B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B1.1 Communication with Learner

| Version 5

| Date: 04/03/2014

Purpose:

Provide information to learners that allows them to make informed decisions and choices.

Learners are able to give feedback on their collective and individual experiences of the programme through meetings with the centre

Director and Staff and through evaluation forms.

Staff Involved:
Centre Director and Programme Tutors

Methods:

Who Does It:

Evidence Generated

Publicity and promotional materials are produced
Student details are gathered

Ongoing meetings of students with Centre Director
Feedback of learner communication with staff
Internal student evaluations

Centre report on student evaluations

Student Handbook/ Information Pack

Centre Director
Centre Director
Centre Director
Centre Director and Staff
Centre Director
Centre Director
Centre Director

Publicity Materials
Application Forms

One to One meetings with Director, diary of meetings

Staff Meetings - Agendas and Minutes/ diaries
Completed evaluation forms

Self-Evaluation Report

Copy of handbook/ information pack and relevant
documents

Monitoring
Monitor Frequency Method(s)
Centre Director Annually Review of student evaluation sheets at staff meetings with and recommendations
will be taken on board where possible.
Internal Evaluator Annually Centre evaluations will be sent to the Internal evaluator to compile to Self-

External Evaluator and
Management Team

At least once every 5
years

evaluation of programmes.

External evaluator will evaluate the programmes in accordance with the QA and
recommendations will be implemented where possible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B1.2 Communication with Staff | Version 5 | Date 04/03/2014
Purpose:

Information relevant to programmes and services is available to all staff involved in programme delivery.

Staff are able to contribute feedback and suggestions to enhance and improve the delivery of the programme in which they are involved.

Staff Involved:
Centre Director, Tutors and ancillary staff

Methods: Who Does It: Evidence Generated

Communications relevant to programmes distributed | Centre Director & Copy of Materials & list of staff to whom it was
to relevant staff Management team copied kept in centre

Keep notice board updated and current Copies of notices stored

Hold staff meetings Centre Director Staff Meetings - Agendas & Minutes

Staff Development Days Centre Director Staff development training attendance records
Staff will be informed of VEC & centre Centre Director Staff Induction manual

documentation relevant to their employment Centre Director

Monitoring
Monitor Frequency Method(s)
Centre Director Annually Review all the evidence generated by the implementation of the above procedure,

review minutes of the staff meetings and implement any recommendations where
feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B1.3 Communication with Stakeholders | Version 5 | Date 04/03/2014
Purpose:

Work in partnership with the relevant, public, private, community and voluntary stakeholders to ensure our education and training

programmes meet the needs of our target group.

Ensure that stakeholders are kept informed in relation to training programmes and services on offer and work in partnership with those
agencies to recruit, retain and identify progression routes for students.

Staff Involved:

Centre Director, CE, EO, AEO, Stakeholders, Adult Education Guidance Service

Methods:

Who Does It:

Evidence Generated

Collate and disseminate information on courses
Open days
Information provided to stakeholders & prospective

students
Work in collaboration of with relevant agencies

Guidance Service, centre
director

Centre Directors &
Guidance Service
Centre Directors

CE, EO, AEQ, CEFs

Information booklet, leaflets, advertisements in local
papers

Completed application forms and Guidance Service
database

LWETB Website

Membership of external committees and boards and
collaboration initiatives

Monitoring
Monitor Frequency Method(s)
Chief Executive Annually Review on an annual basis at FETAC meetings. Implement any decisions taken at

this meeting.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

B1. COMMUNICATIONS

It is the policy of Co. Westmeath Adult Education Service to have effective communication with our learners, staff and any
others who have a current or potential stake in the work we do.

We believe that to be effective, communication must be two-way and be inclusive of diversity. Therefore, we commit to
providing accurate information about our programmes and services as relevant and useful to our learners and other

stakeholders as is possible. We will welcome feedback to further enhance the delivery of our programmes.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service

Procedure Title: B2.1 Equality Training | Version 4 | Date: 04/03/2014

Purpose: To raise awareness of and provide training in equality issues so that staff have the capacity to promote equality and combat
discrimination.

Staff Involved: CE, EO, AEO, centre managers, programme co-ordinators, all staff

Methods: Who Does It: Evidence Generated

Raise awareness of equality legislation and policies CE, EO, AEOQ, centre LWETB Equal Status policy will be adopted by the
managers, programme co- | organisation and will be promoted and advertised
ordinators

Equality training will be provided for all staff CE, EO, AEO, FE Records of attendance at equality training
managers

Equality issues arising at centre level Centre Manager, Agenda item at FE Leaders Team Meetings
Programme co-ordinator,
staff

Monitoring

Monitor Frequency Method(s)

LWETB QA Annually The above procedure will be reviewed on an annual basis by the LWETB QA

Management Team Management Team, and any recommendations following this meeting will be
implemented where feasible.

Page 5 of 46




B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

B2. 2 Equality Planning

| Version 4 | Date: 04/03/2014

Purpose:

LWETB [Co. Westmeath VEC Adult and Community Education] will audit all services in terms of equality and produce an equality action

plan.

Staff Involved: CE, EO, AEQ, centre managers, programme co-ordinators, all staff

Methods:

Who Does It:

Evidence Generated

Audit our services in terms of equality

CE, EO, AEOQ, School
principal, centre
managers, programme co-
ordinators

Equality Action Plan

Monitoring
Monitor Frequency Method(s)
LWETB QA Annually The LWETB QA Management Team will review the above procedure on an

Management Team

annual basis; any recommendations following this meeting will be implemented

where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

B2 EQUALITY

Co. Westmeath Adult and Community Education Service are committed to providing equality training to staff.
Co. Westmeath VEC’s Adult and Community Education Strategic Plan 2004-2007 will audit all services in terms of equality and

produce an equality action plan.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service
Procedure Title: B3.1 Staff Recruitment and Allocation | Version 3 | Date 19th Dec 2005
Purpose:

Co Westmeath VEC Adult Education Sector has a clearly defined recruitment process in place that operates in accordance with the
Department of Education circular letters and current equality legislation. All records in relation to this procedure are maintained at Co
Westmeath VEC Offices, Marlinstown Office Park, Mullingar.

Staff Involved: CEO, Centre Directors and Administration Staff

Methods: Who Does It: Evidence Generated
Job Specification clearly outlined in accordance with | CEO, Admin Staff and Department of Education Circulars/Memos
DES circular letters Centre Director
Position is advertised in national press Job Advertisement & Westmeath VEC website
Job Description is defined Copy of job description
Monitoring

Monitor Frequency Method(s)
CEO and Committee Determined by Minister Circular Letters will be implemented

for Education
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service

Procedure Title: B3.2 Staff Induction Version 3 Date 19th
Dec 2005

Purpose:

All new staff will have access to induction training and information on
commencement of employment.

Staff Involved: Centre Director and New Staff

Methods: Who Does It: | Evidence Generated
Staff Handbook provided for | Centre Director | Copy of Staff Handbook
new Staff
Monitoring
Monitor Frequency Method(s)
Staff Induction Annually This procedure will be reviewed on annual basis
Working Group by the Staff Induction Working Group and any
recommendations made will be implemented
where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

B3.3 Staff Development

| Version 3 | Date 19th Dec 2005

Purpose:

The Staff Development Working Group will identify, prioritise and meet the training, development and support needs of adult education
staff in Co. Westmeath VEC Adult Education Service.

Staff Involved: Staff Development Working Group

Methods:

Who Does It:

Evidence Generated

Training Needs Analysis and subsequent organisation

Staff Development

Minutes of Staff Development Working Group

of training Working Group meetings
Staff Questionnaires used to identify training needs
Attendance and training records for staff development
Emails/ bulletins and notices
Monitoring
Monitor Frequency Method(s)
CEO, AEO and Staff Annually The Staff Development Working Group will monitor and review this procedure on

Development Working
Group

an annual basis and implement any recommendations made where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

B3.3 Staff Development

| Version 3 | Date 19th Dec 2005

Purpose:

The Staff Development Working Group will identify, prioritise and meet the training, development and support needs of adult education
staff in Co. Westmeath VEC Adult Education Service.

Staff Involved: Staff Development Working Group

Methods:

Who Does It:

Evidence Generated

Training Needs Analysis and subsequent organisation

Staff Development

Minutes of Staff Development Working Group

of training Working Group meetings
Staff Questionnaires used to identify training needs
Attendance and training records for staff development
Emails/ bulletins and notices
Monitoring
Monitor Frequency Method(s)
CEO, AEOQ and Staff Annually The Staff Development Working Group will monitor and review this procedure on

Development Working
Group

an annual basis and implement any recommendations made where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service

Procedure Title: B4. 1 Information Provision | Version 4 | Date 9th Mar 2006

Purpose: Prospective students will receive clear, relevant and comprehensive information and guidance about course entry requirements,
programme content and learner supports that will assist them in making informed choices about courses of study and possible accreditation
pathways.

Staff Involved:
Centre Director, Tutors, Reception Staff, Administration Staff, Ancillary Staff and the Adult Education Guidance Service

Methods: Who Does It: Evidence Generated

Advertisements Centre Director Flyers, Adult Education Guidance Booklet, website
address, advertisements

All Students will have access the FETAC web-site IT tutors All IT rooms will have details posted on accessing the
FETAC web-site

One to one meetings with Centre Director Centre Director Centre Director’s Diary

Westmeath Adult Education Guidance Service Centre Director Guidance service database

Learner feedback on information provision included in | Centre Director and Completed evaluations and reports on evaluations

internal evaluations Assess Learner Needs

Working Group

Monitoring

Monitor | Frequency | Method(s)
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B4.2 Learner Entry Arrangements | Version 3 | Date 19th Dec 2005

Purpose: To ensure that the selection process for students entering education programmes is fair and transparent and that clear and
accurate information regarding entry to programmes is made available to all potential students as per Department of Education and Science

guidelines.

Staff Involved:
Centre Director

Methods: Who Does It: Evidence Generated
Enrolment criteria for all programmes provided to Centre Director Application form and information given to students
prospective students
Students selection process is governed by DES Centre Director Application form
guidelines for that programme
Appeals procedures notified to students Appeals Committee Appeals procedures & copies of appeals
Monitoring
Monitor Frequency Method(s)
Centre Director & AEO Annually The Centre Director will discuss the above procedure at staff meeting and/or board

meeting and any recommendations following this review will be implemented
where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B4.3 Recognition of Prior Learning.

| Version 3

| Date 19th Dec 2005

Purpose: Students entering adult education programmes will receive recognition for prior learning on entry into all programmes.

Staff Involved:
Centre Director and Tutors

Methods:

Who Does It:

Evidence Generated

On entry into programmes students will be asked
about Prior Learning and recognition will credited to
them for any previous achievements, where possible
Entries for accreditation will include all appropriate
exemptions regarding prior learning

Centre Director

Centre Director

Student application forms

Entry forms for accreditation

Monitoring
Monitor Frequency Method(s)
Accreditation Working Annually The Accreditation Working Group will review pathways for recognition of prior

Group Meeting

learning.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B4.4 Facilitating Diversity

| Version 3

| Date 19th Dec 2005

Purpose:

Access to all programmes is free from discrimination as per the Equal Status Act and enrolment is in accordance with DES guidelines.

Staff Involved: Centre Director

Methods:

Who Does It:

Evidence Generated

Training for staff to ensure access is free from
discrimination

Discrimination will not be allowed in centre
Students will be made to feel welcome
Equality Audit

Learners feedback will be obtained through
evaluations on any improvements possible to assist
them individually in programmes

Action Plan on addressing needs of students

Centre Director, AEO
and Guidance Service
Centre Director
Centre Director
CEO, AEO, CEF

Centre Directors and
Assess Learner Needs
Working group

Assess Learner Needs
Working group

Staff Development Training Records

Signed Code of Ethics signed by students

Policy of Dignity and Respect on display

Equality Audit and subsequent Action Plan, 2007 and
at least every 5 years thereafter.

Completed evaluations, report on internal programme
evaluation by Centre Directors, cross programme
evaluations by Assess Learner needs working groups
and all external evaluations

Action Plan and minutes of Assess Learner Needs
Working group minutes

Monitoring
Monitor Frequency Method(s)
CEO, AEOQ, Staff Annually The Assess Learner Needs working group will review the above procedure on an

Development Working
Group and Assess
Learner Needs Working
Group

annual basis and any recommendations following this review will be implemented

where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

B4. ACCESS, TRANSFER AND PROGRESSION

Students receive clear, relevant and comprehensive information about the programmes on offer and have the opportunity to
clarify their goals. Where applicable, accredited prior learning is taken into consideration. Access is free from discrimination.
Learners have access to information advice and support to assist them in meeting their learning requirements, coping with
difficulties and progressing satisfactorily through the programmes. In addition, students are given information on additional

progression routes on completion of the programme they are currently attending.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

B5. Programme Development, Delivery and Review

It is the policy of the Adult Education Service to provide comprehensive, inclusive and accessible adult education programmes,
which cater for the continuing adult education needs for all students in accordance with our mission statement. Learner needs
are identified and approved programmes are designed, planned, delivered and reviewed. Appropriate learner records are

maintained securely and safely in accordance with the Data Protection Act.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

B5.1 Need Identification | Version 4 | Date 9th Mar 2006

Programmes are designed to meet the needs of specific disadvantaged target groups by Department of Education and Science. Within these
programmes learners are encouraged to communicate individual needs and these are accommodated where feasible.

Staff Involved: Centre Director Adult Education Guidance Service and Staff

Methods: Who Does It: Evidence Generated

Programmes are designed in accordance with Centre Director VTOS, BTEI, Youthreach, STTC & Literacy
Department of Education & Science Guidelines programmes are constituted by Westmeath VEC
Consultation with stakeholders informs programme | AEO and Centre Records of meetings of AEO and Centre directors with
design Directors stakeholders with regard to specific programmes;

Student Enquiries

Student Interview

minutes of Adult Education Board meetings; Minutes of
STTC Board meetings, minutes of external committee
meetings

Records of student enquiries

Guidance Service meet with potential students Centre Director Records of student interviews with Centre Director
Meetings with Centre Director & Learner Centre Director and Records of meetings with Centre Director and learners
Programmes are designed to meet the needs of Administration Staff Guidance Service Database

learners on entry

Guidance Service Minutes of staff meetings record how programmes will
Centre Director and Staff | be developed to suit needs of students
Centre Director

Monitoring

Monitor

| Frequency | Method(s)
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Centre Director

Annually

The Centre Director and tutors will discuss such records at least one staff meeting a
year and any findings will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title: B5.2 Programme Design

| Version 3

| Date 19th Dec 2005

All programmes in Co Westmeath VEC Adult Education Service are designed in accordance with DES guidelines for each target group and
to meet individual needs of students. The programmes are structured to facilitate progression. Work experience modules are included
where feasible to allow students to practice skills in a real work environment.

Staff Involved: Centre Director and Staff

Methods:

Who Does It:

Evidence Generated

Implementation of Department of Education and
Science Guidelines for each programme

Programme Evaluation by students

Staff Meetings

Programmes are accredited where possible to facilitate
progression

Guidance service proactively engage with classes &
individual students so they are well informed of
progression pathways.

Work Placement Modules

Centre Director and Staff
Centre Director
Centre Director and Staff
Centre Director

Guidance Service

Centre Director

Department of Education Guidelines and Records
Student surveys and questionnaires

Minutes of Staff Meeting

Student Certificates

Guidance Service database

Records of Work Placement and Work Placement
Portfolios, where applicable

Monitoring
Monitor Frequency Method(s)
AEOQO and Centre Director | Annually The Centre Director and AEO will review the above procedure on an annual basis

and any findings will be implemented where feasible.

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

Validation

B5.3 Programme Approval Pre-Submission for

Version 3 Date 19th Dec 2005
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

All Centre Directors are engaged in the application to FETAC for validation of programmes. Upon agreement all FETAC programmes will
be submitted to CEO for approval and subsequent submission to FETAC.

Staff Involved: Centre Directors, CEO

Methods: Who Does It: Evidence Generated

Accreditation working group meeting Convenor of Accreditation Working Group minutes
Accreditation Working
Group

All programmes will be approved by the CEO

Record of CEO approval of staff recruitment, staff
CEO timetables and issue of budget for programmes. CEO
signature of approval on all applications for funding
and statistical, financial and qualitative returns

Monitoring
Monitor Frequency Method(s)
Accreditation working Annually The Accreditation working group will review the above procedure on an annual

group

basis and any findings will be implemented where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service

Procedure Title: B5.4 Programme Planning | Version 3 | Date 19th Dec 2005

All programmes will be implemented through the use of transparent schedules and timetables.

Staff Involved: Centre Director and Staff

Methods: Who Does It: Evidence Generated
Staff Meetings Centre Director Minutes of Staff Meetings
Design Programme schedules Programme Schedules
Implement timetables Programme timetables
Monitoring
Monitor Frequency Method(s)
Centre Director Annually The Centre Director will review the above procedure on an annual basis and any
findings will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service

Procedure Title: B5.5 Programme Delivery

| Version 3 | Date 19th Dec 2005

All programmes within the Westmeath VEC Adult Education Service have arrangements in place to ensure that programmes are delivered

in accordance with programme plans and guidelines.

Staff Involved: Centre Director, Tutors and Administration Staff

Methods:

Who Does It:

Evidence Generated

Adequate resources and learning materials are
available to deliver programmes

Staff Meetings

Timetables and schedules are adhered to where
possible

Learner feedback through evaluation sheets

Centre Director

Centre Director
Centre Director

Centre Directors

Budget Allocation for Resources and Learning
Materials

Minutes of staff meetings

Part-time teaching claim forms, class registers and
staff absence forms

Completed evaluation sheets and report on evaluation

Monitoring
Monitor Frequency Method(s)
Centre Director Annually The Centre Director will review the above procedure on an annual basis and any

findings will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

B5.6 Learner Records

| Version 3 | Date 19th Dec 2005

All programmes within the Westmeath Adult Education Service will keep records of learner participation and learner achievement such as
attendance records, learner progress records and data required by FETAC for the production of awards and statistical analysis.

Staff Involved: Centre Director

Methods: Who Does It: Evidence Generated

Attendance Records will be maintained by all Tutor Roll books

programmes

Learner information will be recorded Centre Director Student application forms

Certification records will be maintained Centre Director Student files

Student support needs will be identified and addressed | Centre Director Record of meetings with student/ minutes of staff

meetings

Programme Review Report AEO Annual Report of Adult Education Service
Monitoring

Monitor Frequency Method(s)

Centre Director Annually The Centre Director will review the above procedure on an annual basis and any

findings will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Co Westmeath Adult Education Service

Procedure Title:

B5.7 Provision / Maintenance of Learning Facilities/

Resources

Version 3 Date 19t Dec 2005

The resources are allocated and maintained in order to ensure full participation by all students. Measures are taken to reduce barriers faced

by specific disadvantaged groups.

Staff Involved: Centre Director

Methods: Who Does It: Evidence Generated
Resources are allocated CEO/AEO/ Centre Records of expenditure
Physical adaptations are made to buildings in order to | Director Record of adaptations made to premises in order to

facilitate access

Those whose first language is not English will be able
access education

Members of the Travelling community can access
education

Learner feedback through evaluation sheets

Centre Director

Centre Director

Centre Director

facilitate access

Records of ESOL & basic English classes for non-
Irish nationals

Timetables of the Senior Traveller Training Centres

Evaluation sheets and report on evaluations

Monitoring
Monitor Frequency Method(s)
Centre Director Annually The Centre Director will review the above procedure on an annual basis and any

findings will be implemented where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service

Procedure Title: B5.8 Health and Safety | Version 3 | Date 19th Dec 2005

Premises and facilities are maintained in accordance with current health and safety legislation to ensure the health and safety of all staff and
students on the programme.

Staff Involved: Centre Director and Staff

Methods: Who Does It: Evidence Generated

Compliance with the Safety Statement Centre Director Safety Statement

Safety Officer in each centre Safety Officer Verification

Maintenance of hazard control sheets and notices Hazard control sheets and notices

Health and Safety Training for Staff Records of Health and Safety Training

Fire Drills Records of Fire Drills

Learner feedback through evaluations Evaluation Sheets and report on evaluations

Monitoring

Monitor Frequency Method(s)

Centre Director Annually The Centre Director will review the above procedure on an annual basis and any
findings will be implemented where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Co Westmeath Adult Education Service

Procedure Title: B5.9 Programme Review | Version 3 | Date 19th Dec 2005

All programmes within the Westmeath Adult Education Service are reviewed at regular intervals to ensure their continued relevance.

Staff Involved: Centre Director and Staff

Methods: Who Does It: Evidence Generated
External Examiner/Verifier Visits External External Examiner/Verifier Report
Examiner/Verifier
Maintenance of statistical reports re. learner Centre Director Statistical Reports and Annual Reports
achievement Centre Director Minutes of staff meetings
Staff Meetings Centre Director/External | Programme Evaluation Report/ student
Programme Review/Evaluation Evaluator questionnaires/ surveys.
Monitoring
Monitor Frequency Method(s)
Centre Director Annually The Centre Director will review the above procedure on an annual basis and any
findings will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B6.1 Co-ordinating Planning of Assessment

| Version 5

| Date 01 Dec. 09

Purpose:

Programmes are designed to facilitate the needs of learners in relation to assessment, in order to ensure that each learner participates fully in the
Full integration between modules is facilitated.

assessment process thus maximising his or her full potential.

Staff Involved: Centre Director and Staff

Methods:

Who Does It:

Evidence Generated

Assessment Plan

Staff Meeting to discuss proposed assessment content
Staff discussion on cross curricular activities and
assessments

Staff discussion on assessment schedules

Notification of assignment schedules to students & staff
Keep assessment records for students

Learners Verification

Centre Director and Staff

Assess Learner Needs WG

Internal Verifier & External Authenticator Reports
Minutes of Staff Meetings

Minutes of Staff Meetings

Minutes of Staff Meetings

Minutes of Staff Meetings

Records of proposed assignment schedules
Assessment Records

Questionnaires/ Evaluation Sheets

Monitoring
Monitor Frequency Method(s)
FETAC Evaluation Annually The above procedure will be reviewed on an annual basis at the staff meeting and the
Committee any recommendations following this review will be implemented where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.2 Information to Learners | Version 5 | Date 01 Dec. 09
Purpose:

Learners have access to the information necessary for them to successfully participate in the assessment process.

Staff Involved: Centre Director and Staff

Methods: Who Does It: Evidence Generated
Assessment Plan Centre Director & Tutors Assessment Details
Monitoring
Monitor Frequency Method(s)
Centre Director Annually The above procedure will be reviewed on annual basis at staff meetings and any
recommendations following this review will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.3 Security | Version 5 | Date 01 Dec. 09
Purpose:

All assessment related documentation will be kept in a secure location and will only be accessible to staff involved in programme delivery and

authorized personnel on a restricted basis.

Staff Involved: Centre Director and Tutors

Methods:

Who Does It:

Evidence Generated

Assessment material will be stored in secure location
External Examiner Visits

Tutor is responsible for learner assignments

Project Authorship System

Learner assessment work receipted

Centre Director
External Examiner
Tutor

Centre Director
Administration staff

Lockable Cabinet

External examiner verifier report

Staff Verification

Verification of Authorship Statements
Receipt log of learner work assessments

Monitoring
Monitor Frequency Method(s)
Centre Director Annually The Centre Director will review the above procedure on an annual basis and any

recommendations following this review will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B6.4 Reasonable Accommodation | Version 5 | Date 01 Dec. 09

Purpose:

To ensure that assessment methodologies are adapted as necessary to cater for students with disabilities or students experiencing specific extenuating
circumstances and /or persons covered under the 9 grounds of the current equality legislation.

Staff Involved: Centre Director & Tutors

Methods: Who Does It: Evidence Generated

Equality Policy Equality & Diversity WG Minutes of Equality & Diversity WG
Staff Meetings Centre Director and Tutors Minutes of staff meetings

Staff Training and Development Centre Director Health & Diversity Check Documents
Adaptation of Assessments to suit learners Centre Director Records of staff training

Feedback from learners through evaluations sheets

Records of adapted assessments
Reports on internal evaluations of Centre Directors and
Centre Director and Assess | cross programme evaluations of Assess Learner needs

Learner needs working Working Group and subsequent action plans
group
Monitoring
Monitor Frequency Method(s)
Centre Director Annually The Centre Director will review the above procedure on an annual basis and any

Equality & Diversity Working
Group

At least every 3 years

recommendations following this review will be implemented where feasible.
The Equality & Diversity Working Group will review the above procedure on an annual
basis and any recommendations following this review will be implemented where feasible
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Provider Name:

Westmeath Adult Education Service

BioCeturéitleATIONS

B6.5 Consistency of Marking between Assessors

| Version 5 Co. Westmeath VEDateDEDeeti0 Service

Purpose: Assessors are fair and consistent in their marking of students’ work.

Staff Involved: Centre Director and Tutors

Methods:

Who Does It:

Evidence Generated

Staff meetings

Staff follow guidelines for assessment

Student evaluations

Staff attendance at FETAC training

Centre Director and Tutors
External Examiner

Centre Director

Centre Director

Cross moderation in subject areas AEO

Staff attendance at internal cross centre curriculum
development for new programmes

AEO and Centre Directors

Minutes of staff meetings

External examiner verifier reports

Records of students’ evaluations

Attendance records of FETAC training

Minutes of Internal Cross Moderation Sessions
Attendance records at cross centre curriculum
development for new programmes; materials produced
made available to tutors

Monitoring
Monitor Frequency Method(s)
AEO, Centre Director, Annually The Accreditation working group will review the above procedure on an annual basis and

Accreditation Working
Group

any recommendations following this review will be implemented where feasible.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.6 Assessment Performed by third Parties. | Version 5 | Date 19th Dec 2005
Purpose:

This procedure is not applicable to any of our centres.

Staff Involved: Centre Director

Methods: Who Does It: Evidence Generated
Monitoring
Monitor Frequency Method(s)
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Provider Name: Westmeath Adult Education Service
Procedure Title: B6.7.1 Internal Verification | Version 5 | Date 28 March 2012
Purpose:

To ensure Internal Verification takes place

Staff Involved: Centre Director and Tutors

Methods: Who Does It: Evidence Generated
Internal Verification Internal Verifier Internal Verifier Reports
Sampling Strategy Sample Assessed
Monitoring
Monitor Frequency Method(s)
FETAC Committee At each assessment The FETAC Committee will review these methods on an annual basis and any
recommendations following this review will be implemented where feasible.
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Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.7.2 External Authentication | Version 5 | Date 28 March 2012
Purpose:

To ensure external authentication takes place within FETAC guidelines

Staff Involved: Centre Director and Tutors

Methods: Who Does It: Evidence Generated
External Authentication External Authenticator External Authenticator Reports
Sampling Strategy FETAC Evaluation Sample Assessed
Committee Provisional Results Report
Sample Selected
Results Approval Panel Report
Learners Certification Records
Monitoring
Monitor Frequency Method(s)
FETAC Committee At each assessment The FETAC Committee will review these methods on an annual basis and any
recommendations following this review will be implemented where feasible.
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B1. COMMUNICATIONS

Co. Westmeath VEC Adult Education Service

Provider Name:

Westmeath Adult Education Service

Procedure Title:

B6.8 Feedback to Learners

| Version 5

| Date 01 Dec. 09

Purpose:

Individual learners receive regular and timely feedback on their assessment.

Staff Involved: Centre Director and Tutors

Methods:

Who Does It:

Evidence Generated

Distribution of assignment/assessment schedule to
students

One to one meetings between learners and co-ordinator
Meetings between learners and tutors

Learner verification through evaluation sheets

Centre Director and Tutors

Records of assignment/assessment schedules

Records of meetings between learners and co-ordinator
Records of meetings between learners and tutors
Completed evaluation sheets and report

Monitoring
Monitor Frequency Method(s)
Centre Director and Tutors On going Review methods at staff meetings and any recommendations following this review will be

implemented where feasible.
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Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.9 Learner Appeals | Version 5 | Date 28 March 2012
Purpose:

Learners can appeal an assessment result that they feel is unfair.

Staff Involved: Centre Director

Methods: Who Does It: Evidence Generated

Internal appeals procedure in place for assessments. FETAC Approval Notice to students of the internal appeals procedure

FETAC appeals procedure in place and the Centre Committee Notice to students of the FETAC appeals procedure

Director notifies students and tutors of this procedure.

Appeals lodged to FETAC by the Centre Director. Record kept of learner appeals and outcomes of appeals
Monitoring

Monitor Frequency Method(s)

FETAC Committee At each assessment Appeals dealt with in accordance with our appeals process
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.10 Result s Approval | Version 5 | Date 28 March 2012
Purpose:

Data submitted to FETAC for certification purposes is thoroughly checked for accuracy and reliability and that the details of this checking process are
recorded.

Staff Involved: Centre Director

Methods: Who Does It: Evidence Generated
Results are approved by the FETAC Committee FETAC Committee Report from the FETAC Committee
Monitoring
Monitor Frequency Method(s)
FETAC Committee At each assessment The FETAC Committee will monitor this procedure to ensure that all data submitted to
FETAC is accurate.
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Co. Westmeath VEC Adult Education Service

Provider Name: Westmeath Adult Education Service
Procedure Title: B6.11 Corrective Action | Version 5 | Date 01 Dec. 09
Purpose:

To ensure that an action plan to deal with errors and omissions which impact on the validity of the assessment process is developed and implemented.

Staff Involved: Centre Director and Tutors

Methods:

Who Does It:

Evidence Generated

Procedure of corrective action in place on breach of
student authorship e.g. plagiarism in the event of
loss/damage to student work

Internal Verification of Assessment

External Authentication

Centre Director

Staff Verification
Records of corrective action

Records of Internal verification of assessment
External Authenticators Report

Monitoring
Monitor Frequency Method(s)
Centre Director Annually This procedure will be reviewed on an annual basis and any recommendations made will

be implemented where feasible.
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B6. FAIR & CONSISTENT ASSESSMENT OF LEARNERS

The Adult Education Service of Co. Westmeath VEC is committed to providing a fair and consistent mechanism of student assessment. Students will be
facilitated in every aspect of programme delivery to ensure that they have fair access to the assessment process at every stage, from information provision

to certification. All staff will engage in this process to ensure that we are operating in line with national standards.
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B6. FAIR & CONSISTENT ASSESSMENT OF LEARNERS

The Adult Education Service of Co. Westmeath VEC is committed to providing a fair and consistent mechanism of student assessment. Students will be
facilitated in every aspect of programme delivery to ensure that they have fair access to the assessment process at every stage, from information provision

to certification. All staff will engage in this process to ensure that we are operating in line with national standards.
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Co. Westmeath VEC Adult Education Service

| B 7 Protection for Learners

| Provider Name: Co. Westmeath VEC

B7.1 Cessation of Programmes

paid they will be reimbursed.

Purpose: Students will be provided with an alternative accredited programme within the VEC in the event of a programme
ceasing before completion for any reason and informed of suitable external programmes. In the event of fees having been

Staff Involved
Centre Director, Guidance Service, AEO/CEO

Methods

Who Does It

Evidence Generated

Centre Director informs CEO, AEO and Guidance Service
Any fees that have been paid will be reimbursed
Learner informed of alternative programmes within and without

VEC

FETAC accreditation at the same Level and within the same

Learner will be offered a suitable alternative programme offering

Centre Director

Centre Director

Guidance Service

Letters to CEO, AEO, Guidance Service

Receipt signed by student

Guidance Service Database

subject disciplines AEO Letter to learner offering alternative
programme
Monitoring
Monitor Frequency Method(s)
AEO Annually each summer | The AEO will report on any the cessation of any programmes

during the previous academic year to the CEO and any
recommendations will be implemented where feasible
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B9.SELF-EVALUATION OF PROGRAMMES AND SERVICES

Co Westmeath VEC Adult and Community Education Strategic Plan 2004-2007 outlines the following procedures and commitment to the evaluation of programmes

and services.

1.9 (i) Generate a monitoring and evaluation framework for the Adult and Community Education sector

1.g (iv) Develop common evaluation systems

3.d (i) Design effective, user-friendly evaluation tools that will monitor and evaluate quality continually and systematically
3.c (i) Training staff in relevant monitoring and evaluation skills and tools

3.c (iv) Document key evaluation outcomes and disseminate internally and externally
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service

B9 Evaluation of Programmes & Services

B9.1 Assignment of Responsibility

As Co. Westmeath VEC’s Adult Education Service is making an application comprising of a number of locations Training in
evaluation skills and tools will be provided for Centre Directors. Each Centre Director will assume responsibility for self-
evaluation at his/her locations, thus demonstrating his/her commitment to due process.

A list of fixed locations, which will be covered by the quality assurance system, is detailed on Page 5 of the application. This
list includes the location name and contact person for FETAC.

B9.2 Frequency of Evaluations
Centre Directors will carry out a self-evaluation of at least one programme under their remit annually.
Centre Directors will carry out a self-evaluation of all programmes at least every five years.

Following each self-evaluation an external evaluation will be implemented for that programme. External evaluations will be
carried out at least every five years.

The Assess Learner Needs working group will carry out an evaluation across all programmes at least every three years.
In relation to both self -evaluation and external evaluations recommendations will be implemented where feasible.
B9.3 Range

The Adult Education Service of Co. Westmeath VEC is committed to improvement within programmes and across the range of
programmes.

Within each programme the Centre Director will be responsible for programme reviews and internal evaluations.
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B1. COMMUNICATIONS Co. Westmeath VEC Adult Education Service
Two working groups of Centre Directors, the Accreditation Working Group and the Assessing Learner Needs working group,
are responsible for improvement across the range of programmes.

B9.4 Learner Involvement

The learner will have input into the evaluation process via questionnaires and learner interviews.

Centre Directors will analyse the views of learners annually through questionnaires, interviews and staff meetings. This will be
included in the programme review.

The views of the learners across the wide range of programmes of the Adult Education Service of Co. Westmeath VEC will be
sought, collated and analysed by the Assessing Learner Needs working group.

The views of past learners will be collated by the Guidance Service and will be reviewed by the Assessing Learner Needs
working group.

The input from learners will contribute to self-evaluations and external evaluations.

B9.5 Selection of External Evaluators

The Evaluation Management Team consisting of the AEO, a member of the Accreditation Working Group and the Centre
Director whose programme is being evaluated will compile the criteria and terms of reference for the evaluation.

Quotations will be sought from evaluators; these will seek a costing for the evaluation, a work schedule, a copy of the
evaluator's CV and a list of references.

The evaluation management team and the terms of reference team will select a suitable external evaluator.

B9.6 Methodology
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Programmes will be reviewed on an annual basis. Each review will be discussed at a staff meeting and improvements
implemented where feasible.

Each programme will carry out a self-evaluation followed by an external evaluation at least every five years. An action plan will
be compiled and implemented according to the findings of the evaluations.

The evaluation management team will prepare a report on the evaluations for the Accreditation Working Group and the Assess
Learner Needs Working Group.. Key recommendations, which may improve the quality across the range of programmes, will
be forwarded to all Centre Directors.

A copy of the self-evaluation report and consequent improvement plans will be sentto FETAC
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