
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Mullingar Community College 

 

B1:  Communication Policy 

Policy 

It is a policy of Mullingar Community College to have effective communication with our 
learners, staff and any others who have a current or potential interest in the work we 
do. 

We believe that, to be effective, communication must be two way and inclusive of 
diversity.  Therefore, we commit to provide accurate information about our 
programmes and services and to seek feedback so that we can make our 
programmes and services as relevant and useful to our learners as is possible. 



 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: Communications 

Procedure Title: B1.1 Communication with learners Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how learners give feedback on their individual and collective experiences of programmes and services. 

Staff Involved: FETAC Coordinator and Programme tutors 

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

B1.1a Individual discussions between learners and FETAC co-ordinator once a 
term  

Should a learner be only taking one module of short duration, then an 
individual meeting will be held with those learners during that module. 

FETAC Coordinator Schedule of feedback meetings between staff and individual learners. 

Records of feedback meetings 

Learner verifications – evaluation sheets 

B1.1b Term evaluation sheets Programme tutors Learner verification – evaluation sheets 

B1.1c QA Team which comprises of Learner representative, Tutor representative, 
FETAC Coordinator and QA Officer, Equality Representative once a term 

QA Team Agenda and Minutes of meeting 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

FETAC coordinator Once a term  Consultation with class representatives 

 Review of learner evaluation sheets 

 Review of records of feedback meetings 



 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: Communications 

Procedure Title: B1.2 communication with staff Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how staff give feedback on their individual and collective experiences of programmes and services 

Staff Involved: FETAC coordinator / Programme Tutors/ Adult Education Co-ordinator 

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

B1.2a Staff meetings each term between management and staff FETAC coordinator and Adult 

Education Coordinator and 

tutors 

Agenda of meeting 

Minutes of meeting 

B1.2b Regular Quality Assurance team meetings Programme tutors, Adult 
Education Coordinator and 

FETAC coordinators 

Agenda of meeting 

Minutes of meetings 

B1.2c End of year review after external examiner meeting (2006/2007 only) Programme tutors, Adult 
Education Coordinator and 

FETAC coordinators 

Minutes of meeting 

B1.2d End of year review after programme evaluation (Yearly) Programme tutors, Adult 

Education Coordinator and 

FETAC coordinators 
Self evaluation report 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

FETAC coordinator Once a term 

 

Once a year 

Consultation with programme tutors 

Review of records of feedback meetings 

Self evaluation report 



PROVIDER NAME: Mullingar Community College Policy Area: Communications 

Procedure Title: B1.3 Communication with other stakeholders Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how stakeholders give feedback on their individual and collective experiences of programmes and services 

Staff Involved: Adult Education Coordinator, FETAC Coordinator 

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

B1.3a Website 

www.mullingarcommunitycollege.com  

IT Support Email correspondence 

B1.3b Registration evening at centre Programme tutors, Adult 
Education/ FETAC 
Coordinator 

Learners database generated 

B1.3c Marketing campaign: 

 Brochures 

 Advertisements on local paper 

 Flyers 

Adult Education Coordinator 
and FETAC coordinators 

Review of marketing campaign 

Potential Learners database generated 

B1.3d Networking with partner organisations Adult Education/FETAC 
coordinator & programme 
Tutors 

Database of interested candidates compiled 

B1.3e Awards Ceremony Adult Education/FETAC 
Coordinator with guidance 
from QA Team 

Invites to awards ceremony to include Partner organisations, guest 
speakers, interested learners and graduates, Community Representatives 
etc 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/FETAC Coordinator After 1st term Consultation with programme tutors 

Adult Education/FETAC Coordinator After 2nd term Consultation with local partner organisations 

Adult Education/FETAC Coordinator After 3rd Term Review of promotional documentation 

Adult Education/FETAC Coordinator During 3rd term Review of database with potential candidates, letter to maintain interest generated and posted – Copy kept 
on file 

http://www.mullingarcommunitycollege.com/


 
 

                                                 
 

Mullingar Community College 

B2:  Equality 

Employment Equality Statement 

Mullingar Community College aims to create and environment in which equal opportunity is promoted as a means of developing the full 
potential of everyone involved in our organisation. 

Mullingar Community College does not discriminate against any learner or potential learner for education because of gender, marital status, 
family status, sexual orientation, religion, age, disability, race, membership of the traveller community, employment status, political opinion or 
geographical location. 

Mullingar Community College is committed to equality of opportunity as defined under the terms of the Employment Equality Act, 1998, the 
Equal Status Act, 2000 and the Equality Act, 2004. 

Mullingar Community College is committed to best practice in providing equal opportunities for all learners and potential learners.  The 
organisation believes that all people should be treated with respect and positively values diversity. 

The organisation and staff are committed to equality of opportunities and the elimination of discrimination in all forms, including direct and 
indirect discrimination. 

Mullingar Community College adheres to the Employment Equality Act, 1998, the Equal Status Act 2000 and the Equality Act 2004.  To ensure 
that the policy is effective and no learner or potential learner receives less favourable treatment, the organisation will promote equality of 
opportunity and prohibit discrimination across 9 grounds.1  

 Gender 

 Marital Status 

 Family Status 

 Sexual Orientation 

 Religion 

 Age 

 Disability 

 Race 

 Membership of the traveller community 



 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: Equality 

Procedure Title: B2.1 Equality Training Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to equality in terms of access to education and training. This cannot be achieved unless the appropriate 
stakeholders have been adequately trained. 

Staff Involved:  Adult Education;/FETAC Coordinator and programme tutors 

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

B2.1a Staff development day to include training on equality legislation Adult Education/ FETAC 
Coordinator and 
programme tutors 

Agenda of staff development day (to show that equality forms part of the 
agenda) 

 

B2.1b Staff meeting to review practical implications of equality legislation. Adult Education/ FETAC 
Coordinator 

Programme Tutors 

Minutes of meeting. 

List of actions to be undertaken 

   

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Coordinator  

 

Once a year Review of staff development day  

Review of actions undertaken to implement equality policy 

Review of equality statement 



 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: Equality 

Procedure Title: B2.2 Equality Planning Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to implementing equality objectives based on the review of current provision with respect to equality as 
completed under procedure B2.1 

Staff Involved: Adult Education/FETAC co-ordinator and Quality Assurance team 

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

B2.2a Review of documentation to ensure compliance with equality policy Quality assurance team Amended application forms 

Amended interview techniques/ Questions – As we are a publicly funded 
organisation, we are obliged to follow pobal guidelines on recruitment, 
therefore we will take their instruction non amended interview techniques 

   

   

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Coordinator   

In consultation with Equality Authority 

Upon amendment of Equality legislation Review application forms to ensure compliance with amended legislation 

Review information gathered in interviews to ensure no discrimination with regard to equality 

Generate statistics regarding the representation in the learner group of people covered by the nine grounds 
of equality legislation 



 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mullingar Community College 

B:3  Staff Recruitment and Development 

Policy 

Mullingar Community College is guided by employment equality legislation and the freedom of information act 1997.  This policy is developed in 
accordance with Pobal Guidelines on staffing and recruitment. 

We are committed to providing and facilitating effective induction procedures and ongoing professional development for all employees. 



 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: staff recruitment and development 

Procedure Title: B3.1 Staff recruitment and allocation Version:  V.3 Date: July 2007 

Purpose:   This procedure outlines how Mullingar Community College is committed to the recruitment and allocation of staff in accordance with Pobal Community Services Programme  
‘recruitment and selection procedures’.  

Staff Involved: Manager and Board of Directors 

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

B3.1a Please see ‘Pobal Community Services Programme – Manual of 
Accounting procedures and practices guidelines’ 

Mullingar Community 
College, in conjunction with 
the Adult Education/ 
FETAC Coordinator follow 
the recruitment and 
selection procedure to 
completion in all staff 
recruitment and allocation 

Hard copy of Job descriptions and person specifications in relation to vacant 
positions 

Hard copy of job advertisement from local and national websites 

Applications received for vacant posts. 

Hard copy of circulars and memos provided in relation to all vacant positions 
and posts 

Records of staff qualifications and experiences in staff files 

   

   

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Board of Directors of Killucan Area 
Services ltd 

Regularly and on an ‘as needs basis’ Should employment legislation be amended, then the recruitment and selection policy will be amended to 
reflect any changes in legislation 

Mullingar Community College is guided by Pobal Community Services Programme – Manual of Accounting 
Procedures and practices guidelines and best practice, therefore, should the Pobal issue new guidelines, 
Mullingar Community College will implement the changes accordingly 



 
 

PROVIDER NAME: Mullingar Community College Policy Area: staff recruitment and development 

Procedure Title: B3.2 staff induction Version:  V.3 Date: July 2007 

Purpose:   This procedure outlines how Mullingar Community College is committed to providing staff induction for all new tutors of FETAC accredited programmes 

Staff Involved: Adult Education/ FETAC Coordinator, QA Coordinator 

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

B3.2a Staff handbook to be compiled.  All existing and new staff to receive 
same. 

Adult Education/ FETAC 
coordinator. 

List of staff who have received staff handbook to be available – Signature to 
show receipt of same. 

B3.2b Quality Assurance Policies and Procedures to be issued to all new 
FETAC tutors, 

Adult Education/ FETAC 
Coordinator to provide 
induction training outlining 
QA policies and procedures 
and all other internal details 
specific to the Centre. 

Checklist to ensure that induction training is covered in full.  Staff verification 
– I.e. signature to indicate all areas covered, and tutor’s agreement to comply 
with same. 

B3.2c Mentoring system in place to assist new tutors with QA policies and 
procedures 

Existing FETAC tutors and 
Adult Education/ FETAC 
Coordinator 

Staff verification – i.e. signatures to indicate mentoring system in operation, 
and meeting minutes to verify work covered in mentoring process. 

   

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Coordinator Yearly Review of staff handbook on an annual basis to update policies, procedures, general information 

Adult Education/ FETAC Coordinator Upon recruitment of new FETAC tutor.  This 
could be at the beginning of the term 1, or at 
any point throughout the year 

Induction training checklist will be a work in progress document – i.e. with changes in centre policies and 
procedures etc, this checklist will be updated. 



 

PROVIDER NAME: Mullingar Community College Policy Area: staff recruitment and development 

Procedure Title: B3.3 staff development Version:  V.3 Date:July 2007 

Purpose:   This procedure outlines how Mullingar Community College plans to implement a programme of staff development 

Staff Involved: Adult Education/ FETAC Coordinator, Management 

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

B3.3a Management Meetings held yearly to determine development needs 
of staff 

Adult Education / FETAC 
Coordinator, Management, 

Minutes of meetings 

B3.3b Management and Adult Education/ FETAC coordinator meetings held 
regularly to prioritise training needs for staff 

Adult Education/ FETAC 
Coordinator 

Minutes of meetings 

B3.3c Budget allocation for staff training determined by management upon 
commencement of each academic year 

Adult Education/ FETAC 
Coordinator 

Section of Staff notice board dedicated to displaying tutor training throughout 
the year. 

B3.3d All tutors inexperienced at a certain subject area to be targeted for in-
service training 

Adult Education/ FETAC 
coordinator 

List of tutors who have attended in-service training compiled on a yearly basis 

B3.3e Training days for whole staff development determined at the 
beginning of each academic year.  The topic for these days will be 
determined by looking at priorities for the year, I.e. updates in 
Equality legislation will mean that this area would become a priority 

Adult Education/ FETAC 
Coordinator 

Agenda for whole staff development days 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC coordinator Yearly – at the beginning of each year A review of budget allocation versus actual spending on staff development for previous year. 

Adult Education/ FETAC Coordinator Upon completion of each whole staff 
development day 

Staff verification:  Upon completion of each staff development day, questionnaires/ evaluation sheets will be 
issued.  A review of these will determine the effectiveness of the training, and indicate the potential for 
implementation of same 



Mullingar Community College 

B4:  Access, Transfer and Progression 

Policy 

Mullingar Community College documents its policy on access, transfer and progression to facilitate learners at both the entry stage of our 
programmes and whilst participating on the programmes.  We fully commit to enable learners to: 

 Make informed choices  

 Enter our programmes with recognition of prior learning and without barriers 

 Successfully participate in our programmes 

 Enable learners to transfer or progress to another programme offered by us, or others, leading to an award within the National 
Framework of Qualifications. 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B4 Access, Transfer and Progression 

Procedure Title: B4.1 Information Provision Version:  V.3 Date: July 2007 

Purpose:  This procedure describes how Mullingar Community College is committed to the provision of information to facilitate learners and prospective learners to aid in their participation and 
successful completion of the programme(s) and ultimately to make informed choices about their educational futures 

Staff Involved:  Programme tutors 

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

 

B4.1a 

Staff meetings at the beginning of the year outlining: 

 Our promotional materials used by way of communicating to 
learners our programme content, structure, duration, entry 
requirements, supports etc. 

 Induction material pertaining to qualifications and certifications 

 Induction material pertaining to the logistics of the programmes 
we have on offer – grants / funding, regulations and legislation 
applied to our programmes 

 Outline our current support services available 

Adult Education/ FETAC 
Coordinator 

Programme tutors 

Agenda of meetings, Minutes of meetings 

Induction booklet – brochures/leaflets outlining entry requirements 

Learner verification and application forms 

Provision of notice boards and email bulletins used to communicate 
information on available support services which learners can access 

(Career guidance, psychologists and other services within our locality – On a 
referral basis) 

B4.1b Quality Assurance team meetings and focus group meetings highlighting 

 The communication and provision of information – induction 
booklets, Learner logs, the process of information throughout 
the year (i.e notice boards, website, email bulletins, 
promotional material 

Programme Tutors, Adult 
Education Coordinator 

Agenda of meetings, Minutes of meetings  

Induction material – booklets, logs, forms, Learner verifications 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/Fetac Co-ordinator, 
Tutors 

 

Each semester Evaluation forms, review of evaluations, Review of learner logs 



PROVIDER NAME: Mullingar Community College Policy Area: B4 Access, Transfer and Progression 

Procedure Title: B4.2 Learner Entry Arrangements Version:  V.3 Date: July 2007 

Purpose:  This procedure describes how Mullingar Community College is committed to ensure that arrangements for selecting learners for our programmes are transparent and fair and that 
prospective learners are made aware of the process involved. 

Staff Involved:  Adult Education/ FETAC coordinator and programme tutors 

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

B4.2a Staff meetings at the beginning of the year outlining: 

 The reiteration of learner entry requirements, and the process 
of communication to learners 

 Discussion on enrolment intake, the process of selection, the 
set-up of waiting lists, the scheduling of interviews, and 
standardisation of completing the appropriate application form. 

 The communication system applied to inform learners in a 
consistent and fair manner regarding programmes on offer, that 
are suited to individual needs and requirements 

 The career guidance & counselling services available to 
learners pertaining to their programme of choice and also 
during their studies 

 Appeals procedures available to learners 

Programme Tutors, Adult 
education/ FETAC 
Coordinator & QA 
Coordinator 

Agenda of meetings, Minutes of meetings 

Induction booklet – brochures/leaflets outlining entry requirements 

 

Learner verification and application forms 

 

 

 

 

 

Appeals form 

B4.2b Quality assurance team meetings 

 Between tutors and staff 

 Between students and tutors and staff focusing on the 
dissemination and distribution of the material cited above 

Meetings with Focus student group 

Programme Tutors, Adult 
Education/ FETAC 
Coordinator & Learner 
representatives 

 

Agenda of meetings, Minutes of meetings  

 

Induction material – booklets, logs, forms 

 

 

Agenda of meetings, Minutes of meetings 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Co-
ordinator, Tutors 

 

Each semester Statement on entry requirements and selection process for each programme on offer 

Student files pertaining to individual interview(s)/meeting(s) at course commencement 



 



PROVIDER NAME: Mullingar Community College Policy Area: B4 Access, Transfer and Progression 

Procedure Title: B4.3 Recognition of Prior Learning Version:  V.3 Date: July 2007 

Purpose:  Mullingar Community College will endeavour to facilitate in as much as possible learners through the recognition of prior learning for the purposes of entry to our programmes, 
exemptions from our programme requirements, credit towards an award and eligibility for a full award within the framework of qualifications.  We will commit to following FETAC 
guidelines on Recognition of prior learning as published on their website in July 2007 (RPL: Policy and guidelines (Draft) 

Staff Involved:  Fetac co-ordinator and programme tutors 

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

B4.3a RPL within our programmes – entry to a programme of study Programme Tutors, Adult 
Education/ FETAC 
Coordinator 

Database of learner records located on the centre server 

Application forms for RPL (As provided by FETAC in their draft policy on RPL 
issued July 2007 

Interview notes with potential learner 

Report from review committee 

B4i.3b RPL within a programme of study – i.e credits for modules within a 
programme 

Programme Tutors, Adult 
Education/ FETAC 
Coordinator 

Application forms for RPL (As provided by FETAC in their draft policy on RPL 
issued July 2007 

Evidences provided by the learner 

Assessment of evidence 

Report from review committee which will include recommendations 

B4.3c RPL will be offered to a learner seeking an award independent of 
programmes.  This process will be pursued in partnership with FETAC (As 
recommended by FETAC in their draft policy on RPL issued July 2007) 

Programme 
Tutors(Mentor) , Adult 
Education/ FETAC 
Coordinator, FETAC 

 

Award identified and Eligibility determined by provider 

Matching of experience to standards by learner supported by mentor 

Portfolio of evidence provided by the candidate 

Assessment of evidence by mentor and forwarded for verification to FETAC 

Recommendations from FETAC 

Monitoring report by provider and FETAC 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Fetac Co-ordinator, Tutors 

 

Regularly Review and update database and the two-way communication process therein 

 



 



PROVIDER NAME: Mullingar Community College Policy Area: B4 Access, Transfer and Progression 

Procedure Title: B4.4 Facilitating Diversity Version:  V.3 Date: July 2007 

Purpose:  This procedure describes how Mullingar Community College is committed to the provision of all programmes to all and without any barriers.  We commit to provide supports, where the need arises, 

for individuals or groups with particular needs, to enable successful participation, transfer and progress in our programme/s. 

Staff Involved: Adult Education/ FETAC Coordinator, Programme Tutors 

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

B4.4a Staff meetings at the beginning of the year outlining: 

 Our provision of accommodation for people with a disability 

 Our career guidance support which matches learners to a specific and 

suitable programme  

 Our physical procurement and adaptations to facilitate access – 

(resources and premises) 

 Initial two week induction programme where learners attend all 

classes to ascertain their needs and requirements before committing to 

their course of study 

 Budgetary review 

Programme Tutors, Adult 

Education/ FETAC 
Coordinator 

 

 

 

 

 

 

 

Management 

Agenda of meetings, Minutes of meetings 

Physical adaptations to our premises if necessary 

One-to-one guidance 

 

Group sessions, individual sessions depending on a need basis 

 

 

Induction programme 

 

Documented budgetary reviews, allocation of spending capacity and needs 

highlighted and prioritised 

B4.4b Quality assurance team meetings and Meetings with Focus student group 
focusing on: 

Outlining and communicating the above findings and provisions 

Programme Tutors, Adult 
Education/ FEATC 

Coordinator, Learner 

representative  

 

Agenda of meetings, Minutes of meetings  

Documentation of learner needs 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/FETAC Co-ordinator, 
Tutors 

Regularly Review and update database and the two-way communication process therein 



Mullingar Community College 

B5:  Programme Development, Delivery and Review 

Policy 

Mullingar Community College documents its policy on programme development; delivery and review based on our mission statement and 
general aims, which informs all those involved in the design and delivery of our programmes (Appendix 5.1). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development and Review 

Procedure Title: B5.1 Need Identification Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to actively researching and adopting programmes based on identified needs through various mediums 

Staff Involved:  Board of Directors and relevant employers  

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

B5.1a Management and staff meetings each semester focusing on: 

 Programme analysis; past and future 

 Review of contact with employers  

 Learner contacts and queries 

Adult Education/ FETAC 

Coordinator 

Agenda of meetings, Minutes of meetings 

 

Review document on contact with employers 

Data capture form on queries to date 

B5.1b End of year review Programme Tutors, Adult 
Education/ FETAC 

Coordinator & Learners 

Minutes of meetings – Focusing on learner identification of their own learning needs 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Co-ordinator Once a term Consultation with Board of Directors and programme tutors 

Review of records on contacts and queries  



PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development and Review 

Procedure Title: B5.2 Programme Design Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of our programme structure, delivery and assessment methodologies in line with our mission 
statement, policies and procedures therein.   

Staff Involved: Adult Education/ FETAC Coordinator, programme tutors  

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

B5.2a Programme Tutor meetings each semester focusing on: 

 Programme Structure – Modules to be covered within a 
programme of study 

 Ensure that the programme adheres to our policy on access, 
transfer and progression 

 Module Descriptor – Ensure that the work covered in class 
reflects the areas covered in the module descriptor 

 

Adult Education/FETAC 
Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

Course Specification laid out – These will be work in progress documents 
rather that something that must be strictly adhered to 

B5.2b Programme tutor meetings each semester focusing on: 

 Module Descriptor – It is important that the correct assessment 
methods are used for each FETAC module covered in a 
programme of study  

 Work Experience – If a student is required to go on work 
experience, we will provide guidelines to employers on the 
areas of work that would relate closely to their programme of 
study.   

 

Management, Adult 
Education/FETAC 
Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

Learner verification/log books 

Letter template to employers indicating the areas of work that could be 
covered while a learner is on work placement. 

B5.2c End of year review Programme Tutors, Adult 
Education/ FETAC 
Coordinator 

Minutes of meetings 

Review of assessment methodologies 

Review of results obtained 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Coordinator  

Tutors 

Once a term Consultation with management, coordinator and programme tutors 

Review of records on contacts, queries and survey findings 



 
 
 
 
 
 



 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development and Review 

Procedure Title: B5.3 Programme Approval pre Submission for Validation Version:  V.3 Date: July 2007 

Purpose:   This procedure describes Mullingar Community College’s process on programme approval with management prior to submission for validation 

Staff Involved: Board Of Directors, Adult Education/ FETAC Coordinator, QA Team, programme tutors  

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

B5.3a Management and staff meetings each semester focusing on: 

 Module specifics and identification of ‘niche’ area(s) for module 

development 

 Documented research on the programme  

 Clarification and documentation on the proposed programme outline(s) 

 Documented consensus and agreement on requirements for successful 

implementation of the programme 

 Checklist 

Board of Directors, Adult 

Education/ FETAC 

Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

 

Draft proposal, budgetary analysis and projections 

 

 

 

Checklist (board of Directors, Subject experts & FETAC) 

    

    

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Coordinator  

Tutors 

 

Once a year Consultation with board of Directors, coordinator and programme tutors 

Review of records on contacts, queries and survey findings 

review of checklist(s) 



 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development and Review 

Procedure Title: B5.4 Programme Planning Version:  V.3 Date: July 2007 

Purpose:   This procedure describes the process on new programme implementation and adoption at Mullingar Community College 

Staff Involved: Board of Directors, Adult Education/ FETAC Coordinator, programme tutors  

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

B5.4a Management and staff meetings each semester focusing on: 

 Programme planning 

 Timetabling 

 Schedules and programme requirements 

Adult Education/ FETAC 
Coordinator, Programme 
Tutors & Management 

Agenda of meetings, Minutes of meetings 

Programme outline, timetabling & schedules 

     

B5.4c End of year review Programme Tutors, Adult 
Education/ FETAC 
Coordinator, Learners and 
Admin support 

Minutes of meetings showing a review of the plan for implementing the new 
programme, and how effective this was. 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC coordinator 

Tutors 

Once a term Consultation with management, coordinator and programme tutors 

Review of progress records on proposed new schedules, school evaluations, staff and learner verifications 



PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development and Review 

Procedure Title: B5.5 Programme Delivery Version:  V.3 Date: July 2007 

Purpose:   This procedure describes the process on new programme delivery as undertaken by Mullingar Community College in all areas of provisions, logistics, schedules, reviews, evaluations 
and updates. 

Staff Involved: Adult Education/ FETAC Coordinator, programme tutors  

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

B5.5a Management and staff meetings each semester focusing on: 

 Resource requirements and provisions 

 Training, reviews and evaluations  

 Schedules, timetabling and contingency planning 

 Learner/staff evaluations and feedback 

Management, Adult 
Education/ FETAC 
Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

Learning materials 

Evaluation forms 

Programme outline, timetabling & schedules 

Learner and staff verifications, data capture forms/questionnaire/s 

 

B5.5b Programme Team Meetings Programme Coordinator, 
Tutors, QA coordinator 

Agenda of meetings, Minutes of meetings 

Progress reports 

    

B5.5d End of year review Programme Tutors, & Adult 
Education/ FETAC 
Coordinator 

Minutes of meetings, plan will develop from this to implement changes for the 
next year. 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC Coordinator  

Programme Co-ordinator 

Tutors 

Once a term Consultation with management, coordinator and programme tutors 

Review of progress records on proposed new schedules 

Review of learner/staff verifications/questionnaires 

Review of minutes of various meetings 



 



PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development and Review 

Procedure Title: B5.6 Learner Records Version:  V.3 Date: July 2007 

Purpose:   This procedure describes the process adopted by Mullingar Community College in the data capture and storage of learner records.  Mullingar Community College is committed to store 
information in accordance with the Data Protection Act 1988, amended in 2003. 

Staff Involved: Adult Education/ FETAC Coordinator, programme tutors  

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

B5.6a Programme meetings at the beginning of the programme of study focusing 
on the: 

 Devise of class registers, databases for contact, 
correspondence, certification details  

 The system involved in the compilation and maintenance of 
progress records, learner interviews, student files, student 
logbooks, staff logbooks and record keeping 

 Evaluation reports 

Management, Adult 
Education/ FETAC, 
Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

Learner files, programme and school’s database 

Learner & staff logbooks 

 

 
 
Evaluation reports 

B5.6b Programme Team Meetings Adult Education/FETAC 
Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

 

    

    

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education/ FETAC coordinator 

Tutors 

Once a term Consultation with management, coordinator and programme tutors 

Review of progress records  

Review of learner/staff logbooks 

Review of minutes of various meetings 



 
 
 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development, Delivery and Review 

Procedure Title: B5.7 Provision and Maintenance of Learning/Resources Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of facilities and resources to the utmost standards for successful participation and completion of our 

programme by all learners 

Staff Involved: Management, Adult Education/ FETC Coordinator, programme tutors  

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

B5.7a Programme meetings at the beginning of the year focusing on the: 

 Equality policy and procedures and access for all learners 

 Adequate supplies, maintenance and budgetary allocations for the 

same 

 Action plan 

 Review of stock taking records and the addition of new entries as and 
when required 

 Maintenance schedule and correspondence logs 

 Progress reviews and evaluation reports  

Management, Principal, 

Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

Budgetary reviews, updates and progress reviews 

Staff and learner training checklists/verifications 

Evaluation reports 

 
Stock control sheets 

    

    



 
 
 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development, Delivery and Review 

Procedure Title: B5.8 Health & Safety Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of premises and facilities which are accessible and maintained to ensure the health and safety of all.  We 

operate a policy on information  provision based on awareness and access needs of all; staff and learners 

Staff Involved: Management, Adult Education/ FETC Coordinator, programme tutors  

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

B5.8a Programme meetings at the beginning of the year focusing on : 

 Safety statement, review and any revisions necessary 

 Safety verification forms – including all safety training and associated 

verification/ certification 

 Records of fire evacuation trials 

 Hazard checklist – updates and revisions required.  The creation of an 
action list and key personnel over safety and safety awareness 

 Budgetary allocations towards health and safety 

  

Management, adult education/ 

fetac coordinator, programme 

tutors 

Agenda of meetings, Minutes of meetings 

Budgetary reviews, updates and progress reviews 

Staff and learner training checklists/verifications 

Evaluation reports 

 

Hazard checklists 
Signs and evacuation procedures notices inall rooms and amenable access points 

B5.8b Budget  

Programme team meetings 

Adult Education/ FETAC 

coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B5 Programme, Development, Delivery and Review 

Procedure Title: B5.9 Programme Review Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of premises and facilities, which are accessible and maintained to ensure the health and 
safety of all.  We operate a policy on information provision based on awareness and access needs of all; staff and learners 

Staff Involved: Management, Adult Education/FETAC co-ordinator, programme tutors  

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

B5.9a Programme meetings at the beginning of the year focusing on the: 

 Schedule dates for course and programme reviews  

 Review of course/programme internally against external courses 
on offer – i.e. its relevance in the workplace, amendments or 
revision required to keep up to date 

 Employer survey reviews 

 Reports on external verifiers/examiners 

Management, Principal, 
Coordinator, Programme 
Tutors 

Agenda of meetings, Minutes of meetings 

Course review documentation 
 
 
 
Statistical analysis of Module survey, and Employer surverys 



Mullingar Community College 

B6:  Fair and Consistent Assessment of Learners 

Policy 

It is the policy of Mullingar Community College to commit to ensure that all learners will receive fair and consistent assessment which is and 
understood and communicated to staff and learners.   

 

We believe that, to be effective, assessment must be structured and organised appropriately.  Therefore, we commit to provide accurate and 
timely assessment that is communicated to our learners and staff alike. 

 
 
 
 
 
 
 



PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.1 Coordinated Planning of Assessment Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to carrying out a programme of coordinated planning on assessment incorporating the design, delivery and 
integration of assessment across the programme. 

Staff Involved:  Adult Education co-ordinator and programme tutors 

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

B6.1a Staff meetings at least six months prior to delivery outlining: 

 Schedules 

 Resource requirements 

 Room allocations 

 Subject specific schedule of meetings, cross moderation, 
integrations and appeals process and associated markings 

Time Scales etc 

Staff meetings at July and December between management and staff: 

 Assessment schedules and programme specifications 

 Logistics as identified and cited in the above 

  Assessment Action plan devised  

Co-ordinator and Tutor Meetings are scheduled 

 TPS 

Programme Tutors, 
Coordinator  

 

 

 

 

 

 

 

 

 

Adult Education Co-
Ordinator, Programme 
Tutor 

Programme outline, Course Dates summary sheet 

Assessment schedules 

Agenda of meetings, Minutes of meetings 

 

 

 

 

Assessment Action plan  

 

 

 

Training Programme Specification (TPS) 



 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

B6.1b Quality assurance team meetings 

 Peer markings on a representative sample of learners work  

Meetings with Focus learners group: 

o Appeals 

o Recognition of Prior Learning 

o Summary of course and assessment dates 

Programme Tutors, 
Coordinator & Student 
Focus Group 

Agenda of meetings 

Minutes of meetings  

Samples of students work & associated marking schemes, revisions and 
updates 

Agenda and Minutes of meetings 

Course summary dates 

Appeals forms and RPL applications 

 

 

B6.1c End of year review after External examiner meeting Programme Tutors, 
Principal & Coordinator 

Minutes of meetings 

Assessment Records – (ongoing throughout year) 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Principal  

Fetac Co-ordinator 

 

Once a term and on a needs and individual basis 

with learners 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings with tutors and learners 



PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.2 Information to Learners Version:  V.3 Date: July 2007 

Purpose:  This procedure describes how Mullingar Community College is committed to the provision of information on assessment for learners to actively participate in the assessment process 
itself.  

Staff Involved:  Adult Education co-ordinator and programme tutors, learners 

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

B6.2a Staff meetings at the beginning of the year outlining: 

 Assessment schedules and notices 

 Programme specifications 

 Filing mechanism and database used for assessment records 

Staff meetings at each semester between management and staff 

Programme Tutors, 
Coordinator 

Agenda of meetings 

Minutes of meetings 

Email and learner notice boards 

Bulletins 

Programme brochures 

 

B6.2b Quality assurance team meetings 

 Peer markings on a representative sample of students work  

Meetings with Focus learner group focusing on: 

o Workshops in how tutors mark, grade and correct assessments 

Programme Tutors, 
Coordinator & Student 
Focus Group 

Agenda of meetings, Minutes of meetings  

Samples of students work & associated marking schemes, revisions and 
updates 

 

E-mail bulletins, Programme brochures 

B6.2c End of year review after External examiner meeting Programme Tutors, 
Principal & Coordinator 

Minutes of meetings 

Assessment Records – (ongoing throughout year)   
       
  

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Principal  

Fetac Co-ordinator 

Tutors and learners 

Once a term 

 

Regularly 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings with individuals, groups and through correspondence therein. 



 
 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.3 Security of Assessment Related Processes and Material Version:  V.3 Date: July 2007 

Purpose:  This procedure describes how Mullingar Community College is committed to the provision of security and integrity relating to assessment materials, assessment processes, learners 
work and learners records of assessment 

Staff Involved: Adult Education co-ordinator and programme tutors 

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

B6.3a Staff meetings at the beginning of the year 

Staff meetings at each semester between management and staff 
covering: 

 The creation, acquisition and set-up of assessment material 

 The timetabling of assessment across the programme, and on 
an individual modular basis – to take account of continuous 
assessment, which is encouraged.  

 The ongoing process of storing assessment material under our 
secured filling process 

 The ongoing process of storing learner records under our 
secured filing process 

Programme Tutors, 
Coordinator 

Agenda of meetings, Minutes of meetings 

 

 

Assessment schedule issued to staff and learners at induction detailing 
dates, times, durations.  Review of past external examiners reports  

 

Locked Storage facilities 

Databases are password protected - Both hard drive and backup copy 
protected 

Anti Virus protection is updated weekly 

B6.3b End of year review after External examiner meeting Programme Tutors, 
Principal & Coordinator 

Minutes of meetings –Agenda of this meeting to include section on security of 
assessment related process and materials 

Assessment Records – (ongoing throughout year)   



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education Co-ordinator, 
Tutors 

 

Fortnightly 

End of year 

Regularly 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings 



 



PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.4 Reasonable Accommodation Version:  V.3 Date: July 2007 

Purpose:  Mullingar Community College strives to ensure where possible adequate accommodation is available for course provision, to accommodate all learners regardless of needs.  
Mullingar Community College is therefore committed to the provision of an equality based assessment programme governed by equality legislation.  This procedure outlines this  

Staff Involved: Adult Education Co-ordinator and programme tutors 

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

B6.4a Staff meetings at the beginning of the year 

Staff meetings at each semester between management and staff covering: 

 Equality for all 

 Discussion on provisions for documented cases of special needs 
(identified during learners initial interviews/induction meetings.  
Also identified in the Training Needs Analysis Form and the 
Learner registration form) 

 Guidelines for assessors 

 Schedule for in service/training to incorporate that relating to the 
needs of those with disabilities 

 Review of evaluation sheets, examiners previous reports and 
learner verifications 

Management & Staff – 
(Programme Tutors, 
Coordinator) 

Agenda of meetings, Minutes of meetings 

Review and updates documented on findings from evaluation reviews, 
progress reports.  Documented evidence of software and hardware 
acquisitions if/when required, adapted briefs & assignments 

Records of in-service courses attended 

Programme Approval form?????? 

External examiners reports & learner verifications 

B6.4b Quality assurance team meetings to 

 Review and evaluation on documented adaptations to 
assessment and  

 Progress reviews to date 

Meetings also: 

 Between tutors and staff 

 Between learners, tutors and staff 

Meetings with Focus student group/s 

Programme Tutors, 
Coordinator  

 

Student Focus Group & Co-
ordinator 

Agenda of meetings, Minutes of meetings  

Samples of students work & associated marking schemes, revisions and 
updates.  Review on the current status of students and assignments/exams 
to date 

E-mail bulletins & correspondence.  Updates reported in individual learner 
records 

B6.4c End of year review after External examiner meeting Programme Tutors, 
Principal & Coordinator 

Minutes of meetings 

Assessment Records – (ongoing throughout year)   



 
 
 
 
 
 
 
 
 

Monitoring Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education Co-ordinator, 
Tutors 

 

Beginning of the year 

 

Monthly 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings 



 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.5 Consistency of marking between assessors Version:  V.3 Date: July 2007 

Purpose:   Mullingar Community College is committed to providing fair and consistent markings of learners assessments and work.  This procedure outlines this 

Staff Involved: Programme Tutors, QA/ FETAC Coordinator 

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

B6.5a Staff Meeting at the beginning of each term to discuss: 

 Schedule for assessments across modules/ programmes 
and dates for 1st and 2nd draft markings. 

 As there may be some cross-curricular integration, it is 
important to discuss the assessment guidelines within 
each discipline and their associated marking schemes. 

Quality Assurance team meetings: 

 Group markings on a random sample of students work 

 Internal verification  

Staff meetings at review stage: 

 Appeals process is implemented and all appeals checked by 
peer tutor or group of tutors. 

Programme tutors, 
coordinators 

Agenda and minutes of staff meetings 

Learner verifications – I.e. learners verify that they were aware of marking 
scheme and agree with how their work was assessed/ marked 

External verifier/ Examiners reports 

Appeals process records 

B6.5b Meetings with focus learner groups Tutors, coordinator and 
learners 

Minutes of meetings 

Questionnaires 

Evaluation sheets 

B6.5c End of year review after external examiner meeting Programme tutors, 
coordinators 

Minutes of meetings, 

Assessment records (Ongoing throughout the year) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education Co-ordinator, 
Tutors 

 

Tutors and learners 

Beginning of the year 

Monthly 

Regularly 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings 



 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.6 Assessment performed by third parties  Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of external assessment performed by third parties.  We commit to the provision of 
appropriate mechanisms where we place learners on work experience. 

Staff Involved:  Adult Education co-ordinator, programme tutors, external third parties 

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

B6.6a Staff & employer meetings at the beginning of the year focusing on: 

 Third Party assessment of work experience – i.e. the 
Supervisors report which is compiled under a non-remunerative 
basis 

 Guidelines for the Supervisors Report, how it is to be filled in, 
and how learner is to be assessed 

 Learner diaries, log books 

 Supervisory visits by tutors of MCC to learners on work 
experience, the schedule, and associated markings therein 

Programme Tutors & 
employers 

Work experience booklets 

Learner logbooks 

Reports 

Supervisors reports 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Management, Fetac Co-ordinator 

 

Beginning of the year 

 

Reports, contracts, logs and monitoring by tutors & management 



 
 



PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.7 Consistency of marking with national standards Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to a system of fair and equitable marking and standards based on that stipulated by the national standards. 

Staff Involved: Adult Education co-ordinator, Programme Tutors 

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

B6.7a Staff meeting at beginning of year to: 

 Review the report from external verifier/ examiner 

 Training needs analysis – New tutors, Retraining etc specifically 

relating to assessment 

 Awarding body correspondence 

 Any correspondence relating to assessment is circulated to all tutors 
and assessment staff 

Staff meeting at the end of the year: 

 To review programmes in line with review procedure is carried out to 
ensure that national standards have been adhered to 

 Reports from external verifier/examiner 

Learner certification records 

Tutor training records relating to assessment 

Records of new tutors attendance at seminars/ workshops 

FETAC correspondence in relation to assessment 

 

 

 

Checklist form attached??????????? 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

 

Management, Fetac Co-ordinator 

 

 

Beginning of the year 

Periodically 

 

Yearly 

 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings, updates, amendments and correspondence from FETAC and/or former 
awarding bodies 

 

Checklist form 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.7 Consistency of marking with national standards Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to a system of fair and equitable marking and standards based on that stipulated by the national standards. 

Staff Involved: Adult Education co-ordinator, Programme Tutors 

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





 

 

 

 

 

 

 

 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 

   

B6.7a Staff meeting at beginning of year to: 

 Review the report from external verifier/ examiner 

 Training needs analysis – New tutors, Retraining etc 
specifically relating to assessment 

 Awarding body correspondence 

 Any correspondence relating to assessment is circulated to all 
tutors and assessment staff 

Staff meeting at the end of the year: 

 To review programmes in line with review procedure is carried 
out to ensure that national standards have been adhered to 

 Reports from external verifier/examiner 

Learner certification records 

Tutor training records relating to assessment 

Records of new tutors attendance at seminars/ workshops 

FETAC correspondence in relation to assessment 

 

 

 

Checklist form attached??????????? 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

 

Management, Fetac Co-ordinator 

 

 

Beginning of the year 

Periodically 

 

Yearly 

 

Consultation with programme tutors 

Review of external examiners evaluation sheets 

Review of records of feedback meetings, updates, amendments and correspondence from FETAC and/or 
former awarding bodies 
 
Checklist form 



 
 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.8 Feedback to learners Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of a timely, constructive and appropriate feedback to learners  

Staff Involved: Adult Education co-ordinator, programme tutors 

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

B6.8a Staff meetings focusing on: 

 Learner verification, review and updates and amendments 

 Feedback schedules 

Quality Assurance Meetings: 

 Focusing on individual learner feedback meetings to allow 
review and amendment to the procedure 

Programme tutors, learners Reviewed and updated learner verifications 

Feedback schedules 

Minutes of QA meetings 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Fetac Co-ordinator, tutors 

 

Beginning of the year 

On a regular needs basis 

 

 

Consultation with programme tutors 

Review of staff and learner verifications 

Review of records of feedback meetings, updates, amendments and correspondence with learners 



 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.9 Learner Appeals Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of an Appeals procedure with respect to assessments 

Staff Involved: Adult Education co-ordinator, Programme Tutors 

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

B6.9a Staff meetings focusing on: 

 Review and amendment of appeals procedure 

 Discussion on what is considered to be fair or unfair 

Focus group meeting: 

 To devise appeals procedure 

 To devise learner verification: - Questionnaires, evaluation sheets 

Management & staff on the 

programme 

 

Agenda of meetings, Minutes of meetings 

 

Learner Questionnaires and evaluations sheets 

 

Records of learner appeals 

 

Minutes of meetings 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education Co-ordinator, tutors 

 

Each semester 

 

 

Consultation with programme tutors 

Review of staff and leaner verifications 

Review of records of feedback meetings, appeals logged and correspondence with learners 



 
 
 
 
 
 

PROVIDER NAME Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.10 Return of Certification Data Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of a thorough, reliable and accurate system of documenting and liasing with FETAC in 
relation to the submission of certification data. 

Staff Involved: Adult Education co-ordinator, programme tutors 

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

B6.10a Staff meetings focusing on: 

 Random and batch checking of learner data both private and 
assessment records/logs 

 Cross moderation of internal verifier records/reports 

Tutor responsibility  

 It will be the responsibility of each tutor to ensure that 
assessment data is accurate before the information is 
forwarded for inputting into the online results database. 

 Each tutor will provide details of results to their students and 
each student will verify receipt of same 

Management & staff on the 
programme 

 

Agenda of meetings, Minutes of meetings 

 

Log of internal moderators verification process 

 

Signed checklist 

 

 

Learner verification – Signed Checklist 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult Education Co-ordinator, 
Internal verifier, tutors 

 

Each semester 

 

Cross moderation and checking 
 
Signed checklist 
 



 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B6 Fair and Consistent Assessment of Learners 

Procedure Title: B6.11 Corrective Action Version:  V.3 Date: July 2007 

Purpose:   This procedure describes how Mullingar Community College is committed to the provision of a valid and integrity based assessment policy and system.  We commit to the provision of a system of 

documenting and liasing with FETAC in relation to any errors, omissions or deliberate acts by learners or staff which could affect and impinge on the validity of the assessment process in operation 

Staff Involved: Adult education co-ordinator, programme tutors 

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

B6.11a Staff meetings focusing on: 

 Random and batch checking of learner data both private and 
assessment records/logs 

 Cross moderation of internal verifier records/reports 

 System of notification to Fetac, internal corrective action and 

mechanism 

The complaints procedure will be implemented upon receipt of any complaint 

 

Management & staff on the 

programme 

 

Agenda of meetings, Minutes of meetings 

 

All correspondance with Fetac, Learner verification record, Records of all corrective 

action done 

Assessment event log 

Learner and staff verifications 

Complaints Book 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Adult education coordinator 

 

Twice yearly 

 

Cross moderation and checking 

 

Signed checklist(s) 

Documentation arisen as result of the occurrence of errors etc 
Complaints book 

 



 

Mullingar Community College 

B7:  Protection for Learners* 

Policy 

Mullingar Community College documents its policy on the protection for Learners outlining how Section 43 of the Qualifications Act 1999 
governs us.  We commit to the provision of arrangements under guidelines stipulated by the Department of Education in the event of a 
cessation of the programme concerned, in terms of learner transfers to a similar programme in the immediate geographic area.  We commit to 
a total refund of the nominal application fee in the non-event of the above. 

 

* Note: This policy applies to providers offering programmes of three months duration or more and on a fee-paying basis.  We do not come under this umbrella, however we have documented 
this policy and procedure in accordance to guidance as given by the Department of Education and Science 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: B7 Protection for Learners 

Procedure Title: B7.1 Cessation of Programme(s) Version:  V.3 Date: July 2007 

Purpose:  Mullingar Community College is not subject to section 43 of the Qualification Act because courses of greater than 3 months are provided on a not for profit basis.  The purpose of this procedure is to protect 

learners in the event of the unexpected cessation of a programme. 

Staff Involved:  Management, The Department of Education, Second Providers 

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

 Management meetings focusing on provision of written statements and / or 

contracts detailing respective responsibilities agreed between first and second 
providers ONLY and in prior agreement with the Department of Education in 

the event of a cessation of our provisions due to unforeseen circumstances as 

governed by Section 43 of the Qualifications Act. 

 

Management & Department of 

Education 

. 

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

Management, Department of Education, 
Second Provider 

 

Beginning of the year and on a needs basis Documentation and governed by the Department of Education 



 

 
 
 
 
 

PROVIDER NAME: Mullingar Community College Policy Area: Self evaluation of programmes and services 

Procedure Title: B9.3 Range Version:  V.3 Date: July 2007 

Purpose:   How programmes will be grouped for the purpose of self-evaluation. 

Staff Involved: Adult Education Coordinator, QA Coordinator, Tutors 

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

B9.3a 
Since we currently have only two programmes on offer at Mullingar 

Community College, and these programmes are entirely different, these will 

be subject of a self-evaluation on their own.  These programmes of study fall 
within the fields of Business & IT and Childcare 

Consultant programme 

evaluation coordinator 

Self evaluation report 

B9.3b Should Mullingar Community College develop a new programme of study 

within the field of business and IT or Childcare,  this new programme will 

be evaluated as part of an evaluation within its current field 

Consultant programme 

evaluation coordinator 

Self evaluation report 

B9.3c Should Mullingar Community College develop a programme of study 

outside the field of Business & IT or Childcare in the future, this will be 

evaluated separately, as part of its own field of study 

Consultant programme 

evaluation coordinator 

Self evaluation report 

   

Monitoring 

Monitor (Job Title) Frequency Monitoring Method(s) 

QA Coordinator As often as new fields of study are added to the 

curriculum at Mullingar Community College 

Review of the programmes of study on offer at Mullingar Community College will determine if further grouping is 

required in the future. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


