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procedures including those developed by QQI (Quality and Qualifications Ireland), HEA (Higher
Education Authority) and DEFHRIS (Department of Further and Higher EduBas®arch,

Innovation and Science).

This document is informed by and should be read in conjunction with the following
documents:

1 Core Statutory QualibpAssurance Guidelines developed by Quality and
Qualifications Ireland (QQI) for use by all Providers (QQI 2016)

9 Satutory Quality Assurance Guidelines developed by QQI for

Independent/Private Providers coming to QQI on a Voluntary Basis (QQI 2016)

Qualifications and Quality Assurance (Education and Training) Act 2012

Qualifications and Quality Assurance (Education and Training) (Amendment)

Act 2019

9 Pdicy for Collaborative Programmes, Transnational Programmes and Joint
Awards (QQI 2012)

1 Topic Specific Statutory Quality Assurance Guithels developed by QOI for
Providers of Statutory Apprenticeship Programmes (QQI 2016)

1 Statutory Quality Assurance Guideafor Providers of Blended Learning
Programmes (QQI 2018)
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As new QAE policies and procedures are enacted by QQI, HEA and DEFHRIS that have
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formally approved by APC.
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that of our lecturers, staff and external stakeholders

o ongoing review and enhancement as a core activity / commitment

QAE as a shared activity / responsibility forddlarners, staff, lecturerstakeholders

o commitment to benchmarking and evolving our policies and procedures in line with
national and international developments.

o


https://www.qqi.ie/Downloads/Core%20Statutory%20Quality%20Assurance%20Guidelines.pdf
https://www.qqi.ie/Downloads/Core%20Statutory%20Quality%20Assurance%20Guidelines.pdf
•%09https:/www.qqi.ie/sites/default/files/2021-11/qg-2-sector-specific-qa-guidelines-for-private-and-independent-providers.pdf
•%09https:/www.qqi.ie/sites/default/files/2021-11/qg-2-sector-specific-qa-guidelines-for-private-and-independent-providers.pdf
http://www.irishstatutebook.ie/eli/2012/act/28/enacted/en/html?q=Qualifications+and+Quality+Assurance+Education+and+Training+Act+2012
http://www.irishstatutebook.ie/eli/2019/act/32/enacted/en/html?q=Qualifications+and+Quality+Assurance+Education+and+Training+Amendment+Act&years=2019
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https://www.qqi.ie/Publications/Publications/Policy%20for%20Collaborative%20Programmes%20Transnational%20Programmes%20and%20Joint%20Awards.pdf
https://www.qqi.ie/Publications/Publications/Policy%20for%20Collaborative%20Programmes%20Transnational%20Programmes%20and%20Joint%20Awards.pdf
https://www.qqi.ie/Publications/Publications/Apprenticeship%20Programmes%20QAG%20Topic-Specific.pdf
https://www.qqi.ie/Publications/Publications/Apprenticeship%20Programmes%20QAG%20Topic-Specific.pdf
https://www.qqi.ie/Publications/Publications/Statutory%20QA%20Guidelines%20for%20Blended%20Learning%20Programmes.pdf
https://www.qqi.ie/Publications/Publications/Statutory%20QA%20Guidelines%20for%20Blended%20Learning%20Programmes.pdf
https://www.qqi.ie/Publications/Publications/Assessment_and_Standards%20Revised%202013.pdf
http://www.apprenticeship.ie/Documents/ApprenticeshipCodeOfPractice.pdf
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Related Documents All other QAE policies, procedures, practices and
guidelines




QAE AQG Scope of Quality Assurance drEnhancement
1. Objective
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Enhancemen{QAE)Policies, Procedures, Practices and Guidelines.

1.2 To outline the relationship between the Colleg@AE Policies, Procedures,
Practicesand Guidelines and those of external academic and professional
F3SyOASa NBO23ayAaAy3d 2N GFHtARIFIGAY3 GKS

1.3 To define the relationship between the Collsg@AE Policies, Procedures,
Practices and Guidelines and the wider legislative envirariméthin which
the College operates.

2. Introduction

2.1 The Colleg@ @AEPolicies, Procedures, Practices and Guidelinssoutlined
in this manual,apply to programme delivered by Griffith Collegé&riffith
College is understood to incorporate the CaII8 éastituent campuseand
teaching centres in Dublin, Cork and Limerick, andpattner institutions
where Griffith College programmes are provided.

Inparticular,d KS a021LJS 2F (GKS /2fttS3SQa v!I9 aea

1 All programmes provided by théolege, which lead to furthegr higher
education academic awards governed by Irish or overseas awarding
bodies.

1 All programmes provided by theéollege, whiclprepare learners for the
examinations of executive, vocational, technical and professional bodies
whether nationally or internationally based.

1 All forms of programme delivery and study mode, includingtfiné,
part-time and distance provision.

2.2  The QABystemdoes notextendto programmes provided by external bodies
or organisations using the teling facilities at one ofur centres.

2.3  Thismanualhas been updated for implementation frodanuary 2018nd will
be subject to annual review under th&cademic and Professional Council
6!t/ 0 G2 &dzLlLl2NL GKS /2ftfS3aSQaty2yaz2Aay3
improvement. QQI will be notified of changes.

2.4  The Quality Assurance & Enhancement Office will maintain a master sheet of
changes made to policies, procedures and guidelines. This master sheet will
detail all changes to thmanualsince its initial appval by APC.



3.1

3.2

3.3

3.4

4.1

4.2

4.3

4.4

Role of External Agencies

Many external agencies and awarding bodies stipulate particular rules and
regulations in respect of their awards.

These criteria typically complement and extend those already outlined in the
Colleg&® ®AEmanual serving to add precision in respect of a number of
procedures, for example those relating to admission and advancement criteria.

Where the College provides a programme leading to the award of an external
agency, it is understood that the Quality Assurareed Enhancement
measures used to govern the programme include all those prescribed by the
external agency in addition to those described in the College QAE manual.
These two sets of requirements are typically retained as distinct documents,
rather than seking to integrate the requirements of particular external
agencies into the Colle@QAE manual.

In the event that theQAErequirements of a particular external agency differ
in some respect from those outlined in the Coll@@AE manual, the College
complies with the conditions stipulated by the external agency in respect of
the associated programmes involved.

Wider Legislative Context

rff 2F (GKS /2ttS3SQa FOUAQGAGASA | NB
variety of other external agencies, lfohationally and internationally.

The College is committed to ensuring that its QAE Policies, Procedures,
Practices and Guidelines continue to reflect and comply with all prevailing
national and international legislation as it evolves, for example inctse of
employment legislation and the protection of learners.

The College is committed to advancing and embracing national and
international educational development3Nhere possible it will serve to
champion these development opportunities amongst iefstlearners and the
wider educational community.

The College recognises and welcomes the ongoing contribution made by the
external legislative and educational agencies in enhancing the development of
G§KS [/ 2f t S3S Qla méeting theseCelitdia@raguiverSeits it is not
intended that the external requirements would be formally integrated into the
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external requirements understood as pesninent.
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QAE Al Quiality Assurance and Enhancement Policy
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1.2

1.3

2.1

2.2

2.3

3.1

3.2
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Objectives

To identify the principles upon which the College Quality Assurance and
Enhancement policies, procedures, practices and guidelines are based and
which aim to enhance and fulfil its mission as an education provider

To outline the College collegial approach to the agreement and ongoing
monitoring and development of quality assurance andhancement
processes

To identify the process of implementatioand integration of policies,
procedures, practices, guidelinesand the corresponding management
structures which support this process.

Introduction

The College continues to develop its Quality Assurance and Enhancement
processes in the light of perience gained in delivering its programmes, the
direction provided by external parties, and its wish to continue to enhance the
guality and effectiveness of its programme provision, in line with its mission
and objectives

The quality assurance anahlgancement measures developed by the College
and the processes, whichlow from them, seek to balance Collegade
responsibilities and faculty respsibilities. They are evidendmsed, learner
centred and inform the basis on which continuous improvementsaade

It is intended that the College Quality Assurance and Enhancement policies,
procedures, practices and guidelines will continue to evolve in the light of
ongoing seHlevaluation processes and external developments.

Quality Assurance and Enhancemt Design Principles

The College has developed a numbepaohciples, whicliorm the basis for the
design, agreement and implementation of its Quality Assurance and
Enhancement policies, procedures, practices and guideliffesse principles
will devel® over time as they are influenced by the benefit of experience and
evolving best practicel'he principles are listed below.

Quality Assurance and Enhancement processest



4.1

3.2.1

3.2.2

3.2.3

3.24

3.2.5

3.2.6

3.2.7

3.2.8

3.2.9
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existng practice and address the learning environment as a whole with
the learner at its centre

Be agreed in a collaborative environment representative of the College
as a whole

Be informed by external input from process design to monitoring,
review and revien

Set clear objectives which are appropriate to the environment and
achievable by the individual, facultyepartment or the College as a
whole

Be clear and consisterftor these purposes, documentatiavill follow

a common template designed to ensutat the reader is aware of the
R20dzySyiQa 2062S0GA@0Sa FyR ao02LIS
for specific tasks

Be communicated to all stakeholders through a variety of media

Be informative and supportive, providing individuals with as much
information and guidance as possible in order to fulfil their

responsibilities

Be designed to integrate with existing organisational practice and
management structures

Incorporate ongoing monitoring and review procedures along with
appropriate reportingstructures

3.2.10 Focus on the outcome of evaluation as opposed to the administration

of process

3.2.11 Be easily audited from an internal and external perspective through the

incorporation of clearly measurable standards.

Approval of Quality Assurance and Enhamsent Processes

In keeping with the College Quality Assurance and Enhancement principle of
collaborative agreement, all Quality Assurance and Enhancement proposals
and supporting documentation are subject to the approval of the College
Academic and Profegnal Counci(APC), which meets monthly and has
overall responsibility for safeguarding the Quality Assurance and Enhancement
practices of the College

Qx



4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

4.10

5.1

The membership of the APC includes representation from all Academic
Faculties, Professional Scho@sademic administrationSupport and Service
Departments, Student Union and members of the Management Board, which
includes the President of the College.

This forum provides the opportunity to exchange best practice, to foster
collaboration and to encouragcritical evaluation culminating in consensus

on the Quality Assurance and Enhancement policies, procedures, practices and
guidelines adopted by the College

The APC receives reports on an ongdiagis from its stltommitteesg thus
ensuring that it iskept abreast of operational Quality Assurance and
Enhancement issues.

All changes to QAE policies or procedunmasst come through the Quality
Assurance and Enhancement Office and, with supporting documentation,
must be presented to and approved by APC

Once a change has been approved by AiBEhie responsibility of the Quality
Assurance and Enhancement Officer to update all sources of QAE information,
including the College Website, the Collégeual Learning EnvironmenV(E)

and all other Colleganedia, in a timely manner and to inform all relevant
departments of the change, including satellite campuses.

Changes relating to the QAE manual for the following academic year will be
included in the manual available on all media, on SeptembBeoflhe new
academic year.

In exceptional cases, where APC decides a change must have immediate effect,
the QAE Officer will ensure that the change is reflected on all media within one
week of the APQn such cases the APC will agree a strategy for commurgcatin
such change to affected parties, particularly where learners are affected.

Before September®lin any year the QAE Officeill ensure that the QAE
manual available has all QAE updates approved by APC for that academic year.

All documentation relatingo changes in QAE policies and procedumestbe
held in the QAE officand includea Control Sheet recording all stages of the
process.

Implementation of Quality Assurance and Enhancement Processes

In addition to the Academic arférofessional Couiland its subcommittees,

the College is made up of a number of management organs which include
College, learner and external representation as appropriate and hold specific
responsibilities related to the implementation, monitoring and review of
QualityAssurance and Enhancement processes



5.2

5.3

5.4

5.5

Specific roles and responsibilities are associated wetich of these
management organsg KA OK I NB AYRAOFGSR GAGKAY
Assurance and Enhancement documentation

The roles and responsibilities of thel®ums are revised as appropriate and
in accordance with Quality Assurance and Enhancement and organisational
developments

In keeping with the College Quality Assurance and Enhancement principle of
communication, all agreed policies, procedures, practees guidelines are
circulated to stakeholders through a variety of media, including hard copy and
on-line

In addition, the rationale for the introduction of Quality Assurance and
Enhancement measures is communicated to stakeholders and supporting
implementation guidelines are devised if deemed appropriate and useful

Where necessary corresponding training is provided which may focus on academic,
management or operational issues as requir€de format of training delivered varies

in accordance with the picess but is primarily workshdpased and focussed on
concrete examples of implementation with a view to fepting anydifficulties,
whichmay arise.
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QAE A2 Academic and Professional Council

1.

11

1.2

2.1

3.1

4.1

4.2

4.3

4.4

Objectives

To set out the boards and committees which make up the academic and

professional management framework of the College

To identify the chair, frequencyof meetings, reporting lines and
responsibilities of each of these organs.

Scope

This document refers to the academic and professional management

framework of the College as a whole.
Introduction

The College has a number of boards ammmmittees, whichmanage the
various aspects of its managemenfThis document indicates the

responsibilities of each and in doing so the manner in which they collectively

form aframework, whichensures the implementation, monitoring, review and
evaluation of alQuality Assurance and Enhancement measures.

Board of Directors

Chaired by: President
Frequency of Meetings:  Monthly
Reports to: N/A
Responsibilities:

4.4.1 Overseeing the management structure of the College

4.4.2 Appointing members fothe Management BoardAcademic and
Professional Counahnd Board of Directors and assigning
responsibilities to these members

443 al AYGlFrAYAy3 'y 208SNWASg 2F GKS
Assurance and Enhancement management

4.4.4 Financial stewardship and nea capital expenditure

4.4.5 Determining and monitoring the growth path of the institution

4.4.6 Ensuring that strategic plans are consistent with current and proposed
provision

4.4.7 Considering any matters referred to it by theademic and
Professional Counak the Management Board.

Management Board

| 2ttS



5.1

5.2

5.3

5.4

6.1

6.2

6.3

6.4

Chaired by: President
Frequency of Meetings:  Weekly

Reports to: Board of Directors
Responsibilities:

5.4.1 Overseeing the operational management of the College
5.4.2 Determining budget allocatiorend making resource and capital

investment decisions up to a maximum approved by the Board of

Directors

5.4.3 Reviewing programme proposals in terms of viability and
appropriateness to strategic aims

5.4.4 Particpating in the formal review of programmes, facultieslan
departments

5.4.5 Considering resource requirements leading from Programme Reviews,

Faculty Reviews and Department Reviews

5.4.6 Managing human resource issues, including the provision of staff

development

5.4.7 Conducting salary reviews

5.4.8 Overseeing the marketing of the lzme

5.4.9 Considering any matters referred to it, as appropriate, by other
authoritiedindividuals within the College.

Academic and Professional Council

Chaired by: President

Frequency of Meetings:  Monthly

Reports to: Board of Direatrs

Responsibilities:

6.4.1 Ensuring that the College academic policies relating to teaching and
learning are consonant with the College mission and strategic plan

6.4.2 Ensuring the implementation of the academic regulations of the
College

6.4.3 Monitoring the degyn, development and implementation of
programmes of study in accordance with the functions of the College

6.4.4 Ensuring that the curriculum offered through the College is
appropriate, challenging and dynamic

6.4.5 Making recommendations to the board of managementtfoe
selection, admission, retention and exclusion of learners



6.4.6 Ensuring that the quality and standard of provision is routinely
monitored through annual monitoring, validation and review
procedures

6.4.7 Ensuring that the regulatory framework governing the assent
and examination of learners is fairly operated

6.4.8 Approving External Examiner nominations

6.4.9 Reviewing summary internal and external feedback referred to it
periodically and proposing appropriate action in response to feedback
where necessary

6.4.10 Reviewing rports and recommendations received from its sub
committees

6.4.11 Forming aehoc subcommittees where considered beneficial and
appropriate

6.4.12 Considering any matters referred to it, as appropriate, by other
authoritiedindividuals within the College.

7. Academic ad Professional CouncfAPC) SulCommittees

APC sulmommittees report directly to the APC and meet on an ad hoc basis as
required.

7.1  Programme Approval StBommittee
7.1.1 Responsibilities:
7.1.1.1Evaluating the merit of all aspects of a programme proposal
7.1.1.2Making recommendations to the APC on programme
proposals
7.1.1.3Considering any matters referred to it, as appropridig the
Academic and Professional Council
7.2  Admissions SuGommittee
7.2.1 Responsibilities:
7.2.1.1 Reviewing recognition of prior learning appliceis
7.2.1.2  Adjudicating admissions and deferral appeals
7.2.1.3 Considering any matters referred to it, as appropridie the
Academic and Professional Council
7.3  Assessment SeBommittee

7.3.1 Responsibilities:

7.3.1.1Approving External Examiner nominations
7.3.1.2Adjudicating acadmic appeals



7.4

7.5

7.6

7.7

7.8

7.3.1.3Reviewing External Examiner reports and ensures they are
responded to
7.3.1.4Approving changes to results post Review Board
7.3.1.5Considering any matters referred to it, as appropriate, by the
Academic and Professional Council
Programme Review Panel
7.4.1 Responsibilities:
7.4.1.1Reviewing Programme Reports and meeting with Programme
Committees
7.4.1.2Considering any matters referred to it, as appropridige the
Academic and Professional Council
Faculty Review Panel
7.5.1 Responsibilities:
7.5.1.1Reviewing Fadty Report and meeting with Faculty Committee
7.5.1.2Considering any matters referred to it, as appropridtg the
Academic and Professional Council
Department Review Panel
7.6.1 Responsibilities:
7.6.1.1Reviewing Department Report and meeting with Departinen
Committee
7.6.1.2Considering any matters referred to it, as appropridtg the
Academic and Professional Council
Complaints Hearing Panel

7.7.1 Responsibilities:

7.7.1.1Adjudicates on learner complaints referred to it by the Director
of Academic Programmes.

Quality Assurance and Enhancement &dmmittee
7.8.1 Responsibilities:

7.8.1.1Reviews and manages changes to QAE policy



8.1

8.2

8.3

8.4

9.1

9.2

9.3

9.4

10.

10.1

10.2

10.3

10.4

Head of Faculty Committee
Chaired by: Rotating Chair
Frequency of Meetings: At least monthly

Reports to: Management Boardhcademic and Professional
Council
Responsibilities:

8.4.1 Determiningand disseminating best practice in termsfaculty-wide
academic management

8.4.2 Making recommendations to the APC on policy issues

8.4.3 Referring common requirements the appropriate alternative
committee or board (e.g. Management BoaAtademic and
Professional Countil

8.4.4 Considering any matters referred to it by other
authoritiedindividuals within the College.

Programme Director Committee

Chaired by: Rotaing Chair

Frequency of Meetings:  at least monthly

Reports to: Management Boardhcademic and Professional

Council

Responsibilities:

9.4.1 Determiningand disseminating best practice in termscollegewide
administrative management

9.4.2 Colaborating with service departments

9.4.3 Referring common requirements to the appropriate alternative
committee or board (e.g. Head of Faculty Directors Committee,
Management BoardiAcademic and Professional Council

9.4.4 Considering any matters referred to it bther
authoritiedindividuals within the College.

Faculty Committee

Chaired by: Head of Faculty

Frequency of Meetings:  BiMonthly

Reports to: Academic and Professional Council

Responsibilities:



11.

111

11.2

11.3

11.4

12.

12.1

12.2

12.3

12.4

10.4.1 Ongoing planning and inteah and external communication of
operational and academic issues and requirements

10.4.2 Communicating faculty requirements to Programme Committees
regarding operational and academic issues

10.4.3 Considering matters referred by Programme Committees, the Head of
FacultyCommittee, Programme Director Committee, alschdemic
and Professional Counaileetings

10.4.4 Reviewing learner feedback (formal and informal) and determining
action required

10.4.5 Reviewing lecturer feedback (formal and informal) and determining
action required

10.4.6 Ensuing adequate and ongoing preparation for review boards and
examination boards

10.4.7 Producing a Faculty Report as part of the Faculty Review process

10.4.8 Considering any matters referred to it by other authoritieslividuals
within the College.

Lecturer Plenay Meeting

Chaired by: Relevant Programme Director

Frequency of Meetings:  Once per semester

Reports to: Academic and Professional Council
Responsibilities:

11.4.1 Providing facultywide information for lecturers at the outset of the

semester on administrative systems and regulations, teaching and
learning resources available etc

Programme Committee

Chaired by: Relevant Programme Director

Frequency of Meetings:  Once per semester

Reports to: Academic andProfessional Council

Responsibilities:

12.4.1 Managing, developing, delivering, monitoring and evaluating
programmes in accordance with any regulations agreed by the

Academic and Professional Couagitl stipulated by the relevant
validating body



13.

13.1

13.2

13.3

13.4

14.

14.1

14.2

14.3

14.4

16.

16.1

12.4.2 Managirg effectiveness of teaching, learning and assessment
methods and procedures

12.4.3 Managing outcome of learner, industry and academic feedback
referred to it periodically and proposes appropriate action in response
to feedback

12.4.4 Producing a Programme Report as pafrthe Programme Review
process

12.4.5 Seeking to ensure that all recommendations made by external
authorities- validating bodies etc.have been incorporated into the
good practice of the Faculty

12.4.6 Considering any matters referred to it by other authoritieslividuals
within the College.

Programme Development Panel

Chaired by: Programme Director

Frequency of Meetings:  As required

Reports to: Academic and Professional Council

Responsibilities:

13.4.1 Developing new programmes whichve been approved by the
Programme Approval StBommittee

13.4.2 Preparing for and participates in the programme validation process.

Faculty Disciplinary Board

Chaired by: Programme Director

Frequency of Meetings:  As required

Reports to: Academic and Professional Council

Responsibilities:

14.4.1 Adjudicating academic misconduct appeals
14.4.2 Adjudicating learner disciplinary matters

Library Services & ICT Comneigt

Chaired by: Senior LibrariaHT Manager



16.2 Frequency of Meetings:  Once per semester

16.3 Reports to: Management BoardAcademic and Professional
Council
16.4 Responsibilities:

16.4.1 Reviewing the ongoing management of library and IGdurces

16.4.2 Managing the outcome of learner feedback referred to it periodically
and proposing appropriate action in response to action

16.4.3 Reviewing operational documentation on an ongoing basis and
informing the APC of substantive changes

16.4.4 Providing feedback fanonitoring and review processes

16.4.5 Considering any matters referred to it by other authoritieslividuals
within the College.
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QAE A2 Membership ofAcademic and Professional Council

1.

1.3

2.2

3.1

4.1

Objectives

To set out theconstituencies from which members of Academic and
Professional Counciare appointed and/or elected, and to set buhe
membership of its constituent subommittees.

Scope

This document applies to the membership of Academic and Professional
Council and its constituent sedtmmmittees.

Introduction

The College has a number of boards ammmmittees, whichmanage the

various aspects of itgcademic and professional programmes. This document
outlines the membership of these committees, the terms of office of the
members, and details procedures for election and appointment of members.

Membership of the Aademic and Professional Council

The Academic and Professional Coumcist havethe following members:
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An independent appointee of the Board of Directors (Chair)
Director of Academic Programme=«officio)

Headof Academic Programmesxofficio)

Director of Professional Programmesx{officio)

Head of Academic Administratioexofficio)

The Head or Deputy Head of each Facuiyofficio)

Two representatives of the Cork campus

Two representatives of the Limerick campus

A programme director

A progamme director from a collaborative partner

A programme (or Faculty) administrator

A parttime lecturer

A fulktime lecturer

A member of College staff

A representative of the IT Services Department

A representative of the Marketing Department

A representéive of the International Office

A representative of Learner Support Services

tg2 Y2YAYSSa 2F (GUKS DNJ) &Teastidhe df 2f £ SIS
whichmust bean international learner

Two external members appointed by the Board of Directors, at least o
of whichmustbe an employer representative



4.2  Anexofficiomember of the Academic and Professional Coundifetain their
membership until such a point where they cease to hold the relevant office.

For all other members the term of officas two years. All terms of office are
renewable with the approval of the Board of Directors.

4.3  All nominations are subject to the approval of the Board of Directors.
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either elected student representatives or current learners in the College.

4.5 Representatives of the IT Services Department, Marketing Department,
International Office, Learner Support Services and the Libnawgt benominated by
the relevant head of departmenh

4.6 Representatives of paraind fulltime lecturers and the staff member will be
elected in a ballot arranged by the Quality Assurance and Enhancement
Department. Procedures for electi@ne detailedin a separate QAE guideline.

4.7  Programme Dirgors and Programme (or Faculty) Administrators will be
nominated by the relevant committee. Programme Directors representing
collaborative partners will be replaced at the end of their term of office by a
Programme Director from a different collaborativarmer to that represented
by the person being replaced.

4.8 Membership of the APC will be held for the full duration of the term of office
unless:
1 The member ceases to be employed by the College and/or in the

relevant role or department;
The member regns in writing to the Chair of the APC,;
The member fails to attend three consecutive meetings of the APC
without apologies, in which case thexll bedeemed to have resigned;
1 The nomination to represent a committee, departmemtother unit of

the Collge is revoked, in which case the relevant person(s) or

committee will notify the chair of the APC in writing.

T
T

4.9 Inthe event that a vacancy arises on the Academic and Professional Council, it
mustbe filled as soon as practicable by means of:

1 By-election, for representatives of fuland parttime lecturers;

1 An alternative nomination, for nominees of departments, programme
RANBOG2NAS LINPINFYYS 62N Tl OdzAf Gev | R
and external nominees;

1 The appointment of a replacement, fex-officio memberships.



5.1

5.2

5.3

5.4

Membership of APC SuGommittees
Programme approval sutommittee

Head of Academic Programmes (Chair)

Director of Academic Programmes

A Quality Assurance and Enhancement Officer

A Programme Director from the Faculty

A lecturer from the Faculty

A learner or learner representative from the Faculty (Nominated by the
{0dzRSYy1aQ | yA2y0

A representative of the marketing department

A representative of the finance department

An industry liaison

Quality Assurance andckancement SHCommittee

Director of Academic Programmes (Chair)

Head of Academic Programmes

Head of Academic Administration

Quality Assurance and Enhancement Officer(s)

Academic Administration Manager

Head Librarian

A lecturer (nominated by ProgrY YS 5ANBOG2NRQ / 2YYAGGSSO
A Faculty Head or Deputy Head (nominated by APC)

DNAFTFAGK {(idzRSyGaQ !'yizy tNBaAaARSyd

Complaints Hearing Panel

A Programme Director or Department Manager / Head of Service or
Department (as appropriate) from a programmectilty, department or
service unrelated to the complaint (Chair)

Two members of academic or support staff from faculties, department or
services unrelated to the complaint
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programme or faclly unrelated to the complaint

Programme Review Panel

Director of Academic Programmes (Chair)

A Quality Assurance and Enhancement Officer
Director of the programme under review

At least one lecturer from the programme

A learner representativelFom the programme

A representative of the finance department

A representative of the marketing department
Careers advisor



5.5 Department Review Panel

Relevant College Director (Chair)

A member of the Quality Assurance and Enhancement DepartmeXi DY
Head of Department

A representative of department staff

A representative of the finance department

A representative of the marketing department

A learner representative

5.6  Faculty Review Panel

Director of Academic Programmes (Chair)

A Qualiyy Assurance and Enhancement Officer
Head of the Faculty under review

At least two lecturers from the Faculty

Two learner representatives from the Faculty

A representative of the finance department

A representative of the marketing department
Careersadvisor

5.7  Programme Director Committee

All programme directors
All programme leaders

5.8  Programme/Faculty Administrator Committee

All programme/faculty administrators
All campus administrators

5.9 Head of Faculty Committee
All heads ofaculty
5.10 eLearning Committee

Learning Technologist Manager

Representative of learning technology department
Heads or deputy heads of faculty

Head of IT Services

Representative of IT Services

Representative of Marketing

Representative of Codampus

Representative of Limerick campus



Programme Directors and Programme Leaders engaged in delivery of blended
learning

Lecturers engaged in delivery of blended learning

A College Director

Representative of learners engaged in blended learning
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QAE A3 Academic and Professional Council Terms of Reference

1. Objectives

1.1 To set otithe composition and responsibilities of theademic and
Professional Council

1.2 ¢2 aSi 2dzi GKS (SN¥a AaenichBiPBsgiddal T2 NJ (|
Council

2. Scope
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Professional Council

3. Composition of theAcademic and Professional Council

3.1 The Board of Directors determines the composition of theademic and
Professional Council

3.2 Each member of thécademic and Professional Counsiha voting member
unless otherwise stipulated on appointment

3.3  The Chair, Deputy Chair and Secretary are all Officers ofAt¢hdemic and
Professional Coundgee Section 6 below)

3.4 The remainder of the APC normally includes representation from the
Management BoardProgramme Directors, Department Managers, Service
Departments, the Head of Academic Administration and the Senior Librarian.
Provision will also be made for the representation of industry and learner
views.

4. Responsibilities of theAcademic and Professonal Council
4.1 The responsibilities of thécademic and Professional Countiaving due
regard to the regulations of QQbr those agreed withother validating

institutions, are defined as follows:

4.1.1 To ensure that the College academic policies relatingaching and
learning are consonant with the College mission and strategic plan

4.1.2 To ensure the implementation of the academic regulations of the
College

4.1.3 To monitor the design, development and implementation of
programmes of study in accordance with thmétions of the College



5.1

6.1

4.1.4

4.1.5

4.1.6

4.1.7

4.1.8

To ensure that the curriculum offered through the Collegeuisent,
relevant, at an appropriate standard, and professional

To make recommendations to the board of management for the
selection, admission, retention and exclusmiearners

To ensure that the quality and standard of provision is routinely
monitored through annual monitoring, validatipstakeholder
feedbackand review procedures

To ensure that the regulatory framework governing the assessment
and examination blearners is fairly operated

To monitor and review College academic management, including:

4.1.8.1 New programme approval (sttmmmittee)
4.1.8.2 Institutional feedback

4.1.8.3 External examiner feedback (sebmmittee)
4.1.8.4 Staff Development Policy

4.1.8.5 Academic Appeals (stdmmmittee)

4.1.8.6 Annual Programme Reviews (scbmmittee)
4.1.8.7 Annual Faculty Reviews (saubmmittee)
4.1.8.8 Annual Department Reviews (sebmmittee)
4.1.8.9 Learner Feedback

4.1.8.10 Employer Feedback

4.1.8.11 Graduate Feedback

Reporting Structure

The Academic and Professional Couno#ports directly to and makes
recommendations to the Management Board.

Officers of the Academic and Professional Council

The Officers of thécademic and Professional Coucé as follows:

6.1.1

6.1.2

6.1.3

The ChairThe President of the Colleggeex-Officio Chair of Cocil

The Deputy Chaiithe Director of Academic Programnigthe
Deputy Chair of the Councll

The Secretaryfhe Chair of Couna@bpointsa Secretary to the
Academic and Professional Council

Duties of the Officers of thécademic and Profession&ouncil



7.1

7.2

7.3

The duties of the Chair of thiecademic and Professional Couracé:

7.1.1 To establish the agenda of all meetingsd\ohidemic and Professional
Council

7.1.2 To report toAcademic and Professional Courmcilcurrent issues of
the College

7.1.3 To open each memng

7.1.4 To decide and announce the business and the order in which it is to
be acted upon

7.1.5 To state and put the question and to announce the result of the vote
7.1.6 To enforce rules of order

7.1.7 To call another member to the Chair for meetings that the Chairman
camot attend (normally the Director of Academic Programmes)

The duties of the Deputy Chair of theademic and Professional Couiacé:

7.2.1 To chair meetings of thAcademic and Professional Coumdilich the
Chairman cannot attend

7.2.2 To carry out duties 7.1tb 7.1.7 at meetings of th&cademic and
Professional Counait which the Chairman cannot officiate.

The duties of the Secretary of tieademic and Professional Couacé:
7.3.1 To collect information for, and circulate to the Council members, th
agenda of all meetings @éfcademic and Professional Counaihich

shouldnormally be distributed one week in advance of such meetings

7.3.2 To organise and scheduleademic and Professional Council
meetings

7.3.3 To prepare minutes of every meetingAcademic and Professional
Counciland issue to all members



8.1

8.2

8.3

8.4

8.5

8.6

8.7

8.8

7.3.4 To assist the Director of Academic Programmes creating, advising
upon and drafting academic policies as appropriate, assuring
adherence to proper format and procedures and preparing thiem
submission to théAcademic and Professional Council

7.3.5 To maintain all books and recordsAd¢ademic and Professional
Counciland its committees, including a directory of the current
policies ofAcademic and Professional Council

7.3.6 To serve aanex-officio, nonvoting member of all standing sub
committees ofAcademic and Professional Council

7.3.7 To act as a resource to support committees in their efforts.
Academic and Professional Counkleeting Procedures

TheAcademic and Profession@buncilsession extends frofdl September
to 31 August

Meetingsare normallyheld on a monthly basishe Chair determineshose
circumstancesvhichwarrant a change from the normal schedule

A schedule of proposed dates for meetingast! be issueda Council
members in advance at the beginning of the year

The Chair compikthe agenda forAcademic and Professional Coumdgth
the assistance of the Secretary

The agendas normallymade available by the Secretary to Council members
a week beforetie scheduled meeting

A quorum of any meeting one quarter of the membersif the members
present do not constitute a quorum, the Counwill adjournuntil the next
meeting

The Chair or any ten members writing a requisition to the Secretary may call
a special meetingOnly such business as is specified in the notice of the
meeting may be transacted at the special meetiAgpecial meeting requires

a notice period ot least five daysA motion for a special meeting, duly
seconded and carried, may le@acted at any meeting, regular or special, of
Academic and Professional Council

Any issues not dealt with within the timeframe of tAeademic and
Professional Coungatheetingwill be carried forward to the next meeting
unless a special meeting is edall



8.9

8.10

8.11

8.12

8.13

8.14

8.15

9.1

9.2

If a member is unable to attend a meeting of tAeademic and Professional
Council they must inform the Secretary of tiecademic and Professional
Councilin advance. Absences and apologiasstbe noted in theAcademic
and Professional Counailinutes

A member ofAcademic and Professional Counwaiho fails to attend two
consecutive meetings of Council or three in total for a year, without notice to
the Secretarywill automaticallycease to be a Council membérmember

who misses four meetingsyen with notice will ceaseto be a member.

These absence rulesll not apply to absence on annual leave, certified
illness or on the business of the College. The sangeapplieso Committee
service A nominee of the Board of Directorsll fill avacancy so created

The Secretary of thAcademic and Professional Coumaustprovidea list of
Academic and Professional Coume#gmbers at the first meeting, and again
whenever changes are made

The attendance of a visitor &cademic and Profession@abuncilimust be
agreed beforehand with the ChalWhere a visitor is in attendance they can
contribute to the meeting but they may not vote on any matter

The draft minutes marked "unconfirmedhouldbe despatched to members
normally within ten working dys of the meeting

Sections of the minutes can be deemed "reserved" by the Colm¢ilis case
they will be distributed to Council members only

The approval of the minutas normallythe first item of business at ordinary
meetings.Proposed amendmea to minutes of the Council should be
submitted in writing to the Secretary within seven days of the unconfirmed
minutes being circulated to membern$.objections are received thepustbe
resolved as the first item of business at the next meeting ef@ouncil for
confirmation.Otherwise the minutesvill be taken as confirmed.

Debates and Voting

The following procedurenustgovernthe manner in which debates and voting
take place throughout thdcademic and Professional Coumedeting:

9.1.1A membe or visitor who wishes to speak should do so through the
Chair
9.1.2A speaker should restrict remarks to the motion or matter in debate

Where possible, decisions taken by the Academic and Professional Council will
be by consensus



9.3

9.4

Where it is not possible téake a decision by consensus, issumegst be
decided by aimplemajority show of handdHowever if a two-thirds majority
of those voting members in attendance is required to carmotion torevise
or augment the agenda oa motion to amendAcademic andProfessional
Councilprocedures.

Any member presernsentitled to be recorded as dissenting from any decision
of the Academic and Professional Council
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QAE E4 Quality Assurance and Enhancement in Other Centres

1.

11

1.2

1.3

1.4

15

1.6

1.7

1.8

1.9

Introduction
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campuses and teaching centres in Dublin, Cork lanterick, and all partner
institutions where Griffith College programmes are provided.

Griffith CollegeDublinis the central cenpus within Griffith College anldas
overall management responsibility and control for the activities of all of its
centres.

Griffith College is committed teeplicating the learner experience which
currently exists in GCD throughout all its other locatidnghis regard, Griffith
College learners in all other locations are subject to identical programme
regulations and rquirements aghose, whichapply in GCD.

Common assignments and examinations are set for completion by learners in
all locations with overall responsibility for assessment being held by GCD.

Learners in other locations are given the same access toeordisources as
their counterparts in Dublin and the physical library stock in each location is
developed to provide a similar standard to that afforded to GCD based
learners.

Overall responsibility for all academic staff appointments in all locatiarts, b
full-time and parttime is determined by GC[Aspects of the appointment
process may be delegated to the relevant persons in other centres as
appropriate.

The local management and teaching tegmlays a key role in the smooth
running of the programmeas lecturers, tutors, managers and administrators.
22NJ Ay3 gAGKAY GKS /2ffS3SQa F3aINBSR
all operational matters relating to teaching resource provision, timetabling,
attendance monitoring, assignment submission, ekwtions, gathering
feedback from learners and lecturers and providing first line support for
learners and staff in relation to operational and ad hoc matters as they arise.

Each centre is managed by a Centre Manageeyhaveresponsibilityfor the
operational management of the centre and reports directly to the College
management board.

Each centre appointkocal Programme Directorwith responsibility for the
academic management of programmes delivered at the cerifiey liaise
directly with their counterparts in other centres (at Programme Director or
Year Head level) and report to the Programme Director in charge of the
programme.
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1.10

1.11

1.12

1.13

2.1

2.2

2.3

2.4

2.5

2.6

3.1

The QAE Policies, Procedures, Practices & Guidelines outlined for Griffith

College apply identically to all of Giiffk / 2f £ S3SQa | OGADAGASA

place in the GCD, in other locations in Ireland or overseas.

Where common programmes are delivered to more than one learner cohort,
across one or more centres, additional QAE procedures, policies, practices and
guidelines are applied to coordinate the activities involved.

These coordinating QAE procedures, policies, practices and guidelines are
outlined in this document.

APC approveall proposals to deliver Griffith College teaching in sites other
than the Duiblin, Cork, and Limerick campuses. Approval for a new site can be
sought by submitting a QAEA New Site Delivery Assessment Template for
consideration.

Programme coordination in advance of delivery

Lecturers are notified in advance of programn@mnencement that their
programme is shared with other lecturers and other learner cohorts.

A module leader is identified from the lecturers involved.

The lecturers are put in touch with each other by the Programme Director(s)
or delegated Year Head(sfi S OK 2F GKS /2tfS3SQa
programme.

A common programme outline containing learning outcomes, syllabus, reading
list, lesson plan and teaching methodology is agreed in advance of programme
commencement and submitted for approval to tiRrogramme Director(s)
involved.

All lecturers have access to the College's current virtual learning environment
to enable them to share views and provide access to lecture notes using this
facility.

Responsibility for 2.1 to 2.5 above is shared betwdgenProgramme Director
andtheir counterpart in the other centresA managing or leading Programme
Director is also identified for each programme by the Director of Academic
Programmes or the Director of Professional Programmes as appropriate.

Setting Asggnments and Examinations

Assignments are set by the module leader and submitted for approval to the
Programme Director (or delegated Year Head) in charge of the programme.

t
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3.2

3.2

3.3

3.4

3.5

4.1

4.2

4.3

The assignments allow for collaboration between the lecturers involved and
must be accompanied by an assignment submission form, signed by the
module leader which confirms that such communication has been afforded.

3.2.1 In the case of day and evening lecturers in the same location, it is
expected that this communication takes place in perdo person
meetings.

3.2.2 In the case of lecturers based in different locatiohss expected that
this communication may take place in person to person meetings
where possible, but that phone and email communication may also be
sufficient.

3.2.3 In the case oflecturers in GCD and overseas campuses, given the
additional logistics involved, the GCD Programme Director (or
delegated Year Head) liaises directly with their counterpart in the
overseas location following receipt of the assignment submission from
the module leader.

Examinations are set by the module leader and submitted for apptovihe
College Examinations Office.

Collaboration between lecturers in the preparation of examinations is
achieved in an identical manner to that outlined abov@&.ia for
assignments.

Examinations in respect of shared modules which are delivered in more than
one location are scheduled take place at the same time.

In the case where examinations are held in more than one country, they are
scheduled and controlieso that their times overlap in order to ensure the
confidentiality and integrity of the assessment process in all locations.

Examination Boards

Each location conducts a local examination board at which all assessment
results in respect of local leaen cohorts are considered.

The local examination board is chaired by the local Programme Director and
attended by local lecturers, year heads and programme administrator(s).

The examination scripts and assignments are thesuiemitted to GCD.
Courseworkand examination scripts undergnsecond readingnternal

moderating process as outlined in section QAE EG6 of the College QAE Policies,
Procedures, Practices and Guidelines in advance of the official Examination
Board.



4.4

4.5

4.6

5.1

5.2

5.3

5.4

Attendanceat the official Examin&n Board by the local centre Programme
Director Programme Coordinator is facilitated wherever possible, either in
person or remotely using appropriate technology.

External examiners are required to attend the official Examination Board at
the centre agred with the Head of Academic Administration.

Results, once approved by the official examinations board are issued to
learners under the management 65fK S/ 2ekafmiSafidh Office and
communicated via the web

Reviewing the Performance of Other Cengre

The performance of each of the College centsgsviewed on an ongoing
basis.

All programmesre subject to a common review process, with contributions
to be sought from staff and learners based in all locations at which the
programme is delivered.

¢tKS OSYiUNBQa LI SNF2NXIYyOS Aa NBOASSH
Review as outlined in QAE G3.

Each centre is reviewed periodically as part of the Institutional Review
Procedures outlined in QAE G5, in the light of its role within Griffith @alle
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QAEAGS - Education, Learning ahDevelopment Group Terms of Reference
1. Objectives

1.3  To set out the composition and responsibilitiesloNRA F ¥ A (i Edudatn, { SIS Qa
Learning and Development Group.

1.2 ¢2 aSi 2dzi GKS GSN¥Ya 2F NBFSNBYyOS F2NJ i
Developnent Group.

2. Scope

22 ¢KS&aS (GSN¥ya 2F NBFSNByOS FLWLXe& G2 Fff
Learning and Development Group.

3. Composition of the Education, Learning and Development Group

3.1 A collegewide consultation process, spanning seniorcademic
representatives from all departments and faculties, resulted in the
composition of theEducation, Learning and Development Group.

3.2 The Chair and Secretary are alembersof the Education, Learning and
Development Group.

3.3 The Education, Lé&y Ay 3 | YR 5 S @ Sex affidl6 BefribersBNE dzLJQ &
includes but is not limited to

Director of Academic Programmes

Head of Academic Programmes

Head and Administrator in the Faculty of Teaching and Learning
Learner Support Manager

Manager and LearnghTechnologists in the Digital Learning Department.

= =4 -4 -4 -4

4. Responsibilities of the Education, Learning and Development Group

4.1 The responsibilities of the Education, Learning and Development Group
having duaegard to the regulations of QQI (Quality andalfications Ireland)
or those agreed with other validating institutions, are defined as follows:

4.1.1 To inform and endorse best practice in teaching, learning and
assessment (or academic pedagogy, if preferred) across the College.

4.1.2 To advance aatinuous professional development opportunities for
lecturing staff through the facilitation of training workshops,
knowledged K NAy 3 aK2g6O0l 4Sa FyR (KS [/ 2ffS:
Learning and Development programmes.



5.1

6.1

4.1.3 To ensure robusbn boardingand induction processeare in place for
all lecturing(or academic) staff and Teaching Champions appointed
on an annual basis to support and promote best practice among the
academic community across the college.

4.1.4 To report and make recommendationa teaching, learning ah
assessment activities in theleege and to inform quality assurance
and enhancement policies in this regard.

4.1.5 To engage with the wider teaching, learning and assessment
landscape and encourage innovation in line with sedtora
developments.

Reporting Structure

The Education, Learning and Development Growgports directly to the
O2fttS3SQa ! OFRSYAO YR tNRFSaarz2yl f
Education, Learning and Development Group Operations

The group meet fortnightly, withwider group meetings held once per

academic semester with input from other internal stakeholders throughout
the college.

| 2 dz
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QAEB5Programme Proposal and Review Committ€erms of Reference

1.

1.4

15

2.3

3.1

3.2

3.3

3.4

4.

4.2

Objectives

To set out the composition and responsibilities of rgrammeProposal
and Review Committee

¢2 &St 2dzi GKS GSNXa Pogranhide Propedalya®@S T2 NJ 0
Review Committee

Scope

¢tKSasS GSN¥Ya 2F NBFSNByOS lLJxe G2 |t |
Proposal and Review Committee

Compositon of the Programme Proposal and Review Committee

TheManagement Board and the Academic and Professional Council determine
the composition of thd’rogramme Proposal and Review Committee

Each member of th€rogramme Proposal and Review Committea voting
member unless otherwise stipulated on appointment.

The Chair, Deputy Chair and Secretary are all Officers oPtbgramme
Proposal and Review Committee

The remainder of theCommittee mustinclude representation from the

Management Bard, learners, quality assurance and enhancement, finance,

marketing, careers and industry. Care will be taken to ensure that the
O2YYA(lUSSQa RSEAOSNIGA2yAa | NB | LILINE LINA
campuses at which programmes are (proposed to be) deld.e

Responsibilities of thdProgramme Proposal and Review Committee

The responsibilities of thd’rogramme Proposal and Review Committee

having due regard to the regulations of QQI or those agreed with other validating
institutions, are defined afllows:

4.2.1 To monitor the designdevelopment, viability and performancef
programmes of study in accordance with the functions of the College

4.2.2 To make recommendations to the board of managensard academic
and professional council as tthe development, provision, and
continuation of programmes of study

4.2.3 To monitor and reviewhe performance ofCollegegprogrammes.



5.1

6.1

6.2

6.3

Reporting Structure

TheProgramme Proposal and Review Committgaorts directly to and makes
recommerdations to the Management Boardind the Academic and
Professional Council

Programme Proposal and Review Committ&perations

The Programme Proposal and Review Committeié assess the viability of
proposed new programmes and the ongoing viability of existing programmes
and pragramme variants. It wilhake recommendations to the Academic and
Professional Council and Management board in relation to such.

With respect to proposed new programméxogramme Proposal and Review
Committeewill consider:

Existing demand formiilar programmes by both learners and industry
Current programmes offered by the College

Financial analysis, including but not limited to profitability

Future prospects of the market and sustainability

= =4 4

With respect to existing programmes, an intermeview will be initiated for
programmes for which:

1 Class size for any particular cohort or award falls below 10, or;

1 In the case of linked awards, where overall enrolment for any specific
award falls below 10; or;

1 Where the financial performance for tipgogramme falls below target

The pupose of an internal review is testablsh and agree a remedial actiphan for
subsequent intakes to theprogramme. The action plan must be agreed by
Management Board and Academic and Professionah€lband its perdrmance will

be subject to review by these same bodies within one year.
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QAE C1 Programme Information Provision Policy

1.

11

2.1

2.2

2.3

3.1
3.2

4.1

Objective

The objective of this policy is to ensure thpbspectivdearners are provided
with sufficient information regarding all aspects of their programme of
interest.

Scope

This policy pplies to information pertaining to all academic programmes
offered by the College regardless of the associated validating body

It is expected that Programme Directors will provide the Marketing
Department and the International Office with all reasonaldlgsistance in
fulfilling their responsibilities under this policy

If a programme is a Collaborative or Transnational programme or Joint Award
then reference must be made to QAE L1 setting out policy in relation to such
programmes.

Responsibilities

Marketing Department
International Office

Information Provision (Prospective Learners)

In any detailed marketing medium the College uses to describe its programmes
the following hformation mustbe made available to prospective learners:

4.1.1 The nane of the awarding bod¥odiesandtheir recognition
internationally

4.1.2 The status of the validation, i.e. Validated, Subject to Validation

4.1.3 The framework level designation of the programme

4.1.4 The full programme title and any variations on title which may be
open to the learner should they choose particular combinations of
modules

4.1.5 Programme structure and intended programme learning outcomes

4.1.6 Details of any interim awards associated with the programme and the
learner's entitlements to same



4.2

4.1.7 Details of any assa@tion with/recognition by any professional
/regulatory/ statutory body

4.1.8 The duration of the programme and the learning modes offered i.e.
full-time/ part-time/ ACCRlistance etc.

4.1.9 Maximum minimum time periods permitted for completion of the
programme

4.1.10 Entry requirements and any assessmentprior learningorocedures
required for entry

4.1.11 Transfer and progression routes into and from programmes and
details of any regulations governing transfer and progression

4.1.12 The credit associated with the programme as a lghend each stage
of the programme

4.1.13 The English language level required for entry to the programme

4.1.14 Documentation required from International learners applying from
abroad or residing in Ireland

4.1.15 Bonding arrangements associated with the programme.

4.1.16 Any fuii K SNJ NXB |j dzA NB Y Bolicy énd CriterialidSAdtdessy L Q &
Transfer and Progression in Relation to Learners for Providers of
Further and Higher Education and Training (Restatement 2015)

4.1.17 For transnational programmes: any additional information as negli
byv v LPQli&y for Collaborative Programmes, Transnational
Programmes and Joint Awards.

In any summary marketing medium the College uses to describe its

programmes at least the following informationustbe made available to

prospective learner:

4.2.1 The name of the awarding body and its recognition internationally

4.2.2 The status of the validation, i.e. Validated, Subject to Validation

4.2.3 The framework level designation of the programme

4.2.4 The full programme title and any variations on title which may be

open to the learner should they choose particular combinations of
modules



5.1

5.2

Responsibilities
Marketing Department

Ensures that the information indicated in section 4.1 is included in any
detailed medium the College uses to describe its programmes tepeiciive
learners [4.1]

Ensures that the information indicated in section 4.2 is included in any
summary medium the College uses to describe its programmes to
prospective learners [4.2]

International Office

Ensures that the information indicated section 4.1 is included in any
detailed medium the College uses to describe its programmes to prospective
learners [4.1]

Ensures that the information indicated in section 4.2 is included in any
summary medium the College uses to describe its programmes to
prospective learners [4.2]
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QAE C5 English Language Level RequirementsfoN¥ SN&E 2y (GKS / 2f f S3S

Programmes
1. Introduction

DNAFTFAGK /2fftS3SQa | OFRSYAO LINRBINIYYSa
learners to have a high level of proficiency in the English language in order to engage
and succeed in their chosgrogramme. In addition to meeting the programme entry
requirements, learners whose first language is not English must also meet the English
language requirements specified for their particular programme.

This document sets out the English language lesgliirements for learners on the
02ttt S3SQa | OFRSYAO LINPANI YYSao

2. Scope

The English language level requirements apply to the following programmes delivered
by the college:

1 All QQI validated programmes

1 All programmes leading to BTEC awards

1 All programmesdading to awards from Herié/att university

3. Language Level Standards

The college uses the International English Language Testing System (IELTS) as the basis

for determining the English language level requirements for learners onto its
particular progranmes. The college also recognises other equivalent international

N.E

NEFSNBYOS FTNIYSE2N]l & | LIINRPYSR o6& LNBtlFyRQa

(The Common European Framework of References for Languages), TOEFL (Test of

English as a Foreign Languag®) ather frameworks. Appendix 1 shows the full list
of English language reference frameworks accepted by the college, along with their
language level equivalences on IELTS.

4. Entry Requirements

The college specifies the English language level requireshhydrs for entry onto its
programmes. The English language level is set to ensure that learners admitted to the
programme can successfully undertake the programme, participating and engaging
with confidence throughout their studies.

Different language leals are applied in line with the nature of the programme and the
level or discipline involved. For example, learners undertaking postgraduate
programmes in language intensive programmes such as law and journalism are
required to have higher English langeadevels than learners undertaking
undergraduate programmes in the creative arts.

5. Language Level Classifications



The college classifies applicants into the following three categories depending on
their English language level.

Category 1: Direct Entry

These learners provide official certification of their attainment of the English
language level requirement for the programme, either in their application or
in advance of programme commencement.

These learners are eligible to join their programme disgctvithout any
requirement to attend supplementary English language classes or to provide
evidence of further advancing their English language level.

Category 2: Supported Entry

These learners provide official certification of their attainment of an iEhg|
language level at the nearest grade immediately below that specified for the
programme in their application (for example a grade of 6.5 on IELTS rather than
7.0).

These learners are required to undertake English language support classes
provided by tle college prior to joining the programme and to continue these
support language classes while attending the first semester of their higher
education programme until they provide official certification of their
attainment of the English language level sfiedi for the programme. The
O2ftf S3SQa & OK S Ramnbsir addfirsemngsierEyiglish @rguageNS
support classes is provided to Support Entry learners without cost.

Before the end of their first semester on their higher education programme,
Suppated Entry learners are required to sit an external English language
examination to provide official certification of their attainment of the English
language level specified for the programme. Exceptionally, a Supported Entry
learner who has actively engad in the language support classes and
improved their level of English while falling short of the English language level
in the external examination may be given one further opportunity to evidence
their attainment of the English language level specifmdthe programme in

the following semester.

LG A& | O2yRAGAZ2Y 2F SyaGaNB G2 GKS O
f SINYySNDa LISNF2NXYIyYyOS 2y GKS 02ttt S3
be considered by an examination board for progressiomward purposes

until the learner has provided official certification of their attainment of the
English language requirement level for the programme.

{ dzLILR2 NI SR SyGNBR A& y2i 2LSy G2 €SI NYySN
intensive programmes, for exampie Law and Journalism.

Category 3: Deferred Entry

Learners whose English language level is below that required for either direct

or supported entry are invited to undertake English language programmes,

either with the college or with another provider Ipaying the associated fees.

¢tKSaS fSFNYSNAR |NB y20 StA3IA0fS (G2 dzyRS
education programmes until they meet the English language requirements

stipulated for Category 1 or Category 2 learners.



Deferred Entry learners enllimg on fulitime EnglisHanguage programmes
with the college with a view to subsequently progressing onto higher

SRdzOI A2y LINPINI YYSa
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6. English Language Level ProgramRequirements
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Entry applies. Additional equivalency tables in respect of other Engligljudge
reference frameworks are given in Appendix 1.

Programme

IELTS

Supported Entry

Postgraduate Programmes (NFQ 9

Programmes in Journalism

7.0 or above (overall)
(no component below
6.5)

Not Applicable

Programmes in Law

6.5 or above (overall)
(no component below
6.0)

Not Applicable

All other Postgraduate Programme

6.5 or above (overall)
(no component below
6.0)

CEFR B2 (IELTS ¢
(no component
below 5.5)

Undergraduate Programmes (NFQ
to 8)

Programmes in Law

6.5 or above (overall)
(no mmponent below
6.0)

Not Applicable

Programmes in Journalisq(Stage 1
only)

6.5 or above (overall)
(no component below
6.0)

CEFR B2 (IELTS ¢
(no component
below 5.5)

Programmes in Journalisqu(Stages
2,30r4)

6.5 or above (overall)
(no component belw
6.0)

Not Applicable

Other Programmes (Stage 1 only)

6.0 or above (overall)
(no component below
5.5)

CEFR B2 (IELTS §
(no component
below 5.0)

Other Programmes (Stages 2,3 or
4)

6.0 or above (overall)
(no component below
5.5)

Not Applicable

o9y 3t AakK
programmes based on the IELTS criteria. It also indicates whether or not Supported



7. Responsibilities of the College and Applicants

It is the responsibility of the College, through its admissions, marketing and quality
assurance teams to ensure that:
1 Information in respect of English language entry requirements is clearly

communicated toapplicants, partners and agents in advance of any learners
being admitted to the college

1 The same information in respect of English Language entry requirements is
posted on the GC website and all other relevant marketing materials.

1 Applicants are adviseas to the official forms of certification accepted by the
college in respect of English language proficiency levels

It is the responsibility of Applicants as part of their admissions and registration process
to:
1 Supply the college with official certifitan of their internationally recognised

English Language qualifications
1 Acknowledge that he/she understands the designated study path offered by
the College

Confirm acceptance of their study path and the associated terms and conditions by
returning a siged Acceptance Reply Form
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QAE D1 Lecturer Induction Policy

1.

11

2.1

2.2

2.3

3.

3.1
3.2
3.3

4.

Objective

To identfy the minimum components of induction for all lecturers delivering
academic programmes.

Scope
This policy refers to the provision of induction for all new lecturers

Aspects of this policy have been highlighted as appropriate for the induction
of existing lecturers new to an academic programme

This policy may be varied under the terms of an Institutional Agreement where
a programme of study is delivered as a collaborative initiative with a partner
institution.

Responsibilities

Teaching and lagning Faculty

Programme Directors

Quiality Assurance and Enhancement Office

The Purpose of Induction

Induction for an incoming lecturer is designed to:

4.1

4.2

4.3

4.4

4.5

4.6

4.7

Provide them with necessary information about the College (members,
facilities, accommodation, redations etc.)

Provide them with necessary information about the Faculty (members,
facilities, accommodation, regulations etc.)

Providethem with an in depth understanding of the programme and related
module learning outcomes, teaching methodology asdesssment strategy

Providethem with an overview of and training in the teaching and learning
facilities available to lecturers

Provide them with an overview of and training in the use of various
presentation tools

Providethem with an understanding fothe Faculty/College expectations of
lecturers in respect of their role (behaviour, preparation, presentation etc.)

Facilitatetheir introduction to and interaction with other staff members.



5.1

5.2

6.1

7.1

7.2

Communication of Induction Arrangements

The Academic Caldar, including the wele scheduled for inductions posted
to the College website by th@AE Officéy the end of June of each academic
year

Lecturersmust normally be informedof specific induction arrangements at
least three weeks prior to the inductiodate.

Presentation of Induction

Lecturer induction activities normally take place prior to the coamecement

of a programme and aresupported by ongoing training throughout the
academic year. Induction sessicare normally be delivered by a cdymation

of faculty and other College staff, through a number of media (presentations,
workshops, etc.) and with the support of various resources (presentation
software, overheads, cfine resources etc.) as appropriat&ome of the
elements detailed in sgion 7arecommunicated to the lecturer inre-to-one
meetings as opposed to during the formal lecturer induction session.

Minimum Components of Induction

In order to successfully achieve the purposes of induction, the follomnst
constitute the YA Y AYdzy O2y(iSyid O2YLRySyia 27
programme

The items identified with an asterisk constitute the minimum content
components of an induction programme provided for an existing lecturer new
to an academic programme:

7.2.1 Orientation tothe College

Welcome on behalf of College and faculty

Introduction to key members of faculty and College staff
Identification of key locationgampus map

Introduction to and information about central services and
facilities, including the library and oguting services
Academic support available to lecturers

Ovaview of Lecturer HandbooKJuality Assurance and
Enhancement Manual

1 Health & Safety

E N W
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7.3

8.1

8.2

7.2.2 Academic

Academic Calendgsrogramme timetables *

Faculty guidelines

Programme structure *

Aims ad programme learning outcomes *

Teaching methods *

Assessment methods and assessment criteria *

Reading lists and guidance on recommending texts *

Faculty conventions for referencing and bibliographidagiarism
Guidelines on learning requirements ofa@nbational learners
Identification of key programmeetaiching and learning resources

= =4 8 48 -8 -8 -5 _9_°5_2

7.2.3 Training

i Utilising presentation tools

9 Utilising library databases and intranets

1 Ongoing training provision
In order to successfully achieve the purposes of inductesturersshouldbe
provided with a combination of hard copy and -bme information and
guidelines in support of the minimum components of induction described in
section 7.2.
Responsibilities

Programme Directors

1 Delivers the academic components influction, in conjunction with the
Centre for Promoting Academic Excellence [7.2.2]

Quality Assurance and Enhancement Office

1 Responsible for the provisidbooordination of supporting information [7.3]
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QAE D2 Learner Induction Policy

1.

11

2.1

2.2

3.1
3.2
3.3
3.4
3.5
3.6

4.1

4.2

4.3

5.

Objective

To identify the minimum components of induction for all incomlagrners
attending academic programmes.

Scope

This policy refers to the provision of induction for all incoming (i.e. new)
learners to academic programmes.

This policy may be varied under the terms of an Institutional Agreement where
a programme bstudy is delivered as a collaborative initiative with a partner
institution.

Responsibilities

Marketing Department

International Office

{0dzRSYyiaQ ! yAz2y al yl3aSN]
Programme Directors

Quiality Assurance and Enhancement Office

Learner Induction Steeringp@mittee

Learning Induction Steering Committee

Overall responsibty for learner inductiorare vestedin the Learner Induction
Steering Committeeyhich reportsto the QAES Sutommittee of APC.

Those units of the College with responsilgilior learner inductiormust be
represented on the committee, whickvill meet as required in order to
coordinate all aspects of learner induction.

The committee will nominate a chair and secretary on an annual.basis

The Purpose of Induction

Induction for an incoming learner is designed to:

5.1

5.2

Providethem with necessary information about the College, its facilities and
regulations

Providethem with an introduction to all aspects diieir programme of study
thereby laying the foundation for theoming academic year



5.3

6.1

6.2

7.1

8.1

8.2

Facilitatetheir social interaction with other learners and staff teachinglogir
programme of study.

Communication of Induction Arrangements

The Academic Calendar, including the week scheduled for indutiposted
to the college website by the end of June of each academic year

Learnersmust be informed by the Marketing Departmerand International
Departmentof specific induction arrangements at least three weeks prior to
the induction date

Presentation of Indudbn

Most induction activities normally take place prior to commencement or in the
initial stages of a programmebut may take place throughout the first
semester if appropriate Induction sessionsare normally delivered by a
combination of faculty ath other college staff, through a number of media
(presentations, workshops etc.) and with the support of various resources
(presentation software, overheads, dime resources etc.) as appropriate.
Presentation materialsnustbe made available to learnernline subsequent

to induction.

Minimum Components of Induction

In order to successfully achieve the purposes of induction, the follomnst |
constitutethe minimum content componentsofafuillA YS f S Ny SNDR&a Ayl
programme

The sections iddified with an asterisk constitute the minimum content
componentsof apari A YS f S NYSNR&A AYRdzOGA2Y LINE I NJ

8.2.1 Orientation to the College

Welcome on behalf of college and faculty
Introduction to key members of faculty and college staff
Identification of key locationlscampus map
Introduction to and information about central services and
facilities, including the library and computing services
Social and academic support available to learners
Overview of Learner Handbokkey college regulations
Opportunities to provide feedback
Registration arrangements
Health & Safety

cademic

= =4 -4
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8.2.2

1 Academic Calendgsrogramme timetables



8.4

9.1

9.2

9.3

9.4

9.5

Faculty guidelines

Programme structure

Aims and programme learning outcomes

Teaching methods

Assessment methods andssessment criteria

Reading lists and guidance on independent study
Conventions for referencing and bibliograptieggiarism
Disciplinary procedures

Identification of key programme resources

=4 =4 8 -4 48 -9 -5 -9 -2

8.2.3 Social

2 St 02YS FTNRY {GdzRSyltaqQ ! yAiAzy
Introduction to clibs and societies

Information about sports and recreational facilities on and off
campus

91 Planned social activities during induction and the initial stages of
the programme

= =4 -4

In order to successfully achieve the purposes of induction, leastesaldbe
provided with a combination of hard copy and -bne information and
guidelines in support of the minimum components of induction described in
section 7.2.

Responsibilities

Marketing Department

1 Communc¢ates induction arrangements tearnerswithin three weeks of
induction [5.2]

International Office

1 Communicates induction arrangements itternational learners within
three weeks of induction [5.3]

{GdzRSyGaQ ! yAazy alyl 3SNJ
T /22NRAYF({0Saz Ay Oz2yedzyOQiAzy daliK
aspects of the social activities related to induct[@R2.3]

Programme Directors

1 Coordinates the delivery of all aspects of the academic activities related to
induction [7.2.2]

Learner Induction Steering Committee

idKS
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Coordinates the delivery offal I aLJSOG&a 2F GKS f SI Ny SN
College [7.2.1]

Responsible for the overall coordination of all aspects of induction [section
7.2.1:7.2.3]

Responsible for the provision/coordination of supporting information [7.3]
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QAE D3 The Roleof Programme Committees

1.

11

2.1

2.2

3.1

3.2

4.1

4.2

4.3

4.4

4.5

Objective

To outline the composition and role of Programme Committees in the context
of programme management.

Scope

This policy refers to Programme Committee activities, which take place for all
undergraduate and postgduate academic programmes

This policy may be varied under the terms of an Institutional Agreement where
a programme of study is delivered as a collaborative initiative with a partner
institution.

Responsibilities

Programme Director
Programme Commige

Composition & Frequency of Programme Committee Meetings

Programme Committeaneetings normallytake place twice per semester
(Appendix | includes a sample order of business). MeeingEmed to take
advantage of the opportunity of informing memizeof new developments,
evaluating available feedback and contributing to review processes

Programme Committeesre constitutedby the Programme Director for each
programme offered by the Faculty amsrmally include all lecturers and tutors
teaching m the programme along with Programme Administrators and
Learner Representatives for each class cohort

The Programm@®irector actsas chair of the Programme Committee and has
overall responsibility for the work of the CommitteEneymay further extend

the participation at certain Programme Committee meetings to other College
and external participants to support the fuller discussion of specific agenda
items as they arise

The Programm@®irector appointsa secretary to the Programme Committee,
who is responsible for taking minutes and managing communication with
participants.

Should the Programme Director be unable to attend the Programme
Committee meetingthey must nominatea senior member of staff to act as
Chair intheir place.



4.6

4.7

4.8

5.

The Programme Committereserves the right to carry out reserved business
in the absence of learner participation should the need arise.

The Chairmust ensure that minutes/action points are recorded for each
Programme Committee meeting and made available centrally to all
participants and interested parties (internal and external)

All faculty teaching staff are entitled ardle encouragedo contribute to the
Programme Committee's formal annual programme evaluation detailed in the
Programme Repoffsee 5.5)

Role of Programm&ommittees

The key role of the Programme Committee is:

5.1

To undertake, on behalf of theAcademic and Professional Council
responsibility for programme management, development, delivery,
monitoring and evaluation in accordance with any regulationgedry the
Academic and Professional Courasild stipulated by the relevant validating
body

It carries out this role by:

5.2

5.3

5.4

5.5

5.6

5.7

Managing the current programme structure, delivery and learning outcomes
and the quality of the overall teaching and learning expere

Managing the effectiveness of teaching, learning and assessment methods and
procedures

Managing the outcome of learner, industry and academic feedback referred to
it periodically and proposing appropriate action in response to this feedback

Produchg a Programme Report as part of the Programme Review process,
normally on an annual basis and following up on any recommendations made
as a result of the Programme Review Meeting

Seeking to ensure that all recommendations made by external authorities
validating bodies etc: have been incorporated into the good practice of the
Faculty

Considering any matters referred to it by thcademic and Professional
Councilor other authoritiegindividuals within the College.



6.1

6.2

Responsibilities
ProgrammeDirector

Constitutes Programme Committee [4.2]

Acts as Chair of Programme Committee and nominates deputy if not
available [4.3 & footnote 1]

1 Has overall responsibility for Programme Committee activities [4.3]
1 Extends participation to meetings if necasg[4.3]

1 Ensures minutes are kept and made available [4.4]

1
1

Programme Committee

i As detailed in section 5.
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QAE D5 Academic Learner Support Policy

1. Objectives

1.1 To outline the roles and responsibilities associated with the management of, and
participation in, learning support for learners with disabilities.

1.2 To illustrate recommended procedures and practices for successful provision of
learning support.

2. Scope

This purpose of this policy document is to inform staff and learners of the puoesdor
learning support provision for learners with a disability.

3. Responsibilities

3.1 Learning Support Coordinator
3.2 Learner

3.3  Admissions Manager

3.4  Marketing Officer

3.5 Examinations Officer

4. Learning Support Statement

At all times, Gffith College promotes an inclusive learning environment where all learners
are respected and valued for their contributions to the wider College community.

Griffith College is committed to maintaining a supportive environment whereby learners are
encouaged and facilitated, enabling them to maximise their potential, both educationally
and socially. While the College continues to extend its range of facilities for learners with
particular needs, it recognises that there may be learners for whom itsirexiservices will

be insufficient.

For this reason, it is important that all learners who have particular requirements engage
formally with the College in advance of commencing their programme. In this way, the
College can consider its ability to mettteir particular needs, and allow learners the

2L NI dzyAGe G2 YI1S FdAteé AYyF2NN¥SR RSOAaA2Yya

This policy takes into consideration the legal requirement for Education providers to make
reasonable adjustmerfor those with a disability. Griffith College will provide the resources

and accommodations deemed reasonable in terms of costs and adaptations.

Physical Access to Buildings

5dz2S (2 GKS KAaAU02NAROIt yI Gdz2NS 27F kad YigerickT GKS

certain buildings or sections of buildings offer limited access to learners with physical
disabilities. As significant access has been provided where permitted, and all new buildings
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are fully accessible, the College is able to meet thedees&f some learners with physical
disabilities.

The College would be delighted to meet any prospective learner in advance of programme
commencement to arrange a detailed tour of the College to assist them in determining the
[ 2t € S3SQa & dphysitabnkedsh 1 & F2NJ G KSANJI

5. Inclusive practice during the admission process

5.1 Inorder to assist learners who may have particular requirements, the College requests
learners to formally disclose any disability or requirement they have to the College. In
the case of new direcapplicantsthis disclosure may be made directly to the relevant
Marketing Officer, who will then liaise with the Learning Support Coordinator.

5.2  Applicants coming from the CAO are managed initially by the Admissions Manager.
The Admssions Manager will alert the Learning Support Coordinator, who will then
contact the applicant to request followp documentation.

53 hyOS F2NX¥Iffeé RA&aOf2aSR (G2 GKS /2tftS3aS:s
requirements are considered in detallowing the College to provide a range of
additional supports where appropriate. Formal consideration by the College may also
be guided by supporting documentation, and discussions with external professionals
with more detailed knowledge of the learrm@ra LJ- NI A Odzf I NJ OF LI
requirements.

6. Specific disabilities and additional needs

A description of some specific disabilities and associated learning supports/reasonable
accommodations is outlined below. This list is not exhaustive. Form@rapsive information

on the diversity ofdisabilities,learners may present with, please visit the data presented by
the Association of Higher Education Access and Disability (AHEAD)aihead.ie

Arrangements of goport may differ from learner to learner and are agreed upon based on
the specified recommendations of an appropriately qualified professional e.g. An Educational
Psychologist, GP or other specialist consultant.

6.1  Specific Learning Difficulties (SpLD)

6.1.1 A specific learning difficulty (SpLD) is any of a diverse group of conditions that
cause significant difficulties in perceiving, processing and/or producing either
auditory, visual and/or spatial information. An SpLD covers disorders that impair
functions as reading (dyslexia), writing (dysgraphia) and mathematical calculation
(dyscalculia).

6.2 Hearing Impaired, Deaf, hard of hearing

6.2.1 The extent of the challenges faced by a learner with a hearing impairment will
vary depending on the degreef aleafness diagnosed. Learners are met with
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individually to discuss their needs and adaptations that might need to be carried in
advance of programme commencement.

6.2.2 In the case where a learner who is deaf has the requirement of Irish Sign
Language 8L) interpreter, the cost of this will be borne by the learner.

6.3  Blind or Visually Impaired

6.3.1 Arrangements for visually impaired learners will vary according to their level of vision.
As the effect of a visual impairment varies widely, learm@esmet with individually,
by the Learning support Coordinator to discuss their needs and any adaptations that
might need to be carried out, for example advance copy of lecture material to allow
time for them to be recorded, enlarged, scanned into theNgaS N & O2 Y LJdzii S
transcribed into braille. This and other accommodations can be agreed in advance of
programme commencement.

6.4 Mental Health llinesses

6.4.1 Mental Health illness covers a range of different diagnosis including depression, Bi
Polar dsorder, eating disorders, schizophrenia, and anxiety.

6.5  Significant Orgoing llinesses

6.5.1 Learners may join their programme with a significant illness or acquire an illness
during the duration of their programme. Some illnesses are brain injurectpé&
language difficulties, diabetes,

6.6  Physical or mobility disabilities

6.6.1 Learners with physical or mobility disabilities may require supports related to the
physical access to the learning environment.

7. Initiating a request for addition&alearning support
The following steps constitute the process:

1 Learners identify themselve® Learning Support Coordinator or the Learner is
contacted by the Learning Support Coordinator as a result of disclosure at the
admissions stage.

1 Upon providirg medical documentation / psyckeducational report, verifying their
disability, iliness or learning difficulty, the learner is registered with Learning Support

Office. The documentation submitted by the learner is stored in the Learning Support
Office.
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8.1

9.1

9.2

9.3

The Learning Support Coordinator carries out a needs assessment with the Learner
a structured consultation to determine what supports the Learner needs to minimise
the impact of their disability on their studies. The action plan resulting from this

assesment is agreed upon by the Learning Support Coordinator and the Learner.

The Learning Support Coordinator liaises with other departments to ensure the agreed
supports are appropriately put in place. This may involve a process of consultation
with faculty staff to agree a solution that is practicable for all involved. Once agreed,
relevant lecturers will be notified of the supports they are required to facilitate for the
learner.

The Learning Support Coordinator and the learner keep in contact througheint
period of study to ensure levels of support are maintained.

Learners will be registered with the Learning Support Office for the duration of their
studies, or until such time that the learner no longer wishes to avail of learning
support.

NeedsAssessment

A needs assessment is the first initial contact with the Learning Support Coordinator
in which the individual educational needs of the learner will be assessed through

O2yadg GFdAz2y 6AGK GKS [ $I NYSNDducatiosad dzy Sy i
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Reasonable accommodations

What are reasonable accommodations?

A reasonable accommodation is a required facility outside the mainstream provision
to allow the learner with a disability to participate fully, amithout an educational
disadvantage in comparison witheir peers

Reasonable accommodations aim to remove the impact of a disability so that learners
can demonstrate their full level of academic potential, while not being given any
advantage over othelearners.

Applying for reasonable accommodations

Learners will complete a reasonable accommodation request form and return this to
the Learning Support Coordinator who will approve the request and in doing so, may
request further documentation fronthe Learner. The Learning Support Coordinator
will coordinate with the relevant faculty and the examinations office to ensure the
requested accommodations are instituted.

Reasonable accommodations/practical arrangements

The following list is noexhaustive; it outlines the most common reasonable
accommodations provided by Griffith College:
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9.3.1Learning Support

Upon registering with the Learning Support Office, learners will have access to one to
one meetings to assist with workload planning, traéiesiing to College and individual
progress plans.

Learners can also avail of skills workshops that address specific topics e.g. self
management skills, study and exam skills, presentation and writing skills.
During assessment

9.3.2 Additional time

This nay be allowed in examinations to allow for learners who tire easily due to their
disability and where their disability is likely to slow their progress when completing
exams. Additional time is offered at a rate of 30 minutes per examination. Learners
whowish to avail of additional time will be accommodated in an alternative room. The
details of the room location will be emailed to the learner by the examinations office,
in advance of the examination.

9.3.3 Reader

The provision of a reader assists leaswho have difficulty accessing exam material
due to a disability. Where learners are entitled to use a reader for examinations, this
reader will be appointed by the examinations office. This examination will take place
in an alternate venue.

9.3.4 Scibe

An exam scribe types or writes down a Learner's dictated answers to questions in an
examination. This benefits learners who are unable, due to a disability, to physically
write or type their own exams. The scribe will be appointed by the Examinations

Office.

9.3.5 Spelling and Grammar waiver

Learners with significant learning difficulties (for example, dyslexia) may apply for a
spelling or grammar waiver. In these cases, such learners receive a waiver sticker to
add to the covers of their examinatidmooklets. These stickers advise lecturers to
mark for content rather than spelling or grammatical errors. Marks for spelling,
grammar or punctuation should not be deducted from those Learners during exams
or continuous assessment. Spelling and Grammawrevaiwill be provided where
English language is not a core competency or learning outcome being assessed.

The Learning Support Coordinator will liaise with the examinations office to ensure
this process is carried out by the invigilator in the examimatienue.

9.3.6 Use of Information Technology

Learners who have difficulties with writing due to their disability or who require other
assistance are permitted to use Information Technology and Assistive Technology in
lectures and exams. For example, attggppmay be used to record answers during an
examination.
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9.3.7 Low distraction venue

A low distraction venue is provided to a Learner who finds it particularly difficult to
work in a large examination hall. This is a venue with few learners. Venues are
designed to be quiet and offer an environment of minimal disruption.

10. Data Protection

¢tKS /2tfS3S NBAGNAOGA GKS O02YYdzyAOl A2y 27
those directly involved with the learneyfor example,the lecturers, and pgramme team
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basis, i.e. lecturers who will teach or staff who directly engage with the Learner.

Persoral data that is acquired, used, saved and retained will be done so in accordance with
the Data Protection Act, 2018.

11. Responsibilities
11.1 Learning Support Coordinator

Meets with learner to carry out an assessment of need

Identifies appropriate syport measures for learners with learning disabilities
Communications reasonable accommodation requests to the examinations office
Communicates reasonable accommodation requests to faculty staff

= =4 -4

11.2 Learner

Informs College, on programme commencemeiitnature of learning disability
Provides Learning Support Coordinator with appropriate certification of learning
disabilities

= =

11.3 Examinations Office
1 Manages the facilitation of reasonable accommodation requests during examinations

11.4 Marketing Officer

1 Provide Learner information to Learning Support Coordinator in relation to
applicants with disability

11.5 Admissions Office

1 Provide Learner information to Learning Support Coordinator in relation to
applicants with disability

s
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QAE D6 Roles & Responsibilities in the Supervision of Una@elggaite Dissertations &

Projects
1. Objective
1.1 To provide guidelines on the roles and responsibilities of the parties involved in

2.1

3.1
3.2
3.3
3.4

4.1

4.2

5.1

5.2

providing supervision for undergraduate learners undkimg dissertations or
projects.

Scope

This document is intended to act as a good practice guideline only as to how the
supervision of dissertations and projects may be managed in undergraduate academic
programmes.

Responsibilities

Programme @mmittee
Dissertation or Projecdupervisor
Learner

Programme Director

Introduction: Key Elements of Successful Supervision Practices

An undergraduate learner, who is undertaking either a dissertation or a project, will
normally be assigriea supervisorOngoing practice suggests that the key elements
which lead to a productive learnksupervisor relationship include:

4.1.1 Clarity of responsibilities

4.1.2 Consistency of supervision practices and procedures

4.1.3 Record keeping of all supervisory inputfgort by both faculty members and
learners

The focus of this short guideline is to attempt to outline the role and responsibilities
of learners and those involved in providing them with supervision (4.1.1) and to
identify the key structures which spprt this provision (4.1.2 & 4.1.3).

¢CKS tNRANIYYS /2YYAG0USSQa wSalLlRyairoAt AdAS

The Programme Committee, chaired by the Programme Director is responsible for
ensuring that the procedures and criteria associated with dissertations and projects
aredefined, documented and made available through a range of media, including
programme handbooks, intranet etc.

The Programme Committee is responsible for ensuring that a suitable supervisor is
appointed to each learner, normally by the outset of theademic year. Normally a
supervisorisidentified within the Faculty, however, a supervisor from outside of the
Faculty or the College may be sourckdthiscasethe Programme Committee must
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ensure that there exists a suitable mechanism for effectaisdin between the
external supervisor, the learner and the faculty

The Programme Committaaustensurethat the supervisor selected, internally or
externally,is competent to fulfitheir role and that they are made aware of
supervision practices arfocedures.

¢KS {dzLISNIAa2NRa wSallRyaArAoAfAdASa

The primary function of the supervisor is to provide guidance and support to the
learner and to act as a critical and rational sounding board for ideas

The supervisor will also provide:

6.2.1 assistance for th learner in clarifying the project or dissertation topic and its
aims and objectives

6.2.2 assistance for the learner in the identification of and sourcing of appropriate
information, literature and other relevant materfaources (primary and
secondary)

6.2.3 adviceon appropriate structures and approaches

6.2.4 advice on a suitable methodology

6.2.5 advice on acceptable referencing styles

6.2.6 assistance for the learner in managing the timetable for the project or
dissertation

The supervisor should ensure effective liaison betwthemselvesthe learner and
the faculty.Theyshould keep a written log of formal contact with the learner

¢CKS &adzZLJSNIAaA2N) aK2dzZ R NB3Idz | NI &8 weyy A G2 NJ
should:

6.4.1 assist the learner in identifying problems or difficedt with the project or
dissertation

6.4.2 ensure the learner is made aware of inadequate progress

6.4.3 participate in assessment procedures and practices as specified by the
Programme Committee

The supervisor will normally read and comment on drafts or sectibtisegproject or
dissertation and return such work within a reasonable timeframe

The above recommendations are not exhaustive. Supervisory responsibilities will
inherently change in the light of the nature of the project or dissertation.
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7. ¢ KS [ S Rasposikiies

7.1  The primary responsibility for the management of the dissertation or project lies with
the learner

7.2  Amongst the responsibilities of the learner are to:
7.2.1 Hfectively manage the communication mechanism wtikir supervisor

7.2.2 Agree a schedle of formal meetings wittheir supervisor and ensure that
these are kept

7.2.3 Submit drafts or sections of the project or dissertationth@ir supervisor as
advised and eventually the completed work in the required format and in the
timeframe directed byhe faculty.

8. Feedback & Monitoring of DissertatidiiProject Supervision
8.1 It is important that the Programme Director, in association with the Programme
Committee and the supervisor, ensures that feedback is sought regarding the

dissertatioriproject process and any issues arising are acted upon

8.2 The outcome of monitoring and feedback processes along with any action taken
daK2dz R 0S AyOfdzRSR Ay GKS tNRBINIYYS /2YYA

8.3  When devising the appropriate means of monitoring, the Programme ®irsbould
consider the following:

8.3.1 Actively encouraging supervisors and learners to provide feedback on
progress and communicate any concerns in a timely way and

8.3.2 Establishing procedures within which formal and informal feedback on
guality and standardsfdahe dissertatioproject process can be received and
appropriate action taken where necessary.

9. Responsibilities

9.1 Programme Committee

1 Ensures associated procedures are defined, documented and circulated [5.1]
1 Ensures a suitable supervisor is assthaed communication is managed [5.2, 5.3]
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9.2

9.3

9.4

Supervisor

T

Provides guidance and support to learner in the key aspects of producing the
dissertatioriproject [6.1, 6.2]

1 Ensures ongoing communication with learner and documents outcome [6.3]

1 Monitors learnemprogress [6.4]

1 Reads and comments on drafts or sections as appropriate [6.5]

Learner

1 Overall responsibility for management of dissertation or project [7.1]

1 Meets and keeps ongoing communication with supervisor [7.2.1, 7.2.2]

1 Submits drafts or sectits of dissertation or project to supervisor as appropriate

[7.2.3]

Programme Director

T

T

Chairs Programme Committee and has overall responsibility for activities
[footnote 1]

Ensures dissertatidproject supervision process is monitored, appropriate
feedback mechanisms are in place and action is taken where necessary [8]
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QAE D7 Roles & Responsibilities in Managing and Pa#teig in Work Placement
1. Objectives

1.1 To outline the roles and responsibilities associated with the management of, and
participation in, work placement associated with academic programmes

1.2 To illustrate recommended procedures and practices for succeasfik placement
management.

2. Scope

2.1  This document is intended to act as a guideline only as to how work placement taking
place in an academic faculty may be managed and how related roles may be defined.

3. Responsibilities

3.1  Programme Director

3.2 Learner

3.3  Work Placement Gordinator
3.4  Programme Committee

3.5 Employer

4. Introduction: Definition of Work Placement

41 C2NJ GKS LldzN1l}2asS 2F GKAA LRtAOEY g2NJ LI I C
planned (and approved) period of learning, normally outside Gludlege, where the
learning outcomes are an intended part of a programme, and where the placement is
arranged for that purpose

4.2 The learning outcomes assessed through the work placement element of a
programme contribute to the overall assessment of thegramme

4.3 A detailed outline of how work placement is intended to function within a programme
should be included in the relevant programme document.

5. ¢CKS CI Odztf 18Qa wSALRYAAOATAGASE Ay alyl 3aAy
5.1 Where work placement is an intended part ofpeogramme the Faculty, and the
[ 2t € S3SQa 2 2 Ndrdinatdr, | s0eksy ® yaSsist /learners in securing

appropriate work placement positions. The Programme Director retains responsibility
for all academic elements of the work placement module
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5.2

5.3

5.4

5.5

Shouldan appropriate position/s be unavailable, the Faculty may explore alternative
means of achieving the work placement learning outcomes as indicated in the
programme document. In some programmes the work placement may be an optional
component in which casiearners may decide to progress to the next academic year.

Prior to the sourcing of work placement positions, the Programme Director, in
conjunction with the Programme Committemust ensure that the procedures
associated with the programme for securirapproving and allocating placements,
including information on the consequences for learners of a failure to complete a
placement, are properly defined and documented

In order to best utilise the work placement element of the pragrae the Programme
Director shouldensure that:

5.3.1 the responsibilities for work placement are clearly defined

5.3.2 the intended learning outcomes contribute to the overall aims of the
programme

5.3.3 any assessment of work placement is part of a coherent assessment strategy

When determiningappropriate work placement positions the Programme Director
should, in conjunction with the Work Placement-Qalinator:

5.4.1 define and document the procedures and criteria for the approval of
individual placement providers

5.4.2 consider the requirements of relemtistatutory, regulatory, professional or
funding bodies

The Programme Directanust ensurethat learners are provided with appropriate
guidance and support in preparation for, during and after their placements, including
the following:

5.5.1 Advising learnes of their responsibilities (including the Learner Code of
Conduct)

552 ARGAaAYy 3T §SIFNYSNER 2F (GKS T OdAf GeQa
5.5.3 Information regarding the means of recording the achievement of specific
learning outcomes and progress

5.5.4 Making availablewhere practicable, any additional language or skills
preparation

5.5.5 Providing cultural orientation and advice regarding work expectations and
the work environment

5.5.6 Providing information regarding the College's support services that will
remain available to l@rners during placements
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6.1

5.5.7 Ensuring that a representative of the faculty meets with each learner and
reviews the work placement, in situ, at least once during the work placement
period.

¢KS [ SIFENYySNDa wSalLkyaioAtAdASa Ay t I NIAOA

A learner partigating in work placement should benade aware oftheir
responsibilitiesThese include:

6.1.1 Gompleting all appropriate enrolment processes relevant to the placement
period

6.1.2 Acting as ambassadors of the College

6.1.3 Acting responsibly and diligelytand in the interests of the placement
provider, its customers, clients and employees

6.1.4 Managing their interaction with other employees professionally
6.1.5 Recording and reflecting on their progress and achievements

6.1.6 Alerting the Work Placement Gardinator or the Programme Director to any
problems with the placement that might prevetiteir progress or
satisfactory completion of the placement

6.1.7 Providing and maintaining ufp-date contact details

6.1.8 Meeting with a faculty representative at least once during the work
placement period.

¢CKS 9YLX 28SNRa wSalLRyaArAoAtAGASa Ay t|

7.1  An employer participating in work placement should be made awatbef
responsibilitiesThese include:

1 Being aware of the aims of the work placement module withhe
programme as communicated tbem by the Faculty

1 Providing an appropriate introduction to the workplace for the learner
(including information regarding relevant health and safety procedures
etc.)

1 Providing a suitable working environment for the tear
1 Providing clear direction to the learner of expectations

1 Providing feedback to the faculty during and at the end of the work
placement period as required by the Programme Document.
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Feedback & Monitoring of Work Placement

It is important that theProgramme Director, in association with the Programme
Committee and the Work Placement -Gadinator, monitors and seeks feedback
regarding the work placement experience from all parties, and acts on any issues
arising

The outcome of monitoring and feedbla processes along with any action taken
aK2dzZ R 6S Ay OfdzZRSR Ay G(GKS tNRINIYYS /2YYA

When devising the appropriate means of monitoring, the Progree Director should
consider

8.3.1 Actively encouraging the faculty supervisor, the emploged the learner to
provide feedback as required by the Programme Document

8.3.2 Establishing procedures within which formal and informal feedback on the
guality and standards of the placement can be received from all parties and
appropriate action taken whereatessary.

Responsibilities
Programme Director

Approves appropriate work placement positions [5.1]

Ensures, in conjunction with Programme Committee, that all procedures

pertaining to work placement are defined and documented [5.2]

1 Ensures learning @comes and associated assessment strategy are appropriate
[5.3]

1 Ensures, in conjunction with Work Placementddinator, that all procedures
pertaining to the approval of individual placement providers are defined and
documented [5.4]

1 Ensures that learnsrare provided with appropriate support before, during and
after their work placement period [5.5]

1 Monitors, seeks feedback, takes corrective action and records outcome, in

conjunction with Programme Committee, in Programme Review [7]

T
T

Learner

1 Carries outacademic and professional responsibilities to faculty, College and
employer [6]
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9.3

9.4

9.5

Work Placement Cordinator

1 Assists learners and the faculty in sourcing appropriate work placement positions
[5.1]

1 Ensures, in conjunction with Programme Director, thafpabcedures pertaining

to the approval of individual placement providers are defined and documented
[5.4]

Programme Committee
1 Ensures, in conjunction with Programme Director, that all procedures pertaining

to work placement are defined and documenteddp

1 Ensures outcome of monitoring and feedback measures is included in Programme
Review [7.17.2]

Employer

1 Fulfils obligations to learner and faculty [7.1]
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QAE E2 Role & Responsibilities of External Examiners

1.

11

2.1

2.2

3.

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8

4.

Objective

To define the role and responsibilities of External Examiners in assuring the quality and
standards of the College's academic prograesm

Scope

This procedure relates to the role and responsibilities of External Examiners for all
academic programmes delivered by the College

This procedure may be varied under the terms of an Institutional Agreement where a
programme of study is delived as a collaborative initiative with a partner institution.

Responsibilities

External Examiners

Programme External Examiner

Chair of Examination Board

Chair ofAcademic and Professional Council
Programme Director and Programme Administrator
Examinatns Office

Assessment SuBommittee

Academic and Professional Council

The Role & Responsibilities of External Examiners

In overallterms,the role and responsibilities of External Examiners are as follows:

4.1

4.2

4.3

4.4

4.5

To assist the College in ensuring that itsgrgammes are comparable in standard with
those awarded by other educational institutions

To verify, or otherwise, for individual programmes that the standards expected of
successful candidates are appropriate for the level of the award

To seek to ensurthat the assessment process is fair and is operated equitably through
the marking, grading, feedback and classification of learner performance

To determine whether the assessment methods chosen by the programme team
effectively measure the attainment atherwise of the intended learning outcomes
of the programme

To contribute to the continual development and enhancement of individual

programmes of study through comment on the content, balance and structure of each
programme.

90



The External Examiner expected to fulfil this role by:

4.6

4.7

4.8

4.9

4.10

411

412

4.13

414

4.15

4.16

Attending in person, where possible, a briefing on their task prior to undertaking
substantial duties. Where it is not possible to attend a briefing in person, the External
Examiner should satisfy themselves that théefing material provided sufficiently
prepares them for their responsibilities.

Reviewing and being fully aware of External Examiner guidelines, programme
regulations and other information provided on commencement of and in the
programme oftheir term

GCommenting on the assessments for modul@®grammes of which they are
responsible with regard to the extent to which the assessments cover the syllabus and
whether they are an appropriate means of assessing whether learners have satisfied
the stated progranme and module learning outcomes

Assessing all examination question papers and commenting on marking schemes,
assessment criteria and model answers

Agreeing with the Programme Director the most appropriate means of sampling
scripts and/or continuous assement work in order to monitor the standard of
marking and the quality of the candidates

Reviewing sample scripts issuedtb@m by the Faculty and forming a judgement of
the appropriateness of the marking at all levels of classification including bioreler
cases.

Consulting with the internal examiners through the Examinations Office, in relation to
the approval and moderation of examination scripts and other forms of assessment

Acting as an arbitrator where theare significant unresolved differencégtween the
marks awarded by the first and second markers on any script or piece of work

Advising the Examinations Board on appropriate action where the marks for any
option are significantly outside the normal pattern

Visiting the College at least oniteeach academic year to review assessment material
and to:

4.15.1 Review borderline cases and if necessary interview such candidates
4.15.2 Participate in the determination of final marks and results of each candidate
at the Examination Board Meeting

Confirming, bygint signature with the other members of the Examination Board, the
pass and classified lists of candidates, including recommendations for awards
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417

4.18

4.19

4.20

5.1

5.2

5.3

5.4

5.5

Makingthemselvesavailable after the Examination Board in order to deal with any
subsequent reviews of dexions

Submitting a full report on each programme with which they are involved not later
than three weeks following the date of each Examination Board meeting.

Informing the College as soon as possible in relation to potential conflicts of interest
in the performance of their role.

Seeking support when required from the nominated College contacts.
Programmeand Module External Examiners

Where there are two or more External Examiners @pped to a programme, one
shouldbe identified as the ProgrammExternal Examiner.

External Examinerwill normally reach an agreement regarding any and all issues
raised at or before the Examination Boald. the exceptional circumstance of a
disagreement between two External Examiners, the view of the Programteenkix
Examinemill prevail(subject to 5.4)

Where there are more than two External Examiners appointed to a programme, it is
the role of the Programme External Examiner to represent the majority view (subject
to 5.4)

In the unlikely event of an irrecailable difference between the view represented by
the Programme External Examiner and the rest of the Examination Board, the Chair of
the Examination Boardnust refer the matter to the Chair of theAcademic and
Professional CouncilAPC) within twentfjour hours of the Examination Board
meeting and the followingvill apply.

5.4.1 The Chair of the ARl form a Panel of at least three members, whighil
includeat least one member external to the Collegde external member of
the Panemustbe determinedby the Chair of the APC. This persah
normallybe a senior academic within specialist knowledge.

5.4.2 The Panelill carryout a full study into thenatter, documentheir findings
and conclusions and circulate to the APC, the Examinations Board and the
validating body

5.4.3 The decision of this Paneill prevail

An External Examiner/s may be appointed as a Module External Examiner across one

or more modules in a programme. The Programme External Examurstiaisewith
the relevant Module External Exameirs in the performance dheir duties.
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6. The Powers and Rights of External Examiners
An External Examiner is invested with the following powers:

6.1 Recommendation for the conferment of an awamlst not be made without the
written consent of the appreed External Examiner

6.2 Where there is a disagreement amongst the Examination Board members about
results orclassificationsthe view of the External Examiners as represented by the
Programme External Examingill prevail In the case of irreconcilabtifference,the
Chair of the Examination Board has recourse to 5.4.

Rights

It is the right of External Examiners to:

6.3 Attend Examination Board meetings for whitley haveacted as External Examiner

6.4  Be consulted about and agree to any proposed changdserapproved progression
and assessment regulations which will directly affect learners currently on the
programme

65 |+ @S | 00Saa G2 Ittt laaSaaSR ¢2N] |yR GKS
recent Annual Programme Review repdrheymustalsobe infaomed about how the
programme has been modified to address any recommendations and conditions in
these reports.

6.6  Withhold consent from a recommendation on the conferment of an award

6.7 Havetheir Report made available to the appropriate staff and respondeith twriting
via the Examinations Office

6.8  Make direct representations to the Chair of the Collegeademic and Professional
Councilon any matter of serious concern regarding any aspect of the assessment
process.

6.9  Conducttheir work independently, withotiinterference or conflict of interest, in the
spirit of openness and transparency.

6.10 Have access to nominated support contacts in the event of queries, difficulties
encountered, or other issues relating to the performance of their duties.

6.11 Be facilitata in visiting the College to meet with staff and learners.
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7.1

7.2

7.3

7.4

8.1

8.2

8.3

External Examiner Reports

Each External Examiner is expected to submit a Report to the College within three
weeks of the date of each Examination Board. The External Examiner's Report is
expected to express opinions on the following:

7.1.1 The structure, organisation and design of all assessments

7.1.2 The approved criteria and the assessment process

7.1.3 The appropriateness of assessment methods to prografmmoelule learning
outcomes and teaching strategy

7.1.4 The overall performance of learners in relation to their peers on comparable
programmes

7.1.5 Learnerspeneral strengths and weaknesses

7.1.6 The quality of knowledge, skills and competencies demonstrated by learners

7.1.7 Whether or not recommendations made in previous geehave been acted
upon

7.1.8 Any other aspect of the assessment process wthely feel worthy of
recommendation or commendation

External Examiner Repomsustbe submitted to the Senior Examinations Officer who
a copy to the Programme Director and the Cludithe Assessment StBommittee.
The Assessment Sutommittee ensures that a formal response to the External
Examiner's Report is produced by the relevant Programme Committee

A summary of External Examiner Reports and respomsessbe subsequently made
available to theAcademic and Professional Council

The External Examinenust be notified as soon as possible of any actions taken as a
result of a recommendation.

Responsibilities

External Examiners

1 As outlined in Section 4 above [4]

1 Becomefamiliarwith their powersand rights [6]

T /2YLX SGS GKS NBljdzAaAdsS 9EGSNYIf 9EI YAYS]
Programme External Examiner

1 As detailed in Section 5 above [5]

Chair of Examination Board

1 Refers matters of irreconcilable difference amongst the Examinati@mdBto the
Chair of theAcademic and Professional Coulfigi#t]
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8.4

8.5

8.6

8.7

8.8

8.9

Chair ofAcademic and Professional Council

Forms a Panel to address any issue of irreconcilable difference refertbdrto
by the Chair of the Examination Board [5-5.4.3]

Receiveslirect representations from the External Examiner shdbky have a
concern regarding any aspect of the assessment process [6.8]

Programme DirectatProgramme Administrator

T

Issues sample scripts to External Examiners [4.10]

Examinations Office

T
T

Decides, in conjunction with External Examiner, the most appropriate means of
sampling scripts and/or continuous assessment work [4.9]

Issues sample scripts to External Examiners [4.10]

Acts as a liaison between External Examiners and Internal Examiners [42,1, 4

4.13]
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Assessment SulEommittee

T

Receives External Examiners Report from the Examinations Office and ensures
Programme Committee produces respofge?]

Programme Committee

1 Produces response to External Examiner reports [7.2]

Academic and Professional Council

T wSOSAG@Sa I &dzYYINE 2F GKS 9EGSNYyILt O9EI Y,

the Assessment StBommittee
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QAE E9 Examination Regulations

1.
11

1.2

2.1

3.1
3.2
3.3
3.4
3.5

4.1

5.1

Objectives

To specify examination retations which learners must be aware of prior to attending
an examination

To identify the meas by which the College wiindeavour to communicate these
regulations to learners.

Scope

These regulations apply to all learners attending the exarnonat of academic
programmes.

Responsibilities

Learner

Examinations Office
Programme Administrator
Programme DirectdiYear Head
Invigilator

Communication of Examination Regulations

The College endeavourto communicate Examination Regulations learners as
follows:

4.1.1 Theyarereferredto in the College's Learner Handbook and posted to the
Learner Intranet by the Examinations Office

4.1.2 Theyare postedoutside examination locations and on learner notice boards
by the Examination®ffice.

4.1.3 Theyarereferredto by the Year Head or Programme Director.
Examination Regulations

Learners who are candidates for examinations are required to familiarise themselves
with and will be assumed to be aware of the following examination regulations

Prior to an Examination:

5.1.1 Itis the candidate's responsibility to ensure tlilagy know the correct date,
time and location of all examination sessions at whiay are requiredto
attend as posted to the learner intranet and on to the Examinations notice
board
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5.1.2

5.1.3

5.14

5.1.5

A candidate who requires special arrangements for examinations due to
specific learning needdlnessor physical disabilities must infortheir
Programme Administrator well in advance of the examination peride:
Programme Administratowill in turn inform the Examinations Office in order
for appropriate arrangements to be made

All candidates must be in possessiorphbtographidearner identification
and must bring this to the examination hall to be checked prior to
admittance.Should a candidate ndie in possession dheir learner
identification cardthey must provide alternative photographic identification
for inspection in the form of a passport, driving licence or national
identificatioryage cardlf a candidate is not in possession of altermat
photographic identificationthey must obtain a replacement learner card
from the Registration Office prior to the examination

All candidates takingomputerbasedexaminations must familiarise
themselves with any username and password requirementshvinay be
necessary to access and save material to the College's computers

Candidates should be at the examination room twenty minutes prior to the
examination

Entering & Exiting an Examination:

5.1.6

5.1.7

5.1.8

5.1.9

Candidates will not be allowed to enter the examinatioom without
appropriate photographitearneridentification (see 5.1.3)

Candidates will not be allowed to enter the examination room after the
examination has been in progress for one hour

Candidates will not be allowed to leave the examination roomirdythe first
hour or during the final thirty minutes of an examination

Candidates who wish to temporarily leave the examination room may do so
with an invigilator's consent and subject to their giving their answer book to
an invigilator before leavingn this instance the candidataustbe
accompanied by an invigilator

5.1.10 Candidates who wish to permanently leave the examination room outside of

the restrictions described in 5.1.7 and 5.1.8 may do so with an invigilator's
consent and subject to their subtting their answer book to an invigilator
before exiting. Candidates will not be readmitted to the examination room
under these circumstances

5.1.11 Candidates who are required to leave the examination room early due to

illness must report the illness to an iguator. Failure to do so will render an
appeal against a result of the examination on the grounds of iliness void.
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Permitted & Prohibited Items:

5.1.11 Unless specific instructions to the contrary are given

5.1.11.1

5.1.11.2

5.1.11.3

5.1.11.4

5.1.11.5

5.1.11.6

Candidates are only permitted to take to aramination desk
writing implements, rulers, drawing instruments, slide rules and,
where allowed, norprogrammable calculators

Books, electronic or magnetic information storage devices, mobile
phones (or pagers), notes, and any form of paper, may edaken

to the examination desk and must be surrendered to the
invigilators before the start of the examination

Where permissible, dictionariesd other relevant documents (e.g.
constitution)will be provided in the examination room

Bags, cases, outdoglothing and other similar items must be
placed in an area designated by the College before the examination
begins

Candidates are advised not to bring any valuable items to the
College on the day/s of the examination/s as they will not be
permitted to gore them in the examination room

Foodand drink (other than water) arprohibited at examinations.

During Examinations:

5.1.12

5.1.13

5.1.14

5.1.15

It is the responsibility of the candidate to check thiay have
beengiven the correct question papdf.there is any doubt the
candidate must attract the attention of an invigilator immediately

Candidates are required to act in accordance with any instructions
issued by the invigilator(s)

Candidates who require supplementary material or have completed
their examination must attct the attention of an invigilator by
raising their hand and without disturbing other candidates

A candidate may not speak to or otherwise communicate with
another candidate during the examination and may not act in such
a way as to disturb other canditéss. Such an act may be
considered (i) Academic Misconduct and, if so, will be dealt with
under section 5.1.24 or (ii) a learner disciplinary matter, in which
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5.1.16

5.1.17

Answer Books:

5.1.18

5.1.19

5.1.20

5.1.21

5.1.22

case it will be dealt with under the Learner Disciplinary Procedure
(QAE J5)

Candidates must caa work when instructed to do so by the
invigilator

At the end of the examination, silence must be observed until the
scripts of all candidates in the examination room have been
collected by the invigilators and candidates must not leave their
desks untithe invigilator announces that they may do so

Candidates must clearly identify their work by completing their
personal details on each answer book and on every other item of
examination stationery used and must attach all items together
securely unless instructed otherwise by the invigilator

All work must be written in the answer book(s) or on other
examination stationery provided in the examination room

No part of an answer book should be torn out, detached or removed

Rough work and htalculations must be written in the answer
book(s) and must be crossed through if it does not form part of the
answer to the question being attemptednswers must be
numbered clearly to indicate the answer to which they refer

No candidate may removedm an examination room answer books
or any other item of examination stationery whether used or not.

Academic Misconduct:

5.1.23

5.1.24

Candidates should be aware that the College takes an extremely
serious view of any attempt to commit academic misconduct in an
examnation. This is reflected in the penalties imposed for proven

cases of academic misconduct as described in the College's Academic
Integrity andMisconduct Procedure (QAE J6)

Where a member of staff, who is invigilating or otherwise overseeing
an examinatbn, assessment or supervised test carried out under
examination conditions, has reasonable grounds to suspect that
academic misconduct hagcurred/is occurring, or is reliably

informed by any other person that academic misconduct is
suspected, the candate will be made aware of the suspicion and

will be subject to the College's Acadermtegrity andMisconduct
Procedure (QAE J6).
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6.1

6.2

6.3

6.4

6.5

Responsibilities
Learner

1 Mustbecomefamiliarwith the examination regulations detailed in this document
prior to attending an examinatiofb]

Examinations Office

1 Refers to Examination Regulations in Learner Handbook, posts th#éra to
Virtual Learning Environment (V] Butside examination venues and on learner
notice boards [4.1.1, 4.1.2]

Programme Administrabr

1 Refers any information provided by learners regarding special examination
arrangements to the Examinations Office [5.1.2]

Programme DirectafYear Head

1 Makes reference to examination regulations prior to first examination session
[4.1.3]

Invigilator

1 Provides instructions at the outset of, during and at the end of an examination
[5.1.13, 5.1.17]

1 Responds to learner requests during an examination [5.1.9, 5.1.10, 5.1.12, 5.1.13,

5.1.14,5.1.17]

Receives examination scripts from learners [5.%.9,10, 5.1.14, 5.1.17]

Confiscates any items not permissible in the examination room [5.1.11.2]

Acts on a suspicion of academic misconduct in accordance with the College's

Academidntegrity andMisconduct Procedur€QAE Jgp.1.24].

= =4 4
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QAE E10 Role & Responsibilities of Invigilators

1.2

1.3

2.1

3.1
3.2
3.3
3.4

4.1

5.1

Objectives

To describe the role, responsibilities and duties of Invigilators

To outline the duties of the Examinations Office with respect to Invigilators
To dstinguish the role, responsibilities and duties of the Senior Invigilator.
Scope

The role and responsibilities outlined in this policy apply to all Invigilators monitoring
academic examinations taking place on or off campus.

Responsibilities

Invigilators

Senior Invigilators

Examinations Office

Lecturer

Role & Responsibilities of Invigilators

The role and responsibilities of the Invigilator centre on the following:

4.1.1 Familiarisinghemselveswith the rules and regulations for the conduct of
examinations as described in these guidelines and in the related documents

identified above

4.1.2 Informing the College of any suspected irregularities in the examination
process

4.1.3 Ensuring that the appropriate control procedures are adhered to when
assessment wik is transferred from one party to another

4.1.4 Seeking to ensure that the integrity of the examination process is upheld.

The Role of the Examinations Office

Where possible, the Examinations Offiedl inform Invigilators of the dates and times
they have been appointed to act as Invigilator for the College, at least four weeks prior
to the examinations. The Examinations Offigk alsoprovide invigilators with contact

numbers anl payment details and any tfp-date College regulations including
Inviglator Guidelines
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5.2

5.3

5.4

5.5

The role of the Examinations Office in terms of 8anior Invigilatois to reinforce the
following:

5.2.1Theirduties as described in section 6 below

5.2.2 The duties of the Invigilator as described in section 7 below

5.2.3Related College policies whthey should be familiar with, as identified above

5.2.4 Procedures to be followed in the event of an emergency evacuation from the
examination hall

In terms of each examination, the Examinations Officast communicate the
following to the Senior Invigiar:

5.3.1 The examination session(s) for whitley arerequiredto act as a Senior
Invigilator

5.3.2 The Invigilator(s) whwiill be working withthem throughout the examination
session

5.3.3 The location of the examination

5.3.4 The number of groups attending the examirmoati

5.3.5 Any specific requirements for the examination (e.g. dictionaries, log tables
etc.)

5.3.6 Any instances of learners who have been granted additional time to complete
the examination

5.3.7 Any other information pertaining to the examination or the candidates which
isrelevant to the Senior Invigilator's role

The Examinations Offiaeill alsoprovide the Senior Invigilator with:

5.4.1 The relevant examination paper(s)

5.4.2 Adequate answer books and stationery

5.4.3 A seating plan for the examination room

5.4.4 An attendance sheet(s)

5.4.5 The contact details for the lecturer who has set the examination paper (if the
lecturer is not present)

5.4.6 List of Invigilators

5.4.7 Copies of announcements to be made

5.4.8 Invigilator Reports

5.4.9 Invigilator Record Sheet

The role of the Examinations Office in terms oé timvigilator is to reinforce the
following:

5.5.1 Theirduties as described in section 7 below

5.5.2 The duties of the Senior Invigilator as described in section 6 below

5.5.3 Related College policies whitlfey areto be aware of, as identified above

5.5.4 Procedures to bedilowed in the event of an emergency evacuation from the
examination hall
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5.6

6.1

6.2

6.3

In terms of each examination, the Examinations Offidecommunicatethe following
to the Invigilator:

5.6.1 The examination session(s) for whitkey are requiredto act as an Imigilator

5.6.2 The Senior Invigilatahey areto report to

5.6.3 The location of the examination

5.6.4 The number of groups attending the examination

5.6.5 Any other information pertaining to the examination or tbandidates, which
is relevant to the Invigilator's role.

The Duties of the Senior Invigilator

The Senior Invigilator is responsible for the examination process taking place in the
room to whichthey are appointed

Where possible the Senior Invigilator should béul-time member of staff with
extensive expeence in College examinations

Theirspecific duties are:

6.3.1 To presenthemselvesat the Examinations Office (or a designated collection
room) no later than 45 minutes before the start of the examination, to record
their attendance and receive a briefing the examination taking place and
to collect the necessary examination materials, as described in section 5.4
above and to inform the Examinations Office of any omissions from the
examination materials received

6.3.2 To inform the Invigilators of any permiskhtems particular to an
examination and in addition to the items included in the Examination
Regulations (QAE E9)

6.3.3 To ensure that the examination hall is adequately prepared for learner
admittance at least 30 minutes before the start of the examination

6.3.4 To ensure that candidates are admitted to the examination room ten minutes
before the start of the examination and that each learner's identification has
been checkedwWhere a problem results with a learner's identification the
Senior Invigilator should bevailable to assist the Invigilator

6.3.5 To ensure that candidates have followed the Examination Regulations (QAE
E9) with regard to prohibited and permitted items and in accordance with the
regulations pertaining to the specific examination

6.3.6 To ensure thatandidates are seated according to the specified seating plan

6.3.7 To read out to candidates the specified examination announcenmeser
the most recent guidelines

105



7.1

7.2

6.3.8 To request the Invigilators distribute each examination paper (face down)
according to the spsfied seating plan

6.3.9 To give the instruction to begin the examination at the appointed time and to
announce the time at which the examination will end

6.3.10 To ensure the learner attendance is recorded
6.3.11 To ensure candidates' enquiries are dealt with in an appate manner

6.3.12 To ensure that the examination is conducted in accordance with the
examination regulations and is properly invigilated

6.3.13 To carry out any health and safety duties as described in section 8 below

6.3.14 To complete the necessary report at the esfthe examination. The Senior
Invigilator's Repor{QAE EA11) should contain any instances such as:

6.3.14.1 A record of late arrivals and early departures

6.3.14.2 A record of candidates who have left the examination hall for any
reason and for any period of time

6.3.14.3 A leaner becoming unwell during an examination and the
consequent result (e.g. prolonged absence from examination,
decision not to continue with examination etc.)

6.3.14.4 A suspected case of academic misconduct

6.3.14.5 Any disciplinary issue, which may have arisen befanand or
after the examination

6.3.15 To carry out the requisite checking process as described in the Assessment
Control Procedure (QAE E12)

6.3.16 To return all examination scripts and documentation to the Examinations
Office.

The Duties of Invigilators

The Invgilator is responsible for carrying out a number of duties and for taking
instruction from and reporting to the Senior Invigilator

Theirspecific duties are:

7.2.1 To presenthemselvesat the Examinations Office (or a designated collection
room) no later tha 45 minutes before the start of the examination, to record
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their attendance and receive a briefing on the examination taking place as
described in section 5.6 above

7.2.2 To establish from the Examinations Office who the Senior Invigilator for the
examinationis and the location of the examination

7.2.3 To prepare the examination hall for learner admittance at least 30 minutes
before the start of the examination

7.2.4 To check learner identification before admitting learners to the examination
room and to refer any dif€ulties arising from this process, where necessary,
to the Senior Invigilator

7.2.5 If the candidate does not have a suitable photographic proof of identity, they
should be asked to wait outside the examination room and to complete a
"Proof of Identification rm". Normally a staff member will be on hand at
the venue that can identify candidates. If this is not dase the candidate
should be asked to take their seat, the seat number should be recorded and
the Examinations Office should be informed immedt&he Examinations
Office will then locate a member of staff who can identify the learner and sign
the "Proof of Identification Form". This form should be attached to the Senior
Invigilator's Report.

7.2.6 To ensure that candidates have followed the ExamamaRegulations (QAE
E9) with regard to prohibited and permitted items and in accordance with the
regulations pertaining to the specific examination as described by the Senior
Invigilator

7.2.7 To seat candidates in accordance with the specified seating plan

7.2.8 Todistribute each examination paper (face down) in accordance with the
specified seating plan and the Senior Invigilator's instructions

7.2.9 To record attendance

7.2.10 To deal with learner queries where appropriate and to refer any difficulties to
the Senior Invidgtor

7.2.11 To remain in the examination room for the duration of the examination
unless accompanying a learner out of the examination room

7.2.12 To inform the Senior Invigilator immediately of any suspicion of academic
misconduct

7.2.13 To provide candidates with addial paper on request
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8.1

8.2

9.1

7.2.14 To accompany learners who wish to temporarily leave the examination room
(in accordance with the Examination Regulations QAE E9)

7.2.15 To assist the Senior Invigilator in carrying out the requisite checking process
as described in the Asssment Control Procedure (QAE E12)

7.2.16 To accompany the Senior Invigilator to the Examination Office whenare
returningall examination scripts and documentation.

Health & Safety

Should a learner become unwell during the programme of an exatmn, the
Invigilator should:

8.1.1 Inform the Senior Invigilator of the situation, write the time on the learner's
answer book and give it to the Senior Invigilator

8.1.2 Accompany the learner out of the examination room and remain with the
learner for the duration oftheir absence from the examination room

8.1.3 Accompany the learner back to the examination hall shabtkely wish to
continue with the examination and write the return time on the learner's
answer book before returning it tthem. The Senior Invigilatamust record
this instance irtheir report, including the time that the learner left and-re
entered the examination room

8.1.4 If the learner has decided not to continue with the examination, the Invigilator
must contact the Examinations Office and remain with theainer until a
representative from the Examinations Office meets the learner to formally
record their decision not to continue with the examinatioihe Invigilator
should also inform the Senior Invigilator timeir return to the examination
hall. The Seor Invigilator will record this instance their report, including the
time that the learner left the examination room

Evacuation of an Examination RooBhould a situation arisevhich warrants the
emergency evacuation of an examination room, thei@emvigilatormust carry out
the steps described in Appendix Il with the assistance of the Invigilators.

Academic Misconduct

As communicated formally to learners in both the College Examination Regulations
(QAE E9) and the Acadenmitegrity andMisconduct Procedure (QAE J6) the College
takes any suspicion of academic misconduct extremely serioisl.a duty of all
Invigilators to ensure that they are familiar with the contents of both of these policies
prior to acting as an Invigilator for thellge
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9.2

9.3

9.4

A suspicion of Academic Misconduct in terms of examinations will normally be based
on a candidate:

9.2.1 Communicating (or trying to communicate) in any way with another
candidate during an examination

9.2.2 Being found with unauthorised material in the exaation room

Should an Invigilator suspect a case of academic miscotiticshould carry out the
instructions described in section 9.3.1 and 9.3.2 of the Acaddntggrity and
Misconduct Policy (QAE J6) as transcribed below:

9.3.1 Where a member of aff, who is invigilating or otherwise overseeing an
examination, assessment or supervised test carried out under examination
conditions, has reasonable grounds to suspect that academic misconduct
hadis occurring, or is reliably informed by any other perfitat academic
misconduct is suspected, it is the responsibility of the complainant to:

9.3.1.1 Immediately bring to the learner's attention the suspicion of academic
misconduct

9.3.1.2 Ensure that the learner is prevented from further committing the
academic misconadu of whichthey are suspectedand confiscate any
relevant documentation (e.g. any unauthorised material)

9.3.1.3 Permit the learner to complete the examination or assessment

9.3.1.4 Record on the Invigilator's Report a statement of the circumstances
relating to the ncident- including a note of the work completed before
the detection of the alleged academic misconduct and the time that
the alleged academic misconduct was detectadd refer this to the
Senior Examinations Officer

9.3.2 The Senior Examinations Odfievill discusghe incident with the complainant,
gather all available information aridr documentation about the incident and
refer the case to the appropriate Programme Director.

Due to the importance of the Invigilator's role with regard to suspeataedes of
Academic Misconduct in examinations, any doubts regarding the definition of
Academic Misconduct or the consequent action to be taken in suspected cases of
Academic Misconduct must be clarified with the Senior Exatioing Officer prior to

an exanmation.
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10.

10.1

10.2

11.

111

11.2

11.3

Note on Lecturer Attendance at Examinations

Lecturers (full time and part time) are expected to attend the first half hour of any
examination which they have set, to remain contactable throughout the examination
and to cooperate with th&enior Invigilator

Where exceptional circumstances prevent the lecturer attending the examination it is
the lecturer's responsibility to inform the Examinations Office prior to the
examination, to appoint someone to act dheir behalf and to be contaeble
throughout the examinationThe Examinations Officghould provide this contact
information to the Senior Invigilator.

Responsibilities
Invigilator/ Senior Invigilator

1 Becomedamiliarwith their role, responsibilities and duties [4, 6], 7

1 Becomedamiliarwith health and safety regulations [8]

1 Becomedamiliarwith their responsibilities under the Academittegrity and
Misconduct Procedure [9]

Examinations Office

1 Provides notice to invigilators of timetable arrangements andvaié
documentation etc. regarding their ro[6.1]

1 Provides specific information to Senior Invigilator and reinfotbes role
and responsibilities [5.2, 5.3, 5.4]

1 Provides specific information to the Invigilator and reinfortiesr role and
responsibities [5.5, 5.6]

Lecturer

1 Attends first half hour of examination and remains contactable throughout
[10.1]

1 Informs Examinations Office if unavailable to attend examination and
remains contactable throughout the examination aagpboints someone to
aa on their behalf prior to the examinatiofiL0.2]
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QAE E11 Assessment Control Principles

1.
11

2.1

3.1

Objective

The following principles have been formulated to underpin operational assessment
control procedures in place to safeguard assessments from the time of submission
until the conclusion of the appeals process.

Scope

The following principles apypto assessment linked to academic programmes at both
undergraduate and postgraduate level.

Principles of Assessment Control Procedures

When devising operational procedures for the checking of assessment work, the
following principleshouldbe upheld:

3.1.1

3.1.2

3.1.3

3.1.4

When a piece of coursework or an examination script is submitted to the
College there shouldbe a control in place to identify the exact number of
coursework items or scripts received and the identity of the person who has
received it

Every timea piece of coursework or an examination script changes possession
there shouldbe a control in place, which identifies the number of coursework
items or scriptsThese detailshouldbe confirmed with a signature from both
parties

A checking systenmust be followed to ensure that the correct mark is
recorded against the correct learner

One system for assessment checkimgstbe in place across the College, with

variations resulting from absolute neeédny proposed variationsnust be
cleared by the AP@r the relevant sukcommittee.
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QAE F1 Learner Feedback Principles

1.

11

2.

2.1

2.2

3.1

Objective
To outline the principles owhich the College learner feedback procedigbased
Scope

These principles refer to learner feedback gathered for all academic and, where
appropriate, professional programmes

These principles may be varied under the terms of an Institutionadefgent where
a programme of study is delivered as a collaborative initiative with a partner
institution.

Principles of Learner Feedback

When devising policies and procedures for designing, gathering, analysing, evaluating
and acting upon learndeedback, the following principleaustbe upheld:

3.1.1 Learner feedback is an important part of the evaluation and enhancement of
modules and programmes

3.1.2 Thereshouldbea positive climate across the college for feedback, encouraging
active participation irand acceptance of feedback

3.1.3 Lecturersshouldbe supported in their ability to give and receive feedback, to
situate evaluation in the appropriate context, and to transform constructive
feedback into meaningful, communicated actions of enhancement.

3.1.4 Learrersshouldbe supported in their ability to give and receive feedback, to
situate their feedback within the context of the module and the programme,
and to be constructive in their observations and recommendations.

3.1.5 At the beginning of the academic yedearnersshouldbe informed of the
ongoing opportunities available to provide feedback

3.1.6 Learnersshould be canvassed regarding variety of aspects of their
experience. These can includeerall programme structure, content, learning
outcomes, delivery athassessment once per academic year

3.1.7 Learnersshouldbe canvassed regarding module delivery once per semester

3.1.8 Learnersshouldbe canvassed regarding their learning environment, including
facilities, once per semester
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3.1.9 Learnersshouldbe provided withthe opportunity to provide feedback
anonymously

3.1.10 Learnersshouldbe provided with the opportunity to provide feedback
informally

3.1.11 The means of gathering learner feedbatiouldvaryand feedback measures
shouldendeavourto be clear and relevant

3.1.12 Allformal learner feedbackustbe recorded

3.1.13 Learner feedback gathered through surveysstbe analysed independently
and made available to Programme Directors and Department Managers as
relevant within a timeframe which enables appropriate action to Heeta

3.1.14 Learner feedbackiustbe communicated to concerned parties by
Programme Directors and Department Managers as relevant within a
timeframe which enables appropriate action to be taken as far as possible for
the benefit of the current cohort

3.1.15 Learner fedback and any resultant actionustbe incorporated into ongoing
review processes and inform programme developments

3.1.16 Evidence of the actions taken on the basis of learner feedback should be
made explicit to learners as soon as possible. In the case idemmeer
feedback has not resulted in an action, this should also be made explicit as
appropriate.

3.1.17 Programme Committees and other feedback forums may conduct reserved
business in the absence of learner participation where necessary

3.1.18 Learner feedbackiug be used to enhance the quality of the learner's
learning experience and the standards achieved by learners.
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QAE H1 Library Acquisitions Policy

1.

11

1.2

1.3

1.4

15

2.1

3.1
3.2
3.3
3.4
3.5

4.1

Objectives

¢2 2dzifAyS (GKS fAONINBQA YAaairzy aidgliasSys
determine its choice of acquisitions

To indicate how requests for acquisitions can belm#o the library

To describe how the library ensures its collection continues to meet user needs
To outline the library acquisition review processes

To reinforce the contents of theibrary Policies and Procedures Manual.

Scope

This policy is fdevant to acquisitions made by the library for the benefit of any
programme, academic or professional, delivered by the College.

Responsibilities

Senior Librarian

Library Staff

Lecturers

Management Board

Library Services & ICT Committee

Introduction
¢CKS YAaaAirzy 2F (GKS /2tftS3SQa tAONINE AaY

4.1.1 to promote learning support, lifdong learning skills and continuous
educational achievement by meeting the diverse education and research
needs of learners, faculty and staff

4.1.2 to continually discoveraR ' Y UAOA LI S A& Odzald2YSNE
and to develop new services that fully meet and exceed those needs and
expectations

4.1.3 to build, select and preserve, in cooperation with College faculties and
departments, a collection of information resmes commensurate with the
OdZNNByYy U FYR ITYGAOALI GSR RAAOALI AYS vy
programmes and supportive of teaching and learning processes

Amongst the ways that the library fulfils its mission, is by makicqguisitions,
whichare bereficial and strategic. The decision to acquire resources for the library
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5.1

5.2

5.3

6.1

6.2

6.3

4.3

4.4

is made in conjunction with the faculties and departments and in response to
current and future requirements

¢CKS fAONINEQA F20dza A& 2y LINE JAaRd y 3
resources and not towards acquiring multiple copies of core texts

The Senior Librarian is responsible for managing the budget allocation for the
library on an annual basis

4.5 The final decision regarding library acquisitions rests withHbadLibraran.

Communicating Acquisition Requests to the Library

All lecturers (new or returningghouldinform the library, normally by the end of the
preceding academic year, of their resource requirements for the following academic
year.This allows sufficidrtime to ensure that resources are available when required
and to inform the budgeting process

Resource requirements which are unpredictable and emerge during the academic year
should be made known to the library which will, if appropriate, attempt tolrads
these needs

It is the responsibility of each lecturer to matkkemselvesaaware of the current library
collection and to make informed recommendations to learners of available library
resources.

Acquiring Library Resources: Criteria & Priorities

The library considers potential acquisitions in terms of the following criteria:

6.1.1 ! LILINPLINRF G6SySaa (G2 GKS fA0NINEBQa YAa

6.1.2 Relevance to user needs

6.1.3 Academic quality of the material

6.1.4 Cost in relation to expected usm (Some cases expensive acquisitions are
justifiable even though anticipated use may be relatively low)

6.1.5 Strategic value

The library also make acquisitions on a prioritised basis, as follows:

6.2.1 Firstly, provision for curriculusrelated materials in geeral

6.2.2 Secondly, provision of reference material and secondary sources and services
6.2.3 Thirdly, provision of materials of broad academic or cultural interest.
Shouldthe NS Ij dzA NBR | OljdzaaAiArzya SEOSSR (KS
academic year, the 8®r Librarian must obtain the financial approval of the
Management Board.
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7.1

8.1

9.1

9.2

9.3

Maintaining the Library Collection

The library recognises the need for ongoing evaluation of its collection to ensure that
it remains current, relevant and accessiblhe Serr Librarian is responsible for
ensuring that the following processes take place:

7.1.1 Carrying out, reviewing and acting on (where appropriate) learner and staff
feedback

7.1.2 Discussing feedback and key issues with the Library Services & ICT
Committee on an ongng basis

7.1.3 Presenting, in collaboration with the Library Services & ICT Committee, a
Departmental Review to college management and invited college members,
at least once every eighteen months

7.1.4 Providing a library resource consultation to faculties develgpiaw
programmes

7.1.5 Participating in Programme Reviews, Faculty Reviews and Programmatic
Reviews.

Library Services & ICT Committee

In addition to its ongoing operational responsibilities (indicated in 7.1.2 and 7.1.3) the
Library Services & ICT Committeleould also make recommendations to the APC
regarding updates, amendments or additions to this document on an annual basis.

Responsibilities

Senior Librarian

f alyl3Sa fAONINEBEQA o0dzRISG ff20F0A2Y wn ®
1 Makes the final decision regarding library acdiosis [4.5]

1 Evaluates potential acquisitions in terms of criteria and priorities [6.1, 6.2, 7]

1 Negotiates additional budget requirements with Management Board [6.3]

1 Ensures library collection continues to meet user needs [8.1]

1 Ensures ongoing evaluation ldfrary acquisition practices take place [7.1.2]

Library Staff

1 Evaluates potential acquisitions in terms of criteria and priorities [6.1, 6.2, 7]

Lecturers

1 Inform the library of predictable resource requirements before the academic
year commences, anchpredictable resource requirements during the
academic year [5.1, 5.2]

1 Inform themselves of the library collection in order to advise learners [5.3]
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9.4 Management Board
1 Discusses additional budget requirements with Senior Librarian [6.3]
9.5 Library Serwes & ICT Committee

1 Participating in evaluation processes [7-.2.3]
1 Advises the APC on policy changes [8.1]
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QAE H2 Library User Policy

1.

11
1.2
1.3
1.4
2.

2.1
3.

3.1
3.2
3.3
3.4
3.5
4.

4.1

4.2

5.1

5.2

Objectives

¢t2 ARSY(GATEe (GK2aS lFdzik2a2NxAaSR 2 YIS dza$s
¢2 ARSY(OATeEe GKS dzaSNDa LINAGAT SASaAa Ay GSNY
To identify the code of conduct by wdh library users are bound

To reinforce the contents of the Library Policies and Procedures Manual.

Scope

¢CKAA LRfAOCE FLWXASa G2 It dzaSNER 2F GKS /
Responsibilities

Library Users

Senior Librarian

Management Board

Library Staff

Library Services & ICT Committee

Authorised Library Users

Ly FOO2NRIYOS gAGK AGa YAaairzy aidldisSySyda
appropriate educational resources available to the staff and learner body of the
College

/ dZNNBy G aidlFlFF FYyR NBXIAAGSNBR fSIFENYSNBR 627
2T GKS fAONINBQA FIOAfAGASE 2y ONNBaSydl
individuals or groups may be provided with temporary or lbeign acces to the

[ 2ttS53SQa tAONINBEZ &dzoeSO0G (2 FdzikK2NRAl GA
with the Senior Librarian.

Use of Library MaterialBorrowing Entitlements

In order to ensure the equitable circulation of materials, the library has devised
regulations regarding borrowing eligibility, length of loan of various materials, number
of items that can be borrowed at one time, renewals, reserves, dlibeary loans,
overdue materials charges and damage and replacement assessments

These regulationare reviewed and revised on an annual basis and made available by

the library to staff and learners at the outset of the academic y&aey are also

AyOf dzZRSR Ay GKS [SEFENYySN IIyRo221 YR (K¢
Policies and Procedures Maailu
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6.1

6.2

7.1

7.2

8.1

8.2

9.1

9.2

Library User Code of Conduct

The library staff seek to encourage research and study by providing and maintaining a
conducive library environmentLibrary users are expected to act responsibly,
appropriately and courteously, to preserve this enviment and the library facilities

and services which contribute to it

In order to communicate these standards to library users, the library has devised a

code of conduct, which is reviewed on an annual basis and included in the Learner
Handbook, the Lectuidd | | YR6 221 YR GKS [AONINEBQA t 2f
Breach of Library Regulations

The Collegendeavousto take an educational approach to unintentional breaches of

0§KS f A0 NJ NE QAdvite’s fvenwheh bebeticiaRaddCeipthnans of the
seriousnesgepercussions of inappropriate use of the library on staff and learisers
providedwhere possible

| 26 SOSNE € SFNYySNARZ 2N aGF¥FFI 6K2 akKz2g R
RSEAOSNIGSt & 2NJ NBLISIH ddé &t toadudvNBelsbfedt 663 G K S
the appropriate disciplinary procedure.

Library Services & ICT Committee

The Library Services & ICT Commigheuldreviewthe operation of its usage policy
andshouldincorporatefeedback into its Departmental Riew

Further, itshouldmake recommendations to the APC regarding updates, amendments
or additions on an annual basis.

Responsibilities

Library Users

f '6ARS o0& GKS fAONINEBQA NBFB3Idfolroivikgz ya  NEX
entitlements [5.1, 5.2]

f '6ARS o6& (GKS ftAO0NINERQ&a dzaSNJ O2RS 27F O2y

Senior Librarian

9 Identifies authorised library users in conjunction with the Management Board
[4.2]
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9.3

9.4

9.5

Management Board

1 Only authorises additional library users in conjunction with the Senior Librarian
[4.2]

Library Staff

f LYLX SYSyd GKS f A0NI NEBQA NPBodrdavingi A 2y a NB I
entitlements [5.1, 5.2]

f LYLX SYSyid (GKS fA0ONINEBEQAa dzaSNJ O2RS 2F O2
necessary, when these regulations are contravened [6, 7.1, 7.2]

Library Services & ICT Committee

1 Reviews policy and incorporates feedback into Departmental Review [8.1]
1 Advises the APC on policy changes [8.2]
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QAE H3 Principles of Terms & Conditions of Use of the College Network
1. Objective

1.1  To outline principlesayerning theTerms & Conditions of Use of the College Network
document by which staff and learners are bound.

2. Scope

2.1 TheTerms & Conditions of Use of the College Netwodument and these governing
principlesare applicable to all staff and learners.

3. Responsibilities

3.1 StaffLearners

3.2  Registration Department

3.3 HR Department

3.4  Student Development Officer

3.5 IT Services Department

3.6 Management Board

3.7  Lbrary Services & ICT Committee

4, Principles re: Terms & Conditions of Use oktlCollege Network

4.1  The College fully acknowledges and encourages the use of computer facilities and the
Virtual Learning Environmen¥[LE}o support teaching and learning

4.2  In order to advance the use of these services in a manner which is benefaibhial
which safeguards the security of the network, it is necessary for users to be aware of
what is considered appropriate and inappropriate usage

4.3  On registratiohappointment with the College, learnégaff are provided with the
Terms & Conditiand Use of the College Netwdbl the Registration DepartmetitiR
Department

4.4 It is the responsibility of staff and learners to ensure they read and understand the

LI2AYid AyOfdRSR Ay (GKS a¢SN¥& 9 béfdey RA (A 2

signing it ad being given access to the College network

4.5 The induction cebrdinator/HR Manager invitesthe IT Services department, as

F LILINBLINRA F S 02 NBAYT2NDODS (GKS AYyF2N¥YIGAZ2Y
2F GKS /2ttS3S bSig2 Namer induitibistafB indliciod & OK S

sessions

4.6 TheCollege takean educational approach to unintentional breaches of regulations in
the use of the network adviceis givenwhen beneficial and explanations of the
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4.7

4.8

5.1

5.2

5.3

5.4

5.5

seriousnesgepercussions of inappropriatase of the networkis provided where
possible

TheCollege supportsi KS A YLIX SYSy Gl GA2y 2F GKS a¢ SN
/2t £S3S bSUGg2N] ¢ o0& SYyF2NOAYy3I NBfFGISR f
required

(0p))

The Library Services & ICT Cotteaimustreportl y& | YSYRY
/| 2yRAGAZ2Ya 2F | aS 2F GKS /2tftS13

Responsibilities
Staff/ Learners

T ¢2 NBIR GKS a¢SNXYa 3 /2yRAGAZ2YE 2F | aS$s
aspects of doubt par to signing their agreement to the regulations and receiving
access to the network [4.4]

Registration Department

 Providest S NYSNA 6AGK a¢SN¥YA& 3 [/ 2yRAGAZ2ya 2
registration [4.3]

HR Department

f t NEPOARSAE YySANNVYRIISTT 2¢/RAKG ARYSH 2F | asS 27F
appointment [4.3]

1 Invites IT Services Department to any scheduled staff induction sessions [4.5]

Student Development Officer
1 Invites IT Services Department to any scheduled learner induction sessidps [4

IT Services Department

T 9YRSI @2dzNE (2 NBAYF2NDOS (GKS Oz2yaSyda 27
/21838 bShGe2Nlé G2 ySs a0 FF FyR 8Ny
[4.4]

f Endeavours to inform staff and learners of any interfh&y RY Sy (i

f

/| 2YRAGAZ2YE 2F | aS 2F (GKS [/ 2f

a

a 02 ¢
S3S bSig2
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5.6 Management Board

1 Enforces the Learner Disciplinary Procedure or the Staff Disciplinary Procedure if
necessary [4.7]

5.7  Library Services & ICT Committee

1 Reports changes of terms andnditions to APC on an annual basis [4.9]
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QAE 12 Performance Review & Staff Development Principles

2.1

3.1

Objective

Toout AYS GKS LINAYOALX Sa dzaly ¢KAOK GKS
Development processese based.

Scope

These principles apply to the Performance Review and development of all College
employees.

Principles of Performance Review & Staff Deweinent

When devising Performance Review and Staff Development processes the following
principlesmustapply:

3.1.1 Performance Review processsslesigned to achieve a positive, goal
oriented and productive outcome

3.12 Performance Review processencourags an exchange of views and ideas
that result in constructive plans that support future performance

3.1.3 A significant aim of Performance Reviesthe recognition of individual
development opportunities

3.1.14 The task of reviewing the perfarance of individualgs normally carriecbut
by line managers focussing on the job itself and the performance of the
individual

3.1.5 Performance Review processa® applied consistently and equitably

3.1.6 Performance Reviewske place with a levedf frequency that is beneficial to
the individual and the organisation

3.17 Performance Review processa#id cumbersome and administratively
heavy structures

3.1.8 Performance Regw processegncourage the employee to undertake self
evaluation

3.1.9 Both manager and employasdertake suitable preparation prior to a
Performance Review meeting

3.1.10 Performance Reviewske place in a suitable environment

3.1.11 Performance Revieware normally retrospectiveand prospective
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3.1.12 Performance Bviewsare supported by ongoing feedback throughout the
year

3.1.13 Managers and employeedeavour to ensure that action agreed during a
Performance Review is carried out

3.1.14 Suitable resourceare made available to support Staff Development needs

3.1.15 The principal aims and objectives of Performance Review and Staff
Developmentare clearly communicated to all employees in a timely manner.

131



Griffith College
Quality Assurance and Enhancement Policies, Procedures, Practices
and Guidelines

Title QAE 13Staff Development Practices
Document No. QAE I3
Initial Approval by APC September 2005

Approval of current version by | January 2019
APC

Responsibility for Management Board
Implementation

Related Documents Performance Review and Staff DevelopmBninciples
(QAE 12)
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QAE |I35taff Development Practices
1. Objective

11 ¢2 2dziftAyS GKS /2ttS3SQa aidl¥F RS@St 2LIvSy

2. Scope
2.1 These practices apply, as appropriate, to all College eyapk
3. Introduction

3.1 Having appointed staffacademic or otherwisethe College has a strong commitment
to their developmentThe College is thus keen to support staff development initiatives
as appropriate and beneficial to the individual and thelégm as a whole

3.2  Staff development initiatives grow and develop in response to needs identified
through review and monitoring processes such as Programme Reviews, Faculty
Reviews, Department Reviews, Performance Reviews etc. and less formal discussion
and consultation which takes place on an ongoing basis throughout the year

3.3 The following sections set out some common College practices related to staff
development.Staff development practices will be reviewed and developed in parallel
with individual and Citege needs.

4. Staff Development Practices

4.1  All lecturers, bth full-time and parttime are provided with opportunities for
increased involvement and advancement in the College (e.g. through participation in
Programme Committees, lecturer training sessiosocial events, etc.)

4.2  All new positions offered by the College are first circulated internailyarticular,
when appointing new fultime members to the teaching panel, the College has a
policy of canvassing applications from the pme staff

4.3  Siaff trainingis provided on an ongoing basis for all staff members in order to ensure
their continued development, and in turn, that of the College. Staff training is
organised by the Centre for Promoting Academic Excellence, in conjunction with the
Progranme Directors and Department Managers and is delivered by interndlband
external trainers as appropriate

4.4  All full-time members of staff wishing to undertake academic or professional
programmes offered by the College may do so at a discounted fee ofob@Pe
programme fee.In doing so, the College requires them however to maintain
exemplary attendance and commitment levels throughout thus respecting the
reputation of the award, and of the College itself
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4.5

Lecturing staff members are actively encouragedotirsue advanced postgraduate
and doctoral studies related to their field of interedn the case of fultime College
lecturers, the Collegwiill assess each application for financial support on its merits,
taking into account budgets and the needglué CollegeThe College will endeavour
to support such applications up to a level of 50% of the fee involS&df members

are also supported in terms of study leave.
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Implementation
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Responsibilities of Learners and the College (QAE J
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QAE J1 Learner Charter

1.
11

2.

2.1

3.

3.1

Objective

¢2 asSid 2dzi GKS /2ftfS3SQa FINBSR [ SINYSNJI /
Scope

The Learner Charter applies t@ateers of all College campuses.

Learner Charter

Griffith College is committed to:

3.1.1 Providing excellent teaching and educational resources to enable learners
realise their chosen personal and career ambitions

3.1.2 Promoting an attainment culture whereby learners are encouraged to give of
their best

3.1.3 Pulicly recognising and celebrating the successes of our learners in national
and international activities

3.1.4 Providing a welcoming and nurturing environment where all learners are
treated with respect and dignity

3.1.5 Supporting and guiding learners in their deanic and personal development
towards their educational and personal goals

3.1.6 Embracing the diversity of our learners through full inclusion and through the
provision of equal opportunities for advancement to all

3.1.7 Providing equality of educational opportuypiregardless of personal
characteristics and differences

3.1.8 Providing for continuous improvement through the active consideration of

feedback from learners, staff, alumni, employers and other external
stakeholders.
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Griffith College
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Title QAE JEulfilling the Learner Charter: The Role &
Obligations of Learners and the Colleége

Document No. QAE J2

Initial Approval by APC April 2005
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Learner Code of Conduct (QAE J3)
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Roles & Responsibilities in Managing and Participati
in Work Placemen{QAE Dy

Learner Feedback ProcedU@AE FP

This document reflects Nottingham Trent Universityos
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QAE J2 Fulfilling the Learner Charter: The Role & Obligations of Learners ai@btlege

1.

11

2.1

2.2

3.1

3.2

4.1

4.2

5.1

5.2

Objective

To set out the rights and obligations of the College and those learners on its
programmes, in line with the College Learner Charter (QAE J1).

Scope

Learners of the College are located on a number of campi$es.document apms
to all locations and all staff and learner members

The rights and obligations on the part of the College outlined in this document apply
to learners observing the Learner Code of Conduct (QAE J3).

Responsibilities

College Staff
College Learners

Introduction

This document is not intended to replace or detract from the formal policies,
procedures, practices and guidelines detailed in the Learner Handbook, the Lecturer
Handbook and the Quality Assurance and Enhancement MaRa#ier, its intenbn

is to elaborate on the College Learner Charter and to highlight the key roles and
responsibilities which have been developed as a means of ensthiandCollege
achievesand maintairsthe highest standards of provision

This documenshouldcontinuallybe reviewed and updated in line with the Learner
Charter and other College publicationsto ensure that it meets the emerging
requirements of a successful educational partnership between the College and its
learners.

Equality & Diversity

The Cdege respects the dignity and diversity of all its learners and staff. It aims for a
College community that is free from intimidation and discrimination

We aimto provide learners with:

5.2.1 A culture in which behaviour reflects a high level of awaren¢ssjuality
and diversity issues
5.2.2 Equality of opportunity regardless of personal characteristics and differences
- this commitment applies to all individuals and all aspects of College life
5.2.3 The knowledge that any complaint of unfair discrimination or hamaent will
be treated seriously and dealt with fairly and efficiently.
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5.3

6.1

6.2

6.3

7.1

7.2

8.1

8.2

We ask learners to:

5.3.1 Respect and treat with dignity all m#ers of the College community.

Behaviour and Conduct

All members of the College should behave in a mannertwikicespectful of the rights

and views of others

We aim to provide learners with:

6.2.1 Qdear guidelines outlining behavioural expectations including the Learner Code

of Conduct (QAE J3)

6.2.2 Fair and consistent treatment in dealing with breaches of the LeaDoele of

Conduct

We ask that learner®:

6.3.1 Be familiar with the Learner Code of Conduct and abidé. by i

Joining the College

We aim to provide learners with:

7.1.1 Where appropriate, an induction programme and published information
which ntroduces them to College lilgacademic and otherwise (see Learner

Induction Policy QAE D2)

7.1.2 Comprehensive information relating to their programme of study
713 ! LINPINIYYS 2F &a20Alt | OGA@BAGASA

We ask learnersot

7.2.1 Complete all enrolment procedures

Iy R

7.2.2 Learn as much as they can about the programme they are embarking on and

the services and facilities available in the College

7.2.3 Becomefamiliarwith the various policies and procedures which learners of

the College are und by
724 ¢ f1 G2 Gdzi2NARI &dzLLi2 NI
concerns arise during these early days.

Learning and Teaching

a SNIBAOS

aatr FF

The College is committed to ensuring high standards in its teaching and in supporting

learning

We am to provide learners with:
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8.3

9.1

9.2

9.3

8.2.1 A learning and teaching strategy that is well planned, which uses different
methods, and is designed to help them think and work for themselves

8.2.2 Information about the arrangements and study requirements for their
programme

8.2.3 Reguér and constructive critical feedback on their work

We ask that learners:

8.3.1 Prepare for and participate in scheduled learning activities in ways which
support the teaching antkarning of others as well as themselves

8.3.2 Becomefamiliarwith any cultural diffeences in terms of teaching and
learning conventions

8.3.3 Make themselves familiar with the programme information providexdi
comply with the administrative arrangements of the programme

8.3.4 Give onstructive critical feedback on their learning experience in the
programme.

Attendance and Participation

The majority of programmes include activities designed to suplgantning, which
depends on participation and collaboration. Dissioss, simulation exercises and
workshops, for instance, depend for theirlwva onf S I N3ft&nN&d®@ and regard

for the learning of others as well as for themselves. So, while each learner has a
responsibility for organising and managing aspects of their own learning, enrolment
on a programme also entails commitment to partetiion. The nature of participation

- whether it is face to face, via the internet, or by some other meaasd its scale,

will differ between programmes

We aim to provide learners with:

9.2.1 HRull information about the time and location of teaching andessment
arrangements

922 WF2NXIF GA2Yy F62dzi Sl OK RSLI NIYSyidk Tl Odz
requirements

We ask that learners:

9.3.1 Make sure they understand and fulfil the attendance requirements for their
programme

9.3.2 Keep in contact with their Faculty regardiany attendance difficulties

9.3.3 Understand that any sustained period of unexplained or unauthorised absence
or lack of participatiorwill have to be investigated and may be subject to
disciplinary procedures andr reported to the relevant authorities if
applicable.
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10.

10.1

10.2

10.3

11.

111

11.2

11.3

Assessment

Assessment has a major influence on learning. It is also the means through which the
College determines whber an appropriate standard habeen achieved for
progression through stages to an award

We aim to provide learnensith:

10.2.1 Clarityin the purposes and methods of assessment

10.2.2 Assessment strategies which employ a range of types of assessment where
appropriate and assessment criteria which are open, transparent and free
from bias

10.2.3 Timely feedback of assessments to aid depslent (see Procedure on
Provision of Assessment Feedback to Learners QAE EB8)

10.2.4 Information on College assessment regulations and the regulations of the
relevant validating body.

We ask that learners:

10.3.1 Gomplete all assessment activities and adherelte assessment timetable

10.3.2 Notify a member of the Faculty or College if they are having difficulties which
are affecting their performance

10.3.3 Never engage in cheating, plagiarism or other types of academic misconduct
6asSSsS GKS |/ 2 ftlitegayuilisconOuctRi®cedure (QAE J6) for
further guidance).

Learner Feedback about Programmes
The College believes in the value of learner feedback. It is important to staff to receive
feedback, in order to make improvements and to help establish and promote
educational partnership (see Learner Feedback Procedure QAE F2)
We aim to provide learners with:
11.2.1 Specific opportunities to provide feedback during the programme, without
fear of retribution
11.2.2 The opportunity to be represented on programme committees
We ask that learners:
11.3.1 Provide the College with feedback as requested

11.3.2 Elect a learner representative to appropriate committees and other groups
working for the management and quality of their programme.
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12.

12.1

12.2

12.3

13.

13.1

13.2

13.3

Placements
Some programmes of study contasubstantial work experience in the form of work
placement (see Guidelines on Roles & Responsibilities in Managing and Participating
in Work Placement QAE D7):
We aim to provide learners with:
12.2.1 A clear statement of the intended outcomes ambeopriate assessment of
the placement
12.2.2 Information about the level of support available to learners in the process of
seeking suitable placements and during the period of work placement
We ask that learners:
12.3.1 Conduct themselves in a responsilaind professional manner as indicated by
the Learner Code of Conduct (QAE J3)
12.3.2 Comply with all work placement requirements indicated by the Faculty and
the employer.
Central Learning Resources
The College believes that, learners of the College shbaldpart of a learning
environment where open, shared access is provided to a wide range of learning
resources. The regulations applicable to the use of learning resources are designed to
help learners make the most of the resources available
Library Fadities
13.2.1 We aim to provide learners with:
13.2.1.1 A range of learning resources
13.2.1.2 Published information on Library access and opening times
13.2.1.3 Help and advice in making best use of the resources available

13.2.2 We ask that learners:

13.2.2.1 Comply with thepublished regulations for learner users of learning
resources and facilities.

Computing Facilities
13.3.1 We aim to provide learners with:

13.3.1.1 Published information on opening times and help services
13.3.2.2 Access to IT resources accortintipe published timetable
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14.

14.1

14.2

14.3

15.

15.1

15.2

15.3

16.

16.1

13.3.2 We ask that learners:

13.3.2.1Comply with the guidelines for use of computers by learners and the
relevant regulations for use tfie computers and the network.

Disability Support

The College is entirely camitted to fulfilling its obligations under equality and
disability legislation to learners with disabilities

We aim to provide learners with:

14.2.1 The opportunity to discuss specific requirements including appropriate
presentation of programme material, modeg examination and programme
assessment

We ask that learners:

14.3.1 Inform the College of any specific support requirements arising from a
disability prior to or subsequent to admission so that proper consideration
may be given.

Counselling Gpport

The College provides an afdmpus confidential counselling service free of charge to
all its learners

We aim to provide learners with:

15.2.1 A confidential appointment for individual counselling within the shortest
timeframe possible

We ask thalearners

15.3.1 Keep any appointments offered by the service and provide as much notice as
possible if they have to cancel an appointment

15.3.2 Accept responsibility for their part in the counselling process

15.3.3 Respect the confidentiality of the counselling amgaments for other
learners.

International Learners

We aim to provide learners with:

16.1.1 Suitableinductionactivities and an ongoing advice and information service
throughout the year
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16.2

17.

17.1

17.2

17.3

18.

18.1

18.2

18.3

19.

19.1

19.2

16.1.2 Support classes for learners with English as a second languregmay have
language difficulties

We ask that learners:

16.2.1 Ensure that they have made all the necessary preparations prior to enrolling
on the programme

16.2.2 Make appropriate use of specialist support provided.

¢KS {(dzRSyidaQ ! yiazy
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where appropriate

We aim to provide learners with:

17.2.1 Information, advice, guidance and representation on a range of topics
17.2.2 The opportunity to participate in ongoing social and sp@tattivities.

We ask that learners:

17.3.1 Make responsible use of the facilities available

17.3.2 Ask for help when required

17.33wS&aLISO0G GKS AyiauSaNaidGe 2F (GKS {GdzRSy(dac
Class Representation System

The class representation system supp&te 6 @ G KS { (dzZRSydaQ ! yaA?z
ensures direct learner representation at programme level and feedback into the
system

We aim to offer learners

18.2.1 Representation at programme level through a Class Representative

We ask that learners:

18.3.1 Liaise with their Class Representative on issues of feedback and general
College and Union concerns.

Security

The College endeavours to provide a safe and secure environment for learners, staff,
visitors and property

We aim to provide learners with:
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19.3

20.

20.1

20.2

20.3

21.

21.1

21.2

21.3

19.2.1 A suitable response to security problems within the shortest timeframe
possible

We ask that learners:

19.3.1 Carry suitable identification when on College premises
19.3.2 Share responsibility for making the College a safe place
19.3.3 Report anytling suspicious or potentially dangerous.

Teaching Accommodation & Facilities

The College is committed to the provision of teaching and learning accommodation
that provides a safe, supportive environment that is appropriate for its purpose

We am to provide learners with:
20.2.1 Appropriate facilities and equipment
We ask that learners:

20.3.1 Comply with College regulations and act in a responsible manner
20.3.2 Respect College property and the rights of others

Health & Safety

The College is working to create and maintain a safe environment.
We aim to provide learners with:

21.2.1 Health and safety information as appropriate

We ask that learners:

21.3.1 Becomefamiliarwith health and safety information

21.3.2 Help maintain standards of health and safety in the interests of all learners,
staff and visitors to the College.

145



Griffith College
Quality Assurance and Enhancement Policies, Procedures, Practices
and Guidelines
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QAE J3 Learner Code of Conduct

1.

11

1.2

2.

2.1

2.2

3.1

3.2

3.3

3.4

4.1

4.2

4.3

Objectives
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To highlight what is considered misconduct unttes code.
Scope

The CollegeLearner Code of Conduefpplies to all persons, other than staff,
undertaking a programme of study or otherwise in attendance or in residence on the
[ 2f£S53SQa LINBYAaSad Ly I RRAGAAdAFColleeS & S NE
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This Learner Code of Conduct comes into force when an offer of a place in the College
Is accepted and remains in force whilst learners are attending the Collegsidinge
on its premises or taking part in any of its associated events.

Introduction

The College aims to provide a safe and welcoming environment for its staff and
learners. In order to achieve this, a standard of conduct is necessary on the part of
learners and staff. This document outlines that standard of conduct in terms of the
/2t S3S5SQa fSINYSNBR o0la RSTFAYSR Ay HOM | YR

The Learner Code of Condustncludedin the Learner Handbook and on th&rtual
Learning Environment (VLE)

The Learner GQte of Conduct is equally applicable to learners when they are off
campus, for example on a field trip or a work placement

The College is entitled to alter this Learner Code of Conduct from time to time through
the Academic and Professional Council.

Learner Code of Conduct

All learners are expected to be considerate to the needs of fellow learners, staff and
any authorised visitors to the College

All learners are expected not to engage in any conduct which is intended or is likely to
disrupt teaching,learning, study, research, ceremonies, recreational activities,
meetings, examinations, administration or other activities undertaken by or within the
College or organised as part of its approved activities

All learneranusttake responsibility, includig within learner accommodation, for the
actions of their invited guests
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4.4

4.5

5.1

5.2

All learners are expected to respect the property of the College and not to use it for
unapproved purposes

All learners are expected to attend their scheduled classes and comnrhi¢ tearning

process.

Learner Misconduct

Misconduct is understood as improper interference with the proper functioning or
activities of the College, or those who work or study in the College, or action which
otherwise damages the College

The followingconstitute examples of misconduct. This list is not intended to be
exhaustive:

5.2.1

5.2.2

5.2.3

5.24

5.2.5

5.2.6

5.2.7

5.2.8

Disruption of, or improper interference with, the academic, administrative,
sporting, social or other activities of the College, whether on College
premises or elsewhere

Obstrwction of, or improper interference with, the functions, duties or
activities of any learner member of staff or other employee of the College
or any authorised visitor of the College

Violent, indecent, disorderly, threatening or offensive behaviour or
language whilst on College premises or engaged in any College activity

Fraud, deceit, deception or dishonesty in relation to the College or its staff
or in connection with holding any office in the College or in relation to
being a learner of the College

Action likely to cause injury or impair safety on College premises

Sexual or racial harassment of any learner, member of staff or other
employee of the College or any authorised visitor to the College, or any
behaviour of a hostile or intimidating nature aaah at individuals or groups

of people

Examination offences which do not constitute academic irregularities
including assisting or being assisted by another person to cheat in an
academic setting, whether by impersonating another rfea in an
examinationsetting or by completing an assignment

Damage to, or defacement of, College property or the property of other

members of the College community caused intentionally or recklessly, or
misappropriation of such property
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5.2.9 Misuse or unauthorised use of Coleegremises or items of property,
including computer/network misuse

5.2.10 Conduct which constitutes a criminal offence where that conduct:

5.2.10.1 takes place on College premises, or

5.2.10.2 affects or concerns other members of the College community,
or

5.2.10.3 damages the good nanu the College, or

5.2.10.4 itself constitutes misconduct within the terms of this code, or

5.2.10.5 is an offence of dishonesty, where the learner holds an office of
responsibility in the College

5.2.11 Breaches of the subsidiary codesg(eLibrary regulations) where the
behavour complained of cannot be dealt with satisfactorily under those
codes

5.2.12 Behaviour which brings the College into disrepute

5.2.13 Failure to comply with proper directions given by an officer or employee of
the College

5.2.14 Failure to comply with a previously impak@enalty under this Learner
Code of Conduct.

6. Breaches of the Learner Code of Conduct

6.1 A learner who is suspected of breaching the Learner Code of Cowdlise subject
G2 GKS /2t€t53SQa [SINYSNISAAOALIE AYFNE t NP
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Griffith College
Qualty Assurance and Enhancement Policies, Procedures, Practices
and Guidelines

Title QAE JAcceptance of Giftand Hospitalityfrom
Learnes

Document No. QAE 2

Initial Approval by APC June 2022

Approval of current version by | June 2022

APC

Responsibity for All Griffith College employees (ftiine and parttime)
Implementation Allregisteredlearners

Related Documents Learner Code dfonduct (QAE J3)

Learner DisciplinariProcedure (QAE J5)

Workplace ConducHuman Resources Policies and
Procedues, Policy 5)

Disciplinary Procedur@Human Resources Policies an
ProceduresPolicy 2%

Lecturer Handbook

Human Resources Policies anddaaures
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QAE 3: Acceptance of Giftand Hospitalityfrom Learners

1.

1.3

1.4

15

2.3

2.4

3.5

3.6

3.7

3.8

3.9

Objectives

To provide guidance fdroth Griffith Collegestaff and learners regarding appropriate
practices for offering and receiving gifts and hospitality

To provide protection, both for employees and learners on those occasions when a
gift or hospitality has been acceptelly recordirg these and the reasons for their
acceptance, in an accountableansparent and objective way.

To preventthe misuse of authority and mitigate potential bias in judgement and
decisionmaking.

Scope

Thispolicy applies to all Griffith College empé®s, whether partime or fulttime,
permanent or temporary, and all registered learners of Griffith College.

This policy applies equally to those staff supporting the delivery of, and learners
dzy RSNI F 1Ay 3 LINRPINI YYSa& ¢ hartkersDNRARFFAGK [ 2f

Introduction

The Collegeis committed to ethical engagement and the promotion of an
environment, which maintains the highest standards of integiitys the policy of
Griffith College that all persons engaged/ ire f f &cHvByhave he obligation to
manage or avoid ethical, legal, financial or other conflicts of interest and to ensure
that their activities and interests do not conflict with their obligations to the College
or its welfare.

Offering and receiving gifts does not condtit S LJ- NIi 2F GKS O2ff S3¢
The college provide a service for which staff amemunerated and learners are
supported without preference.

The policy must be included in thuman Resources policies and geduresandthe
LecturerHandbook.

¢CKS GSNY WIAFAIQ Aa | Glry3aAroetsS AGSYZ 2NJ 240
activity or business. Gifts offered may range in value and may commonly include, but
are not limited to, luxury items, cash, vouchers, works of art, jewellery, etc.

For this policy, bspitality refers to any event or entertainment offered to an

individual, including but not limited taneals,beveragestickets to sporting, cultural
or social events such as theatre or shoefs.
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4.6

4.7

4.8

4.9

4.10

411

412

5.1

5.2

Gifts and Hospitalitygc General Gidelines

To prevent undue influence or potential conflict of interest, employees should not

accept or solicit gifts or hogplity, directly or indirectlyfrom learners, whichmay
AYTFEdzSYyOS 2NJ I LILISE NI G2 Jngking, dofegs@spted iK S NB O
accordance with this Policy.

This Policy is not intended to prohibit the exchangegifts and hospitalityamong

employees orindividuals who have independent personal relationships (ég.

holidays orbirthdays) provided thegift or hospitaity is not intended to influence the

status of the individual giving thggft or hospitality Any suclgifts or hospitalityshould

0S LIzZNOKFaSR gAGK GKS SYLIX28SSQa LISNAZ2YI f

Gifts of nominal value that are generally considered as common businesscia
courtesies are acceptable only as long as they are reasonable in type, frequency and
value. If an employee has any doubt as to what constitutes a modest token, they may
seek the guidance of their Head of Departmemt Line Managerwho will, if
apprapriate, return the gift on theibehalf.

The valueof giftsor hospitality serviceacceptedmust not exceed p. All employees
are expected to disclose fully all individual giftshospitality servicewith a value
exceedinge p ta their Line Manager or the Head of Department

A gift or hospitalityservice, which exceeds these criter&ould be returned witha
polite explanation stating that acceptance of the gift and hospitality is not permitted
under the College PolicPetails of returned gifts must be notifidry the employedo
their Line Manager

Under no circumstance shouldanployees of the College agput cash, gift cheques or
any vouchers that may be exchanged for cash regardless of the amount

The breach of this policy could result in disciplinary action (please refeeamer
Disciplinary Procedure QAE a&d/or Human Resources Policies and Praoces]
Disciplinary Procedure, Policy, 25 appropriate).

Implementation and Oversight

Allindividuals to whom this policy applies are responsible for becoming familiar with
and following this policy

It is the responsibilitypf each employee to esure that Griffith College's image is not

damaged in any way by the acceptance of gitbs hospitality which could
compromise, or be perceived to compromise, their positiothait of the college
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5.3 Heads of Department/Faculty are responsible for:

1 Bringing this policy to the attention of their staff on appointment, and
to the whole Department/Faculty on an annual basis
1 Ensuring personal compliance with the procedure in respect of any gifts

they may receive
1 Leading on implementation of the policy withime Department/Faculty

5.4 Employees who have concerns relating to the acceptawicgifts and hospitality
should refer the matter to theiLine Manager.
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Griffith College
Quality Assurance and Enhancement Policies, Procedures, Practices
and Guidelines

Title QAE J%ervice Dogs Policy
Document No. QAE J9
Initial Approval by APC September 2022

Approval of current version by | September 2022

APC
Responsibility for Head of Academic Programmes
Implementation Programme Directors

Head of College Administrati
Student Support Coordinator
Campus Services Coordinator
Learners

Applicants

Related Documents
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QAE J9Service Dogs Policy

1.

1.2

1.3

1.4

15

2.

2.1

2.2.

2.3

2.4

3.1
3.2
3.3
3.4
3.5

4.1

Objectives

To outline the arrangements made for Service Dogs and their handlers on campus.
To outline he roles and responsibilities within the College in relation to Service Dogs.
To outline the responsibilities of the handlers of Service Dogs on campus

To outline the process for dealing with issues and complaints if they arise

Scope

This policyapplies to applicants and learners who wish to bring a Service Dog on
campus with them to classes.

Any programmes in which learners are accompanied by Service Dogs, and any
faculties/departments in which staff are accompanied by Service Dogs.

This policy outlines the processes taken during application stage, induction and while
the learner is attending their course.

This policy does not apply to emotional support animals, which are animals used by
people to provide comfort or emotional supg, but which do not meet the criteria

to be classified as service animals. Emotional support animals are not currently
recognised under Irish legislation.

Responsibility for Implementation

Admissions Office

Learner Support Coordinator
Programme Directors

Head of Academic Programmes
Campus Services Manager

Introduction

Recognised under Irish Law, a Service Dog is defined as a highly trained dog that has
been specifically trained to assist a person with a disability.

For ax animal to be recognised as a Service Dog it must be fully trained and registered
with one of the following organisations or an international equivalent:

1 Irish Guide Dogs for The Blind
1 Dogs for The Disabled (Cork)
1 Autism Assistance Dogs Ireland
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4.2

4.3

5.1

5.2

5.3

5.4

6.1

6.2

7.1

Canine Pdners (UK)

Dog A.l.D. (UK)

Guide Dogs UK

Hearing Dogs for Deaf People (UK)
Medical Detection Dogs (UK)
Support Dogs (UK)

International Guide Dog Federation

=4 =4 -4 -4 -4 4 A

The college recognises that Service Dogs are highly trained working animals who
pose a minimatisk of causing disruption to college activities.

Members of the wider college community are reminded that Service Dogs are
working animals and not pets and should not be disturbed when at work.

Procedures for the Acceptance of Service Dogs
The Admissions Office will normally require an applicant who wishes to bring a
Service Dog on campus to indicate their intention to do so at the time of application
as part of their Needs Assessment.
The Needs Assessment will be reviewed by the Learning 8uppordinator.
The applicant will be required to support their application with relevant
documentation including identification for the Service Dog and a supporting letter

from a medical professional.

The college will make the final decision as to wieethr not to approve an applicant
f SFNYSNRa { SNBAOS 523 NBIljdsSSaao
Responsibilities of the Learner
The learner is responsible for providing supporting documentation such as the
{ SNBAOS 52304 NBIAAUGUNFGAZ2Y | Yy RthedNedd#J2 NI A Y
Assessment.
Service Dogs are welcome in college buildings subject to owners ensuring:
1 That their animal wears an identifiable harness or a branded lead clearly stating
that it is a working Service Dog.
1 That they carry suitable identificaticto prove that their animal is a Service Dog
if requested for clarification.
Responsibilities of Staff
The Learning Support Coordinator will inform the applicant if their request to bring

a Service Dog on campus has been approved, and will be ressofe ensuring
documentation is in order.
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7.2

7.3

7.4

If the request to bring a Service Dog on campus is approved, the Learning Support
Coordinator will inform the Campus Services Coordinator and the relevant
Programme Director.

The Programme Director will havesponsibility to communicate to the programme
team that a Service Dog will be present in classes. The Appendix (QAE JA9) to this
policy giving guidelines on interacting with Service Dogs will be circulated to the

faculty.
The Programme Director or a¢ulty Administrator will communicate with the

20KSNJ ft SFNYSNB Ay GKS fSFENYySNna Ofl aa
Dogs included as an Appendix (QAE JA9) to this policy.
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Griffith College
Quality Assurance and Enhancement Policies, Pragced, Practices
and Guidelines

Title QAE J10 Learner Dignity and Respect Policy
Document No. QAE J10
Initial Approval by APC December 2022

Approval of current version by | December 2022
APC

Responsibility for All Griffith College employsgfulttime and parttime)
Implementation All learners

Head of Faculty/Department

Programme Director

Head of Academic Programmes

Line Manager

Learner Support Services

QAED Members

Related Documents Appeals Procedure (QAE E15)

Learner Charter (QAE J1)

Learner Codef Conduct (QAE J3)

Learner Complaints Procedure (QAE J4)

Learner Disciplinary Procedure (QAE J5)

Dignity at Work (Policy 10, HR Policies and Procedu

Grievance Procedure (Policy 24, HR Policies and
Procedures)

Disciplinary Procedure (Policg,2HR Policies and
Procedures)
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QAE J10: Learner Dignity and Respect Policy

1.

1.6

1.7

1.8

1.9

2.5

2.6

2.7

2.8

2.9

Objectives

To promote and ensure a learning and working environment that protects the dignity

and respect of all members dfriffith College.

To ensure thatllegations andncidentsof bullying and harassment are dealt with

promptly, seriouslyand with due sensitivity.

To support all members o&riffith College experiencing any type of bullying and

harassment within college contexts.

To provide a clear framework for athembers of the college community for the

resolution of any dignity and respect matters that may arise.

Scope

The guidance in this policy is intended for:

2.5.1 Anylearner who feedthat they have been bullied or harassed by another

learner.

2.5.2 Any memberof staff who feesthat they have been bullied or harassed by a

learner.

The policy is equally applicable to learners when they areany Griffith College
Campusin Griffith Hall of Residencer off campusand includegor examplelearners

on a fieldtrip or a work placement, learners attending college programmes on other

premises,f S+ N} SNB dzy RSNIi I { Ay 3
partners andthe elected members of the Studerfignion.

LINR INJ YYSa

The policycomes into force when an offerf @ place in the college is accepteuhd

remains in force whd learners are attending the college, residing on its premises, or

taking part in any of its associated events.

In circumstances where a learner is also an employee of the Cotleg®ignityat
Work Policy{Policy 10, HR Policies and Procedures) will be ap@lgedppropriate

GAGF

In circumstances where a learner believes they have been subjected to treatment by

a staff member which is in breach of this policy, the issue will be dealt under the

procedures of theDignity at Work PolicyPolicy 10, HR Policies and Procedur8se

section 9 for further details.
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3.10

3.11

3.3

3.4

4.1

4.2

Introduction

The college is committed to providing a welcoming and nurturing environment, which
is free from all forms of bullyingr harassment andvhere all members of its
community treat one another with respect and dignity.

TheLearner Dignity and Respect Pohitigns with theLearner ChartefQAE J1) values.

This policy is informed byand should be read in conjunction thvj the following
documents:

Equality Act, 2004

Employment Equality Act, 199&Vised 2021)

Equal Status Acts 2000 (revised 2021)

Disability Act, 2005 (revisetD22)

Safe, Respectful, Supportive and Positimeding Sexual Violence and
Harassment in Irish Higher Education Institutiidepartment of Education and
Skilk, 2019)

== =4 =4 4

This policy is also included in the Student Handbook.

Definitions

Bullying can be defined as repeated inappropriate and intentional behaviour
conducted by one or more persons against another or others which could be regarded
as undermining the idividual's right to respect and dignity. Bullying can take many
forms; it can be verbal, newerbal, physical, emotional, sexual, cyber, direct, or
indirect. Bullying can have immediate, medium, and lmgn effects on an
AYVRAGARdzZ t Qad ¢StfoSAy3Iod

A nonexhaustive list of bullying behaviour may include repeated verbal abuse,
repeated use of offensive language or jokes directed at an individual or individuals,
aggressive behaviour, shoving or jostling, written insults (including electronic
communication), speading malicious rumours.

Harassmentcan be defined as any form of unwanted behaviour connected to any of
the discriminatory grounds undehe Employment Equality Act 1998 (as amended)
and Equal Status Act 2000 (as amendedhich has the intention of @lating an
AYVRAGARdzZ £ Q& RA3IYA (&, hosyfi® deGraddig, hukniliaging lory
offensive environment for the persomiscriminatory grounds include gender, age,
disability, civil status, family status, religion, sexual orientation, ramanbership of

the Traveller community. Harassment may be a -offeincident or repeated
inappropriate behaviour. Any unwelcome dod negative behaviour based on the
discriminatory grounds will be treated as harassment.
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http://revisedacts.lawreform.ie/eli/2000/act/8/revised/en/html#SEC1
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4.3

4.4

4.5

5.5

5.6

5.7

5.8

5.9

6.1

6.2

6.3

Sexual harassmeras defined byhe Employment Equality Act 1998 (as amendet)

Equal Status Act 2000 (as amendisd¥| y & F2 N 2 7F dzfvérbaf orSR @SN
physical conduct of sexual nature, which has the purpose or effect of violating a
LISNAE2Y Q& RAIYAGE I iygR hoshidlRiegiading IhuntiligtingAoy G A Y A |
offensive environment for the person. Such unwanted conduct may consist of acts,
requests, spoken words, gestures or the production, display or circulation of written
g2NRA&Z LA Ol d8sdatharasdientitayib® &ldnéoff inbitent or repeated
inappropriate behaviour.

A complainantis a person who makes a complaint of bullying or harassment against
another person.

A respondent is a person who is alleged to have bullied and/or harassed the
complainant.

Responsibilities of Learners

All learners share a responsibility for ensuring an environment that protects the
dignity and respect of the college membgwghich is free from any form of bullying

and harassment, including sexual harassment.

All learnersshould treat their fellow learners, stafind members of the college
communitywith dignity and respect.

All learners must comply with thigolicyand considehow others might be affected
by words and actions

Learners should discourage bullying anddsament bybeing an active bystander and
objecting to inappropriate behaviour.

Learners should be prepared to-operate fully when an allegation of bullying or
harassment is being investigated whether in an informal or formal way.
Responsibilitieof Staffand College Community

All staff and members of the college community share a responsibility for ensuring an
environment that protects the dignity and respect of the college members, which is

free from any form of bullying, harassment and sexhalssment.

Allmembers of the college communishould treat colleagues, staff, learners or any
person with whom they come into contact during their work with dignity and respect.

Staff should discourage bullying and harassment by objecting to inapptep
behaviour.

161



6.4

6.5

7.1

7.2

7.3

8.1

Staff should be familiar with this policy and promote ongoing awareness of the policy.

Staff should respond sensitively and promptly to a learner who makes a complaint of
bullying or harassment and refer them to thappropriate contact person (see
Appendix JA10).

Communication of the Policy

The college is committed to takiagtive andpositive measures to educate all learners
and staff in awarenesand preventionof bullying and harassment and the effects of
this type of behaiour.

This educabn in awarenessand preventionof bullying and harassment and the
effects of this type of behaviour will be achieved in respect of learttermigh the
following:

w reference to the policy in the Student Handbook, and other matewidigh
are presented at Induction

w raisingbullying and harassment awareness gndvision ofconsent initiatives
including, for exampleStudent€Union events, posters in areas that learners
gather.

This educaion in awarenessand preventionof bullyng and harassment and the
effects of this type of behaviour will be achieved in respect of dtafbugh the
following:

Reference to the policy dung induction training for staff.

A copyof the policy which isncluded in induction information provideat

new staft

w Providing training for managers and supervisors in how to deal with dignity
and respect matters (including complaints made under this policy).

w Providing Continuous Professional Development (CPD) sessions promoting
dignity and respect in Gritfi College, as well as engaging in conversations
about preventionand the implementation if the complaint procedure.

w Individuals will be trained in the investigative process.

w
w

Dignity and Respect Support Pathways

Support around dignity and respemcludes being a source of information or first
contact if someone has any concerns. Possible outcomes of this support pathway may
include clarifying which policy is relevant if the complainant wants to initiate a process
(the Dignity at Work PolicyPolcy 10, HR Policies and Procedures}he Learner
Dignity and Respect Poli(QAE J1Quality Assurance and Enhancemeéfdnual), as
well as offeringemotional support and providing information to support services.
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8.2

8.3

8.4

9.1

9.2

9.3

9.4

9.5

If a learner feels that they are bwej bullied, harassed and/or sexually harassed, they
should bring their concerns tine immediate attention of a senior member of their
faculty, their Programme Director étead of Facultygnd/or representatives from the
O2f t S3S B Bnioh andaRI&yhér support services, e.glearner engagement

officer, learnercounselling.

If a staff member feels that they are being bullied, harassed and/or sexually harassed,

they should bring their concerns to the immediate attention of thewn Line

Manage,the HR Manage2 NJ I YSYOSNJ 2F (GKS /2tfS3SQa

If anyone witnesses or becomes aware of someone in the Griffith College community
being bullied, harassed and/or sexually harassed, they should bring their concerns to
the immediate atention of i KS NBt S@F yi CI Odzf thérdinell K S
Managerithe HR Manage”2 NJ I YSYOSNJ 2F (GKS /2tfS3SQa

Dignity and Resped€omplaint Investigation and Reporting Process

This policy has been specifically developedeal with the issue of a learner or staff
member being bullied, harassed and/or sexually harassed by another learner or

learners seeAppendix JAlfdr further guidance).

In circumstances where a learner believes they have been subjected to tretbye
a staff member which is in breach of this policy, the issue will be dealt under the
procedures of theDignity at Work PolicyPolicy 10, HR Policies and Procedures) as

outlined inAppendix JA10

In cases involving staff members as complainantsr@spondents, the matter will be
dealt under theDignity at Work PolicyPolicy 10, HR Policies and Procedures) as

outlined inAppendix JA10

Where a learner or staff member feels subjected to bullying, harassment and/or
sexual harassment, they shidibring their concerns to the nominated point of contact

indicated in Appendix JA10 below.

There arghree approacheso deal with dignity and respect matters:

9.5.1 The nformal approach

1

An informal approach can often resolve difficult situatiovith the
minimum of conflict and stress for the individuals involved.

Complainants who believe they are being bullied and wish to
attempt to resolve the issue informally should explain to the
respondent(s) that their behaviour is unacceptable and identiéy
harmful effects it is having on them.

If the complainant finds it difficult to communicate directly with the

respondent(s), they should seek advice and assistance from the
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persons listed in Section 8 of this policy. They may ask the Contact
Person toassist them with raising the issue with the respondent.

1 The Contact Person will approach the respondent in a confidential
and nonconfrontational manner to try to resolve the matter.

1 Any reporting for monitoring purposes will not record names but
will recad the type of incident, the conclusion of the process and
any recommendations for training or awareness raising at faculty
f SPSt G RSLINIYSyYyillt fS@OStT 6AGKAY
individual campuses, or at college level.
1 Where the matter remains unsmlved, mediation may be
considered.

9.5.2 Engaging itMediation

1 The college supports the use of mediation as an alternative method
of resolving complaints.

1 Mediation is an informal process, through which a mediator helps
the parties in a dispute to talbout the issues between them and,
if they wish, to reach an agreement which is acceptable to both
sides. The objective of mediation is to resolve matters speedily and
confidentially without recourse to a formal investigation and with a
minimum of confliciand stress for the individuals involved.

1 The process is voluntary and both parties must be willing to take
part and agree to the appointment of a mediator.

1 If the parties agree to this approach, the persons listed in Section 8
of this policy will appoin& neutral and impartial mediator,
agreeable to both parties, to facilitate the process.

1 Any information exchanged during the mediation process remains
strictly confidential and cannot de disclosed as part of a formal
investigation.

1 Any reporting for monitang purposes will not record names but
will record that a mediation took place, the type of incident, the
conclusion/outcome of the process, and any recommendations for
training or awareness raising at faculty level, at departmental level,
withintheStu6y it aQ ! yA2y S 2y AYRAGARdAZ £ Ol Y
level.

1 Mediation will not result in the issues being dealt under the
disciplinary procedure.
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9.6

9.5.3Theformal approach

T

Where the problem is not resolved through any of the informal
methods, or the compglinant chooses not to use the informal
channels, the formal complaints process may be used.

Where a learner wishes to begin the formal procedure, ltkarner
Complaints Procedu@AE J4) must be followed.

In the instance where a staff member wishes toded formal
complaint against a learner, ti@rievance Proceduf@olicy 24, HR
Policies and Procedures) must be followed to begin the formal
procedure.

In activating these formal procedures, the complaint should be
clearly formulated in writing, settingut details of the offending
behaviour (including dates and witnesses, if any) and the context in
which it occurred.

Any form of bullying and harassment is unacceptable, and breaches
of this policy may constitute grounds for disciplinary action and, in
cases of serious offences, may result in suspension or dismissal (see
the Disciplinary Procedut@AE J5 for learners and tBesciplinary
ProcedurePolicy 25, HR Policies and Procedures for staff).

Any reporting for monitoring purposes will not record names b

will record that a formal investigation took place, the type of

incident, the conclusion/outcome of the process, and any
recommendations for training or awareness raising at faculty level,

Fd RSLINIYSyGalrt tS@Sts gAGKAY GKS
campuses, or at college level.

TheFormallnvestigation Process

9.6.1 The investigation process will be conducted thoroughly and objectively and

9.6.2

9.6.3

9.6.4

9.6.5

with due respect for the rights of both parties.

Every effort will be made to maintain strict daentiality and discretion in the
process of investigation. Where third party interviews are conducted, the
importance of confidentiality will be emphasised to all parties in the process.

All parties involved will be required to @perate fully wih the investigation.

A formal procedure commences when a written and signed complaint is
presented by the complainant(s) to their Head of Faculty if they are a learner,
or Line Manager if they are a staff member.

In the event that the Headfd~aculty is the respondent, the written and signed
complaint should be presented to one of the Directors of the College or the
{ G dzR S y (i ropiesentstikes. y
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9.66 Should the complaint fall under the remit of this policy; the Head of Faculty or
Line Manager will explore if there is scope for resolving the matter informally
or through mediation.

1 Ifitis deemed that informal resolution or mediation is appropriate or
possible, the Head of Faculty or the Line Manager will meet with the
complainant to sedf they wish to consider the relevant process (as
outlined in sections 9.5.1 and 9.5.2, above).

1 Ifitis deemed that informal resolution or mediation is inappropriate or
inconclusive, the Head of Faculty or the Line Manager will refer the
process to the Had of Academic Programmes.

9.6.7 Should the complaint not fall under the scope of this policy, the Head of
Faculty, or Line Manager will meet with the complainant (learner or staff
member respectively) to offer advice on alternative steps and policiegshwh
can be applied.

9.6.8 The Head of Academic Programmes will appoint an Investigation Panel,
consisting of at least two members of staff, trained in investigation process, to
investigate the complaint. In appointing the investigation panel, a gender
representativeteam, who have no contact with either the complainant(s) or
the respondent (s), must be ensured.

9.6.9 In the case of a staff member making a complaint against a learner, the Head
of Academic Programmes must consult with the HR Manager wbpoirting
the Investigation Panel.

9.6.10 The Chair of the Investigation Panel must acknowledge the receipt of the
complaint letter, to the complainant(s), within 5 working days.

9.6.11 The Chair of the Investigation Panel will send a letter to the aedpnt(s)
informing them that a formal complaint has been made against them,
outlining:

1 Thedetails of the complaint
1 Theirrightsin the processincluding

A their right to representation,

A the availability of support servicese.g.,counsellingservice,
SidzRSy G Qa ' yAz2y | yR 20 KiGNdingSIF Ny SNJ a
translator serviceg duringthe investigation)

1 Their obligationsi.e.

A not to make any contact with the complainant and potential
witnesses; anybreach may result in disciplinary action,

A their need to attend forn interviewwith the panelto discuss the
complaint andthat they will be requirel to participate fully in tlat
process

A the requirement that confidentiality must be observed in all matters
connected to the investigation.
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9.7

1 Their ogortunity to write to the Investigation Panel as a response to the
allegation within 7 working days or receipt of the letter containing
notification of the complaint.

9.6.12The Investigation Panel will meet with the complainant, the alleged
respondent(s) and relevant witnesses individually in order to establish the
facts about the allegations and set a timeframe. All meetings held will be
strictly confidential.

9.6.13The complainant(s) and the respondent(s) have the right to be accompanied
by a fellowt ST Ny SNE | &dzLJLl2 NI LISNBE2Y X 2 NJ
provided this person is not directly involved in the case. The role of the person
accompanying is to offer emotional support, and they should not answer
guestions for the person being intervied.

9.6.14 There is full transparency of documentation during the investigatimtess.
All statements, including witness statements, will be shared with the
complainant and respondent in advance of any meetings to allow each
individual the opportunityto fully respond.

9.6.15The investigation must be completed as soon as possible, but not later than 30
working days after the receipt of the written complaint, unless there are
exceptional circumstances that prevent the investigation from reaching a
resut.

9.6.16 When the investigation is complete, a written report which contains the
findings of the investigation will be sent to the Head of Academic Programmes.
The Head of Academic Programmes will communicate the findings to the Head
of Faculty or theLine Manager of the respondent, the complainant(s) and the
respondent(s).

Possible outcomes of an investigation

9.7.1 The outcome of the investigation should include one of the following:

1 That, on the balance of probability, the complaint is uphielr reasons
which are stated.

1 That, on the balance of probability, the complaint is not upheld (e.g.
insufficient evidence).

T ¢KS Ly@gSaaAaaraarazy trkySt vYre YIF1S |

circumstances where the complainant withdraws the complamt
refuses to engage with the investigation.

9.7.2 Where the investigators do not uphold the complaint, the Panel must set out
the reasons for such an outcome. The Chair of the Investigation Panel must
inform the Head of Academic Programmes of the outeoreached by the
Panel and the reasons for such a decision in a written report.
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10.

10.1

9.7.3

9.7.4

9.7.5

9.7.6

9.7.7

9.7.8

9.7.9

Where the complaint is not upheld, the complainant(s) can be assured that
genuine complaints will not be viewed as malicious. However, complaints that
are found malicioa or disingenuous will be treated very seriously and the
college reserves the right to take appropriate disciplinary action against the
complainant(s) in such circumstances.

Where the investigators uphold the complaint (in whole or in part), the

INVSAGAILF GA2Y tIFyStQa NBLR2NLI (2 GKS |
the details of the complaint, the reasons for upholding the complaint, the

findings, and their recommendations.

The Investigation Panel may recommend counselling, monitorangthe
convening of a disciplinary hearing. If a disciplinary hearing is recommended,
this will be conducted in line with thieearner Disciplinary Procedy@AE J5).

The Head of Academic Programmes must inform the complainant and
respondent of theoutcome within 5 working days from the receipt of the
report from the Investigation Panel. Both parties are given the opportunity to
comment on the findings and recommendations.

If the complainant or the respondent is dissatisfied with the outcarhéhe
investigation, they can appeal it (ség@peas ProcedureQAE E15) within 10
working days of receipt of the decision, clearly indicating the specific grounds
for their seeking a review of the outcome.

Counselling and other pastoral suppocmntinue to be madeavailable tothe
complainant and the responderihroughout the investigation andesulting
proceses

Mediation support willalsobe provided by the college whereis considered
necessary to support an ongoing positive relatidpstbetween the
complainant and the respondent, following the conclusion of this pracess

9.7.10In the event that the Head of Academic Programmes is either the complainant

St

R

2N GKS NBaLRYyRSyi(r GKS NBalLkRyaAiroAfAlde

Directorsto appoint a suitable representative to manage the full investigation
process in their place as per the responsibilities set out in Section 9.6 and 9.7
of this policy (QAE J10).

Confidentiality

Statements, letters and other communications whiorm part of the complaint and
subsequent investigation must remain confidential to those involved in the procedure
arising from this policy to the greatest extent possible, subject to the entitlement of
the complainant and respondent to full disclosucethem of all relevant documents.
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10.2

10.3

10.4

11.

111

11.2

All parties involved will be informed of the principle and necessity of confidentiality.

While it is recognised that making a complaint may be difficult, in order to ensure
fairness to any respondent identifiehd to preserve due process, the College will be

reluctant to accept anonymous complaints for any formal procedure to be
implemented.

Retaliation of any kind against any learner or staff member for making a complaint, or
taking part in an investigeon, concerning bullying or harassment under this policy,
will be considered a serious disciplinary offence within the college, and will be subject
to a disciplinary procedure.

Monitoring Process

On anannual basiseach faculty and functioharea willreport on the number of
complaints presented under this policy. This report Wil generatedusing the
relevant template (reference Appendix JA10B)and will detailthe number of
complaints,the type of process initiatedthe outcomes and reammendations.The
report will be completed as follows:

1 the Head of Faculty or the Line Manager reports on the informal or mediation
processeshat they have overseeto the Quality Assurance and Enhancement
Department (QAED).

1 the Head of Academic Programmeeports on the formal process to the Quality
Assurance and Enhancement Department (QAED).

A summary report of all data received will be providedlhoy Quality Assurance and

Enhancement Department (QAEDR G KS O2f t S3SQa !'CGun&8ISYA O

(APC) and the Management Board (MB).
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Griffith College
Quiality Assurance and Enhancement Policies, Procedures, Practices and Guidelines

Title QAE J11 Learner Gender Identity and Expression
Policy

Document No. QAE J11

Initial Approval by APC Febwuary 2023

Approval of current version by | February 2023
APC

Responsibility for Head of Academic Programmes
Implementation Head of Academic Administration

Head of Faculty

Programme Director

Faculty Administrator

Learner Engagement and Support Officer
Libray Personnel

Systems Administratar IT Services

Data Protection Officer

Lecturers

Related Documents Learner Charter (QAE J1)

Learner Code of Conduct (QAE J3)

Learner Dignity and Respect Policy (QAE J10)

170



QAE Jllearner Gender ldentity an&xpression Policy

1.

11

1.2

1.3

2.1

2.2

2.3

3.1
3.2
3.3
3.4
3.5
3.6
3.7
3.8
3.9
3.10

Objectives

To outline the procedure which applies for learners if they wish to change their name
and/or gender identity and expression on their learner record.

To outline the responsibilities of Griffith College in relationgoording learner gender
identity and expression.

To outline the responsibilities of learners who wish to change their name and/or
gender identity.

Scope

This policy applies to all learners of the college and graduates who wish to change
thSANJ ISYRSNI FYyRk2NI yIYS Ay GKS 02ttt S3aSQa

The wider Griffith College community has a responsibility to:

2.2.1Respect the dignity of all members of the Griffith College community, including
our visitors.

2.2.2Recognise the galer identity of all persons encompassed by this policy in
accordance with law.

2.2.3 Challenge or report incidents of discrimination, bullying and harassment, or
victimisation, as appropriate to their role in the college.

2.2.4Respect the privacy rightd individuals.

2.2.5 Comply with relevant legislation.

In circumstances where a graduate also wishes to have their degree parchment re
issued in their new name and/or gender, they must contact the awarding body, for
example, Quality and Qualificatisrreland (QQI).

Responsibility for Implementation

Head of Academic Programmes

Head of Academic Administration

Head of Faculty

Programme Director

Faculty Administrator

Learner Engagement and Support Officer
Library Personnel

Systems Administratar IT Services

Data Protection Officer

Lecturers
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4.1

4.2

4.3

4.4

4.5

5.1

5.2

Introduction

Griffith College is committed to providing an inclusive and diverse environment in
which all members of our community can achieve their fullest potential. Our
community strives to value arehcourage all members irrespective of gender identity,
and to respect and recognise diverse gender identities and gender expressions.

TheGender Recognition Act 20sovides a process enabling people to achieve full
legal recognition of their gender identity, and allows for the acquisition of a new birth
certificate that reflects this change. The Gender Recognition Act allows all individuals
over the age of 18 to selfeclare their own gender identity. Under the same
legislation, it is also possible for people aged 16 and 17 to have their gender identity
legally recognised.

All members of Griffith College have the right to:

1 be treated with fairness, dignity and resgt, and to be able to express their
gender identity freely;

privacy and confidentiality, and only the disclosure of information with consent;
equal access to employment, education, training and promotional opportunities,
services, activities and faciés in the college;

1 reasonable and appropriate arrangements and accommodations.

T
)l

Applicants to the college have the option to include a preferred name in their record
when they apply.

This policy should be read in conjunction with the followigjges and procedures:

1 Learner Charter (QAE J1)
1 Learner Code of Conduct (QAE J3)
1 Learner Dignity and Respect Policy (QAE J10)

Definitions

The words people use to describe themselves and others are very important. Using

the incorrect wordscab 2 F 0 Sy dzy g AGGAy3If &0 dzy RSNXYAYS L
exclusion. When in doubt, asking a person how theyideliftify is generally the most

respectful approach. The following are some definitions used when discussing gender
identity and expression.

Gender ldentityNS FSNE (2 Sl OK LISNE2YyQa AYGSNYyIlFf |
which may or may not correspond with the sex assigned at birth, including the
LISNB2Y Il f &aSyasS 2F (KS o02Reé&®d DSYRSNI ARSYyI
orientation.
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https://www.irishstatutebook.ie/eli/2015/act/25/enacted/en/html

5.3

5.4

5.5

5.6

5.7

5.8

5.9

6.1

6.2

6.3

Gender ExpressioNBFSNA (2 (GKS SEGSNYLFt YIyATSadald
Gender can be expressed through mannerisms, clothes, appearances, physical
characteristics, social interactions and speech patterns.

Gender nonbinary:an umbrella term for gender identities that fall outside the gender
binary of male or female. This includes individuals whose gender identity is neither
exclusively male nor female, a combination of male and female, or between or beyond
genders.

Gencer Recognition Certificatea certificate issued under the Gender Recognition Act
HamMp BKAOK SylofSa GNIXya LIS2LI SQa oAyl NE
sixteen.

Sex:the designation of a person at birth as male or female based on thetoana
(genitalia and reproductive organs) or biology (chromosomes and hormones).

Trans:An umbrella term which can be used without offence for people whose gender
identity and/or gender expression differs from that which is usually associated with
the sex assigned to them at birth. This term can include diverse identifications such as:
transsexual, transgender, ndrnary, crossdresser, androgynous, agender,
genderqueer, gender variant or differently gendered.

Intersex: An umbrella term used to desbe a wide variety of natural bodily

OKIF N} OGSNRaidAOa (KIFIG R2yQiG FAOG ySIrite Ayl
female. Intersex variations can be genital, chromosomal, hormonal, or gonadal and
apparent at birth, puberty or not at allntersex people may identify as male, female,

or non-binary.

For a comprehensive list of relevant terms and their meaning pleasdsigéul Terms
and Definitions (TENI 202ahd SOGIESC Full Glossary of Terms (I0M .2020)

Change of Name and/or Gender Identity Plan

A learner who has decided to transition, and who contacts a Coliggesentative to
request a formal change of gender identity, is referred to the QAE Learner Engagement
Officer. The QAE Learner Engagement Officer discusses in confidence how the learner
wishes to deal with their transition and they agree a Gender Idg#tdtion Plan which

the learner is comfortable with.

The Gender Identity Action Plan should determine who should be told what, and
when, and how this should occur and outline the documentation required. The plan
should be reviewed regularly and reassed at each important part of the process.

{2YS OKIy3aSa (2 | tSIFNYySNna NBO2NRA | NB |
Amendment Form (LRAF, QAE CA1) without official documentation. For example, a
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https://teni.ie/resources/trans-terms/
https://teni.ie/resources/trans-terms/
https://www.iom.int/sites/g/files/tmzbdl486/files/documents/IOM-SOGIESC-Glossary-of-Terms.pdf

6.4

6.5

7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

WLINEFSNNBR VYIYSQ YI &tendabce shzde®s Remdil adiiesSds, & & |
student cards and Moodle without the official change to the Learner Record.

For award certificates/parchments and official transcripts, official documentation
aK2gAy3 GKS €SI NYySNRa f Sopffetta @hangSof GeBdgrR S NJ &
and/or Name. Acceptable documentation may include deed poll (for name change),
gender recognition certificate (for gender change), or a valid passport.

A learner requesting a change of name/gender must provide this sapgor
documentation for at least 3 months before graduation where possible, as the college
must supply information to QQI for certification purposes.

Change of Name and/or Gender Identity Process

Once a learner has formally transitioned, they nsaypmit a completed Request of
Change of Gender Identity (including, if required, request for Name change) on a
Learner Record Amendment Form (QAE CAL1) to the college's Registration Office, along
with official documentation to confirm their legal changenaime and/or gender (e.g.,

deed poll (for name change), gender recognition certificate (for gender change) or a
valid passport).

On receipt of the documentation from the learner indicating their gender
identification, the college will carry out a cHeto confirm the form is completed, and
that necessary documentation has been submitted, and is legitimate.

¢KS wWSIAAOGNI GAZ2Y hFFAOS dzLJRFGSa GKS f SIF Ny
is completed to the satisfaction of the Registration &ffand the Change of Gender

Identity (including, if requested, name) is confirmed (affirmed name), other relevant
RSLI NLIYSyida FNBE O2y il OGSR Ia ySOSaal NE gA
0KS £ SIFENYSNRa CI Odzf (& & Sekufitf, Mterhatiohal OMdd).F T A G K

A new student card will be issued.

IT Services issue a new email address for the learner.

2 A0K GKS fSIFENYSNDRa LISN¥YiAaarazys GKS ! OFRS
gAGK GKS f St NI &thai decofl$ afedzpdatéd aridtaffSaye awlae] of
GKS £ SFENYSNRa FFFANYVSR yIFYS FyRk2NI 3SyRSN

The learner is informed of supports available to them internally and externally. The
QAE Learner Engagement Officer is the first point of contact for angdeneeding
additional support.

In the application process, and in student records generally, a distinction is made

between sex (collected for QQI records) and gender to allow learners to have their
preferred pronouns recognised.
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8.1

8.2

8.3

9.1

9.2

Training andAwareness Raising

¢KS /2ftfS3S LINPOARSE SRdzOF A2y F2NJ adl FF:
ensure the implementation of this policy.

Awareness is incorporated in relevant training programmes such as equality, diversity
andinclusioli N} AYAy 3 YR &dzLILIR2 NI GNIAYyAy3d F2N &
learners.

Where appropriate the Equality, Diversity and Inclusion Working Group can
recommend resources and training for the faculty.

Facilities

All individuals must &ve access to a bathroom that best corresponds to their gender
identity.

The college will ensure that gendeeutral bathrooms are provided across the
college.
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Griffith College
Quality Assurance and Enhancement Policies, Procedures, Practices
and Quidelines

Title QAE LXollaborative Programmes, Transnational
Programmes and Joint Awards

Document No. QAE L1

Initial Approval by APC September 2011

Approval of current version by | January 2019
APC

Responsibility for Management BoarAcademic and Professional Cour
Implementation

Related Documents v v LPQligy for Collaborative Programmes,
Transnational Bhgrammes and Joint Award2012)

Guidelines for the Approval, Monitoring and Review
Collaborative and Transnational Provis{timsh Higher
Education Quality Network, 2013

v_Vv_ LPAl@y on Quality Assurance Guidelif#16)

Standards and Guidelines for Quality Assurance in t
European Higher Education Arg®15)

Recognition of Prior Learning (QAE C3)

Collaborative national and transnational Provision
Proposal Form (QAE LA1)

Due Diligace Template; Collaborative Provisio@AE
LAD

Consortium Agreement Considerations (QAE LA3)

Collaborative Provision Development Process Contr
Sheet (QAE LA4)
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https://www.qqi.ie/sites/default/files/2021-10/policy-for-collaborative-programmes-transnational-programmes-and-joint-awards.pdf
https://www.qqi.ie/sites/default/files/2021-10/policy-for-collaborative-programmes-transnational-programmes-and-joint-awards.pdf
https://www.qqi.ie/sites/default/files/2021-10/iheqn_guidelines_collaborative_provision_final_21may13.pdf
https://www.qqi.ie/sites/default/files/2021-10/iheqn_guidelines_collaborative_provision_final_21may13.pdf
https://www.qqi.ie/sites/default/files/2021-10/iheqn_guidelines_collaborative_provision_final_21may13.pdf
https://www.qqi.ie/sites/default/files/2021-11/qp-10-policy-on-quality-assurance-guidelines.pdf
https://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf
https://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf

QAE L1: Collaborative Programmes, Transnational Programmes and Awiutds

1.

1.1.

1.2.

1.3.

1.4.

2.1

2.2.

3.1.

3.2.

Objectives

To set out the principles, policies, procedures, practices and guidelines by which the
College identifies, secures, manages and monitors collaborative provision,
transnational provision and joint awards.

¢2 AYLX SYSyid L}t A O®olicyfar Cdlédrative daibgrarges, v v L Q
Transnational Programmes and Joint Award$ie implementation of this policy

should also demonstrate due regard &uidelines for the Approval, Monitoring and

Review of Collaborative and Transnational Proviginsh Higher &ucation Quality

Network, 2013).

Interpretation Principlelf any part of this policyis found or interpreted to be
inconsistent with v v L Qdlicy for Collaborative Programmes, Transnational
Programmes and Joint Awartsen QQI policy should be followeistead.

This policy replaces all previous College policies in relation to Collaborative
Programmes, Transnational Programmes and Joint Awards.

Scope

Pff LINPINI YYSE NBFSNNBR (2 Ay GKAA R20dzyS
education and trainf 3Q & RSTAY SR A yPolidy$od Gollabofative ®H ® m
Programmes, Transnational Programmes and Joint Awards.

The requirements of this policy apply to all programmes involving collaborative
provision, transnational provision, or joint award agments entered into by the
College and supplement existing policy applicable to all College programmes.

Definition and Requirements of Collaborative Programmes, Transnational
Programmes and Joint Awards

For the purpose of thipolicy, W/ 2 y & 2 NI ASd¢Yli O NS SYa RSTAYSR 7
2 ¥ vRolicydfér Collaborative Programmes, Transnational Programmes and Joint
Awards.

C2NJ GKS LlzN1l)2asS 2F (KAA LI2f Mé&eéssnént i@ INI YY
Standards 2009, section 5, page 54.
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3.3.

3.4.

3.5.

FortheputJ2 43S 2F (KAa&a L}R2fAOe WLINRPIAINIYYS | ANBS
Consortium Agreement dealing specifically with arrangements in respect of each of

the programmes covered by the agreemeree QAE LA3 for the consortium
agreement template and Sectio7 below for guidelines on writing programme
agreements.

Collaborative, transnational or Joint Award programmes will each require the partners
to consider the specific arrangements necessary to ensure quality programme
provision.In order to do this theartners will need to address at least the following.

3.4.1 Any arrangement for collaborative provision between GC and collaborating
partners will require:

1 A Consortium Agreement
1 Validation by the relevant awarding body or bodies

3.4.2 Any arrangement for transnatnal provision of a GC programme will require:

1 Validation by the relevant awarding body or bodies

3.4.3 Any agreement on providing a Joint Award with a partner institution will
require:

1 A Joint Award Agreement
1 Validation by the relevant accrediting body or lhesl

General Requirements for Collaborative Provision

2 KSNBla UGUKAA R20dzYSyid KFra o6SSy RNITFTOSR
Collaborative Programmes, Transnational Programmes and Joint Awards, 2008, other
documents are relevant and helpful wheonsidering any such programme provision.

These include:

9 Standards and Guidelines for Quality Assurance and Enhancement in the
European Higher Education Area
1 Policies, Actions and Procedures for Access, Transfer and Progression for Learners
Provision of Education to International Students
9 Code of Practice for the Assurance of Academic Quality and Staniddtithher
Education

=
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https://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf
https://www.enqa.eu/wp-content/uploads/2015/11/ESG_2015.pdf
https://www.qqi.ie/sites/default/files/media/file-uploads/ATP%20Policy%20Restatement%20FINAL%202018.pdf
https://www.internationalstudents.ie/sites/default/files/media/file-uploads/2018-06/2009_Provision_of_Education_to_International_Students.pdf
https://dera.ioe.ac.uk/9713/2/COP_AOS.pdf
https://dera.ioe.ac.uk/9713/2/COP_AOS.pdf

3.6.

3.7.

4.1.

4.2.

4.3.

4.3.

Additional Considerations for Transnational Provision

Where there is a transnational element to programmeovision, the following
documents ardo be considered

 UNESCO Code of Good Practice in thedhkwnwof Transnational Education
 Guidelines for Quality Provision in CrBssder Education
T UNESCO APON Toolkit: Regulating the Quality of-Boodsr Education

Additional Considerations for Joint Awards
Where the provision is in relation to a joint award the following tarée cosidered

1 Convention on the Recognition of Qualifications concerning Higtacation in
the European Union
1 Recommendation on the Recognition of Joint Degrees

College Strategy Guiding Principles

Over many years the College has established aveldped strong links with overseas
institutions, facilitating the access of their learners to College programmes, and where
appropriate their admission onto College programmes with advanced stan@irgn
admissions are managed under the College policyRenognition of Prior Learning
(QAE C3).

The College has also established a number of collaborative, transnational partnerships
leading to the delivery of Q€dpproved programmes.

Central to the College development strategy is the intentiorfurther extend and
develop the range of collaboratiygrogrammes transnationalprogrammesor joint
awards. The College sees this as building on its experience of working with
international partners in the provision diigh-quality education.

Eachproposed collaborative programme, transnatidpaogramme or joint award will

be undertaken only where it is congruent with the College mission, ethos, and
compatible with its capacity and strengths and to the benefit of learners, the College
and its partrers.
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https://www.enic-naric.net/fileusers/REVISED_CODE_OF_GOOD_PRACTICE_TNE.pdf
https://www.oecd.org/education/skills-beyond-school/35779480.pdf
https://unesdoc.unesco.org/ark:/48223/pf0000146428

4.4.

4.5.

4.6.

4.7.

4.8.

4.9.

5.1

Quality Assurance and Enhancement criteria for collaborative programmes,
transnational programmes or joint awardsaust be consistent with and directly
informed by related QQI policies, procedures, and guidelines on collaborative national
and transnational provision.

The Collegevill continueto be informed in relation to best practice in the provision of
collaborative programmes, transnational pragimes or joint awards and wikvise

and advance its activities in line with developmengionally and internationally. It

is the responsibility of the Office of the Director of Academic Programmes to keep
abreast of developments in this area through review of the appropriate literature and
attendance at relevant conferenceSuch learninghould be disseminated to other
staff as necessary.

The College recognises that while significant advantages and opportunities can arise
from successful collaborative programmes, transnational programmes or joint awards
there is increased complexitynd associated risk. The selection of proposals for
development and implementation will be guided and informed by prior due diligence
and associated risk assessment analysis

The Collegsvill only consider collaborative programme, transnational prograenor
joint award arrangements with educational institutions and organisations of good
reputation and sound academic and financial standige findings of the due
diligence process will provide the information necessary to making these decisions.

The College has an ethos and particular commitment to the provision of learner
supports for international learnerd.he College has taken on board the practice and
guidelines ofProvisim of Education to International Students, Code of Practice and
Guidelines for Irish Higher Education Institiaad will requireits partner institutions

to share a similar supportive ethos and to provide appropriate learner supports in
respect of internéional learners.

The Collegsupportsthe AHEAD Charter for Inclusive Learrongenhancing teaching
and learning practices so that students with disabilities can fully participate and
succeed in higher educatioithe College will expect all partnestitutions to have
policies relating to enhancing the educational experience for students with disabilities.

General Requirements for Collaborative, Transnational or Joint Award Programmes
Proposals to proceed witinvestigation into a potentiatollaborative programme,

transnational programme or joint award arrangement must be endorsed by the
College Management Board in consultation with the relevant faculty.
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http://www.iheqn.ie/_fileupload/File/IHEQN_62439738.pdf
http://www.iheqn.ie/_fileupload/File/IHEQN_62439738.pdf

5.2.

6.1.

6.2

Agreements to engage in collaborative programmes, transnational programmes or
joint awards can only be entered into with the approval of both the College
Management Board and the separate approval of the College Academic and
Professional Council (APC). All such agreements must be signed by the College
President or a nominee of the Pridsnt.

Requirements for Collaborative Programme Management

The management of collaborative programme, transnational programme or joint
award agreements from initial proposal to provision consists of a number of stages,
each involving the developent and approval of related documentatiohhe stages
involved are as follows:

Quiality Assurance and Enhancement of programme development
Validation by QQI

Management of Programme Provision including monitoring
Revalidation and Programmatic Review

= =4 =4 A

Qudity Assurance and Enhancement of Programme Development

6.2.1. Outline proposals for collaborative programmes, transnational programmes or
joint awards may initially arise either from within or outside the College.
Typically such initial proposals involsfeared consideration and investigation
by peers from within and outside the College relating to the possible
enhancement of current provision, whether nationally or internationally (See
QAELAL: Collaborative Provision Proposal Form). For the purpos#ssof
document, those who initiate and develop proposals are referred to
collectively or individually as the proposer.

6.2.2. Proposals for Collaborative, Transnational or Joint Award Programmes
be submitted to the Director of Academic Programmesoowtill create,
update and retain a copy of the Collaborative Provision Development Control
Sheet (see appendix 4 QAE LA 4).

6.2.3. The Director of Academic Programmesist submit the proposal to the
Management Board whawill provide the budgetary and dministrative
support to enable further investigation. This further investigation will involve
due diligence on the proposed partner institution and due diligence on the
proposal.

6.2.3.1The Management Boanahust appoint a College nominee to carry out
a due diligence analysis of the proposed collaborating partner
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6.2.3.2The Managemeninust appoint a College nominee to complete a
process of due diligence on the proposal financials

6.2.4. In order to facilitate due diligence in a timely manner thel€ys will enter
into a legally binding nagdisclosure agreement with its proposed partners,
covering all information exchanged and acquired through the due diligence
process.

6.2.5. The College nominee is required to complete the College due diligence
template QAH.A2 supporting their findings, recommendations and
conclusions by means of appended eviderinesome cases the College may
appoint external professional services to undertake some or all of the
processSuch appointments are made at the disooetof the Management
Board.

6.2.6. As part of the due diligence of the proposal, the Programme Approval Sub
Committee of APGhould review the academic merit of i.) the proposal and
ii.) the proposed partner, and their appropriateness or otherwise for
inclusion in the suite of College activities, and report accordingly to #RC.
recommendation of this committeshould be based on an evaluation of the
information from the Provision Proposal Form (QAE LA1) and the Due
Diligence Report (QAE LA2) agathstCollege strategy for expanding
transnational provision as described in section 4 above.

6.2.7. As part of the due diligence process, the Programme Approval Sub
committeeshould consult with QQI and other appropriate national and
internationalagens S&> 02RASA 2NJ NBt SOFyd | dziK2N
general suitability and acceptability in advance of its formal submission for
accreditation/validation. All proposals for validation of collaborative
programmes, transnational programmes and jawards should accordingly
G118 I OO2 Bolidy forZCollaborativeCPiogrammes, Transnational
Programmes and Joint Awardsthe earliest phase.

6.2.8. The completed due diligence repartust be submitted along with the
proposal for consideratioby the College APC and a decision to either
approve or reject the collaborative proposiould be taken.The decision of
the APGhouldl be based on an assessment of the recommendation from
the subcommittee which evaluated the proposal (6.2.6. aboesy any
other information presented at the meeting.
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6.3.

6.2.9. Proposals approved by the AR@st be forwarded to the College
Management Board for consideration along with the due diligence of the
partner report and the report on the proposal financialsdascribed in
6.2.3.1 and 6.2.3.2 above.

6.2.10.Upon consideration of the business case, financial viability and reputational
opportunity involved in the proposed agreement and the related due
diligence reports on the proposal and the proposed partnet(s College
Management Board will either approve or reject the proposal.

6.2.11.In all cases, whether the proposal has been approved or rejected, the files
from proposal to completion are retained by the Office of the President.

6.2.12.Following aproval by the Management Board and the College APC, the
President or nominee of the President, jointly with the partner institution(s)
and the proposermust prepare a Consortium Agreement which addresses
all information requirements as set out in section 2 ¥ Puligylfof2 a
Collaborative Programmes, Transnational programmes and Joint Awards.

6.2.13.The Consortium Agreementust include a Programme Agreement as
defined in section 3.3. of this docume@uidelines as to the Programme
Agreement contenare included in section 7 below.

6.2.14.The consortium agreement represents the formal legal agreement between
the College and a collaborating organisation(s) and sets out the defined
responsibilities for each party involved in respect of different atspef
programme development and provision and their commitment to work
collaboratively in the best interests of the learners involved.

Validation by QQI

6.3.1. Aninitial draft of the consortium agreement (including programme
agreement)must be submitted to the College APC or its nominated sub
committee and, subject to its approval, be sent to QQI (and/or other relevant
agency, professional body or authority) for notification and consideration at
the earliest possible stage.

6.3.2. Afinal draft é the consortium agreement agreed by the partner institution(s)
is submitted to the College APC or its nominated subcommittee and subject
to its approval, and the approval of the College Management Board is
submitted to QQI (and/or other relevant agencyofessional body or
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authority) for approvalSubmission is normally made with a cover letter from
the College President, or his nominee confirming that it has approval from
APC and the College Management Board and stating, when necessary, any
timeframe bywhen the approval needs to be secured.

6.3.3. Following approval by QQI (and/or other relevant external agency,
professional body or authority), the President of the College or his nominee
must sign the approved agreement along with other consortium rbens.

This establishes that it has come into effect and is binding on the College and
its partners.

6.3.4. Once the consortium agreement is approved and signed, notification of the
agreement will be pulidised on the College website.

Management 6 Programme Provision

6.4.1. Following consideration, approval and validation by QQI, and any other
relevant agency, professional body or authority, the Consortium may then
proceed to provide the programme subject to any conditions and
incorporating any reommendations that may have arisen as a result of the
validation process.

6.4.2. All such programmesust involve orgoing monitoring and review as is the
case with all College programmdsese arrangementshould be clearly
detailed in the ConsortiumAgreement and be informed by existing QAE
policies in both Griffith College and the Collaborating Partner.

6.4.3. Institutional, or other, reviews of the College by QQI (and/or other external
agencies, professional bodies, or authorities), or of the bolating partner
by other accrediting bodiesyill consider all collaborative programmes,
transnational programmes or joint awards as part of their remit.

6.4.4. All review reports relating to reviews mentioned in this sectiah be
published on theCollege Website and other public media, subject to
validation being in place.

Revalidation and Programmatic Review

6.5.1. All QQI programmes require periodic revalidation following programmatic
review. This procesmust be specifically addressed bye Consortium to
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ensure that it is in line with the Quality Assurance and Enhancement
arrangements of all participants in the Consortium.

6.5.2. Programmatic reviews of collaborative programmes or transnational
programmes should be carried out at thensatime as the programmatic
review of the related College programme(s) so that differences that arise or
are planned are properly considered.

6.5.3. Programmatic review of joint award programmes should be carried out at the
same time as the programmes tbie relevant faculty to facilitate efficient
management of the review process.

6.5.4. The terms of reference of such reviews, whighst be agreed with QQiyill
set out how the review proposes to address the special nature of these
programmes.This spcial naturewill require consideration of at least the
following:

6.5.4.1Expert Panel configuration, which should include independent
external experts with knowledge of education in each of the countries
involved and with the particular issues relatedcollaborative and/or
transnational education provision, or joint awardisshould also
include experts with a particular knowledge of the Quality Assurance
and Enhancement environment in each location.

6.5.4.2Where the review should take placé/hether it will require panel site
visits to each location or institution.

6.5.4.3Whether all teaching staff will be brought together for overall input,
or whether the teaching staff in each location should be involved in
reviewing provision in their own lation only.

6.5.4.4Specific consideration of learning and assessment in the different
locations and how the learning outcomes are being achieved by

learners and assessed.

6.5.4.5The nature of any differences that have arisen, should arise, or are
proposed by the providers.

6.5.5. All documentation relating to the programmebould be made available to
the review panel and site visits will be facilitated as required.
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7.1.

7.2

7.3.

Guidelines in Relation to the Programme Agreement

The Programme Agreemens iintended to act as a central document in any
consortium agreement submitted to QQI and/or other agencies, professional bodies,
or authorities, linking all of the other component parts of the programme as
appropriate and identifying any arrangements whafise specifically as a result of
the collaborative nature of the provision.

The Programme Agreemeshould consist of a number of sections and provides
clear, transparent and detailed information for partners, learners and accreditation
agencies o at least each of the following

Introduction

Overall structure of the programme

Prior learning and other admission requirements

Analysis of needs of target learners

Awarding body or bodies and including the necessary awarding agreements

Possible awards tbe attained by learners

Intended Programme Learning Outcomes

Programme Assessment Strategy

Approved Programme Schedule

Responsibility for delivery

Location of delivery

Academic and other regulations governing the awards

Resource implications and the mitaring and oversight of resource

effectiveness

Programme management

1 Specific QAE procedures governing the management and delivery of the
proposed programme, e.g. scheduling, learner resources, support for learners,
assessment

1 Special arrangements for cqaints and/or appeals

=2 =4 =4 4 -4 -4 4 45 5 -5 43 -2 -9

=a

In determining other issues for inclusion in the programme agreement the College

mustO2 YL & 6A0GK GKS 3IdzZARSEAYySa Ay vvLQa t 2
Transnational Programmes and Joint Awards 28@8essment and Stdards 2009

General Programme Validation Manual 2010, and Core Validation Policy and Criteria

2010.

Responsibilities
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8.1.

8.2.

8.3.

8.4.

8.5.

The Proposer

T

il
il

Develops the initial outline proposal for collaborative national and transnational
provision (6.2.1.)

Submits propsal to Director of Academic Programmes (6.2.2)

Supports the process of Consortium agreement development (6.2.12.)

Director of Academic Programmes

T

Creates, maintains and updates a Collaboration Development Control Sheet (
QAE LA4) (6.2.2)

Ensures th&College internal procedures are observed (QAE LA 1, 2, 3 and 4)
Provides guidance on procedural matters such as the completitengdlates
(QAE LA 1, 2,3 and 4)

Academic and Professional Council or Subcommittee thereof

T

Reviews its due diligence tisacademic merit of (1) the proposal partner and (2)
the proposal itself (6.2.6, 6.2.8)

Approves or rejects the proposal on academic grounds as regards (1) the
proposal partner and (2) the proposal itself (6.2.8, 6.2.9)

Approves consortium agreements prim submission to QQI (ahar other

external agencies or professional bodiés3.1., 6.3.2.)

Management Board

1

Approves proposals to proceed witlivestigation into a potential collaborative
programme, transnational programme or joint award arrangt (6.2.3)
Appoint external professional services to undertake some or all of the due
diligence process as required. (6.2.5)

Approves the budgetary and administrative support required for the process of
due diligence(6.2.3)

Assesses the proposal and appes or rejects it from a commercial standpoint
(6.2.10)

Enters into a nofdisclosure agreement with the proposed partner institution(s)
(6.2.4)

Nominates person to carry out Due Diligence of proposed partner institution
(6.2.3.1)

Nominates person to carmut financial due diligence of proposal (6.2.3.2)

College President or Nominee of the President

T

Jointly with the partner institution(s) and the proposer, prepares a Consortium
Agreement (6.2.12)
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8.6.

Provide QQI (an@r other external agencies or profa@snal bodies), with an
early draft of the consortium agreement (6.3.1)

Drafts letterto QQI (andor other external agencies or professional bodies),
confirming approval at APC and Management Board (6.3.2)

Signs final draft of consortium agreement to bepapved by QQI (anadr other
external agencies or professional bodié)3.2)

Signs QQI (aridr other external agencies or professional bodiegproved
consortium agreement (6.3.3)

Retains all files pertaining to proposed and approved collaborative matend
transnational provision (6.2.11)

College (proposed) Partner Institution(s)

T

Jointly with the College President or nominee of the President and the proposer,
prepares a Consortium Agreement (6.2.12)

Enter into a nordisclosure agreement to fditate the process of due diligence
(6.2.4)

Agree the terms of the consortium, programme aadservice agreements
(6.2.10)

Comply with the terms outlined in the supporting consortipprogramme
agreement

Signs final draft of consortium agreement to bepapved by QQI (anadr other
external agencies or professional bodigs)3.2)

Signs QQI (aridr other external agencies or professional bodiegproved
consortium agreement (6.3.3)
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Griffith College

Quality Assurance and Enhancement Policies, ProcedupPeactices
and Guidelines

Title QAE LZPrinciples of QA&for Distance Learning
Document No. QAE L2
Initial Approval by APC April 2005

Approval of current version by | December 2018

APC

Responsibility for Director of Academic Programni@&irector of
Implementation Professional Programmes

Related Documents QAEGuidelines on the Quality Assurance and

Enhancement of Distance Learning

189



QAE L2Principles of QAE for Distance Learning
1. Objectives
1.1 To set out a definition of distance leang to which these principles apply

1.2 To outline the principles associated with assuring the quality of distance learning
provision.

2. Scope

2.1 These principles apply to the provision of any distance learning programme, as
outlined below.

3. Introduction

3.1  The definitions and principles below are based on those provided by the Quality
Assurance and Enhancement Agency for Higher Education, following the output of a
working group of experienced educationalists and distance learning practitioners,
formed toidentify issues associated with distance provision and Quality Assurance
and Enhancement

3.2  The principles derived from this study focus on what are considered key issues
regarding how an institution providing a distance programme manages the
associategrocesses and safeguards the standard of the awEingy are:

3.2.1 System designthe development of an integrated approach

3.2.2 The establishment of academic standards and quality in programme design,
approval and review procedures

3.2.3 The assurareof quality and standards in the management of programme
delivery

3.2.4 Learner development and support

3.2.5 Learner communication and representation

3.3 Fundamentally the assertion is that distance learning must be supported by a sound
and effectivelogist OF f ' YR T RYAYA&AGNI GABS Ay TFNIF ail NUz
activities are cenrdinated and engage with the prograne as designed by the
provider.

4. Definition of Distance Learning
41 C2NJ GKS LJzN1J2aS 2F GKS | LIWOSOK BANYFAFAEQIK
defined as a way of providing higher education that involves the transfer to the

[ SIENYSNRa f20F0A2y 2F GKS YIFOGSNALFta GKI G
Learner moving to the location of the resource provider
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4.2

5.

Distan@ learning programmebave some basic features in common which broadly
distinguish them from institutiorcentred learning: physical proximity is not a
requirement of study and programmes made available through distance learning all
involve some degree ofhysical separation of the Learner from the institution
responsible for providing the teaching.

Principles of Quality Assurance and Enhancement for Distance Learning

System Design

5.1

5.2

5.3

5.4

Higher education by distance learning should be underpinned by prasciplevant
generally to higher education. An institution intending to offer distance learning
programmes of study should design and manage its operations in a way that applies
those principles and, at the same time, takes full account of considerati@utsfisto
teaching its Learners at a distance

The provision of programmes of study by distance learning should form part of an
explicit strategy for achieving the institution's stated aims, and the distance learning
system or systems should be designed aeveloped in ways that will give effect to
this strategy

Prior to offering programmes of study by distance learning, an institution should
explicitly design and test its system for administering and teaching Learners at a
distance and plan for contingeies in order to meet its stated aims in terms of
academic quality and standards

An institution should safeguard its position in respect of the law in any country in
which it is proposed that programmes of study should be made available by distance
learning.

Programme Design & Delivery

5.5

5.6

5.7

TheCollegeis responsible for ensuring that programmes to be offered at a distance
are designed so that the academic standards of the awards will be demonstrably
comparable with those of awards delivered by the institatia other ways

In designing distance learning programmes of study, and any component modules, a
providing institution should ensure explicit and reasoned coherence between, on the
one hand, the aims and intended learning outcomes, and, on the othestthtegies

for teaching at a distance, the scope of the learning materials and the modes and
criteria of assessment

The form of assessment chosen as an appropriate part of the teaching, learning and

assessment strategy, must be as rigorous a procesasutilised in a campus
learning context
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5.8

5.9

5.10

5.11

The Collegeis responsible for ensuring that the design of distance learning
programmes of study provides a learning opportunity which gives to Learners a fair
and reasonable chance of achieving the academicdstats required for successful
completion

The Collegeshould have processes for approving distance learning programmes of
study which, while underpinned by principles relevant to all educational programmes,
take specific account of the requirements of thgstem of distance learning adopted
and of the opportunities provided for scrutiny

A providing institution's processes for the approval of programmes of study, and any
component modules, should include an element of scrutiny external to the institution

An institution should ensure that programmes of study and component modules once
designed and in use, are monitored and reviewed regularly. In particular an institution
should ensure that the content of all learning materials remains current and relevant
and that learning materials, teaching strategies and forms of assessment are
enhanced in the light of findings from feedback

Quality & Standards

5.12

5.13

The providing institution is responsible for managing the delivery of each distance
learning programme aftudy in a manner that safeguards the academic standards of
the award

The providing institution is responsible for ensuring that each distance learning
programme of study is delivered in a manner that provides, in practice, a learning
opportunity which gives Learners a fair and reasonable chance of achieving the
academic standards required for successful completion.

Learner Development and Support

5.14

In respect of Learners taught at a distance, a providing institution should give explicit
attention to its responsibility for supporting and promoting autonomous learning and
enabling learners to take personal control of their own development

Learner Communication and Representation

5.15

A providing institution should meet the needs of its Learneh®are studying at a
distance for information that is particularly full and clear about the nature and
expectations of their programme of study; the relationship between achievement and
assessment, academic progress and accumulation of credit; the chasticeeof the
distance learning system and how Learners interact with it. The information provided
should be conveyed in a way that enables them to make informed decisions about
their own education, and to monitor their progress against clear expectatains
achievement
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5.16 A providing institution should monitor the effectiveness of information provided to
Learners and, in the light of its findings, take steps to enhance its provision

5.17 An institution should determine what means of Learner represtoia are

appropriate and realistic for Learners on distance learning programmes of study and
should provide these Learners with information about them.
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Appendices

Appendix 1 QAE C5 Comparison Table of English LanguageHauehlences

(oL CEFRL TOEFL it & TOEFL UE:::N TOEIC Cambridge BEC PET KET FCE* Pearson aal NCUK EAP
Indicator ibt Home Edition™® CAE*
e Placement test
0-1 AD 0-8
15-25 Al 91024 018 0-234 KET
3-35 A2 25-28 20-39 255-404 KET TIE / ETAPP
4 29-31 Grade %
45 B1 32-34 40-59 405-604 B1 Business PET 30-35 u <35%
5 35-45 Preliminary 36-41 E 35-39%
(146 -161)
55 45-59 60-66 B2 Business FCE (min 162} 42 -45 D 40 — 49%
6 B2 60-78 67-73 605-784 Vantage (162 - FCE (min 169) 50-57 C 50 - 59%
6.5 79-93 74-79 184) FCE (min 176} 58-64 TIE / ETAPP B 60 - 69%
7 94-101 B0-B6 C1 Business CAE (min 185) 65-72 A 70 -79%
c1 785-300 Higher (185 - -
75 102-109 87-93 199) CAE (min 191) 73-78 A* B0% +
Cambridge SPM (1119) . . . . .
'EIEE"; :::5 Duolingo 1GSE (Cambridge | GCSE N\‘;;;":ri':ln UEC E::z::::f: HKDSE SWEd";h ﬂ':f'f;ts:hc"’l Language Cert*
(0500 & 0522) O level) S
0-1
10
15-25 15
20-25
30-40
3-35 45-50
45-50
4 55-60
4.5 55-70
5 75-80
5.5 85-90 D D D 5 B4 3 English 5 (Grade A) 25-32 B2 communicator
6 95-100 c C C 4 B3 ISE II 4 English & (Any grade) 33-38 B2 communicator
6.5 105-110 C & & 4 B3 4 English 6 (Grade A, B, C) | 39-50 B2 c icator
7 115-120 B B B 5 E 3 English 7 (Any grade) 25-32 - C1 expert
7.5 125-130 B B B 5 5% 33-38 - C1 expert
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Appendix2 QAE CA6 New Delivery Site Evaluation Template

QAE CAG6: Griffith College
New Delivery Site Evaluation Template

Please offer your best assessment of the presence at the site of the facilities, resources, and
other features required for the delivery of th|gogramme in question. Use the comment area

to add detailg e.g. if you have indicated that the site is within reasonable proximity of public
transport, include details as to the distance from stops and the routes serving the site. The

comments section stuld include as much detail as possible.

Name and Address of
Site for Evaluation:

Evaluation conducted
by:

Date of Evaluation:

Section 1: Teaching & Learning Facilities

Yes/No

In your opinion, are the teaching & learning facilities adequate and
suitable to support delivery of the programme?

Are the teaching rooms suitable for educational purposes?

Is the equipment available suitable for the delivery of the programme?

Is appropriate brealout and small group working space available?

If the programme has any specialist facility requirements, are they
available?

Comments:

Section 2: Resources

Yes/No

In your opinion, are the osite resources available to support the
programme adequate and suitable?

Are IT facilities (hardware, softneg WiFi) sufficient for the needs of the
programme?

Are appropriate refreshment facilities (e.g. access to drinking water)
available?
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Comments:

Section 3: Location

Yes/No

In your opinion, is the premises in a suitable location?

Is the site flly accessible to a prospective learner with a disability?

Is the site within reasonable proximity of public transport?

Is car parking available?

Does the site have sufficient health and safety provision, including fire

exits and first aid arrgements?

Comments:

Section 4: Summary

delivery of Griffith College programmes:

Please summarise your opinion as to the suitability of the site in question for the

Recommendation to APC:

A site that is suitable for delivery of a programme or ahyt©constituent parts will satisfy
most, if not all, of the above criteria. If the recommendation is that the site is suitable for
programme delivery, any criteria not met by the site should be justified in the comments.

YES

NO

Site is considered suitable forrpgramme delivery

9@l f dzll G 2 NRAaAK9 Date:

Signature
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Appendix 3QAE DAT he Rle of Programme Committee Diagram
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have been refarred to
MB
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Appendix 4QAE JAMteracting with Service Dogs

When interacting with Service Dogs or with people who have SeBugs, please bear the
following guidelines in mind:

Talk to the handler, not the Service Dog

It is very frustrating for a person to have to interrupt your conversation with their Service Dog.
Likewise, if you are helping a person with a guide dog tosgetewhere, give the person
directions or talk with the person as they follow you. They will give the dog the correct
commands for following you. Please do not call the dog. The dog is used to working for the
owner. If it is responding to you, it is no lger focused on their needs but on you.

Do not pet or praise the Service Dog without asking first

Service Dogs are working animals carrying out important jobs. Distracting a Service Dog can
be very dangerous for the handler as the Service Dog will no tdmgearrying out its job.
Attention and praise from other people can be particularly distracting and disruptive. Praise
is a reward for Service Dogs, and people who work with the dogs provide it when it is
appropriate and in a way that is consistent withining. When admiring a Service Dog, it is
best to keep eyes averted from the animal and to direct your comments to the handler
without modulating your voice as youigiht speak to a child or pet. This is important to avoid
RN} gAy3 GKS | ievef pet aRtaucH tlie B&wcéd Do yithout permission from

the owner.

wSalLJS Ol GKS KFyRf SNDa LINRARGI Oe

Do not get angry at the handler if they do not want to stop to talk about their Service Dog.
Please keep in mind that they hear the same questions mamgstia day and often would
just like to get home or to their classes.

Do not feed the Service Dog

Many¢ not all¢ Service Dogs are on strict, healthy diets to keep their working lives long,

and they may also have allergies that you are not aware ofalgal OF' y o NBIF { GKS
training if they learn that they get food in a public place.
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Appendix5 JAL1RA Guidance on the Learner Dignity and Respect Policy

The table below outlines the appropriate poliapd procesgo be followed and the initial
point of contact for dealing with dignity and respect matters.

1 Complain| Respondent | Policy Contact Person
ant
Complainant should in the first
instance aise ther concern with
one of the following:
Learner Learner Learner Dignity and | Asenior member of their faculty
Respect Policy (QAE | staff, e.g., Programme Director,
J10) Head of Faculty
Studentl nion representatives
Member of learneisupport
services, e.glearner engagement
officer, studentcounselling
Staff Learner Learner Dignity and |/ 2 Y LJt I KiyeMgnhgeror
Respect Polic(QAE | Head offFaculty
J10)
Learner Staff Dignity at Work, {01 FF YeadofFactg or
Policy 10 (HR Policieg Line Manage(if known)
and Procedures) A senior member of their own
faculty staff
Studeng nion represerdtives
Member of learneisupport
services, e.glearner engagement
officer, studentcounselling
Staff Staff Dignity at Work, / 2 Y LI | AinelMgnadgesor HR
Policy 10 (HR Policie§ Managet or a member of the
and Procedures) /| 2ttS53SQa al vyl 3
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Appendix6 JA1®B Annual Monitoring of Learner Dignity and Respect Policy Template

Faculty/Department:

Completed
by/Author:

Reporting Year:

Total No. of complaints received

No. of complaints dealt with at informal
level
No. of complaints dealwith at mediation
level

No. of complaints dealt with at formal level

120 @ EIi BN No. of Complaints at No. .Of No. of Complaints at
. Complaints at
informal level o formal level
mediation level
Bullying
Harassment

Sexual harassment

Staus of these process(es) Number (If applicable)

Still open

Closed entirely

Closed and referred to a disciplinary
process

No case to answer

Withdrawn

Recommendations for training or awareness raising at faculty level, at departmental level,
within the Students Union, on individual campuses or at college level:
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Appendix7 QAE LAZTollaborative national and transnational Provision Proposal Form

The proposer of collaborative national and transnational provision must complete this form
and sibmit it to the Management Board for approval for further investigation.

¢ Collaborative Programme, Transnational Programme or Joint Award Title:

¢ Faculty Proposing Programme:

¢ Contributing Faculties :

¢ Location(s) of Delivery :

¢ Duration :

¢ Mode of Delivery :

¢ Proposed Accreditation Body or Bodies :

¢ Relevant Professional, Statutory or Regulatory Bodies :

¢ Target Launch Date :

¢ Other Key Dates :

201



Outline of Proposed Collaboration

¢ Relevance to the College Migsi

¢ Relevance to the College Collaborative Provision Strategy

¢ Academic Rationale for the proposed Collaboration:

Market Rationale

¢ Evidence of Market :

¢ Competing Courses (including variants) :

¢ Stage of Maturity of Market :

¢ Anticipated StudenNumbers :

¢ Anticipated Life of Collaboration :

¢ Specific Marketing Requirements :

¢ Unique Selling Points of Collaboration :

¢ Potential to Protect Market :
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¢ Potential Threats to Market :

¢ Revenue

(a) Course Fees :

Financial Rationake

Yearl Year 2 Year 3 Year 4
€ € € €

(b) Anticipated Number of Students :
Year 1 Year 2 Year 3 Year 4
# # # #

(c) Total Fee Income :
Year 1 Year 2 Year 3 Year 4
€ € € €

(d) Setup Costs [Year 1]

Special Requirements (e.g. equipment):
Valdation / Approval:

Staff Time/ Effort;

Initial Marketing Costs:

Other Costs:

Total:

2This section is to be completed by the proposer and informed by the Accounts Department
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¢ Operating Costs

(a) Marketing (ongoing, promotional) costs :

Year 1 Year 2 Year 3 Year 4
€ € € €

(b) Lecturing Costs :
Year 1 Year 2 Year 3 Year 4
€ € € €

(c) Staffing Costs :
Year 1 Year 2 Year 3 Year 4
€ € € €

(d) Material Costs :
Year 1 Year 2 Year 3 Year 4
€ € € €

(e) Accommodation Rental :
Year 1 Year 2 Year 3 Year 4
€ € € €

(f) Registration Costs :
Year 1 Year 2 Year 3 Year 4
€ € € €

(g) Misc. Costs :
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Year 1 Year 2 Year 3 Year 4
€ € € €
(h) Total Operational Costs :
Year 1 Year 2 Year 3 Year 4
€ € € €
Financial Analysis

¢ Expected Contribution
Year 1 Year 2 Year 3 Year 4
€ € € €

¢ Paykack Costs :
Year 1 Year 2 Year 3 Year 4
€ € € €

¢ Expected Operating Profit ( %) :
Year 1 Year 2 Year 3 Year 4
€ € € €

¢ No. of Students for Breakeven :
Year 1 Year 2 Year 3 Year 4
# # # #
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Appendix8 QAE LADue Diligence Template Collabomative Provision

This form is to be completed by a nominee or nominees of the College to allow the APC and
Management Board to make a determination on whether to advance the proposal for a
collaborative programme, transnational programme or joint awardwaitpartner Institution.

A due diligence report, once so approved, would then trigger the development of consortium
and programme agreements.

The nominee(s) should gather and analyse information under the following headings and
subsets.

General anchcademic

l

= =4 4 4 48 a8 -1

History and development of the prospective partner

The mission of the prospective partner

The ethos and values

The nature and extent of its portfolio of provision

Student enrolment, progression and retention data

Quiality of the learning enviranent

Quality of Teaching Staff

The nature and extent of its existing relationships or connections with other
institutions or bodies that may potentially affect Griffith College at any stage.

Other

Quiality Assurance and Enhancement

1
il

Legal

The prospective partné& standing with national and other regulators

Comparative analysis of the Quality Assurance and Enhancement environment in the
country of the prospective partner with the Quality Assurance and Enhancement
environment in Ireland with a view to identifyiraqny potential difficulties.

The prospective partner's performance in external evaluations including relevant
external evaluations conducted by transnational, national regional and professional
and regulatory bodies

A comparative analysis of the prospectpartner's quality manual and procedures
against the 7 elements of Internal Quality Assurance and Enhancement as outlined in
Standards and Guidelines for Quality Assurance and Enhancement in the European
Higher Education Area, Part 1.

Compatibility of theQuality Assurance and Enhancement of the prospective partner
with the Quality Assurance and Enhancement procedures of the College.

Other

The prospective partner's standing, including whether it has been or is engaged in
litigation or has been subgt to legal actions (civil or criminal)
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1 Whether the prospective partner(s) may legally enter into a collaborative
arrangement to deliver a programme of education and/or training
1 Other

Financial
1 The prospective partner's balance sheet
Recent accountaufder the terms of the nowlisclosure agreement)
Published accounts
Information about its financial performance generally
lylrfteara 2F GKS €20l ¢ FAYLI YOALI SYGANZY Y
particularly in relation to taxation, currency tmafer and/or payment issues that might
arise due to local regulations.
1 In some contexts, financial due diligence may properly include gathering information
from rating and credit control agencies and banks and banking authorities
1 Other

= =4 4 A

Transnational

1 Additional requirements for transnational provision that may apply to the forms of
collaborative provision defined in sections 3.2 of QAE L1 Collaborative and
Transnational Provision and Joint awards, include:

1 the nature of the location proposed for the breim campus,

1 local laws and byelaws that apply to the provision of higher education, including
planning laws and regulations and any restrictions on the use of the proposed location

1 the expectations of potential learners for the programme

1 the proposed awards recognised by regional and state bodies in the country where
the proposed partner is operating. Where the award has a professional
recognition/accreditation associated with it, this will need to include professional
bodies in that country.

1 the availaliity of support services for learners comparable to those available to
learners in Ireland

1 Where the proposal is to provide the programme(s) through a language other than
English or Irish, the proposed arrangements for translating assessment taskseanto th
target language(s) and assessed work by learners into English or Irish to enable
comparisons with equivalent work by students in Ireland.

1 How these arrangements will be established and operated and their cost, the relevant
national quality authority, ankbr accreditation or licensing body for higher education
(or their equivalents) the external Quality Assurance and Enhancement requirements
likely to be imposed, and whether there are reciprocal agreements with QQI; whether
there is a realistic prospecft the national authority concluding an arrangement with
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QQI under which the former will accept QQI's Quality Assurance and Enhancement
checks on the College in place of its own.

Recommendations and Conclusions

Nominee / Nominees:

Submitted to APC
Decision: Approved / Rejected / Postponed
Submitted to Management Board

Decision: Approved / Rejected / Postponed
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Appendix9 QAELA3Consortium Agreemen€Considerations

The purpose of this document is to provide a templtatethe development of consortium
agreements as specified in QQI Policy documents on Collaborative and Transnational
Provision. The relevance of this template may vary considerably having regard to the nature
of the collaborative arrangement being enterento. In particular where the consortium

does not exist as a separate entity, for example where services are provided only by one
partner to another, many of the headings below may not apply.

The headings below are a guide and it is the responsibiiitfose who draft the agreement
02 SyadaNBE GKFG Fff AYF2NXYIGA2Y NBIdZANBYSyYy(a
Collaborative Programmes, Transnational Programmes and Joint Awards are addressed.

1 Parties to the consortium

1 Duration, renewal and termation of the consortium agreement

1 The approved titles of the collaborative programmes offered through the consortium
and the award titles to which they lead

1 Financial matters (e.g. sharing of costs and income; payment of taxation)

1 Legal matters (e.g. thew under which the agreement is enacted; settlement of
disputes; mediation; sharing of liabilities, etc.)

1 Provision of services for the consortium by members of the consortium (partner
providers) and by service providers

1 Employment of staf€ by the consrtium or by one or more partneproviders on
behalf of the consortium

1 Governance and management of the consortium

1 Leadership of and right to speak for the consortium

1 Quality Assurance and Enhancement procedures for the consortium and the
programmes to bgrovided through it including arrangements for the agreement of
academic regulations for the consortium and the programmes

1 Information to be provided by the consortium and the programme team to
prospective learners, enrolled learners, and third parties, including national and
other authorities

1 Enrolment of learners

1 Responsibilities of the consortium, provider partners and alivay bodies to
learners

1 Certification of learners' achievements

Additional Requirements for Transnational Provision
1 Financial matters (e.g. sharing of costs and income; payment of taxation) including
the currency/currencies in which fees and paymentstarbe made and
arrangements for handling currency fluctuations
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1 Legal matters including the jurisdiction and laws where the agreement is enacted,;
arrangements for the settlement of disputes, mediation, and sharing of liabilities
1 Quality Assurance and Enl@ament procedures for the consortium and the
programmes to be provided through it that
A acknowledge the requirements of the national quality agency or other
licensing authorities in the receiver country (and the countries of other
partner-providers, whergelevant)
A set out the procedures through which these and the requirements of QQI
and other partnefproviders are to be harmonised on a continuing basis
A provide for the appointment (by the consortium or by the awarding
body/bodies or both) of external examers for each programme offered
through the transnational consortium

1 Certification of learners' achievements that is consistent with the requirements of

QQI and the national quality agency or other licensing authorities of the receiver
country.
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Appendx 10 QAELA4Collaborative Provision Development Process Control Sheet

Thisform is to be retained by the proposer and signed off at each stage of development by
the appropriate managers (Management Board, academic and professional council or
subcommitteethereof, or the College President or nominee thereof. A copy of the form is
also to be retained by the Office of the President upon completion (successful or unsuccessful)
of the process. If at any stage of the process APC or the Management Board tlegects
proposal, grounds for the rejection will be provided to the proposer in the commentary along

with recommendations or conditions to satisfy College criteria where applicable.

Faculty involvad: Programme(s): Transnational / Mational Joint award / Dual award § Single Award
|delete as appropriate) (delete as approprizte]
Internal Consideration Completed by Submitted to Diate Approved fRejected Date Signed by Approver
PRINT MAME [delste as appropriate) Signature
collzbarative Provision -
Approved,/Rejected
Proposal Form APC RRraved/Rejecte
Fropossr chair of aPC
collzborative Provision s
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