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GLOSSARY OF ABBREVIATIONS

APEL Accreditation of Prior Experiential Learning
AQC Academic Quality Council

CE Community Employment

CGC Commercial Governance Councll

CPD Continuing Pofessional Development

CPI Crisis Prevention Ireland

CPR Cardiac Pulmonary Resuscitation

DMS Document Management System

DP Data Protection

EQF European Qualifications Framework

ETB Education Training Board

Fol Freedom of Information

GA Gap Analgis

GDPR General Data Protection Regulation

HR Human Resources

KPI Key Performance Indicator

LMS Learner Management System

MAPA Management of Actual or Potential Aggression
MIS Management Information System(s)

NFQ National Framework of Qualificatios

PAEC Programmes andiwards Executive Committee
PEL Protection for Enrolled Learners

PLAC Programme Leadership and Assessment Committee
PREB Programme Review and Evaluation Board
QA Quality Assurance

QIP Quality Improvement Plan
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QAM Quality Assurace Manual

QQlI Quality & Quialifications Ireland
RAP Results Approval Panel

RPL Recognition of Prior Learning
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SME Subject Matter Expert

SOP Standard Operating Procedure
TNA Training Needs Analysis

ToR Terms of Reference

VLE Virtual Learning Environment
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Welcome to lona College

lona College would like to extend a warm welcome to you as a learner, employer or staff

member.

CollegeBackground

lona College was originally set up in June 2004 and was t¢atiadlraining Services Ltd. Since
February 2005 the College has been facilitating QQI Level 5 and 6 certificate programmes. We
are committed to creating an environment where you can enjoy a positive learning experience
and achieve your goals. We are aishrowned training and job placement company providing
training and career services to a wide variety of clients. Our team of exgenmshusiastic and

ready to respond to the needs of our learners. We are dedicated to helping our learners
achieve thai full potential by ensuring that all our courses are engaging, relevant and

progressive.

lona College designs courses through their bespoke training programmes for individual
learners, groups of learners, companies and organisations that needvielagetheir Attitude,

Skills and Knowledge. Courses are also designed with the individual in mind, whether seeking
employment or looking to advance careers in the workplace by upskilling or cross skilling. As a

service to our learners, we offer a completalistic career path analysis.
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We are a leading provider of health, child and social care courses in Ireland. In addéion
deliver professional development programmes in animate and inanimate lifting, First Aid

Responder, CPR and MAPA training.

Bespoke training interventions certified or uncertified are developed and delivered on request
by clients who are typically local employers who require a solution based training intervention
to an issue that they have encountered in their workplareto inform them of new best
practice in key vocational areas to support CPD of their workforce. To ensure good return on
investment, clients are met for initial consultation and a training needs analysis is completed to
ensure that a training interventiowill meet the needs before designing a bespoke intervention
which is focused on meeting the requirements, within budget both monetary and time which is
evaluated post training using the Kirkpatrick model to assess the outcomes which may include
personaland/ or professional development of staff or management, improved job satisfaction,
improved communication both bottom up and top down. Training may be delivered in our
college which has a number of training suites or if desired on site at a time thavsment to

the client. Training may be lecture based, skills based or through workshop style training

interventions.

Our tutors are selected for their pedagogical and professional experience and we endaavou
much as possible to match the tutoo the intervention. Our tutors are the face of our college

and represent our college in classes, nationwide. They use a range of teaching strategies which
are fun, informative and meet the expressed learning outcomes of the training using a variety

of methodologies to meet the learning styles of the adult learner.
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Most of our courses require work experience which is facilitated within our network of
employers which assists with experiential learning to enhance retention of information and
reflective practice. Consistent positive feedback from our clients which is received during
workplace monitoring visits confirm that this is their preferred type of training which may be
further confirmed by the fact that the majority of our learners are employedsay clients

prior to the completion of their work placement.

From a learner point of view and learner testimonials received, learners feel that through
training in lona College, they have received the knowledge and skills to perform competently
and confidently in their role in the workplace. Our innovative training methods enhance

employee’s ability to manage the demands of

confidence and with greater insight based on new knowledge and skills gained.

Our clients include nursing homes, creches, CE schemes, community employment childcare
network, not for profit organisations, day care services, hospitals, hospices, homecare agencies,
ETBs and SMEs.

Our Memberships/Associations include QQI (Qualalifications Ireland), PHECC, American

Heart Association, Irish Heart Foundation, Irish Institute of Training & Development (1ITD), and
CPlI Ireland.
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Equality

lona College is committed to equality within our organisa@mal the provision ofraining to all
sectors of outearning communityequally and fairly.

lona College is an equal opportunities employer for existing and future employees and external
subcontractors.

lona College is committed to taking action to prevent, protect against andnelte any direct

or indirect practices or acts of discrimination which act as a barrier to providing fair and
equitable training services for all learners. lona College strongly opposes any form of unlawful
or unfair discrimination covered in the 9 gradsof discrimination legislation Equal Status Act
2015 or as amended thereafter or any condition or requirement which places another person at
a disadvantage and cannot be justified.
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Mission Statement

lona College endeavours to achieve the highest standards of education and training by
providing programmes that enhance continuing vocational development and thus emeidym
opportunities. Programmes are certified by QQI and other awarding bodies which enable
graduates to further their careers in accordance with legislation. The overall aim is to achieve
productive outcomes of education and training so that graduates ammeraged to be lifelong

learners as well as effective and sougtiter employees.

lona College Motto

Just ASK is our motto. ASK is an acronym for
e Attitude
e Skills
e Knowledge

We teach knowledge, adjust and improve skills and enhance agf$tud

lona College Rules

Rule #1 I f you don’t want it done to your mot
Rule #2 If your manager walked in and saw you doing this task, would they think it was

appropriate?
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College Philosophy

The purpose of lona College is to facilitate the vocational and personal development of learners
as well as developing tireskills in the workplace. The prior experience, knowledge and practice
of the learner are acknowledged at the outset, and this is reflected in the development of lona
College courses. lona College has as its core value, respect for persons, equdli land
learning for learners with diverse needs as can be seen from our equality statement which we

prominently display with pride in our college.

Adult education philosophy underpins the process and structure of lona College programmes.
Learners aredcilitated to become articulate, creative, reflective and s@fected. Within the

educational / training process there is emphasis on partnership between learners and tutors.

At lona College we recognise the hurdles faced by learners returning to atudgommencing
post leaving certificate study, and facilitate as much as possible courses at weekends, night

courses as well as conventional day courses.
Our programmes are aimed ultimately at developing in the learner the attitude, skills and

knowledge mecessary for safe, competent practitioners in the workplace, committed to an

efficient and effective performance.
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At lona College we make every effort to stay in touch with former learners and inform them of
courses that are developed which may augmeir previous learning. We do our best to keep
ahead of the times and to continually i mprove
suggestions on via our post course evaluations, and the innovative thinking of the tutors or

client requirements orioot of detailed TNA.

Structure of the Quality Assurance Manual (QAM)

The QAM will be broken into 11 comprehensive sections in line with the QQI Core Statutory
Quality Assurance Guidelines to ensure completeness and compliance. lona Co#iexisoha
developed learner and tutor handbooks which follow this format for ease of access. These
handbooks are written with the audience in mind and so the QAM is written for review by staff,

management, external personnel and tutors as required.

The 11 sectios are as follows:

Section 1: Governance and Management of Quality

Section 2: Documented Approach to Quality Assurance

Section 3: Programmes of Education and Training

Section 4:  Staff Recruitment, Management and Development

Section 5: Teaalg and Learning

Section 6: Assessment of Learners

Section 7:  Support for Learners

Section 8: Information and Data Management

Section 9:  Public information and Communication

Section 10: Other Parties involved in Education and Training

Section 1: Self Evaluation, Monitoring and Review

These sections will be further broken down into sub sections to provide the detail around the
policy document to explain how lona College manages this area of the Quality Assurance

System.
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Section 10 Governance and Management of Quality

lona College are committed to working to the legislation eat in the Qualifications and
Quality Assurance (Training and Education) Act 2012 and the QQI Core Statutory Quality
Assurance Guidelines 2016 to facilitate a root and branch review of quality assurance process
relating to lona College quality assurancdigies, procedures and associated processes and, to
assure good management, supervision and governance of the academic process. Separation of
powers between commercial and academic decisimaking considerations will be assured
through governance structueethat are in place and are diligently monitored, reviewed and
updated via organisational governance and managemené Senior Management Team under

the direction of the college director enswg¢hat all courses are adequately resourcadd

managed

The lona Colleg&cademic Quality Council (AQC) is represented by internal and external
stakeholders whiclincludes employers, tutors, learners and directors. When required external
consultants are employed for key commercial decisiaking activities ware independent
oversight is required or, for subject matter expertise which is not reaaMgilable in the

college.
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Principles underpinning the practice in lona College include but are not limited to:

All practices are bound by the laws o&tState/EU.
The views of all staff and stakeholders are respected and have equal merit.

The decision of the majority will be successful when making decisions after careful

consideration.
Constructive dissent is welcomed to make a stronger process.

Decisios made by the college are open, transparent and communicated to all relevant

stakeholders as necessary.
The college is accountable for all decisions made.

The college is inclusive to all learners and staff and facilitates equality for all

stakeholders.

The college endeavours to react positively and efficiently to all communication from

stakeholders.

All procedures in the lona College Procedures Manual map to best practice and are

regularly monitored and reviewed.
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lona College abides by the robust governance and management processes which have been
implemented and are overseen by the AQC. lona College recognises that there must be a
separation ofpowers and decisiomaking, relevant to either academic standards and/or
commercial considerations and to this end, the AQC does not provide oversight in relation to

financial governance. This is provided by way of the Commercial Governance Council (CGC).

1.1.1 Principles of Good Governance

e Openness that every aspect of decision may be discussed in-pdgemental empathic
approach;

e Always adhere to the rule of law;

e A cross section of stakeholders are included in discussions and for oversigbsgsiras
deemed necessary;

e Majority rules so all decisions are consensus orientated and are made so as not to
disadvantage the learner;

e The Academic Quality Council is accountable for all decisions made with the exception of
commercial decisions;

e Records a maintained in line with oulGDPRstandard operating procedurefor the
required time frame and are available for review;

e Decisions are made promptly with a commonsense approach;

e A system of continuous improvement is encouraged so that we are exceedegtations
as much as possible;

e Innovative deliveries to make learning and training more fun where possible by looking and
learning from other sources;

e Equality and Inclusiveness are at the core of all decisions made and that policies are

accessible and edly understood by all stakeholders;
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1.1.2 Academic Governance

lona College manages academic governance within their Academic Quality Council (AQC). Open

transparent discussions are made and are inclusive of all stakeholders including reéatiesen

from learners, tutors, senior tutors, Director of Learning and Development and training

consultants whose services may be employed when further guidance is required to ensure a

consistent, fair practice. Decisions of an academic nature could inblutdre not limited to:

e Validation or revalidation of a programme

e Selection and Management of Virtual Learning Environnf¢hE)

e Training Needs Analysis ;
e Cross moderation ;

e Internal Verification ;

e RAP meeting ;

e External Authentication ;

e Development 6bnew programmes ;

e Consultation with external subject matter experts ;

e Peer review Process ;

e Learner request for support ;

e Programme Delivery and Assessment ;
e Certification of Learners ;

e Programme Review ;

e AcademidAppeals Procedure

These matters are oveeen by the Academic Quality Council, the positioning of which can be

seen in the Governance structure chart above in Figure 1A,

1.1.2.1Sub Committees

A range of sub committees may from time to time be required on an ad hoc &ss$e need

arises. Thesmay include but are not limited to:

1 Disciplinary Committee (Academic)

1 Disciplinary Appeals S#bommittee (Academic)
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1.1.2.2DisciplinaryCommittee (Academic)

A disciplinary committee is established under the academic governance council to investigate
academic disciplinary hearings.

These may include but are not limited to:

T Non attendance
1 Malpractice of assessment
1 Plagiarism of assessment

The disciplinary committee consists of three members. One of whom is a director, a senior
manager or the trainingo-ordinator and a tutor. This committee will adjudicate on the hearing
allowing both sides to make representations and then deciding on the outcome and
communicating it to both parties. If the learner accepts the findings, they must agree to meet
the terms laid out by the committee to resolve the matter. These could include but are not
limited to:

Downgrade of assessment mark

Withdrawal of the module for certification

Removal from the programme of study

Dismissal from the college and inability to studytee college in the future.

= =4 4 A

The outcome will depend on the severity of the charge. The person is offered the opportunity
to appeal the findings and can do so the Disciplinary Appeals sub committee within ten days of
the receipt of the findings of the Qiplinary committee.

1.1.2.3Disciplinary Appeals Su@ommittee (Academic)

The disciplinary appeals sub committee will receive notice of appeal and will respond that the
appeal has been lodged and will be investigated with the findings being commuohieétan

ten days of the receipt of the appeal letter. The sub committee consists of a director, an
external person and a tutor, none of whom have been involved in the investigation to date. The
disciplinary appeals sub committee will meet to review thedings of the disciplinary
committee. They will review all evidence presented and make an adjudication which may be:

1 Agree with the findings of the committee
1 Overturn the findings of the committee
9 Offer alternative resolution

The findings of the appeaib committee are communicated in writing to the person within
ten days of the receipt of the appeal. This is the final internal disciplinary mechanism available
to the college. If the person is unhappy with the results of the appeal, they are advised to
contact QQI.

Page25 of 190



1.1.3 Corporate Governance

Corporate governance is managed operationally by the Managing Director and Senior
Management team, each of whom are collectively responsible for the day to day running of the
business. The strategic framework swupport this activity is overseen by the Commercial
Governance CoundlCGC) and includes but is not limited to:

e Recruitment of staff;

e HRissues e.g. disciplinary;

e Policy implementation;

e Sales and Marketing

e Budgeting;

e Accounts;

e Customer Service;

e Complains Procedure;

e Commercial Interests of the business;

e Strategy and Planning;

e Risk Management;

e Payroll

1.1.3.1 Sub Committees

A range of sub committees may from time to time be required on an ad hoc &ms$ie need
arises. Thesmayinclude but are notiinited to:

e Complaints Committee

e Complaints AppealSommittee

e Disciplinary CommitteéGeneric)

e DisciplinaryAppeals Su€ommittee (Generic
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1.1.3.2Complaints Committee

The role of the complaints committee is to handle complaints from stakeholderdatian to

the delivery and management of training when issues cannot be resolved locally by the training
co-ordinator or the tutor. Where the complaint involves the tutor or the trainingardinator,

the senior management team delegat¢he handling of he complaint to the complaints
committee. The complaints committee is made up of three people including one senior
manager and a tutor who has not been involved in the complaint thus far.

Complaints are dealt with in an expeditious manner with the stakddrolreceiving
communication from the committee within 5 days of receipt of complaint to determine the
next steps for the investigation of the complaint. Complaints are resolved within 10 days from
receipt of the initial complaint. If the stakeholder is wagpy with the result of the complaint,
they are entitled to appeal to the complaints appeal committee.

1.1.3.3Complaints Appeals Committee

The complaints appeal committee is an ad hoc committee of three people who will review the
findings of a stakehdler ' s compl aint to determine i f the
consists of a director, and a tutor and an external person who have not been involved in the
complaint to date.
The findings of the appeals committee could be:

1 Overturn the findings athe committee

1 Agree with the findings of the committee

1 Partially agree and suggest alternative resolution

An appeal must be lodged within ten days of the receipt of the results of the complaints
committe€s findings. The findings of the appeal committedll vibe forwarded to the
stakeholder within ten days of receipt of written appeal.

If the stakeholder is satisfied with the outcome, the matter is closed and any corrective actions
noted for follow up in the college if they arise. If the stakeholdelissatisfied,they can contact

the Office of the Ombudsman and are advised on the process to do this.

1.1.3.4Disciplinary Committee (Generic)
A disciplinary committee is established under the commercial governangedto investigate
non academic disciplary hearings.
These may include:
1 Issues with tutors

9 Issues with staff
9 Issues with learners
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The disciplinary committee consists of three members. One of whom is a director, a senior
manager or the training cordinator and a tutor. This committee wdldjudicate on the hearing
allowing both sides to make representations and then deciding on the outcome and
communicating it to both parties. If the person accepts the findings, they must agree to meet
the terms laid out by the committee to resolve the matt These could include but are not
limited to:

Letter of apology

Mediation meeting with concerned stakeholders

Pay for damages incurred

Suspension of their role for a specified period of time

Dismissal from the college and inability to work or studyhat ¢ollege in the future.

= =4 -4 4 A

The person is offered the opportunity to appeal the findings and can do so the Disciplinary
Appeals sub committeavithin ten days of the receipt of the findings of the Disciplinary
committee.

1.1.3.5Disciplinary Appeals SuBormmittee (Generic)

The disciplinary appeals sub committee will receive notice of appeal and will respond that the
appeal has been lodged and will be investigated with the findings being communicated within
ten days of the receipt of the appeal lettefhe sib committee consists of a director, an
external person and a tutor, none of whom have been involved inrliestigation or evento

date. The disciplinary appeals sub committee will meet to review the findings of the disciplinary
committee. They will reew all evidence presented and make an adjudication which may be:

1 Agree with the findings of the committee
1 Overturn the findings of the committee
1 Offer alternative resolution

The findings of the appeals sub committee are communicated in writing to ¢ingop within

ten days of the receipt of the appedihis is the final internal disciplinary mechanism available
to the college. If the person is unhappy with the results of the appeal, they are advised to
contact the office of the Ombudsman or other reldtbodies e.g. WRC.
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Section 1.14 Academic Quality Council

lona College aims to ke college of excellence which complies with all pertinent legislation to
the highest degree. The nature of our business offers openness and transparency around
decision making to be fed up the chain or down the chain to the necessary stakeholders in an
effective and efficient manner. As previously described our academic and commercial
structures are sufficiently separate to allow for solid decision making but are required to
interact from time to time depending on the nature of the issue at hand. Where key
commercial or academic decisions need to be made, a network of independent advisors may be
called upon to make an informed and objective decision. Where matters are brought to the
attention of the Director of Learning and Development, these matters widlibeussed with the
Academic Quality Council to ensure fairness, openness and transparency through subject

matter expertise.

1.1.4.1Membership & Selection of the Academic Quality Council

The AQC members will be selected on the basis of expertise tmeléerms and conditions as
set out in the QQI Statutory Quality Assurance Guidelines (April 2016) in compliance with the
Qualifications and Quality Assurance (Education and Training) Act 2012 (revised 18 November

2014).
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The AQC members will be addals:

1 A Chairpersor- this is typicallyan external person with expertise in the area but with
no bias in terms of decision making and is adept at administrative tasks and keeping to
time constraints, notifies members of meeting place and time and agéndsjuired.
This person has significant experience of Quality Assurance as well as being an SME in
the area with professional and pedagogical experience who is not employed by the
company.

1 One senior tutor minimum who has significant experience in tél fis familiar with the
issue and is educated to level 8 or above on the National Framework of Qualifications
and/ or at | east 6 years’' experience in the

1 lona College Director of Learning and Developmentgwoer of lona College

1 Learner representative who has successfully achieved certification with lona College if

needed and appropriate to matter under discussion

1.1.4.2Terms of Reference

lona College has put in place a structure in its Academic Quality Council that etisatraf
academic activities, obligations, policies and processes are determined, applied, enforced, and
managed to ensure best practice in all validated QQI courses delivered by or on behalf of lona
College. Regular review with external parties ensufest twe have access to up to date
information and that we can respond to continuous improvement suggestions promptly. This
will in turn expand our knowledge base keeping us relevant and aware of new developments
.This will also inform the training that werea imparting in terms of Attitude, Skills and
Knowledge to develop a welbunded professional learner who is eminently employable which

is the goal for the majority of learners who commence training with lona College. Our approach
to academic integrity @ our AQC provides reassurance to learners and employers of our fair,
transparent and consistent approach to further education and training. Learners and employers
can be confident that the provision of teaching and learning provided aims to be exemptary a

reflective of best practice in academic standards.
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1.1.4.3 TheRole of the Academic Quality Council (AQC) includes but is not limited to

T

= =2 =2 =
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Policy development in line with current and future guidelines in the areas of assessment,
data retention and mangement;

Evaluation and review of staff;

Review of teaching and learning methodologies;

Communication and implementation of policies to relevant stakeholders;

Review of reports e.g., External Authentication, RAP Meeting minutes, complaints received
to faclitate a system of continuous improvement and inform best practice and to inform
future practice through recommendations;

Subject matter guidance on best practice or newly acquired evidéased research to be
distributed to programme review board, leamrseand tutors;

Develop a learner centred approach;

Review of assessments;

Course monitoring;

Tutor Evaluations;

Maintenance and update of the Quality Manual, tutor handbook, learner handbook;
Programme review;

Staff appraisal;

Selfevaluation of programmes

Learner appeals;

Learner requests for additional assistance within reason and determined by budget;
Regular policy review;

Malpractice of assessment issties

Learners have access to up to date, practical and relevant information in relatexcéss,
transfer and progressioto work or further education routes;

Learning outcomes and course expectations are explained to learners through lona College
website, learner handbook, and appropriate course materials;

Learners are made aware of their requirementatibend their course in full unless there are

mitigating circumstances
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1 Learners are given information in relation to payment of fees and supports that are
available to them such as Technical Support grants and pay as you go options;

1 Complaints, appeals dresults procedureare explained to them in the unlikely event that
they are dissatisfied with their outcomes;

1 Learners have reasonable access to tutors both in person and via email during their course
of study;

1 Learners will receive both formative asdmmativefeedbackon assessments produced to
enable them to recognise areas in need of improvement as well as areas of competence
thus increasig their learning opportunities;

1 Benchmarking and trend analysis reviews for continuous professional programme

development and review.

1.1.44 Reporting

The AQC will have the authority to make decisions within their remit as previously described
which may be communicated to the senior management team if desired. They have the
authority and autonomy to make bindingecisions for the college. These decisions may be
informed by information sought from other colleagues in the college. It is the responsibility of
all staff whether they are employed or contracted to ensure that all information pertaining to

the matter isshared and made available in a timely fashion to inform best practice.

1.1.45 Meetings

From June 2020, meetings will be scheduled twice per year unless they need to be more
frequently held due to exceptional circumstanc@ease refer to each individba c ommi t t ee’
schedule for this information.

Council members will be advised of the date and time of the meeting a minimum of 2 weeks in
advance and any matters that they wish to discuss can be included in the agenda which will be

circulated to all membex prior to the meeting. Copies of any documents for discussion (if there
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are any) will be attached to the minutes so that all members are fully informed prior to meeting
commencement.
The Director of Learning and Development will have a copy of the Ruoednd Quality

manuals available for review should the need arise.

Where an issue arises which requires further consultation or resources, or where consensus
cannot be achieved, the meeting may be reconvened for another time no more than 2 weeks

later than the original date.

Draft minutes will be circulated by the chairperson for approval by AQC members and then final
drafts are agreed, signed and dated. Minutes will also be circulated to those members who
were absent from the meeting so everyone saae of decisions made. Minutes will be held

securely in line witlGDPR protocols.

Format of the Meetings

The format of the agenda for each meeting will be as follows:

* Note of apologies for anyone absent from the meeting;

* Review and ggroval of minutes from the previous meeting;

e Matters arising which required follow up from previous meeting and the current situation;
. Agree the agenda for the meeting;

. Work through the agenda points;

. Any other business;

1.1.4.6DecisiongdRecommendations

The members will review each item on the agenda and will openly discuss each matter before
reaching a decision or developing an action which will be assigned to a council member. All
discussion items will be recorded the minutes with actions clearly assigned with a defined

time frame. Once consensus is reached decisions are recorded. If any member strongly

disagrees with the decision made, this too can be noted on the minutes. Voting that results in a
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split decisiorwill require a reconvening of the meeting where further opinions may be accrued
from other stakeholders or the decision may be trialed for a period of time to see how it works
out before forcing any policy changes for example, or the Director of Learnmly a
Development may be deemed to have a casting vote in the event of a split decision as the

senior member of the council.

In the event of the issue being in response to a complaint or appeal, the appropriate staff will
be made aware of the decision ofdhPAQC and the interested parties notified by email of the
recommended actions and their right to appeal to QQI if they are unhappy with the outcome if

it is for assessment appeal for example.

The Director of Learning and Development will present sumnfiadings of decisions made
with a commercial consideration to the Senior Management team and other relevant personnel

as needed.

1.1.4.7Review

A review of this procedure will occur annually and/or in conjunction with centreeselfuation.
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Fig 22ummary of AQC Remit

Academic Quality Council

Purpose:

Overview of remit of committeés key academic decision making

Terms of Office

3 years with the option of extending their service if appropriate.

Membership: 1 AcChairperson
1 One senior tutor
1 lonaCollege Director of Learning and Developmentpamer of

lona College

1 Learner representative

Quorum: Must consist of a minimum & people (casting votes) + 1
Externality

Duties & Academic decision making

Responsibilities (of

committee &

roles):

Meeting Details- | 2 times per yeatypically after certification submission.

timings &

frequency:

Standing Agenda: | Discussion of all matters arising that require input from the AQC
Reflection on the findings of EA and Rap meetings

Reporting Who reports to committeePLAC, PREBRAPand ad hoc

Requiremens &
Approval Sigioff:

committees from time to time

Who provides approval sigoff? Chairperson and one other
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Quality Manualc lona College

Title: Section 1.15: Senior Management Team & | Policy Document
CGC

Version:1.0 Authorised ByHelen Macken

Date: 10 December 2019

1.15 Senior Management Team & CGC
The role of the CGC is to determine the current resource funding allocation and assess future
required financial resources for courses tlaae currently running, awaiting validation or are in

developmen. The senior management teamrissponsible foloperational governance

1.1.5.1Membership

The CGC members will be selected on the basis of expertise and experience in the area of

commaecial governance.

The CGC members will be as follows:

1 A Chairpersor-this is typically the administrator who will take minutes of the meeting and
distribute accordingly. A person who has no bias in terms of decision making and is adept at
administrativetasks and keeping to time constraints, notifies members of meeting place
and time and agenda if required.

1 lona College Managing Director,-oaner of lona College

1 lona College Director of Learning and Developmentwoer of lona College

1 External SME aequired who has significant experience of Commercial governance and
business risk e.g. company accountaR specialist

1 A tutor who may have developed the project, course under discussion who can make
representations to the CGC on marketing strategied @eturn on investment or if there is a
required spend on equipment to facilitate training delivery. This tutor may be a member of
the AQC
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1 Employer representative who will be able to frame the project in the commercial space to

maximize the potential ofte company spend and risk register.

1.1.5.2Role of the CGC:

The role of the CGC includes but is not limited to:

« Determine the budgetary requirements for current and proposed course delivery;

« Providing for the mandatory required equipment and resms for quality delivery of
courses;

« Considering budgetacluding planned QA activitips

« Determining commercial and business risk and maintaining the risk register;

« Assessing the commercial viability of a programme. A minimum of 8 learners are required t
attend a QQI validated programme to ensure the course is commercially viable.

- External HR specialist advises on updates to legislative and regulatory requirements which

are communicated to relevant committees.

1.1.5.3Terms of Reference

lona College &s put in place a structure in its Commercial Governance Council that ensures
that all commercial activities planned or current are adequately resourced to ensure exemplary
training delivery.Regular review with our network of employers ensures that weshaacess to

up to date information and that we can respond to continuous improvement suggestions
promptly. This will in turn expand our commercial base keeping us relevant and aware of new
developments in the industryThis will also inform the training #t we are imparting in terms

of commercial viability so that it is required and seen as advantageous to the industry for all
employees. A risk register is maintained to highlight courses that are not being accessed which

might require a marketing stratedgp enable continued delivery.
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1.1.5.4Meetings

Meetings are heldwice a year or moreo, if exceptional circumstances require. Sypically
held once at the start of the year and again in the middle of the year but may be more frequent

depending orthe need.

1.1.5.5Reporting

The Managing Director via agreement from the CGC will develop a report outlining the future
budget and will inform the senior management team to enable future budgeting, recruitment

and planning.
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Fig 3Summary of CGC Remit

CGommercial Governanc€ouncil

Purpose:

Overview of remit of committee is key commercial decision mak

Terms of Office

3 years with the option of extending their service if appropriate.

Membership: 1 Chairperson
1 lona College Managing Director rawner of lona College
1 Director of Learning and Development-caner of lona Collegg
1 External SMEHR Specialist
1 Tutor
1 Employer representative
Quorum: Must consist of a minimum of 3 people (casting votes) + 1
Externality
Duties & Commerciatlecision makingoudgeting,HR issues and recruitmen
Responsibilities (of
committee &
roles):
Meeting Details- | 2 times per yeaor as issues arise
timings &
frequency:
Standing Agenda: | Discussion of all matters amgj that require input from the GG

Suggestion for budget spend

Approval Sigioff:

Who reports to committeePisciplinary committee, complaints
committee
Who provides approval sigoff? Managing Directoand one other
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Quality Manualc lona College

Title: Section 1.16: Programme Leadershi Policy Document
Assessment Committee

Version:1.0 Authorised ByHelen Macken

Date: 10" December 2019

1.16 Programme Leadership and Assessment Committee (PLAC)

The role of the Programme Leadership & Assessment Committee (PLAC) is the day to day
running of the programmes on behalf of lona College. The team will assess and determine

which areas of the programmes are running well and gather feedback on suggested areas of
improvement which will feed into the AQC and Senior Management Team in terms of

programme review and funding.

1.1.6.1Membership
The membership of the PLAC includes senior tutors, assessors, the trairondjreator and a

learner representative when required for feedback or suggested areas of improvement.

1.1.6.2Role of the PLAC

The role of the PLAC includes (but is not exhaustive of):
« The day to day delivery of coursesluding staffing

« Classroom management

« Provision of assessment guidelines;

e Marking of assessments;

e Provision of learner supports;

« Certification;

e Harnessing feedlk from learners;

« Malpractice of assessment
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1.1.6.3Terms of Reference

The PLAC will consist of the senior tutors, assessors, tutors, learners and trahoirdjneor

but from time to time there will be representation required from the AQC for exariifleere

is a required fundamental review of programmes as a result of feedback received on a post
course evaluation form. Tutors complete daily training reports to report on content delivered
and any issues arising. These reports are emailed to thergaswordinator and directors on a

daily basis and follow up is provided in a timely manner depending on the urgency of issues
arising. This allows for good contingency planning in the event that a tutor needs to be replaced
at short notice, e.g. taken ,ila replacement tutor armed with lesson plans and training report
should be able to pick up seamlessly where the original tutor left off so as not to disadvantage

the learner.

1.1.6.4Meetings

Meetings are held as required depending on time of the year or client/tutor requests. Typically
held once at the start of the year and again in the middle of the year but may be more frequent

depending on the need.
1.1.6.5Reporting

The Senior tutor will develop a summary report and will inform the Director of Learning and

Development of the outcomes of the meeting and actions arising.
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Fig 4Summary of PLAC Remit

Programme Leadership anfissessment Committee

Purpose:

Overview of remit of committee ihe day to day running of
programmes

Terms of Office

3 years with the option of extending their service if appropriate.

Membership: 1 Training Ceprdinator
1 One senior tutor
1 Senior assessor
1 Learner representative
Quorum: Must consist of a minimum & people (casting votes) + 1
Externality
Duties & Day to day delivery of courses , classroom management and
Responsibilities (of harnessing feedback from learners
committee &
roles):
Meeting Details- | Meetings are held as required but typically twice a year or as the
timings & need arises
frequency:
Standing Agenda: | Discussion of all matters arising that require input from EHeiC.
Reflection on thestakeholder feedback surveys
Reportng Who reports to committeeTraining ceordinator and learners

Requirements &
Approval Sigioff:

Who provides approval sigoff? Chairperson and one other
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Quality Manualc lona College

Title: Section 1.1.7: Programme Review & Policy Document
Evaluation Board

Version:1.0 Authorised By:Helen Macken

Date: 10" December 2019

1.1.7 Programme Review and Evaluation Board

The function of the Programme Review & Evaluation Board (PREB) is to review and reflect on
programmes or elements of the prigmme being delivered to assure that they are the best
practice, in line with current legislation and to facilitate continuous improvemamd to

develop new programmes for approval and ultimately validation

1.1.7.1 Terms of Reference
Programme review ah evaluation is a necessary part of the lona College Quality Assurance

process and may be undertaken for any of the following reasons:

New legislation;
New HIQA , Tusla, CORU , QQI standards, learning outcomes or guidelines issued;

In response to a requst from a learner or an employer;

= = =/ =

As a result of a bespoke training intervention which could become part of the
mainstream delivery;

1 Inresponse to a report as a corrective action or for continuous improvement;

1 From a suggestion/recommendation of a tutaraher SME;

1 To freshen the content to improve the experience of the learner or the tutor delivering
it;

1 Ensure that programmes remain fit for purpose;
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The PREB may contract SMEs to develop the content/policy and the new content/process will
be uploadedonto the Smartsheet knowledge bank and from thehstributed to all parties

concerned, to include tutors and learners once agreed upon.

1.1.7.2 Membership

The PREB will consist of the following members:
Director of Learning and Development
Managing Diretor

Senior Tutor

Tutor

Training Coordinator /Chairperson
External SME if desired

Employer if desired

= =2 =2 2 A A A

Learner if desired

1.1.7.3 Role andResponsibilities

The PREB will be responsible for:

1 Maintaining a high level of standards associated with training€eey in or on behalf of
lona College;

1 Ensuring the quality of the learner experience;

1 Review of documentation including post course evaluations from learners and tutors,
employer recommendations, circulars received from awarding bodies, tutor meetings,
workplace monitoring reports, External Authentication reports and determining the
required action warranted, if any;

1 Sign off on programme changes and monitor their implementation;

1 Monitor attendance, progress, retention rates and certification statistics;

1 Testimonials from former learners on social media or thank you cards received,;
Compliments are every bit as important to the business of lona College as complaints

and are relayed to those involved.
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1.1.7.4Reporting

The Board members will be advisedtio¢ date and time of the meeting a minimum of 2 weeks

in advance where possible and any matters that they wish to discuss can be included in the
agenda which will be circulated to all members prior to the meeting. Copies of any documents
for discussion (ithere are any) will be attached to the minutes so that all members are fully
informed prior to meeting commencement.

Members are encouraged to add to the agenda by contacting the trainkggdioator in

advance of the meeting.

1.1.7.5Meetings
The brmat of the agenda for each meeting will be as follows:

1 Note of apologies for anyone absent from the meeting;

1 Review and approval of minutes from the previous meeting;

1 Matters arising which required follow up from previous meeting and the current
situation;

1 Agree the agenda for the meeting;

T Work through the agenda points which may include learner attendance, success or
retention rates, completion statistics, learner or tutor feedback, workplace monitoring
visits, feedback from external personnel and edetal evidence;

1 Propose changes and developments;

1 Action the changes to the most appropriate person with an agreed timeframe or use for
future strategic plan or continuous improvement plan;

1 Any other business;

Meetings will be held every quarter or biamally depending on the need. They may be held in
response to an urgent need in exceptional circumstances e.g. as a result of an incident or
accident. The minutes of the meeting will be developed and agreed before being distributed to
the members and othemterested parties for example the CGC if there are funding requests
associated with the review.
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Fig 5Summary of PREB Remit

Programme Review and Evaluation Board

Purpose:

Overview of remit of committe&s to review and reflect on
programmes delivered

Terms of Office

3 years with the option of extending their service if appropriate.

Membership:
1 A Chairperson
1 One senior tutor
1 lona College Director of Learning and Development,
owner of lona College
1 Managing Director, cowner of lona College
1 Tutor
1 Training Ceprdinator
1 Learner representative
1 External SME , if desired
1 Employer representative, if desired
Quorum: Must consist of a minimum of 3 people (casting votes)
Duties & Maintaining standards of tiaing delivery and the quality of the
Responsibilities (of| learner experience
committee &
roles):
Meeting Details- | 2-4times per yeatypically depending on the needhey may be
timings & held in response to an urgent need in exceptional circumstances
frequency:
Standing Agenda: | Discussiomf all matters arising that require input from the AQC.
Reflection on the findings of EA and Rap meetings
Reporting Who provides approval sigoff? 2 directors of the company

Requirements &

Approval Sigtoff:
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Title: Section 1.1.8 Results Approval Panel Policy Document

Version:1.0 Authorised By:Helen Macken

Date: 10 December 2019

1.1.8 Results Approval Panel

The Results Approval Panel is the final step in the quality assurance process as described in the
policy of fair and consistent assessment of learners. Results approval occurs after the internal
verification (IV) and external authentication (EA) diligence has been undertaken, and before the
learner's results are finalised to QQI through the QBS for CetitficaThe results approval
process (RAP) applies to all assessments leading to a QQI award to learners. All learner results
are provisional until approved by the Results Approval Panel. The RAP process must be
completed before results are finalized and suitied for certification to QQI and this must be

confirmed on the QBS and signed off by the Director of Learning and Development.

1.1.8.1Role of the Results Approval Panel

The Results Approval Panel must ensure that:

« All assessments submitted to it leween comprehensively reviewed and QQI QA
procedures have been complied with;

« Comprehensive internal verification has taken place in terms of accurate calculation and
transfer of marks and an IV report has been generated,;

« External authentication has beecompleted, as and when required, with academic
integrity checked and a detailed report generated,;

« That the total number of assessments to be certified matches those reported on IV and

EA documentation;
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A process of cross moderation takes place where thekvad various tutors is sampled

by other tutors and assessed to compare and contrast marks/ grades awarded,;

Where significant variance is noted between tutors and the grades awarded, a senior
tutor will be asked to undertake an additional marking exer¢seletermine the final

mark. This will be the mark forwarded for review by RAP;

Results are quality assured and signed off by authorised personnel prior to submission
to QQI;

The outcome of the assessment, verification and authentication processes is

determined to be appropriate;

Assessment procedures are observed and there is evidence of consistency amongst
tutors; especially in situations where modules are taught by multiple tutors. As lona
College delivers nationwide, all assessments are marked byrdetoos so that there is
reduced variance in the marks to assure fair and consistent assessment of learners and
to reduce the number of tutors marking to be sampled.

There is ample evidence of record keeping and thorough application of assessment and
administrative procedures;

Records must be available to be presented as prescribed;

All suspected irregularities have been highlighted and reported to the Director of
Learning and Development and are explained to EA at time of audit;

Issues arising from thé&/ are noted and will be reviewed at the Academic Quality
Council meeting held after the RAP meeting and if necessary, brought to the Programme
Review Board meeting;

Any assessments where learners were unsuccessful are reviewed to ensure that the
resultis correct and no mitigating circumstances were brought to the attention of the
RAP before sign off;

In the absence of particular item/s of evidence as described in the assessment brief the
results, approval panel may in exceptional circumstances considere t ut or ' s

appropriate alternative evidence is presented;
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1.1.8.2Terms of Reference

The Results Approval Panel is made up of a minimum of 3 individuals all of whom are
guality/education experts to ensure the assessment decisions aré. Vidie Chairperson of the
Results Approval Panel will be the Director of Learning and Development who has oversight of
programme development, delivery, and review. Other RAP members will include IV, senior
tutor and other tutors as needed. All tutors arieA are required to be accessible by phone
during the RAP in the event that further testimony is required by making a final decision. The
Director of Learning and Development is responsible for appointing members to the Results

Approval Panel and will agguimpartial decision making to avoid any conflicts of interest.

All decisions are made by the RAP in light of the evidence placed for review. Final results will be

approved and signed off by members of the RAP panel.

1.1.8.3Decision Making

Minutes ofthe RAP meeting are developed which includes the issues arising, overall impression
of the assessment event and decisions made. Decisions are made by consensus. Where
consensus cannot be reached, the Director of Learning and Development has the caiging vo
The RAP meeting minutes along with the QBS report by learner group, 1V, cross moderation and

EA reports are all retained for later review or for consultation or auditing purposes.

Where instances of malpractice of assessment or irregularities orsemmdhe assessment tools
have been noted, they must be brought to the attention of the Director of Learning and
development in the first instance as part of ti&ir and Consistent Assessment of Learners
policy SOPas set out in the QQI Statutory Qualiyssurance Guidelines (April 2016) in
compliance with the qualifications and quality assurance (education and training) Act 2012

(revised updated to 18 November 2014).

All decisions of the RAP are recorded in the RAP mestingtes andthe Director of Larning

and Development will arrange for learners and other relevant parties to be notified of relevant
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outcomes in line with QA protocols. Learners are made aware that all results prior to RAP
meeting are provisional by nature and so if there has beenam@h to provisional results the
Director of Learning and Development will ensure that the learner is informed of the amended
result and is made aware of the Appeals Process by email. Permission is then granted by the
RAP to proceed with entry of resultstanthe QBS as final results. Any Amnformances
identified are notified to the Academic Quality Council for the determination of appropriate
reparative actions.

Fig 6 Summary of RAP Remit

Results Approval Panel

Purpose: Overview of remit othe panel $ to manage the quality assurance
process up to certification.

Terms of Office 3 years with the option of extending their service if appropriate.

Membership: 1 lona College Director of Learning and Development,
owner of lona College (Chairperson)

1 Managing Director, cmwner of lona College

1 One senior tutor

1 One senior assessor

1 Training Ceprdinator

9 Internal verifier

Quorum: Must consist of a minimum of 3 people (casting votes)

Duties & Maintaining standardfor certification purposes
Responsibilities (of
committee &
roles):

Meeting Details- | Meetings are held for each certification submission event
timings &
frequency:

Standing Agenda: | Discussion of all matters arisify the certification periodand the
findings of the IV and EA reports.

Reporting Who reports to committeeTutors and training cordinator
Requirements & | Who provides approval sigoff? 2 directors of the company
Approval Sigioff:
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1.1.9 Risk Management

The lona Colleg8enior Managment team considers risk management as the cornerstone of
effective governance practice. Risk management is a basic component of they @salitrance
process informing guidance and goothgtice into procedure and practice including the QQI
GDPR Guidelines (August 2018) and the GDPR Data Protection Impact Assessment and

additional guidelines as are on the Data Protection Commission website.

lona College have made significant progress in the enhancement of a Risk Management Policy
and accompanying Risk Register. The objective of the Risk Register is to improve the capacity of
lona College to deliver transparent, professional adult traininpiov an environment where

risk be it environmental, or operational is well managed. This system enables a further
education training environment which is conducive to learning. This system maximizes the
opportunities available to lona College to deliverthe commercial and academic areas of the

business ensuring that neither are mutually exclusive.

1.1.9.1Risk Management Process

lona College cannot possibly control all risks and so those risks deemed unavoidable must be
managed. This is achieved ialty by identifying the inherent risk and evaluating to determine if

it is a risk to be contrtgéd. Using the 3x3 matrix (see figurelG.1 3x3 matrix below) we
determine the risk rating by looking at the probability of the risk occurring and the
consequenced it does occur. This also considers the number of people who may be affected

and the frequency of the occurrence. A risk which is calculated above risk rating 4 must be
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controlled. Those risks below 4 while not insignificant will be monitored and redudeere

possible or practicable.

Severity

Critical 3 Moderate: 2 Marginal 1

Probable: 3 High-g High - 6

Occasional: 2

Probability

Improbable: 1

3x 3 Matrix (Google Images)

Risks to be controlled are evaluated using the Hierarchy of Control so as to enablauwation

of risk once controls are implemented to devise a new risk rating which should be lower than
the original one if it is not possible to eliminate the risk completely. At a minimisks are
reduced to the lowest practical and acceptable level. lona College recognises that it is not
possible to eliminate all risks and so must accept some levekkf The options open to us

include:

1. Eliminate—avoid the risk (e.g. terminating a risky activity);

2. Substitute—for a safer alternative or transfer the risk to a third party if ceffective (e.g. by
contracting out);

3. Treat — retain and contol the risk through engineering and administrative controls where
appropriate;

4. Tolerate— exposure to the risk is tolerable with training and PPE provision on how to handle

the unavoidable risk.
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lona College also recognises that this is a dynandcgss which must continue on an ongoing
basis and all persons affected must be vigilant to apply policy and procedure and review it
whenever necessary. It is of utmost importance to the oversight mitigation control to
communicate to all relevant stakeholdethe changes where new risks have been determined
which must be mitigated against or have evolved so that risk resilience may be retained. This

may be achieved by further training, communicated at safety or team meetings or via email.

lona College as QQI provider is bound by legal obligations in the provision of health, safety
and data protection (GDPR) to its staff, learners, stakeholders and visitors. lona College must

protect its material assets and to minimise its losses and liabilities as mymdssible.

1.1.9.2Risk Management Objectives

Risk management is embedded in the culture of lona College training provision. The lona

College risk management objectives include:

. Ensure that ri sk management i sbusmess Boths t ent |
commercial and academic using evidenced based practice;

* Risk management is guided by best practice
GDPR, safety and health, QQI standards, and codes of practice;

. A Ri sk PBmeass ot menodicareview is agreed in response to the changing
vocational area to include environmental, commercial, social, academic, and legislative
requirements;

. Prevent ri sks where possible which,asdoul d |
reduce the cost of risk;

. I nform policy and operational deci sions b
occurrence, how many people will be exposed to the risk, and their likely impact;

e Communicate t o alfdrrisk mandgentemnt bnd enswse ali dtakehatders d

are accountable for the management of risks within their remit of control,
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e Ensure that all significant risks of risk r
level and where necessaaye reported to the Senior Management team;
e To provide a commitment to al/l stakehol der s

to day running of lona College with their assistance;

1.1.9.3Requirements for Effective Risk Management

In order for the risk management in lona College to be deemed effective the following are
required:

e Clearly defining the roles, responsibilitie
e Evidence that the r i s gappliaeduaigreatyeandttrangparentyc i p 1l e
through documented procedures, training and supervision;

e Reinforcing and communicating the i mportanc
role and responsibility of all staff;

. Ma i nt agister of gsksdinked do lona College academic and commercial business
considerations, as well as those risks linked to working in partnership(s);

e Investigating all i ncident s, accidents and
and rsk register can be reviewed and updated as needed,;

e Completing compliance audit s;

e Preparing contingency plans to ensure busin

event to have a major i mpact wupon |l ona Colleg
e A system of continuous I mprovement i's enco
practice;
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1.1.9.4Risk Register

The identified risks and relevant control measures and actions will be managed through the
lona College Risk Register. The IQmlegeSenior Management teawill manage and review

the Risk Management Policy and Risk Register. Concerns raised Bgriteg Management
team will be communicated to relevant stakeholders in a timely manner through meetings,

briefings, CPD training other appropriate communication channels.

1.1.9.5Risk Management Review

The Risk Management Policy document is reviewed on an annual basis unless there is a
requirement for an urgent review in response to a change of legislation, an accident or
improvedcode of practice.

A Risk Register review will remain as a standing item ors#m@or Management tearagenda

where the Senior Management teamwill consider and discuss emerging and evolving risks as
notified. The information gathered will be used to infoperformance and practice.

This information to be considered during the review includes:

e Leadership: Il s risk management being effect
* Risk Strategy and Policies: Are nookshbyalstrate
stakeholders?

. Peopl e: Are all stakehol ders informed of t
equipped to do so?

e Partnerships, Procurement and Resources: Ar
place for managing riskgith partners through the procurement process?

e Procedures: Do I ona Coll ege procedures cl ea

e Risk Management : How are risks being manage
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Fig 7 Risk ManagemeiRRoles and Reponsibilities

Academic Quality Council (AQC)

Ultimate responsibility for academic related
risk management

Oversight and review of risk management
activities.

Commercial Governance Council (CGC)

Ultimate responsibility for finance and
business risk nreagement

Oversight and review of risk management
activities.

Programme Leadership & Assessment
Committee

Identifying and communicating risk and thei
controls in their area of remit to appropriate
stakeholders on an ongoing basis

Programme Review & Buation Board

Identifying and communicating risk and thei
controls in their area of remit to appropriate
stakeholders on an ongoing basis

Senior Management Team

Oversight and review @ll risk management
activities.

Final approval of the Risk Mareagent Policy
and Risk Register any amendments
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Section 2: Documented Approach to Qualitysisance

lona College has developed a comprehensive policies and procedures manual which describes
all of the tasks required by the business. This manual is provided to all staff and contracted
tutors and described in detail during induction training. Reztit aspects of the manual will

also be included in the learner handbooks.

2.1.1 Documented Policies and Procedures

lona College has developed robust policies and procedures which are informed by best practice
and communicated to all relevant stakehotde The policies are reviewed annually or more
frequently if required, for example in response to a risk identified by the senior management
team, E.g. Covid9 pandemic.

Procedures are developed to be easy to understand and implement across all asp#ws o
business of lona College. Procedures are reinforced by regular tutor evaluations and feedback
from the training ceordinator, learners and tutorsAll policies and associated operating
procedures are developed, reviewed and updated within our goveraafunctions and as
outlined in QA1
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2.1.2lona College Quality Statement:
Commitment to Quality

lona College is committed to quality assurance policies and procedures, all of which are in place
to ensure our services fully meet the requirements dfaur stakeholders at all times; staff,
tutors, partnership providers and learners.

Our goal is to continue to provide excellent further education and training opportunities and to
achieve this we are committed to implementing, maintaining and contiguaksessing
operational systems and processes.

Approach to Quality

lona College firmly believes in continually striving for improvements in the quality of provision.
Our Quality Policy is based on 3 fundamental principles:

1. Ensuring that we fully ideifiy and conform to the needs of our learners;

2. Monitoring, evaluating and reviewing our further education and training provision
processes; identifying the potential for errors and risk and taking the necessary actions
to eliminate them;

3. lona College stafind tutorsunderstandhow to fulfil their roles and responsibilities and
work professionally at all times, to do so.

As detailed in QA1, within our quality assurance we are committed to operating our company
under the disciplines and control of a diligegovernance structure, supported by a Quality
Management System, conforming to the QQI QA Core Criteria and adhering to the
Qualifications and Quality Assurance (Education and Training) Act 2012, as well as additional
legislative and regulative directiseand policies which will be documented throughout this
manual. Our quality system, including all policies and associated operating procedures are
developed, reviewed and updated within our governance functions and as outlined in QAL.
lona Collegas working towards the maintenance of a robust system of documented version
control procedures.

To ensure that all our policies and procedures are successfully implemented at operational
level, lona College are responsible for identifying learner, tutor andramme requirements,
and ensuring that the correct procedures are followed to meet those requirements.
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Objectives needed to ensure that the requirements of all policy areas are met and that
continual improvement is maintained in line with the spirit oétpolicyis set, determined and
monitored by the AQC.

lona Collegeregardstheir internal quality assurance and standard operating procedures as
essential to;
1 Ensuring regulatory compliance;
Guide decisiommaking;
Manage internal processes;
Manage risk;
Efficientlyutilise availability of resources;
Determine consistency in professional practice;
Support incidents of difficulty where arbitration may be required;
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2.1.3Quality Assurance Responsibilities
These are outlined as follows:

1 Responsibility fodelivering quality services rests with everyone at lona College;

T Each Tutor has ‘“operational’ responsi bil it
course/programme services for their current training programme;

1 Overall responsibility for maintaingnand evaluating our Quality Management System rests
with the AQC, with the support of the Senior Management Team.

1 The AQC are responsible for carrying out independent auditsésaliuations of the Quality
Management Systeran an annuabasis.

1 The AQC ar responsible for commissioning biennial external reviews of the Quality
Management System on a biennial basis.

2.1.4ACommunication

The Quality Policy principles and objectives are communicated and available to staff, tutors and
learners at all times. bhuction provides a fundamental opportunity to staff, tutors and learners

as It i s the ‘process’ whereby individuals ar
via the suite of policies and procedures, i.e., those standard operating processesguldeh
how we, as an or gani s eembracesand conpreimichtesthemuality ona C

system as an efficient, seamless and practical noag for dayto-day operations.
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Training and regular briefing sessions via team meetings are an integtabfpaur quality
assurance strategy as this is the vehicle by which we aim to achieve all our objectives. The
policy is also available to other stakeholders upon request.

2.1.5Training & Support

We ensure that all lona College staff and tutors undandtand fully implement our policies,
procedures and objectives and are able to perform their duties effectively through ongoing
support, briefings and training and development opportunities;

1 As part of the company induction to lona College, all stafbtstare fully briefed on our
Quiality Assurance amaverarchingaims and objectives;

1 lona College staff and tutors are provided with full training to ensure they can carry out all
functions of their role, as per guidelines set out in our quality systems;

1 Annual appraisals are held for all staff and tutors to assess performance and identify
training needs;

1 All training needs identified, to ensure quality is maintained, are fed into an overall training
plan and assessed and implemented, whilst consideringhadgetary constraints;

1 Objectives and action points are reviewed via an agreed supervisory schedule with staff and
tutors in 1:2:1 supervision meetings with the Director of Learning and Development.

2.1.6Monitoring & Evaluation

lona College work toards a plan of continuous review, whereby we will improve upon our
provision of services to ensure tasks are completed in the most cost effective and timely
manner for the benefit of all our stakeholders.

lona College aim to achieve this by:

Obtaining loth learner and tutor feedback following the completion of each programme;
Conducting an annual stakeholder survey relating to Quality Assurance and systems;
Undertaking arend of programmdearner survey, measuring all aspects of learner care;
Closely moitoring our ad hoc compliments and complaints procedure;

A scheduled plan of governance meetings to assess and agree actions to amend and
improve quality management systems, where and when necessary, appropriate and
relevant;
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1 Internal auditing annually;
1 Biennial audit by external provider.

lona Colleges committed to operating continuously to the highest possible quality standards

and will maintain the necessary Quality Approvals consistent with our stakeholder, QQI and
legislative requirements.
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Section 3: Programmes of Education and Training

lona College is committed to develop, design, deland regularly review courses that respond

to the needs of all stakeholders to include learners, employers and that are responsive to an
everchanging vocational area. We achieve this by:

Seeking feedback from learners at the end of each session

Feedbak from tutors

Feedback from employers who we meet during TNA

Feedback from employers who we meet on workplace monitoring visits

Advice of external personnel

Ensuring that learners feel supported throughout their journey to certification through

regular comact with lona College staff face to face, by phone, email, website or social

media

1 Review of evaluation forms

1 Analysing current trends and new standards or codes of practice which need to be
incorporated into new or existing courses

1 Complying with equalt and diversity legislation and through the operational

implementation of our Equality Policy

= =4 -4 48 -8 9

|l ona Coll ege’s goal is to enable our | earners
learning potential and building our supportive network of eoydrs who actively seek to

employ our learners on completion of their programme of study and often, at times during
their work placement. This is further underpi
us to complete their CPD for their exististaff who have expressed an interest in a field of

study described or noted while the learner was on placement working alongside them. This
openness particularly in healthcare and social care to new learning ensures a system of
continuous improvement whitis cyclical and dynamic with forward and backward feedback
ensuring a 360 approach to learning and teaching.

On the | earner’s first day, and as part of
certification, our commitment to them and the reqen commitment from them so that we
have a pathway for success.
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At this stage we can also advise on access to, or transfer between programmes as well as
further progression to work or studies. Tutors are encouraged to check in with learners where
new couses become available or employers have contacted and are looking for new hires so
that the communication stream stays consistent. In this way learners are facilitated to make
their best choices and to be supported to achieve.
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3.1 Programme Development

lona College is committed to developing and designing courses that respond to the afeeds
learners and potential employers while staying responsive to a dynamic vocational area and
demonstrating compliance with QQI programme validation criteria, where necessary and
relevant. The lona College Policy and supporting procedural documentssditaiprocesses
involved.

Programme design is facilitated by the AQC in conjunction with the tutors to develop content to
meet the perceived training neagd appropriately mapped to the National Framework of
Qualifications (NFQ) and the NIBQd of Leel Indicatorsand to reflect QQI learning outcomes
Typically as lona College works with a variety of health care and social care facilities, the
programme designed must be suitable for roll out to many facilities angregramme design
must considenationwide delivery to ensura consistent best practice approach to training.

When designing programmes for QQI wvalidated a
for the validation of programmes of. Thed@C at i on
support the ProgrammeReview and Evaluatioloard (PREB in the development of a
programme plan to ensure the programme maps to QQI criteria and relevant nsgjecjal

purpose and component award specific validation requirements, learning owsoand
assessment proceduretona Collegereparesprogramme application submissions using the
Programme Descriptor Template araligns all content to the available guidelines. The
Programme Review and Evaluation Board (PREBg lead committee on alhew programme
development.
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Included in the programme desigte:
3.1.1Structure

The structure of the training:
1 dassroom based, tutor led lecture and discussion
1 Blended i.e, in class and some online, portion of the training may be done before
classoom-based trainingdue to Covid restrictions to limit the amount of face to face
contact
1 Workplacebasedskills demonstratioractivities;for example demonstrating how to use
a new hoist,
Toolbox talk where a short training intervention is required,
Workshop sessionsfor example to give practical ideas of activities to be delivered to
residents with moderate dementia.

= =

3.1.2Duration

The duration of the training intervention will vary depending on the complexity of the training
to be delivered, cerfication requirements and the budget available for training. If budget is a
major concern the main challenges are dealt with first which are deemed to be mandatory
content and then the areas which are more aspirational are delivesieouldthe budget allov.

3.1.3Certification

lona College tries where possible to offer flexibility to clients and learners to meet the demand
of the workplace. lona College therefonéfersthree levels of certification:

1 Certificate of Attendancethe learner attends a tallon a topic and leaves without any
level of assessment e.g. Suicide Awareness. The certificate is awarded by lona College.
This is a good way of introducing a topic and seeing if furtifaning interventions are
required.

1 Certificate of AchievemeniThelearner attends training for a hatfay or fullday and
completes an assessment on the dashich mustbe pas®d e.g. manual handling. The
certificate is awarded by lona College and is renewable every 2 years.

1 Certification byan avarding body(e.g. QQI)The learner must attend training in full and
complete and submitfor grading, all assessmentsvithin the specified submission
period,to achieve certificatia.

3.1.4Content
Content for the training is developed by @appointedsubject matter expert whit is typically
either the Director of Learning and Development, AQC member or one of the contracted tutors.

Content mayinclude pictorialvisual imageswritten instruction/guidelines, videalips andbr
presentatiors or, a combination.
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Content will be réevant to the proposed audience of adult learners and set at an academic
level that is difficult enough to be challenging but not so difficult as to beutting. It will be
framed using languagiat is easy to understand.e.,colloquialisms are notsed and using the

lona College templates to show consistency of branding and to avoid confusion. Many of our
learners have English as a second language so the content mélsebeand basic enough for

the purposes ofranslaion into a more usable form.

Content in some module contennay also need to be multevel basic information is needed
for certain staff whereas more in depth knowledge of the same topic may be needed for
managers or supervisors.

Content is sourced and acknowledged through refeing for nororiginal content and
distributed to other tutors for review, editing and comment before approval is sought.
Depending on consultation with the client group or learner, learning outcomes will be
developed in full and reviewed to ensure ththiey meet established criteria. Assessments will
also be developed whenequiredand distributed to the AQC to commence initial validation or
for programme approval depending on the level of the programmes being designed.

3.1.5Methodologies

Flexible taining methodologies are important for the adult learner as we need to determine
how they learn best. To determine methodologiege use the VARK model whidkfinesadult
learning styles as the following:

1 Visual The learner learns visually via imagesls as charts, diagrams and possible,
observation.

1 Auditoryy, Th e | e ar negrprefers to hearthe afbrmation and in doing so tend
to take notes during clagime (as opposed to watching the tutor). Learners who learn
principally vidistening also work well within discussion sessions.

1 Reading/Writing The learner learns via the written word and will engage well with
handouts, poweitpoint presentations, undertaking their own research. Similar to the
auditory learning, this learner also likestake copious notes.

1 KinaesthetiG The learner prefers to learn using more has practical mods. They
are physically involved in the learning process and so, the learning experience can be
quite sensorial.

lona College endeavours where possitdaise methodologies which are easily understood by

all learners. For example, when teaching the circulatory system in anatomy and physiology we
will show a diagram of the heart, show a video clip of how the circulatory system works,
describe in words angrovide a presentation and then bring in a stethoscope to listen to the
heartbeat. Thisassists learners in theetention of information and tends to be more
interactive allowing for more meaningful sessions.
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Methodologies may include:
Tutor led lecture
Power point presentation
Online tutorial
Forums

Group discussion
Mini tasks

Video clip

Cartoons

Skills demonstration
Anecdotalstories
Diagrams

Reflective practice
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3.1.6Progamme Approval

All programmes developed must be sent to the AQC for approvdilsggn off prior to delivery.

If the programme is to be QQI approved and therefore, has to be forwarded for validation (or
revalidation), the AQC must authsgithis process prior to further work being undertakand

final submission made.

Programme Appoval is achieved by:

Initial consultation with QQI re scope of provision

Frequent consultation with tutors, clients. learners and members of AQC
Completion of ugo-date QQI documentation

Submission of QQI documentation and any other supplementary dentation that is
required and relevant to the programme developed

Payment of required fees

Responding to any requests for further information (RFI)

Attending a validation panel meeting

Responding to the panel report and recorendations

= =4 -4
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In order fora programme to be approved by QQI or internally, programme development
must meet the following criteria:

1 Learning outcomes must be developed in response to TNA

1 Training course must meet the needs identified in the TNA

1 Content is designed appropriateland accurately to the National Framework of
Qualifications, i.e., the programme breadth is aligned to the level of study and
knowledge skill and competency sstrands documented on the Grid of Level
Indicators are

Programme drafts must be sent to AQ€fdre submission for validation to QQI
Programmes must comply with requirements for Access, Transfer and Progression

= =4
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1 Programmes once approved, are subject to regular review depending on frequency of
delivery

1 Lesson plans must be developed to ensure coestsstandardised delivery of training
regardless of tutor so as not to disadvantage the learner.

3.1.7Protection for Enrolled Learners

lona College offers protection for enrolled learners as required by the QQI guidelines. PEL is
only activated in the eent of the unexpected cancellation of a programme that has already
commenced, or closure of the college. Once a programme has commenced, we aim to ensure
the programme will be completed in full so as not to disadvantage the learner. Programmes are
delivered on a module by module basis and last a maximum of 4 weeks so it is highly unlikely
that a programme will start if there are insufficientmbers fhinimum of 8learners)or the
college is likely to close. No fees are paid in advance of the programme emrement.
Learners are encouraged to pay fees on the first day of the programme by EFT.

All learners join the college on a module by module basis and as each module lasts for less than
4 weeks, lona College commit to completing that programme of studycd@iures are in place

to facilitate the learner through a programme deferral or the issue of a refund if necessary.

lona college has in place academic bonding with 2 registered approved providers and an
academic insurance in the event that a learners wisteeenrol for a major award. This practice

is not encouraged and to date no learner has registered for a major award.
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3.2 Learner AdmissioyProgression and Recognition

lona College welcomes all adult learners regardless of age, gender, race or religion or any other
ground of discrimination.

One of the first items that was purchasech@n we moved to our current premises was a
scratch map of the world and learners are encouraged to check if their country has been
uncovered or if they are the first from their country to attend college. This map is entitled Our
Global Family and sits oude our training suites. Our Global Family means a lot to lona College
as we truly welcome people to join our college from all over the world.
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3.2.1 Learner Admission

lona College document all approved entry requirements and progression opportunities for each
programme module within the QQI validation application. Upon approval this information is
then published on lhpromotional marketing materials, including the company website.

Admission criteria arbased on:

The NFQ award level;

QQI component award specification;

The approved programme delivery method;

The required learner entry competencies such as langupmpficiency and agreed
previous qualifications and/or experience or equivalent.
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lona College aim to ensure that all potential and new learners considering registration to study,
have an understanding of programme expectations and recognise their owls lef/&arning
capacity to work towards the achievement of the associated programme learning outcomes.

3.2.1.1Learner Registration

Learners may register by phone, email, through the website or call to the office in person. The
training co-ordinator will answer any queries that they may have and they are given the
schedule of upcoming courses and a flyer detailing the structure of the course. If the enquiry is
made by phone, the learner will be sent the flyer either by email or by pdsthever is most
convenient for the learnerSome learners will be admitted to the college by their employer or
CE supervisor.

The lona College website has details of all QQI programmes validated for delivery and the

training coeordinator will explan the basic information about the course e.g. assessments,
schedule, work placement requirements. If the learner requires more specific academic detail
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about the course, their enquiry is transferred to a relevant tutor who will answer their
guestions moreeomprehensively.

On initial consultation, the training eordinator will register the learner by phone or face to
face by completing a learner starter form, to determine basic information in terms of contact
details, recent work/education history, and ahfield of study they are interested.ifor many

of our learners it is at this stage that they will admit that they maybe had a tough time at school
or that it is a long time since they studied and are nervous about coming to college and doing
assessmerst. Reassurance at this stage is vital. Learner supports will also be determined at this
point e.g. large type briefs, sending materials in advance for translation.

3.2.1.2Learner Entry Requirements

To attend a QQI course with lona College, entry regméents are documented on our QQI
programme descriptors, following programme approval. Admission requirements are
considered according to the level of QQI/NFQ award, the component award specification, the
course delivery methodologies (and competencies iegpl to participate and successfully
complete the award). The most common (fundamental) entry requirements are as follows:

1 A basic level of education to Junior Certificate standard or equivalent;

1 Basic proficiency in written and spoken English;
1 Lifeexperience to encourage a safe learning environment for all.
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3.22 LearnerRecognition
LR RPL recognitioRPEL, APCIEQF, NFQ, NARIC

The statutory requirements regarding I|Ireland’
is clearly set out in the Qualifications and Quality Assurance (Education and Training) Act 2012.
The Act documents respongdiby of regarding the development and implementation of a
consistent policy led approach to RPL.

QQI defines RPL as;
* ..paocess whicls used to evaluate skills and knowledge gained through life outside of formal
education and training, for the purpesof recognising life achievements against a given set of
standards or learning outcomes

Through its Recognition of Prior Learning (RPL) policy and associated procedures, we aim to
ensure that our QA systems emulates the principles of recognizing lesgonier learning and in

doing so, safeguards learner achievement in a manner that is reliable, valid, fair and
consistently aligned to the standard of the award in question.

lona CollegelefinesRPL as;

WX GKS |aaSaayvySyid 27T orledming;eithérdokniidzhforsh or NdBf SO v
F2NXYIFET GKS 2dzid2YS 2F 6KAOK Aa (GKSyYy dzaSR G2
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lona College supports the process of RPL assessment as we recognimnefies of RPL in
supporting our learners to acquire their formal qualifications and thereby, contribute to
enhancing employability and lifelong learning opportunities.
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lona Collegeecogniseghe importance of considering prior learning, and will fatce learners
to go through a course of learning when they already have the knowledge, understanding and
competence to meet the assessment criteria.

The recognition of prior learning (RPL) is where learners demonstrate that they can meet the
assessmentriteria within a module through knowledge, understanding or skills they already
have, without having to undertake further, accredited learning. lona Coleggectsthat this is

a nationally acknowledged assessment activity developed and implementethwégulated
standards.

We manage RPL as an overall process which embraces twsiranls;

(1) Accreditation of Prior Experiential Learning (APELthis is the process whereby a learner
seeks formal recognition of prior learning they have achievewugh experience, such as
career, professional or voluntary work, and/or sdifected noraccredited study.

(2) Accreditation of Prior Certificated Learning (APGLihis is the process whereby a learner
seeks formal recognition of prior learning frasmalifications they already hold but may not be
recognised within the rules of. " combination’
It is not unusual for RPL to be claimed against one or more modules, but not against part of a
unit, and the learner is responsibier making relevant staff aware of their wish to make an RPL
application as early into the course possible

Our full RPL policy and procedure document details our operational processes of administering
RPL, provides links to other policy areas arduttes templates of forms and information to
LRs.

3.2.2.1Non-Completion of Programme/Drop out

It is the policy of lona College to protect the interests of learners who participate in all the
training programmes and services lona College offer ainadis.

To achieve this policy lona College offers learners who are unable to complete their programme
of learning for valid reasons due to illness or other reasonable circumstances, the option to
transfer to the next available programme or next availad@mination sitting. On occasions
such as illness or unforeseen circumstancgsecial examination sittings are arranged for
groups of learners. Any extension to deadlines or requests to attend assessment outside of the
scheduled timetable must be appliddr in writing by the learner to the Director of Learning
and Development for review prior to deadline.
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Should a programme be cancelled due to reasons beyond our own control, lona College will
reimburse learners in full for the training which was carezkll Because of the short duration of
the programmes that lona College deliver, lona College will commit to deliver all programmes.
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3.23 Learner Induction

All learners are required to complete a learner starter form on the first day of training if it has
not already been completed by the training-oodinator on initial contact. These will be
providedin the tutor folder by the training cordinator. The tutor then distributes the form to

all new learners who have not studied in the college previously. The tutor advises the learner of
the requirement for the completion of the form and any GDPR consantirements.

The tutor collects the form, checks that all of the required information has been included and
returns the completed forms to the training ewdinator who uploads the information to the
Learner Management System (LMSdmpleted forms arehen shredded.

Learners sign the attendance register and following this, complete three documents on the first
day;

These documents consist of:
I LearnerStarter Form
1 GDPR consent & privacy
1 Emergency contact page

New learners are then given the kirio the learner handbook from the website and requested
to read through it. The Tutor provides an overview of quality systems relevant to the learning
experience via powepoint which includes information about assessment, plagiarism, deadline
for submisgon and protocols in relation to certification and appeals.
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3.2.4 Learner Progression

lona Collegdas in place transfer and progression routes into and onwards from programmes
leading to awards on the framework. This information is communicated tealhersduring

the induction process.earners who successfully complete a QQI component moduleagorM
award will also have further learning opportunities within a learner progression pathway (e.g.
studying for further modules or Major awards). Throughout the course of study, tutors advise
learners of other modules that they can undertake in terms gpanding their breadth of
knowledge at the same level or encouraging learners where appropriate to study at level 6.
From time to time, learners will inform tutors that they wish to migrate to another field of
study and learners are advised on how this t@nachievedExamples are from childcare to
health or social care awards.

lona College is developing a learner progression pathway in partnership with an external
guidance service/expert career guidance consultant to support learners with further edacatio
and training opportunities
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Currently all lona College programes are Tutoted through a virtual learning environment as a
direct result of the Covid9 pandemic and associated restrictions.

3.3.1Programmatic Review

lona College aims to undertake a review of one QQI major award programme per annum, on a
five-yearly cycle. lona Collegefersto this as a programmatic review.

The aim of the programmatic review aims to provide a platform for the continual enhancement
of programmes, by identifying gaps and analysis areas requiring revisions.

3.3.2Programme Monitaing

lona Collegenonitorseach individual component programme on angoing basis. To facilitate
the continuous monitoring of programmes, lona College seek feedback on all elements of
programmes; assessment, delivery, teaching and learning.

The Progrenme Review and Evaluation Board (PREB) takes responsibility for the review of
information generated by the monitoring activities. It is also tasked with identifying a reason for
continuous improvement and proposals for programme modification, where nepes#éen
making any proposals for modification, initial feedback is sought from the Director of Learning
and Development. Minor modifications are approved internally by the PREB whereas major
modifications require QQI approval prior to implementation. brcls cases the AQC must
approve signoff. Such modifications are defined below:

Minor Modifications:

Changes to the admissions process,

1 Changes to module indicative content without impact on the learning outcomes of the
module,

1 Revisions to assessment pesses in a module, providing such changes remain
consistent with the approved programme information.
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Major Modifications:
e The addition of modules to a major award programme which have not previously been
validated by QQI.

3.3.3Annual Programme RevieReport

lona College aismto produce an annual programme review report. This w# a joint
collaborative project between the Director of Learning and Development and the Training
Coordinator undethe auspices of the FB. The outcome of this report ie produce an annual
Programme Quality Improvement Plan (PQIP) aimed at ensuring identification of gaps,
identification of effective practice (nationally and internationally) recommendations and the
identification of other key inputs such as:

e Programme riated feedback received from QQlI,

e Review/recommendations from the PREB,

e Learner completion rates,

e Learner achievement rates,

« Review of programme related marketing material,

« Review of programme related material and resources,

e Feedback from Learners andtars,

e Feedback from Training Coordinator,

« Review of relevant and new developments in training delivery,

o« Review of research into related programmes offered by other providers and for
benchmarking purposes.

The lona College AQC is responsible for approviegréview of findings from the PREB on
programme reviews and will provide the final approval and signoff on the Annual Review
Report.
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Section 4.0 Staff recruitment, Management and Development

4.1 Staff Recruitment

This lona College Policy statement is in compliance with the Qualifications and Quality
Assurance (Education and Trainingct 2012 and outlines our approach to staff recruitment
and development. lona College always endeavours to recruit staff /contractors who are the

best person for the job
and philosophyat all times.

at hand and

wh o

wi |

Recruitment of said staff will be guided loyir Human Resources Policy, Equal Opportunity
legislation and effective human resource practices and principles. This policy applies to all

ongoing and fixed term, full and patitne appointment

4.1.1 Key Principles

The following key principles inform our decisioraking in relation to recruitment and selection

of staff;

s ad contracted tutors.

1 Recruitment, selection and appointment will be undertaken and completed by the directors

of the wllege;

1 Recruitment and selection will be based on requirements of relevant legislation, industry

accreditation and our moral responsibilities;

1 To sustain a workingenvironment that attracts, develops and retains committed

employees, who shareingh company’s goals, objectives a
1 To take all reasonable steps to ensure that the policies and procedures are executed in the

most costefficient manner;

T All appointments will be made on the basis of the careful and comgisteplication of the

principle of ‘best per

son for t he

j ob’

dep:

9 Appointments will be made in open competition by external or internal application by word
of mouth in the college, on the college website www. ionacollieger. on social media;
 Recruitment and selection processes will be conducted on the basis of fair and equitable

treatment of all applicants;

1 The information provided at interview will be deemed confidential and governed by both

GDPR legislation and iomternal Privacy Policy;
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Recruitment and appointment processes, including decisions, will be consistent,
transparent, professional and timely;

Decisiommaking will be the responsibility of the directors and will be merit based;

All appontments will commence with a period of probation for 12 weeks or as deemed

appropriate to the position;

Where equal merit occurs between an external and internal applicant, preference will be
given to the internal applicant;

Clearly defined job escriptions are in place for all levels, which are used in the selection

process. These include detailed recruitment criteria (person specification) and recruitment
processes that are in keeping with employment equality legislation.

4.1.2 %aff Roles

lona College employs two directors and a trainingpodinator; all other staff are contracted as
required. As a small company, there would not be sufficient hours to employ tutors on an
ongoing basis. Many of the contracted tutors are employed by ottwdleges and aralso
working in their vocational area. As a result, tutors are well informed and aware of current
training needs in the area, new recommended codes of practice and they will advise us of same
offering a level of external stewardship forggrammesto improve content for proggmmes
and disseminate information to learner3his approach also assures tutors that they have
continuous work from several employeesd that we have a bank of tutors available at all
times.

Both directors own 50% aie company and are full time employees of the college.

The role of the MnagingDirector is ta

1 Manage the stakeholder relationships
1 Gommercial governance

1 Marketing campaigns,

1 Recruit staff,

The role of the director of learning and developmést

Management of the QA system,

Management and approval gifogramme content
Certification,

Monitor tutor performance,

Provide feedback to learners and tutors,
Academic governance.

= =4 4 -4 -8 -

Jointly both directorsmanage the day to day operations of the college.

The training ceordinator role is administrative and includes:

1 Online marketing,

1 Managing the website,

9 Dealing with learners from registration to inviting them to graduation,
1 Booking tutors,
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Sourcing training venues,

Engaging with host companies to seek kwpfacement for learners,
Garda vetting process,

Preparing portfolios for marking and invigilation,

Management of content on Smartsheet

Learner Support

Review of end of programme learner surveys

=4 =4 -4 48 -8 -8 -9

All persons working for lona College complete the natioe#ting process.

Tutors

Tutors are required to have a qualification one level above the level that they are teaching and
to have at least 1 year relevant vocational experience as well as a qualification in training and
development.

Depending on the fmgramme, tutors may in addition need specific professional qualifications
for example people moving and handling qualification or Cpi certified MAPA instructor.

Tutors are responsible for their own CPD as they are employed on a contracted basis.

Tutors ae encouraged to submit CV and copies of relevant certificatfongeview by the
directors who will then interview and appoint tutors as appropriafes required, tutors are
requested to renew their certifications and provide the college with new cestifons as
received. One of the college directors will visit the tutor on site to review their performance
an unannounced monitoring visénd offer constructivefeedback to them at least once per
year/ per programme depending on the length of the pragme.

Administration Staff

Administration staff are required to possess relevant qualifications and experience of business
administration suitable to their role in addition to good IT competency.
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4.2 Staff Communication

lona College communicates with all staff academic and-amademic through telephone
email, or face to face. Meetings are heldtlwthe training ceordinator to determine rosters
which are emailed to relevant tutors typically one month in advance of delivery. Tutors confirm
booking through emailln the event that the tutor cannot deliver the training due to an
emergency, they mustontact the training ceordinator who will try to find a replacement
tutor. Where this is not possible, both directors can deliwvamingand so can replace the tutor

at short notice.

Tutors send in a daily report which outlines the content deliverad any issues arising that
need attention. This report is acted on where necessary by the trainirggdioator and or the
directors of the college where appropriaté/here issues arising affect other tutors, they will be
contacted by email or by phone depding on the urgency of the issue.

Staff suggestions are emailed for the attention of the senior management team who will
respond by forwarding suggestions to the relevaatmmittee Pr review and or responsé&taff

may also make suggestions at team megs$ or by phone to the colleg&utors have access to

and are notified of changes to a knowledge bank for content, assessment materials and learner
supports through the learner management system.

Communication from learners is forwarded to tutors via temessage if someone cannot
attend for example.

Tutors are shown their learner evaluations and are advised of all compliments received on their
behalf, as are all staff. Where complaints are received tutors and staff are advised of the nature
of the complant and supported through the complaints process.

Tutors and staff are invited to attend the-Bnnual graduation and distribution of certificates to
formally acknowledge their hard work and support.
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4.3 Staff Development

This policy statement relates to the training and development of all staff employed by lona
College. lona College is committedth@ development of each individual's potential and career
opportunities in terms of the |l ona College r
ensure a system of continuous improvement for our College. This training and development
may be deliered in lona College and delivered by own senior staff or may be sought externally

to the company as CPD from another college or university. The development of staff
encourages:

Improved performance by renewing skills or revising knowledge
Extending curret provision of courses

Keeping the College relevant and up to date

Developing potential for all staff

Making the college more efficient

Understanding systems to improve learner experience

Responding positively to staff suggestion for training after stpfifraisal
Improved job satisfaction

Improved competence and self confidence

Improved staff retention
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lona College encourages all staff to further develop by attending conferences, briefings,
workshops and communicating with other staff to improve peempter communication and

thus encourage reflective practice. lona College encourages tutors to sit in on the classes of
fellow tutors to evalwuate tutor’'s ©perfor mai
methodologies that they could bring to their class

An ongoing system of staff development encourages the development of aoueited, well
performing team who are known to each other as sometimes the work of a tutor can be very
isolating especially in a classroom setting offering rare chances &irtpgeer reflection other

than while on breaks. While offering opportunities for CPD, lona College recognises that all staff
must keep their knowledge and certifications up to date which requires time and effort.
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Section 5.0 Teaching and Learning
5.0 PolicyStatement

lona College is committed to continuously developing teaching and leastiagggies so as to
optimise the learning experiences of our learners. At lona College we promote the
development of the person- the learning experience is not solely about the acquiring of
learner knowledge and skill but also focuses on encouragingdesato evaluate and reflect on

their own competencies, capabilities and aptitude. lona College believes that developing
confidence in the Il earner’”s own abilities
Currently QQI programmes facilitated lmna College are all either online blended in response

to the Covidl9 pandemic or more traditionally classroom bas&dtors received training on

how to set up and deliver training in a virtual classroom and Zoom licenses were obtained for

all tutors.

The teaching and learning policig developed on the elements of teaching experience,
gualifications, subject matter knowledge and understanding the mutwalyys pect f u | ‘ot
| earner’ relationship.

Up until recently all lona College facilitated QQIgyreonmes have been classroom based, with

lona College ensuring the provision of a safe, inclusive and expertly managed space. However,
the current Covidl9 pandemic has required us to migrate all teaching and learning provision
into the onlineblendedlearning space. This has not impacted upon the quality of the teaching
and learning experience and it continues to be subject to regular monitoring, reflecting lona
Coll ege’s commi t ment-monioring and selevalaation. Meevdetal v s |, S
which is documented in QA 4 and much more specifically in QA 11.
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5.1: Promotinga Learning Ethos
Teaching Approach

At lona College wecoordinate a learnercentric approach by offering varied learning
methodologies to suit the needs of the holistic adult learner. These methods will encourage
peer to peer learning, discussion andrtkitank sessions which are currently explored through
the facilitated classroom environment.

We provide access to a higjuality training and education experientsy ensuring all tutors
are appropriately qualified, experienced and commiteati aim to:

1 Provide for all adult learning styles i.@isual, auditory, reading, writing and kinaesthetic
Encourage learners to seek additional guidance and support if returning to education or
with limited experience of undertaking assessment

9 Assist tutors to asses$le success of content and enable a system of continuous
improvement supported by learner and tutor feedlbac

1 Monitor progress of learnerroughout their learning journey and in doing so, provide
motivation and encourage continued participation

Responqui ckly to ever changing and emerging Vo
request for particular training

Our approach to teaching and learning encourages the developmenteahdncementof

knowledge,skills and aptitude for learnergnd challegesto make the learningexperience
much more relevant and interesting. This isrther cemented by requiring learners and
employers tocomplet a training needs analysf$NA)using thefollowing process

5.1.1TNA(Learne)

lona College determines threeeds of the learner by:
1 Initial consultation by phone, email or social media to determine the needs of the
learner in terms of their course preference
1 Completion of learner enrolment form
1 Requesftor disclosure on requirements for agditional suppar;
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Review of draft submission of assessment and feedback to learner
Formative and summative feedback to learner

Review of workplace monitoring visit to employer

Post course evaluatign

Tutor feedback
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The training need is typically determined by comnuation to the training cerdinator who

will confirm that the needs of the learner will be met by attending an existing course or that a
course may need to be amended/edited or a new course will need to be developed as a
bespoke training intervention foa particular group of learners because of the nature of their
training need e.g. caring for a client with a particular need which requires more specific
assistance. It could also be determined at this stage that a meeting of the AQC needs to be
called anda programme needs to be developed for validation.

5.1.2TNA(Employer/Client group

lona College determines the needs of the employer/client group as follows:

1 Initial consultation by phone, email or social media to determine the needs of the
learnergroup in terms of course preference or a challenge they have encountered in the
workplace thatrequiresa training intervention

1 A result of an inspection report from a regulatory body which highlights areas of
improvement which can be met by a training intention;

1 Request to upskill or cross skill staff

1 Response to staff appraisal request

1 Change in legislation or process

5.1.3The Learning Experiencd’romoting Learning

lona College takes a consistent and balanced approach to the learning experighcallwi

award relevant guidelines and documentation standardised centrally;

1 Programme Materialsare developed from, reflective of and aligned to the programme
validation documentation and to the NFQ Grid of Level Indicators to ensure that the
criterion appicable to the level of learning has been accurately reflected in the
development and attainment of knowledge, skills and competency

1 Programme development meetings angrogrammereviews completed by the PREm
response to completed TNA, corrective actionchange in legislation.

i Our teaching strategy is coherent and variable. This allows for a range of techniques to be
used to support individual learner styles and appropriateness to the learning pathway and
methodology, such as classroom, oerliand/orblended. Our techniques include but are not
limited to,

1 Inquiry-Based Learning

1 Cooperative Learning

1 Visualisation

1 Differentiated Learning

1 Professional Development
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The learning experience is monitored from the outset with potential new learners being

informed prior to registration of their requirements to engage in a learning experience that is

autonomous. Learners are informed upon commencement via the Learner Handbook that their
participation and engagement throughout will be monitored.

The LearneHandbook and the Helass induction session clearly detail the teaching, learning,
assessment and egoing monitoring procedures as well as coherently outlining the relevant
policies and procedures

5.1.4Diversity of Learners

lona College recogniselsat there is increasing diversity in learners entering further education,
including nonrtraditional groups. i.e.,

People with English as a second language or third language
Learners with visual impairment

Learners with mild intellectual disability

Early shool leavers

Learners with literacy and numeracy challenges
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lona College aims to respond to and support the range of diversity presenting across its Learner
profile through its ethos of mutual respect and dignity and respect policy. As outlined above
and with regards to teaching strategies, lona College appreciates its responsibility to adapt to
different learning requirements and offer Reasonable Accommodation for those that need
learner support. Where literacy and /or numeracy challenges arise, lesarer directed to a
literacy support agency to support their learning and therefore postpone commencement of
training until their skills improve.

5.1.5Assuring Quality of Training

Assessments completed by learners demonstrate critical thinking andféran$ knowledge
which informs programme development and assures the quality of training delivery. Employers
are actively seeking to employ learners from lona College with some employers only taking
learners from lona College exclusively for work placemenhis is a measure of the quality of
the training delivered.

5.1.6Complaints

lona College isommitted to resolvingssues in the context afomplaints to the satisfaction of
all parties where possil®.

Learners are asked to submit their initial complaint via written notificatioh®® training ce
ordinator who will then forward the complaint to théutor or the senior managment team
depending on the severity and nature of the complamiio will then work to resolve the
issue(s) presentingn instances where the complainartmainsunhappy with the outcome,
they may appeal the findingsThe procedural process of making and resolving complaints is
outlined in our Complaints Policy and detailed ie tearner handbook.
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The procedure regarding learner complaints which redagpecifically to the assessment and
appeals processs outlined in QA 6 and is al®mmprehensively documented in the learner
handbook.

In all cases of complaints, appeals aady other type of dispute with learners, tutors,

employeesand/or other stakeholders, it is the policy of lona College to communicate through
email so as to ensur@clear and transparent communicatidrail.
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5.2.1 Programme Delivery

In order to guarantee the consistency and quality of service, all lona College tutors must be
equipped with all thdraining materials, resources and equipment necessary for effective
course delivery. All tutors will be provided with a lesson plan, content, assessments and a pre
course checkilist that will highlight any issues that need to be addressed by the tutor/ lona
College prior to course commencement.

The checklist will include the following:
Location of venue

Equipment required

Location of fire exits

Name of first aider

Location of toilets

Location of canteen if required
Health and safetghecklist
Location Rik Assessment
Location of Assembly point
Signage

VenueChecklist
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The tutor will be provided with the following at the location:

1 Attendance register

1 Learner Enrolment forms

1 Flip chart

1 Flip chart markers

1 Markers

1 Projector

1 lona College training materials whh ~ wi | | contain lona Colleg
materials which they have developed and sent forward for review by the Director of
Learning and development or content developed by lona College or a combination of
the two) Branding the training mates with lona College logo does not suggest
intellectual property rights and issues relating to intellectual property will be dealt with
in the contracted training contract for service.

1 Pens
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A4 notepads

Name templates

Course evaluation forms

Assessmenportfolios containing briefs, marking sheets and cover sheets
Camcorder if needed
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5.2.2 Academic Integrity

lona College is committed to and guarantees to demonstrate honesty, morality, respect,
fairness and responsibility to and for staff, learners and tutors. lona College has the procedures
and processes in @te to ensure that a positive and progressive-llifieg learning experience is
available to all. These include but are not limited to:

1 Programme Content as appropriately designed to the syllabus of the relevant subject
learning outcomes and discipline.

1 ASynergistic Andragogy (SA) Approach is applied to the learning process to enable
powerful, interactive, practical and constructive learning.

9 Tutors are subject to monitoring visits followed by the sharing of constructive feedback.

lona College managéise process of academic integrity through a number of policy, procddur
and process related practices. These include, but are not limited to:

Quality Assuring Assessment: Assessing Assessments
Malpracticeof Assessment Policy

Exam Supervision Policy

Hardling Academic Misconduct

Certification of Learners Policy

Academic Appeals Policy

Tutor Code of Professional Practice and Code of Conduct
Learner Code of Conduct

Data Security and Retention Policy

In addition to the above, lona College also works tdillnand ensure the practices of the
following fundamental values of academic integrity:

Honesty— lona College encourage practice of the quest for truth and knowledge through
intellectual and personal honesty in learning, teaching and service provision.

Trust — lona College fosters and relies upon climates of mutual trust. Climates of trust

encourage and support the free exchange of ideas which in turn allows the inquiry of learning
to reach its fullest potential.
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Fairness-lona College establishes cleard transparent expectations, standards, and practices
to support fairness in the interactions of learners, tutors and administrators.

Respect— lona College defines the value of academic integrity as inclusive of respect: the
interactive, the cooperate and the participatory nature of learning. lona College honors,
values and considers diverse opinions and ideas.

Responsibility— lona College builds its reputation upon the foundations of personal
accountability coupled with the willingness of individkiaand groups to lead by example,
uphold mutually agreedipon standards, and take action when they encounter wrongdoing.

lona College aisito promote a learning experience whereby academic integikyws learners
and staff the freedom to build new ideaknowledge and creative works while respecting and
acknowledging the work of others. lona College will respondctrdemianisconduct in a fair,
consistent, transparent and timely manner.
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5.3: Our Community of Practice

lona College engages in networking with neighbouring providers at both local and national level
to understand and determine current best practice in teaching, learning, assessing, monitoring
and evaluation in further education and training. The involvement of externality in lona College
processes such as through the Academic Quality Council, External Authentictne
Independent ovessight and QQI updates and publications also provide opportunities to
understand what is deemed to be effective, relevant and reliable. lona College considers such
findings and recommendations in the context of their own practiaed continuous
improvement.

lona College belorsjo or has membership with a range of external organisatiomsluding:

1. PHECCThe PreHospital Emergency Care Council which protects the public by independently
specifying, reviewing, maintaining antbnitoring standards of excellence for the safe provision

of quality prehospital emergency car®©ne of PHECC's statutory functions is to set and review
standards of education in pAeospital emergency care.

2. American Heart Association/ Irish HeartuRdation: The AHA/lrish HeartFoundationis
aimed at healthcare providers who wish to teach a range of Adva@Geediad.ife
Supportcourses Instructorcertification is valid for two years. We have a BLS/ CFR instructor on
site.

3. IITD: Irish Instituteof Training and Development which allows the college to avail of
exclusive access to professional development, supports and networking opportunities-to like
minded people. The IITD offers a knowledge centre that helps to develop training and people
within the organisation.

4. City & Guilds who develop programmes of learning, learning technology, certification and
assessment to support services and flexible learning options to enable people to progress in
their careers.

5. Crisis Prevention Institute toetiver Management of Actual or Potential Aggression (MAPA).
As a nationally recognised and leading programme, MAPA is a behaviour management system
that teaches skills for assessing, managing, and responding to risk behavieuiocus is on
verbal deesa@lation, prevention, and early interventioifthe programme gives you an effective
framework for decision making and problem solving. lona Collegesa MAPA instructor on

site.
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5.3.2 International Community of Practice

At an international level, lona @ege strives to keep abreast of how teaching and learning
practices in further education and training across different countries enhances the quality of
the learning context. This does not only apply to the processes and systems of disseminating
content end assessment but also when sharing learning and knowledge relevant to the subject
and topic fields.Our colleagues in Rutledge Recruitment and Training, offer benchmarking
information on best practice and deliver training in similar fields under the &ityGuilds
accreditationin the UK and abroad. They also assist with progression pathways for learners to
study abroad.

5.3.3Standards and Benchmarkingeffective Practice

The lona College Peer to Peer Review purpose is to assist the collegetifyiilg comparative
strengths and weaknesses both within and across programmes, and use the findings as a basis
for developing improvements in academic quality. lona College define benchmarking as a
quality process which is used to evaluate performange dnmparing internal academic
practices to sectorial good practice.

Areas of effective practice for pe¢w-peer processes to be used for benchmarking include;
1. Under standing what defines ‘good practice

2. ldentifying speific areas of good practice within different programmes, i.e., teaching
and learning facilitation including use of resources, assessment materials and
instruments, procedural approaches to assessing assessment, responding to learner
requests for support/easonable accommodation,

3. Collaboration between tutors and assessors,

4. Internal communication processes.

In order to continuously work towards application of best practice in the quality of our teaching
and learning, lona Collegangagesn benchmarkingactivities through;
1 Trend Analysis in grade distribution via the QQI Hgfaphics; nationally and by sector
(within RAP)
1 Documented sefevaluation assessments (cyclical
1 Peer to Peer Activities (Tutors compare and contrast)

Benchmarking reviews providena College with the opportunities to reflect on alignment to
QA subareas of specific interest (for example, Learner registratioserner completions;
Grade distributions in specific component§jndingsgoing forward will bereported to the
AcademicQuality Council for discussion and next steps to be identified and ratified for
implementation.Cross moderation of portfolios is completed for each certification submission
where portfolios from all tutors and all assessors are remarked to ensure camsystaf
marking and awarding of grades.
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5.4: The Learning Environment

lona College is comited to the provision of training facilities which are fit for purpose, clean,
comfortable and accessible for all learners whilst providing learners with an environment that is
conducive to learning. This process is supported by:

1 Funding budget for upkeepf premises
1 Venuechecklist

1 Complaints procedure

9 Tutor daily report

5.4.1Health and Safety

lona College endeavours to provide a safe and healthy working environment for all staff,
learners and contracted tutor and to encourage an atmosphere that iglwcive to learning
which is respectful and inclusive for all people who may wish to use our service. lona College
ensuregthat health and safety practices are adhered to by tutors and tutors in external training
venues.

lona College recognises its obligais and duties as an employer to direct and manage and to
ensure, so far as is reasonably practicable, the safety, health and welfare of all employees,
contracted tutors and members of the public who may visit its premises as required under the
Safety, Halth and Welfare at Work Act 2005.

5.4.2Safety Management Structure
5.4.2.1Directors

The directors of the Company are responsible for the overall management of safety of all
people using our service and the development and maintenance of policypfmsiLthis.

Duties include but are not limited to:

1 Taking a proactive response to facilities management to ensure safety for all users by
completing a risk assessment of all training facilities and resolving issues on the ground
prior to course commencenmg. Risk assessments to be visible and available in all training
facilities and regularly reviewed.
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1 Ensure that there are sufficient funds available to maintain safe facilities as much as is
reasonably practicable

1 Where director needs additional assistantieat this may be sought from third party

advisors

Communicate and enforce safety statement to all stakeholders on a regular basis

Recruit responsible staff and contractors using the recruitment policy

That all staff, contractors and learners are held¢@amtable for the actions in relation to

health and safety in the workplace and actively communicate this on a regular basis and

formally during appraisal where appropriate.

1 Provide adequate training for relevant stakeholders to ensure a safe place ofr@leviant

to their roles

Exemplify good, safe work practices at all times

Maintain fire exits clear at all times, fire certification and fiighting equipment

Communicate evacuation procedures to a clearly marked assembly point

Maintain good housekeepingtandards to ensure sanitary, hygienic conditions with good

waste management to control pests/

1 Complete accident or incident investigations promptly once reported and to communicate
findings to relevant stakeholders.
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5.4.2.2Employeesand Subcontractors

The responsibilities for this group are the statutory obligations under the Safety, Health and
Welfare at Work Act 2005, Part Il Section 9, which includes the following:

e Take reasonabl e care of their ownwhemayet vy,
be affected by their actions or omissions while at work.

* -Operate with their employer and any other person, in order to comply with any of the
relevant statutory provisions.

e Use the safety equi pment owdeddortheir bafety,g pr ovi

health, and welfare at work.

e Report to their Manager or tutor, without
systems of work which might create a danger to the safety, health, and welfare to themselves
and others.

They must not:

e Intentionally or recklessly interfere wit
provided to secure the safety health or welfare of persons arising out of work activities.

e Only carry out duties you are trained to
K warkpareas and canteen clean.

» Be careful when moving items.

e Do not run on floors and stairs.

e Any form of dangerous pranks or unauthor.i
the premises or in training venues.
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5.4.2.3Safety Represntative

Appointment of a Safety Representative is described as a duty of the employer under the
Safety, Health and Welfare at Work Act, 2005.

Duties of the Safety representative are as follows:

T Communicate with management on any aspects of safetytineahd welfare at the place
of work.

Investigate accidents and dangerous occurrences.

Receive and seek advice and information from inspectors on matters of safety, health, and
welfare at work

Carry out inspections of the premises to determine any pt&timazards on the premises.
Investigate potential hazards and complaints made by any stakeholder at the place of work.
lona College has a nominated Safety Representative.

= =4

= =4 =N

5.4.2.4Provision of Safety Training and Instruction

The Company provides atlecessary training to each employee/contractor to ensure their
safety and health in the workplace. The Company recognizes that safety procedures and
instructions are still required to reinforce the safety training delivered and all managers are
required tolead by example in terms of safe practices.

All staff be they employed or contracted receive induction training on commencement of
employment in relation to safe practices in lona College and in other venues where they may be
working as required. Staffra made aware of the need for vigilance to ensure a safe working
environment and that it is the responsibility of all staff and learners to highlight hazards when
observed so that they can be controlled or removed where possible.

The Company recognisesetiimportant role of our safety representative as set out in Section
13 of the Safety, Health and Welfare at Work,&f105and is committed to cooperating with it.

5.4.2 5Welfare

Toilet and canteen facilities are provided in all of our training venieeensure the welfare of
employees contracted staff and learner@\ separate canteen is provided where practicable for
the learners to have lunch breaks away from staff facilities is also provided. All persons using
the facilities are responsible for ¢fir hygienic upkeep.

The Company adheres to the provision of the Safety, Health, and Welfare at Work (Pregnant
Employees etc.) Regulations 2000, (SI 218/2000). Any person who is employed or contracted or
is a learner on any of our courses has a pregnaistyassessment completed to ensure their
continued safety with the Glege/host company If a learner is on placement, they are
encouraged to inform their manager as soon as they are aware of their pregnancy so that they
too can risk assess to confirnsafe place of work for mother and baby.
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Persons who are under medical supervision or on prescribed medication and who has been
certified fit for work should notify the Training @wodinator/Managing Director of any known

side effects or temporary physicdisabilities which could prevent them completing their work

in full or where they may pose a danger to others or themselves e.g. using equipment, or
driving. Other work may be arranged where possible for the person until they are deemed fit to

return to full duties.

Nobody is permitted to enter or remain on the premises while under the influence of illicit
drugs or alcohol. Any person found in breach of this stipulation will be liable to instant
dismissal.

5.4.2.6Dignity at Work Policy

The Companys committed to providing a safe place of work which is free of any kind of
harassment. The Company enforces a strict policy prohibiting all forms of harassment. The
Company’'s Dignity at Wor k policy applies tc¢
Company and prohibits harassment by any employee or contractor of the Company, including
directors, tutors, staff, learners, and guests, as well as by any person doing business with or for
the Company. Harassment in any form, including verbal, physicaliandl conduct, threats,
demands, and retaliation, is prohibited. Harassment includes but is not limited to:

9 Verbal conduct such as derogatory comments, slurs or unwanted sexual advances.

9 Visual conduct such as derogatory posters, photography, cartaas/ings or gestures.

9 Physical conduct such as assault, unnecessary or unwanted touching, blocking normal
movement or interfering with work.

Y Threats or demands

T Retaliation for having reported or threatened to report harassment.

1

Communication via saai media, email or in writing that could be deemed offensive or
unwanted.

A robustgrievance procedurés in place which may be instigated at any time if a person feels
that they have been the victim of a breach of the Dignity at Work policy. A compheapntbe

filed to either of the directors or tutors as appropriate and will be promptly investigated.

A complaint in writing will be provided outlining the matter as soon as it arises and given to the
aforementioned staff. It should include:

What happened

When

Who was involved

Who witnessedhe incident

How it made you feel

= =4 -4 4 -4
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The Company will immediately undertake an effective, thorough and objective investigation of
the harassment allegations. Once the investigation is completed and determination is made
regarding the alleged harassment, the result is communicated to you as soon as possible.

5.4.2.7First Aid

There is a first aid box available in all training venues to deal with minor injuries. In the event of
a more serious injury being sustained, Gati First Aider if available will treat where possible
and call for ambulance if necessary. Details of next of kin are requested from all learners and
will be notified in the event of a serious incident as will the directors and the safety
representativeso dl reports can be completed and accident investigation commenced where
appropriate. Most of the tutors who are employed by or contracted to lona College are nurses
or are certified FAR and CFR certified as is the Managing Director.

5.4.2.8Fire and Erargency Plan

Plans for fire and other emergencies have been prepared and are in place. Evacuation drills will
take place at least once a year or more often if required. Staff and learners comply with the
tutor/ manager in the event of an evacuation ineitt. From induction training the procedure is
gone through in detail with everyone and the assembly area is identified regardless of the
training location. All emergency exits are clearly marked and free from obstruction at all times.
Fire extinguishers arprovided and appropriately sited and tested and serviced on an annual
basis by specialised contractors.

Fire extinguishing appliances are readily identified, with easy access and will be unobstructed at
all times. The appliances must not be interfereithnin any way. No person must enter a
smokefilled area or area on fire.

5.4.2.9Accident/Incident Reporting

All incidents, no matter how trivial, and whether to employees or visitors must be reported
immediately to the tutor/manager / training cordinator and the appropriate form must be
completed. This will provide for better safety for all by informing the Company of previously
unrecognized hazards which need to be controlled to prevent recurrence. The staff will ensure
appropriate first aid is agged where necessary.

Where an accident investigation is necessary, everyone is requireddparate fully with such

an investigation and to provide any information which may be useful in establishing the
circumstances leading up to the accident. Ifeanployee is absent from work for more than
three calendar days due to an industrial injury or illness, it is a statutory requirement (S1 No.
44. 1993) that formal notice is given to the Health & Safety Authority on the appropriate form
"I R. 17
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5.4.210 Smoking

lona College and all of its external training locations operate a no smoking policy. This includes
vaping of any description. Smoking is permitted outside of the venues in designated areas only.
Any breach of this policy may result in disicigty action or request to vacate the premises.
Smokers are required to:

1 Smoke only in the designated areas

1 Not to block entry or exit to buildings

1 Ensure that all naked flames, matches/lighters are extinguished in full.

1 Receptacles providers for smoken® used to prevent littering of area

5.4.2.11L earning Opportunities

Learning opportunities have arisen as a result of the Covid 19 crisis this year where within one
week all of the teaching in the college migrated to an online platform in responséeto t
|l reland’s Call i nitiative in conjunction wit

Where previously training had been delivered classroom style, we opted to deliver in an online
classroom using the Zoom application with the same content and tutors sooasto
disadvantage learners who were in the middle of programmes so that they could finish their
course of study.

With approval of the AQC, alternative arrangements were put in place to replace theory
examinations which would require face to face intetian. The tutors developed replacement
assessment instruments to meet and assess the learning outcomes which were approved by the
PREB and ratified by the AQC.

On review of end of programme learner surveys, the overall consensus was that this could
becone a preferred method of learning. Contingency plansendgveloped and forwarded to
QQI to keep them informed of our continued commitment to QA.

New learners requested that they too could attend courses so the scope of delivery expanded
to deliver to allearners online, all programmes with attendance in full mandatory.

Learning opportunities also arose at this time to complete online infection prevention and
control for nursing homes and social care providers to advise staff of new procedures to
manage he virus and maintain their health and well being and that of their clients.

5.4.2.12L earning Environments
lonaCollege delivers our own training centre as well asanvariety of settings including:

ETB Training centrégealthcare Support and EpiChildhood Care and Education
Nursing home€£PD courses including Safeguarding the Vulnerable Adult, Infection
Control, PatienMoving and Handling or modules including Palliative care

1 Day care centre€EPD courses including CPR and Patient Moving andiktand
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Social care outreach centresurses including MAPA, fire safety and manual handling
Schoolsourses including CPR

Sports clubgourses including FAR and CPR

Hotelsvarious training

County childcare facilities Early Childhood Care and Education avegod

Ardee business park Héacare Support major award

Community centreg.g.IWA Kilkenny Healthcare Support major award

=4 =4 -4 48 -8 -8 -9

Regardless of the setting, the training-calinator before booking the weue will go through

the venuechecklist to ensure that # training venue meets the required standard. The dates
and times of attendance are confirmed and sent to the tutor in advance of training. Should
issues arise once the tutor is at the venue, they will contact the manager of the venue to rectify
issues loally and if this is not possihléhey will contact the training cardinator to advise of

the issue and look for alternative venues if required.
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5.4.3 Learning offcampus

Each of the QQI major awards programmes lona College offer require an element of work
experience placement. This work placement is facilitated in a host company known to the
college or individually sought by the learner. In either catbe learner makes the initial
contact. If they are unsuccessful in confirming the placement, lona College will then contact the
network of host companies to secure an alternative placement forl#aener. lona College
promotes a minimum of 250 hours typicallgr healthcare learners as the HSE will employ
learners only with a minimum of 300 hours work placement traimmigh 200 hours for
childcare as opening hours are shortérvariably once thdearners commence training, they

are regularly offeed paid employment after approximately 80 hours completed as the
employer has determined their competence to work. These hours are still considered
placement hours even though the learner is now emploggdhe host company.

The learner agrees the schedule of work placement duration directly witthts¢ company,
providing lona College with a copy of a signed letter from the host.

Support to learners is increased during the work placement so asctodi@ onsite visits to

both the learner and the provider. There is also increased contact by phone, initially to host
companies to confirm the placement and forward insurance details and CPD certification where
required.

The tutor for the module or onef the directors will visit at the start of placement, migy and
then before placement is completed to ensure host company and learner expectations are
being met and to alleviate any issues arising from either side.

Feedback is generated as a resulttiofse meetings, collated and documented on the lona
Coll ege ‘" Work Placement Visit Form’

lona College manages learner code of conduct during the work placement via the requirement
ofeachl ear ner to sign a ‘Code of hOstcothpaoyteach d e c |
hold a copy of the signed document with an a
College.
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lona College insurance covers;

Public Liability €6,500, 000
Products Liability €6,500, 000
Empl oyers Liability €13,000, 000
Prdd essi onal I ndemnity €1, 300,000

Learners have to complete and sign timesheets for each shift completed, recording start and
finish times plus supervisor’s report at the

lona College has idevelopment,a‘ Wol B pe Gui d amdccuporting prodedunal
processes. The policy and operational processes are inclusive of a broad range of legislation,
regulations and standards including but not limited to;

I Learner Code of Condyct

Tutor Code of Condugt

Host Company expectations

The Safety, Health & Welfare at Work Act

Children’s; First Act 2015

Safeguardingf Vulnerable Adults;

= =_ =2 =4 -4 =2

Infection, Prevention and Control.

All of the above information is explicitly detailed in our Learner Handbook and supporting Code
of Conduct procedres.
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5.4.4. Physical Premises, Equipment and Facilities

lona Cdkge is committed to ensuring the availability and accessibility to safe and healthy
teaching and learning environments for all staff, learners and contracted tutors and to
encourage an atmosphere that is conducive to learning; one that is mutually réspeaod
inclusive for all.

lona College recognises its obligations and duties as an employer to direct and manage and to
ensure, so far as is reasonably practicable, the safety, health and welfare of all employees,
contracted tutors, learners and memben$ the public who may visit its premises or alternative
premises hired by lona College, use of associated facilities and equipment, as required under
the Safety, Health and Welfare at Work Act 2005.

lona College recognises that facilities and premisestritake account of diversity of needs and
seek to ensure requests for accommodations are appropriately granted. All premises and
associated facilities will be checkamlensure accessibilityA venue(health and safety) checklist

will be completed prior tause to confirm any one or more of the following

Wheelchair accessibility

Appropriate room size (and to enable appropriate room layout)
Appropriate lighting and ventilation

Appropriate access to and standard of facilities such as toilets
Car parking anduilding access

I.T. availability

Identification of hazards

Wi-Fi

=4 =4 4 -8 -4 -4 -5 -9

lona College manages its own arrangements within its own physical premises;
1. Training room is set up for the required number of delegates-gh&pe configuration.
The designated room reserved for the duration of the course.
Projector is in working order.
Ensures that climate control is operational.
Training room is fit for purpose.
Flip charts and pens are provided.
Refreshments are provided as per contract of services.
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lona Collegeschedules the course venues and facilities in advance of course advertising. The
quality assurance of such venues and facilities external to the lona College site in Kells, is
monitored both by way of regular visitsy the Managing Director and/or The Bitor of
Learning and Development and by way of completed documentation for each booking made.

The training coeordinator coordinates these areas of work and related elements and is
responsible for fdbwing up on apremisescheck which subsequently infmis a contract of
service and, where necessary, a Service Lev
check includes (but is not exhaustive of);

1. The training room allows for disability access, including an operational lift should the
room not beon the ground floor.

2. The training room has ample capacity for the number of participants and can be set out
in either a ushape composition and/or classroom style.

3. The required training room is available for the duration of the course and for the
designaed times needed.

4. There is ample natural daylight, especially if a course is running over the course of a full

day.

There is appropriate, safe and working temperature control.

Electrical equipment is safe and in working order.

Associated training roomesources such as projector, flipchart(s) and availability of

flipchart paper (and pens) can be provided, are safe and to the appropriate standard.

8. Safe access to additional and appropriately hygienic facilities such as WCs (including
hand basins) are prided.

9. Refreshments, where required or access to refreshments can be provided.

No O

Where issues do arise, Tutors are required to report such issues immediately or as soon as is
possible to thetraining ceordinator. Thetraining ceordinator will then liaisedirectly with the
appropriate person (Facilities Manager/Duty Manager/Other) to ensure issues are resolved in a
timely manner.

The Director of Learning and Development in conjunction wilie training ccordinator
coordinates the administration for eacbf the courses and ensures the Tutorsvlall the
required information ahead of programme commencement.

The Tutor is booked for course delivery, sent materials for delivery e.g. détece register,
learner starterforms, and assessment briefs via imai for collection in the officeln addition

all of this material is available on Smartsheet and can be accessed remotely by the tutor as
needed. Content to be disseminated viargsentations andassociatedassessmenimaterial

other than exams are sent tearners via email by the training -avdinator on the first day of
attendance providing all programméees are paid. Learners send portfolios back through post

or electronically and the training eardinator then collates them for track and trace reafty
marking and IV. All portfolios are marked by senior staff to reduce variance in marking and
reduce the IV burden as well as to accommodate fair and consistent application of assessment
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criteria and assessment of learners. Learners are advised of ghaisional result within 4
weeks.

Tutor sends in daily report and advises of any issues arising which are dealt with by training co
ordinator or escalated to Director of Learning and Development if in relation to content or
where the tutor feels that tey need supplemental content in an area so this content must be
reviewed and approved before dissemination to learners and rebranded if necessary if and
when needed.
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Section 6: Assessment of Learners

lona College implements fair and consistent assessment of learners. We implement a system of
ongoing review of content and methodologies for our fudimplement of courses to ensure

that learners achieve all of the learning outcomes described in the component specification and
others determined as required in addition to those prescribed.earner progress is
continuously monitored througldaily repors from the tutor but also directly from the learner
through class monitoring visits and course evaluatidnsrder to implement this poligythere

needs to a cerdinated approach to assessment which involves the following stages:

1 Coordinatedplanning, ddlery and assessment

1 Recruitment of tutors who are subject matter experts and have vocational experience

1 Up to date information to the public through social media, website updates and e shots

1 Up to date content review through our LMS for tutors to accesgent and assessments

1 Provision of lesson plans for each day to ensure consistency of approach between tutors
1 Ensuring security of assessment and materials

1 Providing reasonable accommodation to learners who require additional support

1

Ensuring consistenayf marking between assessors by appointing senior assessors who are
SMEs to mark the portfolios

=

Comprehensive internal verification and cross moderation of results

1 Comprehensive external authentication from a pool of QQI approved authenticators to
assure gternality

1 Providing formative and summative feedback to learners highlighting areas of competence
and areas in need of improvement.

i Offering a learner appeals process

1 Completing results approval process with external stakeholders attending
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6.1: Assessment of Learning Achievement

Coordinated Planning of Assessment

lona College deterine the assessment schedules with the tutors and inform learners of the
dates and times of the planned assessments on the first day of class for the module as well as
the deadlines for the submission of the written assignments

The training ceordinator wil ensure that a suitable room will be made available and that there
will be no disturbances during an assessment event.

Learner details are entered into the QQI QBS to mitigate against invalid entries at the time of
certification.

Tutors will be providd with a tutor pack which contains the briefs, marking sheaisjl
attendanceregister which they will be expected to return to lona College with completed
assignments.

Alternatively if the completed work is to be submitted in soft copy, the attendareggster will
be returned and the briefs and marking sheets will be submitted directly to the training
coordinatorby the learner.

The training ceordinator will note receipt of the completed assessments on the LMS and
ensurethe file is complete before seling for marking.
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6.2: Development of Assessment Instruments

lona Collegalevelopsassessment instruments that are reflective of the validated component
descriptor assigned by QQI for the module. When developing assessments, lona College
ensures that all learning outcomes are explored. The assessments are developed in line with
the assessment guidelines and the distribution of marks is as specified by QQI.

All assessments are developed by SMEs who are the senior tutor for the module and then
edited and or approved by the Academic Quality Council before submission to QQI for
validation.

lona Collegedevelopsassessments which require research both primary and secondary on
occasion. Assessments that reflect on the everyday experience on placement and the
challenges encountered and how they were overcome. The assessments are iteh and
balanced and framed at the correct level for the award.

There are 3 versions of the examination available and these are printed by the training co
ordinator and provided to the tutor on the morning of the assessment event.

All modules and assessmis are validated prior to delivery and no changes of any description
are permitted. The assessment instruments are branded with lona College logo and marking
sheets are developed to show the assessment criteria. The assessment criteria are set out on
the brief so that the learner understands the marking format.

Learners are advised of the assessment requirements and given their briefs on the first day of
their module and advised of the corresponding deadline for the receipt of completed work. For
each assssment brief there is a brief cover sheet which must be completed and signed and
dated by the learner for each assessment.

The brief cover sheet contains three tick box statements and are as follows:

| wish to confirm that | have read and understood tlumd College procedures regarding
assignment submission, plagiarism and malpractice.

| wish to confirm that | have retained a copy for my own personal use and in the event of lona
College requesting an additional copy for any reason
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| wish to confirm that his is entirely my own work except where referencing in line with lona
College guidelines.

Feedback in relation to the assessments is sought from the learners on an ongoing basis by the
tutors. Tutors provide feedback on the assessments through their dgilgrt when needed.

For skills demonstrations, feedback is sought from the workplace assessors. On review of the
completed portfolios on marking, cross moderation and external authentication, feedback is
provided from external sources as well as the memsbef the Academic Quality Council and
during the programme review.

6.2.1Covid19

During the Covid9 pandemic no exams could take place in the classroom and so alternative
assessments were developed. The learning outcomes to be assessed during the theory
examination were used to devise an additional assignment or learner record by the senior tutor
and approved by the AQC.
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6.3: Assessment Process

lona College comprehensively brief the learners on all aspects of the assessment process, to
enable them to have access to information on all aspects of assessment to ensutbefpat

have adequate and accurate information on their responsibilities, assessment methods, access
to assessment schedule, feedback on progress and achievement to date, appeals mechanism
and other relevant assessment information.

6.3.1Learner Assessment

Learners will be provided with a link to the learner handbook on their first day of attendance
This will outline the requirements around assessment, malpractice of assessment and the
appeal process.

Learners are advised on course commencement to inform tiner of any additional
requirements they may have to support their completion of the assessments.

Learners will be advised of the assessments on the first day of attendance for their module and
provided with the deadlines for receipt of completed assessta. As the module progresses,

the outline of assessments will be provided to the learners by the tutor to give guidance on
how to successfully complete the assessments.

Learners are encouraged to submit draftdleir work to the tutors on an ongoingalsis so that
they can receive feedback

Tutors will monitor and reviewearners understandingand progress at regular intervals
throughout the course.

Tutors will advise learners on how to professionally present their completed portfolio.
6.3.2Tutor Assesment and Marking of Portfolios

lona College endeavaosito ensure accurate and consistent marking between tutors nationwide
and to ensure marking is in accordance with national standards. Marking is completed for all
courses by a select team of senior essors who have been comprehensively briefed and
understand their role and responsibilities in marking portfolios. The team of senior assessors
meets collectively once a month or more frequently depending on demand and mark portfolios
submitted and crosseference with sample answer plans developed by lona College for each
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programme. The senior assessors will then complete cross moderation of results awarded to
assure consistency of marking before submission to the Director of Learning and Development
for internal verification.

6.3.3Skills Assessment during Work Placement

Skills demonstrations are assessed in the workplace to determine confidence and competence
in the | earners’ skill s. The workplace asse:
responsibilities in assessing skills of the learner and confirm their compliance with the lona
College standards of assessment of skills in workplace.

Due to the nature of the healthcare andarly years (childcare trainingkills it is not
appropriate fom a privacydignity or consent point of view to record the skills demonstrations
and so random monitoring visits are completed by the tutor to ensure consistency and quality
of assessment.

However, workplace supervisors are required to complete a sgkiimpetencybasedreport
with annotated feedback. In addition, learners are required to develop a reflective practice
record, documenting their workased learning, in the context of the assessment undertaken.

6.3.4Skills Assessment during Covl® Pan@&mic

As many work places are not facilitating placements, skills are assessed on a live Zoom call with
the tutor completing online proctoring. Where required, the learner must have another person
available to complete the skills assessment with e.g. asgistperson with a meal.

6.3.5Malpractice of Assessment

Any breach of the stated guidelines in the form of deliberate acts by staff, tutors or learners will
be dealt with accordingly and in line with the disciplinary policy. This includes any and all
deliberate acts, errors and/or omissions which could impact the validity of the assessment
processThe lona College Malpractice of Assessment Policy provides further details.
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6.4: Tutor Responsibility and Code of Conduct

= =4 =4 4

Tutor responsibility and transferring LR assessments
Tutor Protocol on Marking Assessments

Tutor conduct on maikg and grading

Tutor supervisiorof skills demonstrations/examinations

All lona Collegéutors are issued with a contract of appointment and are inducted through the
Tutor Handbook and the lona College Tutor Code of Professional Practice and Conduct Polic
These documents detail the role, responsibilities and expectations on performance, training
and development and behaviour when representing lona College as a professional provider of
further education and training. The documents referred to contain cahpnsive detail in
respect of these areas of professional practice and conduct. Please find below examples from
those documents:

Tutors are expected to:

1.

no

Uphold the reputation of the collegethey must not behave in such a way that is likely

to diminishthe trust and confidence which the learner places in the college and in the
further education and training profession;

Act honestly and with integrity in the educational setting;

Use reasonableprofessional judgement when discharging responsibilities and
obligations to learners, colleagues, institutions and the wider profession;

Take reasonable care to ensure the safety and welfare of learners and comply with
relevant statutory provisions to support their wddeing and development;

Respect the rights oéarners and colleagues in accordance with relevant legislation and
organisation requirements;

Act in such a way which recognises diversity as an asset and does not discriminate
unfairly;

Comply with all reasonable requests for information from lona Coll@gguding all
reasonable requests that they consent to re the disclosure of information held by third
parties about them);

Cooperate with any investigation in their capacity as a further educational professional
and in accordance with the law;

Pagell130f 190



Quality Manual Version 2.0

9. Notify Iona College of any other information which may have a bearing on their
suitability for employment/contracting, including anything which is likely to diminish the
trust and confidence which the public places in you and in the profession;

The lona Colleg8tandards of Professional Practice and Condaquire tutors to demonstrate
commitment in the areas of:

=

Reflection on what works best in teaching and learning to meet the diverse needs of

learners;

Evaluate and challenge practice, values and beliefs;

Inspre, motivate and raise aspirations of learners through enthusiasm and knowledge;

Be creative and innovative in selecting and adapting strategies to help learners to learn;

Value and promote social and cultural diversity, equality of opportunity and iioclus

Build positive and collaborative relationships with colleagues and learners;

Maintain and update knowledge of subjects and/or vocational areas;

Maintain and update knowledge of educational research to develop evidbased

practice;

9. Apply theoretich understanding of effective practice in teaching, learning and
assessment drawing on research and other evidence;

10. Evaluate your practice with others and assess its impact on learning;

11.Manage and promote positive learner behaviour;

12.Understand the teachingnd professional role and responsibilities;

13.Motivate and inspire learners to promote achievement and develop their skills to enable
progression;

14.Plan and deliver effective learning programmes for diverse groups or individuals in a
safe and inclusive enginment;

15. Promote the benefits of technology and support learners in its use;

16.Address the needs of learners and work creatively to overcome individual barriers to
learning;

17.Enable learners to share responsibility for their own learning and assessmentgsettin
goals that stretch and challenge;

18. Apply appropriate and fair methods of assessment and provide constructive and timely
feedback to support progression and achievement;

19.Maintain and update teaching and training expertise and vocational skills through
collaboration with colleagues;

20.Contribute to organisational development and quality improvement through

collaboration with others.

©ONOOA~WN

The policy and procedural related documents provide the detail on tutor conduct in relation to
assessment delivery, assessingeasment and how lona College respond to breaches of
conduct.
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6.5: Learner Rsponsibility and Code of Conduct

lona College have introduced a Learner Charter which details the ways in which all learners of
the lona College learning community are expected to work together, in partnership, through
our core values and principles. addition to this, The Learner Code of Conduct sets out the
college standard of conduct (behaviour) expected from all learners so as to ensure everyone
can individually and collaboratively undertake their studies in a supportive and non
threatening learningenvironment. The Learner Code of Conduct is to set out expectations of
learner behaviour and the procedures that lona College uses to resolve matters when
|l earner’ s behaviltadoes not deal with academi rmiscdnduet.. Academic
misconducts dealt with in the lona College Procedure for Handling Academic Conduct.

lona College will always seekpoomote learner responsibility and respectful conduéte ask
that all learners:

Respect others, regardless of culture, ability, race, genderpagexual orientation;
Are courteous and respectful of host venues and training centres;

Show a positive commitment to their own development and learning;
Show respect for another | earners
Demonstrate attendance and punctuality to training&essment events;
Demonstrate cooperation with other learnergyjtors, host venue staff and the lona
College team at all times;

Understand that learners progress at different paces;

Understand that there is a certain amount of necessary paperwork whiaht rhe
completed by each learner;

1 Take care of equipment, facilities and buildings and show respect for another person's
property;

Abide by the lona College Plagiarism and Malpractice Policy;

Take due notice and car e o fspeotfioedthers wen he
being.

develo
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The information pertaining to this area of learner responsibility and conduct is
communicated to learners, funders, employers and tutors via induction processes, training
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and briefing sessions and documented within the londeQel Quality Assurance Manual,
Tutor Handbook and Learner Handbook.
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6.6;: Reasonable Accomodation

lona College endeavours as far as is reasonably practicable that learners who have special
requirements are facilitated in order to allow them to fully and fairly participate in assessment

in a way that is impartial, reasonable and fair withoatmpromising the award standard unless

the measures needed would place a disproportionate burden on the college. Reasonable
accommodation is made to cater for the assessment needs of learners with additional needs or
of other persons whose rights are proted by Equality Legislation.

Learner starterforms require learners to inform lona College of any specific assessment
requirements they might have.

At the start of each course the tutor reminds learners that they can inform lona College
confidentially of any particular learning requirements they might have. Where reasonably
practicable, lona College will endeavour to accommodate them to:

Gaining access to courses

Participate in courses

Submit assessments

Progress towards workplace or further education

= =4 -4

The reasonable accommodation may include:

Modification of assessment briefs e.g. large print version

Provision of scribe or reader for examination

Recording of assessments via video

Additional time for completion of exams

Provision of dictionaries

Compasionate consideration

Training room design to allow learners sit in selected areas for example nearer to the
tutor for those with hearing or sight impairment.

= =4 4 48 -8 -4 -9

The taining ceordinator will check in with the learner to assure that their needs are being
accommodated. This information will be treated as confidential and will not be disclosed
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6.7: Complaints Policy

Leaner Complaints

lona College has a commitment to receive and respond to complaints in a timely fashion and
consider that continuous improvement is often synonymous with the receipt of a complaint
where a corrective action informs better future practice.n@@aints may be made by the
learner, employer, tutor, staff member and may be received in writing through email or by
phone call or face to face.

lona College has a strong customer service approach and endeavour as much as is practical to
excel at custome service. lona College recognises that it is the right of stakeholders to
complain where their expectations have not been met by lona College.

Typically, a complaint is received by the first point of contact which is either the training co
ordinator or wtor. The training ceprdinator or tutor will endeavour to resolve the issue locally
and in a timely manner. Where this is not possible, the tutor or training coordinator will ask the
complainant to set out the nature of their complaint in writing so asettsure that it is
communicated accurately and escalated to the appropriate person within the Senior
Management teanwho will delegate to the Complaints Committee

Where a complaint is received and resolved locally, it must be documented by the tubaiin
daily training report so as reduce the likelihood of a similar issue presenting in the future. If the
complaint is about a tutor, then the matter is dealt with by the trainingocdinator and
escalated if needed to th€omplaints Committee

If the complaint is about a staff member the senior management team will deal with the
matter.

The outcome of the complaint will be one of the following:
I The concerns raised are valid and corrective action will be taken;

1 The concerns raised are valid but thesenbthing that can be done to remove the issue due
to operational constraints for example;

The concerns raised will inform future practice but cannot be resolved currently;
The concerns raised are not valid.

)l
)l
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The complainant is advised of the results o thvestigation and is informed of their right to
appeal thefindings using the Complaintppealssub committee
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6.8: Certification Process

l ona College’s aim is to secure standards f
commitment to quality assuring standards we aim to provide guidance and support to help
learners to achieve leamng and development goals. We also ensure that any regulatory

requirements are met, and in turn we review all our policies annually or in response to
regulatory changes to ensure that they remain fit for purpose. The Certification of Learners
Policy and Ricedure gives detail to the process involved.

On completion of the internal verification, external authenticateomd RAP meeting, results for
all learners across all modules and awards are confirmed and the final results reports by
learners are saved fro the QQI QBS system.

The Director of Learning and Development signs off on the submission to the QQI QBS system.
Learners are then advised of their final marks by email and are guided on how to appeal results
if desired. Once the appeal period has passiédearners have appealed their grades, the
portfolio is retained but for those learners who have not appealed, the portfolios are shredded.

Certificates are received in due course from @QQdn payment of invoice and are distributed
to learners at ouannual graduation cap and gown ceremony to all learners.
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6.9: Internal Veification Process

lona College is committed to the fairansparent and consistent assessment of learners across

all of the programmes to assure the validity of assessménana Col | ege’ s appr
verification reflects the QQI guidelines astdai | ed i n the *Qualkity
Guidelines for Providers’; Revised 2013 docu

The purpose of internal verification is to ensure that these principles are met. The lona College
internal verification systemresures that:

1 Valid assessments are used for each minor award;

T All assessments are as accessible as possible while maintaining the national standards
for the award;

1 Assessments are capable of generating sufficient evidence to allow learners to
demonstratethat they have met the national standard for the award;

1 All assessors are familiar with the national standards and can apply them;

1 All assessors reach accurate and consistent assessment judgements for the same award
for all learners in their centre imleé with the national standard of the award.

lona College woskio the principle that effective internal verification brings additional benefits
to the college. These benefits include:

T Facilitating collaboration between assessors and internal verifiersuning that
standards are met across all awards;

Allowing quality concerns to be captured and addressed,;

Checking that recorfteeping and resulting of learners is accurate;

Supporting preparation for successful external authentication;

Helping to protetassessors from challenges to their professional assessment
judgements.

=A =4 -4 =4

lona College recognise that effective internal verification is a continuous and ongoing process. It
allows good practice to be shared, and can help idgrgroblems at an early stag&ffective
internal verification involves planning and reviewing as well as actuallyimgroyt verification
activity. lona College internally verify in preparation of each certification cycle, regardless of
external authentication activity.
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The interral verification process organised by the training eordinator.
6.9.11V Profile

An internalverifier (IV) will have
1 Subject matter expertise and experience appropriate to the courses that they will be
assessing
1 Agree to and attend the lona Colkegriefing before commencement of the process
1 Interact positively with all stakeholders
6.9.2Briefing

The training coordinator will appoint and brief an internal verifier (a person who has not been
engaged with the learners and who has not set or redrihe assessments). The IV will sign to
say they have attended the briefing and understand their role.

6.9.3Frequency

Internal verification will take place (for all courses deliverabdgad of processing results for
certification in conjunction with Qeadline submission dates. lona Collégesnot certify at
each QQI certification cycle the process is dependent on volume of learners.

6.9.4Process of Organising Internal Verification

1. Before course commencement the trainingamalinator must hae spoken with the tutor/s
for any given module and confirm that the tutors are suitably qualified to:

(A) deliver the programme content

(B) assess the work of the learners, both draft and final submission.

2. A record of the tutor qualifications and tin€CV is maintained on the LMS.

3. The training cerdinator develops the tutor folder for each class with copies of briefs, cover
sheets, and marking sheets for assignment submission on hard and /or soft copy and this is sent
to the tutor or they can cdéct from the college in advance of the training commencement
date.

Assessment portfolios for all minor awards will be internally verified and externally
authenticated.

1. The training ceordinator collates all of the assignments through the track anace
mechanism and once the required portfolios have been marked a date is set for internal
verification and the verifier is notified. This date must be approximately 1 week before the
scheduled date for external authentication and this EA date must beast 2 days before the
certification submission deadlines specified by QQI.

2. During internal verification, sampléom all assessors will be reviewed for accuracy of the
calculation of marks and awarding of grades.
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If the verifier is satisfied thathe marks have been awarded transparently and accurately, they
will confirm that results have been verified. If the verifier feels that some marks are high or low,
they may call the senior assessor to explain the rationale for the marking

3. Assessment ptfolios for all minor awards will be internally verified and externally
authenticated.

Where the same minor award is offered in a number of locations these portfolios are combined
for the purposes of sampling as they haveebanarked by senior assessofl portfolios are
selected which are marked at the high end for the grade band as well as those that have been
deemed unsuccessful and all border line portfolios for the grade band should be reviewed. All
seniora s s e gnarking snust be sampled as wak work from each tutor.

All video evidence must be made available for skills that were recorded.
6.9.50utcome

The internal verifier compiles an internal verification report from the template provided,
confirming the accuracy of the assessment pracand results. This report will also highlight
any irregularities identified in the process.

The IV report will be sent to the training -codinator who will prepare it for the external
authentication visit and upon receipt of the EA repdiistribute itto the RAP panel.

Collaed feedbackrelevant to specifictutors and senior assessors will be provided by the
Director of Learning and Development completion of the IV and EA processes

On completion of the IV process, results for all learners atered into the QBS system from
the marking sheets in each portfoli®his ensures that marks are correctly calculated before
entry to QBS. On printing of the authentication reports, portfolios are then sorted by groups
and the grade on each portfolio chaextk to ensure accuracy of the grades entered on the
authentication reports and to prent omissions.

Each learner group of portfolios and their corresponding report is then placed in a box ready for
external authentication. Each box is labeled by modateshse of access by the EA.

Pagel230f 190



Quality Manual Version 2.0

Quality Manualc lona College

Title: Section 610: External Authentication Process Policy Document

Version:2.0 Authorised By:Helen Macken

Date: 10 January 2020

6.10: External Authentication Process

lona College isommitted to ensuring all learners and stakeholdezseiveassessment results
based on reliableyalid and transparentmarking and grading procedures compliance with
the QQI quality assurancesquirements. In order to achieve this standarthe following
measures are in place:

6.10.1Responsibility
The training ceordinator will appointan external authenticator from the lona College panel of
external authenticators. The following criteria are applied whappointing external

authenticators to the pael:

6.10.2EA Profié

e An external authenticator (EA) wil!l have s
to the courses that they will be assessing

e Agree to and attend the I ona College brief
e | acttpesitively with all stakeholders

e EAs must be i ndieepMustdatbetengagéd intahyether wonktorservice
provision to the centre.

6.10.3Briefing

lona College adopts and is committed toawproach wherebyutors, the Internd Verifiers and
External Authenticators are briefed uniformly.

6.10.4Frequency
External Authentication will take place (for all courses delivered) biannually or more frequently

depending on volume of learners for certification and in conjunction withl @&adline
submission dates.

Pagel240f 190



Quality Manual Version 2.0

6.10.5 The Role and Responsibilities of the External Authentication process and External
Authenticator (EA);

The role and responsibilities of the EA are detailed in the EA Contract. The contract will be
issued to the EA bgmalil, prior to appointment, must be agreed by the EA before agreeing to
the visit and must be signed and dated upon arrival at the centre. The core elements of the
contract are underpinned by;

QQI Effective Practice Guidelines for External ExamineiseRe2015
QQI Quality Assuring Assessment Guidelines for Providers Revised 2015
QQI Quality Assuring Assessment Guidelines for External Authenticators Revised 2015

The level of detail and the arrangements of the reporting processes andftanes regarding
completion and return of completed report(s) are outlined in the EA contract.

6.10.60utcome

The EA is not required to attend the lona College Results Approval Panel (RAP) but the EA must
ensure that a detailed closing meeting is facilitated with thmevier prior to leaving the
premises and upon completion of the external authentication visit. The EA may be contacted
upon receipt of the report should there be anything of significance in the report that was not
disclosed/discussed during the closingetieg. The EA may also be contacted when a RAP is in
situ, should this be necessary.

Atutor’s report would be generated after e a
documentation of all discussions, outcomes and recommendatidhe.results approvganel

will sign off on the approved results and recommend appropriate corrective action on any
outstanding issues.

The RAP will sign off on the approved results and recommend appropriate corrective action on
any outstanding issues.

6.10.7External Auhentication & Quality Assurance Training

There is a need for the External Authenticators along wittors, to understand their roles
within lona College QA (specifically fair and consistent assessment).

lona College will coordinate regular Continuousf@ssional Development (CPD) Briefing
Sessions for External Authenticators who are on the lona College Panel. The training will include
the following areas of specific detail:

T The QQI CAS Guidelines on Fair and Consistent Assessment of Learners. allss are

particularly important in understanding whatinciplesi t i s EA’' s are expe
and report on.
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l

Ensuring an understanding of the standards: Across QQI NFQ Levels (The Grid of Level
|l ndi cators), t he pri ncmepaseusr ionfg’'t hbe OGrsa dainndg
LR evidence and understanding Assessment |

Ensuring an understanding of the Internal Verification (IV) process and report structures of
lona College.

Understanding Sampling &tegies and specifically the lona College stratebggw to apply

it and ensure it is followed through as well as what to do when an issue within the sampling
cohort arises (equality of learningh template is provided for the EA to complete which
details their findings on completion of the EA process. The report will detail the sampling
strategy, the grades awarded consistently and transparently as well as to determine areas
for improvement or suggestiona relation to the submission and its presentatio

Report Writing— Ensuring that the evaluative feedback from the external authentication
process is descriptive, meaningful and constructive. lona Colegects to receive
completed reports that detail key findings as well as strengths, weaknessesviagic
issues are identified, solutions are offered.
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6.11: Resuis Approval Process

lona College will appoint a results approval panel who will discuss the findings of the internal
verification and external authentication reports and consider the final adjudicated marks to be
submitted for certification to QQI.

The @nel will consist of at least 1 tutor, 1 senior assessor, and 1 member of theThA@ RAP
meeting takes place directly after the EA visit. The EA will be asked to be available by phone to
be consulted where clarifications from the RAP are sought.

The RARanel will sign off on all results prior to the final submission to QQI. A RAP meeting
report will be compiled and retained by the training-cainator for discussion at the next
team meeting. This team meeting will be used to identify an action plathéoimplementation

of the suggested improvements identified at the RAP meeting by the PLAC under the direction
of the AQC
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6.12: Feedback Policy

Tutors provide formative feedback to learners throughout the course wisichenconfirmed

and signed by both tutor and learndfeedbacks given on presentation of draft assessments so
that learners cammake improvements prior to final submission of assessmeas appropriate.

This feedback may beffered face to face or by tutor email directly to learner email.
Summative feedback is documented in the submitted version by the assessor so as to validate
marks awarded/deducted.

Additional Bedbackis sought from employers who are hosting learners on work placement and
from learners while they are on placement when the tutor visits to complete monitoring visit of
work placement.

Learners may request additial feedbacksupport by way o shorttutorial andin agreement
by arrangementvith the tutor at the end of class.
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6.13: Communication of Results to Learners

All of the information regarding assessment process, portfolio submission, marking and the
awarding of provisional results is outlined in the learner handbook.

This informatbn is also provided to all new learners on induction to assure understanding at
the start of the module.

6.13.1QQI modules

Learners are adviseaf the lona Collegassessing procedures (marking and gradary) they

are advised of theavailability of heir provisional result within 6 weeks of submission of their
portfolio. The detail of these procedures is documented within the Learner Handbook and
communicated during induction.

If a learnemrequirestheir provisional resultrior to processes havingeen completedhey are
asked to contact the training cerdinator. Their requestis then consideredby a senior
assessn Urgent requestsnay alsdoe reviewed by the Director of Learning and Development.
Once marked, the training eardinator will advige learners of their provisional results by email
or face to face in the colleg&earners are advised that this is a provisional result and sign the
provisional result register to say they have receivediey will also be advised of their right to
apped and their estimated certification date.

6.13.2In House Programmes

Certificates are issued on the t@aof course completiorio learnersattending public courses
and/or upon all feesaving been received.

For CE participants or employers who have leabkhe learners on to the courses and are
paying for the training, certificates are issued to the managers unless otherwise agreed.

A note will be placed in LMS that certificates have been posted
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If a non QQI certificate replacement is requested, low#leGe reprints the certificate. With
regards to QQI certification, should a learner require a replacement certificate upon misplacing
or damaging the original, they will be referred directly to the QQI websitma College can
print off a screen shot ahe transcript of resuk from the QBS for the learner.
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6.14: Learner Appeals Policy

lona Cdege hain place an internal Review, Recheck, Remark Appeal Policy and an external
formal Appeals Policy.

Learners are entitled to appeal any results that they deem to be unfair and unrepresentative of

the work they submitted for assessment. The learmdl be informed by email, of their final

result awarded and their right to initiate an appeal if dissatisfied. Upon payment of an
administration fee of €30, along with a formn
statement of results, thé&eview, Recheck, Remark Appeal will commence.

The portfolio will then be reviewed by a senior assessor who did not previously review the
portfolio or mark it, they will review it, recheck and remark the portfolio where necessary and
provide feedback to thdirector of Learning and Development who will inform the learner in
writing by email of the outcome. This will be completed within 10 working days of the receipt of
the appeal. No new or revised work will be accepted, the review will only consider tiaairi
work submitted.

Learners have a right to appeal their grade. Provisions for making an appeal are set out in the
Learner Handbook and the Academic fApeals PolicyThe following outline is an overview
from the policy.

Any request for an appeal muse made in writing, by email, within the deadline set out in the
Provisional Notification of Results email. All communication ie#inners regarding appeals is
managed by the Director of Learning and Development.

Upon receipt of the Provisional Notétion of Results by email, the learner may wish, to
formally appeal their resulexternally An external examiner is theappointed toremark the
portfolio and the result is then communicated in writing to the learner with@days.A formal

appeal mustbe made in writing and sent tmfo@ionacollege.ieThe cost of a formal appeal is
€30 and must be paid at t heexternalagoeabréquestuThemi t t
appealfee may be paid by EFH®dna College accepts all responsibility for carrying out appeals in
accordance with QQI approved gity assurance processebhe learner, if still dissatisfied is
advised of the right to contact QQI and the contact details are provided to them in the learner
handbook.
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6.15: Security of Assessment

All materials provided to learners are develog®gdand remain the intellectual property of lona
College. If tutors intend to supply additional metds to learners which are seafenerated
they mustprovide copies of sami@ lona College Director of Learning for approval.

All learner assessmentsand related materials including but not exhaustive of attendance
registers, supplementary notes andataer/tutor feedback formsare stored in locked secure
filing cabinets in the offices of lona College. Tutors are advised during their comprehensive
induction that theyhave a responsibility tassure the security of assessments while in their
possessionThey are instructedo return to all such documents tdhe office as soon as is
reasonably practicablelf this is not geographically possiblthe materials must besent by
registered post for the attention of the training @rdinator, who will registethem as received

on the LMS and then store them in the filing cabinets once they have been checked that they
are completeTutors are reimbursed for any personal costs incurred.

All learner and tutor correspondence relatingaay form ofcourse activy is directed through
the tutor’”s 1 ona Col |irdogonaeotiege.idNo acithércemael sadslress r t |
may beutilized. This is communicated tooth tutors andlearnersduringinduction.

For each asessment, learners must complete the cover sheet which includes an authorship
statement,a declarationthey have retained a copy of thewssessment evidenand that they
understand and have demonstrated compliance to tbea College guidelines on plagsan.

All assessments and related materials are retained until entenedo the QBS system for
certification,the RAP meeting has been completed and the appeals deadline for the period has
elapsed Learner assessment evidencetlien shredded.Further desils relating to record
retention may be foundn Section QA 8.6
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Section 7.GBupports for LearnersAn Integraed Approach

lona College is committed to providing the learner with a range of supports to maximise their
potential to achieve well on their programme of training. Learner supports are considered in
the context of the needs of theprogramme as well ashé needs of the learner. The list below
provides some examples of such, but is not limited to;

= =
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if the programme is classroom based onsite;

if there are learners attending the programme with specific or multiple needs (i.e.,
wheelchair access is requiredhaaring loop is requested);

if the programme is facilitate via a virtual classroom arrangement;

i f i ttimeor garttima prdgramme;

the level of administrative support a programme requires;

the level of computing and technical support required;

if the learner is required to participate in work experience;

if the learner is required to undertake specific client care activity such as personal
hygiene;

if the learner is likely to experience risk to self or others during work placement.

Thus, speific learner resources/supports such as these are considered as intrinsic to the
associated programme review and/or other evaluative activity.

The learner supporting resources developed for programmes such as content, assessment
guidelines, marking scherag learning activities (tests, quizzes .ptare also monitored to
ensure adherence to quality assurance criteria, updates to assessment briefs, examination
papers and/or any other relevant documentation.

Learner welfare is central to how lona College mpienally facilitates provision. Learners can
apply for appropriate support through the reasonable accommodatiequest procedures;
make an application for compassionate consideratibmough a mitigating circumstances
requestand/or, seek recognition gfrior learning via the RPL process.
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7.1Integrated Learner Support

lona College is developing a new and innovative approach to academic and pastoral learner
support. From uly 2021, this new approach will be known as Integrated Learner Support (ILS)
with the new model comprising of 3 main elements:

1. Centralised support in the form of a new Learner Support and Advice Leaflet

2. Programmefocused support providing academic, employabilitgnd career pathways (in
response to Covid9);

3. Academic supgrt through the programme of study on which a learner is registered from the
Tutor, Programme Leader and/or Director of Training and Development.

The lona College Integrated Learner Support medkldeliver an improvedsupportivelearner
experience byensuring that learners are aware of, and able to access the full range of support
services that the college provides.

Our commitment to supporting our learners is evidenced across many aspects of our quality
assurance system. The full rangel@&rner suports are communicated and promotedrom
induction and continued through programmeengagementas well asncluded/refleced in the
followingdocuments:

Learnerhandbook

Learner Welfare Policy

Tutor Handbook

Access to Reasonable Accommodation
Compassiona Consideration

Learning Management System with Smartsheet

lona College Websitewww.ionacollege.ie

End of Course Evaluation Forms

Facilities that are accessible, ateand fit for purpose

Equality Policy

Responsive training eardinator and management team to assure learner satisfaction
Up to date training resources which are regularly reviewed

Dedicated team of qualified, experienced tutors who are subject mattpeds

= = =/ =/ =2 4 44 A4 -4 A4 A4 -4 A

Well developed learneassessment briefs and marking sheets which provide clear
guidance on assessment criteria
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Dedicated team of senior assessors to ensure consistency of marking and accurate
application of grades

Cross Moderation to ensure consistgy of delivery and standards
QQI Website

Extension Requests

Complaints policy

Appeals policy

The range of policies, procedures and processes lona College have in place to ensure
appropriate and meaningful learner support is monitored and reviewed asgéaur ongoing
evaluative approacloy the PLAC and PREB committéBsrough the programme monitoring

and feedback approaches, both learners and tig@pinions and experiences on the quality of
learner support resources are captured. Finally, learrepresentation is observed via our
governance structure with learner representation invited to participatboth committees.
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Position Statement

Our record keeping ensures that learners and employers can contact us for reference,
provisional results and for any other reason and that we will be able to provide the information
efficiently and in a timely marer. All record keeping and document gathering is processed in
compliance with current data protection legislation, primarily the General Data Protection
Regulation (GDPR).

Section 8: Information and Data Management

Thispolicy is provided to protect # information and data resources of lona College in
compliance with the Qualifications and Quality Assurance (Education and Training) Act 2012
and other legislative guidelines as outlined in the policy e.g. GDRIR.policy outlines a variety

of businesscritical tasks and the procedures for completing these tasks. The policy also
indicates administration duties and information sensitivity especially in relation to privacy and
data protection. All administration duties are performed in a professional rearand in
compliance with the terms and conditions dictated by:

e Internal Quality Assurance procedures
e Contracting agreement/ s
e Mandatory compliance from external bodi es
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8.1: Information Systems

lona College has recently transitioned to an online information management system away from
paperbased forms and filing. lona College will not be converting the giepiles onto the

online platform but rather will use the online platform for newly enrolling learners. As the old
paper files become oladete, they are archived or destroyed by shredding depending on the
nature of the information being held and the guit@ on how long they need to be retained.

Smartsheet is the new database application used for the management of information in lona
College. This is a bespoke piece of software that was generated in response to th& ovid
crisis as the office was closed as to allow tutors access to materials and learners to submit
their work. This application permits lona College to monitor the journey of the learner from
initial contact up to final graduation. Smartsheet is a database type system which is used as
follows:

1. Learner registration to capture details relating to the learner for the purposes of
communication and final certification. Only such details required to enter the learner to
QBS are stored.

2. For public courses only learner name is captured as leanezeive their certification on

the day of training e.g. manual handling, MAPA etc

Course set up to view how many learners are recruited to each course

Learner finances to ensure that paymeifus previous modulesre up to dateNo

payments are made iadvance of training and no financial details relating to bank accounts

arerequested. kbarners can pay for their courses in cash or by electromid transfer.

5. Knowledge bank where all materials are held for each course to include content, briefs,
evaludion forms, work sheets, learner handbo@ssessmenand exam papers

Hw

6. Learners can upload their assessmentthtutor email for viewingfeedback and
correcting of asessments by tutordVhere learners have not yet submitted work or have
missed deadtfie this too is captured for future referends adding a note to the record
Learner certification hub which shows which portfolios are ready for IV, EA and certification.
8. Graduation data to show which learners need to be invited to the annual cap and gown
ceremony for the presentation of certificates and if ¢ecates have been posted to
learners on request who are in absentia.

~
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8.2: Learner Information Systems

Access to Learner Information System is managed by the Trainiogd@ator and is through a
log on with password. A user accessing Smartsheet may be given one of three levels of access
depending ortheir requirements.

There are three levels of access to Smartsheet
1. All Access

This allows for secure login to access, edit, upload and remove content through a password
operated portal. This is the administrator level. New forms may be developede® courses

are validated, materials may be developed and uploaded to the knowledge bank. As learners
complete their journey with lona College or who no longer wish to attend the college, they are
removed from the system.

Smartsheet has three administ@as, the Director of Learning and Development, Managing
Director and the Training Gardinator. Each individual can add, edit and remove content as
required.

2. Limited Access

Tutors have access to view and add dataSsnartsheetut cannot remove it. tors can add
comments to portfolios for feedbagburposes;can add content that they have come across as
additional supports for the content.

3.View Only

Learners are then given access to view aspects of Smartsheet pertinent to their field of study
for a certain period of time typically up to 6 weeks after their course of study has been
completed to facilitate review of content and late entri@is will include briefs and content.

The $nartsheet application provides us with the tools to track learmgeractions. If a learner

asks for a deadline extension for extenuating circumstances for example this can be recorded
on Smartsheet or where work is being resubmitted on receipt of tutor feedback for example
data is managed by the training -codinator and the directors. On initial consultation with
learners, learner details are entered on to the Smartsheet system learner details form. As they
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progress through their course, submission of assessments up to and including certification,
their invitation tothe graduation ceremony as well as dates for the renewal of CPD training are
stored on the application if desired by learners to send them reminders to update their

mandatory training.

Tutors are enabled to upload content, comments on learner portfolimal mitigating
circumstancesshouldthey arise e.g. a bereavement, a pre booked holiday, learner or family
sickness or work commitments. Tutors will also receive notifications where assessments have
been uploaded or where marking needs to be completedduwaace of IV or EA visits. Tutors

will also be advised of updates to content on the knowledge bank.

Tutors are given a tutorial on how to use the LIS on recruitment with lona College by the
Training Ceprdinator. There is also a manual available to supgbeir use of Smartsheet.
Learners are given a brief tutorial on how to access content via email and how to upload
assessments to Smartsheet. This information is also in the learner handbook.
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8.3 Management Information System

Accounts information is held on the SAGE software package which is regularly updated. Access
to SAGE is managed solely by thecliors via a password and all information is backed onto a
hard drive which is held securely in the safe in the offinéormation relating to the learner
financesis recorded here so that learners can be advised of outstanding balances. This
applicationstores creditors andl e b t iofarrhation and is reconciled monthly with the bank
statementsto ensure that programmes remain commercially viable

On enrolling on the first day of training, learner attendance is entered on to the Sage package
and an invace is generated. As learners can pay as they go through their studies, when learner
payments are receivedhey are entered against this invoice until their balance is cleared. No
payments are accepted in advance of training. No further training is peunitintil the
previous balance has been cleared.

| f a | earner i's receiving funding through T
name with a note saying funding is via TSG system once the approval documentation has been
received and loggednto Smartsheet. Once training for the module has been completed, the
invoice is then sent to the relevant Intredffice or DSP for payment. Once received this is
entered into Sage against the outstanding learner invoice.

If a learner is a CE participamt is being funded by their employer, the invoice is generated in
the name of the employer and the certification once completed is sent to the employer or CE
supervisor for distribution to relevant personnel on payment in full of the invoice. This isl note
on Smartsheet.

Payroll information is accessed through Big Red Book on insertion of password and is accessed
only by the Directors and the accountant.

Procedures manuat developed and updated by the senior management team. It is available
for reviewon request to tutors and staff. The manusthe road map as to how procedwsare

to be canpleted and is stored securelynaSmart Sheet. To access the procedures manual,
tutors are provided with a password. Permission to edit is held solely with theorseni
management team. Edits to the procedures manual may be required to respond to updated
legislation, staff suggestion or in response to a corrective action or complaint.
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The Learner handbooks a dynamic document which sfored securely on Smart Sheahd

given to learners on their first day of training via a link. It advises learners of all of the
information they need to know in terms of our expectations of them and what they can expect
from lona Collegelt outlines the certification process and righo appeal, malpractice of
assessment, a guide to referencing and information about the college in general. The major
points of the handbook are also outlined by the trainingardinator on registration to the
programme and reiterated as needed by tutoo: the first day of training.The learner
handbook is updated by the Senior Management Team as required.

The Tutor handbookis a dynamic document which is storegcurelyon Smart Sheet and
available through a password protected link to tutof$ie tutorhandbook outlines the role and
responsibilities of tutors and is gone through in detail on tutor induction to the college and all
updates are relayed to tutors as needdd.is updated by the directors as a result of staff
suggestions or a change in ldgtsn.
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8.4: Information for Future Planning

lona College is committed to reviewing, maintainingdamproving its information and data
systems to allow for future planning and to secure management support and development of
its programmes and other activities. lona College consider itsesaltiation and review
process as the tool to evaluate the gwmance and management of quality assurance and the
effectiveness of quality assurance procedures, and to contribute to the development of an
improvement plan which will support lona College in meeting its statutory requirements for the
establishment and peration of compliant internal quality assurance procedures. lona College
continuouslyworks to identify good practice and use the findings to inform revision to and
future policy and practices within the organisation.
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8.5 Learner Completion Rates

On completion of a module, learners are advised of the timetable of upcoming courses which is
published in the Ct#ge on noticeboards, on the website and on social media platforms. The
completion of the module is recorded on Smartsheet and once the completed portfolio is

received, this is again recorded on the Smartsheet application.

Learners who are finishing theimajor award are advised of their options to progress to level 6
and are asked to complete their end of programme learner surkegrners who have gained

employment are provided with letters of reference to support their employment.

lona College collectsis finishing information from Smartsheet where we record those learners
who are awaiting certification, continuing to study, left the programme or who gained
employment. From here reports can be generated by class or by module to show the rates of

compktion in the college.
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8.6 Records Maintenance and Retention
Learner Records
The following is a lisof learner records completed and retained by lona College:

Attendance register

Learner Enrolment forms
Completed assessments
Assessment marking sheets
Assessment cover sheets
Certification records (on QQI QBS)

= =4 4 -4 -8 -

lona College can trace, record and retaethe involvement of learners in all activities of the
delivery of our courses to learners. These records will be maintained securely until such times
as they will be destroyed. The accuracy of the records will be assured as much as is reasonably
practicabde. lona Collegés committed to maintaining company records of learners from their
initial enquiry to certification These records will be maintained and stored in line with our
GDPR and Privaéylicy.

lona College is committed to effective records ragament retention and disposal to ensure
that it:

1 Meets legal standards in terms of retention periods;

1 Optimises the use of space;

1 Minimises the cost of record retention;

91 Securely destroys outdated records
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Fig 8 Categories of Records
The categories ofecords referred to in this document are as follows:

Information Type Information Formats
9 Electronic data e.g. emails, word Desktop PCs
documents, excel spreadsheets, Laptop PCs
PowerPoinfresentations, data base | Social media platforms
and web content Uploadsto QBS
1 Hard copy documents e.g. learner Uploads to Smartsheet
portfolios, markng sheets, course Uploads to IHF
notes and materials, assessment Uploads to CPI
materials, hand written Uploads to Big Red Book Payroll package
f Videos of skills demonstrations and | Uploads to Sage accounts package
presentations Uploads to Garda National Vetting database
f Learner Correspondance USB keys
M Learner Starter forms Portable supplementary hard drive
§ Accounts information Cloud based knowledge bank
9 HR records Voicemail ecordings
Mobile phone text messages
Whats App messages
Website pages
Hard copy documents

8.6.1Definition of Record

A record is defined under the Freedom of Information Acts 1997 and 2003 as "any
memorandum, book, plan, map, drawing, diagram, pietoror graphic work or other
document, any photograph, film or recording (whether of sound or images or both), any form in
which data (within the meaning of the Data Protection Act, 1988 and 2003) are held, any other
form (including machineeadable form)or device in which information is held or stored
manually, mechanically or electronically and anything that is a part or a copy, in any form of any
of the foregoing or is a combination of two or more of the foregoing" (Freedom of Information
Act, 1997, 208). An authentic record is one that can be proven to be what it purports to be. In
order to ensure that the records created are authentic then records should be dated, timed and
signed. They should be placed into the filing system to form part of thentiete schedule so

that they are protected against unauthorised addition, deletion or alteration. The integrity of a
record refers to it being complete and unaltered. Once created, additions or amendment to the
record can only be carried out by those auttsad to do so and any changes or updates should
be explicitly indicated on the record.

8.6.2Record Retention Periods:

lona College observes the provisions of sectior) &{Lof the Data Protection Acts 1988 and
2003 and the General Data ProtectiordRlation (GDPR) Act 2018. The Acts set out the
principle that personal data shall not be kept for longer than is necessary for the purpose or
purposes for which it was obtained. This requirement places a responsibility on the provider to
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be clear about tb length of time personal data will be kept and the reasons why the
information is being retained. To comply with this rutee provider must have a policy on
retention periods for personal data that is retained. This policy includes defined retention
periods for records and systematic disposal of records within a reasonable period after the
retention period expires. Since 2003, Data Protection legislation applies to both electronic and
hard copy records.

Minimum Retention Feriod

Minimum retention perods are calculated from the end of the calendar month or accounting
year following the last entry on the record. Consideration is given to retention periods for
records and any special protection or preservation requirements. Determining a retention
period for each record category is based on relevant statutory requirements, regulations and
policy. In some instances, for example financial records, the retention periods are fixed. For
many categories, there may not be legal or regulatory retention requirdsen which case a
timeframe is decided on the basis of need and good practice. In some, gaseay be
appropriate to retain certain records for longer than the statutory retention perothese
records should be identified as such and archived acoghgi A systematic disposal of records

is applied within a reasonable period after their retention period expires. The following
timeframes have been agreed based on legislative guidelines and best practice guidelines.
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Fig 9 Data Disposal

Record Type Minimum retention | Method of disposal
period

General 3 Years Shredding

administration

QQI Portfolios 6 weeks post Shredding
appeals period

Course forms 3 years Shredding

ETB information 5 years Shredding

Accounts/financial 6 years Shredding

Electronic dta 3 years Deletion from the system

Certification records | 3 years Shredding

HR records 3 years Shredding

QQlI results Retained on QBS

8.6.3 Handling Client Information

The following outlines the lona College policy on handling client informatith special

emphasis on record keeping and confidentiality

e To enable tutors/tutors to understand and
to recordkeeping on a dayo-day basis;

e To ensure conti nui t yntodeardersqandathkeholgersbyf s er vi c
increasing the level of communication between lona College staff and tutors;

e To provide clarity in relation to I ona Col
e To devel op a c oo rkdepimyavihiod dill psojest therightsof r ecor d
employees, learners, associates, stakeholders, and other service users;

e To facilitate easy access to information w

8.6.4 RecoreKeeping Best Practice

e Separate facts from opinions;

 F aeithersobsenable behaviour (directly witnessed or video evidence) or verifiable facts
(there is a record);

 Op i-intergratasions, assessments, evaluations, judgments. Opinions should be
highlighted accordingly and evidenrbased;

« Ac c o u-the waiteriofithe teport and the organization is accountable for all recorded
information.

8.6.5Guidelines for Handling anMarking Assignments

* Keep |l anguage simple and conci se;

e Use the |l earner feedback sheet provided;

* Handwriting shouwellprdsemtedg| early | egi bl e and
* Never use Tippex to erase any part of an a
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e | f a tutor wishes to erase a comment, they
* Never remove any pa&rt of a |l earner’s asses
* Newerri tree, replace or reproduce a | earner’s
e Learner’s assessments must be stored appro
policy (see tutor handbook);

» When recording skills demonstration assessments, the tutor must comgiyth lona

CollegeQuality Assuring handboand communicatiorpolicy,

e Tutors are not permitted dsorpdted gpapmhetrosopi
portfolios;

e Tutors may only show sample piecrmissiomf | ear
(written) from that learner and have advised the relevant contact person at lona College;
e |If a tutor has permission to show a sampl e

identifying information has been concealed or removed,
 d rl n assessment related work and any other relevant correspondence must be
returned to lona College once it has been marked by the tutor;

e AlIl feedback on | earner’”s work must be req
by lona College;
s efhar ks/ feedback on a | earner’s work should

course is completed and all completed assessments have been submitted.
8.6.6Storing Learnes Assignments

It is vital that all confidential information relating teearners and their work is stored
appropriately in compliance with the legal framework and in accordance with practice
guidelines (sedona College polic6DPR and Privacy Polickl) learner work is held in locked
storage in lona College with limitedass by the lona College trainingaalinator and named
directors.

8.6.7 Managing Transactions

All transactions for courses must be handled directly through the administration at lona
College.Tutors or second providers are not permitted to accept payrhdrom learners.
Currently, the primary methods of payment are manual by cash, online through our website
EFTpayments online. There are varied payment arrangements agreed between lona College
and other organisations. Payment plans are available byai#tgreement.

8.6.8Tutor/Tutor Responsibility

Tutor responsibility for the development and delivery of courses is outlined in the tutor
handbookand explained on induction to the college.

8.6.9Insurance

lona College carries its own Public iidgp, Employer liability and Professional Indemnity
insurances. Subontractors must provide evidence of their own indemnity insurance.
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8.6.10Branding/Marketing

lona College has its own logo for all business documents and promotional materiadn@he |
College logo should only be used on official documents and promotional materials. Second
providers or any other parties are not permitted to use any of the lona College branding on

email correspondence or any other form of correspondence. Only lonegédiranded
products are permitted to be used on all programmes.
This includes:

e Branded folders, training packs.

* Branded evaluation/ feedback for ms.

* Br anaédnesleets i gn

e Upright roll up banners for promotional

e Cor r e s ptloaiehts and stakealders.
8.6.11Privacy Policy

In compliance with data protection guidelines, lona College has prepared the following
statement outlining its privacy policy;

The purpose of this policy is to demonstrate our commitment to protecting privacy
interests of our learners, employees, contracted tutors and any other stakeholders from whom

pu

we may hold personal data from time to time, including website users. Visitors can access our

website and its content without providing any informati@bout their identity. In compliance
with GDPR guidelines, we will not disclose any identifiable information about any of the
trac

clients/ users of our website. We do not

8.6.12 Website Data

We will not olserve, alter, or release any personal information about our users or their internet

usage without their permission unless we have good reason to do so. When an action would be

necessary:
1. To follow legal requirements or to conform to legal process;
2. Actingto protect the interests of our users;
3. To apply the terms of use;
4. When protecting the rights and property of our company.

In these instances, data could be forwarded to a suitable authority i.e. companies/organisations

or individuals, if required. In #hcase of harassment or abuse, data may be used to locate the

person responsible and data forwarded to suitable authorities.

8.6.13Booking

When booking a training course with lona Colle&ggnersmay be required to provide the
following information:
1.Name
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2. Contact info such as phone number,

3. Enail address

4. PPSN.

5. Their address

6. Date of Birth

7. Previous name.g. maiden name that they may have used previously for certification
purposes

8. Proof of ID

8.6.14Security

lona Collegendeavousto protect ourlearner s per sonal i nformati on a
can. While data transmission over the internet is never 100% protected, safety security

measures are in place to guard against the loss and abuse of any of the informatiaseosir

submit to our website or any information that we store electronically and physically.

Irish Data Protection Commissioner: For further information on data protection rights visit the
website of the Irish Data Protection Commissioretp://www.dataprivacy.ie

Contacting our website: Contact us for more information about our security practices or our
privacy informatiorat www.ionacollege.ie
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8.7: Data Protection and Freedom of Information

Our agreements with our learners and stakeholders contain specific language identifying how
we pro@ss and control data on your behalf. In summary, Director of Learning and Development
is the nominated Data Controller, and the trainingardinator is the nominated Data

Processor.

8.7.1General Data Protection Regulation Policy

The GDPR legislatiotapes direct data processing obligations on all businesses at-andeU
level. According to the GDPR, personal data can only be processed under certain conditions. For
instance, the processing should be fair and transparent, for a specified and legiporaigse
and limited to the data necessary to fulfil this purpose. It must also be based on one of the
following legal grounds;
1. The consent of the individual concerned;
2. A contractual obligation between ourselves and the individual,
3. To satisfy a gl obligation;
4. To protect the vital interests of the individual,
5. To carry out a task that is in the public interest;
6. For the company’'s |l egitimate interests
fundamental rights and freedoms of the individwethose data we are processing are
not seriously impacted.

A Data Controller is the person or organisation who decides the purposes for which, and the

means by which, personal data is processed.
personaldh a i s being processed and the " means' o
processed.

Data Processor: A person or organisation that processes personal data on the behalf of a data
controller.

Data subject: A Data subject is the individual thespeal data relates to. It is imperative that

all staff, leaners and clients are aware of their rights and our response to the GDPR guidelines.

The following is an overview of our policy and associated procedures:
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The Data We Collect: Personal data tresdato a specific individual who may be identifiable from
that data. This can include:

e Contact information such as address and ph
e 3rd party referral

e Notes from meetings/interviews/phone call s
e Portfolio of your work

Vi phetagsaphs related to assessment and/or award ceremonies

e Compliance data for QQI and/or any other <c

medical card number.

The aboveinformation is only recorded on the QQI Business Sygt@BSCloudbaseal system)
to validate identities of learners as part of the certification procasdor is held securely on
Smart$eet for track and trace purposesThis information is stored in learner portfolios which
are stored securely until they are disposed of #lyedding a maximum o6 weeks post
certification period once the period for receipt of appeals lhegssed. lona CollegeDPR and
PrivacyPolicy Document details who will lsellectingpersonaldataand why.

lona College will collect personal data ditgavhen:

Deal with us by phone, letter, email or web

Supply a CV or other form of application

Submit any information regarding an application or enquiry
Complete training assessments

= =4 4

We may also collect personal data from 3rd parties, includingeSigors, Managers, referral
agencies or the person or employer/agent who is responsible for funding programmes. If
collecting information from a 3rd party, lona College will seek consent.

All learners complete aegistration form which outlines our polies in relation to personal
information and data at the start of any training programme. lona College may use and disclose
personal data for the following reasons:

e To process assessments for certification

e To mar ket training services to you

* T o ove oupcustomer service

* To contact | earners on occasion with infor

Unless required or permitted to do so by law, lona College will not share, sell or distribute any
of your personal data without your consent.

8.7.2QQI Certification

For QQI certification purposes it is necessary to collect learners PPS Number and Date of Birth.
QQI has a range of statutory functions detailed in the Qualifications and Quality Assurance
(Education and Training) Act 2012 topport this. This information is transferred by lona
College to QQI through the QQI QBS. In this transaction, the provider is acting on behalf of the
learner with whom we have entered into an appropriate legal arrangement (including consent
for data colleced) that permits the transfer of this data. QQI receives the data and retains it in
the pursuit of its statutory function. QQI retains this data so that a learner can confirm with it at
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any point that such an award was made. Our security procedures profget from being
misused, misplaced, or accessed, changed or disclosed by unauthorised people. Data can only
be accessed by authorised persons

To ensure that personal data is accurate, complete and up to date, learners and others are
asked to contact lom College to notify of any changes to details. Learners, past employees,
previous contractedutors and any other stakeholder has the right to contact lona College at
any time to request the removal of data.
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8.8: Data Disposal

At the point of which lona College has no longer any right to hold personal data and
information pertaining to past learners, employees, ttgplona College will not knowingly
access, store, distribute or transmit said information and data.

8.8.1Transfer of information/documents

The transfer of information and/or documents must be made under strict supervision and must

be approved by thedata controller. Transfer of approved (n@ensitive) e.g. course
handouts/administration documents may be made through 8mart sheefacility. The use of

any form of transfer using compact discs, cloud technology, external hard drive, email or USB is
wholly prohibited and use of any prohibited data transfer mechanism will be viewed as a
serious breach of the company’s data protect

Once records are no longer neededy.eassessments have been processed dertification,
appeals have not been lodged, the assessments, briefs, marking and feedback sheets are
shredded and removed by a licensed waste disposal company. Shredding is completed by the
training coeordinator. Once learner information has been loggedto the Smartsheet
application, learner detail forms are shredded at the end of that day by the training co
ordinator.

Copies of certification for public courses are stored securely on the office pc which is password
protected and accessed only by theaihing ceordinator and the directors of the company.
Certification numbers are held on the Smartsheet application so that they may be reviewed by
employers or learnersvith their permissionwhen training isdue to be renewed e.g. manual
handling training

Provisional grades and final grades are communitate learners by emaillt is normally
provided by the tutor or the training cordinator. If the learner has questions about the grade
awarded they are advised of their leave to appeal and portfolidl then be reviewed by the

AQC nominated person. The email is provided by the learner as their private email address so
that it may not be reviewed by other peopl€utors use the nominated tutor email from lona
College
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IV, EA, RAP and appeals reporte aecurely stored on the office PC which is password

protected and may only be accessed by the trainingombnator and the directors. The
password is changeevery 3 months.
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Section 9: Public Information and Communication

lona College ensures that all communication between staff, tutors, learners and other
stakeholders in relation to trainingrpgrammes and services is open, transparent and effective
at all times. Thdona CollegegCommunications Policy details the procedural arrangements in
how this is managed operationally.

Through the process of empathic listening and timely resppimga ®llege endeavours to

ensure excellent communication with all stakeholders. lona College encourages open, honest
and transparent dialoguen a day to day basis.
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9.1 Public Information
9.1.1 Website and Advertising

lona College operates and manages its own website. The website address is www.ionacollege.ie
The website provides information on the college, courdesors as well as tutorials from
former learners on our courses.

There is also a section which describes current and upcoming courses and allows learners to
book a place on an upcoming course. There is a news section on the home page which advises
currert and potential learners of new courses or important information which they can access
easily via a link e.g. dates of next certification period, date and location of graduation.

The website also provides the opportunity for potential learners and culearhers to contact

us with queries or comments via an online contact form. The emails and contact forms are
checked daily and the website is updated regularly as required. The website provides a Pay Pal
feature added for ease of payment/refunds to ouieats.

Information is normally authored by the training-oodinator and checked prior to upload by
the directors.

9.1.2 Social Media

lona College maintains a presence on a number of social media platforms in¢lodingot
limited to Facebook, Twitte Linkedn and Instagram. These provide advertising and additional
information on course schedules, topical content and important events information. All
information must be approvedy the directors

9.1.3 Promotional Material

lona College develops armtdistributes promotional leaflets, posters, flyers;skots and email

correspondence for the purposes of advertising and marketing the college. Any information
related to marketing must be approved by the Managing Director before publishing.
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lona Colleg is committed to ensuring that all programme information that is shared publicly is
done so to the highest quality so as to positively promote the integrity of the QQI brand, the
integrity of the organization and the integrity of the learner. lona Collages to promote
transparent and factual information by ensuring the sharing and marketing of relevant up to
date and vetted details. This assists in managing risk associated with misleading the public and
promoting academic excellence.

The lona Collegapproach to public information is governed blye Communications and
Customer Service policy.
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9.2 Learner Informton

Each learner is provided with access to the learner handbook on the website or a copy may be
viewed on request from the training eardinator. It may also be emailed to the learner on
request.

Prior to course commencement, requests for informatiom dacilitated by the training co
ordinator by phone, email, website where learners can determine the learning outcomes,
content to be covered, nature of the assessments and may express their need for learner
support.

On the first day of training, new leaers to the college are requested to completéearner

starter formwhich provides the personal information in relation to the client and their consent
to allow lona College to use this information to enter them onto the QQI QBS syStara.this
information has been entered on QBS, the document is shredded.

Learners at the end of their course of study are requested to complete an end of course
evaluation form which may be left unsigned. Learners are asked to give honest feedback on
many aspects of theourse including tutor feedback, facilities, content, assessment and this
form will be used for programme review and selfaluation purposes in the future as well as a
tool for continuous improvement. Tutors must ensure that all learners complete their
evaluation forms before finishing their course of study. Evaluation forms contain a Likert
assessment scale to allow for both quantitative (satisfaction rating) arditgtive data to be
reviewed ad will be accessed from Mar@921 on Survey Monkey.

Learrer representation is encouraged on some of the committees so that the voice of the
learner is heard to inform enhanced training delivery from the learner perspective.

Payment Plans are offered to assist individual learners with the cost of training.eteare
encouraged to pay as you go along and the terms and conditions as well as online payment
instructions are confirmed prior to booking onto a training course.

Learners are encouraged to contact their tutor using the dedicated tutor email address to
forward queries advise of late arrival or absence or to review drafts of their assignments. Tutors
will then provide feedback to the learners using this email or at their next lecture.
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Learners are encouraged to ask questions from their tutor in clagsgore understanding.
Tutors are prompted to ask learners if they have any questions.

The training ceordinator will answer questianon social media, web site queries, telephone
conversations and by email before close of business every day wherelpossib

Tutors are encouraged to ask their peers for advice on content and assessments. Where peer
advice is not possible, tutors are encouraged to contact senior assessors and members of the
AQC or senior management team may be consulted.

The Quality Assurg Handbook the GIPR and Privacyolicy and the Communications and
Customer Service Polioutlines the terms and conditions for course delivery in addition to
advising learners about their right to privacy. Tiegistrationform also registers the leaen's
consent to register their personal i nfor mat |
forgotten’ <cl ause.
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9.3 Publishing of Reports

lona College is committed to publishing our quality assurance evaluation reports on our website
www.ionacollege.ieand /or provideslinks to @I reports which have been published on our
behalf.

The following reports and documents will be published to the public via our website;

The Quality Assurance Manual;

GDPR Policy;

Communications Policy;

Complaints Policy;

SelfEvaluation & Monitoring Repts;
Award/Programme detalils.

QQI Approved QA Policies and Procedures

NogbkrwhpE

All other policies and information can be made available to all members of the public upon
request.
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Section 10: Other Parties Involved in Education and Training

lona College is committed to ensuring that stthkeholders and thosprofessionals who are
contracted to and associated with the college perform to high professional and moral
standards. lona College uses due diligence to selectceutvacted tutors, subject matter
experts, external experts in compliance with the Qualifications and Qualityiraysse
(Education and Training) Act 201Bna College aim to, at all times practice open and
transparent communication.

lona Collegeaims torecruit personnel who demonstrate the skills, qualifications, experience
and attributes to work with the existinteam to deliver best in class training for learners.
Personnel may also be recruited to provide/develop new insight on areas of the business that
are new to the college while always demonstrating the lona College philosophy and vision of
best in class triaing provision to assist with continuous improvement.

10.0.1External Stakeholders

External stakeholders that we interact with during the course of our business include (but not
limited to) the following:

1 Community Employment Schemes
1 Residential Nursinglomes

1 Day Care Centres

1 Creches

T IWA

1 Home care agencies

9 Other Private Training Providers

1 ETBs

lona College require all stakeholders to demonstrate compliance with quality assurance
processes including all relevant legislation thus ensuring the safety,revelfed wellbeing of all
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involved. A risk register exercise is applied to new companies or stakeholders on a first meeting

basis. Engaging with external stakeholders at programme development stages is a useful tool to
assure that the content is ufp-date and relevant to the vocational area.
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10.1: Peer Relationships

lona College prides itself on its approach to pesional peer to peer relationships with a range
of independent experts, professional bodies and other QQI approved providers. lona College
initiate opportunities across the wider sector so as to understand evolving issues, emerging

trends and the sharingf effective practice in teaching, learning and the assessment of
learners.

l ona Coll ege’s peer relationships include bu

1 Attendance at QQI briefings;

Regular engagement with other education and training organisations;

1 Partnerships wth Education & Training Boards (ETBs) and the sharing of teaching and
learning experiences;

T Work as a suzontractor for Rutledge Training aneéd&uitment

=
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10.2 External Partnerships

As a provider of both the early childhood care and education and health/social care related
major award programmes, many of lona College learners are requorsddcessfully complete
either the work experience or work practice modules and thus, undertake work placement.
Some of the learners may be employed in such settings during the duration of study.

Those settings agreeing to the provision of work placemreemte br i ef ed upon |
requirements of the work experience and are provided withietailed workplace guidance
document outlining the responsibilities of the learner, lona Cellag the provider of training

and education and the provision itseffhe provision is required to give written consent to the

lona College work placement element. The learner is required to undertake specific and
detailed tasks as outlined in the assessment briefs. These tasks reflect the
development/enhancement of sect@pecific skills and competencies. Throughout the duration

of the work placement, the appointed work place supervisor is required to-afigon the
undertaking of said tasks. Upon completion of the work experience, supervisor is asked to
provide a writtenr e por t assessing the | earner’s perf:q
should be an honest reflection of the | ear
placement experience.

Where issues arise during the work experiendbe workplace superwis or another
representative must notify the tutor who in turn must report such issues to the training co
ordinator.

Information pertaining to the function, roles, responsibilities and areas requiring attention are
all documented, in detail, within the bBener Handbook, Tutor Handbook, and further
supported bya range opolicies

lona College does not engage with second providers for any of its QQI prograhomes.
College is currently working as a sub contractor to Rutledge Recruitment and Td&hitay
deliver healthcare training on behalf GVETBand LMETBThis collaboration is supported by a
comprehensiveContract for ServicesHowever, should lona College consider second provision
of programmes, approval would have to be provided by the AQC twiexploration with a
potential second provider commencing.

lona College delivera range of non QQI accredited training coursasa monthly or quarterly
basis depending on the uptalkecluding:
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MAPA;

FAR

Patient Moving and Handling;
Safeguarding the Wnerable Adult
Safeguarding the Vulnerable Child
Fire Safety.

= =4 -8 4 -8 -9

Tutors arecontracted to deliver these training interventions and aegjuired to furnish their
gualifications and maintain them up to date. End of course evaluations are completed to assure
learner satisfaction. A register is maintained of certification numlbmrsSmart sheetThe
courses are registeredith the awarding body e.g. CBnd PHECC and IMfRere appropriate

or are given an in house certification of attendance or accomplishment.
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10.3:Expert Panels, Examiners and Authenticators

lona College, do from time to time, engagxternal expertise, specifically in the A@t€ PREB

for programmedevelopmentand when undertaking selévaluations; either organisational or
programme thematic. Upon doing so, the Director of Learning and Development (and Training
Coordinator, if apprpriate and relevant) aim to ensure the following:

1 Those individual professionals representing external expertise are experienced and
gualified in area(s) to which they are being asked to represent;

1 Those individual professionals representing external eigecan evidence appropriate
and up to date experience;

1 Those individual professionals representing external expertise demonstrate due
diligence in their specific areas and have the integrity to perform honestly and with
integrity reflecting lonaColleg” s r el evant policies and prc

10.3.1ExternalAuthenticators

lona College appoint to a panel of External Authenticators. The following criteria are applied
when appointing external authenticators to the panel:

1 An external authentiator (EA) will have subject matter expertise and experience
appropriate to the courses that they will be assessing;

1 Agree to and attend the lona College briefing before commencement of the process
interact positively with all stakeholders;

1 EAs must be independent of the centre i.e., Must not be engaged in any other work or
service provision to the centre.

The role and responsibilities of the EA are detailed in the EA Contract. The contract will be
issued to the EA by email, prior to appoirgn, must be agreed by the EA before agreeing to
the visit and must be signed and dated upon arrival at the centre. The core elements of the
contract are underpinned by;

1. QQI Effective Practice Guidelines for External Examiners Revised 2015

2. QQI Qualy Assuring Assessment Guidelines for Providers Revised 2015

3. QQI Quiality Assuring Assessment Guidelines for External Authenticators Revised 2015
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Section 11.0 Self Evaluation, Monitoring and Review

lona College encourages and facilitates thegoing seHevaluation of all programmes offered

to learners in compliance with the Qualifications andiafty Assurance (Education and
Training) Act 2012. lona College recognises and is committed to the invaluable and positive role
of selfevaluation in the development and delivery of a continually enhanced service to
learners. lona College is committed émsuring a comprehensive and inclusive evaluation
process exists to maintain the programmes delivered are best in class standard. Learner input
and feedback from learners is an essential part of this procedure and lona College is committed
to ensuring that learner input is integrated into all aspects of the process.

The AQC will be responsible for a sathluation of all programmes every two years.
The focus, purpose and processes regarding the planning, preparation and reporting of the lona

College slf-evaluation, monitoring and review activities are documented in malicy;
Programme Monitoring, Review and Self Evaluation Policy.
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11.1: Providerowned internal review, selevaluation and monitoring

lona College assigns responsibility for the practice ofeselfuation to the Director of Learning
and Development and the AQC to ensure that sstaluation is conducted in accordance with
QQI QA guidelines.

Feedback evaluations relating to programmes iiceived from learners, tutors and employers
will be reviewed by thé?REB under the direction of t#&QC and necessary improvements will
be determined which may then be noted for inclusion in a-seHluation plan.

This process requires the input of all stakeholders to ensure inclusivity but also to ensure that
review processes consider and evaluatenirthe perspective of each stakeholder. This may be
facilitated by a range of modes including but not limited to staff interviews, review of learner
and tutor evaluationsbriefings, and team meetings.

The integration of such methods help to ensure thhé programmes delivered are of an
excellent standard and provide an excellent return on investment for learners, employers and
lona College.

A draft comprehensive se#fvaluation report is compiled upon completion of both internal and
external selfevalwations, is approved and signed off by the AQC with both operational and
strategic recommendations assigned to specific roles for improvement. A Quality Improvement
Plan (QIP) will outlinall planned improvements for the college as a whole.

Once the recommendations have been implemented, the tutors and learners are invited to
discuss the sekvaluation report. The outcome of this meeting further informs the -self
evaluation process with an agreement of continuous pos&iluation development given by the
training ceordinator to monitor the implementation of recommendations on a regular basis
to be agreed and by the AQC dheir quarterly meeting.
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11.2: Internal SelMonitoring

To facilitate continuous internal satfionitoring, lona College regularly monitors and reviews all
programmes through the provision of feedback on all aspects of programnubsding derived

data:

1
1
1

Learner feedback
Tutor feedback
Programme feedback

o End ofProgramme LearneBurvey
Registrations
Retention/Completions
Assessment Submissions
Plagiarism/malpractice/conduct data
Marks/Grades, including marginal scores
ProgressiorRates (training/employment)

O OO0 O O0Oo

Upon completion of each internally monitored programme, a report is collated documenting
the range of the feedback reviewed (as outlined above), along with recommendations for
continuous improvementsEach report details infonation under the following headings:

= =48 8 4 -8 -9 _95_4_°_2°._-2

=a

An overview of the programme being reviewed;

The objective of the programme overview;

The relevant quality assurance policies and procedures;

Learner registration, retention and completion data;

Learner assessment sulssions and results with grade distribution;
Analysis of malpractice/conduct findings;

Analysis of the learner feedback;

Analysis of the tutor feedback;

Progression to further training and/or employment;

Findings aligned to the quality assurance monitopngcedures;
Report on recommendations/corrective actions to be discussed for possible
implementation;

Overall quality improvement analysis.
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To explain the continuous internal monitoring of programmes, the table below details the

methodologies lona Collegese

Fig 10 Internal Monitoring of Programmes

Evaluation/Review | Programme element | Stakeholders | Frequency of
Methodology addressed involved monitoring
Learner Feedback fori Learners All learners on the las

session of the event

I Course materials Academic Staff

M Tutor

1 Facilities Traning Ce

1 Learning objectives | ordinator
Course Satisfaction | 9§ Course Materials Learners All learners following
Survey Survey  Tutor course
Monkey { Facilities

1 Learning Objectives

9 Course Administratio
Ad Hoc Learner 9 Course Materials Learners As required
conversatns /

Tutor

comments and E Eaciliti Tutors
compliments and actli .|es o o
complaints. 9 Learning Objectives Training Co

9 Course Administratio| Ordinator
Tutorfeedback- End of  Learner Participation| Academic Staff | Alltutors following the
programme reports. [ ¢  Course administtion end of the module

1 Facilities

9 Tutor Support

External
Authentication Proces

E

Assessment: reliabilit
Assessment: validity

Consistency with
national standards

College Directors

Academic Staff

x3 times per annum

RAP

= =4 =

Assessment: reliabilit
Validity

Consistency with
national standards

Director of
Learning and
Development

Academic Staff

X3 times per annum
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The Programme Leadership and Assessment Committee is the committee responsible for the
analysis of findingsincluding data, generated by the internal selbnitoring activities, as set

out in the table above. Theommittee isalso responsible for identifying areas of quality
improvement and proposing direction for possible programme changes/enhancements.
Promsal s relating to c¢hanaikysd Naby someof whitharays i f i €
require QQI approval prior to implementation, particularly if they result in chamjesiore

than 20%

Minor changes may include but are not limited to:

1 Changes tdhe manner in which the registrations/admissions process is facilitated, i.e.,
the timing of outcomes to applicants for places and/or the process of allocating places

on programmes,

1 Changes to the programme delivery methodologies, i.e., duration, ledsos,schemes
of work;
1 Revisions/updates to module indicative content (to reflect previous changes);
1 Revisions/updates to assessment instruments/briefs/marking schemes in a specific

module (to reflect previous updates).

Major changes may include but amet limited to:

1 Reuvisions to the lona College programme/course title;
1 Reuvisions to the approved programme schedule;

1 The addition/change of/to a new minor award.
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11.3:SelfEvaluation,mprovement and Enhancemeén

lona College believe in the provision of dibeg learning experiences and work to ensure that
all of the nonaccredited ad accredited courses and programmes of study on offer support
learners in enhancing both personal and wdsed knowledge, skills and competencies.

|l ona College encourage a ‘learning culture
demonstrate andadvocate continuous meaningful and constructive feedback and endorse the
voice of the learner.

Every 2 year period, a programme of study will undergo the process of a thorough self

evaluati ofFEvalTbhati‘oSnel Pl an’ wi || b lecsarnohge &nd s e d
Development in partnership with the Training Coordinator. Programme Leaders, Tutors will

assess the plan after which time it will be submitted to the AQC. Upon approval, the actions of
the plan will be implemented.

When completed, the AQC Nvieceive a draft report detailinfindings, recommendations and a

further improvement plan for implementation. The report will be considered by the AQC during
which time, and prior to approval, may recommend further corrective actions.
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11.4: Provider Engagement with QQI

lona Collegevaluesthe purpose and sqme of undertaking selévaluation andconsiders
external expertise pertinent to the procesBhe service of an external independent evaluator is
employed from time to time to assist in the improvement and quality of the lona College
training programmes. Teh evaluator will attend a briefing with the Director of learning and
Development to confirm their role in the process and the scope of the requirement.

lona College will consistently engage the objectivity and impartiality of independent oversight
when corducting a sekevaluation activity. External expertise will be utilised to assist in the
setting of the seltevaluation objectives and goals, measure programme effectiveness, oversee
compliance and facilitate the magngthe prectite o f
of reflective approaches. Similar to the role of the External Authenticator, the appointed
external expert will:

Demonstrate qualified subject and industry related expertise;

Demonstrate irdepth knowledge and applied understanding ofadjty assurance in
teaching, learning, education and training;

1 Demonstrate ability in collecting, examining, interpreting and reporting findings.

il
1

lona College work to three general purposes:

=

Accountability:to measure the results of programmes and aaabior use of resources;

2. Knowledge Generationto create new understanding about what works and what does
not;

3. Programme Planning and Improvemenb support clear, weltlesigned, feasible, and

measurable programmes, ongoing programme planning, implememtasand overall

organisational effectiveness and efficiency.

lona Collegeespectsthe selfevaluation as a governance procelsat does not simply end with

a report. Through the procedural steps of selfaluation, the allocation of resources and the
investment of time, the implementation of the findings to improve future teaching, learning
and programme development and delivery, the lessons learned must be shared through quality
controlled decisiormaking in the academic context. An approved and firmhgrehensive
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report associated with each sedfvaluation activity will be available upon request with
executive summaries published on the lona College website.
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Appendix llona College Risk Register

Activity Risk Description Risk Rating | Ownership Mitigating Actions
Probabilityv
Severity
Administration Reduction in people | 3 Training Ceordinator | I Increase marketing for all courses on sog
enrolling for courses Managing Director media and website.
CGC 1 Contact all stakeholders with list of
updatedcourses
Administration Scheduling errors 2 Training Cerdinator | § All schedules to be cross checked vath
Managing Director minimumof 2 people.
Tutors 1 Tutors contacted individually to remind
them of upcoming training
Administration Unplanned work that| 2 Training Cedrdinator | § All administration staff will be trained in
must be Managing Director prioritising work
accommodated 9 Continuous recruitment to the bank of
available qualified tutors.
Administration Systems are notfit | 1 All staff 1 Update systems as needed
for purpose 1 Review annually
1 Feedback reviewed from stakeholders fo
suggested improvements
Administration Misuse of data or 2 All staff 1 GDPR training for all staff
personal information 1 GDPR policy
1 Regular review of data retention
Administratin Inadequate technical| 1 Technical Support 1 Ensure that a member of the technical
support support team is contactable at all times f¢
support.
Administration Lone working 2 Directors 1 Management will liaise with administratio

staff on a daily basis arate contactable at
all times if required.
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Administration Cash handling All Staff 1 Learners are encouraged to pay by EFT
1 All learners are given a written receipt an
copy is retained for records
1 Sage software package to manage
accounts
Administration Conpromise or All Staff 1 All systems are password protected and
corruption of data in levels of access are monitored.
key ICT systems 1 Regular back ups completed and held on
cloud based platform
Administration IT being used All Staff 1 Allinformation is password protected witl
improperly by people authorised access

either extanal or
internal to the
institution

Disciplinary policy
ICT correct use policy

Risk of abuse of
Social Media

Administration

Training Ceprdinator

=

Training Ceprdinator to monitor ®cial
media daily.

1 Remove inappropriate comments.
1 Communications policy
Assessment Variance in marking All tutors 1 Detailed tutor/assessor induction
of portfolios AQC 1 Comprehensive tutor handbook
PLAC 1 Employ qualified experienced staff
71 All portfolios arecross moderated
Assessment Breach of academic Directors 1 All assessments and portfolios are storeg
security of AQC securely in locked room/safe
assessment Ad hoc committees Policy

=4 4 -4 -8 9

Tutor handbook
Learner handbook
Learner induction
Tutor induction
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Assesmient Tutor over assisting AQC 1 AQC to authorise any assessment guidel
learners PLAC documents to be distributed to learners.
Tutors 9 Periodic unannounced tutor evaluations
Assessors 1 Learner feedback surveys
Directors 1 Tutor code of conduct policy
{1 Tutor nduction training
1 Cross moderation process
Budget Inadequate funds to CGC 1 Comprehensive budget review twice per
meet operational Managing Director year
requirements Accountant 1 Pay all creditors promptly so as not to fal
behind or allow accumulation afebts
1 Ensure overdraft facility available for
operational requirements
Budget Competition with CGC 1 Courses keenly priced
other colleges to Tutors 1 Explain to all learners, support available 1
reduce costs completing coursese. technical support
grans
Business lona College does ng CGC 1 lona College hae a strong foundation in
Development develop its business PLAC the field with an excellent reputation for
or engage in secter Tutors training delivery
wide developments, Staff 1 Course materials regularly reviewed and
failing to embrace, updated
exploit and/or adapt f Employ tutors who are currently working
to new ways of the area to keep abreast of new
working, being left regulations or training opportunities.
behind while
competitors thrive
Exterrality Risk that relationship CGC 1 Communicate through dedicated
and dealings with Managing Director communication lines in a professidna
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other external bodies Tutors manner
and external Training CeOrdinator | 1 Communications policy
influencers will have 1 Abide by own policies and procedures
an adverse impact of
the college
Externality Risk associated with Directors 1 Ensure that a service level agreement is
strategic Training Ceordinator place
collaborations with 1 Check Cvs
other providers { Tutorinduction
{1 Tutorhandbook.
Finance Contracts of Directors 1 Build core recurring private business
indefinite duration Training Ceordinator |  Actively market the programmes
1 Contact learners when training is due for
renewal
1 GDPR policy
Finance Covid 19 Directors 1 Continue trainingn a virtual classroom to
Training Ceprdinator develop business.
Tutors {1 Active marketing
1 Social media presence
Finance Business interruption Directors 1 Ensure that the client base is such that th
or financial loss due Training Ceprdinator college is not rel
to the business Tutors business
failure of a key client 1 Continued communication with all
stakeholders so contingency plans may &
instigated at earliest possible time
Finance Learners did not pay Directors 1 Agree a payment plan with learner
for course Training Ceprdinator | § Learner must commence payment on firs
day of training
1 Certification is held until all monies have
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been paid in full
Advise learners of technical support gran
and how to apply for them por to training
commencement

Finance

Risk of financial fraug

Directors
Training Ceprdinator

All monies to be receipted and locked in
the combination safe

Banking to be completed by nominated
person only

All cash withdrawals require double
signature

AllEFT require password which is known
only to nominated staff

All payees set up with one time code sen
to one nominated person

Finance

Financial
sustainability

Directors
Training Ceprdinator

Scheduld budget meetings bi annually
CGC and managing ditecto track
spending

All additional expenses to be agreed in
advance of expenditure to avoid hidden
costs

Finance

Income
diversification

All Staff

Staff encouraged to suggesaining
opportunities in diverse fields

Tutors working in the vocational aaekeep
abreast of developments and opportunitie
to diversify

Funding for
training

Reduction in
government funding
for training

Managing Director

Liaise with the local enterprise board and
leadership programme for funding.

lona Collegensureghat there are many
funding streams available to prevent a
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reliance on one.

Future Planning

College fails to plan
for growth and
change

Directors
Training Ceprdinator

Cdlege stays abreast of changes and tall
to stakeholders to assure continued
growth with flexibility of delivery e.g. Covi
pandemic using a virtual classroom to
continue training.

Future Planning

Succession planning
for key staff

All Staff

Staff appraisals to establish key roles anc
succession paths for staff.

Future Planning

Covid 19

All Staff

Move all training to a virtual space until
safe to return to classroom setting
Support learners to engage in online
learning

Develop short video clip on how to use
Zoom

Ensure safe place of work for tutors
working from home

Future planning

Brexit

Directors
Training Ceprdinator

No impact on training as we do not delive
in Northern Ireland or UK
Try to source all PPE locally

Future Planning

Reputation damage
due to learner or
staff experience

Directors
Training Cenrdinator
Tutors

Ensureearners have a positive experieng
by reviewing learner feedback

Deal with matters arising expeditiously
Monitor all complaints and respond
appropriately

Governance

Risk that
organisational
structure fails to
support effective and
efficient

Directors

Ensure the organisation separates the le
of decision making to ensure transparend
External expertise on each committee to
ensure separation of powers
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implementatian of
decisions and/or
policies

HR

Failure of staff to
comply with policies
and procedues

All staff

= =4

All staff undertake induction training
Staff handbook

Regular team meetings where policies ar
procedures may be clarified

Disciplinary code of conduct for serious
breach

Regular communication between staff an
senior management team

HR

Learner complaint

All staff

All learner complaints to be responded to
in a timely manner as per pojic
Unbiased ppeak procedure in placeavith
externality to assure fairness

HR

Tutor conduct

Tutors
Directors
Training Cenrdinator

= —A

Detailed tutor code bconduct

Tutor handbook

Induction training make tutors awaief
their role and responsibtles

HR

Learner conduct

Learners

Tutors

Directors

Training Ceprdinator

E R

]

Learner handbook for all learner
Learner code of conduct

Presentation slides

Class ruleset up for long term classes
Learner contract signed on
commencement of training

Learner induction training

HR

Poor relationship
between tutor and
learners

Directors
Training Cenrdinator
Tutors

]

All tutors to be fully aware of the
professionatelationship required as per

policy.

Pagel83o0f 190



Quality Manual Version 2.0

Learners 1 If impacting on learning environment,
learner may be offered to move to anothe
tutor.

HR Safeguarding issue All staff 1 All staff trained on safeguarding the

Learners vulnerable adult

1 Both directors are trained inCB/A and
SOVC and are the DLP for the college
1 DLPcontact numbes available on the
public noticeboard
HR Bullying Claim All staff 1 Dignity and respect policy has zero
Learners tolerance for bullying
1 Procedure for handling complaints in plag
HR Pregrant learner Learners 1 Pregnancy risk assessment completed
Tutors immediately when we become aware of g
Training CeéOrdinator pregnant learner
1 Risk assessment updated weekly or whe
the needs of the learner changes
IT Staff or learners All Personnel {1 Staff and learners aware &DPR policy
unwittingly and the implications of any breach of
compramise a third information.
parties IP when 1 Protocol followed for breach
working in f All information held securely with access
collaborations with
them or others
Learner Experience Failure to innovate Directors 1 lona College is flexible in its methods of

and evolve training
to meet changing
needs of learner

Training Cenrdinator
Tutors

training and can adapt to any changing
needs of the learnerer the learning
environment as seen by Covid strategy
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Learner Support | Learners with Englis}
as a second or
subsequent language

Directors
Training Ceprdinator

Learners undergo a short literacy
assessment before commencing training
ensure English meets sufficient stamd to
attend class and complete assessments
Learners advised of agencies to assist w
English language competency and
enrolment pcstponed until English
improves.

English language test available on the
website for learners to self assess before
registraion

Legislation Failure to re engage

with QQI

Directors

lona College communicates well with QQ
and advises of concerns which are
navigated by both parties.

lona College employs consultants to assi
with re engagement
lonaCollegecommunicates with dter
providers who have already re engaged f
advice.

Legislation Change in legislation
governing

qualifications

Tutors
Training Ceélrdinator

Updatedproof of qualificationstored
securely as per GDPR policy for all staff
Changesin legislation govening
qualifications communicated via email to
all tutors.

Legislation Personal injury claim

Directors
Training Cenrdinator

lona College has a curreptiblic liability
and professional indemnitynsurance
policyin placeto cover all claims
Detailedrisk assessment completed in
venue, hazards identified and resolved
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before commencement of training.

Maintenance of
existing systems

IT failure

Directors
Training Ceprdinator

1 Backup management system in plaee
smart sheet Sageo ensure no compan
information is lost

Operational

Programme that is
not working

All personnel

1 PLAC and PREB to discusss that are
not working and review and improve
1 CGC improve marketing

Recruitment

Employment of
contracted personne

Tutors
Directors

1 All cantracted personnel have a
comprehensive signed contract with lona
College.

1 Contracted staff encourageto work for
other training providersandin their
vocational area when no work available
with lonaCollegeto get fresh ideas and ug
to date knowledge.

Recruitment

Unable to fill tutor
vacancie&ttract
new staff

Directors
Training Ceprdinator

1 lona College has a large bankutbrs to
call on.

1 lona College is a member of Independen
Tutors Ireland which captures an extensi
volume of tutors

Trairing Delivery | Added workload Tutors 1 All staff will be reimbursed for any
requirements Directors additional work due to new poli¢y
because of new legislationdevelopment
policy or legislation

Training Delivery | Theft of intellectual Tutors Tutor induction
property Directors Learner induction

Tutor and learner handbooks
Any breach of company guidelines in relatior

Pagel860f 190



Quality Manual Version 2.0

intellectual property will result in disciplinary
action.

Training Delivery | Theft of equipment
or materials

All Personnel

T

Any breach of ampany guidelines in
relationto theft or other criminal activity
will result in disciplinargctionand may
result in a prosecution

Training Delivery | Maintenance of All Staff 1 All staff will be required to update their
skilled workforce skills and emplete CPD regularly
Training Delivery | Business continuity Tutors 1 lona College offers a broad range of
Directors courses and can increase the range
depending on demand
Training delivery | Failure to manage All peronnel 1 Risk assessments completed weekly and
safe environment rated to the lowest possible level
leading to injury 1 Public liability insurance in place
Training Needs Incomplete training Tutors 1 Complete training needs analgsis per
Analysis needs analysis or Directors procedure and build in levels of options
client requirement andflexibility as well as budget
changes
Training delivery | Rearranging training Tutors 1 Risk assessent ofall training venues
venue to meet Trainng CeOrdinator | 1 Venue to be set up prior to training
training needs hazar commencement
of blocking fire 1 Venue checklist to be completed
escapes, moving 1 All staff to have manual handling training

equipment leading to
manual handling

injuries
Training Delivery | Adverse weather All staff 1 Courses can begstponed if necessary du
conditions to adverse weather conditions to protect
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health and safety of tutors and learners.

1 Learners informed by group text or email
Training Delivery | Fire All staff 1 Fire training delivered annually
1 Fire fighting equipment in place and
regularly checked
1 Fire drills completed
1 Assembly points identified
Training Delivery | Variance in the Tutors 1 Tutor training days to ensure consistency
quality of teaching Directors of training.
1 Tutors provided with same coursentent
Cross moderation
1 Tutorstositimac h «@laskesr ' s
1 Unannounced inspections by directors
Training Delivery | Tutor iliness Tutors 1 Maintain a bank of relief tutorasho can be
Directors called on at short notice
Training Ceérdinator
Training Delivery | Covid 19 Tutors 1 Ensure that all classrooms can

Directors
Training CeéOrdinator |
Learners

accommodate 2netre socialdistancing.
Provide hand washing facilities and ensu
all learners wear face masks.
Temperature checks

Learners to sign disclaimer before comin
to dass

Learners not to attend if sick

As much training as possible to be
completed outside of classroom
Minimum numbers to attend training
scheduled at different times
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Training Delivery | Maintenance of
training standards of
delivery nationwide

Tutors
Directors

Tutors provided with same content
Detailed lesson plans

Qualified experienced tutors
Unannounced inspections by directors
Learner feedback

Venue Inability to locate
suitable venue

Training CeéOrdinator
Tutors

E R e

Source new venues
Develop relationshimetworks with other
training providers.

Venue Venue costs increasg Training CeOrdinator | 1 Negotiate rate with venues in advance.
Venue Learners get lost Training CeéOrdinator | I Learners will receive a post code for alll
going to training trainingvenues
venue
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