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ATHLONE COMMUNITY COLLEGE

MISSION STATEMENT

Athlone Community College with the co-operation
of its educational partners will continue to provide
an environment where each student is cherished
equally and is nurtured to a personal, intellectual
and moral maturity. We are committed to
creating an atmosphere of excellence in learning,
challenging the pupils to reach their full
potential. Our co-educational approach to
learning places emphasis on equality of
opportunity and offers flexibility in response to an
ever-changing society.

Our Philosophy of Education is a Christian one
embracing all creeds. We aspire to an holistic
education encompassing the intellectual, moral,
religious, personal, physical and social
dimensions of our being.

Our ethos encourages a mutual respect for one

another, where the joy of learning becomes a
reciprocal experience.

“Even while we teach, we learn’’,



Athlone Community Colleqge

Organisational Chart

Longford Westmeath ETB
Chief Executive Officer
Principal
Board of Management
Deputy Principals
Assistant Principals
Special Duties Teachers
Teaching Staff/Tutors (Assessors)
Support Staff
Secretary/Administration Staff

BAM Management / Maintenance Staff/Ancillary Staff



ATHLONE COMMUNITY
COLLEGE

QOI

Quality Assurance

Policy and Procedure
Statements




Communications
Policy

Athlone Community College is committed to
ensuring effective two-way communication
between Management, Staff, Learners and

Stakeholders.

We believe that for communication to be
effective it must be based on mutual trust and
Inclusive of diversity. We commit to providing
accurate, relevant and up to date information,
and welcome constructive feedback to further

enhance our programmes and services.



Athlone Community College

Procedure Title: B 1.1

Communication with Learners

Date: June
2008 Updated
June 2015

Version: 1.3

Purpose: To provide information to Learners that allows them to make informed decisions and
choices and facilitates communication on their individual and collective experiences
of our programmes and services

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Induction

Co-ordinator

Tutors

Induction Pack, Programme and
Assessment schedules,

Formal and informal Individual and group

meetings with learners

Co-ordinator

Tutors

Record of initial interview, record
of meetings, student files,

Programme evaluation

Co-ordinator

Feedback of learner
communication with staff,
Evaluation forms

Written and verbal correspondence with

Learners

Co-ordinator

Record of correspondence,
memos, letters, emails, Notice

Tutors board
Monitoring
Monitor (Job Title) Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of

Principal

Co-ordinator

recommendations




Athlone Community College

Procedure Title:
B1.2

Communication with Staff

Date: June
2008.
Updated June
2015

Version: 1.3

Purpose: To ensure all staff are fully informed and aware of all aspects of programme
delivery and service provision.

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors.

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Programme Meetings

Co-Ordinator

Agendas, Minutes of Course
Meetings

Tutors
Staff Meetings All College Agendas, Minutes of Meetings.
Staff Staff notice board

In Service/Staff Development days

Co- Ordinator
Tutors

Agenda, reports, record of
attendance

Written and verbal correspondence All College Memos, emails, notice board, Staff
Staff Handbook
Monitoring

Monitor (Job Frequency Monitoring Method(s)

Title)

Principal Annually Reviewing of all evidence generated by the above

Deputy Principal

procedures and implementation of any
recommendations




Athlone Community College

Procedure Title: B

13

Communication with other
Stakeholders

Version: Date: June

1.3 2008
Updated
June 2015

Purpose: To ensure all Stakeholders are fully aware of programmes on offer and to
facilitate communication with individuals and agencies who have a potential
interest or involvement in our programmes

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutor

Method(s) used to carry out this

procedure

Who does it

Evidence generated by this
procedure

Monthly report to LWETB

Co-ordinator

Record of monthly report on
attendance regarding grants

Promotional Material

Open Night if Required

Co-ordinator

Tutor

Website, Information sheets,
promotional leaflets and talks,
Posters, Report on open night

Advertising

Co-ordinator

Copy of advertisements

Board of Management Meetings

Principal

Agenda, Minutes of meetings

Meetings/correspondence with outside

agencies

Co-ordinator

Record of correspondence,
record of meetings and

Tutor promotional talks
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations

Co-ordinator




Equality
Policy

Athlone Community College is committed to
providing an environment where all Learners
and Staff are cherished equally. We aim to
deliver our services in a manner that
accommodates diversity, combats
discrimination and provides equality of
opportunity



Athlone Community College

Procedure Title: B2.1 | Equality Training Version: 1.3 | Date: June
2008

Updated June
2015

Purpose: To ensure staff are aware of equality issues and have the capacity to promote
equality and combat discrimination

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Staff Training Principal Staff Handbook,
Induction for new staff Deputy Training/Attendance records,
Principal
Access to Policies and Legislation Principal Policy Folder, Whole School
Deputy Plan, Noticeboard, Server
Principal
Learner verification Co-ordinator | Feedback from Learners,
T Communication with staff,
utors ;
Evaluation forms
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations
Co-ordinator
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Athlone Community College

Procedure Title: B2.2 | Equality Planning Version: 1.3 | Date: June

2008

Updated June
2015

Purpose: To ensure that equality objectives are met through regular audits

Staff Involved: LWETB, Principal, Deputy Principal, Co-ordinator,

Method(s) used to carry out this

Who does it | Evidence generated by this

procedure procedure

Audit our services in relation to equality CEO of Draft Action Plan (LWETB)
LWETB Access Action Plan when
Principal available from LWETB
Deputy Minutes of meetings, Staff and
principal Learner feedback reports

Co-ordinator

Monitoring

Monitor (Job Title) | Frequency

Monitoring Method(s)

Principal/Deputy Annually
Principal

Co-ordinator

Review of evidence and implementation of
recommendations
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Staff Recruitment and Development
Policy

Athlone Community College ensures fairness
and equality in relation to staff recruitment in
accordance with LWETB Staff recruitment
policy.

We are committed to ensuring that staff
Involved in service delivery, have access to
support and professional development
opportunities, in order for them to have
sufficient skills, experience and expertise to
fulfil their designated roles
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Athlone Community College

Procedure Title:
B3.1

Staff Recruitment and Allocation

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that there is clear and consistent recruitment criteria and processes in
place to select staff with the qualifications and skills required to deliver quality
programmes in keeping in line with employment equality legislation

Staff Involved: Human Resource Dept.

LWETB, Principal

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Recruitment Plan Human Job Advertisements ( website,
Interview Resource National/Local Press), statement of
Dept. LWETB | experience/qualifications required,
Selection process Principal Job Description
Record of recruitment guidelines for
interview panel
Record of formation of interview
panel
Record of selection
process/recruitment
(All above documents kept in
LWETB Head Office)
Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
CEO and As Required by Review of Policies and Procedures as required and
Committee Department of implementation of any recommendations
Education and
Science
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Athlone Community College

Procedure Title: B3.2

Staff Induction

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that all new staff will have access to induction training and information
in order to support and orientate them in their new role

Staff Involved: Principal, Deputy Principal, Induction Staff, Co-ordinator, Tutors

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Staff Meetings Principal Agenda, Minutes of meetings,
Deputy Attendance records
Principal
Staff

Programme/Team Meetings

Co-ordinator

Agenda, Minutes of meeting,
Attendance records

Tutors
Staff Handbook Induction Record of receiving Handbook
staff
Mentoring System Induction Record of allocated mentor to
Staff new staff member
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of Policies and Procedures as required
Principal and implementation of any recommendations

Co-ordinator
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Athlone Community College

Procedure Title: B3.3 | Staff Development Version: Date: June
1.3 2008
Updated
June 2015

Purpose: To Ildentify, prioritise and meet the ongoing training, professional development
and support needs of staff

Staff Involved: Principal, Deputy Principal, Co-ordinator ,Tutors

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Training needs analysis and organisation | Principal Record of review of training
of training for staff Deputy needs

Principal Record of training undertaken

Co-ordinator

Programme/Team/Staff Meetings Principal Agenda, Minutes of meeting,
Deputy Attendance records,
Principal Record of training and
Co-ordinator _deve!o_pment and support needs
identified.
Tutors
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations
Co-ordinator
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Access Transfer and Progression
Policy

Athlone Community College aims to
encourage and assist Learners in their lifelong
learning experiences.

We do this by promoting and facilitating
access, transfer and progression.

We are committed to providing comprehensive
Information about the programmes on offer,
and access to our programmes is free from
discrimination. We endeavour to support
Learners in meetings their learning
requirements, thereby assisting them to
progress through the programme.

We aim to provide them with information on
progression routes on completion of the
programmes we deliver

16



Athlone Community College

Procedure Title:
B4.1

Information Provision

Date: June
2008

Updated
June 2015

Version: 1.3

Purpose: To ensure that Learners have clear, relevant and comprehensive information on
programmes and associated services, that will allow them to make informed
decisions and choices

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors, Guidance Counsellor

Method(s) used to carry out this

Who does it

Evidence generated by this

procedure procedure
Advertisements Co-ordinator | Newspaper Advertisements,
Tutors FIyers/Brochures, Posters,
emails
Open Night Co-ordinator | Record of open night
Tutors participation and discussions
Website Co- ordinator | Programme information

Tutors

available on Qualifax etc. and
College website

Contact with outside agencies

Co-ordinator

Letters, emails, Phone calls

Tutors Record of school visits
gglljdnir:aclli " Record of visits to further adult
education centres
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations

Co-ordinator
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Athlone Community College

Procedure Title:
B4.2

Learner Entry Arrangements

Version:
1.3

Date: June
2008

Updated
June 2015

Purpose: To ensure a fair, transparent and consistent approach to how learners are
selected and entered onto the programme

Staff Involved: Board of Management, Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this Who does it Evidence generated by this
procedure procedure
Clear statement of entry requirements Co-ordinator Website information, Brochure,
and enrolment criteria application form, record of
Tutors : . ! ;
discussion with prospective
learners, Induction pack
Documented selection procedure Co-ordinator Statement of entry
requirements and selection
process
Appeals procedure Principal Record of appeals procedure
Board of and copies of appeals
Management
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations

Co-ordinator
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Athlone Community College

Procedure Title:
B4.3

Recognition of Prior Learning

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that Learners receive recognition for both formal and experiential
learning on entry to programmes.

Staff Involved: Principal, Deputy Principal, Co-ordinator

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Assessment of prior learning at Tutor Application form enquires about

interview stage

Co-ordinator

prior learning, Learner verification,
Record of interview discussion,

Copies of previous certificates

Assessment of Learners knowledge/
experience on entry to programme
through one to one meetings

Tutor

Minutes of meetings, Record of
assessment, Record of discussion
on options re credits where
applicable

Implementation of National Framework

on Recognition of Prior Learning

Co-ordinator

Statement of RPL arrangements
to be developed

Tutors
Copies of RPL applications
Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Co-ordinator Annually Review of evidence and pathways for recognition

Tutors

of prior learning as per QQI guidelines and
implementation of recommendations
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Athlone Community College

Procedure Title:
B4.4

Facilitating Diversity

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that Learners diverse needs are catered for in line with equality
legislation, in order to allow them to successfully access and participate in the

programmes provided.

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors, Guidance Counsellor

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Learner induction

Assistance to Learners in matching them
to programmes

One to one meeting with Guidance
Counsellor and Tutors on entry

Co-ordinator

Guidance
Counsellor

Tutors

Record of Learner needs
identification and action taken,
Student file, Minutes of meetings

Information on learning support and
other supports appropriate to needs of

Co-ordinator

Record of appropriate support
provision e.g. adapted

Learners available to Staff and Learners Tutors teaching/assessment methods,
Guidance reasonable accommodation,
Counsellor adapted timetables, adapted
programme material
Information on Equality Legislation Principal Notice board — Policy on

available to staff and Learners

Co-ordinator

Equality, Dignity and Respect,
and Code of Ethics on display

Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations

Co-ordinator
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Programme Development, Delivery and
Review

Policy

It is the Policy of Athlone Community College
to provide comprehensive, inclusive and
accessible PLC programmes, in accordance
with our Mission Statement.

We aim to identify and keep up to date with the
needs of Learners and Stakeholders and Staff,
and design, develop, evaluate and review
educational programmes aimed at satisfying
these needs. We endevour to provide a high
quality programme based on national and
International standards.
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Athlone Community College

Procedure Title:
B5.1

Needs ldentification

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To provide programmes that meet the needs of all those involved.

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Survey/Research Learner needs

Co-ordinator

Tutors

Record of Learner enquiries and
collating Learner enquiries

Learner evaluation forms

Consultation with other stakeholders
(outside agencies) e.g. work
placements, College Management

Co-ordinator

Record of
correspondence/meetings with
stakeholders, Management Report

Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations
Co-ordinator
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Athlone Community College

Procedure Title:
B5.2

Programme Design

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To design programmes that meet the needs of individual Learners. To ensure
programmes are structured to facilitate progression and Learners are given the
opportunity to practice skills in a real work environment

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutor, Guidance Counsellor

Method(s) used to carry out
this procedure

Who does it

Evidence generated by this
procedure

Staff meetings to discuss
programme design

Meetings with individual Learners
to discuss progression options

Principal/Deputy

Principal
Co-ordinator
Tutors

Guidance
Counsellor

Agenda, Minutes of meetings,

Assessment schedule,
Timetables, Year Plan,

Assessment of learner needs and
enquiries

Record of meetings with
Guidance Counsellor and
individual students

Incorporation of Work Experience

Co-ordinator
Tutor

Guidance
Counsellor

Correspondence/meetings
between staff and employers

Learner Work Experience
portfolio

Work Placement Supervisors
Information booklet

Programme Evaluation by
Learners

Co-ordinator

Learner Evaluation Forms

Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal Annually Review of evidence and implementation of any
Deputy recommendations where feasible
Principal
Tutors
Co-ordinator
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Athlone Community College

Procedure Title: Programme Approval pre Version: 1.3 | Date: June

B5.3 submission for validation 2008
Updated
June 2015

Purpose: To ensure that programmes are checked and receive approval from management
prior to being submitted to QQI for validation

Staff Involved: Principal, Deputy Principal, Co-ordinator

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Discussion with Management Principal Record of meeting/discussions

Co-ordinator | Checklist against QQI guidelines

Tutors Record of management approval
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy When Required Review of evidence and implementation of
Principal recommendations by management if required
Co-ordinator
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Athlone Community College

Procedure Title: Programme Planning Version: Date: June

B5.4 132 2008
Updated
June 2015

Purpose: To ensure clear and effective planning of programmes

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure

Staff meetings to plan programme to suit | Co-ordinator | Minutes of planning meeting

needs of all involved Tutors Programme Year

Plan/Schedules
Induction Pack

Devise Timetable Co-ordinator | Timetable
Tutors
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence
Principal
Co-ordinator
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Athlone Community College

Procedure Title: Programme Delivery

B5.5

Version: 1.3 | Date: June
2008

Updated
June 2015

Purpose: To ensure that programmes are delivered in accordance with programme plan
using methods and delivery styles that are appropriate to Learner needs

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Flexibility of delivery styles depending on

needs of those involved in programmes

Co-ordinator
Tutors

Variety of resources and learning
materials

Record of any changes made to
delivery of programmes

Programme evaluation/review meetings

Co-ordinator
Tutors

Learner evaluation forms

Records of staff evaluation and
review of learner evaluation

Timetable and schedule adhered to
where possible

Co-ordinator

Attendance records, class
register

M

onitoring

Monitor (Job Title) | Frequency

Monitoring Method(s)

Principal/Deputy Annually
Principal

Co-ordinator

Review of evaluation forms at staff meeting and
implementation of recommendations
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Athlone Community College

Procedure Title: B5.6 | Learner records

Version: 1.3 | Date: June
2008

Updated June
2015

Purpose: To ensure that learner records are maintained and are available in appropriate
form for programme review and evaluation

Staff Involved: Principal, Deputy Principal, Co-ordinator

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Record of entry, attendance and exit on
programme

Co-ordinator
Tutors

Application form, Record of
interview, confirmation of entry
onto programme, Class register,
attendance sheets, student files

Record of Learner exit from
programme

Progress report and one to one meetings
with Learners to discuss progress

Co-ordinator
Tutors

Record of progress (Christmas
report)

Record of meetings with
Learners

Certification Data will be maintained

Co-ordinator

Record of certification data

Learner support needs identified and
recorded

Co-ordinator

Record of identification and
provision of support needs

Monitoring

Monitor (Job Title) | Frequency

Monitoring Method(s)

Principal/Deputy Annually
Principal

Co-ordinator

Review of evidence and implementation of any
recommendations
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Athlone Community College

Procedure Title: Provision and Maintenance of
B5.7 Learning Facilities/Resources

Version: Date: June

1.3 2008
Updated
June 2015

Purpose: To ensure allocation, provision and maintenance of necessary resources for the
successful participation by all Learners.

Staff Involved: Principal, Deputy Principal, Co-ordinator

Method(s) used to carry out this Who does it Evidence generated by this
procedure procedure
Regular review of resources Principal Budget allocation

Co-ordinator

Observation of
resources/facilities

Programme review/evaluation
reports

Maintenance of premises or adaptation
of premises if required

Principal
Co-ordinator

Record of maintenance or
adaptation

Provision of additional resources to
support Learners who face barriers to
learning

Co-ordinator

Record of provision of additional
resources

Monitoring

Monitor (Job Title) | Frequency

Monitoring Method(s)

Principal/Deputy Annually
Principal

Co-ordinator

Review of evidence and implementation of
recommendations
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Athlone Community College

Procedure Title: B5.8

Health and Safety Version: 1.3 | Date: June

2008

Updated June
2015

Purpose: To ensure the health and safety of all people accessing the premises

Staff Involved: Principal, Deputy Principal, Co-ordinator, Safety Officer

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Health and Safety Training for Staff Principal Record of safety training
Co-ordinator
Safety
Officer
Regular review of facilities Principal Safety statement
Safety Safety and Health Notice Board
Officer
Maintaining Fire Safety Principal Regular Fire Dirills
Safety Notice Board
Officer
Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy Annually Review of evidence and implementation of
Principal recommendations
Co-ordinator
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Athlone Community College

Procedure Title: Programme Review

B5.9

Version: 1.3 | Date: June
2008

Updated
June 2015

Purpose: To review programmes at regular intervals to ensure their continued

relevance

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Programme Team meetings

Co-ordinator
Tutors

Minutes of meetings

Evaluation of programmes

Co-ordinator
Tutors

Learner evaluation forms, report
on Learner achievements,
Employer (work placement
supervisor) Report

External authenticator Visit

Co-ordinator

Tutors

External authenticators report

M

onitoring

Monitor (Job Title) | Frequency

Monitoring Method(s)

Principal/Deputy Annually
Principal

Co-ordinator

Review of evidence and implementation of
recommendations
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Fair and Consistent Assessment of Learners

Policy

Athlone Community College is committed to
assessment that is, consisent with our mission
statement, valid for the purpose of QQI
awards and fair to our learners in terms of
access and process. We ensure that our
programme provision is understood by Staff
and Learners,and consistent with QQI
guidelines on assessment. We aim to ensure
that the integrity of the assessment process Is
maintained at all times, assessments are
Internally verified as fair and consistent and
externally authenticated in line with national
standards.
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Athlone Community College

Procedure Title:

B6.1 Assessment

Co-ordinated Planning of

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that programme design, delivery and assessment are planned so as
to meet the needs of the learners and to facilitate learners to maximise the
value of their assessments across the programme.

Staff Involved: Principal. Deputy Principal, Tutors, Course Co-ordinator.

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Programme Team meetings to review | Tutors Meetings of minutes, assessment

assessment process and integration
of modules in advance of programme
commencing

Co-ordinator

plan and schedule

Internal verifier reports

Formal assessment and evaluation

Tutors
Co-ordinator

Copies of briefs, exams, solutions
and marking schemes

Completed exams and portfolios
Assessment record
Internal verifiers report

External authenticators report

Informal assessment and evaluation

Tutors

Co-ordinator

Tutors records

Programme designed to take into Tutors Briefs designed to incorporate
account integration of modules when integration
possible
Monitoring

Frequency Monitoring Method(s)
Monitor (Job
Title)
Principal/ Annually Review of evidence.

Deputy Principal
Co-ordinator
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Athlone Community College

Procedure Title: B | Information to Learner

6.2

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure learners have access to all information necessary for them to
participate fully in the assessment process.

Staff Involved: Principal, Deputy Principal, Tutors and Co-ordinator.

Method(s) used to carry out this

procedure

Who does it

Evidence generated by this
procedure

Provide learner with information on

assessments

Co-ordinator
Tutors

Induction pack — assessment
details documented in this

Assessment schedule
Module descriptors
Assignment briefs

Regulations

Provide students with general
information

Tutors
Co-ordinator

Year plan
Timetable

Memo’s/Notice board/Letters to
learners

Learner verification — evaluation
forms

Provide information on reasonable

accommodation

Co- ordinator

Record of Alternative methods,
adaptations to assessments

Provide information on appeals
procedure

Co-ordinator

Notices

Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal Annually Review of evidence and any recommendations

Deputy Principal

following review will be implemented.
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Athlone Community College

Procedure Title:

Security of Assessment Related
B 6.3 Process and Material.

Version: 1.3

Date: June
2008

Updated June
2015

Purpose: To ensure that all assessment documentation is kept in a safe and secure
location and only accessible to staff involved in the delivery of the programme,
in order to maintain the integrity of the assessment process.

Staff Involved: Principal, Deputy Principal, Tutors, Co-ordinator.

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Assessment Process Tutors Learner signature on brief

Co-ordinator

marking sheets

Supervision of exams
Internal verifier signature on

External authenticators report

Learner receipt system

Storage facilities

Principal/ Exam papers stored in College
Deputy safe in Principals office.
Principal Learner portfolios stored in
Tutor locked cabinet until after appeal

Co-ordinator

shredded.

procedure time period has

elapsed. Portfolios then either
returned to learners or stored
securely for 2 years and then

Authorised access only to FBS

Co-ordinator

Username Password FOB

Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal Annually Review of evidence on an annual basis and any

Deputy Principal

Co-ordinator

recommendations following review will be

implemented
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Athlone Community College

Procedure Title: B
6.4

Reasonable Accommodation

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure the assessment process is adapted to cater for learners with specific
difficulties and/or those covered by the 9 grounds of equality legislation.

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this Who does it Evidence generated by this
procedure procedure
Staff Guidelines/Training for Tutors Guidelines for assessors, Record

Assessors/Programme team meetings

Co-ordinator

of Training/attendance, Agenda,
Minutes of meeting

Consultation with Learner

Tutors
Co-ordinator

Record of meetings with learner
to assess and identify specific
needs, Learner
statement/evaluation form

Provision of adapted assessment
methodologies

Co-ordinator

Record of support given and
adapted
assignments/assessment
method

Learner Portfolio

External Authenticator/ Internal Verifier

aware of support/assistance given

Co-ordinator

External
Authenticator

External Authenticator /
InternalVerifier's report

Monitoring

Monitor (Job Title) | Frequency

Monitoring Method(s)

As the need
arises

Principal/Deputy
Principal

Co-ordinator

Review of evidence and implementation of any
recommendations
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Athlone Community College

Procedure Title: B
6.5

Consistency of marking between Version: 1.3 | Date: June

Assessors. 2008
Updated
June 2015

Purpose: To ensure a consistent marking system and that assessors are marking learner
assessments in a fair and transparent manner, and are adhering to the
assessment procedures.

Staff Involved: Principal, Deputy Principal, Tutors, Co-ordinator.

Method(s) used to carry out this Who does it Evidence generated by this
procedure procedure
Programme Team meetings and Co-ordinator Minutes of meetings,
Assessment review meetings comparison of results between
Tutors . o
tutors, internal verifiers report,
external authenticators report,
results approval panel report,
appeals process records
Staff training Co-ordinator Record of attendance at
Tutors QQI/FESS training days
Staff follow guidelines for assessment | Co- ordinator Assessment briefs, marking
T solutions and schemes, appeals
utors : . \
process information available to
External staff and learners
Authenticator External Authenticators report
Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal Annually Review of evidence and any recommendations will

Deputy Principal

be implemented.
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Procedure Title: B
6.6 Party.

Assessment performed by Third

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that external assessment is fair and consistent.

Staff Involved: Principal, Deputy Principal, Tutor, Co-ordinator.

Method(s) used to carry out this Who does it | Evidence generated by this

procedure procedure

Meeting/Information for Work Tutor Information pack and distribution

Placement Employers of standardised assessment
criteria guidelines and marking
schemes for work placement
supervisor

Feedback from learners and Tutor Learner diaries, evaluation sheets

supervisors

Supervisors Reports

Record of correspondence with
work placement supervisors

Monitoring by staff

Co-ordinator

Minutes of meeting, Notices,
memos, emails

Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal Annually Review of evidence and recommendations will be

Deputy Principal

implemented.
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B6.7 Authentication Process
Purpose
To ensure there is a clear, fair and valid system of assessment in place and that

outcomes of assessment are in line with national standards.

B6.7.1 Internal Verification

Responsibility Planning of Internal Verification will be organised by Programme Co-
ordinator
Methodology The following is an outline of the steps which will be followed to ensure

internal verification of assessment is carried out in line with QQl
requirements:

e The internal Verifiers will be identified by Programme Co-ordinator

o Staff will be informed that internal verification will take place

e The assessors will ensure that all assessment material is available to
internal verifiers

e The internal verifiers will check if the providers agreed assessment
procedures are adhered to.

e This will be done on a sampling basis. The sampling strategy that
will be used will be based on a percentage of learner numbers. The
percentage of learner numbers will be 20% across a number of
awards (this is based on the criteria for sampling as laid down by
Qal).

e The internal verifiers will use the sampling strategy to check that all
available documentation is completed correctly, that evidence is
available to learners presented for an award, that all marks are
totalled and percentage marks are calculated correctly, and that
grades are assigned according to QQl requirements.

e The internal verifiers will produce an internal verification report

Frequency Internal Verification will take place on an annual basis and on completion of
all assessments as the programmes we provide are one year in duration
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B6.7.2 External Authentication

Responsibility

In conjunction with LWETB Management/Co-ordinator will be responsible for
the identification and assignment of the external authenticator(s). This will
be done by following QQI criteria for selection of an external authenticator.

Methodology

The following is an outline of the steps which will be followed to ensure
external authentication of assessment is carried out in line with QQl
requirements:

The external authenticator(s) will be identified and assigned by
management co-ordinator

Internal verifier and assessors will be informed that external
authentication will take place

Assessors will ensure that all assessment material is available to the
external authenticator(s)

Internal verifier(s) report will be made available to external
authenticator(s)

The external authenticator will confirm that fair and consistent
assessment of learners is in line with QQl requirements and that
there is consistency of assessment results with national standards.
This will be done by examining the internal verifier(s) report to
ensure that internal verification has taken place and has been
carried out correctly.

A sampling strategy will be applied. The sampling strategy that will
be used will be based on a percentage of learner numbers. The
percentage of learner numbers will be 20% across a number of
awards (this is based on the criteria for sampling as laid down by
Qal.

The external authenticator will use this strategy to check that the
evidence was assessed in accordance with techniques outlined in the
award specification and that results are consistent with national
standards for the award.

Results will be moderated (if required) in accordance with standards
outlined in the award specification

The external authenticator will participate in the results approval
process

Any issues/irregularities in relation to the assessment process will be
identified and discussed with staff, a report will be submitted to
management if there are concerns and management will instigate
corrective action.

Results will be recommended for approval

An external authentication report will be produced

This report will be made available to the QQl monitor

Frequency

External authentication will take place on an annual basis and on completion
of all assessments as the programmes we provide are one year in duration
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Procedure Title: B Feedback to Learners Version: 1.3 | Date: June

6.8 2008
Updated June
2015

Purpose: To provide learners with ongoing constructive feedback in relation to all forms of
assessment, which informs them of their participation on the programme.

Staff Involved: Co-ordinator, Tutors

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure

Individual Learner/Tutor/Co-ordinator Tutor, Record of meeting. Corrected
meetings assessments

Co-ordinator
Feedback reports. Emails

Written feedback on assessments Tutors Christmas Reports. Learner
evaluation sheet

Class discussion/meetings Tutor, Co- Record of discussion/meeting
ordinator
Monitoring
Monitor (Job Frequency Monitoring Method(s)
Title)
Principal Annually Review of evidence.
Co-ordinator.
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Procedure Title: B
6.9

Learner Appeals

Date: June
2008

Updated June
2015

Version: 1.3

Purpose: To ensure that learners are aware of the right to appeal an assessment process
or result that they consider to be unfair

Staff Involved: Principal, Deputy Principal, Co-ordinator and Tutors.

Method(s) used to carry out this
procedure

Who does it

Evidence generated by this
procedure

Learner will be fully informed on
appeals procedure

Co-ordinator

Record of information on appeals
procedure given to learners

Documentation stating appeals
procedure available to learners
and staff indicating time allowed
for appeal.

Record of correspondence
relating to appeal by learner

Learner portfolio

Appeals Procedure

Co-ordinator,

Record of discussion between

Tutors, Learner and Tutor in relation to
Principal appeal request/viewing of
portfolio
Record of Learner appeals sent
to CDETB.
Record of Appeal Result
Appeal result forwarded to QQI
Record of new certificate issued
to learner by QQI if appropriate
Monitoring
Monitor Frequency Monitoring Method(s)
(Job Title)
Principal As necessary Appeals lodged and outcome of appeals
Deputy reviewed.
Principal
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Procedure Title: | Results Approval
B 6.10

Version: 1.3 | Date: June
2008

Updated
June 2015

Purpose: To ensure that results are fully quality assured, approved, and signed off by the
results approval panel prior to submission to QQI.

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this
procedure

Who does it Evidence generated by this
procedure

Meeting of results approval panel

Principal/Deputy | Results approval panel report

Principal Internal Verification Report.

Co-ordinator External authentication report

Assessors Agenda minutes of meetings
Provisional results report
Staff verification
Results forwarded to QQI Co-ordinator QBS Record of Submission
Monitoring

Monitor (Job Frequency
Title)

Monitoring Method(s)

Principal Annually

Co-ordinator

Review of evidence
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Procedure Title: B

6.11

Corrective Action

Version: 1.3

Date: June
2008

Updated June
2015

Purpose: To ensure that procedures are in place to manage any breach of security or
integrity of the assessment process

Staff Involved: Principal, Deputy Principal, Co-ordinator, Tutors

Method(s) used to carry out this Who does it | Evidence generated by this

procedure procedure

Incident Report and Action Plan. Principal/ Implementation of plan
Deputy Record of event/incident.
Principal

Co-ordinator
Tutor

Internal
verifier

Record of meetings between

parties involved

Internal verification of assessment

Immediate notification to QQI

Co-ordinator

Correspondence with QQI.

Record of corrective action

Monitoring

Monitor (Job
Title)

Frequency

Monitoring Method(s)

Principal
Deputy Principal
Co-ordinator

As necessary

Examination of evidence / reports/corrective action
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Protection for Learners

Policy

It is the policy of Athlone Community College
to provide alternative arrangements for its
Learners in the event of early or unexpected

cessation of programmes.
Section 43 of The Qualifications (Education
and Training) Act 1999 does not apply to our
centre.
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Procedure Title: Cessation of Programme Version: 1 Date: May

B7.1 2008
Updated June
2015

Purpose: To ensure Learners are accommodated and protected in the event of early or
unexpected cessation of programme

Staff Involved: LWETB, Principal, Deputy Principal, Co-ordinator

Method(s) used to carry out this Who does it | Evidence generated by this
procedure procedure
Policy statement informing Learners of Principal Policy statement available to

procedure should a programme cease Learners

Co-ordinator
early or unexpectedly

Notice Board

Source alternative programmes LWETB Record of consultation with
LWETB

Record of correspondence/contact
with other providers

Principal
Co-ordinator

Letter of agreement with Learners
when necessary

Support for Learners if transfer is Co-ordinator | Record of support given to
necessary Tutors Learners

Monitoring
Monitor (Job Title) | Frequency Monitoring Method(s)
Principal/Deputy As required Review of evidence and implementation of
Principal recommendations
Co-ordinator
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Self Evaluation of Programmes

Policy

Athlone Community College is committed to
an atmosphere of excellence in learning. We
recognise the need for effective monitoring
and evaluation in order to continually strive to
Improve the quality of our programmes.

We are therefore committed to ongoing self
evaluation of the programmes we provide.
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B9. Self Evaluation of
Programmes and Services

BO.1

Assignment
Of
Responsibility

The Board of Management/ Principal will
have overall responsibility for facilitating and
ensuring that evaluation takes place. Each
Tutor will monitor and evaluate his/her own
input on programmes. The co-ordination of
the evaluation process will be the
responsibility of the Course Co-ordinator.

B9.2

Frequency

The first self-evaluation will take place within
a year of registration with QQI. Self-
evaluation will take place at least once every
5 years following the initial self-evaluation.

B9.3

Range

Both PLC courses will be evaluated together
as there is an overlap of learners and tutors
on these courses and they are delivered in
conjunction with each other.

B9.4

Learner
Involvement

Learner involvement and contribution will be
included in the self-evaluation process
through the following methods:
e Evaluation Forms
¢ Individual conversations with current
learners
e Class meetings
e Views/evaluation by past learners will
be taken into account

B9.5

External
Evaluator

The Board of Management/Principal will
have responsibility for the appointment of an
external evaluator who is independent of the
programme delivery, has experience in
programme evaluation, can contribute to the
development of the programme and will be
competent to make comparisons with similar
programmes elsewhere.
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Procedures for Fair and Consistent Assessment of Learners

A programme team meeting will take place at the end of each programme and staff
and learner evaluation forms, record of discussion with previous year’s learners, and
Internal Verification and External Authentication reports will be reviewed and taken
into account when planning for Fair and Consistent Assessment of Learners on the
next programme.

B 6.1 Co-ordinated Planning of Assessment

The purpose of this procedure is to ensure all assessments are designed and planned to
facilitate the needs of learners.

e Meeting of programme team to take place at the start of the year in order to
plan assessments and integration of modules if appropriate.

e Each Tutor required to draw up assignment briefs, exam papers, exam
solutions and marking schemes.

e A year plan and schedule of assignments/exams to be compiled.

o DBriefs to be designed to incorporate integration of modules if appropriate.

e If required assessment methods and schedules to be reviewed at team
meetings during the year in order to facilitate individual learners needs.

B 6.2 Information to Learner

The purpose of this procedure is to ensure learners have access to all information
necessary for them to participate fully in the assessment process.

e Meeting of programme team to take place at the start of the year in order to
ensure all relevant information relating to the programme is up to date and
available to learners in written and/or electronic form.

e On entry to the programme learners given an induction pack which will detail
general information on the college and programme, regulations, assessment
requirements, assessment schedule, module content and a weekly timetable.

e The learners are to be made aware of notice boards with any information
relating to assessments.

e Briefs for each assessment are to be provided to learners in line with
assessment schedule with a clear indication of issue and submission dates.

e Throughout the year learners will be given memos and/or or sent emails
relating to assessment requirements, and any other relevant information
relating to the assessment process if and when required.
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B7.1 Procedure for Protection of Learners in the event of early or unexpected
cessation of programme

Cessation of programmes will be avoided at all costs. In the unlikely event of early or
unexpected cessation of programmes the following procedure will apply.

e Consultation between Principal and Westmeath VEC will take place in order
to identify alternative providers within the area.

e Alternative providers will be contacted by Westmeath VEC and agreement
will be reached on transfer of programmes.

e Learners will be consulted, and suitability of alternative provider will be
discussed.

e Letters of agreement will be signed by learners and alternative providers.

e Support and assistance will be given to learners by programme team in
Athlone Community College.

e All learner files, documentation and assessments will be transferred to

alternative providers in a safe and secure manner in order to maintain learner
confidentiality and integrity of the assessment process.



Athlone Community College

Procedures for Self Evaluation of Programmes

Documents Required:

Quality Assurance Policies and Procedures
Self Evaluation Checklist

Programme Evaluation Form

Programme Improvement Plan

In consultation with LWETB an External Evaluator will be identified and appointed
by the Principal. The following criteria will be used during the recruitment process.

The appointed person will be independent of the programme and must have:
e Education, training or expertise in the broad subject area of the programme
being evaluated

e Experience in national and/or international systems
e Experience in one or more of the following:

- Programme Design

- Programme Delivery

- Programme Evaluation

- Cross Moderation of Standards

- External Verification of Standards
- Auditing of Quality Systems

- Centre Accreditation

In consultation with the Co-ordinator the Principal will identify the need for self-
evaluation as laid down in section B9.2 of the Quality Assurance Agreement.

Both PLC programmes will be self-evaluated together as they are delivered in
conjunction with each other and there is an overlap of learners and assessors on each
programme.

Related services identified will also be included in the self-evaluation process e.g.
Facilities, Resources, Guidance Counselling, Work Placements, Learning/Disability
Support
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Original Cover Memo sent to Board of Management Athlone Community
College May 2008

,Q‘:ohajwl'fe
3

FETAC Quality Assurance Agreement Application

The enclosed document is the Athlone Community College application for Provider Quality
Assurance Agreement with FETAC.

e Part A includes information about the college e.g. its organisational chart, history,
mission statement and the context within which it is operating as a provider of
programmes leading to FETAC awards.

o Part B addresses each of the policies and procedures identified, and establishes that
they have been developed, documented and that their effectiveness will be monitored
by management within the college.

This documentation is to be electronically submitted to FETAC in order to apply for agreement
of quality assurance procedures.

Qutline of process involved in Quality Assurance Agreement

The Qualifications Act 1999 requires that all providers of further education and training leading
to FETAC awards establish procedures to quality assure their programmes and agree these
procedures with FETAC.

In the case of further education and training programmes, to quality assure the programmes
on offer means, to ensure the needs of the learners and other stakeholders are met. In order
to meet these needs there must to be clarity in the following:

Knowing what is to be done (policy)

Knowing how it is done (procedure)

Knowing whether or not it is being done (evidence & monitoring)

Knowing whether or not it has made a difference (self-evaluation
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FETAC will use the information supplied in the application to evaluate the quality assurance
policies for the purpose of arriving at agreement. Requests for additional information may be
made at this stage. The evaluation will be carried out by 2 people working independently but
who must eventually arrive at a consensus recommendation to FETAC.

The FETAC Council will choose to accept or not accept the evaluator's recommendations on
agreement.

e If it is not accepted reasons will be given by FETAC and amendments can be made.
The application can then be re-submitted.

e |f accepted Athlone Community College will be registered with FETAC.
This means that Athlone Community College can continue to offer the

programmes leading to a FETAC award that it already provides.

Once policies and procedures are in operation a FETAC representative will

visit the college to ascertain how well the system is working.

Main Implications

1. As part of the agreement management commit to carrying out a self-evaluation of
programmes and related services within 1 year of agreement and at least once every 5 years
after that.

This will involve internal staff self-evaluating the programmes on offer, as well as the
appointment of an external evaluator.

2. Changes in the FETAC assessment policy in 2008 also mean that management are now
responsible for the identification and appointment of an internal verifier and an external
authenticator for the assessment process.

3. Management also commit to providing time, resources and training for staff involved in the
self-evaluation and assessment processes.

Documentation Compiled By:

Fiona Mc Manus (Tutor)
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