Tutors/Assessors
	Procedures
	Quality Assurance Requirements
	Evidence

	B1.1 Communication with Learners
	Note any issues Learners highlight as affecting their full participation on the programme.


	Written notes completed by Tutor

Minutes of Meetings

	B1.2 Communication with Staff
	Tutors will bring suggestions for improvement to the programmes and services in which they are involved to the attention of Programme Coordinator/Centre Coordinator at staff meetings or at one-to-one consultations
	Minutes of staff meetings

	B1.3 Communication with other Stakeholders
	Enquiries made to Tutors will be acknowledged where appropriate and responded to within seven working days where possible, and will include details of a contact person and telephone number.
	Copy of written queries

Record of written acknowledgement

	B4.1 Information Provision
	Participate when required in producing an induction pack for Learners or updating information in the centre/school prospectus, website or other promotional material
Please see procedure B4.1 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
	Participate in any staff events that will raise awareness of facilitating diversity

Reasonably accommodate Learners with special needs in your classes and assessments
Develop Individual Learning Plans for Learners, as appropriate
	Attendance Records at training on raising diversity awareness
Record of  accommodations for Learners with special needs

Individual Learning Plans for Learners

	B5.4 Programme Planning
	Tutors will translate the validated programme and associated information into practical plans for delivery
	Tutor Handbook

	B5.5 Programme Delivery
	Ensure quality of outcome of the programme, with support from the Programme Co-ordinator and other relevant staff
Participate in the review of the programme, if requested
	Minutes of meetings
Modified programme

	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 with requirements for specific resources to enable them overcome a disability or disadvantage will be accommodated where practicable
	Record of reasonable accommodation implemented for this Learner

	B5.9 Review Cycle of Existing Programmes
	Participate in the review of the programme, if requested
	Minutes of meetings

Modified programme

	B6.1 Co-ordinated Planning of Assessment 
	Participate in in-service / briefing sessions on preparing briefs and marking schemes, preparing examination papers, marking schemes and outline solutions and integration

Agree, with colleagues delivering on the same programme of study, when assessment for each module will take place over the course of a programme

Assessors working on the same programme of study who are delivering modules that can accommodate the integration of assessments will meet to highlight areas of possible integration 

Where possible Assessors will agree integrated briefs
	Record of Attendance at briefing sessions
Agreed integrated assessment briefs

Agreed timetables for a programme of study

Completed integration tables for appropriate programmes

	B6.2 Information for Learners
	Take part in the consultation process, if requested, in your Centre/ School to agree the content for a Centre/Learner agreement.
Please see procedure B6.2 for specific details on what information Learners should receive in relation to assessment
	Centre/Learner agreement

	B6.3 Security of Assessment Related Processes and Material
	Make available copies of assessment briefs, examination papers, marking schemes and outline solutions and examination attendance rolls as appropriate to the Centre/Programme Co-ordinator
When a Learner submits assessment material for certification purposes, record receipt of same 

Securely store all assessment material until after the appeals time has elapsed

Inform Learners that they must attest to the fact that all assessment work presented is their own by signing a declaration
	Copies of assessment documentation
Record of receipting work

Signed declarations

	B6.4 Reasonable Accommodation
	Meet with the Programme Co-ordinator to identify any adaptation/accommodation needed to accommodate a Learner with a special need
	Minutes/notes from meetings
Agreed plan of action

	B6.5 Consistency of Marking Between Assessors
	Participate in meetings where time is allocated to discussing issues relating to assessment
	Minutes of meetings

	B6.7 Consistency with National Standards
	Attend training on assessment when requested to do so
	Attendance records

	B6.8 Feedback to Learners
	Provide feedback to Learners throughout their programme of study to assist them in the development of their ideas
	Record of when feedback is given

	B6.10 Return of Certification Data
	Confirm the Learner’s details with them for the purposes of seeking certification from FETAC
Make this information available to those responsible for inputting information into the Web Candidate Entry System
	Provisional Results Sheet

	B9.4 Learner Involvement
	Record the views of Learners on an ongoing basis throughout their participation on a programme and make these views available to the Self Evaluation team, if requested
	Questionnaires
Focus Groups

Interviews

Evidence of complaints made and outcome
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