Centre Co-ordinator / Principal
	Procedures
	Quality Assurance Requirement
	Evidence

	B1.1 Communication with Learners


	Meet with the Student Council at least once per year
	Written notes completed by the Centre Co-ordinator/Principal


	B1.2 Communication with Staff
	Communicate information regarding new developments and upcoming events at staff meetings, in the newsletter or on notice boards 

Encourage and facilitate staff in suggesting improvements to programmes and services

	Copy of notices or e-mails
Minutes of staff meetings

Staff development days

Notes taken outlining staff suggestions


	B1.3 Communication with other Stakeholders
	Ensure frontline staff are fully informed about all programmes and services in the Centre/School 

Respond to enquiries within 7 working days, where possible

Use local media to advertise upcoming programmes, where appropriate
Facilitate a member of staff to update the relevant websites associated with the Centre/School

	Prospectus
Promotional material

Copy of written queries

Induction pack

Copy of advertisements

Website



	B2.1 Equality Training        
	Ensure all relevant staff are briefed on the Equality Policy of North Tipperary VEC

	Minutes of meetings where Equality was discussed


	B3.1 Staff Recruitment and Allocation
	Identify the need for a new staff member

Set out the criteria for the short listing of applicants

	Proposal to the CEO
Job Advertisement

Criteria for short listing


	B3.2 Staff Induction
	Ensure each new member of staff receives a staff handbook

A mentor may be assigned to a new member of staff

	Staff Handbook


	B3.3 Staff Development
	Identify the training, development and support needs of staff and communicate these to the Research, Training and Development Officer

Bring to the attention of relevant staff information regarding proposed training days. This may be done via bulletin boards, e-mail notices or during staff meetings

Support staff in their attendance at seminars, talks, workshops and in-service


	Plan of what training will be organised and when – agreed with the Research, Development and Training Officer


	B4.1 Information Provision
	Provide information for current and prospective Learners in the following ways:


Advertisements

Open days/ evenings

Centre/ School Prospectus
During interviews or on enrolment
Induction Pack
See procedure B4.1 for a sample of the type of information that should be provided to Learners

	Centre Prospectus

Website
Annual Report

Induction Pack for Learners

Centre/Learner agreement


	B4.2 Learner Entry Arrangements
	Detail information regarding allocation of places on programmes of study in the Centre/School Admissions policy

All applicants may be interviewed

Ensure the decision of the interview is sent to Learners within 10 working days

Make available details of the appeals mechanism for Learners unsuccessful in securing a place 

	Admissions Policy
Statement of entry arrangements and selection process for each programme

Details of appeals mechanism

Prospectus

	B4.3 Recognition of Prior Learning
	Facilitate Learners in using any relevant prior certification to gain access to a programme, gain an exemption from an element of a programme or to gain credit towards an award

	Record of a Learner using prior certification to gain credit for a FETAC module

	B4.4 Facilitating Diversity
	Reasonably accommodate Learners with special needs 

Buildings will be physically adapted to facilitate access as far as is reasonably practical

Learner induction should include focus on the advantages of diversity and Learners should be matched to appropriate programmes

Where possible raising awareness about diversity should be encouraged for all staff and Learners

	Induction Pack
Promotional material promoting access

Attendance records at appropriate meetings

Access Audits

	B5.1 Need Identification
	When requested, participate in discussions to identify ideas for new programmes

	Minutes/Notes from meetings held

	B5.6 Learner Records
	Maintain records of Learners' attendance, progress and achievement

	Roll Books
Tutor Records
Learner progress reports
Record of meetings


	B5.7 Provision and Maintenance of Learning Facilities/ Resources
	The resources necessary to enable Learners to successfully participate on a programme will be identified and every effort made to provide these resources

Accommodate Learners with requirements for specific resources to overcome a disability or disadvantage, where practicable
	Budget allocation for resources
List of resources for each programme

Schedule of when Learners can access premises and facilities 

Information on accommodations made for Learners with special needs 



	B5.8 Health and Safety
	Participate, if requested, in drafting a Health and Safety Statement for your Centre/School

Identify any hazards and ensure they are made good

Review Health and Safety procedures on an ongoing basis with staff
	Health and Safety Statement

List of hazards identified and made good


Minutes of meetings


	B5.9 Programme Review
	Review programmes on an ongoing basis and any issues that arise, agree an action

	

	B6.2 Information to Learners
	Take part in the consultation process in your Centre/ School to agree the content for a Centre/Learner agreement. Sign one copy of this agreement for each Learner in your Centre/ School

	Signed Centre/Learner agreement
Feedback from staff

	B6.3 Security of Assessment Related Processes and Material
	Provide a secure and safe place for assessment evidence to be stored until after the appeals time has elapsed

	

	B6.5 Consistency of Marking Between Assessors
	After each External Examiner/ External Authentication, highlight and examine any discrepancies between the Assessor’s marking with his/her colleagues and/or the External Examiner’s/ External Authenticator’s moderating. 
Take appropriate action in response

	Centre Report Form/ External Authenticator’s Report
Action taken documented

	B6.7 Consistency of Marking with National Standards
	Make the External Examiners report available to all Assessors
After each External Examiner/ External Authentication, highlight and examine any discrepancies between the Assessor’s marking with his/her colleagues and/or the External Examiner’s/ External Authenticator’s moderating. 

Take appropriate action in response, for example: further training for the Assessor in devising and marking assessment material

	Centre Report Form/ External Authenticator’s Report
Any action taken documented

Attendance records for Assessor having attended additional training

	B6.9 Learner Appeals
	Issue results to Learners within 10 working days of receipt of the results by your Centre/School

Learners must be made aware that they can appeal an result and should be given specific information about the process in your Centre/School
	Postage book
Centre/Learner agreement, information on notice boards or websites, information leaflet

	B6.11 Corrective Action
	Any issue that calls into question the integrity of the assessment process will be fully investigated and the following steps implemented:

- Meet with the appropriate parties
- Allow the parties to outline their case
- Agree an appropriate action
- Document the action
- Notify FETAC if necessary
	Copies of notes taken detailing the issue and the action taken

	B9.1 Assignment of Responsibility
	Facilitate the self evaluation of one of the programmes or services in your centre/school if requested to do so by Institiud Thuamhumhan or North Tipperary VEC, having been identified as one of the locations to engage with the self evaluation process

	Minutes of meetings



	B9.4 Learner Involvement
	Facilitate your Learners to participate in communicating their views and opinions on the programmes and services on offer to them
	Questionnaires

Interviews

Focus Groups



	B9.6 Methodology
	Participate in providing data that will feed into the Provider’s self evaluation process
	Questionnaires

Evaluation sheets

Observations

Self Evaluation checklist

Programme evaluation report
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