / Assessor must be
authentication visit. avalabie (=itherin perzon o by phans)
during T External Authen Bcabion visit.

R: Extemnal Authentication — Guidelines for Contractors

l‘ Moke: Assessment documentation for
The External Authenticator will inform the TSO / Contractor of the cutcome EEDEFR:E-EUEEHMEJGS will inciude:
—— - - & . ssment Evidence 2.g. test
of the auhen.lca_tl-::_ln on the day -::f t_he xr|.5|t. and will sign o all ﬂ"IE'.Q:ﬁ-E e e pie::e-s.-g il
F12 forms. The External Authenticator will issue a written report within 5 flice: pte proy
working days to the Contractor and the TSO »  Assessment Records e.q.
assessment brefs, assessment
R: External Authentication Report sheefs. summary assessment
shests, RCCRS generated QAS
F1i2 forms, candidate marking
Il sheets, Intemal Verifcation of
] ] ] Results reports, Intemal
The Contractor will provide mid year and end of year summary dats Verification of Process and Peer
for the Extemnal Authentication process for that location Rewview reports, previous Externa

!

If/— Contractor and TS0 will process authenticated results in line -\WI

l\k with Process Map QAS Bf _,/I
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Quality Assurance System (QAS)

QAS-6h Results Approval Process and Meeting V1.1 [CT, Community, NT ]

Pre Results
Approval

The Chairperson of the Results Approval Panel (RAF)
convenes a Meeting in line with the relevant policies,
procedures and guidelines and as appropriate the approved
Amnual f Course Assessment Process and Results Plan.
R: Q2AS-8c-FO1a'b/c Annual | Course Assessment Process
and Results Flan

F

Process

QAL Bf

AVAR Calendar [ Schedule
Results Approval Guidelines and Woaork Instructions
Tems of Reference for RAFP (CTC & 5TP)

Result Ap prova.I*Meeling Agenda
RAP Meesting Minutes Template

Mote: CTC and STP
RAF Mesatings must
be attended by an
ETB Training
Cantre designated
Chsenver as per
Guidelines for
Chserver on RAF
[CTC & 5TP)

App=als

The relevant documentation is made available for
consideraticn at the results approval panel meeting. As
per the Intemal Verification of Assessment Results
Checklist and will include:

Individual Assessment Sheets & Summary Assessment Sheets
appropriate to the programme

- QAS-6c-F12 - RCCRS generated
CAE-Fo-F4 Assessment Supsnvisor and Assessor Repon
QA5-8d-FO1 Intemal Verfication Report on the Conduct of the
Aszzessmant Process
45-0e-FO1 Pesr Review of Assessment Results Report
External Authentication Reports
Mon-Conformances/Suggested Improvements
Documentation resulting from a recheckreview of a provisional
result requested by a leamer
Status of Appeals
Cther appropriate documentation

Extermal
Authentication
Process

QAS Bg

Mon-Conformances!
Suggesied
Improvements!
Adverse Reports
[Contracted Training)

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

FPanel decisions are recorded and communicated. The
chairperson will arrange for relevant parties to be notified.
R QA5-80-F12 Course Summary Assessment Sheet and
Results Approval Form
QA5G Assessment Results Pack Check

RAF Meeting Minutes Template
Guidelines for Observer on RAP
[STP and CTC)

Results Approval Panel Meeting Minutes

|
! ¥

When the final approved result
is different to the provisional
result, the leamer must be
notified immediately and

Process +

Fage 27

reminded of the Assessment
Appeals Process
R: Leamer Change to
Sesult Leter

The Chairperson will amange
for notification of approved
results and the processing of
cerification as appropriate

!

Past Results Approval Process
QAT 8i
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Cluality Assurance System (CIAS)

QAS-61 Post Results Approval Process V1.0 [CT, Community, NT ]

Results Approval Process

QAS-8h

!

!

!

!

CTCs and 5TPs submit a
request for upload of
results to TS Office.

Q2A5-5i-FO1 Checklist for
Submission of Cerificate
Reguesis

Results have
been approved
and authorisation
given o request
certification

Results have been approved
subject to an amendment
agreed at the AP meeting
and updated in the
amendment section on page 4
of the F12

Results have not been
approved and a decision on
how to proceed has been
taken by the Results
Approval Chair

Mote Leamer
naotified in writing
of a change o a
prowisional result,
prior to up-dating
in RCCRS

See Guidelines
for handling
imvalid enfries

Fage 28

:

Approved result amendments are updated in the
RCCRS

Results are recorded in the RCCRS as approved

Reprint the final approved results where an
amendment has been approved

Approved resulis are submitted in the RCCRS

Appeal requests are put on hold for
consideration J inwesfig ation

Check and address QB3 invalid entries and re-
submit where approprate

Certificates and transcripts received from QQl are
checked against the approved F12 for names,
award type, award ftle, level and grade

Certificates issued to 2nd Providers

.

L4

This decision could result
in, for example, documents
being returned o the
instructorfutor’assessor,
an SME review, or a follow
up with a contractor as per
CT procedures

L

All such issues must be
recorded in the minutes
of the meeting and a
standard itermn on the
agenda at each RAF
meeting until any ssues
are resalved.

Maote: On the printed copy of
the approved F12, each
leamer should be ficked fo
confim that the comect
cerificate and transcript has
besn received.

QAS-Ba
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Quality Assurance System (QAS)

QAS5-6] Leamer Assessment Appeal Process V1.0 [CT, Community, NT ]

Leamer Assessment Appeal form received by relevant Manager, who will
ensure thatthe TS0 s notified immedately that an apped has been recsived
and within 10 working days decide if the appeal wil proceed. The appellant
is informed in writing: whether the appeal is approved to proceed ornot,
along with the reason for not granting the appeal or the basis for the appeal
to proceed.

R: Leamer Assessment Appeal Application Form
Learner Letter Regarding decsion for appeal to procesd or not

An Appeal that is proceeding is forearded to the Training Standards Office,
the appea is recorded on the appeals log
R: Appeals Log

Mote: The relevant Manager wil
ensure T50 is notfied when an
appeal is received. TS0 will hold
e leamer result on the ROCRS,
unitil such time as a decision made
regarding the apped request and'on
appeal process outcome. The
relevant Manager decides i the
appeal is valid toproceed. The
raevant Manager and assessment
personng should not be involved in
the apped process or appeal panel
process for that appeal

!

¥

The relevant Assistant Manager/Instrucior or the Second
Provider Manager/Coordinator & notified of the Leamer
Resultthat is under appea

An approved appeal recheckerreviewer is assigned to conduct
the appea, by Training Standards Officer with the relevant
Manager (with responsibility for the assessment) approval

)

The appeal Re-checkerReviewsr completes the "Assessment Appeal Report”™. The report is ssued to the
relevant Manager (with responsibility for the assessment) who will arrange for it fo be issued o the
Chairperson of the Assessment Appeals Panel

R: Completed Template for Leamer Assessment Appeal Report

)

See Terms of The Assessment Appeds Panel, meets when required, to consider The Chair of the ETB
Reference for ETB A Appesl K , d Assessment Appeals Pand
A . E ssessment Appeal Reportis), to agree and approve outcomes. s the relovant M =
Panel R: Completed Template for Leamer Assessment Appeal Report of the appeal panel dedision
l OUBCOMmES.
The learmer is notified in wrifing by the relevant Officer of the outcome of the ETB : —
Aszzessment Appeal Pang Decsion. Timelines for appeal process starts from the date PFF'EI“'E advised in
Tﬁm relevant Manager approves the Appeal Application to proceed to the date the writken e rmm
= M:E eamer nofification of appeal process outcome is ssued: 10 ing days to
TS0 = notifizd Appeal re-check all stages must be concluded within 10 warking days advise the Traning
of the Appeds Appes) review al stages must be concluded within 30 working Centre ifhelshe does
Panel decision (20 working d5ys for Assessment Appeals Fanel sppeal revew ouwlcome sfage and 10 working days mot acoept the appeal
for the refevant Manager fo issue witfien nobfication fo the learner of appeal eview oulcome) Pmcess oubcome.
R: Appeal outcome |etfer
The owtcome of the appeal process is recorded and is notified to the relevant Instructor or the Contracton’
Second Provider Manager/Coordinator, including the Appellant's acceptancenon-acceptance of the
appeal outcome and any relevant actions approved by the Assessment Appeal Fane
RCCRS B
up-dated
¥ accordingly
If an Appelant does not accept the appeal process outcome, their appeal will be refemred to Awarding Body
F: Record of appellant mon-acceptance of appea outcome
The Training Centre will progress request for appeals to be refermed o
l Sy Awarding Body in ine with Awarding Body procedures
[ o Ly
[ L st | '
|:| :____ | The Training Centre where requested by the Awarding Body. wil
D:l:l Ir_:_T implement any actions required
“ra-cha/
[——- .______ | l. Results Approwal
I:l L _ _miwmaionhide "'\.‘I Process
( All records including the RCCRS will be up-dated accordngly J,' QAS-Bh
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Quality Assurance System (QAS)

QAS-6k Certification Audit Process V1.0 [CT, Community, NT ]

Certification Audits are conducted at local level
in relation to Second Providers.

L Cical Pah I
——m———————— -
L Start ofProcess |
m == == —
L Process |
D]] [_PI'POE“I"EU Prcess/ Procagurs |
rl_ Information Mote |
() ;
\ JL End of Process |

Certification Audit Plan and Schedule developed by TSO
office in consultation with the relevant Manager in line with
AVAA Calendar
R: QAS-6c-FO1af/c Annual Course Assessment Process
and Results Plan

E-Planner

¥
Certification audits conducted in relation to CTCs, STPs,
LTls, DoJWs, Contracted Trainng
R: Certification Audit Guidelines
QAS-6 Cenification Audit Checklist

QAS-6 Certification Audit Agenda

)

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

R: 2™ Provider Certffication Audit Report

4

Certffication Audit reports forwarded
to Second Providers by Relevant Managers and made
available to Results Approval Panel for review.

R: 2™ Provider Certification Audit Report

)

Issues identified and notified to the relevant Manager

R:Issues Log

Issues Followed Up and Resolved

N

Page 30
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QAS - 6l Development of New Assessment Specifications [ TC, Confract, Community, NT ]

QAS Oweranching
TS0 notified of CDETB validated programme planned for delivery in Quality Assurance
Assessment Training Centre/2nd Provider location Manual
Development Request to develop Assessment Specification
Request received by relevant Programme Manager
L 3
Collaborating ETB=s contacted to check if
assesaments for programme have already been
Assessment developed
Regulations
If assessment specification available from another
Approval to source, amangements are made to acquire same. Approval
deﬁnﬁm * If no assesament specification is available, approval o ﬂ::tﬂ?p
g to develop is reguested from QA Team a
Assessment Instruments Writer'Evaluator Application Form,
Guidelines for Assessment Instruments Development/
Revision and Assessment Specificaton Template
forwarded to Writer
¥
AS not - Writer develops Assessment Specification and
approved forwards completed Specification to QA Team
A l
Evaluator assigned by Q4 Team to evaluate *
developed Azsesament Specification
o A5 evaluated
Assessment {using Evaluation
Instruments Report)
Exalugior Evaluated Assessment Specification and
Application Evaluation Report retumed to Q& Team +
Form
Guidefines :
for Final draft of evaluated Assessment
Azzezzment Specification approved by QA Team
Instruments
Devel oprment
'Revsion
¥
Final draft of evaluated Assessment
i i Recommendation
Specification forwarded to QASPC for approval o -
Specification Aszessment
Template Speocification For
¥
'd .
Training Standards Office holds the
Assessment Specification on local Central
Assessment Assessment Management System and makes
Speccation assessments available on receipt of
Evahugtion Aszsessment Notification
Report \
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6.9 Monitoring Evidence of Implementation

6.9.1 City of Dublin ETB training centre monitors the implementation of this Fair and
Consistent
Assessment of Learners Policy

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

Records of design validation process

Quality Assurance Assessment Operating Procedures
Certification data and statistics

Internal Verification reports

External Authentication reports

Results Approval Panel Meeting reports

Monitoring reports

Certification Audit reports

Review of assessment specification reports
Assessment complaints records

Quality Assurance System (QAS) Documents and Forms

0O 0O 0O 0O O OO0 O o0 O O
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7. Protection for Learners

Policy

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

7.1 Purpose

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

7.2 Responsibilities

7.2.1 This City of Dublin ETB will manage the implementation of this policy

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

7.3 Arrangements on the Unexpected Cessation of Programmes
7.3.1 This City of Dublin ETB has a written statement of arrangements in place for the
protection of learners in accordance with section 45 of the Qualifications (Education and

Training) Act 1999. This statement includes:-

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

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

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

Il. Learner transfer
lll. Arrangements for non-fee paying learners
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PROCEDURES - PROTECTION FOR LEARNERS

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

QAS - Section Seven Process Map
=  QAS-7 Protection for Learners

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

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

Learner attends Training Course /
Programme

(In-Centre Training Courses)
Learner offered place on next occasion of that course in the
same or other suitable location, or learner offered place on similar
course in another location

Standard Based
Apprenticeship (SBA)
Apprenticeship Phase 4 &

k.

If the Training Course / Programme
ceases before completion through no fault
of the learner, action will be taken as per
the Protection for Learners Policy

rocess/Procedur

000~

__End of Process

Procured Training Courses (Contracted Training, Community

Training Centre, Local Training Initiative, Specialist Training

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

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

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

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

Fee Based Courses

e For fee based courses learners affected by the premature cessation of

a training programme will be facilitated on a similar programme within
a reasonable timeframe.

« Efforts will be made to recoup any fees outstanding on behalf of the

learner where relevant and appropriate.

R: Refund documentation

6 Second Provider
arrangements are covered
by a Memorandum of
Understanding with
Institutes of Technology

Learner facilitated in
completing training

Learner facilitated in
completing training or
fees refunded

SBA Courses - Registration Fees Paid to Institutes of Technology

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

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

Learner facilitated in
completing training and
exam fees refunded
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7.4  Monitoring Evidence of Implementation

7.4.1 This City of Dublin ETB Training Centre monitors the implementation of this Protection
for Learners policy.

7.4.2 Evidence to confirm implementation of this CiTy oF DUBLIN ETB Protection for Learners
policy will at a minimum, include:-

O
(@)
O

A statement of arrangements for Protection for Learners in programme information
Fee refund documentation, where it applies

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

Quiality AssuranceSystem Documents and Forms
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8.

Procuring Programme Delivery Through Utilisation of Second

Training Providers

Policy

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

8.1

8.1.1

8.2

8.2.1

8.3

8.3.1

8.3.2

8.4

8.4.1

8.4.2

8.4.3

8.4.4

8.5

Purpose

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

Responsibilities

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

Selection of a Second Provider

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

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

Statement of Arrangements/Contractual Agreement

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

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

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

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

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

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

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

Reporting Arrangements
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8.5.1 Reporting requirements specify the following:-
a) The contact person(s) in the City of Dublin ETB and the in the second

provider
b) The content, form and frequency of communication between the City of

Dublin ETB and
any second provider

8.5.2 The content of the second provider report advises the City of Dublin ETB about

strengths and,
identified areas for improvement and corrective actions taken in relation to the

following:-
a) Programme design and content
b) Programme delivery
C) Assessment and learning outcomes
d) Related programme services and resources
e) Attainment of programme objectives
f) Learner and staff feedback

8.5.3 The City of Dublin ETB ensures that second provider report findings are made
available for

utilisation in programme reviews, monitoring and evaluation.
8.6 Monitoring Arrangements

8.6.1 The City of Dublin ETB ensures that they specify and agree monitoring arrangements
with any second provider re City of Dublin ETB monitoring.

8.6.2 Monitoring arrangements are in accordance with the City of Dublin ETB Quality
Assurance approach to monitoring
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PROCEDURES - PROCURING PROGRAMME DELIVERY THROUGH
UTILISATION OF SECOND PROVIDERS

Quiality Assurance, Procuring Programme Delivery Through Utilisation of Second Providers
Procedures are available in this Overarching Quality Assurance Manual and on the Intranet
/Quality AssuranceSystem (QAS) as follows:-

QAS - Section Eight Process Map

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

Process maps related to individual 2" providers are available on the QAS as follows:-

8a Contracted Training

8b Community Training Centres

8c Local Training Initiatives

8d Specialist Training Programmes
8e CSCS/QSCS

8f Environmental Training

8i Apprenticeship

O O O O O O O

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

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

TQAS-8 Second Provider Training V1.1

Contracted .. . . . .
Training The ETB Training Centre, as a first provider, is committed to a SBA
Operating consistent approach in working with second providers and assuring Operating
. . . > Procedures
Procedures the quality of Training Centre funded, procured and organised
training programmes.
TQAS-8a TQAS-8i
A A A A A A
Community Local Training Specialist Construc_tlon / .
. L s Quarrying Environmental
Training Initiatives Training . . Safe Pass
. Skills Operating
Centres Operating Programme e
- . Certification Procedures
Operating Procedures Operating
Scheme
Procedures Procedures -
Operating
Procedures
TQAS-8b TQAS-8c TQAS-8d TQAS-8f TQAS-8h
Q Q Q TQAS-8e Q Q

* 3 Critical Path

‘ | Start of Process

‘ ‘ | Process

‘ ‘ ‘ 3 Pre-defined ProcesslProcedurei
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8.7 Monitoring Evidence of Implementation

8.7.1 This City of Dublin ETB Training Centre monitors the implementation of this Procuring
Programme Delivery through Utilisation of Second Training Providers policy.

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

Statements of arrangements or contractual agreements

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

Monitoring reports.

Learner and staff feedback results

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

Monitoring improvement plan actions

Quiality AssuranceSystem (QAS) Documents and Forms

o Second Provider Portal Documents and Forms

O O O O OO

o O
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9 Monitoring

Policy

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

9.1

9.11

9.2

9.21

9.2.2

9.2.3

9.3

9.3.1

9.3.2

9.3.3

Purpose

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

Responsibility

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

Monitoring procedures have been developed in keeping with the City of Dublin ETB
approach to Quality Assurance monitoring

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

Quality Assurance Monitoring System

This City of Dublin ETB and the City of Dublin ETB training centre integrate monitoring
of Awards Councils’ requirements with existing internal quality management systems,
where relevant.

Quality assurance monitoring applies to the following Awards Councils’ requirements
[.  Communications
. Equality
lll.  Staff Recruitment and Development
V. Access, Transfer and Progression
V.  Programme Development Delivery and Review

VI.  Fair And Consistent Assessment of Learners
VII.  Protection for Learners
VIIl.  Procuring Programme Delivery Through Utilisation of Second Providers

IX.  Evaluation of programmes and Services

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

a) The on-going validity of a training programme, in the context of developing
knowledge in the discipline and practice.
b) The extent to which the programme outcomes are being attained by learners
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c) The appropriateness of the curriculum and assessment in relation to learning
outcomes.

9.4 Monitoring Plan and Monitoring Report

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

9.5 Development and Implementation of Improvement Plans
9.5.1 This City of Dublin ETB and the City of Dublin ETB training centre develop and

implement continuous improvement and preventative and corrective processes in
accordance with the City of Dublin ETB approach to quality assurance monitoring.
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PROCEDURES - INTERNAL MONITORING

As indicated in the CiTY oF DUBLIN ETB Monitoring policy and the CiTy oF DUBLIN ETB
approach to Quality Assurance monitoring underpins the organisation’s monitoring procedures
and activity.

This monitoring framework is described in the document called - ‘QUALITY ASSURANCE
MONITORING FRAMEWORK (FOR PROVIDED, ORGANISED AND PROCURED TRAINING PROGRAMMES
AND RELATED SERVICES) 2006’. (see QAS Section 9 Internal Monitoring, Documents)

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

QAS Section Nine Process Maps

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

TQAS-9 Internal Monitoring of the Transition Quality Assurance System V1.1

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

Implementation of Monitoring Policy

y

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

Monitoring Plan developed by relevant manager in
conjunction with local monitors

R: Monitoring Plan

y

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

R: Guidelines for Conducting Internal Monitoring

y

Summary Internal Monitoring Report and Internal Monitoring
Annual Report generated
R: TQAS-9-F09 Summary Internal Monitoring Report
TQAS-9-F10 Internal Monitoring Annual Report

y

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

R: TQAS Issues Log

Continuous Improvements, Preventative and Corrective Action process

developed and implemented

)

v

< 3 Year Cycle Monitoring Report generated >
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9.6 Monitoring Evidence of Implementation
9.6.1 THIs CiTy oF DuBLIN ETB monitors the implementation of this Monitoring policy.

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

Monitoring schedules and plans

Monitoring reports:- Internal and second provider monitoring reports
CiTy oF DuUBLIN ETB Quality Assurance Monitoring Approach document.
Programme corrective, preventative and improvement actions

Learner, staff and other stakeholder feedback results.

Quiality AssuranceSystem (QAS) Documents and Forms

O O O O O O
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10. Self-Evaluation of Programmes and Services

POLICY

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

10.1 Purpose

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

10.2 Responsibilities

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

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

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

10.3 Programme Evaluation Range and Schedule

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

10.4 Programme Self Evaluation
10.4.1 Quality assurance self-evaluation is a formal and structured process, undertaken by
this City of Dublin ETB, in consultation with relevant stakeholders, which include

programme staff and learners directly involved in a programme.

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

a)
b)
c)

d)

f)

9)

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

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

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

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

i) Programme design and content
i) Programme delivery
iif) Assessment of learning
iv) Associated services and resources
v) Attainment of programme objectives

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

i) Identification of improvement actions agreed

i) Responsibilities for improvement actions required
iii) Agreed timeframe for implementation of improvement actions
iv) Implementation of improvement actions

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

10.4.4 This City of Dublin ETB submits an internal evaluation report to QQI

10.4.5 This City of Dublin ETB considers, responds to and implements, as appropriate,
Awards Councils’ recommendations for improvement, if any.
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PROCEDURES - SELF-EVALUATION OF PROGRAMMES AND
SERVICES

The CiTY OF DUBLIN ETB QUALITY ASSURANCE OPERATIONAL PROCEDURES FOR EVALUATION
OF PROGRAMMES AND SERVICES’ were developed through an internal consultative process, and
draw on systems, structures, processes and procedures that are already in place and/or
planned in this City of Dublin ETB details of the City of Dublin ETB approved City of Dublin
ETB procedure). They take a pragmatic approach that aims to be cost and human resource
effective. They have been developed to support this CiTy oF DUBLIN ETB in ensuring the
continued relevance and effectiveness of its programmes and services in relation to labour
market needs.

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

They address areas such as:-

The evaluation process

Range of evaluations

Roles and responsibilities

City of Dublin ETB evaluation principles
City of Dublin ETB evaluation methodology.

O O O O O

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

Quiality Assurance, procedures are available in this Overarching Quality Assurance Manual
and on the Intranet /Quality AssuranceSystem (QAS) as follows:-

QAS Section 10 Process Maps
=  QAS-10 Programme Evaluation
Additional information is also contained in the CiTy OoF DUBLIN ETB Quality Assurance

Operational Procedures for Evaluation of Programmes and Services leading to QQI awards
located on QAS Section 10 Programme Evaluation, Documents
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Transition Quality Assurance System (TQAS)

TQAS-10 Programme Evaluation Process V1.1

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

A

This Training Centre supports the
A plan is developed for the programme setting out the scope, | evaluation process through a

methodology and process for the evaluation. Programme Evaluation Facilitator
assigned by the relevant Officer

The Evaluation Team will organise the data collection/desk research phase.
They review and analyse the data to ensure it is relevant, timely and sufficient.

The Evaluation Team will produce a draft Programme Evaluation Report and
Programme Improvement Plans and agrees the draft
with relevant Managerment,
R: Evaluation Report

A

An External Evaluator verifies the draft Programme Evaluation Report and
Programme Improvement Plans and liaises with the ETB/Training Centre Reports approved / agreed with
Evaluation Facilitator to finalise the External Evaluation report relevant Management

R: External Evaluation Report

The Evaluation Team submits Draft Evaluation Report and Improvement

Plans (including Improvement Implementation Plan) with the External The Central Evaluation Team
Evaluator Report to the relevant Officer/Manager for approval ———»  send the finalised approved
R: Programme Evaluation Report, Improvement Plan and External reports to QQI

Evaluator Report

Programme Improvement Plans are circulated to relevant Managers
for implementation.
Programme Improvement Plans are logged in the TQAS Issues Log TQAS Issues Log
R: Programme Improvement Plan
R: Corrective or Preventative actions/Continual Improvement

v ‘L
|
|

Start of Process |

Process |

Pre-defined Process/Procedure 3

[ ]
oL
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10.5 Monitoring Evidence of Implementation

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

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

Self- evaluation reports

External evaluation reports

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

0O O O O
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