Programme Co-ordinator
	Procedures
	Quality Assurance Requirements
	Evidence

	B1.1 Communication with Learners
	If a Learner highlights any issue that they feel will affect their participation on a programme, record this and bring to the attention of relevant personnel
Facilitate Learners in completing evaluation sheets where they will be given an opportunity to express their opinions on the programmes and services available in the Centre/ School. (These evaluation sheets may feed into B9: Self Evaluation of Programmes and Services)

	Written notes completed by Tutor

Minutes of Meetings

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

Note any suggestions for improvement to programmes and services for further discussion at the appropriate forum

	Minutes of staff meetings

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

Respond to enquiries within 7 days, where possible

Use local media to advertise upcoming programmes, where appropriate
	Copy of written queries

Record of written acknowledgement

	B2.1 Equality Training
	Ensure all relevant staff are briefed on the Equality and Diversity Policy of North Tipperary VEC
	Minutes of meetings
Website

Attendance Records

	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
	Copy of staff handbook


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

	B4.1 Information Provision
	Provide information for current and prospective Learners in the following ways:
     Advertisements
     Open days/evenings
     Prospectus
     During interviews or on enrolment

An induction pack will be provided for new Learners (please see procedure 4.1 for specific information on what information should be given to Learners)
	Prospectus
Website

Induction Pack

	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
	Match Learners to programmes that will suit them and their needs, as practicable 

Participate in any staff events that will raise awareness of facilitating diversity

If appropriate, individual learning plans may be used to aid in facilitating diversity
	Attendance Records at training on raising diversity awareness
Record of  accommodations for Learners with special needs

Individual Learning Plans for Learners

	B5.5 Programme Delivery
	Co-ordinate the rolling out of the new programme either at Centre/School level or VEC level, depending on the uptake
Facilitate the review of the programme once it has been delivered and Learners have achieved certification from FETAC
	Minutes of meetings


	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 Resources
	Learners will be given a schedule outlining when they may have access to the premises and facilities in a Centre/School
	Schedules/timetables

	B5.9 Programme Review
	Programmes will be reviewed on an ongoing basis
Any issues arising will be noted and action(s) agreed
	Reports
Recommendations from Tutors/Learners participating on the programme

Learner Evaluation forms

	B6.1 Co-ordinated Planning of Assessment 
	Facilitate Assessors to agree assessment timetables
Make these assessment timetables available to all relevant Assessors and Learners

Facilitate Assessors to identify areas for possible integration

New Assessors will be facilitated to attend training on assessment for FETAC certification
	Record of Attendance at briefing sessions
Agreed timetables for a programme of study

Completed integration tables for appropriate programmes

	B6.2 Information for Learners
	Inform Learners about assessment as part of their induction. This may be done through a Centre/Learner agreement.

Please see procedure B6.2 for a full list of the types of information that should be given to Learners
	Centre/Learner agreement

	B6.3 Security of Assessment Related Processes and Material
	Maintain copies of all briefs, examination papers, marking schemes and outline solutions and make them available to the External Examiner/Authentication Process
Maintain copies of examination attendance rolls

Highlight dates associated with lodging an appeal to all Assessors and Learners

Advise Learners that assessment work will not normally be returned to them and that they should therefore make copies
	Copies of all assessment instruments and related documentation
Copies of information notices

Centre/Learner agreement

Induction information for Learners

	B6.4 Reasonable Accommodation
	Meet with Learners requesting special accommodations in assessment
Meet with the Assessor to identify the accommodation/adaptation needed and to decide how best to implement this

Note any requests for reasonable accommodations in order to build up a history of requests and to build capacity for dealing with requests locally
	Record of the meetings
Agreed plan of action

Database of all requests made and the outcome



	B6.5 Consistency of Marking Between Assessors
	Allocate time at staff meetings to discuss issues relating to marking assessment material, as appropriate
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
	Minutes of meeting
Centre Report Form

Actions taken documented

	B6.6 Assessment Performed by Third Parties
	Make available copies of assessment guidelines and procedures to new Assessors

Make information available about any relevant training in North Tipperary VEC for Assessors

Facilitate Assessors external to a location to highlight any issues
	Copies of assessment guidelines

Copy of timetable

Records of meetings



	B6.9 Learner Appeals
	Ensure Learners are informed about Appeals

Facilitate Learners who wish to lodge an appeal against their result
Inform Learners that they can only lodge an appeal based on the original evidence and cannot in any way alter their work 
	Copy of Appeals Application Form

Centre/Learner agreement

	B9.4 Learner Involvement
	Record, on an ongoing basis, the views of current Learners throughout their participation on a programme
	Questionnaires

Focus Groups

Interviews

Evidence of complaints made
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