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Introduction

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

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

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

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

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

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

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

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

o Adopting strategy statements and annual service plans

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

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

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

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

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

o Section 12 sets out which provisions of the Bill are reserved functions.

Objectives
» Caring, Inclusiveness and Equality
* Proactive Customer Service
» Innovation and Flexibility
* Trust and Partnership
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e Professionalism
«  Cost-effectiveness
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KERRY ETB - Quality Assurance

Qualifications and Quality Assurance (Education and Training) Act 2012

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

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

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

This overarching Quality Assurance Manual reflects the content of the FAS now SOLAS,

QQI Quality Assurance agreement established in 2006. Utilisation by ETBs of this QA
manual in the context of training centres transferring to ETB governance must be agreed in
advance of utilisation with QQI.
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ETB Organisational Structure
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ETB Vision /| Mission Statement

It is the mission of Kerry Education and Training Board, in conjunction with other
education and training agencies and community development bodies, to create and
promote the development of a learning society in Kerry, so that all who live in Kerry
have access to the education and training required by their personal, social, cultural,
economic and civic needs.
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QUALITY POLICY

The ETB Quality Policy

Kerry ETB Training Centre is committed, as a core element in its organisational
strategy, to achieving service excellence in all of its labour market services, within a
framework of total quality, continuous improvement and accreditation.

Our strategy is based on a policy that values our customers and aims to provide a
consistent, quality service to meet their needs. We will continue to build on our
experience and significant progress to date, with a view to encouraging our services to
adapt on an on-going basis to the changing needs of our customers. We will do this by
working together in partnership, with a clear focus and commitment to serving our
customers, and thereby achieve our Vision - “to excel in providing labour market
services”.
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Customer Charter

The charter below sets out the standard of Programmes and Services that our
Customers can expect from Kerry ETB Training Centre

The Programmes and services we provide are guided by our Core Customer Values:

e We ensure our customers are treated in a caring, inclusive and equal way

e We aspire to customer excellence by responding to our customers through
joint identification of needs, and working with them to achieve agreed
outcomes.

e We strive to be as innovative and as flexible as possible in meeting the
changing needs of our customers

e We consult with our customers in an open and impartial way, supporting the
partnership way of working in Kerry ETB.

e We strive to provide all Programmes and Services to our customers in an
effective and efficient manner.
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TRANSITION QUALITY ASSURANCE SYSTEM OVERVIEW

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

TQAS Overview

TQAS Policy Documents

TQAS Process Maps

TQAS Document and Form Detail (included in relevant process maps)
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PROCEDURES - TQAS OVERVIEW AND SYSTEM CONTROL

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

TQAS Overview and System Control Process Maps

TQAS - Transition Quality Assurance System Overview

TQAS — Control of Documents

TQAS — Control of Records

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

TQAS — Management Review Process
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Transition Quality Assurance System (TQAS) Overview V1.0

Staff Recruitment and [

TQAS-3 & TQAS-3a

Existin Management
Responsibility
A
Exis|  Measurement c S Resource
. ommunications
» Analysis and TQAS-1 & 1a ~ | Management
Improvement

Equality TQAS-Z

Training Delivery
TQAS-5b

Protection for
Learners
TQAS-7

New Course Deve

v

Critical Path

e Y {7 Startof Process
C i

Direct Training D |
Second Provider
(TQAS

Access Transfer
and Progression
TQAS-4

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

System Processes

TQAS Issues Log
(Control of non-

suggested
improvements)

Internal Monitoring
TQAS-9

Control of
Documents &
Records

Management

Proce:
Pre-defined Process/Procedure

End of Process
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Transition Quality Assurance System (TQAS)

TQAS - Control of Documents V1.0

Note: *A document
refers to any process
map, form, letter or
procedures within the
Transition Quality

Suggestion to amend an existing document*
or
Requirement for a new document*

R: TQAS Issues Log (TQAS)

v

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

R: TQAS Issues Log

Feedback to
iginator viad Relevant Unit
origina T(;I; SSUES <—No Approval decision outcome

Yes

!

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

Revision History Log
and
Records Log updated.

 CriticalPath

v

/ Document* implemented.
[ All users informed of change and TSS Issues Log

\\ | updated. /

( End of Process

Page 14 of 90



TQAS Over-Arching Quality Assurance Manual

Transition Quality Assurance System (TQAS)

TQAS - Control of Records V1.0

Record generated

v

Record stored as per the Records
Log

R: Records Log

Revision History Logs

v

// Out of date records \
of |

\will be archived / disposed
/

confidentially
S/

—

_—

—

Critical Path

Start of Process

Process

Procedure

End of Process

UE00«
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Transition Quality Assurance System (TQAS)

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

identified and logged onto the A suggestfed lmp.rov?ment or
Issues Log preventative action is made
v v
The line manger is notified that Representatives from the location
a non-conformance has been review the suggestion for approval/
logged. For assessment non approval and log onto the Issues

related issues, the relevant Log, where appropriate
officer must also be notified

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

4
Representatives from the location
review the change request for
approval/non approval and log
onto the Issues Log, where
appropriate

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

i

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

v

Note: Change Requests to
the system must also be
approved

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

tive

the

Critical Path

Start of Process

v

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

Decision

Process

| Pre-defined Process/Procedure

End of Process
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Transition Quality Assurance System (TQAS)

TQAS ManagementReviewProcessV1.1

Issue Schedule of Management Review
Meetings at the beginning of the year

R: National Schedule Agenda

v

Each ETB Training Centre Manager carries out a

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

R: Agenda
R: Location/Regional Management Review Report

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

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

Note: The Chairperson

Management Review
Group must be Grade
6 or higher

Issues Log

Preventative actions raised

Suggested Improvements raised

i

Minutes/Report
produced and updated on the Intranet

R: Minutes/ Management Review Report

_— —

/

Recommendations adopted and implementation \]
plan put in place /

N V4

— -

l | Critical Path

‘ ‘ Startof Process

Process

‘ ‘ | ‘ jPre-deﬁned Prooess/ProcedureE

EndofProcess
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TRANSITION QUALITY ASSURANCE SYSTEMPOLICIES
AND PROCEDURES
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1. COMMUNICATIONS

POLICY

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

1.1

1.1.1

1.2

1.2.1

1.2.2

1.2.3

1.2.4

Purpose

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

Responsibilities
The Kerry ETB and ETB Training Centre has responsibility, as appropriate, to

manage:

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

b) Acquisition of feedback from all stakeholders

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

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

a) ‘A TRAINING SPECIFICATION’

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

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

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

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

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

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

TQAS Section One Process Maps

= TQAS - 1 Communications
* TQAS - 1a Customer Complaints

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

Staff Recruitment and Development
Programme Development Delivery and Review
Assessment

Monitoring

Evaluation
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Transition Quality Assurance System (TQAS)

TQAS - 1 Communications V1.0

Communications with Learners

Communications with Staff

Communications with other
Stakeholders

Course / Programme Information and Learner Information is
made available to Department of Social Protection for

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

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

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

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

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

INTREO Website, Promotional Literature and self-service kiosks.

Information is made available to staff through line
management, staff meetings, service plan

the internet / intranet

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

Information relating to programmes and related
services is available to stakeholders

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

v

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

R: TQAS-5c-F03 Learner End of Course Questionnaire
R: TQAS-8b-F15 Training Monitoring Report
R: TQAS-8b-F21 Training Review Report
R: TQAS-8¢c-F16 Learner Mid Course Feedback Report
R: TQAS-8c-F17 Learner End of Course Feedback Report
R: TQAS 8a-F19 End of Course Questionnaire
R: TQAS-8e-F09 Learner Feedback Form

R: TQAS-8a-F17 Course Visit Report

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

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

Staff/Unit Meeting
Minutes

Service Plans

R: TQAS-5¢c-F07
Course Review Form

Issues Log

Managementmeetings
take place to discuss
the course mix and
schedule

R: Meeting Minutes

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

R:

Minutes of meetings with Stakeholders
where appropriate

Employer Evaluation Forms
Research Reports
Annual Report

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

Other monitoring reports

l

Local and Organisational Programme /
Course Review
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Respect and
Dignity at Work

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

v

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

confirmation that the content is

correct.

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

HR Policies and
Procedures

Relevant Manager agrees an outcome with
the relevant parties. Outcome is recorded
on Complaint Form. Outcome signed and

dated.

T

N

O

Client may refer
complaint to the Office
of the Ombudsman
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1.3 Monitoring Evidence of Implementation

1.3.1 The Kerry ETB training centre monitors the implementation of this
Communications policy

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

O O OO O OO OO0 OO OO0 O0OO0
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KERRY ETB website; contacts with stakeholders
Intranet (if/as appropriate)

IT Helpdesks

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

Learner feedback forms and surveys

Follow-up survey of learners

Complaints procedure feedback

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

Learner Portal

Transition Quality Assurance System (TQAS) Documents and Forms



1.4

(i)

(i)

COMMUNICATION MECHANISMS

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

National Course Data Base (NCDB)

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

Central Assessment Management System (CAMS)

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

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

(ii) Results Capture Certification Request System (RCCRS)

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

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

(1V) CARS Curriculum and Assessment Revision System

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

(V) Apprenticeship Client Services System (ACSS)

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

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

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

(vii) Quality Assurance Monitoring and Evaluation Systems
These systems facilitate the Kerry ETB and the Kerry ETB training centre
to manage on-going monitoring, programme review, evaluation and

reporting to QQI and SOLAS in relation to Kerry ETB provided, organised
and procured training programmes
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2. EQUALITY

Policy

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

21 Purpose

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

2.2 Responsibilities

2.2.1. Responsibility regarding equality is as follows:

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

23 Equality Training

2.3.1. The Kerry ETB will ensure that all staff associated with learners, are provided with
training in relation to equality issues.

24 Equality Planning

2.4.1. The Kerry ETB training centre has responsibility for equality planning and the
development of Equality action plans as appropriate.
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Procedures — Equality

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

TQAS Section Two Process Maps

= TQAS - 2 Equality
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‘ Start of Process

‘ Process

Pre-defined Process/Procedure

O8O «

Staff Development
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2.5 Monitoring Evidence of Implementation
2.5.1 The Kerry ETB training centre monitors the implementation of this Equality policy.

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

Meeting Minutes related to equality

Equality Action Plans.

Equality action plan results

Staff records re Equality training

Learner and staff feedback results.

Equality related publications

Transition Quality Assurance System (TQAS) Documents and Forms

O O 0O O O 0O
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3. STAFF RECRUITMENT AND DEVELOPMENT

POLICY!

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

3.1

3.1.1

3.2

3.2.1

3.2.2

3.3

3.3.1

3.3.2

Purpose

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

Responsibilities

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

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

Staff Recruitment and Allocation

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

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

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

Quality Assurance Staff Recruitment and Development procedures are available in this

Overarching Quality Assurance Manual and on the Intranet / Transition Quality Assurance
System (TQAS) as follows:-

TQAS Section Three Process Maps

* TQAS -3  Staff Recruitment
» TQAS - 3a Staff Development
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Transition Quality Assurance System (TQAS)

TQAS-3 Staff Recruitment V1.1

v

Specification

Permanent Staff

v

Authorised by relevant
Officer / Manager

R: Staff Requisition Job
Description and Person
Specification

Service Plans Staff Recruitm_ent Sefv!ce Plan:_s for
 — — (In accordance with HR -« Training Provision
— Procedures N
. — ) _ - —
Cover for Instructors Night Training Tutors / Temporary Staff Fixed-Term Staff
Short term cover for planned/ 9 9 P i
Instructors Up to 9 months Up to 3 years
unplanned absences
Recruitment screening process is Authorised by relevant Authorised by relevant Authorised by relevant
conducted in conjunction with HR Officer / Manager Officer / Manager as Officer / Manager
as per recruitment criteria to appropriate
establish suitable candidates for . .
cover requirements R: Staff Requisition Job R: Staff Requisition Job b R_. ?taff quglsmon Job
Description and Person Description and Person escrlpéon a? 'erson
Specification pecification

R: Job Description and Person
Specification

v v

Temporary staff complete the . .
induction process with relevant Vacancnes_are ad\_/ertlsed
or expressions of interest

sought by relevant Training

personnel
Centre Manager

R: Programme/Instructor Induction
Programme

v

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

R: Temporary Staff Requisition

Successful candidate selected
and offered a contract per

course. Contracts authorised
by relevant Training Centre
Manager.

Induction carried out with
relevant Assistant Manager /
Manager

Document
— R: Induction Checklist

Critical Path
Completed Induction Checklist

forwarded to HR

Start of Process

R: Induction Checklist

Process

Process

v

procedures

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

R: Programme

Successful candidate (new entrant, promotion

and/or transfer) assigned to post and induction

process carried out with relevant Assistant
Manager/Manager as appropriate

Instructor Induction Programme

v

HR

Completed Induction Checklist forwarded to

R: Induction Checklist

v

procedures.

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

Permanent position confirmed in writing, when
and where appropriate

‘ ‘ | | { Pre-defined
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Transition Quality Assurance System (TQAS)

TQAS-3a Staff Development V1.1

Service Plan for

Training Provision

¥/ i )

Staff Development

»
A

Corporate Training
Plan (e.g. H&S,

Technical, legislation,

environmental and
cultural etc)

v

Process

re-defined Process
Procedure

Corporate Training
Review

-

—

N

Identification of Training Needs

R: Individual Training & Development
Action Plan

Staff Development Plan costed and
approved

R: Unit Staff Development Plan

» Staff Development Plan is

Implement Plan

l

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

!

Review and Evaluate Plan

R: Staff Training Validation Form
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34 Monitoring Evidence of Implementation

3.4.1 The Kerry ETB training centre monitors the implementation of this Staff
Recruitment and Development Policy

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

Job advertisements

Job descriptions and personal specifications

Staff Handbook

HR records

Staff training feedback forms

Induction Checklists

Individual Training and Development Plans

Transition Quality Assurance System (TQAS) Documents and Forms

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

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

HR policies and where they can be located

Staff Handbook where available

Staff Development detail

How staff development needs are identified e.g. Performance Management
Development System (PMDS)
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4. ACCESS TRANSFER AND PROGRESSION

Policy

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

41

411

4.2

Purpose

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

Responsibilities

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

4.2.1

422

423

424

4.2.5

4.2.6

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

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

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

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

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

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

Recognition of Prior Learning

4.3 Every programme contains a statement of commitment to developing arrangements for

Recognition of Prior Learning (RPL). Where a programme does not provide for RPL,

the statement of arrangements makes this clear.
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44 Facilitating Diversity

441 The Kerry ETB will facilitate, where practicable, learners with particular needs to
have access, transfer and progression options in Kerry ETB programmes.

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

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

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

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

d) Advice to assist the learner in selecting a programme

e) Learner and staff feedback mechanisms on formative assessment

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

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

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

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

Communications

Programme Development Delivery and Review
Equality

Assessment
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Transition Quality Assurance System (TQAS)

TQAS-4 Access, Transfer and Progression V1.0

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

v

Facilitation of Access, Transfer & Progression

v

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

Internet

Department of Social Protection (INTREO)

Self-service kiosks
Learner Portal

 Critical Path

Startof Process |

Pre-defined Process/
_Procedure

SR

—
-

] "End of Process B

(

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

v

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

transfer or progression arrangements

Client secures

v

Access
This ETB Training Centre will
provide Training Specifications

including learner profiles for training
courses.
Internet
Self-service kiosks
QA58/01

Course Recruitment System (CRS)

v

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

Officer

v

DSP Officer identifies any additional
supports required by learners

DSP Office informs the learner of any

the award/s and discusses the
options with regard to exemptions
for course / award/s

Transfer
This process is managed by the ETB
Training Centre and can occur
a) if it emerges that the course is not
the right option for the learner upon
commencement or
b) due to changed circumstances for
the learner or
c) on completion of a course, a
learner may be eligible to transfer to
another course at the same level as
agreed with their DSP Officer or as
identified in their Individual Learning
Plan (ILP)
Transfer Documentation
QA58/01
Self-service kiosks
Internet
Course Recruitment System (CRS)
TSS-8d-F05 Learner Start / Transfer
Form

v

Progression
This process is managed by
Department of Social
Protection.
On completion of a course, a
learner may be eligible to
progress to another course at
the next level in line with their
training plan as agreed with
their DSP Officer or their
Individual Learning Plan (ILP)
as agreed with Second
Provider project personnel
QA58/01
Self-service kiosks
Internet
CTC Skills4U
Course Recruitment System
(CRS)
STP Individual Action Plan

I ™

A

7 R
4>\\Learner called to start course /

8i SBA Procedures
no.
15 & 31
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4.5 Monitoring Evidence of Implementation

4.5.1 The Kerry ETB training centre monitors the implementation of this Access
Transfer and Progression Policy

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

TQAS portal

The Learner Portal

Self Service Kiosks

Assessment Regulations

Transfer Documentation

Learner support requests and approvals

Section 4, Access, Transfer and Progression, Documents)

Transition Quality Assurance System (TQAS) Documents and Forms

O O O O o0 O O O
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5. Programme Development, Delivery and Review

Policy

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

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

5.1 Purpose

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

5.2 Responsibilities

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

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

d) Evaluation of training programmes and related services

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

5.3 Identification of Economic and Social Learning Needs

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

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

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

5.4.1

5.4.2

5.5

5.5.1

Programme Development

The Kerry ETB ensures that the systems for developing its provided, and/or
organised and/or procured training programmes and assessments are agreed with
QaQl.

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

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

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

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

e  ‘QUALITY ASSURANCE ASSESSMENT OPERATING PROCEDURES’

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

b) Other tools for planning training.
Alternatively

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

(Individual ETBs can insert their agreed methodology here)

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

Programme Validation
The Kerry ETB will:-

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

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

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

5.5.4 In Kerry ETB organised and procured training, quality assurance responsibilities of

the Kerry ETB as first training provider and any second provider involved form part of
a written statement of arrangements as specified in the Quality Assurance Policy
section re Procuring Programme Delivery through Utilisation of Second Training
Providers.
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5.6

5.6.1

5.6.2

5.6.3

56.4

5.7

5.71

5.7.2

5.7.3

Programme Delivery

Programmes delivered by the Kerry ETB will be selected from former FAS, SOLAS,
former VEC and ETB QQl, validated programmes.

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

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

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

Programme Review

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

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

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

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

TQAS - Section Five Process Maps

* TQAS-5 Programme/Course Development
* TQAS-5a-01 New Programme/Course Development

= TQAS-5a-02 Validated Programmes

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

= TQAS-5b Training Delivery Overview

= TQAS-5c Direct Training Delivery

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

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

» TQAS-5f Organisational Training Programme/Course Review

The core requirements for the development of a programme and for its validation by QQlI
are set out in: -

e TQAS-5 Programme/Course Development
TQAS-5a-01 New Programme/Course Development

= TQAS-5a-02 Validated Programme

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

TQAS-5 Programme/Course Development V1.1

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

Tra|n|r'1 Centres Community Training CScCs/QscCs E-College Standard Based
Direct & " " " " "
Community Training SafePass On-line & Blended Apprenticeship
Contracted N =
Training Centres, Local Environmental Training As per SBA
including Night Training Initiatives and Training Procedures
g Nig Specialist Training No. 37 & 38
Training
Programme

4

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

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

v

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

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

v

¢ ; it Bath : The approved proposal is recommended/not recommended by the relevant
3 e e : Officer. Recommended proposals are forwarded to > TQAS-5a
[ ] Start of Process the relevant Officer for approval
\:l i Process i ¢
D]] | Pre-defined Process/Procedure / - '\‘\\
. : . (’ Relevant Officer notifies the Chairperson of the New Course Committee of the approval / \
L] Information Note | \ non-approval decision. The New Course Committee notifies the requester of the outcome. )
(\ H End of Process \"' /
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Transition Quality Assurance System (TQAS)

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

TQAS-5
Programme Development

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

v v

‘ Where former FAS System is Utilised Note: This process covers Where current ETB System is Utilised

the development of
curriculum and ¢

Traineeship, SST, To be inserted

Bridging, Foundation,

Note: Comply with Common Plan put in place for the development of the programme/
Standards Development Process for course/award as appropriate

Award Development Phase where no Return to Work, Online

Community Training

‘ QQI/FETAC notified, where appropriate To be inserted

Centres, Local Training

¢ Initiatives and Specialist #

Training Programme.

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

Note: 3™ party courses and
certification may be used to

R: Curriculum, Assessments, Workplace Competency
Schedules, Learner Resources
TQAS 6¢-F12 Course Summary Assessment Sheet & Results
Approval Form (for Major Awards only)

where National Standards are |«
not in place or won’t be in
place to meet demand for

To be inserted

course. X ]
Other appropriate documentation
Note: not all records applicable to all courses
New Programme is signed off by the relevant Officer/Manager New Programme is signed off by the relevant officer
Progarmme Approval ¢ ¢

Process for Programmes
leading to a common

Award Standards
inslucind migrated
awards

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

Programme Appraisal is carried out as per the Programme
Approval Agreement Process

v

Relevant Officer Approval

Programme Appraisal is carried out as per the Programme
Approval Agreement Process

!

Relevant Officer Approval

S~

raining Specification transferred onto the Enquiry NCDB, Assessme@

updated on CAMS system and resources updated on the learner j
resources server, as appropriate. All relevant stakeholders notified and fi
updates posted on the Intranet by the authorised personnel /
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Transition Quality Assurance System (TQAS)

TQAS-5a-02 Validated Programmes V1.1

Note: ETB must Utilisation of Existing Validated Programmes

ensure the
safety, security
and control of

assessments

Assessment
Regulations

Former FAS/ SOL:Sa}gﬂ'gfted Programmes Former VEC/ETB Validated Programmes

31% December 2013 Ongoing

A 4

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

List of Programmes available for ETB Training

‘s Centre Utilisation

\ R: List of Programmes /

—

/

Critical Path

Start of Process

Process ;

Pre-defined Process/Procedure

JORLH ~

© EndofProcess
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Transition Quality Assurance System (TQAS)

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

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

v

ﬂ?equest is not approved, \

initiator informed by relevant \
< Officer and /

\ process ends. 4 R: TQAS 5a-F02 CS Request for Validation

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

A

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

4
Programme Module Descriptor(s) and MAP(s) meeting
requirements of PAA submitted to CDO by Second
Provider
Programme Descriptor
Module Descriptor
Modular Assessment Programme

A4

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

Y

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

Curriculum and Assessment Review Forms

4
Final draft submitted by Second Provider to relevant Unit
for approval
Programme Descriptor
Module Descriptor(s)

Modular Assessment Programme(s)

v
/ Relevant Unit submit programme to PAA \
/ process for appraisal

( Programme Descriptor J
Module Descriptor

HT B = ) \‘\ Modular Assessment Programme
Start of Process i \\ Programme Appraisal Form /

‘ | Process
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Transition Quality Assurance System (TQAS)

TQAS-5b Training Delivery Overview V1.1

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

v v v v

Standard Based
Apprenticeship

Phase 1,3,5&7
TQAS-8i

¢ : Critical Path

tart of

Proce:

Pre-defined Process/Procedure

—

Standard Based

Apprenticeship
Phase 4 & 6
TQAS-8i

Direct Training in Commercial Community Approved Training
ETB Training Centres Second Providers __| Second Providers | Organisations
(Construction)
Direct Training c d Community
Delivery . Tor}tracte N Training N CSCS/QSCS >
including In- T ri\'g'rég Centres TQAS-8e
centre, night QAS-8a TQAS-8b
course delivery,
sponsored
training and E-
College
> - L I Ll SafePass >
Training Initiatives TQAS-8h
TQAS-8f TQAS-8c
Specialist
L Training
Programme
TQAS=8d
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Transition Quality Assurance System (TQAS)

TQAS-5c Direct Training Delivery V1.0

Note: SBA Phase 2
courses are scheduled as
per the SBA procedures

Decl

ision is made to deliver the training course

v v

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

Course Code/Location and budget
are assigned on SAP

Staff Recruitment
and Development
TQAS 3 & TQAS 3a

v

Cla

Health and Safety requirements & Training Materials

ssroom or Workshop prepared in compliance with

pregared

All

Financial Authority

required resources are in place before the first or
revised run of a course commences

R: TQAS 5¢-F01 Fykesource Checklist

Issues Log

Critical Path

Start of Process

Process

| Pre-defined Process/Procedure |

00800«

‘ Information Note

Course Delivery as per QA58/01 and QA39/01 or

TQAS 5c¢c-F03 Learner End of Course Questionnaire
TQAS 5¢c-F04 Learner Computer Resources & Internet

TQAS 1-FO1/TQAS F05b Learner Code of Conduct

SBA Curriculum
R: TQAS 5¢-F02 Training Record

Usage Declaration
TQAS 5¢-F08 Provisional Results (suspended)

-

InfringemenﬂReport Form

/
/

Course Review conducted
at least once per annum

\ R: TQAS 5c-F03 Learner End of Course Questionnair

TQAS 5¢-F06 Customer Comment Form
TQAS 5c¢-FO07 Course Review Form

A\ 4

Levels and
Procurement
Procedures

Note: Communication and
Dissemination of information
to Learners including:

- Curriculum & Assessment
information

-Learner responsibilities
-Assessment methods
-Repeat assessment criteria
-Specific learner requirements

End of Process
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Transition Quality Assurance System (TQAS)

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

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

Community Training
ETB Training Centres Community Training CSCS/QSCSs Standard Based On-line Training
Direct & Contracted Centres, Local Training Environmental Apprenticeship &
Training Initiatives and Specialist Training Night Training
Training Programme SafePass
Direct Training Community Training
i i i CSCS/QSCs Standard Based Training
Delivery including > Centres —» B Apprenticeship Delivery
course delivgry, TQAS-5f TQAS-5f TQAS-8i TQAS-5e
sponsored training
and E-College
TQAS-5e Environmental
TOAS-5f > Local Training Initiatives » Training
TQAS-5e TQAS-5e
TQAS-5f TQAS-5f
Contracted Training Specialist Training
TQAS-Se > TQAS-5e > TQAS-5e
TQAS-5f TQAS-5f TQAS-5f
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Transition Quality Assurance System (TQAS)

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

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

R: As appropriate to the programme Course Review

information to be
considered in the
service plan for the
following year

TQAS 5¢-F03 Learner End of Course Questionnaire
TQAS 5¢c-F06 Customer Comment Form
TQAS 5¢c-F07 Course Review Form
TQAS 8a-F12 Weekly Training Report
TQAS 8a-F17 Course Visit

TQAS 8a-F21 Contractors Course Report
TQAS 8b-F15 Training Monitoring Report

) 4

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

TQAS 8a-F19 End of Course Questionnaire

v

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

v

Organisational issues, for example,
Curriculum and Assessment issues are
referred to the TQAS Local Issues Log
R: Local Corrective / Preventative Actions
(Continual Improvement)

R: Local Corrective / Preventative Actions
(Continual Improvement)

g -
/

When requested, a copy of the course

\ review forms are sent to the relevant ETB Officer /
¢ Critical Path \ Manager
] Start of Process — -
! Process
[ ]| | Pre-defined Process/Procedure |
(\") End of Process
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Transition Quality Assurance System (TQAS)

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

Note: This process covers the

Programmes/Course Provision

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

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

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

A

v

Relevant Officer will arrange to
correct / update the curriculum

and / or assessment and will do
so in conjunction with an

Internal / External SME (if
appropriate)

v

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

Curriculum, Assessments

Workplace Competency Schedules
Learners Resources

Other appropriate documentation

Note: not all records applicable to all courses

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

Curriculum, Assessments
Workplace Competency Schedules

Learners Resources
Other appropriate documentation

Note: not all records applicable to all courses

v

Manager / Programme Manager
Approval

A

Reviewed Programme / Course is
signed off by the appropriate Manager

v
Programme appraisal is carried out as

per the Programme Approval
Agreement Process, if appropriate
R: Programme Appraisal Form

A

Relevant Officer Approval

Curriculum transferred onto the Enquiry NCDB,
Assessments updated on CAMS system and

v

Programme Approval

Grieai Bah resources updated on the learner resource Process for

server, where appropriate. All relevant
stakeholders notified and updates posted on the

Programmes leading
toacommon Award

Standard including

Intranet by the authorised personnel migrated awards
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5.8

5.8.1

5.8.2

Monitoring Evidence of Implementation

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

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

Identification of Training Needs research results

Programme schedules

Training and assessment specifications

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

Programme Appraiser Handbook

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

Programme review reports

Programme evaluation reports
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6.

Fair and Consistent Assessment of Learners

Policy

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

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

Practicality.
6.1 Purpose
6.1.1 The purpose of this policy is to ensure that fair and consistent assessment of learners

6.2

6.2.1

6.2.2

6.2.3

6.2

6.3.1

is provided in Kerry ETB provided and/or organised and/or procured training
programmes.

Responsibilities
The Kerry ETB has responsibility for:

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

b) Dissemination of Assessment Regulations

c) Ensuring compliance with Kerry ETB Assessment Policy and requirements

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

The Kerry ETB has responsibility for development and approval of assessment
instruments in accordance with approved assessment design mechanisms e.g. :-
a) Kerry ETB approved assessment design methodologies
(ETB methodologies can be inserted here)
b) Assessment Design Series, (QA98/01, QA98/02, QA98/03)
c) Assessment Regulations
d) Policy on Assessment Development and Marking and Grading for Adult Courses

The Kerry ETB training centre has responsibility to:

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

Assessment Design

The Kerry ETB has responsibility to:

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

b) Reflect the ‘QQI PoLICY ON ASSESSMENT' and/or ‘MARKS AND STANDARDS' policy
and procedures document
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6.3.2 The Kerry ETB has responsibility to:

6.4

6.4.1

6.5

6.5.1

6.5.2

6.6

6.6.1

6.6.2

6.6.3

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

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

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

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

Information to Learners

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

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

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

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

Assessment Security and Accommodation

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

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

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

b) Maintain and secure assessment results and records

C) Supervise assessments

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

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

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

The Kerry ETB training centre operates in accordance with the Results Approval
Process to ensure the accuracy of all results data submitted to the Awards Councils.
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6.6.4

6.6.5

6.7

6.7.1

6.7.2

6.8

6.8.1

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

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

Consistency of Marking

The Kerry ETB:-

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

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

The Kerry ETB training centre

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

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

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

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

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

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

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

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

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

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

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

TQAS Section Six Process Maps

* TQAS - 6 Fair and Consistent Assessment (Notifications Overview)

= TQAS - 6a Fair and Consistent Assessment of Learners Overview

= TQAS - 6b AVAA Calendar Process

= TQAS - 6¢ Assessment Process

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

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

= TQAS - 6h Results Approval Process and Meeting

= TQAS - 6i Processing of Results - Post Results Approval

= TQAS - 6] Learner Assessment Appeal Process

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

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

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

v

v v v

v

Modular Assessment rd
Assessment Instrument 3 Part Aw SBA Modular Online
s — Assessment Specifications Assessment -
Programmes Specifications Programmes NCVA Proaramme Assessments
Frogrammes (NCVA) Frogramme
(MAP) (AIS — CAS)

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

5 working days
« For Second Provider
courses
10 working days

R:TQAS-6¢c-F11

events must be notified to the Training Standards
Office in advance of the assessment.
« For in-centre courses 5 working days
« For Second Provider courses 10 working days
R:-TQAS-6¢c-F11
CAS Level 3 Notification of Assessment Events

awarding body
guidelines

Guide to CAS AIS Assessment Techniques Release R:TQAS-6¢c-F11

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

notified to the Training
Standards Office 10
working days prior to
the event.
R:TQAS-6¢c-F11
NCVA Notifiable

AssessmentEvents
Levels 4-6

are notified to the
Training Standards
Office 10 working
days prior to the
event

R:TQAS-6¢-F11

Als
When requested, at the start of the course, NCVA (former)
MAP assg:;nj:nts are genlerated in IinSe wit_l;l “GL'lide to Notified part of ondi
Whenrequested, » ssessment nstrumer_ﬂ pecification assessment events are: n-fine
Release” from CAMS and are issued to relevant . Assessments
assessments are generated . N A) the skills
from CAMS . Assessment instructors /second providers. 3 part A Assessments are
. . The “Request and Declaration for CAS AIS” in y demonstrationelement generated and
events must be notified to Assessments B inati /test: . .
g regard ) examinations/tests conducted on-line Locally Devised
the Training Standards to assessment security must be signed prior to C) when portfolios are as per the relevant A t:
Office in advance of the . Y 9 P Whenrequested, . p . ssessmep S
issue being assessed. awarding body Locally Devised
assessment. . . assessmentsare B
s for all Second Providers, Contracted Trainers and guidelines. Assessments must
Advance notice: Approved Training Oganisations. Assessment generated/preparedas Assessmentevents dh to th
« Forin-centre courses PP 9 99 . per the relevant The events must be LTS

TQAS process for
development of
same.

Note: Second Providers/
Contractors must ensure that
they have the current version
of MAP/AIS and must meet
the request and notification

proc as outlined in the
TQAS

Note: When CAS AIS are Note: Testpacks
released to Training Centre issued to Instructors
Instructors (including Night Course (including night course
Instructors), the required number Instructors) must be

of copies are generated by
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Transition Quality Assurance System (TQAS)

TQAS-6a Fair and Consistent Assessment of Learners Overview V1.1

The FETAC Business System includes final submission dates for the certification period. These dates are
outlined below which, in turn, requires a cut off date for the Training Standards Office to receive results
and assessment evidence prior to Results Approval.

Final s
Submission SubFr:;:Ision
Date to QQI/ Date to QQl /

FETAC FETAC
12" February 12" April

Final Final
e Submission
Submission Date to
Date to QQI /
FETAC Qal/
12" June FETAC
12th August

Final Final
Submission Submission
Date to QQl / Date to QQl /
FETAC FETAC
11th October th
December

Note: The following colour pens
are to be used on scripts:

- Red pen by the Assessor
- Green Pen by the TSO, if

Internal verification, peer review and results
approval are scheduled to meet the QQI /
FETAC-submission dates as per the
Assessment Verification, Authentication and

Note: There should be evidence on
the scripts to show that they have
been assessed. In addition to this, the
overall result should also be on the

l

necessary scripts. These results should be
- Black / Blue pen by the Approval Process transcribed to the Individual
Authenticator TQAS-6b Assessment Sheets and the Summary
i Assessment Sheet
Peer Review Assessments are conducted and marked (using j Conduct of the
-6e N Assessment Process
TaAsbe TQAS-6c

Internal Verification of results is carried out as
per the Pre Results Approval Process and the
Results Approval Checklist

TQAS-6f

v

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

TQAS-6

v

Note: Results are submitted for
Results Approval to Training
Standards Office for all

of CTCs and STPs

Results are submitted to the Results Approval
Panel and the Results Approval Meeting takes
place as per the Results Approval Process.
TQAS-6h

v

Note: Training Standards Office
will request certificates from QQl/
FETAC for all second providers

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

TQAS-6i

v

Certificates and transcripts received from QQI/
FETAC are checked against the approved
F12s
TQAS-6i

v

Certificates are issued to learners / second
providers

Note: This verification of results
includes the check carried out by
the TSO Office and/or 2"
Providers as appropriate, as per
the Results Approval Checklist

Meetings will be conducted
locally by CTCs and STPs
and must be attended by
an ETB Training Centre
designated Observer

Appeals Process for
approvedresults
TQAS-6j

Note: Certificates can be issued to
the learner directly by Training
Centre or by the Second Provider

from the Training Centre. A
100% check of certificates must
be conducted prior to issue to the
learner. Evidence of Certificates
being issued to the learner must
be retained.
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TQAS-6b Assessment Verification, Authentication and Approval Calendar Process V1.1

Course Schedule Information
The relevant Programme Manager / 2™ Provider must ensure that a schedule of all planned
courses is developed and communicated to all relevant staff. The proposed schedule must be
inlinewith AVAA Calendarandinclude coursetype, title, code, startdate, finish date, name of
Instructors/Trainers, list of course modules (only if more than one Instructor/trainer delivering
the course and state which modules each Instructor will deliver)

v

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

v

Scheduling Assessment Verification
Basedonthenumberofcourserunsinayear, determine (usingthe AVAA
Calendar), the period(s) during which Internal Verification on the Conduct of
Assessment and Peer Review will be scheduled.

Based on the F11 notification, select the assessment event for the internal
verification on the conduct of assessment and the peer review of results

v

Note: RCCRS Results Approval Checks
generatedF12to Assessment results must be submitted to Training Standards Office as
be ‘:;;‘i';ﬂ‘: M appropriate within 4 weeks of course finish date. Internal Verification and
External Authentication of results to be undertaken for each certification

round. Only results that have been internally verified should be
presented for external authentication.

v

External Authentication
External Authenticator visit dates agreed/confirmed with the External
Authenticators. Acopyofthe RCCRS generated F12swith PPSN
blanked out should be issued to the Authenticator.

v

v

3™ Party Awards Note: Wherethe
External Authentication For3™partymodules/ QQI/FETAC Major
The period available for External components, provided the Award has a 3"
Authentication should be Training Centre has complied with S;%:gg?as part
considered at the planning stage. the awarding body requirements fulfilmentof the
then the results can progress to award criteria
Results Approval. evidence (copy of
certor transcript) of
the 3" Party Award
¢ having been
achieved mustbe
Results Approval Panel Meeting ug}z?i‘xg{}he
RAP meetings should be as per the AVAA Calendar authentication

v

Submitting Approved Results
Onceresultsareapprovedbythe RAP, theyshouldberecorded asapprovedinthe
RCCRS and submitted. The latestdate for submission ofresultsforthatcycleis as

per the AVAA Calendar

v

QQI/FETAC Validation of Record
Address any QBS invalid entries in line with the AVAA Calendar.
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TQAS-6¢ Assessment Process V1.1

Training

Training Standards Office is notified of each assessment
event.

Assessment
Regulations

Procedures for

Assessment
System
Malpractice

Policy on
Repeats

T

Note: Learner
assessment deferral
request or deadline
extension request
must be made in
writing, stating
reason forrequest.

Alearner can
requestin writinga
recheck/reviewon a
provisional result,
the Training
Standards Officer
organises the
recheck/review

Process
as appropriate

R:TQAS-6¢c-F11 Notification of Assessment Event/
Assessment Request Form

Quality Assurance
Manual

Assessment
Operational
Procedures

A schedule of upcoming assessment events is
generatedbythe Training Standards Office inline with
the Assessment Verification, Authentication & Approval

Process for each QQl certification cycle

TQAS-6b

Results Approval
Guidelines and Work
Instructions

A,

Arrangements are put in place to accommodate
identified learner supports where appropriate

R:TQAS-6¢-F03 Learner Request for Assessment
Support& Approval Form

Assessment Appeals
Procedure

Assessments are issued to the
Assessment Supervisor / Second Provider Manager /
Co-ordinator / Contractor and

Internal Verification

If the learner is not
satisfied with the
outcome, that
specificresultis
forwardedtothe
Results Approval

and thelearneris
notified of the
outcome

v

Results
Approval

TQAS-6h

conducted in accordance with: ontheConductofthe
Assessment Process
¢ AssessmentRegulations TQAS-6d
o The test/assessment conditions and requirements
Learning assessed and provisional results recorded in
accordance with the relevant assessment instrument
. Peer Review
Individual Assessment Sheets & Summary Assessment
Sheetappropriate tothe Assessment Type
R:TQAS-6¢-F04 Assessment Supervisor & Assessor Report
A
Provisional Results and feedback on assessment
performanceisgiventothelearnerasoutlinedin
TQAS-5¢ Direct Training Delivery
and TQAS-8Second Providers
Results are checked and submitted to RCCRS Pre Results
Approval Process
R:TQAS 6¢-F12 TQAS-6f
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TQAS-6dInternal Verification onthe Conductofthe Assessment Process V1.1

Note: The sample is a minimum
of one assessment event per
Training Centre instructor, CTC/

JW Instructor / Tutor, STP

Instructor /trainer, LTI Coordinator,
Assistant Coordinator / Trainer

per annum. For
CT once per contract for
verification of process.

Overarching
Quality
Assurance
Manual and
Assessment
Operational
Procedures

Assessment
Regulations

Procedures for
Managing
Assessment
System
Malpractice

OBUO+

~ CritcalPath |

End of Process

Sample selected in line with the Assessment
Verification, Authentication and Approval Process
/ Training Centre Plan / Annual Course
Assessment Process and Results Plan as per
TQAS-6¢ for each QQI/FETAC certification cycle.
The TSO and the relevant Management Team /
2" Provider willensure
that over time all assessment types and
arrangements are included in the sample.

R: TQAS-6¢-F01a/b/c Annual Course Assessment
Process and Result Plan

v

Select the assessment events to be verified,
where appropriate

v

TS Office/2™ ProviderIdentifythe Process
Verifier for each assessment event to
be verified.

Y

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

Note: The current sample
requirements will remain for
CT: one per contract
organised by Contractor and
one process verification
conducted by TSO.

R: TQAS-6d-F01 Internal Verification Report on
the Conduct of the Assessment Process

Assessments may be

serious breach of
procedures or H&S
requirements

A 4

The Internal Verifier acknowledges good practice
and identifies any non-conformances / suggested
improvements

R: TQAS-6d-F01 Internal Verification Report on
the Conduct of the Assessment Process

A 4

Non-Conformances /
Suggested Improvements
identified / notified to the
TS Office are logged as
appropriate by the TSO

/AII relevant documentation is made available\
( for External Authentication, Results Approval

‘\ and Monitoring /’
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TQAS-6e Peer Review of Assessment Results V1.1

Note: Therelevant
Managerwillarrange
for this information i.e.
list of all courses
including Instructors/
trainers to be provided
tothe Training
Standards Office

Trainingthe Contractor
will arrange the

peer review of
assessment results.

To be conducted at
least once per contract
as per the contract and
the procedures

Note: For Contracted

ThePeerReviewof AssessmentResultsisscheduledin
line with the Assessment Verification, Authentication and
Approval Process / Schedule / Annual Course Assessment
Process and Results Plan as per TQAS-6¢ for each QQI/
FETAC certification cycle as per the sample.

The TSO, Programme Management Team / 2" Provider
willagree the schedule and ensure thatover
time all assessment types and arrangements are
included in the sample.

R: TQAS -6¢-F01a/b/c Annual Course Assessment Process
and Result Plan

4

Inform all relevant staff ofthe relevant Peer Review of
Assessment Results Schedule

A4

TQAS Overarching
Quality Assurance
Manual

Confirmthe peerreviewerforeachassessmenteventto
be reviewed

i

Assessment

Procedures

The Assessorandthe peerreviewerreviewthe resultsto
ensuretheassessments were markedinline withthe
award standard and the assessment specification

R: TQAS-6e-FO1 Peer Review of Assessment Results

4

Assessment
Regulations

The peer reviewer acknowledges good practice
and identifies any non-conformances and highlights
theminthereport. They give a copy to the Assessor
andforward to the Training Standards Office/2" Provider
as appropriate
R: TQAS-6e-FO1 Peer Review of Assessment Results

Procedures for
Managing
Assessment
System
Malpractice

Non-conformances reviewed by the Training
Standards Office, programme
management team and/or 2" Provider
as appropriate

Note: The sampleis a
minimumof one assessment
eventper Training Centre
Instructor, CTC/JW
Instructor/tutor,

STP Instructor/ trainer, LTI
Coordinator, Assistant
Coordinator/ Trainer, per
annum. For all other second
provider contracts once per

assessment results.

Non-Conformances /
Suggested
Improvements
identified/ notified to
the TS Office are
logged as appropriate

—

by the TSO

Start of Process

End of Process i

A

/ All relevant documentation is made available
for External Authentication, Results Approval,

Monitoring and Auditing

N
y

)

Page 64 of 90




Transition Quality Assurance System (TQAS)

TQAS-6f Internal Verification of Results — Pre Results Approval Process (as per the Results Approval
Checklist) V1.0

Assessment
of Learners

TQAS-6c

The RCCRS generated F12, all assessment evidence and
documentation is submitted to the Training Standards Office as
appropriate
R: Checklist for submitting results to the Training Standards
Office

TQAS-6f-FO1 Internal Verification of Assessment Results
(Results Approval Checklist)

Note: 100% Internal
Verification of Results is

conducted across all
programmes

A 4

The F12s are crossed checked with all supporting documentation

as per the Results Approval Checklist. This checklist is signed /
dated.
R: TQAS-6f-FO1 Internal Verification of Assessment Results

(Results Approval Checklist)

Noter

e  Where a manual F12 is
used, it is attached to the
RCCRS generated F12.

e  The RCCRS F12 must be
checked as part of internal
verification of results.

Present for

“~__ Authentication No

-~

which have been marked as
cancelled / not valid must be

stapled to the back of the new
F12

Authentication Report
must be submitted to

the TSO prior to N
Results Approval

Issues
Wtified

Yes

v

Authentication
recommendation/
issues forwarded to

Z

ManagementTeam

TS Office / 2™ Provider send back incomplete
or incorrect documentation to the instructor /

assessor / to be corrected

A

If result errors are detected on the RCCRS
generated F12, the RCCRS F12 return function is
used, results are edited and a new F12 is
generated. The original RCCRS generated F12
must be clearly marked as cancelled / not valid and
dated. The revised / edited F12 should be attached
to the relevant supporting documentation

v
The new F12s are crossed checked again as
per the Results Approval Checklist for the
Training Standards Office.

A

F12s and supporting documentation are made
available for External Authentication

R: TQAS-6f-F01 Internal Verification of Assessment
Results (Results Approval Checklist)

v

External Authentication

TQAS-6

for action

> Process

v

Results Approval

TQAS-6h
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Transition Quality Assurance System (TQAS)
TQAS-6g External Authentication V1.1

Assessment results and supporting documentation are internally verified DEER S (Pl AESOSTIEN
Verification Authentication &

as per TQAS 6f Process Map. Approval (AVAA) calendar.

v

The Training Centre Manager in conjunction with the TSO will determine
the sampling strategy.

1. External Authentication —

Guidelines for Training
Centres

For Contractors each submission of results must be authenticated. 2. External Authentication —
R: TQAS-6¢-F01a/b/c Annual / Course Assessment Process and Clidslinsslogitsicontiaciors
Results Plan
The TSO will allocate an External Authenticator from the agreed trained NoTe: Contractors refer to CT,

pool of authenticators to the award to be authenticated. SIS, iy, Ll s Sl

R: TQAS-6¢-FO1a/b/c Annual/Course Assessment Process and Results
Plan

EA List of Awards Terms of Reference for
¢ External Authenticators

The TSO / Contractor will contact the External Authenticator and agree a

date for the authentication visit NOTE: RCCRS Printed F12
Only

R: TQAS-6¢-FO1a/b/c Annual / Course Assessment Process and
Results Plan

v

Note: Coordinationincludes

The TSO / Contractor will send the F12 (with learners PPS numbers preparing the assessment
blanked out) for the programmes to be authenticated to the External evidence, documentation and
Authenticator. room in advance of the visit and

The External Authenticator will select the sample of learners to be o tnojtcetthenticatonanng

the site visit
authenticated and will notify the TSO / Contractor.
The TSO / Contractor will arrange the co ordination of the authentication ,?‘:,;%glfﬁﬁ%:’;‘&:ﬁ;%ﬁé '\élsrr;ﬁga:gr
site visit. Relevant personnel will be available for the duration of the o g .
visit. The relevant Instructor / Trainer /
authentication visit. Assessor must be available (either in

person or by phone) during the External
Authentication visit.

R: External Authentication — Guidelines for Contractors

Note: Assessment documentation for
The External Authenticator will inform the TSO / Contractor of the outcome External Authentication willinclude: of

the authentication on the day of the visit and will sign off all the TQAS ¢  AssessmentEvidencee.g. test

- A . b tical pi , projects,
TQAS 6¢-F12 forms. The External Authenticator will issue a written report pa;:;r: pratc TR IR
portiolios etc

within 5 working days to the Contractor (if applicable), the TSO and the e  AssessmentRecordse.g.
Training Centre mentbriefs, nent
sheets, summary assessment
R: External Authentication Report sheets, RCCRS generated TQAS
-6¢-F 12 forms, candidate marking
¢ sheets, Internal Verification of
Results reports, Internal
The TSO will provide mid year and end of year summary data for the Verification of Process and Peer
External Authentication process for the ETB Training Centre Review reports, previous External

Authentication reports etc.

R: TSO Summary External Authentication Process Report

¢ ¢ i citcalPath

f/ TSO will process authenticated results in line with Process Map \‘ \ B Start of Process

\ TQAS 6f / ; Process
\_ / i
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Transition Quality Assurance System (TQAS)

TQAS-6h Results Approval Process and Meeting V1.1

The Chairperson of the Results Approval Panel (RAP)
convenes aMeetinginlinewiththerelevantpolicies,

procedures and guidelines and as appropriate the approved

Annual / Course Assessment Process and Results Plan.

Pre Results R: TQAS-6¢-F01a/b/c Annual / Course Assessment External
Approval Process and Results Plan Authentication
Process AVAA Calendar / Schedule Process
TOAS6t Results Approval Guidelines and Work Instructions TQASEq

Terms of Reference forRAP (CTC & STP)

Result Approval Meeting Agenda
A
RAP Meeting Minutes Template

l

TheF12b

Note: CTCand STP L .
The relevant documentation is made available for
Apprenticeship

RAP Meetings must X ’ -
consideration at the results approval panel meeting. As

be attended by an ’
ETB Training per the Internal Verification of Assessment Results Completion and Results
«— | Approval Formis printed

Centre designated - Checklist and will include: from and approvedin
Observeras per IndividualAssessmentSheets & SummaryAssessmentSheets h )
o . the Apprenticeship IT
Guidelines for appropriatetothe programme System
Observeron RAP TQAS-6¢-F12b Apprenticeship System generated 4

(CTC&STP) TQAS-6¢c-F12-RCCRS generated
TQAS-6¢c-F04 Assessment Supervisor and Assessor Report

TQAS-6d-F01 Internal Verification Reporton the Conduct of the
Assessment Process

Non-Conformances/
Suggested
Improvements/
Adverse Reports
(Contracted Training)

External Authentication Reports
Non-Conformances/Suggested Improvements
Documentation resulting froma recheck/review ofaprovisional | )
resultrequested by alearner
Status of Appeals
Other appropriate documentation

y
TheResults Approval Panelconfersonresultsandonthe
processas partofthe approvaldecision.

Panel decisions are recorded and communicated. The
chairperson will arrange for relevant parties to be notified.
R: TQAS-6¢-F12Course Summary Assessment Sheetand
Results Approval Form
TQAS-6 AssessmentResults Pack Check

RAP Meeting Minutes Template
Guidelines for Observeron RAP

(STPandCTC)
Results Approval Panel Meeting Minutes

|
v v

When the final approved result TheChairpersonwillarrange

results and the processing of

Appeals result, thelearnermustbe
certification as appropriate

Process notified immediately and
reminded of the Assessment
Appeals Process
R:Learner Changeto
Result Letter

A

TQAS-6j

v

Post Results Approval Process
TQASGEI
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Transition Quality Assurance System (TQAS)

TQAS-6i Post Results Approval Process V1.0

Results Approval Process
TQAS-6h
|

'

; ;

;

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

TQAS-6i-F01 Checklist for
Submission of Certificate
Requests

Results have
been approved
and authorisation
given to request

certification

subject to an amendment
and updated in the

of the F12

Results have been approved
agreed at the RAP meeting

amendment section on page 4

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

Note: Learner
otified in writing
f a change to a

rovisional result,
rior to up-dating

See Guidelines
forhandling
invalid entries

|

Approved result amendments are updated in the
RCCRS

A 4

Results are recorded in the RCCRS as approved

l

Reprint the final approved results where an
amendment has been approved

A

Approved results are submitted in the RCCRS

A

Appeal requests are put on hold for
consideration / investigation

v

Check and address FBS invalid entries and re-
submit where appropriate

i

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

A

| Certificates issued to learners/second providers \)—p

o %

v

This decision could result
in, for example, documents
being returned to the
instructor/tutor/assessor,
an SME review, a follow up
with a contractor as
per CT procedures or a
request to the
Assessment Standards
Group

A 4

recorded in the minutes
of the meeting and a
standard item on the

meeting until any issues
are resolved.

Note: On the printed copy of
the approved F12, each
learner should be ticked to
confirm that the correct
certificate and transcript has
beenreceived.

TQAS-6a
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Transition Quality Assurance System (TQAS)

TQAS-6jLearner Assessment Appeal Process V1.0

Learner Assessment Appeal form received by relevant Manager, who will
ensure that the TSO is notified immediately that an appeal has been received
andwithin 10 workingdays decideifthe appeal will proceed. The appellantis

informed in writing: whether the appeal is approved to proceed or not, along
withthe reason fornotgranting the appeal orthe basis forthe appeal to
proceed.
R: Learner Assessment Appeal Application Form

Learner Letter Regarding decision for appeal to proceed or not

An Appeal that is proceeding is forwarded to the Training Standards Office,
theappealisrecordedontheappealslog
R: Appeals Log
|

Learner
Note: The relevant Manager will Assessment
ensure TSO is notified when an Appeals
appeal is received. TSO will hold Procedures
the learner result on the RCCRS,
until such time as a decision made
regarding the appeal request and/or ForAppeals
appeal process outcome. The relating to 3¢
relevant Manager decides if the Party
appeal is valid to proceed. The Assessments,
relevant, Managerand assessment Awarding Body
personnel should not be involvedin Appeals
the appeal process or appeal panel Procedures
process for that appeal. should be used

v

v

The relevant Assistant Manager/Instructor or the Second
Provider Manager/Coordinator is notified of the Learner
Result that is under appeal

An approved appeal re-checker/reviewer is assigned to conduct
the appeal, by Training Standards Officer with the relevant
Manager (with responsibility for the assessment) approval

v

The appeal Re-checker/Reviewer completes the “Assessment Appeal Report”. The reportis issued to the
relevantManager (withresponsibilityforthe assessment)whowillarrangeforittobeissuedtothe

Chairperson of the Assessment Appeals Panel
R: Completed Template for Learner Assessment Appeal Report

)

See Terms of
ReferenceforETB
Assessment Appeals
Panel

The Assessment Appeals Panel, meets when required, to consider
Assessment Appeal Report(s), to agree and approve outcomes.
R: Completed Template for Learner Assessment Appeal Report

The Chair of the ETB
Assessment Appeals Panel
notifies the relevant
Manager of the appeal panel

decision outcomes.

I

Thelearneris notified inwriting by the relevant Officer ofthe outcome ofthe ETB
Assessment Appeal Panel Decision. Timelines for appeal process starts from the date
relevant Manager approves the Appeal Application to proceed to the date the written

Appellantis advisedin

Therelevant the “Appeal Outcome

Manager . . L . Letter” that he/she has
ensuresthe learner notification of appeal process outcome is issued: 10 working days fo
TSO s notified Appeal re-check all stages must be concluded within 10 working days advisethe Training

of the Appeals Appeal review all stages must be concluded within 30 working Centre if he/she does

(20 working days for Assessment Appeals Panel appeal review outcome stage and 10 working days
for the relevant Manager to issue written notification to the learner of appeal review outcome)

not accept the appeal
process outcome.

Panel decision

R: Appeal outcome letter

v

The outcome of the appeal process is recorded and is notified to the relevant Instructor or the Contractor/
Second Provider Manager/Coordinator, including the Appellant’s acceptance/non-acceptance of the
appeal outcome and any relevant actions approved by the Assessment Appeal Panel

)

‘ If an Appellant does not accept the appeal process outcome, their appeal will be referred to Awarding Body

RCCRSis
up-dated
accordingly

R: Record of appellant non-acceptance of appeal outcome

!

The Training Centre will progress request for appeals to be referred to
Awarding Body in line with Awarding Body procedures

v

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

v

e N
(- Allrecords including the RCCRS will be up-dated accordingly )
J

~ StartofProcess

Results Approval
Process
TQAS-6h

L1800 «

Information Note

" EndofProcess

)
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TQAS OVER-ARCHING QUALITY ASSURANCE HANDBOOK

Transition Quality Assurance System (TQAS)

TQAS-6k Certification Audit Process V1.0

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

Certification Audit Plan and Schedule developed by TSO
office in consultation with the relevant Manager in line with
AVAA Calendar
R: TQAS-6¢c-FO1a/b/c Annual Course Assessment Process
and Results Plan

E-Planner

Certification audits conducted in relation to CTCs, STPs,
LTls, DoJWs, Contracted Training

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

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

R: 2™ Provider Certification Audit Report

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

R: 2™ Provider Certification Audit Report

Critical Path i

lil Start of Process
Issues identified and notified to the relevant Manager
I:l Process
Dj:l Pre-defined Process/Procedure R: ISerS LOg
l:l Information Note / — N
R . ( Issues Followed Up and Resolved )
) End of Process L P 4
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6.9 Monitoring Evidence of Implementation

6.9.1

6.9.2

The Kerry ETB training centre monitors the implementation of this Fair and
Consistent Assessment of Learners Policy

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

O 0O 0O 0O OO0 O OO0 OO0 O0

Records of design validation process

Quality Assurance Assessment Operating Procedures
Certification data and statistics

Internal Verification reports

External Authentication reports

Results Approval Panel Meeting reports

Monitoring reports

Certification Audit reports

Review of assessment instruments report
Assessment complaints records

Transition Quality Assurance System (TQAS) Documents and Forms
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7. Protection for Learners

Policy

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

71 Purpose

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

7.2 Responsibilities

7.2.1 The Kerry ETB will manage the implementation of this policy

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

7.3 Arrangements on the Unexpected Cessation of Programmes

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

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

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

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

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

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

TQAS - Section Seven Process Map

=  TQAS-7 Protection for Learners

Statements of Arrangements relating to Protection for Learners, where appropriate, are
available from the Kerry ETB.
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TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

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

Learner attends Training Course /
Programme

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

Standard Based
Apprenticeship (SBA)
Apprenticeship Phase 4 &
6 Second Provider
arrangements are covered
by a Memorandum of

Understandingwith

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

Critical Path

| Start of Process

Pre-defined
Process/Procedure

v

[

‘:I Process
(Lo

—

End of Process

Procured Training Courses (Contracted Training, Community
Training Centre, Local Training Initiative, Specialist Training
Programme, Dept of Justice Workshops and Apprenticeship

Phases 4 & 6 — Institutes of Technology)

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

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

Institutes of Technology

v

/" Learner facilitated in \\
\\77 completingtraining /;‘

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

e ———
% ~

/  Learnerfacilitatedin
completing trainingor |

/

—
\ fees refunded
N /
N -

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

R: Refund documentation

[ ——

SBA Courses - Registration Fees Paid to Institutes of Technology

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

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

T
/ Learner facilitated in \
— J
\_  examfeesrefunded
. e
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7.4 Monitoring Evidence of Implementation

7.4.1 The Kerry ETB Training Centre monitors the implementation of this Protection for
Learners policy.

7.4.2 Evidence to confirm implementation of the Kerry ETB Protection for Learners policy
will at a minimum, include:-

O

A statement of arrangements for Protection for Learners in programme
information

Fee refund documentation, where it applies

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

Transition Quality Assurance System Documents and Forms
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8.

Procuring Programme Delivery Through Utilisation of Second
Training Providers

Policy

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

8.1

8.1.1

8.2

8.2.1

8.3

8.3.1

8.3.2

8.4

8.4.1

8.4.2

8.4.3

8.44

Purpose

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

Responsibilities

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

Selection of a Second Provider

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

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

Statement of Arrangements/Contractual Agreement

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

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

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

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

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

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

The Kerry ETB ensures that relevant programme operational procedures are
incorporated in second provider statements of arrangements/contract.
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8.5 Reporting Arrangements

8.5.1 Reporting requirements specify the following:-
a) The contact person(s) in the Kerry ETB and the in the second provider

b)

The content, form and frequency of communication between the Kerry

ETB and

any second provider

8.5.2 The content of the second provider report advises the Kerry ETB about strengths

and,

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

following:-

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

Programme design and content
Programme delivery

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

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

8.6 Monitoring Arrangements

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

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

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

TQAS - Section Eight Process Map

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

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

8a Contracted Training

8b Community Training Centres

8c Local Training Initiatives

8d Specialist Training Programmes
8e CSCS/QSCS

8f Environmental Training

8i Apprenticeship

O O O O O O O

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

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

Transition Quality Assurance System (TQAS)

TQAS-8 Second Provider Training V1.1

Training The ETB Training Centre, as a first provider, is committed to a SBA
Operating consistent approach in working with second providers and assuring Operating
Procedures the quality of Training Centre funded, procured and organised

training programmes.
TQAS-8a TQAS-8i
v v A v A v
. I - Quarrying Environmental
Training Initiatives Training . . Safe Pass
. Skills Operating
Centres Operating Programme .
. . Certification Procedures
Operating Procedures Operating
Scheme
Procedures Procedures .
Operating
TQAS-8b TQAS-8¢c TQAS-8d Procedures TQAS-8f TQAS-8h
TQAS-8e

Critical Path

Start of Proce:

Proce:

Pre-defined Process/Procedure
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8.7 Monitoring Evidence of Implementation

8.7.1 The Kerry ETB Training Centre monitors the implementation of this Procuring
Programme Delivery through Utilisation of Second Training Providers policy.

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

Statements of arrangements or contractual agreements

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

Monitoring reports.

Learner and staff feedback results

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

Monitoring improvement plan actions

Transition Quality Assurance System (TQAS) Documents and Forms

o Second Provider Portal Documents and Forms

O O O O O O

o O
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9 MONITORING

Policy

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

9.1

9.11

9.2

9.2.1

9.2.2

9.2.3

9.3

9.3.1

9.3.2

9.3.3

Purpose

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

Responsibility

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

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

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

Quality Assurance Monitoring System

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

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

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

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

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

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

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

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

improvement and preventative and corrective processes in accordance with the Kerry
ETB approach to quality assurance monitoring.
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PROCEDURES - INTERNAL MONITORING

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

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

PROGRAMMES AND RELATED SERVICES) 2006’. (see TQAS Section 9 Internal Monitoring,
Documents)

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

TQAS Section Nine Process Maps

=  TQAS-9 Internal Monitoring

Page 83 of 90



TQAS OVER-ARCHING QUALITY ASSURANCE MANUAL

Transition Quality Assurance System (TQAS)

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

Monitoring Schedule developed annually

R:Schedule for Internal Monitoring

R: Monitoring Plan Implementation of Monitoring Policy

A 4

R:Guidelines for Conducting Internal Monitoring

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

Monitoring Plan developed by relevant manager in
conjunction with local monitors

R: Monitoring Plan

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

R: Guidelines for Conducting Internal Monitoring

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

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

R: TQAS Issues Log

* Critical Path ]
Continuous Improvements, Preventative and Corrective Action process
developed and implemented

Process ¢

Pre-defined Process ( 3 Year Cycle Monitoring Report generated )

OdLH«

\
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9.6 Monitoring Evidence of Implementation
9.6.1 The Kerry ETB monitors the implementation of this Monitoring policy.

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

Monitoring schedules and plans

Monitoring reports:- Internal and second provider monitoring reports
Kerry ETB Quality Assurance Monitoring Approach document.
Programme corrective, preventative and improvement actions
Learner, staff and other stakeholder feedback results.

Transition Quality Assurance System (TQAS) Documents and Forms

O O OO O O
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10. SELF-EVALUATION OF PROGRAMMES AND SERVICES

POLICY

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

10.1  Purpose

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

10.2 Responsibilities

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

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

10.2.3 The Kerry ETB manages the implementation of this Evaluation of Programmes and
Services policy.

10.3 Programme Evaluation Range and Schedule

10.3.1 The Kerry ETB establishes an annual schedule for the evaluation of training
programmes and related services.

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

staff and learners directly involved in a programme.

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

)]

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

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

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

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

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

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

i) Identification of improvement actions agreed

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

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

10.4.4 The Kerry ETB submits an internal evaluation report to QQlI

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

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

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

They address areas such as:-

The evaluation process

Range of evaluations

Roles and responsibilities

Kerry ETB evaluation principles
Kerry ETB evaluation methodology.

O O O O O

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

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

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

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

TQAS-10 Programme Evaluation Process V1.1

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

Y

A plan is developed for the programme setting out the scope,
methodology and process for the evaluation.

This Training Centre supports the
evaluation process through a

"| Programme Evaluation Facilitator
assigned by the relevant Officer

The Evaluation Team will organise the data collection/desk research phase.

They review and analyse the data to ensure it is relevant, timely and sufficient.

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

Y

An External Evaluator verifies the draft Programme Evaluation Report and
Programme Improvement Plans and liaises with the ETB/Training Centre
Evaluation Facilitator to finalise the External Evaluation report
R: External Evaluation Report

Reports approved / agreed with

h 4

relevant Management

The Evaluation Team submits Draft Evaluation Report and Improvement
Plans (including Improvement Implementation Plan) with the External

Evaluator Report to the relevant Officer/Manager for approval
R: Programme Evaluation Report, Improvement Plan and External
Evaluator Report

The Central Evaluation Team

send the finalised approved
reports to QQI

h 4

/

\

Y

,/Programme Improvement Plans are circulated to relevant Managers\

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

Start of Process

Process !

|- | TQASIssues Log
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10.5 Monitoring Evidence of Implementation

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

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

Self- evaluation reports

External evaluation reports

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

O O O O
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