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1. Introduction
HETAC was established in 2001, under the Qualifications (Education and Training) Act.  HETAC is the national qualifications awarding body for higher education and training outside the university sector in Ireland.  The Act requires providers of higher education and training programmes validated by HETAC to establish quality assurance procedures. Dorset College, as a private provider of professional programmes accredited by numerous awarding bodies, views this route as the next natural step in its development of educational provision.

Dorset College is committed to the principles of quality assurance in educational provision.  Continuous improvement is realised through an integrated systematic approach focusing on the establishment, evaluation and improvement of quality assurance policies and procedures. The scope of these measures is detailed in this Handbook with specific detail on the range of qualitative and quantitative data collected and analysed, and the appropriate structures for monitoring, reviewing, planning and implementing enhancement measures.  The College community and external stakeholders will participate in this process with representation on various Committees.  The Academic Quality Committee will monitor the overall process annually. 
The College’s internal quality assurance policies and procedures described in this Handbook aim;

· to establish a framework of quality and high standards in educational provision;

· to safeguard the academic experience of learners;

· to promote excellence in curriculum development;

· to inform all participants of best practice in quality assurance and enhancement, nationally and internationally;

· to endorse public confidence that quality of provision and standards of awards is upheld;

1.1 College Mission Statement

Dorset College promotes excellence through life-long learning by providing a high quality comprehensive range of learning opportunities to equip learners with accredited skills that have international industry recognition and which are relevant to the workplace and to the future. 

Central to our educational ethos is our desire to assist learners in developing positive attitudes to personal study, high standards and high expectations in fulfilling their potential in their careers and personal development.  Our learner-focused approach recognises the individual learner’s needs and interests and seeks to enhance their inherent skills and potential and to encourage self-reliance and autonomy in life-long learning.

This vision is realised in the framework of Quality Assurance Policies and Procedures and underpins the following objectives:

· To provide high quality, internationally recognised leading-edge programmes in the areas of Information Technology, Business, Accounting and Finance, Administration, Teacher Training, Child Care, Legal Studies and English Language Studies.

· To provide accessible third-level opportunities in full-time and part-time modes to cater for the needs of school leavers, graduates, international learners and mature adults.

· To provide tailored training to meet the specific requirements of Business and offer a unique learning solution combined with customised curriculum, relevant resources, and teaching approaches to promote effective learning. 

· To provide a learning environment conducive to the promotion, support and continuance of learning opportunities for all learners.

1.2 Quality Assurance Framework 

Quality is at the heart of all activities of Dorset College. This is reflected in the College mission statement which states “Dorset College promotes excellence through life-long learning by providing a high quality comprehensive range of learning opportunities to equip learners with accredited skills that have international industry recognition and which are relevant to the workplace and to the future.  Central to our educational ethos is our desire to assist learners in developing positive attitudes to personal study, high standards and high expectations in fulfilling their potential in their careers and personal development”. This mission promotes a culture which recognises the importance of quality and quality assurance.

The continuous enhancement of quality at Dorset College through its Quality Assurance procedures have developed over the life of the College and have matured and progressed as the organization has grown. The underpinning principles of these procedures are equity, fairness and standards. 

The main factors influencing the procedures are 

· HETAC Quality Assurance procedures
 

· Best practice exposure through partnership working with other Higher Education Providers

· Quality Assurance Procedures approved by the  ENAQ

Dorset College is committed to providing the highest quality, internationally recognised leading-edge programmes in the areas of Information Technology, Business, Accounting and Finance, Administration, Teacher Training, Child Care, Legal Studies and English Language Studies.

In fulfilling the commitment to quality, Dorset College is required to have in place quality assurance and monitoring procedures ensuring achievement of the mission through best practice, the ability to make informed judgements in relation to standards of performance and the identification of areas for further development. 

Dorset College operates quality assurances procedures which demonstrate transparency to all stakeholders. The structures established ensure the provision of a quality service and encourage enhancement at all levels within the College. The operation of quality assurance is essential for the College’s public confidence and for this reason remains a central focus. 

Due to the relative size of the organisation, it is both prudent and necessary to limit the number of committees in this area to avoid duplication. The Academic Quality Committee has the ultimate responsibility for the approval and monitoring of all quality assurance procedures. 

The College recognises the impact and importance of quality assurance procedures on the learner and therefore seeks to involve learners in all levels of the QA process. This includes representation on Course Committees, focus groups and the intention to include learner representation on all Academic Committees. 

Quality Assurance within the College is managed by the Registrar. All Quality Assurance procedures are reviewed on a regular basis and the findings of the review, along with changes to policy and practice stemming from this, are reported to the Academic Quality Committee and appropriate approval sought. 

The Quality Assurance Manual captures the detail of the Quality Assurance policies and practices of the College and this will be made publicly available on the College website and is specifically brought to the attention of learners. The QA Manual, will continually be reviewed and updated and shall at all times conform to all HETAC QA policies and best international practice. 

1.2.1 Inclusiveness

The involvement of the College community and external stakeholders is vital in assuring and enhancing quality assurance in educational provision. 

Learners’ representatives are present on quality assurance committees and participate in quality assurance reviews.  Learner feedback is captured in questionnaires throughout the programme to assure and improve academic standards, learning experience and opportunities for academic success.

External participants including module-matter experts and external examiners provide an impartial objective view on the approval of new programmes, internal monitoring process and external Examining process. 

1.2.2 Transparency

The College will ensure that information provided to all stakeholders is relevant, accurate, useful and clear.   The website and Annual College prospectus will make course information available.  The implementation of the intranet will ensure greater openness and ease of access to internal policies and procedures.

1.2.3 
Accountability

The College will ensure that clear lines of accountability are identified to uphold the integrity of the educational provision.  This is formally demonstrated in the internal and external evaluation process and ongoing monitoring activities of the College.

1.2.4   Responsibility

The College community has responsibilities for the assurance and enhancement of quality.  Individually, staff and learners are encouraged to provide constructive feedback at intervals.  Representation on committees provides another forum for addressing quality issues.

In the context of the learning experience, learners are provided with course information and facilities to support the acquisition process.  In addition, active learner involvement is promoted in strategies such as project work, presentations, group work and practicals. Self-reliance and autonomy are implicit in these activities.

The College seeks to provide accessible, effective and stimulating support to learners in the provision of quality services.  All service providers engage in the quality assurance and enhancement process to facilitate this.

1.2.5 Process

Quality Assurance is a dynamic process of reflection, evaluation, report, and feedback.  The framework of this process is realised in the policies, procedures and pro-formas, the aim of which is to provide consistency in standards and procedures throughout the College.

Quality Enhancement is informed by this process and ensures the credibility and integrity of quality assurance measures by remedying deficiencies. Quality Assurance in higher education and training is a developing area of policy and procedural innovation.  The requirements of HETAC will continue to develop and evolve in line with best international practice.  Therefore the College must be flexible and embrace innovation within the context of its own provision.

1.2.6 Key quality assurance processes include

1. Policy and procedures for quality assurance

2. Approval, monitoring and periodic review of programmes and awards 

3. Assessment of learners 

4. Quality assurance of teaching staff 

5. Learning resources and support 

6. Information systems 

7. Public information 

These processes follow part 1 of the Standards and Guidelines for Quality Assurance in the European Higher Education Area. The remainder of this Quality Assurance document will be based on these processes.

1.3 Policy and procedures for quality assurance

Dorset College is committed to provide the highest quality in standards of its awards and programmes and hence, endeavours to develop a culture within the College which recognises the importance of quality assurance and continuously develop and enhance its programme and award quality.

This section outlines the professional management framework of the College and the processes and procedures in place to ensure that the College appoints and maintains staff of the highest calibre. 

The College operates under best practice and complies with all relevant legislation for example Freedom of Information, Data Protection, Safety, Health and Welfare, Employment and Equality legislation.

Each member of staff is responsible for delivering academic quality in all her/his activities. Non-academic staff has responsibility for ensuring quality in other areas of College work that affects the learner experience. There is commitment from all levels of staff at Dorset College to ensuring that programmes have clear learning outcomes. All staff are recruited and developed to be ready, willing and able to provide academic and learner support to help learners achieve these learning outcomes. 

All academic staff are responsible for academic quality and quality assurance in their programme. Overall academic quality will be implemented and monitored by the Academic Quality Committee.

1.3.1 The College Professional Management Framework Objectives 

The College will ensure high standards of governance, professional management, academic rigour and quality through:

1. The appointment of highly qualified staff.

2. The implementation of clear management, monitoring and reporting structures for all College operations, academic developments and amendments.

3. Implementation of organisational procedures that adhere to legislative and HETAC policy requirements.

4. Robust monitoring and risk assessment of current and new business opportunities. 

1.3.2 Operational Responsibilities

The Academic Quality Committee has overall operational responsibilities for quality assurance of academic provision.

1.3.3 Composition of the Academic Quality Committee 

Chairperson:  Registrar

Membership

Managing Director

Programme Head(s)

I.T Manager

Director of Studies 

HETAC Coordinator

FETAC Coordinator

Examination Secretary and Administrator

International Learner Manager

Two academic staff members

1 current learner representative

Every effort will be made to ensure gender equity in the composition of the Committee and all standing committees.

The Academic Quality Committee will meet at least twice in an academic year or more if deemed necessary. The agenda for these quarterly meetings will include:

· Review quality assurance policy and how it is working at the institution (Institutional Review).
· Review programme proposals submitted

· Establish external review teams

· Ensure proposals and submissions are aligned with HETAC policy and created following the College’s Quality Assurance procedures

· Review self evaluation and monitoring reports submitted

· Review learner feedback on resources and support

· Review Board of Examiner recommendations and external examiner reports

· Appoint external examiners

· Approve  examination results

· Consider review applications from learners

1.3.4 Responsibilities

1. To establish, maintain, develop and monitor the strategy and effectiveness of quality assurance and standards of academic provision in the College, including institutional reviews (as per HETAC’s Policy on Institutional Review of Providers of Higher Education and Training 2007)
2. To ensure that the requirements of the validating body HETAC are integrated into the academic activities of the College;

3. To continue monitor and revise the College’s Quality Assurance policy;

4. To ensure that all departments, organisational units and individuals are aware of their responsibilities with regard to Quality Assurance at the College.

The Academic Quality Committee has overall responsibility for the selection, recruitment and appointment of the following external participants:

· External Advisors

· External Examiners

· External Review Group

1.4 Key roles in the Quality Assurance System

There is a responsibility on all of the College community to engage pro-actively in delivering quality provision and participation in the Quality Assurance process. In addition there are pivotal roles that are integral to its success:

Managing Director 

The Director is the Chief Executive Officer of the college.  The Director controls and directs the activities of the college and its staff and has responsibility through the Board of Directors for the efficient and proper management of the college. The Director is a member of the Board of Directors and is entitled to be a member of every committee structure established under the auspices of the Board of Directors.  The Director is a member of the Academic Quality Committee of the college, and is entitled to be a member of every committee structure established under the auspices of the Academic Quality Committee.

Ensures that;

· the mission, values and relevant strategic management plans are reflected in the QA system;

· all relevant aspects of the provider’s functions and operations, which impact on the standard and quality of its higher education and training programmes e.g. teaching, learner support, academic support, accommodation, equipment and facilities, management and administration, community service and collaboration with industry are in place;

· College QA policies, procedures and regulations are formulated clearly to inform and guide the provision of quality education through the Academic Quality Committee.

Registrar

The Registrar has responsibility for the quality and standards of academic provision and the support services for the programmes of the college under the auspices of the Academic Quality Committee.  

The Registrar has responsibility for the following:

· Academic Quality Committee

· Head Office; Learner Admission, Registration, Examinations, Learner Records, Teaching Records (Schemes of Work etc), Human Resource Records.

· Development and Planning of Courses and Academic Affairs

· Liaison with Accreditation Bodies and Quality Audits

· Learner Affairs and Discipline

· Library and Study Services

· Implementation and Monitoring of College Quality Assurance System

· Management of the Administration staff within the college

· Liaison with the Programme Head(s)

· Information Technology services

· College Promotional Material; providing accurate detailed course information.

· Development of HR Policies and Procedures; selection, recruitment and induction of staff, equality, employee relations, compliance with Employment legislation etc.

Ensures that:

· QA procedures are embedded in all educational activities in the college;

· all innovations and developments in policy and procedural requirements of the validating body are addressed in the QA process by informing all participants as they roll out;

· the QA manual reflects continuous development and updates in this area.

Programme Head(s)

Reports directly to the Registrar and Director and has responsibility for the overall management of the programme(s).

· Manage the day-to-day operation of existing courses

· Oversee the development of new courses

· Actively participate on the Academic Quality Committee.

· Manage the Academic Staff within the Programme(s) being delivered.

· Ensure that staff who demonstrate particular excellence, expertise and dedication are rewarded and recognised.

· Coordinate the Academic Examination Schedule

Ensures:

· the programmes are delivered to a high standard in terms of learning outcomes, curricula content, quality of learning opportunities, maintenance and enhancement of standards and quality;

· co-ordination of the annual and ongoing monitoring of programmes, the self-evaluation, and the external evaluation of programmes. 

HETAC & FETAC Coordinators


Reporting to the Registrar, and Programme Heads the HETAC and FETAC Coordinators are responsible for general management in the areas of learner Admissions, Registration, Learner and Staff Records, Learner and Staff queries, Learner Induction and Surveys for their programmes.  S/He is responsible for contributing to administration policies and procedures and manages general recruitment activities in such as daily course enquiries, National Exhibitions, Corporate Clients. 

These roles ensure that

· Quality assurance is maintained to the highest standard in the administration department

· Learner and staff needs are addressed in a timely, professional manner;

· Appropriate staff, learner and course records are maintained;

· Courses run smoothly and professionally

International Learner Manager

Reporting to the Director, the International Learner Manager is responsible for general management in the areas of international learner admissions, registration, accommodation, learner attendance records and queries, and questionnaires.  S/he is responsible for general recruitment activities in the international market and liaises with Host Families.

This ensures:

· appropriate guidance and practical support to overseas applicants;

· relevant practical support to international learners enrolling on courses;

· quality accommodation with easy access to the College;

· Compliance with Department of Education and Skills and Department of Justice requirements.

Examination Secretary and Administrator

Reporting to the Registrar, the Examination Secretary and Administrator are responsible for the general management of Examinations to include registration, invigilation induction and arrangements, learner queries, liaising with examination bodies, ensuring security of exam papers and scripts, despatch of scripts.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         

Academic Staff Members

Reports directly to the Programme Head(s) / Director of Studies and are responsible for the drafting of appropriate assessments, consulting with External examiners, correction of examination scripts, and participation at Board of Examiner meetings.

Ensures that 

· The assessment of learning is fair, consistent and in compliance with the standards of the validating body and in the context of the national framework of qualifications.  

Learner Representatives

Each programme year learner group nominates an individual learner to represent their views and raise issues that impact on their learning experience in the College. Participation on Learner Staff liaison committees culminates in the annual Staff Learner Liaison report detailing issues discussed and measures taken to address these. 

Ensures that;

· The views of learners are represented and articulated on all relevant College committees;

· Their input is valued as an integral element in the quality assurance process.

· Learner feedback is filtered into the annual review and monitoring process.

I.T Manager

Reporting to the Director, the I.T Manager is responsible for the provision of information technology, audio visual, and communications services.  The operational management of infrastructure and facilities and logistical strategies for implementation of key changes to systems fall within this remit.  Many of these activities are delegated to the I.T technician.

Director of Studies 

The Director of Studies report directly to the Registrar and Director, and has responsibility for the overall management of the College’s English Language Schools including:

1. Help ensure – with the director, registrar and staff of the College – the general academic well-being of the programmes of English

2. Liaise with English teaching staff and manager their performance and conduct:

· The director of studies shall act as the person immediately responsible for the academic well-being of teaching staff and, as such, will be the teacher’s first point of contact in such situations before they contact the registrar.

As such, he or she shall:

· Ensure that teachers understand fully the rules and regulations pertaining to their teaching functions.

· Visit each classroom on at least one occasion per period to observe the quality of courses, giving the teacher notice at the latest one day in advance, and, if necessary, making recommendations to the registrar.

· Ensure the design and presentation of syllabus, course plans and materials by teaching staff at the latest two weeks before classes start.

· Ensure that these are revised to guarantee that they cover the programme fully, in a presentation that achieves the highest quality possible.

· Ensure that the teachers explain this plan to learners on the first day of classes and carry it out.

· Ensure that the teachers follow the calendar of activities that the director of studies has designed.

· Ensure clear and full communication with teaching staff (through e-mail and staff meetings).

· Ensure full compliance with the requirements of external bodies.

· Ensure that the results of partial exams and of final exams be handed in by teachers within three working days of the examination date.

· Ensure that the resources (in terms of materials, books, videos, publications, equipment, etc) of the college are sufficient for the needs of the learners and staff.

· Conduct a staff meeting at least once a month.

· Ensure the safe storing of academic results.

· Ensure that the registrar and director are kept up to date on learner well-being.

· Take part in overall College management as a member of the Academic Council.

· Manage the academic staff, technical support staff and administrative staff within the English Language School.

· Manage a staff development programme to ensure all staff have the appropriate skills.

3. The performance and conduct of learners:

· The director of studies shall act as the person immediately responsible for the academic well-being of learners and, as such, will be the teacher’s first point of contact in such situations before they contact the registrar.

As such, he or she shall:

· Ensure that learners obtain the best education possible while attending classes at this institution.

· Ensure that they enter the correct group according to their academic level.

· Ensure that they have access to and understand the rules they will follow while studying at this college.

· Ensure that they behave and carry out their studies in accordance with these rules.

· Be aware of, and help to ensure full compliance with, the requirements of the quality assurance policy of this institution.

· Be aware of, and help to ensure full compliance with, the requirements of external awarding bodies.

· Ensure that the registrar and director are kept up to date on the academic well-being of learners.

4. In addition he or she shall:

· Liaise with the Examination Secretary and Administrator regarding Examinations.

· Liaise with Awarding Bodies

· Liaise with HETAC & FETAC Coordinators regarding staff and learner surveys.
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2. Approval, Monitoring and Periodic Review of Programmes and Awards

Dorset College is committed to ensuring programme quality through its ongoing monitoring and periodic reviews of programmes, and through its approval policy. 
The College’s Approval, monitoring and periodic review of programmes and awards policies and procedures are aligned with HETAC’s Provider Monitoring Policy & Procedures 2010, Assessment and Standards 2009
, Core Validation Policy and Criteria 2010 and the ENQA document Standards and Guidelines for the Quality Assurance in the European Higher Education Area
.
2.1 Approval of Programmes
Procedures for the design and approval of new programmes, modules and modules, should include clear and comprehensive provision for the presentation and structured consideration of evidence that the following issues have been satisfactorily addressed
:  (See Appendix 2)

· Relevance of the programme to the mission and strategic plan of the provider;

· Learning outcomes identified for each module and module.

· How the programme meets its stated objectives, particularly as regards intended learning outcomes

· Standard of Knowledge, competence and skills (as identified in the ESG)

· Mode of delivery;

· Pedagogy relevant to the programme;

· Relationship to other programmes offered by the provider;

· Industrial or other links, including possible work placement;

· Programme management arrangements;

· Relevance of the programme to the Irish, European and international labour markets;

· Human resources implications of providing the programme;

· Information system resources needed for the programme;

· Impact of the programme on the physical resources and support facilities of the provider;

· Financial implications of offering the programme;

· Environmental scan of similar or related programmes offered by other providers;

· Learner demand for programme;

· The needs of the chosen modes of delivery

· Consultation on the programme with relevant stakeholders and peers;

· Fair, consistent and standards-compliant assessment of learners on the programme;

· Provision, where required by law, for the protection of learners in the event of the provider ceasing to provide the programme; and

· Satisfactory provision for learner access, transfer and progression in the context of the national framework of qualifications.
2.2 Purpose

The purpose of these procedures and guidelines is to ensure that all programmes-

1. Comply with HETAC standards and is in line with HETAC policy and procedures on quality assurance.

2. Have explicit Learning Outcomes

3. To ensure all new and existing programmes are consistent with the appropriate levels, as identified on the National Framework of Qualifications
.

4. Are consistent with the procedures of the National Framework of Qualification and implements the procedures of the NQAI in relation to access, transfer and progression.

5. Support the learners in achieving their personal goals.

6. Ensure learners are equal partners in the Quality assurance process

7. Are consistent with the core values and the key objectives of Dorset College.

2.3 Scope
The Document refers to the stages in the design, approval and review of all HETAC accredited programmes. For the design and approval of new programmes, the HETAC document Validation of New Programmes Submission Document will provide the template for all new programme development.

The process of development can be outlined as follows:

· Proposals can emanate from many sources. They may include proposals for new programmes, changes to existing programmes, or the discontinuing of programmes.

· Proposals are considered on their own merits, but must also remain faithful to the overall strategy and policy of the organisation.

· The most common sources of new proposals are the academic staff, learners, international markets and linked employers.

· Dorset College requires proposers to submit an outline of the new programme to the Academic Quality Committee prior to development.

· The outline proposal will then be considered by the Academic Quality Committee and will be examined in terms of the overall strategic aims of the organisation.

· The proposal for outline approval must conform to the requirements of HETAC. This should include:

· Demand from perspective Learners.

· Comply with the overall strategic aims of Dorset College

· Detailed Learning outcomes

· Comply with the National Qualifications framework

· Be  NFQ level appropriate

· Course Design

· Course Schedule

· Resource Implications

· The Academic Quality Committee decided whether to grant outline approval to the proposed programme based on its own deliberations.

· If the programme is granted permission to proceed, programme validation is prepared.

· Academic Quality Committee, will seek to establish an external review team, this team will include:

(a) A head of school from another HEI.

(b) A module specific expert

· Module to the External Review Teams recommendation,  documentation will then be prepared for HETAC

· A HETAC Visit will then be arranged to seek validation.

2.4 Programme Design
The following areas must be addressed in the design of a new programme:

· Fits within the overall strategic aims of Dorset College

· Compatible with existing programmes

· Detailed Explicit Learning Outcomes of the programme

· Specified knowledge, competence and skills attained in each programme module

· Consistent with the requirements of the validating body (HETAC)

· Compatibility with the National Framework of Qualifications

· Industry demand for the proposed graduates

· Mode of delivery 

· Assessment mechanisms

· Curriculum development

· Resources requirements

· Appropriate levels of QA

2.4.1 This process is informed by:
Qualifications (Education and Training) Act

The National Qualifications Authority of Ireland was established on a statutory basis, under the Qualifications (Education and Training) Act 1999.  Its main objectives are to establish and maintain a National Framework of Qualifications and to promote and facilitate access, transfer and progression.

The Higher Education and Training Awards Council HETAC promotes compatibility with the National Framework of Qualifications as a requirement in seeking validation of programmes.

2.4.2 Validating Body Requirements
HETAC provides guidelines for the design and approval of new programmes.  These guidelines reflect best international and national practice in Higher Education.  The requirements are outlined in a number of publications and templates utilised in this process.

In general, a new course proposal must take cognisance of the market demand and anticipated career and further educational opportunities available to learners.  It demands a detailed documentation of aims and objectives, syllabi, learning outcomes, teaching and learning strategies, assessment formats and instruments, and fair and consistent evaluation of learners.  In addition the participation of external examiners in the evaluation of the programme confirms a demanding and meticulous process.

Specifically the Policy Documents published on the HETAC website inform the process.  The Registrar will ensure that these documents are made available for those involved in the design process.

The ENQA document Standards and Guidelines for the Quality Assurance in the European Higher Education Area
.

The HETAC document Assessment and Standards 2009
shall be used in the design of assessment strategies and procedures.

The HETAC document Core Validation Policy and Criteria 2010 will be employed as a template for all programmes that are being developed.  The Academic Quality Committee will ensure that submissions made to HETAC match the requirements of this document and others.

The most up to date publication by the National Qualifications Authority of Ireland must be consulted to ensure compatibility with the National Framework of Qualifications.

It is a requirement that the Programme Development Team familiarise themselves with curriculum development methodologies.  A number of current publications are available from the Registrar’s Office.

2.4.3 Programme Design Participants

· Proposer

· Developer(s)

· Academic team to deliver the course, organised as a provisional programme board

· Academic Quality Committee

· Registrar

· External Examiners(s)

· Governing Body

· Approved Validating Body; HETAC

2.5 Proposals on New Programmes and Modules

Proposals may arise as a result of the development of a new programme emanating from the Business Plan, from the initiatives of an individual staff member or a collective decision at a staff meeting.

Proposals for new programmes and proposals for amending programmes may be considered.

Proposals are considered in the context of the Business Plan and the overall College mission statement.

Academic Quality Committee meetings provide the most effective route for course proposals to be instigated and developed.  Staff meetings provide another effective forum for course proposals to be initiated and evolved.

The College provides a Course Proposal form for the proposer(s) to submit to the Registrar.  This facilitates the timely consideration of outline approval of the proposal by the Academic Quality Committee.

The Academic Quality Committee will examine the proposal in terms of the Business Plan and resource planning.  A report will document the outcomes of the outlined proposal.

Approval of the proposal outline, module to the recommendations of the Academic Quality Committee will be developed into a complete submission document for the consideration of the validating body; HETAC.

Provision will be made for Course Development meetings of the academic staff involved.  For new programmes, Course Development teams will be provisional pending validation of the programme and finalisation of staffing arrangements.

2.5.1 Stages in the Development of the Proposal for College Approval and External Validation

The Academic Quality Committee oversee the development of the proposed course in terms of participating personnel and preparation of submission documents for the external validating body; HETAC.

One person will assume a co-ordinating and editing role.

The procedures for design and approval of new programmes, modules and modules as described by the external validating body will be identified and met.

The Registrar will be kept informed of all significant developments in proposals and will liaise with each academic team member on a regular basis for updates.

Once a draft submission for College approval has been completed, it will be forwarded to the Registrar who will circulate it to the Academic Quality Committee for consideration at the next Committee meeting.

A programme proposal will be considered in relation to the College’s guidelines and the procedures and guidelines of the approved validating body, HETAC.

The provisional course board will be informed of recommendations which entail resubmitting amended drafts to the Committee for approval.

2.5.2 The Programme Proposal

When the Committee is satisfied that the proposal document meets College and Validating Body requirements, the revised submission as recommended by the Academic Quality Committee will be forwarded to an external examiners(s) with specialist academic expertise in the area.

The submission is examined against guidelines established by the College and HETAC requirements and the National Qualifications Framework.

Recommendations in a report pro-forma are forwarded to the Academic Quality Committee for consideration.  If there are outstanding issues that need to be addressed, the submission will be revised as described above (from 8.3 to 9.2).

The Academic Quality Committee will forward the submission to the Assessor(s) for a final review and a final report issued by the Assessor will be considered for additional amendments to the submission

The Registrar will keep copies of the submission document (all versions), the interim report of the Assessor(s), the College’s response and the final report of the Assessor(s).

Where the Academic Quality Committee recommends the programme for approval, it is placed on the agenda of the Board of Directors for approval.  The Director, following consultation with the Registrar and other senior management will bring relevant matters to the attention of the Board of Directors such as requirements of the validating body, resource issues, etc.

On approval from the Board of Directors, the Registrar will submit the programme submission document to the validating body.  HETAC govern the process from submission to final determination.

The Registrar will keep the Academic Quality Committee informed of the final determination and of any conditions or recommendations and circulate the approval document.

The Registrar will maintain a file on each proposal for course approval. A final submission is made to the Board of Directors to certify that all approvals have been received and to identify resource requirements and how these will be met.  This submission is placed on the agenda for approval by the Board of Directors.

The validating body may attach conditions to the validation of the programme.  The Academic Quality Committee will review adherence to these conditions of course approval up to completion of the new programme by the first cohort of learners.

The Proposal For New Programmes Can Be Summarised As Follows:

Outline proposal documented for consideration of the Academic Quality Committee

Academic Quality Committee considers proposal


Academic Quality Committee may forward proposal to External Examiner for consideration


Following approval of outline proposal, a programme development board develops a draft submission

Academic Quality Committee considers draft submission and makes a report


Revision of the submission document by the programme development board


Academic Quality Committee agrees the revised submission with the programme Development Board

Academic Quality Committee establishes a Panel of External Examiners
Panel of Assessors makes its recommendations in a report to the Academic Quality Committee


Programme Development Board examines the Report.

Academic Quality Committee notes Report of External Examiners.


Programme Development Board revises the draft submission document


Academic Quality Committee agrees a revised submission addressing the issues highlighted by the Panel of Assessors

Panel of Assessors make a final report on the revised draft submission document

Revised submission document and the final report of the Panel of Assessors will be put on the agenda of the Board of Directors for approval


Submission approved by the Board of Directors is forwarded for consideration by the relevant validating body

2.6 External Examiner(s)
Dorset College recognises the value and role of external examiners in the development of new programmes. Dorset College is committed to involving external examiners at every stage of the QA process and its policy on External Examiners is aligned with HETAC’s Effective Practice Guideline for External Examining 2010.

2.6.1 Purpose

External Examiners provide opinion and specialist guidance on programmes and awards. They are primarily concerned with actual programme learning outcomes, their compliance with national standards and anything that affects those learning outcomes. External Examiners also provide an independent appraisal of procedures for assessment of learners.

2.6.2 External Examiner Selection Criteria

External Examiners should be involved in the programme’s field of learning and with necessary accomplishments and expertise to allow them provide and informed evaluation of the proposed programme. A representative of a professional organisation or a senior professional in a relevant industry sector shall therefore be recruited to comment on the appropriateness and viability of the proposed programme. Experience and understanding of the requirements of the validating body’s requirements and standards is essential. Therefore, in proposing individuals for appointment as external examiners the following essential selection criteria have been identified:

· The person nominated should be highly qualified either academically and/or professionally in the appropriate discipline with a minimum of an honours degree or equivalent; 

· Have achieved substantial experience as an academic, normally in higher education, or as a professional with experience that is current and relevant to the programme(s) being examined;

· Have no previous association or interest in the College to ensure maximum objectivity in fulfilling his/her duties;

2.6.3 External Examiner Appointment

External Examiners are appointed by the College’s Academic Quality Committee. The Academic Quality Committee is responsible for ensuring that the External Examiner carries out the role, duties and procedures in line with the requirements of the validating body HETAC.
 The Academic Quality Committee shall nominate and seek nominations for persons to fulfil the role(s) of External Examiner.

2.6.3.1 Guidelines and Conditions
· The College should seek nominations from higher education institutions in Ireland and abroad.  

· Nominations should not give rise to reciprocal external examining between programmes/modules of this College and those of another institution;

· Nominations for external examiners for the same programme(s) should not be drawn from the same institute;

· It is desirable that the person proposed should have previous experience as an external examiner for appointment as a Course external examiner; 

· The application should provide a full explanation of the nature of any formal association with the College by the proposed external examiner in the previous five years;

· In promoting positive equality of opportunity it is desirable that there is a gender balance in teams of external examiners and that there is a balance between academics and business professional also;

· External examiners’ period of service is normally three years and will not normally exceed six years.

· An appointment may be made for a longer period to permit the ‘phasing’ of external examiner appointments and to enable the mentoring of new examiners;

· External examiners are requested to remain available after the last assessments with which they are associated to deal with any subsequent reviews of decisions;

· Canvassing is inappropriate and will disqualify the individual from nominations as an external examiner in the future;

2.6.3.2 Approval
The Academic Quality Committee will consider nominations for appointment as External Examiners. Academic Quality Committee will also ensure that the External Examiner meets the selection criteria for appointment and where satisfied approve the appointment of External Examiner(s) as required and for the durations decided.
2.6.3.3 Appointment Procedure

The Registrar shall contact the approved External Examiner with a letter of appointment, a contract with the following details:

· Job Description

· Duties and responsibilities

· Term of office

· Reporting relationships

· Reporting requirements

· Fees payable by the institution

· Conditions relating to other appointments

· Termination of contract procedures

· Conflict of interest declaration

The Registrar shall maintain a register of External Examiners appointments and periods of tenure. Appointments will be for a maximum of three years.

The Academic Quality Committee reserves the right to terminate a contract.  The Director shall be informed of the reasons for the proposed termination and will notify in writing the External Examiner whose contract has been terminated.

2.6.4 External Examiner Induction

Dorset College requires that each External Examiner takes part in an induction process after their appointment. This induction process will include all items in section 3.2 of HETAC’s Effective Practice Guideline for External Examining 2010.

The Registrar will organise the induction meeting with the external examiner to ensure that the examination system within the College is understood, to provide him/her with the relevant documentation to perform the role and duties fully, to identify any requirements he/she might have.  The following documentation will frame the induction:

· Quality Assurance policies and procedures

· College Organisational structures and procedures

· Programme documentation

· Assessment and examination schedules

· Rules and regulations

· Examination and award structures

· Equal Opportunities Policy

Dorset College will then agree what information is required to enable the External Examiner to carry out their functions effectively and a schedule of output and meetings required.

2.6.5  External Examiner Functions

The external examiner will report on the following regarding a programme proposal from the College:

· The appropriateness of the minimum intended learning outcomes and other programme objectives.

· Actual learning outcomes attained by learners

· Compare and contrast learning outcomes with relevant award standards, the NFQ and with similar programmes at other institutions.

· Determine whether or not the applied procedures for assessment are valid, reliable, fair and consistent.

· Review appropriateness of programme assessment strategy and assessment procedures.

· Review key assessment tasks prior to their assignment in light of programme and module assessment strategies and learner prerequisite learning

2.6.6 External Examiner Report

External Examiners report back to Dorset College’s Academic Committee can be verbal, written, formal and informal and will follow the guidelines set out in section 4.2 of HETAC’s Effective Practice Guideline for External Examining 2010 (see: Appendix 1). This report is followed up by the College’s Academic Quality Committee.

2.7 Annual Monitoring of Programmes

To provide regular academic quality assurance and enhancement of quality of provision of each programme, each Programme Head at Dorset College prepares an annual monitoring report on the functioning of the programme in the previous academic year (A periodic review is also completed at least every five years). This allows the College to continually monitor and adapt each programme. This report is completed as per HETAC’s Provider Monitoring Policy & Procedures 2010, presented to the Academic Quality Committee and published on the College’s website. This report is also made available to HETAC who consider its findings and make recommendations and also may use it for provider monitoring purposes.

The main purposes of the annual monitoring of programmes are to:

· progress actions identified in the previous year’s report;

· evaluate the effectiveness of the programme, learning resources and facilities, programme management and administration;

· ensure that academic standards are maintained on the programme;

· review and respond to the reports of external examiners and the feedback from learners and staff;

· enable the development and introduction of modifications;

· develop an action plan for quality assurance and enhancement and, ensure that, where appropriate, the College is in a position to take action in order to enhance the quality of its programmes

· Benchmark the programme against other similar provision in order to make informed judgements regarding standards and achievement.

2.7.1 Timetable for the annual monitoring process

The annual monitoring process is initiated, relevant information compiled and the report drafted by the Programme Head at the end of the academic year. This allows proposed programme modifications to be approved for the start of the following academic year.

2.7.2 Annual monitoring report

This report should be undertaken in a self-critical and supportive environment where the views of staff, learners, externals and others that contribute to the delivery of programmes can be expressed and fully considered. The intended outcome is to ensure that quality enhancement in the provision of all academic programmes is regularly monitored and sustained.

This Review makes use of the following sources:

· Learner questionnaires,

· Graduate questionnaires,

· Tutor questionnaires,

· External Examiner reports,

· Tutorial and on-site class attendance data,

· Examination results,

· Admissions and retention data

2.7.3 Sources of information for the annual monitoring of programmes

	Internal Information Source
	Responsible

	Programme Review Data

· Entry standards of Educational Qualifications

· Enrolments

· Attendance rates

· Progression rates

· Examination outcomes

· Qualifications Awarded

· Graduate Destinations

· Registration Details

· Profile at Registration

· Mature Learners
	Registrar

	Assessment Review Data
For every year for every cohort of learners

· Learners Average Mark

· Individual Module/Module Results

· Course Work

· Final Exam

Examination Results (First Session)

Examination Results  (Second Session)

Examination Results (Third Session) Examination Results (Combined)
	Registrar

	Annual Academic Staff Questionnaire
	Programme Head(s)

	Programme Appraisal Questionnaire

Programme Provision Response

Service Providers Response
	Programme Head(s)

	Module Appraisal Questionnaire(s)

Evaluation of Elicited Responses
	Individual Lecturers

	Learner Feedback
	Learner Representative


	External Information Source
	Responsible

	Extern Examiners’ Reports


	Programme Head(s)

	Graduate Destination Survey


	Recruitment Officer

	Employers’ Reports


	Recruitment Officer


This process clearly identifies any deficiencies or complaints in regard to the content, delivery or administration of each course, and allows the Academic Quality Committee to determine what quality enhancement measures are required to address these deficiencies. Deadlines are established for the implementation of these quality enhancement measures and the Academic Quality Committee is responsible for ensuring that these deadlines are met. Examples available in Appendix 5.

2.8  HETAC Monitoring

Dorset College is committed to part-taking in the HETAC Monitoring process (both scheduled and ad-hoc) as per HETAC’s Provider Monitoring Policy & Procedures 2010 document. To assist in this process, Dorset College will supply the following:

· Internal annual monitoring reports

· External Examiner details and reports

· Findings from arising from the College’s application to HETAC of Quality Assurance Procedures

· Crises notification  (financial issues and capacity deficits, major impending media disclosures relating to academic quality etc)

· Annual first destination survey data

· Arrangement for protection of learners 

2.9 Periodic Review of Programmes
Every five years, or more frequently if the Academic Quality Committee or HETAC consider it necessary, Dorset College will conduct a Programmatic Review. Such a review provides an opportunity for the Programme Committee to conduct a major critical evaluation of the programme and to make significant changes to the programme, if appropriate.

All programmatic reviews are conducted in compliance with HETAC regulations as laid out in their document Provider Monitoring Policy & Procedures 2010

2.9.1 Objectives of a Programmatic Review

· Analyse the effectiveness and the efficiency of each of the courses approved.

· Evaluate the physical facilities provided by the College for the provision of the courses.

· Review the College’s research activities and projections in the area of study under review.

· Evaluate flexibility in responding to market requirements and educational developments.

· Evaluate the formal links the College has established with industry/business and the wider community in order to maintain the relevance of its courses.

· Evaluate the College’s projections and plan for the next five years in specific areas.

· The self-evaluation must detail how the observed deficiencies in the programme will be addressed in the proposed revisions to the programme.

· Develop a revised programme document that takes cognisance of the views of the relevant stakeholders.

2.9.2 Internal Review Stage
The internal phase incorporates a self evaluation to be undertaken by individuals with close involvement in the relevant programme; academic staff, learner representatives, graduates, providers of support services such as library, information, and counselling services.

The Self Evaluation report comprises
· A self evaluation of the programme(s);

· A Statement of Strategic Objectives.

· A critical review of the quality processes.

· The views of all stakeholders.

· A full SWOT analysis

· A review of programme reports

· A review of current teaching, learning and assessment strategies.

· A review of industry links

· Detailed programme changes and rational for such.

· An action plan for the following five years;

· A revised programme document.

The aim is to identify and validate good practice and provide recommendations regarding minor or substantial issues.

2.9.3 Stages in the Development of a Self Evaluation Report

· The Programme Head will present a Self Evaluation Framework Document outlining the Internal Programme Evaluation process and timetable to the Academic Quality Committee in year 3 (of the five year cycle).

· The Academic Quality Committee will consider this plan and may advise recommendations

· The Self Evaluation begins at the start of the academic year 4 (of the 5 year cycle).  It is the responsibility of the Programme Head to co-ordinate the completion of the self-evaluation document and must include information outlined in section 2.6.2.
· Nominated participants shall attend initial briefing sessions to ensure awareness of the requirements. Participants must include learners, teaching and non teaching staff. Meetings will be chaired by the Programme Head and attended by all participants.

· It is recommended that the development of the self-evaluation is progressed via regular programme self-evaluation meetings or equivalent.

· The Programme Head will update the Academic Quality Committee at their meetings regarding the progress of the SER until completion.
· The SER process covers the areas outlined below and is based on an analysis of documentary and other evidence.
· The final programme document will be made available on the intranet, the library and the Registrar’s office.
· The draft SER shall be informed by relevant HETAC procedures and guidelines and best international practice.
· The draft SER must be submitted to the Registrar by the start of the academic year 5 (of the 5 year cycle) for consideration of the Academic Quality Committee.
· Each issue identified will be addressed by an appropriate respondent agreed at the Academic Quality Committee.  These include the Director who addresses institutional policy issues and the implications of these for the Strategic plan, the Registrar and Programme Head who focus on Course organisational issues and services, Course Teams who concentrate on curriculum or syllabus issues.  Appropriate consultation with relevant personnel will inform and address the issues.
· The resulting response formulated in an Action Plan addresses the issues.  These will be further examined in accordance with the criteria outlined, the validating body’s requirements, the national qualifications framework and international best practice.  An agreed schedule for implementing the Action plan will be forwarded to the Academic Quality Committee who will receive updates from the Programme Head at each meeting.  The Registrar will be kept informed of the status of actions and provide this information to the Board of Directors.
· This Final Self Evaluation Document along with the revised programme document and action plan will be submitted to the External Examiners and used as a basis for review.

2.9.4 External Review Stage

The External phase involves a select group of experts who review the Self Evaluation Report against the criteria outlined in section 2.6.1 and any criteria set out by HETAC.

2.9.5 External Review Process

· On receipt of the Self Evaluation documentation, the External Expert Group will consider its findings, identify significant lines of enquiry and plan the review.

· The Academic Coordinator will facilitate the External Expert Group’s consideration of the self-evaluation report prior to meeting the College’s staff.

· The External Expert Group will examine the self-evaluation report against HETAC requirements (or other appropriate validating body) and also the national qualifications framework.

· The structured headings used in the SER can provide a structure for their report and highlight criteria to base their evaluation on.

· The External Expert Group may hold an initial meeting with the Registrar, Head of Programme, and/or Director.

· The College will make a brief presentation to introduce the provision to be reviewed and to describe any developments since the self-evaluation was prepared.

· The methodology and protocols for the review will be outlined by the Registrar

· An outline programme for the review will be agreed to include:

1. Relevant documentation and its availability for examination;

2. A representative sample of learners work made available for examination;

3. A provisional agenda and timing of meetings with academic staff, learners and other relevant participants;

4. Other practical arrangements for the review.

· The external Expert group may forward an agreed interim report expressing emerging judgements and recommendations to the Registrar.
· The Registrar will bring the interim report of the expert group to the notice of the Academic Quality Committee.

· The Academic Quality Committee will consider the recommendations of the report, identify College related issues and Programme related issues which will be addressed in the first instance by the Director/Registrar and the latter by the Head of Programme.

· When the Academic Quality Committee approves the response of the internal parties and the amendments recommended in the External interim report, it is forwarded to the External Expert Group for their consideration.

· The Registrar will liaise with the Chair of the External Expert Group, on behalf of the Academic Quality Committee, to ensure that all issues have been addressed satisfactorily.

· The External Expert Group will complete an agreed final report.

· The Registrar will then liaise with HETAC on proposed changes

· The submission to HETAC shall include the SER, the interim report of the External Group, the College’s response and the final report of the External Expert Group.

· The Academic Quality Committee will be informed of the decision of the validating body and given copies of the approval and of any comments or conditions attached.

· The Registrar will maintain a file on each PPE.  Following approval by the validating body, the Academic Quality Committee will ensure that all resource requirements are met.  This will be submitted to the Board of Directors for approval.

2.9.6 Schedule for Periodic Programme Evaluation

	Year 3

April/May
	Registrar agrees date with Programme Head for commencement of SER.

Programme Head nominates Self Evaluation Team.

Programme Head outlines self evaluation process timetable.

Presents Self Evaluation Guide: A Framework Document for agreement with Academic Quality Committee.



	Year 4

October

January


	Self Evaluation Process begins.

Initial Briefing Sessions/Regular Meetings/Updates for Academic Quality Committee.

External Evaluation Team established.



	Year 5

October

November

December

January

February/March

April

May
	Submit Self Evaluation Report to Academic Quality Committee.

Action Plan and Revised Programme documents formulated.

Submit SER documentation to EEG.

Preliminary meeting of EEG with senior College staff.

Review Event (meetings/interim report/response to interim report).

EEG Final Report.

Approval of Academic Quality Committee and Board of Directors.

Application to HETAC for consideration of:

· Self Evaluation Documentation

· Interim Report of External Experts

· College’s Response

· Final Report of External Expert Group

· Report submitted to HETAC

	Validating Body govern the process from application to final determination
	· May seek re-submission in which case, the College revises the process.

· May validate module to conditions.

· The Academic Quality Committee will prepare a document outlining the resource requirements to meet approval.  The Board of Directors will approve.

· The Academic Quality Committee will review implementation of changes adopted until the first cohort of learners have completed the amended programme.




3 Assessment of Learners
3.1 General Principles 

The approach of Dorset College to assessment is to ensure that assessment in is in line with best practice. Dorset’s policy has therefore been developed to be consistent with the Standards and Guidelines for Quality Assurance in the European Higher Education Area (2005)
 and HETAC’s Assessment and Standards (2009)
. The College’s policy ensures that learners are continually informed of what is expected of them, how they are progressing and what their academic achievements are. The policy endeavours to ensure that assessment is clearly fair, consistent and valid. Clear assessment instruments are used to guarantee this.

Such assessment instruments measure the achievement of predetermined learning outcomes and correspond to clearly defined stages of achievement in the accreditation and awards process. An effective system of objective assessment of learner achievement of learning outcomes, aligned with national standards and guidelines, is central to assuring academic standards and public confidence in those standards. 

Assessment is an important and intrinsic element in the overall learning experience. The purpose of assessment is: 

1. to enable learners to verify their achievement of predefined outcomes; 

2. to measure that achievement; 

3. to provide feedback on learning and thus contribute to ongoing learning; 

4. to provide the necessary evidence to determine eligibility for progression within a programme or for determining an award (and/or, in certain cases, competency to practice). 

Dorset College is committed to ensuring that all assessments are conducted equitably and to enshrining within its assessment processes the principles of objectivity and independence. Dorset College is committed to ensuring that the rights of learners with regard to assessment (as described above) are upheld. 

All assessment is administered within a framework of formal written regulations as set out hereunder. This framework shall apply to all assessments leading to awards, including repeat assessments. 

3.2 General Regulations 

Learners will be required to present for assessment on all programmes for which they are registered. 

Only candidates who have met all programme requirements as detailed in the programme schedule and are fully registered learners of Dorset College shall be admitted to the examinations and other assessments. 

Dorset College is commitment to objectivity and independence of the assessment processes and is guaranteed by a uniform system of internal and external moderation, overseen by an Examination Board. 

The approved Programme Schedule for each programme of study for the purpose of examination sets out the modules associated with the programme. Modules may be designated as Mandatory, Designated Elective, and Free Elective. Each candidate must present and pass in all mandatory modules. Where the programme structure consists of one or more mandatory modules and several elective modules, each candidate must present and pass in all mandatory modules and in a prescribed number of elective modules such that the credits achieved are adequate for progression to the next stage of the programme (module to the progression regulations below)

Each Programme is required to provide, by way of commentary on the programme schedule, a detailed assessment strategy (to include a strategy for all elements of assessment, including continuous assessment and assessment set for repeat examinations) at both programme and module level, cross-referenced to module and programme learning outcomes and to national standards (for example: HETAC Assessment and Standards, National Framework of Qualifications). This strategy should include clear marking schemes. Assessment requirements for all programmes should be communicated to learners typically in the form of a programme handbook.

No other module, or combination of modules, is approved for the purpose of proceeding to the award to which the Programme Schedule refers other than those indicated on the Schedule lodged in the Office of the Registrar. 

The granting of an award shall be on the basis of a candidate’s performance in examinations or other assessments of knowledge or competence and which have been approved and monitored by External Examiner(s) in accordance with the programme schedule and standards. 

All examination materials, including continuous assessment materials where practicable, should be available for scrutiny and approval as required by the External Examiner(s). 

3.3 Assessment Components
Each module typically consists of multiple assessment components, a combination of continuous assessment and coursework and examinations. Learners are informed of all assessment components by their Lecturers and through the Programme Head via their induction, handbook and notice-boards.
3.4 Responsibilities Relating to Assessment
The Registrar, module Lecturers and Programme Heads are responsible for assessment at Dorset College.

All assessment mechanisms are validated internally and externally during new Programme Design phase (see Approval of Programmes). Each Lecturer ensures that assessments (assessment briefs, papers, marking schemes etc) reflect the module outline and assess the learning outcomes in their modules. The Programme Head verifies this for all modules. 

The Programme Head is responsible for ensuring assessment is appropriate for purpose and that learners understand the role of assessment in the progression of learners towards the achievement of the knowledge and skills associated with their intended qualification. The Programme Head is also responsible for ensuring that learners are clearly informed about the assessment strategy being used for their programme, what examinations or other assessment methods they will be module to, what will be expected of them, and the criteria that will be applied to the assessment of their performance. This Programme Head will ensure that this information will is contained in the learner handbook, on College notice-boards, explained during learner induction and included in each assessment brief / exam paper etc.

The Registrar has general overall responsibility for the conduct of examinations within Dorset College.

In particular, the Registrar shall ensure: 

1. The proper conduct of examinations, including invigilation; 

2. The integrity of the examination by protecting the security of the process; 

3. That all examination entries are properly recorded; 

4. That the learners and others are informed well in advance of the official examination timetable and other arrangements; 

5. That appropriate accommodation arrangements, including arrangements for learners with special needs, are made for holding the examinations; 

6. That appropriate arrangements are made to issue provisional results of examinations to each learner; 

7. Learners are made aware in advance of the Examination regulations with regard to conduct, examinations and appeal procedures. 

8. That all examination papers, including the necessary back-up material, and marking schemes are prepared by internal examiners and forwarded well in advance to External Examiners for approval and printed in sufficient time to enable other organisational arrangements associated with holding the examinations to be carried out in an orderly manner; 

9. That examination answer scripts are examined by Internal and External Examiners and that the results for each learner are made available for meetings of boards of examiners; 

10. That accurate records of continuous assessments are maintained and are made available to External Examiners; 

11. That proper arrangements are made for holding meetings of Boards of Examiners;

12. The timely transmission of the Board of Examiners recommendations to Academic Quality Committee. 

3.5 Allocation of Marks 

All learning outcomes for all modules must be assessed. Assessment will measure the achievement of learning outcomes. A pass grade presumes the achievement of all the learning outcomes of the module. 

Dorset College will use solely the percentage grade scheme to mark individual modules. Therefore the maximum marks available in each module should be 100. 

The minimum mark required for a pass in any module shall be 40% of the maximum marks available for that module

The marks awarded to each candidate shall be the combined total of the marks scored in the module components/elements (for instance, the combination of marks for terminal examination and summative continuous assessments).

Learners will be awarded an overall grade for each year of their programme. This grade will be based on a weighted average (based on credit weightings) of their individual module marks. This grade will be classified as per the ‘Sectoral Conventions for Assessment’ in HETAC’s Assessment and Standards 2009 document.

3.6 Continuous Assessment 

Programmes delivered at Dorset College are assessed according to their learning outcomes and assessment strategies specified in each module descriptor. Before each course begins, the lecturer submits a course specification to the Programme Head. The course specification includes a course outline, assessment briefs, marking schemes, submission dates and other information relevant to the learner. Dorset College lecturers are encouraged to choose from the following forms of continuous assessment:

· Theory examinations

· Practical examinations

· Oral presentations

· Assignments (individual / group)

· Projects (individual / group)

· Case studies

· Reports

· Portfolios

3.6.1 Assessment Submission Procedures:

The submission of continuous assessment work is the sole responsibility of the learner. 

Learners are required to: 

1. Ensure that all written assignments are received by the appropriate office by the published deadline and that all pages including the approved cover sheet are securely fastened; 

2. Ensure that a plagiarism disclaimer statement is attached to each piece of work submitted for assessment; 

3. Retain a copy of all written work submitted for assessment; 

4. Retain all marked written assessment, together with cover sheets and tutor comments, until the module has been considered by the appropriate Examination Board and the appeals process has concluded; 

5. Resubmit marked work for consideration by an External Examiner if requested to do so. 

In addition, learners are required to ensure that all non-written work is presented in the required format, by the published deadline and at the prescribed location. Learners should, where practicable, retain a copy of any non-written work. 

Continuous assessment that is submitted beyond the deadline specified will not normally be accepted. If mitigating circumstances apply these should be made known to the Programme Head through the School office at the earliest opportunity and prior to the Examination Board meeting and should be accompanied by relevant supporting evidence. Extensions are not normally granted except in circumstances where mitigation applies. 

Adherence to an assessment word limit is an important part of the learning process. Continuous assessment submissions that significantly exceed the defined word limit (or that are significantly shorter than the word limit) will not normally be accepted. 

In the case of a candidate repeating an examination within the same academic year, marks awarded for continuous assessment shall not normally be carried forward from the first attempt to the repeat examination unless the carrying forward of such marks will improve the candidate’s overall mark in the module. However any minimum continuous assessment requirements as described on the Programme Schedule must be satisfied.

3.6.2 Assessment of Joint Projects 
Where two or more candidates present a joint project, the individual contribution and performance of each candidate should be assessed, and individual marks/grades awarded accordingly. 

Joint Assessment is the marking and/or grading of examinable material submitted by more than one candidate. Material may include project, research, analysis, work, assignment or any combination thereof. 

The following procedures should be followed when assigning joint projects: 

1. The format/layout/result etc. for the assignment should permit a logical fragmentation to allow a sharing-out among the participants;  

2. Participants should be placed in balanced teams/groups; 

3. Marking schemes should always include an allocation of marks for effort and participation; 

4. A viva voce examination may form part of the assessment process for joint projects. 

Particular care should be taken to ensure marks reflect effort and contribution by each individual to joint project. 

If there is a discrepancy between written and oral works or between members of the group, this is examined for any bias on behalf of the Lecturer. Learners can use the College’s appeal procedure if they feel there is a discrepancy.

3.6.3 Quality Control of Assignment Marking
Dorset College is committed to ensuring transparency in its grading of continuous assessment. Lecturers document feedback for each continuous assessment piece detailing where marks were awarded and lost and why. The main purpose of this feedback is to allow learners to use the process to prepare for their final examinations and ensure that the process is transparent. The Programme Head reviews the grades before they are communicated to learners. This documentation along with the continuous assessment pieces are made available to Internal and External Examiners through the Examination Board.

3.6.4 Assignment Feedback

Results and feedback from assessment will be posted on the College’s notice board using learner identification numbers. Lecturers will make themselves available for consultation in relation to the feedback where possible.

3.7  Recording Results and Return of Certification Data
Results from all assessment pieces are recorded and maintained on College spreadsheets maintained by the Exam Administrator and accessible to Programme Heads & the Registrar.

3.8 Examination Procedures
Examination procedures at Dorset College comply with HETAC’s Assessment and Standards document (2009).

3.8.1 Regulations Governing Written Examination 
Examination regulations are distributed to learners upon registration on a programme at Dorset College. These regulations are published in the Learner Handbook which is distributed to all learners upon commencement of the programme (See Appendix 14). These regulations cover all aspects of assessment including conduct at examinations, marks and standards relating to the programme, rules on coursework submission and College policies and procedures on extensions, deferrals, plagiarism etc.

Breaches in any of the published regulations will be considered under the policy on unfair practice in formal examinations, detailed below. 

3.8.2 Examination Papers
Examination papers at Dorset College assess the learning outcomes of a module as detailed in the assessment strategy specified in each module descriptor. Lecturers are required to draft and submit examination papers and marking schemes by a deadline set by the Programme Head. Lecturers are encouraged to maintain the examination format used in previous years for their module. Where a change in format is deem appropriate, a sample paper is given to learners to allow them to adequately prepare. The Programme Head reviews all papers prior to sending them to the External Examiner for review and feedback. This feedback is incorporated into the final version of the paper. 

3.8.3 Exam Results Status
The following represents the levels of decision-making in relation to the determination of examination results. Amendment of decision at any proximate stage can be taken without reversal by the appropriate decision making body at that level.

Allocation of marks/grades –> Internal and External Verifiers

Provisional results –> Board of Examiners

Recheck –> Internal and External Verifiers

Review –> Review Board

Appeal –> Appeal Board

· Internal & External Verifiers allocate grades.

· The Board of Examiners decides on provisional results.

· The Academic Quality Committee approves the provisional result.

· Approved results are the basis for HETAC awards.

· The College forwards results to HETAC in an agreed format.

· During the Recheck/Review/Appeal process the result remains provisional.

· On determination of the Recheck/Review/Appeal process, a provisional result may be amended.

· This result is approved by the Academic Quality Committee and forwarded to HETAC by the Registrar to conclude the Award conferral.

3.8.4 Internal Verification
Internal verification at Dorset College is arranged by the Programme Head who assigns a first internal verifier (lecturer) and a second internal verifier (from College lecturing staff) to each module.

The module lecturer first grades learner assessment pieces and completes a report. This is submitted to the second internal verifier. All information and resources required (completed exam scripts, exam paper and marking scheme, blank report and detailed instructions) are arranged for each lecturer by the Programme Head.

The second internal verifier randomly sample assessments from each grade range along with borderline cases from the completed corrections submitted by the module lecturer. Both internal verifiers meet to discuss their findings and adjust the grades if deemed necessary. The second internal verifier completes a report and submits this report, the first internal verifier’s report and graded scripts to the Programme Head. The Programme Head verifies that all work is completed as per procedure and submits all details to the Board of Examiners through the College Registrar.

3.8.5 External Verification
Once the provisional results are finalised by the Board of Examiners and the results are approved by the Academic Quality Committee, a sample of scripts from all grade ranges, as well as all borderline and fail cases and the following documentation are sent to the external examiner for each module by the College Registrar:

· Cover letter including date of exam board meetings and return date for assessments

· Reports from internal verifiers

· A copy of summary sheets for all classes containing all assessment results 

· A blank external examiner feedback form (HETAC external examiner feedback form)

External examiners are required to return all assessments with a completed external examiner feedback form. Feedback from the external examiner is communicated to internal verifiers and Programme Heads with recommendations for changes to module delivery. All feedback is discussed at examination board meetings.

3.8.6 Circumstances of Unfair Practice in Formal Examinations 
A breach of regulations constituting unfair practice may be detected: 

1. During invigilated examinations; 

2. During the marking of written examination answer books; 

3. During the marking of other examinable material. 

Where such a breach is suspected, the Registrar shall co-ordinate an investigation into the allegation (including by meeting with the learner) and shall prepare a report. In cases where it is found that a breach of examination regulations has occurred, the Registrar shall impose a penalty. This may involve forfeiture of the examination (through the imposition of a 0% mark), temporary suspension or expulsion from Dorset College. Following the imposition of a penalty by the Registrar, s/he shall inform both the learner in writing of the outcome and the matter shall be deemed closed. This process constitutes the least formal process for dealing with circumstances of unfair practice. 

Where more serious breaches occur (such as repeat offences), a more formal process shall be enacted. In this case, the Registrar, on conducting an investigation shall decide whether the offence merits further consideration and, if so, shall notify the Programme Head in writing and without delay of a suspected serious instance of unfair practice. In this event a Panel of Enquiry will be formed. 

In such cases, the candidate shall be notified in writing through the Office of the Registrar at least five days in advance of meeting of the Panel of Enquiry in relation to the following: 

1. The specific allegation(s); 

2. The entitlement to present a response either orally or in writing to the Panel of Enquiry; 

3. The entitlement to be accompanied or be represented at all hearings conducted by the Panel of Enquiry; 

4. The enquiry schedule. 

The candidate shall notify the Registrar of the person(s) to accompany him/her, and their status at a meeting of the Panel of Enquiry. 

The inquiry procedures shall be carried out by the Panel of Enquiry composed of: 

1. Registrar or nominee (Chairperson); 

2. The Programme Head, or nominee; 

3. An Academic Member of Staff , or nominee, not involved with the programme;

4. A Director of Dorset College, or Nominee

The Registrar will contact the programme leader requesting that all relevant information from staff be collected and made available to the Panel of Enquiry.

The Panel of Enquiry shall assemble to consider the allegation(s) as soon as possible following the reporting of the incident. Each case shall be considered separately and only on the basis of unambiguous evidence available to the Panel of Enquiry. The Panel of Enquiry alone shall adjudicate on the allegation(s) based on written and oral submissions and shall determine the penalty to be applied. Its decision must be unanimous. Other than the Recording Secretary, no other person shall be present during the period of adjudication. 

The reports and/or written submissions shall be made available to the candidate in advance. 

The candidate shall be notified in writing through the Office of the Registrar of the outcome of the inquiry. 

The decision of the Panel of Enquiry shall be final. 

The Panel of Enquiry shall determine the actual penalty to be applied having regard to the seriousness of the incident and the guidelines set out in the following sections. These penalties may be applied either separately or in combination. The Panel of Enquiry may, at its discretion: 

1. Deem the candidate to be innocent of the allegation(s). In such a case the Examination Board shall be instructed to consider the assessment or examination results in the normal manner; 

2. Issue a written warning to the candidate. In such a case the candidate may be informed that the written warning constitutes a formal record of breach of assessment regulations; 

3. Deem the candidate to have failed all or part of the assessments or examinations for the stage or year of the programme. In such a case the Panel of Enquiry shall determine the period of time which shall elapse before the learner is entitled to be reassessed; 

4. Suspend the candidate from all activities of the Dorset College for a stated period;

5. Recommend the expulsion of the candidate from Dorset College. In such a case the expulsion order shall be signed by the Director. 

3.9 Board of Examiners
3.9.1 Membership of Board

Chairperson (Director or nominated by the Director)

Internal Assessors
External Assessors
Registrar

Programme Head

· The Board of Examiners may act notwithstanding the absence of one or more members, provided that the Chairman of the Board is satisfied that the meeting has been duly convened and that the members present at the meeting constitute an appropriate attendance for the proper discharge of the Board’s responsibilities.

· Prior group meetings convened to facilitate the requirements of examination(s) and attended by external and internal examiners are reviewed.  This review may consider:

1. The overall provisional results for the programme;

2. The provisional results for individual module(s)/module(s) including continuous assessments, project work and marked answer scripts;

3. Borderline cases and the cumulative evidence to agree an assessment outcome;

4. Arrangements for viva-voce examinations;

5. Agreement with appropriate Internal Assessors on final marks and grades for consideration at the relevant Board of Examiners meeting.

· Amendments to individual results made by the External Assessors will be recorded on the appropriate Marking Sheets.  Significant adjustments to the results of a group of learners must be brought to the attention of the Programme Head and internal examiner(s) in advance of the Board of Examiners meeting.  Agreement on proposed adjustments is advised in advance of the Board of Examiners meeting.

· The External Assessor may review the assessment performance of the overall programme, on a module/module basis, or in relation to an individual learner’s performance.

· Borderline cases are discussed in the context of cumulative evidence 

· The External Assessor may decide to have a dissenting opinion recorded on the Broadsheet of Results.  This is conveyed to the Academic Quality Committee, whose decision in relation thereto is final.

The External Assessor signs the Broadsheet of Results to confirm membership of the Examining Board and presence at the meeting.

3.9.2 Internal & External Assessment

External Assessors will be used to provide Dorset College with expertise in the design of assessment tasks, the assessment itself and in the grading of learners. They are external to the College and are not members of the College’s staff.

Internal Assessors are members of the College’s staff who exercise assessment functions for the College.

Responsibilities of Internal & External Assessors are as per section 4.7 of HETAC’s Assessment and Standards 2009 policy.

Sufficient External and Internal Assessors are appointed to ensure that:

1. Standards of courses and learner performance are satisfactorily moderated in assessments.

2. The conduct of assessments, examinations and determination of awards is fair reliable, objective and consistent.

The College will appoint External Assessors on a programme basis or module/module basis. Two External Assessors will be appointed on an individual programme basis.

Module External Assessors with expertise in specific areas may be appointed for a number of programmes with specific emphasis on their module areas.

Where it is a requirement that External Assessors work as a team, the College will facilitate meetings.

3.9.3 External Assessment Process

· External Assessors shall attend the College once in each academic year or when required by the College (HETAC will be informed by the Registrar).

· External Assessors shall ensure that during their term of office all significant components of programme(s) are assessed.  External Assessors must be particularly vigilant in final award years of programme(s).

· It shall be the duty of External Assessors to see the drafts of all examination question papers, marking schemes, worked solutions etc. before the final examination papers are sent for printing.  External Assessors shall have the right to make such suggestions, criticisms, deletions, additions and amendments as they deem appropriate.

· In consultation with the External Assessor, the Internal Assessor shall finalise examination issues before going to print and try to achieve consensus in relation to proposed amendments.

· The Internal Assessors will forward a representative sample of examination material presented by candidates including borderline cases.  This should include sufficient material to enable the External Assessors to form a judgement as to the appropriateness of the marking at all levels of classification.

· In consultation with the Internal Assessor, the External Assessor will notify the College when s/he wishes to interview learners and conduct a viva-voce examination.

· All correspondence with the College shall be by registered mail, or other secure means of delivery.  All examination and assessment material received from the institution shall be receipted.  The use of fax, telex or electronic messaging systems is not authorised for these communications.  Use of telephones should be restricted to logistics and operational matters; mobile phones should not be used for any purpose in relation to examination material.

3.9.4 External Assessors Reports
· External Assessors are required to submit to the Chief Executive of HETAC, not later than the 1st October in each year, a full report on the examinations with which they are involved.  One report covering the academic year will normally be sufficient.  A copy of the report shall be sent to the Director of the College.  This report shall be submitted in accordance with the standard Report Form supplied by the Academic Quality Committee and available at the College. 

· The Academic Quality Committee will take guidance from HETAC on the design of its External Report Form.

· The External Assessors may communicate with the Director on matters not covered in the Report Form but deemed to be of significance and requiring investigation by the College.

· The Registrar shall provide a copy of the Report to the Programme Head who may respond in writing with an action plan addressing issues that have been highlighted.

· The Registrar shall forward the response to the Director, Academic Quality Committee and External Assessor.

3.9.5 Reasonable Accommodation 

Dorset College is committed to ensuring that people with disabilities are facilitated to give effective performance as learners and staff and are not disadvantaged by reason of having a disability, and all reasonable accommodations are made to meet their requirements. 

A reasonable accommodation is any action that helps alleviate an educational disadvantage for a candidate with a disability. Reasonable accommodations ensure fairness to all learners in that learners with disabilities will not have an advantage over peers. 

The same principles governing assessment as outlined above apply to learners with disabilities. Whenever possible, candidates with disabilities will undertake the same examinations as other candidates. 

It is the responsibility of the candidate to ensure that Dorset College is aware of his/her disability and must provide a written report from a medical professional outlining the nature of the disability. 

To qualify for reasonable accommodation regarding examinations, candidates must: 

1. Formally notify Dorset College at the beginning of the academic year; 

2. Complete an Educational Needs Assessment; 

3. Provide such supporting documentation as is required by the disability office. 

Candidates should be aware that the provision of reasonable accommodations will be made known to the relevant academic, administrative and support staff. 

Alternative examination arrangements will be made for candidates who are offered reasonable accommodations. Alternative assessment refers to any alteration in the standard form of assessment to accommodate a candidate’s disability. 

Alternative examination arrangements include: 

1. Provision of oral rather than written examinations; 

2. Flexibility around examination scheduling; 

3. Combinations of modes of assessment; 

Depending on the results of the Needs Assessment candidates may also qualify for some or all of the following: 

1. Additional time, normally 10 minutes per hour; 

2. Rest breaks, during which the candidate may not read the paper, his/her answer, or write or prepare subsequent answers; 

3. Alternative desk, seating or other furniture; 

4. Alternative physical space and/or an alternative examination venue; 

5. The support of a personal assistant; 

6. The support of an examination reader; 

7. The support of an examination scribe and/or the use of voice recognition technology and recording equipment; 

8. Alternative presentation of examination question papers, in electronic format, Braille, enlarged print, alternative colour paper, tactile representation of all or some elements of the paper; 

Candidates who are refused reasonable accommodation may appeal to the Registrar.

3.10 Schedule of Assessment
The schedule of assessment is an outline of the assessment requirements for the programme.  It is an integral part of the programme and must be included in the course design.

The schedule of assessment must consist of the following information:

· module/module title;

· allocation of marks for the work;

· date assessment will be handed out;

· date for completing work.

Learners should be given four weeks notice of submission date for assessment work.  Co-ordination of timing of assessment work should ensure where possible that a minimum of overlap exists for learners completing assessment work.

Where permitted, dates for the re-assessment of work must be included in the schedule.

3.11 Review and Recheck Procedures

Dorset College is committed to providing the College community with clear and transparent guidelines in relation to examinations. 

The College endeavours to:

1. Embrace the principles of natural and constitutional justice in relation to all reviews, appeals and other disputes in relation to examinations.

2. Provide a timely, fair and transparent process for addressing all reviews, appeals and disputes and which may involve external agents with appropriate knowledge and experience.

Learners may request reviews and re-checks on any piece of assessment. There is a charge for both but this is refunded should the assessment result change.

3.11.1 Re-check

Rechecks can be formally instigated by the learner in respect of marks awarded for one or more modules to confirm that the marks have not been module to clerical or arithmetical errors, and that all the marks have been included in the overall grade.

A written request for a recheck on the Learner Recheck form must be submitted to the Registrar within 7 days of publication of examination results.

The College will ensure that all rechecks will be completed before the appropriate HETAC grant awards date.

A fee of €30 per module is incurred by the learner who will be refunded in the event of a change in the result.

The recheck will be conducted by a team of internal and external examiners, to verify that all assessment items were considered and assessed, and that no arithmetical or clerical errors occurred in the recording, collating or combining of marks.  The recheck will confirm that the summary mark presented to the Examination Board was correct / incorrect.  The recheck does not entail a re-assessment of the assessment materials.

The Registrar will communicate the outcome of the recheck to the learner in writing and ensure that the mark has been amended if necessary.

In the event that the recheck adversely affects the learners overall award for the examinations in question, this will be a matter for the Academic Quality Committee to consider.  The learner will be informed of the final decision in writing.

3.11.2 Review

Learners can formally request a review to consider the marks awarded for module/modules. A review is the reconsideration of the assessment decision. 

The Board of Examiners will conduct a review on the following grounds:

1. The examination regulations of the College were undermined;

2. The regulations do not address the circumstances of the candidate’s case;

3. Compassionate circumstances related to the candidate’s examination situation were made known to the College by the candidate prior or during the course of the examination concerned of which the Board of Examiners were unaware;

4. The learner suspects that the assessment was erroneous in some other way.

3.11.2.1 Requesting a Review

A written request for a review on the Learner Review form must be submitted to the Registrar within 7 days of publication of examination results by the learner seeking the review. The College cannot guarantee that requests made after this timeframe will be completed before the next examination sitting.

The grounds for the review must be stated clearly and be in accordance to the grounds outlined above.

The College will ensure that all reviews submitted before the deadline will be completed in time for the appropriate HETAC grant of awards date. 

A fee of €50 per module is incurred by the learner who will be refunded in the event of a change in the results.  

Evidence must be submitted in support of the request.

No requests for review will be processed more than 28 days after results have been displayed on the notice board.  

Formal processing of reviews will be completed in time for the appropriate Academic Quality Committee meeting.

3.11.2.2 Review Board

3.11.2.3 Membership of Review Board

· Registrar

· Three academic staff members (ensuring that there is no conflict of interest or previous involvement with result under review)

· Learner representative

· A quorum will be 4

3.11.2.4 Procedure Followed By Review Board

· Requests received by the Registrar will be considered by the Review Board on the grounds outlined above.

· All reviews will be considered by the Review Board on the merits of the documentary evidence supporting it to decide the final outcome.

· All decisions will be determined by majority vote and in the event of a tie, the Registrar will have a casting vote.

· The Review Board will nominate appropriate personnel to carry out the review.  The internal or external examiner will re-mark the script.  Where this is not possible, another appropriate internal or external examiner will undertake the re-marking role.

· The learner will be informed of the outcome by registered post.

· A learner who is not satisfied by the outcome will have recourse to appeal the decision as outlined below.

3.11.3 Appeals Procedure

To ensure that learners at Dorset College have access to fair and reliable assessment, they have the right to appeal against assessment decisions that are unclear or they deem are unfair. An appeal means a request to a higher authority for the alteration of the decision or judgement of a lower one. A learner may appeal a decision based on the grounds that the review did not have a satisfactory outcome and did not address his/her case. A clear and full report on the appeals procedure with details of each stage will be documented.

3.11.3.1 Requesting an Appeal
1. The learner should request an appeal by the date specified on the letter informing the learner of the review outcome.

2. The learner must complete the Learner Appeal Form and forward this to the Registrar.

3. The grounds for the appeal must be stated clearly and be in accordance to the grounds outlined above.

4. The learner must submit evidence to support the appeal.

3.11.3.2 Membership of an Appeal Board

1. Chairperson

2. The director will nominate a chairperson external to the College, with experience of higher education procedures and in particular with reference to examinations.

3. An external examiner with no previous involvement in the case.

4. A member of the College staff who has had no previous involvement in the case.

5. A learner representative with no previous involvement in the case.

6. A practicing solicitor or barrister

3.11.3.3 Procedure to Be Followed By the Appeal Board
1. The Appeal Board will consider the report of the Review Board and/or Registrar.

2. May interview the appellant (who may be accompanied by a person of his/her choice).

3. May consult with internal and external examiners and other appropriate persons.

4. May review documentary evidence presented and may seek additional information.

5. All decisions will be determined by majority vote and in the event of a tie, the Chairperson will have a casting vote.

6. The learner will be informed of the outcome by registered post within 10 working days of the decision.

7. The Director shall inform the Registrar of the outcome of the appeal.  Where a change in the result is recommended the Registrar makes arrangements to inform the validating body.

8. All correspondence relating to the appeal will be made available to the appellant and relevant course boards on request.

9. Pending the outcome of an appeal, learners should re-present themselves for examination, on the understanding that the re-sitting of an examination will not prejudice the outcome of the appeal.

If the learners is dissatisfied with the outcome of the College’s appeal procedure, they have the right to make a final appeal to HETAC.

4 Quality Assurance of Teaching Staff

4.1 Overview

Dorset College considers the quality of its people to be of critical importance for the success of the organisation and its learners. This includes its ability to attract develop and retain qualified and competent staff with full knowledge and understanding of their module and the skills and experience to transmit this effectively. Dorset College is committed to selecting staff in a consistent and professional manner and irrespective of age, race, gender or disability. The college aims to ensure that staff performance is developed and that staff have access to feedback on their performance. The college also aims to ensure provision of job satisfaction, professional development, career advancement and fair financial reward within a progressive educational environment.

4.2 Selection and Appointment Procedure

The decision to recruit an employee is made in response to an identified need within the company. The needs of the organisation are reviewed annually as part of the business planning process. The Directors chair and lead the annual business review, which involves all members of staff. 

When the need for a new employee is identified a job analysis, job description and person specification are produced. A job analysis is performed to clarify the duties, responsibilities and other job demands of each role. It helps to identify the ideal employee profile to satisfy the needs of the organisation. The job description outlines the goals and objectives of the job including the main activities and reporting relationships involved in its performance. The job description is sufficiently flexible to allow the roles, tasks and responsibilities to evolve. The person specification sets out the requirements of the job in terms of qualifications, personal skills, and experience.

Selection procedures will commence at this stage. The position will be advertised internally and applications from internal candidates will be considered. If a suitable internal candidate is not identified an external hiring strategy is formulated. Other internal candidates may still apply for an open position and their applications may be considered until a hiring decision has been reached.

All CV's based on the job criteria will be reviewed to identify potentially suitable candidates. Existing staff linkages to universities and extensive peer networks will be examined to identify potential candidates. The use of appropriate media advertising or engagement of employment agencies will be considered at this time. The job interview will be the primary selection method used to assess candidates’ suitability for a particular post. Interviews must be conducted in a professional manner, in a fair and consistent fashion. A minimum of two interviews will be conducted to reduce potential bias in the interview process. The recommended duration for an interview is sixty minutes. It is an expectation of all interviewers that they be adequately prepared for the interview process. This requires the interviewer to know the specification for the job they are interviewing for and to act as an ambassador for Dorset College at all times. The use of clear interview notes on each candidate is an absolute requirement.

The decision to hire a candidate will be made by consensus within forty eight hours of the last interview and will involve all of the interviewers. Candidates are ranked in terms of suitability and the process proceeds to offer stage with the most suitable candidate.

It is the responsibility of the company directors to close out with unsuccessful candidates within twenty four hours of receiving an acceptance of the job offer from the successful candidate.

4.3 Offer Generation

When a suitable candidate is identified the following procedures must be followed prior to an offer being extended:

1. A background check should be completed to verify candidate details.

2. Professional references, including phone numbers of suitable referees, will be obtained from the candidate (peer and written references are unsuitable).

3. Candidates must successfully complete a Medical Questionnaire and, if required, a medical examination by the approved company doctor.

4. A salary must be determined by the company Directors.

4.4 Extending an Offer of Employment

When a suitable candidate is identified and when all of the Pre Hire activities have been completed satisfactorily, an Offer of Employment will be extended verbally to the successful candidate by the Direct Manager. A formal Letter of Offer, including the Statement of Terms and Conditions of Employment, will be sent to the successful candidate within forty eight hours of receipt of medical results. The candidate must respond in writing within seven days of receipt of the offer. The offer may be withdrawn if the candidate does not meet this requirement. A file must be completed on both successful and unsuccessful candidates. 

Successful candidate files should contain the following data:

1. Candidates most recent CV

2. Medical Results

3. All Interview Notes

4. Completed and signed offer documentation

5. Unsuccessful candidate files should contain the following data:

a. Candidates most recent CV

4.5 Code of Conduct

To avoid any real or perceived conflict of interest, company personnel involved in the hiring process, should avoid interviewing and/or making hiring decisions, which involve family members, relations or friends.

4.6 Procedure for Induction

Fast and effective assimilation of new employees into the organisation is a priority. All new staff must complete a company orientation program. The following are the primary components of the orientation program:

1. Overview of safety requirements

2. Introduction to the organisation including: background, ethos, structures, strategies and plans

3. Roles and responsibilities of academic staff

4. Academic and administration procedures and regulations

5. Overview of the IT system

6. Terms and conditions of employment.

7. Introduction to HETAC policy *

* The registrar is responsible for ensuring the all new and existing staff members are fully aware of HETAC policies and procedures. In particular, teaching staff will be made fully aware of the most up to date HETAC Teaching and Learning, and Assessment policies. 

4.7 Procedure for the Appraisal and Development of Staff

4.7.1 Staff Appraisal

The formal staff appraisal process reviews the performance of roles, the achievement of goals and objectives, and the implementation of development plans by staff. It also focuses on future goals, objectives and development plans in the context of evolving operational responsibilities and career development.

On an annual basis, at minimum, the Directors will set goals for the organisation based on the output of the business planning process. This will include:

1. Individual goals and objectives set for each employee.

2. Individual development plans formulated, negotiated, approved and implemented in support of the achievement of these goals.

3. Semi-formal reviews, carried out to review progress and updated based on evolving business plans and objectives.

4. Formal annual appraisal including class observations for teaching staff.

Staff will have access to the reports generated from their annual appraisal and progress reviews and have the opportunity to give their feedback on the process. Teaching staff will also have the opportunity to request further class observations.

4.7.2 Staff Development

It is the policy of Dorset College to encourage and facilitate the development of the knowledge, skills, and general competence of its academic staff. The objective of the staff development policy is to improve the quality and performance of academic staff, to enhance their value and contribution to the Institute, and to contribute to the realization of their own career development plans. 

These objectives are achieved through:

1. Completion of formal further education programmes.

2. Attendance at relevant seminars and conferences.

3. Involvement in other developmental activities or programmes.

The staff development policy supports courses, seminars, conferences and any other programmes identified in the employee development plan, which meet the following criteria:

1. Short-term employee development objectives focused on current faculty needs.

2. Long-term development goals which meet both individual and organisational requirements.

Staff development plans and initiatives are considered in the context of each individual staff member. As an integral part of the annual academic staff appraisal, individual and organisational staff requirements are identified and a development plan for each staff member is agreed.

5 Learning Resources and Support

Dorset College endeavours to make adequate and appropriate resources available to learners to support their learning. This includes physical resources such as libraries and computer and internet facilities as well as human support in the form of tutor guidance and mentoring etc. Dorset College aims to ensure that these resources are made available to learners, designed with their needs in mind and continuously reviewed and monitored to improve their effectiveness. 

5.1 Physical Resources

5.1.1 Building

Dorset College aims to provide and maintain a safe, well-resourced building, available and accessible to its staff and learners. The College endeavours to cater for and provide adequate space for the many different learning and teaching styles and techniques available. All lecture rooms therefore consist of at least one white board with accompanying dry makers and erasers. Lecturers will also have access to overhead projectors and PCs as required.

The College ensures that there are sufficient desks and chairs to accommodate all participants in each class and that each room has satisfactory heating for both lecturer and learner. Lecturers work closely with the college administrator to ensure that appropriate classrooms are assigned to each class group. The college administrator is responsible for ensuring that all teaching and supporting aids are available to all lectures when delivering classes.

The Directors are responsible for planning and directing all building and maintenance work in Dorset College, and providing and maintaining all furniture and equipment in safe and working condition. They are also responsible for ensuring that all current Irish and European Health and Safety legislation is adhered to strictly. Evaluation of existing facilities including lecture rooms, audio – visual aids, and staff facilities is performed on an ongoing basis.

5.1.2 Library 

Dorset College is acutely aware of the importance of having access to the library facility, and has invested significant resources in providing a fully stocked library to facilitate learner learning, research, and self-directed study. All required and suggested reading text for programmes are available in the library. 
5.1.3 IT Facilities

The goal of the IT department is to provide excellent computing facilities that support the requirements of both learners and staff. The Institute is continually upgrading its IT resources with the latest hardware and software. The College currently has 4 computer laboratories all with internet access as well as a wireless network and printing facilities for all learners.

All workstations have high-speed Internet access. All learners have access to these facilities to assist research, enhance knowledge and improve correspondence.

5.2 Human Support
Dorset College is committed to providing human resources to aid the learning process. Learners have daily access to management, administrative and teaching staff to discuss any issues they have. Learners can also arrange one-to-one appointments with the Programme Head to discuss programme issues, service issues, personal difficulties, career advice etc. They can also arrange to meet their tutors to discuss any module or programme issues they have. 

Dorset College also adopts the Code of Practice and Guidelines for the Provision of Education to International Learners (published by the Irish Higher Education Quality Network, IHEQN). 

Dorset College makes one-to-one as well as general English Language programmes in its English language department available for international non-native English learners who are having English language difficulties. 

5.3 Feedback on Resources & Support

It is necessary to conduct continual reviews of our learning resources and learners support facilities in order to provide the most fulfilling learner experience possible. Staff may make suggestions about resource requirement during staff meetings. Learner feedback is captured as part of the annual learner survey, through suggestions made during course meetings, through the College suggestion box and at the Academic Quality Committee meetings. They may also highlight an issue with their tutor or Programme Head during one-to-one appointments if required.

5.4 Monitoring & Review of Learning Resources & Support

Dorset College’s Learning Resources and Support mechanisms are regularly monitored and reviewed for their effectiveness during the Annual review of programmes (see: 2.5) and periodic programme reviews (see: 2.6 & Appendix 13).

6 Information Systems

Dorset College is extremely diligent when it comes to the collection and analysis of data for the purposes of effective management and performance appraisal of its programmes and systems.  Institutional self knowledge and a continued desire for self improvement form the basis of these systems.  Effective data retention is essential for quality assurance and quality enhancement. An effective organisation must understand which programmes and systems work well and which require improvement. 

Dorset College seeks to benchmark itself against not only its competitors but against national and international best practice. This data is collected and analysed through a series of learner and graduate questionnaires, meetings, the induction process, periodic programme reviews, annual reviews etc. Dorset College is particularly keen to examine and monitor such information as:

· Learner progression and success rates

· Employability of graduates

· Learner satisfaction with their programme

· Effectiveness of teaching

· Profile of learners population

· Learning resources available and their costs

· The College’s key performance indicators

This data is analysed and relevant information is fed back into the college’s processes and procedures to improve programme effectiveness.
7 Public Information 

Dorset College provides information on its courses through the College website, the College Prospectus, College notice boards and through direct interaction with perspective learners. Information provided outlines the target award and awarding body as well as details of component modules, intended learning outcomes, programme duration, assessment methodologies, entry requirements, learning opportunities, teaching, employment opportunities and destinations of past learners, learner profiles, and the target market. 

All information is compiled by the Registrar and approved by the Board of Directors prior to release and is in line with HETAC and NQAI guidelines. 

The College seeks to maintain currency of information through regular reviewing and updating. The content of any information source pertaining to academic programmes is compiled in conjunction with the Programme Head. In the instance of newly accredited provision, the Registrar is specifically involved in the approval of information to ensure compliance with HETAC requirements and a genuine reflection of the approved award. 

In particular the Registrar ensures all relevant information in relation to the following is provided where required: 

· the programmes offered, 

· the award type and level (linked to the National Framework of Qualifications), 

· the teaching, learning and assessment strategy for the programme, 

· entry requirements, 

· any possible progression or employment opportunities 

· admissions procedures 

· fees and associated conditions 

7.1 Evaluative Information 

In addition to the information provided on the website and in course leaflets, Dorset College often inputs marketing related articles in regional and national press and presents at conferences. Such information may include statistical analysis and qualitative feedback from learners, graduates, employers and business and academic partners. 

The College will publish its Annual and Periodic Reviews (see: 2.5 & 2.6) as well as institutional review reports on its website. The publication of these reports will ensure that learners have up to date, impartial and objective information about their programme. The College has also recently considered the benefit of compiling and publishing an Annual Report. It is intended the College will seek to implement this in the near future. 

Appendix 1:  External Examiners Proposed Programme Report Template

	Date:

	Title of Proposed Programme:



	Panel of External Assessors:



	Academic Quality Committee Members present:



	Conclusions of the Assessors Panel:



	Appropriateness of the minimum intended learning outcomes and other programme objectives.



	Review of actual learning outcomes attained by learners



	Comparison of programme learning outcomes with relevant award standards, the NFQ and with similar programmes at other institutions



	Validity, reliability, fairness and consistency of applied procedures for assessment



	Appropriateness of programme assessment strategy and assessment procedures



	Review of key assessment tasks prior to assignment in light of programme and module assessment strategies and learner prerequisite learning



	Recommendations:




Appendix 2:  The Programme Proposal Pro-Forma 

	1. 
	Is appropriate for inclusion within the current profile of courses



	2. 
	Compatible with the College mission statement



	3. 
	Compatible with the Business Plan



	4. 
	The College’s physical and human resources to support the programme 



	5. 
	Evidence of demand for the programme



	6. 
	Proposed title for the programme



	7. 
	Award and its relationship to the National Framework of Qualifications



	8. 
	Mode of Study:  full-time, part-time, distance learning



	9. 
	Duration of the programme in years



	10. 
	Proposed starting date for the programme



	11. 
	Proposed Programme Organiser with overall responsibility for the design of the programme



	12. 
	Professional accreditation 



	13. 
	Identify the broad purposes and goals of the proposed programme and the learning outcomes the learners shall achieve.



	14. 
	Course design – modules, teaching methodologies and assessment methodologies



	15. 
	Course schedule – examination modules, component modules, contact hours, approximate credit rating and level, approximate marks per module


	16. 
	Resources – accommodation, equipment and staffing implications.



	17. 
	Post programme progression in terms of anticipated career opportunities or further study


Appendix 3: Class Attendance and Monitoring Policy

Monitoring learner attendance is a fundamental building block of the modern Quality Assurance process. The sound pedagogical values that under pin class attendance cannot be underestimated. Dorset College also recognises its pastoral care role, and takes very seriously its responsibilities in this area, with particular attention being paid to our international learners. 

Dorset College is fully aware that it is the learner’s responsibility to attend class, however, feels that it must play a proactive role in supporting and encouraging its learners to take the maximum advantage of their education potential.  Dorset College is also aware that non-EU learners have specific visa requirements which mean a minimum of 80% attendance must be maintained. In light of this, Dorset College feels that it is both necessary and prudent to have a formal mechanism for monitoring attendance in place. 

During the induction process, all learners are encouraged to attend all classes of their registered programme. Non-EU learners are also reminded of their visa requirements. All attendance monitoring procedures and explained and copy are provided in the learner handbook. 

1. Attendance is taken in every class as part of the daily routine of monitoring attendance. 

2. Each morning the lecturer concerned will provide the Programme Head with an up to date attendance list.

3. The Programme Head will make the International Learner Manager aware of the list of absentees. 

4. The College Administrators, as part of the normal course of duties, updates the daily register. All attendance is managed using the CLASS management system.

5. Learner attendance is monitored weekly and any learner absent for more than one day of class in a week is sent a text message and asked to contact the college to explain their absence. 
a. All absentee learners will be reminded of the importance of attendance for successful completion of their programmes.

b. Learners who require a learner visa to study in Ireland will be reminded of their attendance obligations.

c. Where a learner does not respond, the college will attempt to contact them by phone and email. If this is not successful the learner’s host family / emergency contact will be contacted to ensure that the college has the correct contact details and to determine the whereabouts and well being of the learner.
6. Should the absenteeism persist for more than 3 consecutive days, a formal phone call will be made to enquire as to the reason for the absence.  

7. Further attendance will then be monitored. 
8. Should absenteeism persist (more than 10 days in one month), a formal meeting with the registrar or nominee will then be arranged to discuss the problem. This will involve consulting with the learner as to the appropriateness of their timetable and discussing alternative options available to them.

Dorset College takes very seriously its pastoral care responsibilities and adopts the Code of Practice and Guidelines for the Provision of Education to International Learners (published by the Irish Higher Education Quality Network, IHEQN). The College therefore works diligently to ensure that all learners have the most supportive learning environment possible. Ensuring learners have an acceptable level of attendance is just one of those responsibilities.

Appendix 4: Dorset College Plagiarism Policy

Introduction: Scope, Definitions, Context 

To plagiarise is when you use the ideas or words of another person without giving them explicit credit. Plagiarism therefore is passing off the work of others as one’s own. It is defined by the act not the intention, so even careless accidental copying is still classed as plagiarism, for it gives the false impression that the learner is the author and denies the genuine author their due acknowledgement. Plagiarism at postgraduate level is a particularly serious academic offence. When plagiarised work potentially leads to programme credit or to publication, an attempted academic fraud has been committed. 

Because of the serious implications of such action, Dorset College has developed a Plagiarism Policy. This policy applies to all learners of the college. The college is also putting in place computer software to help prevent any breaches of current plagiarism policy. 

Dorset College aims to foster academic integrity. A key principle is that appropriate acknowledgements be made for the contributions of others to any work submitted for assessment or publication. The attribution of these sources should be in the form of standard and consistent referencing and bibliographic conventions. Clear referencing is vital both to avoid plagiarism and to allow the interested reader to follow up any of the works cited and read quotations in their original contexts. 

It is the policy of Dorset College to be proactive in dealing with cases in which the principles of academic integrity are not upheld and cheating occurs. Plagiarism is dishonest, unfair and undermines the necessary trust upon which relations between learners and teachers are based. Learners who engage in such practices will be module to academic sanctions, including a reduced or fail grade for an assignment. 

Every assignment which leads to programme credit should contain a signed Plagiarism Declaration on the title page. Assignments in formats other than written also need to be accompanied by such a declaration, suitably modified to reflect the particular format in which the work is submitted. The declaration should be made available electronically to learners and should always appear on the first page of submitted work, irrespective of any other submission forms required for submission. 

Sanctions for Plagiarism 
One or more academic sanctions may be imposed for plagiarism. Academic sanctions may be imposed by a lecturer and/or Programme Head, with the learner’s agreement, through the Level 1 (informal) process. Academic sanctions imposed by the Level 2 formal hearing process shall be overseen by the Registrar. 

Academic sanctions include: 

1. Re-submission of the assignment; 

2. A specified reduction in the grade for the assignment and/or module; 

3. A fail grade for the assignment and / or module;

4. Multiple sanctions (more than one of the above) may be imposed for any single transgression.

One or more administrative sanctions may be imposed for cases of plagiarism .These include:

1. Suspension: Separation of the learner from Dorset College learner status for a definite period of time, after which the learner is eligible to return. Conditions for re-admission may be specified;

2. Expulsion: Permanent separation of the learner from Dorset College learner status;

3. Multiple Sanctions: More than one of the sanctions listed above may be imposed for any single transgression.

Guidelines for Dealing with Plagiarism Informally 
Dorset College recognizes the importance of informal communication between staff and learners and encourages informal communication as a means of resolving concerns over plagiarism. In many instances, when a staff member suspects plagiarism, informal discussion between the staff member and the learner may resolve the concern. Every effort should be made to respect the rights of the learner. 

An informal resolution occurs when both the lecturer and the learner agree to resolve an allegation of plagiarism with appropriate academic sanctions as outlined above. 

Procedures for an Informal Resolution 

Procedures for an Informal Resolution are as follows: 

1. The lecturer should carefully consider the evidence of plagiarism. Indicators and/or proof of plagiarism may include, but are not limited to, one or more of the following: 

· Identification of the source of the materials used by the learner without proper attribution, or represented as the learner’s own work; 

· A demonstrably marked difference in the writing style of the learner, as compared to previous work, or variations in font, grammar and spelling from section to section; 

· Testimony from others regarding a learner’s use of academically dishonest means to complete the assignment; 

· First-hand observation of the learner engaging in plagiarism; 

· An unusual or suspicious degree of similarity in work submitted by different learners; 

· Admission by the learner that s/he plagiarized; 

2. As soon as possible after the discovery of the alleged transgression, taking account of the context and nature of the case, either of the following courses of action may be taken; 

· Direct discussion with the learner to provide further advice about correct citation protocols and how to avoid plagiarism in the future. The learner may be required to re-submit the work with or without any of the sanctions listed above. 

OR

· Meeting with the Programme Head, learner and lecturer involved to inform the learner of the allegations, discuss the lecturer's reasons for believing the learner may have plagiarised, and to allow the learner to respond. Upon agreement that plagiarism occurred and that an informal resolution is acceptable to all parties, the lecturer should fill in a short report detailing the allegation, the evidence and the sanction imposed (as above). This report should be signed by all parties involved in the resolution - learner, lecturer and Programme Head. Finally, a copy of this report should be forwarded to the registrar within five days of the resolution. 

Guidelines for Dealing with Plagiarism Formally 
When a more serious breach occurs (such as repeat offences) a more formal process shall be enacted. In this case, the Registrar, on receiving the report from the Programme Head, shall decide whether the offence merits further consideration and, if so, shall notify the Programme Head in writing and without delay of a suspected serious instance of unfair practice. In this event a Panel of Enquiry will be formed. 

In such cases, the candidate shall be notified in writing through the Office of the Registrar at least five days in advance of meeting of the Panel of Enquiry in relation to the following: 

1. The specific allegation(s); 

2. The entitlement to present a response either orally or in writing to the Panel of Enquiry; 

3. The entitlement to be accompanied or be represented at all hearings conducted by the Panel of Enquiry; 

4. The enquiry schedule. 

The candidate shall notify the Registrar of the person(s) to accompany him/her, and their status at a meeting of the Panel of Enquiry. 

The inquiry procedures shall be carried out by the Panel of Enquiry composed of: 

5. Registrar or nominee (Chairperson); 

6. The Programme Head, or nominee; 

7. An Academic Member of Staff , or nominee, not involved with the programme;

8. A Director of Dorset College, or Nominee

The Registrar will contact the programme leader requesting that all relevant information from staff be collected and made available to the Panel of Enquiry.

The Panel of Enquiry shall assemble to consider the allegation(s) as soon as possible following the reporting of the incident. Each case shall be considered separately and only on the basis of unambiguous evidence available to the Panel of Enquiry. The Panel of Enquiry alone shall adjudicate on the allegation(s) based on written and oral submissions and shall determine the penalty to be applied. Its decision must be unanimous. 

The reports and/or written submissions shall be made available to the candidate in advance. 

The candidate shall be notified in writing through the Office of the Registrar of the outcome of the inquiry. 

The decision of the Panel of Enquiry shall be final. 

Appendix 5: Programme Review Data

Entry Standards of Educational Qualifications

Numbers and Percentages of Learner Cohort who have achieved the following:

· Leaving Certificate Points or equivalent

· Details of other Entry Standards

· Academic Qualification

· Professional Qualification

· Prior Experiential Learning

Learner Enrolment for Female/Male Population

· New Registrations

· Inactive registrations

· Actual registration

· Completion Numbers

· Completion Percentage rates

· Overall Exam Success Percentage rates

· Failure

· Withdrawal

· Transfers in and out

Exam Success for Female/Male Population Analysed

· Numbers of Examinations taken

· Numbers who completed academic year examination requirements

· Examination Success Percentage rates for examinations taken

Award Year Examination Outcomes for Female/Male Population

· Examinations Taken

· Completion Numbers

· Examination Success rates

· Examination Failure rates

· Qualifications Awarded: Numbers and Percentages (to include classification details)

Profile at Registration

· Age: the numbers and percentages of learners at stated age profiles;17 – 19; 20 – 22;  23 +

· Gender

· Ethnicity

· Disability

· Geographical origin

· Mature Learners the numbers and percentages of learners at stated age profiles; 23 – 30/31 – 40/40+
Appendix 6: Assessment Data 

Year:

Learner Cohort:

Distribution of Learners’ Results for 

· Individual Module/Module Results for each Sitting

· Course Work 

· Overall Exam Results

The number of learners/percentage of learners attaining marks/absent/other at stated mark band widths with mean and standard deviation.

Classification of Results

The number of learners/percentage of learners attaining results at different classifications:

Distinction/Merit/Pass; Honours 1st/Honours 2.1/Honours 2.2/Pass

Annual Programme Modules/Modules Exam Success Rates 

Profile the number of examinations/percentage of examinations successfully completed or otherwise.

Completion Rates 

Derived from registration data and examination broadsheets

· Complete on time number and percentage

· Complete curriculum year number and percentage

Completion Rates for 2 year Courses 

(x/y)* 100

X=the cumulative number of learners passing in the current year

Y=number of new registrations 2 years ago

Completion on Time Rates for 2 year Courses 

(x/y)*100

X=the cumulative number of learners passing in the current year that were new registrations 2 years ago.

Y=number of new registrations two years ago

Employment Status of Graduates

Numbers/Percentages in the following situations:

Further Study

In the College

Other:  College/Institute/University

Employment:  Ireland/Abroad

Unemployed

Appendix 7: Annual Academic Staff Questionnaire

This questionnaire has been designed to get your perspective on the performance of the College.  It is voluntary and anonymous. Your input will be considered in College improvement efforts.  Thank you for completing the questionnaire.  

	College level
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Dorset College has a positive image in the eyes of the College community
	
	
	
	
	

	Overall, College personnel perform their jobs at a high level
	
	
	
	
	

	Policies and procedures adequately support College operations
	
	
	
	
	

	The College has sufficient staff to operate effectively
	
	
	
	
	

	Employees conduct themselves in a professional manner
	
	
	
	
	

	Communication of information within the College is satisfactory
	
	
	
	
	

	Operation of the Programme Boards is effective
	
	
	
	
	

	Operation of the Academic Quality Committee is effective
	
	
	
	
	

	Operation of the Learner Committee is effective
	
	
	
	
	

	Please add other comments that relate to the above statements:


	Tutors
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Dorset College makes adequate provision for photocopying
	
	
	
	
	

	Instructional equipment is adequate to support the teaching and learning processes
	
	
	
	
	

	Sufficient computer hardware and software exists to meet instructional needs.
	
	
	
	
	

	Procedures to requisition course notes and exams is adequate, effective and timely
	
	
	
	
	

	I receive professional/technical related advice in a timely and informative manner.
	
	
	
	
	

	I receive adequate on-course support from colleagues/senior management
	
	
	
	
	

	I recognise the value of documentation required to plan/monitor/evaluate course (schemes, attendance records, final questionnaires)
	
	
	
	
	


	
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Notification of facility/technical 

problems identified and recorded are dealt with in a timely manner
	
	
	
	
	

	Timetabling of courses is adequate
	
	
	
	
	

	Profile of courses is complementary
	
	
	
	
	

	Courses provide routes for academic progression and preparation for employment 
	
	
	
	
	

	There is encouragement and support for input into quality issues 
	
	
	
	
	

	Please add other comments that relate to the above statements:



	Communications
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Internal communications keep employees well informed of issues and events
	
	
	
	
	

	Please add other comments that relate to the above statement:



	Learner Needs
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Dorset College’s admissions policy is consistent with its educational purposes
	
	
	
	
	

	Learner feedback is part of the continuous cycle of evaluation and improvement
	
	
	
	
	

	Academic advising by tutors promotes learner success and goal completion
	
	
	
	
	

	Learner Support Services meet the needs of learners’ e.g.  administration/ exam/ provision for personal study
	
	
	
	
	

	Dorset College graduates possess skills necessary to find employment or progress academically 
	
	
	
	
	

	The College makes adequate provisions to provide job placement services
	
	
	
	
	

	Please add other comments that relate to the above statements:




	Professional Development
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	The College provides sufficient opportunities for in-service training/professional development
	
	
	
	
	

	Please add other comments that relate to the above statement:




	Physical Resources and Services
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Dorset College buildings are clean and well maintained
	
	
	
	
	

	Dorset College provides a healthy, safe and secure environment
	
	
	
	
	

	Canteen facilities are adequate
	
	
	
	
	

	Sufficient computer hardware and software exists to meet operational and administration needs.
	
	
	
	
	

	Classroom accommodation is suitable 
	
	
	
	
	

	Appropriate audio-visual teaching resources are available
	
	
	
	
	

	User support of teaching resources is available
	
	
	
	
	

	Appropriate software is accessible
	
	
	
	
	

	Overall computer services are effective
	
	
	
	
	

	Teachers resource room and computer facilities are adequate
	
	
	
	
	

	User support of computer facilities is effective
	
	
	
	
	

	Accounts office services is effective
	
	
	
	
	

	Administration office is effective
	
	
	
	
	

	International office is effective
	
	
	
	
	

	Human Resource service is effective
	
	
	
	
	

	Please add other comments that relate to the above statements:



	If there are other pertinent matters not addressed above please give details below.  This will facilitate the current improvement cycle and revision of this annual questionnaire.




Appendix 8: Programme Appraisal Questionnaire

The questionnaire has been designed to provide the college with information used to monitor our current course provision and to plan for the future.  Thank you in anticipation for your co operation.  All information is treated in strict confidence.

Please indicate your opinion by marking the appropriate box

Course Title:


Year:



Date:

	Programme Delivery
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Overall the programme was satisfactory
	
	
	
	
	

	The modules on the programme were satisfactory
	
	
	
	
	

	The lecturers’ input was satisfactory
	
	
	
	
	

	The programme was well organised and timetabled
	
	
	
	
	

	The assessment schedule was well organised
	
	
	
	
	

	My learning experience was positive
	
	
	
	
	

	The programme was at an appropriate level of complexity
	
	
	
	
	

	The intended learning outcomes were clearly explained
	
	
	
	
	

	The assessment requirements were clearly explained
	
	
	
	
	

	Learner participation and involvement was effective
	
	
	
	
	

	Feedback on assessment was timely, informative and promoted learning
	
	
	
	
	

	Please detail any comments you would like to make or suggestions you may have


	
	
	
	
	

	Information was easily available on:
	
	
	
	
	

	College Facilities and Services
	
	
	
	
	

	College Policies and Procedures
	
	
	
	
	

	Learners responsibilities and requirements
	
	
	
	
	

	Progression requirements and routes
	
	
	
	
	

	Career opportunities
	
	
	
	
	

	Assessment rules, regulations, grading
	
	
	
	
	

	Class representation was effective
	
	
	
	
	


	Please detail any comments you would like to make or suggestions you may have
	

	Resources and Services


	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	The College lecture/tutorial classrooms were satisfactory
	
	
	
	
	

	The College laboratories were adequate
	
	
	
	
	

	Library accommodation was sufficient
	
	
	
	
	

	Library service was satisfactory
	
	
	
	
	

	Recommended reading material was easily available
	
	
	
	
	

	Other relevant material was easily available
	
	
	
	
	

	Access to appropriate on-line services was reasonable
	
	
	
	
	

	Computer service was satisfactory
	
	
	
	
	

	Access to computers was reasonable
	
	
	
	
	

	Access to appropriate software was reasonable
	
	
	
	
	

	Access to internet services was reasonable
	
	
	
	
	

	Technical support for users was

efficient
	
	
	
	
	

	The College’s social facilities were

satisfactory
	
	
	
	
	

	The College’s accommodation services were good
	
	
	
	
	

	The College’s recruitment service was effective
	
	
	
	
	

	Details on career guidance and academic progression was informative
	
	
	
	
	

	Assistance with interview and job preparation was beneficial
	
	
	
	
	

	Helpfulness of staff in response to queries was satisfactory
	
	
	
	
	

	Self Development
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Increased level of self confidence
	
	
	
	
	

	Enhanced communication skills
	
	
	
	
	

	Developed interpersonal skills
	
	
	
	
	

	Please detail any comments you would like to make or suggestions you may have
	


Appendix 9: Module/Modules Appraisal Questionnaire

The questionnaire has been designed to provide the college with information used to monitor our current course provision and to plan for the future.  Thank you in anticipation for your co-operation.  All information is treated in strict confidence.

Please indicate your opinion by marking the appropriate box

Module/Module Title:


Year:



Date:

Lecturer:

	Delivery of Module/ Module
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Overall the module was satisfactory
	
	
	
	
	

	The module/module content was satisfactory
	
	
	
	
	

	The quality of teaching was satisfactory
	
	
	
	
	

	Learners made an effective contribution
	
	
	
	
	

	Theory and Practical components were balanced
	
	
	
	
	

	The workload reflected in assigned work was sufficient
	
	
	
	
	

	Learning outcomes were clearly defined
	
	
	
	
	

	Assessment requirements were clearly defined
	
	
	
	
	

	Assessment feedback was informative 
	
	
	
	
	

	Lecture notes and handouts were adequate
	
	
	
	
	

	Questions/discussion were well managed
	
	
	
	
	

	Class time was well managed
	
	
	
	
	

	Your experience of this module/module in relation to other modules/modules you have taken:
	
	
	
	
	

	The level of complexity was similar
	
	
	
	
	

	The relevance of the content to other modules was clear
	
	
	
	
	

	The extent of learning acquired was similar
	
	
	
	
	

	The personal effort made was similar
	
	
	
	
	

	I expect to attain my personal average in assessment for this module/module
	
	
	
	
	


	Time Allocated to Module/module
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	The time spent on this module in terms of classes attended, completion of assignments, personal studying was adequate
	
	
	
	
	

	The time I allocated to this module/module was effective 
	
	
	
	
	

	My attendance was sufficient
	
	
	
	
	


Appendix 10: External Assessors Report Form

All information in this questionnaire is restricted to personnel involved in the quality assurance and enhancement activities of the College.   In anticipation of your co-operation, thank you for your constructive consideration of the requested information.

	Extern Assessor

	Modules



	Programme Title


	Date of visit




	Please consider each statement and confirm your agreement or otherwise as appropriate
	I Agree/Disagree

	1. The appropriate programme documentation was forwarded to me in a timely manner.
	

	2. The draft examination papers were forwarded to me in a timely manner.
	

	3. The marking allocation and schemes, model answers and worked solutions were forwarded to me in a timely manner.
	

	4. I was invited to comment on the examination material (papers, marking allocation and schemes, model answers, solutions).
	

	5. Due consideration was taken of my comments in the development of the examination material.
	

	6. A representative sample of examination scripts, and other assessment material was forwarded to me.
	

	7. I was invited to comment on the underlining criteria of the representative sample.
	

	8. I was given adequate time to moderate the examinations.
	

	9. I was given adequate access to coursework for moderation.
	

	10. The standard of marking in examination scripts was consistent, reliable, valid.
	

	11. The standard of marking in coursework was consistent, reliable, valid.
	

	12. The award standards are comparable with other College’s.
	

	13. The level of attainment is comparable with other College’s.
	

	14. I requested and conducted viva-voce examination(s).
	

	15. The conduct of the viva-voce conformed to assessment requirements.
	

	16. Due consideration was taken of my comments on borderline cases.
	

	17. Due consideration was taken of my comments on the results of individual learners.
	

	18. Due consideration was taken of my comments on final examination results.
	

	19. I attended the Board of Examiners meeting.
	

	20. The Board of Examiners meeting conducted its duties appropriately.
	


	Only answer if this is your first appointed year:
	

	21. I received adequate induction to carry out the duties of this role.  
	

	22. I received adequate mentoring to carry out the duties of this role.
	

	Please detail any comments you would like to make or suggestions you may have regarding areas of concern (where you disagreed with statements in the above questionnaire).



	Please detail any comments you would like to make regarding the assessment of the programme(s) examined.  



	Please detail any comments you would like to make regarding the delivery of the programme(s) examined.  



	Please detail any comments you would like to make regarding the quality assurance mechanisms of programme(s) examined.  




Appendix 11: Graduate Destination Survey:  

The questionnaire has been designed to provide the college with information used to monitor our current course provision and to plan for the future.  Thank you in anticipation for your co-operation.  All information is treated in strict confidence.

Please complete sections A and B and the appropriate section from C, D and E .

A.  Graduate Details

	Name:

	Address 1

	Address 2

	Address 3

	Tel:

	Email:


B.  Course Details

	Title

	Completion date:


C.  Employment Details

	Job Title

	Type of Business

	Name of Employer

	Employer’s Address 1

	Employer’s Address 2

	Employer’s Address 3

	How did you find this job?

	Starting Salary:


D.  Employment Search

	Type of employment sought:

	Desirable location:

	Would you consider a job outside your desired location?

	The College shall continue to inform you about job vacancies until you are successful in your search.  Please specify how we can facilitate you further:




E.  Pursuing Other Activities

	Travelling

	Family commitments

	Start your own business


	Please specify other reasons for not considering employment:




Appendix 12: Employer’s Report

The questionnaire has been designed to provide the college with information used to monitor our current course provision and to plan for the future.  Thank you in anticipation for your co-operation.  All information is treated in strict confidence.

	Employer Details

Name:

Position in Company:

Date:
	Learner Details

Name:

Position in Company:

	As an employer the criteria for selection of this graduate included;
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	The qualifications were similar to the requirements of the position
	
	
	
	
	

	The qualifications enhanced the position
	
	
	
	
	

	The reputation of the College assured a high quality graduate
	
	
	
	
	

	As a first employer the Dorset College Graduate you recruited 
	Strongly Disagree
	Disagree
	Neutral
	Agree
	Strongly Agree

	Made a smooth transition from College to the world of work
	
	
	
	
	

	Has the appropriate knowledge and skill base for the position
	
	
	
	
	

	Can competently and effectively apply the appropriate knowledge and skills to the position
	
	
	
	
	

	Has a range of transferable skills (interpersonal, communication, presentation) that complement the role and responsibilities of the position
	
	
	
	
	

	Has knowledge and skills that are current and innovative for your sector
	
	
	
	
	

	Has knowledge and skills that will facilitate strategic improvements to your business
	
	
	
	
	

	Has shown the underlying theoretical knowledge to support the practical application in carrying out duties
	
	
	
	
	

	As an employer what recommendations would you offer the College in relation to the progression of Graduates from programmes of study to the workplace?
	

	As an employer what recommendations would you offer the College in the design of new courses to match your business requirements?
	


Appendix 13: Module Matter for a Periodic Programme Evaluation

The Self Evaluation Report must take cognisance of the areas listed below in respect of the programme being reviewed.  This table provides guidance in completing the process.  It may be used by the internal and external parties conducting the evaluation as a checklist of areas to evaluate and the supporting evidence required informing evaluations.

	Module Matter of Self Evaluation Review


	Evidence

	Overall Aims of the Programme Provision

· the College’s overall mission statement and ethos

· access to higher education

· local, national, regional, international needs

· preparing learners for further study or employment


	· The College Mission Statement and Business Plans

· Admissions Records

· Employment and Further Studies Record

· Links with industry/business
· Links with other Higher Education providers

	Review of Course Design 

· Policies, procedures and practices in the design and development of courses


	· Internal and external mechanisms for the design

· HETAC Course Schedule(s)

· Previous External Expert Group report(s)

· Course Evaluation reports 



	Review of Course Content

· Actual learner profile measured against the intended target profile

· Any specific initiatives in relation to admission such as mature learners, international learners, facilitating diversity etc.

· Professional Awarding Body requirements 

· Inputs from Industry/Business

· Inputs from Learner participants

· Balance of cognitive, practical and transferable skills

· Appropriateness of learning outcomes in relation to the National Framework of Qualifications

· The academic and intellectual progression within the programme

· Awareness of the Programme content by staff and learners

· Inclusion of recent developments in the discipline area
	Profile of programmes provided

Detailed learning outcomes and cognitive, practical and transferable skills balance.

Learner Feedback Questionnaires

Employer Feedback Questionnaires

Correspondence with Professional Award Bodies




	Teaching and Learning 

The effectiveness of teaching and learning in relation to programme aims and curriculum content  

This includes

· Timetabling of different modules of the course

· Induction of learners

· The balance of lectures, laboratories, tutorials on the programme

· External Contributions on the course; specialists, practitioners

· Use of educational technology; computers, video, intranet

· Development of teaching skills and strategies to enhance teaching performance

· Academic guidance for learners through the provision of tutorial support

· Identification of and action taken to address special needs of learners that emerge 

· Learner workload

· Learner participation

· Quality of learning materials
	· Timetables for courses over the last five years

· Induction information pack for learners 

· Documentation of external participants on the programme

· Individual Module/Module schemes of work

· Reports on Learner Feedback questionnaires

· Reports on Annual Academic questionnaires

· Individual Training Plan of Academic Staff

· Individual Training Record of Academic Staff

· Report on Teaching Observations

· Academic Guidance Timetables



	Assessment

The effectiveness of the content and design of the curricula in enabling the intended learning outcomes of the programme to be achieved.

· Enabling learners to demonstrate achievement

· Discrimination of different categories of performance

· Promoting learner learning through continuous feedback mechanisms 

· Balance of assessment approaches; continuous assessment, assignments, final examinations

In terms of their fairness and consistency and compliance with HETAC requirements, in keeping with NQAI 


	· Examples of assessments

· Examples of learners work 

· External examiners reports 

· Internal responses to External reports

· Learner Questionnaire Feedback



	Programme Staff Resources

How they match the aims and objectives of the programme

Adequacy of staff numbers

Effective deployment of staff to activities such as induction, mentoring and development of staff.

Experience and expertise in relation to the curriculum area

Benchmark against Human Resource  Training accreditation

Staff recruited since previous review

Training plans 


	List of academic staff and HETAC proforma C.V’s stating areas of expertise and interests

Human Resource accreditations – Excellence Through People


	Learning Resources

How the College plans and manages learning resources

· Allocation of Rooms for lectures, tutorials and seminars

· Allocation of the resources required to meet the academic needs

· The balance of teaching learning and assessment activities

The Library and IT

· How the library meets the requirements of the programme in terms of core and additional texts, periodicals

· How the IT support to the needs of the curriculum and overall teaching strategy

Learner Guidance and Support

· How the academic and pastoral supports provided to learners are managed

· Induction programmes

· System for academic guidance

· Provision of academic support

· Advice on appropriate professional agency to address personal problems

· Details of career guidance

· Availability of health and counselling services

· Sports and recreational facilities
	· Timetables

· Statistical analysis of room utilisation/resource utilisation

· Acquisition and updating policy for texts and journals 

· Access and availability for learners to library and/terminals

· Arrangements for training and induction of learners

· An analysis of stocks and usage

· Numbers of terminals, how they are used and available software

· Opening hours and training programmes

· Handbooks

· Brochures

· Information packs

· Responsibilities of Programme Head, learner reps

· Data on academic guidance

	Maintenance and enhancement for quality performance and improvement

The systems and processes in place to ensure the effectiveness of the quality of the academic operations of the College with specific reference to the programme under review

Management for Assurance

Organisational Chart of College Staff

Organisational chart of structures; council, committees

Operational management

Responsibilities and duties of lecturers, head of programme, internal examiners, learner representatives etc.

Management Information System

Staff selection and recruitment to include external examiners. External Evaluation review members

Staff induction and training

Data showing trends

Feedback and Action for Improvement

· Mechanisms for garnering feedback

· Sources of feedback

· Analysis of feedback

· Recommendations as a result of feedback


	· Staff Handbook

· Learner Handbook

· Human resource Policies and Procedures

· Staff Policies and Procedures 

· Statutory Employment Policies

· Learner Policies and Procedures

· Staff Training plans and records

· Job Specifications/Descriptions/ Performance Indicators

· Learner Data 

· Review and analysis of admissions

· Retention rates

· Learner progression and completion rates

· Appeals, grade changes

· Graduate performance

· First Employment Destination record

· Learner feedback

· Staff Feedback

· Employer Feedback on graduates recruited

· Counselling/academic/career/library and it services feedback

· External examiners reports

· Professional Accreditation Body reports

· Previous Self Evaluation and External evaluation reports

· Recent reports with response to issues raised


Appendix 14: Examination Guidelines for Learners

1. Identification

All learners must be able to produce a valid I.D with a photo (learner card, passport, driver’s licence).

The examination supervisor will allow a learner to begin the exam, without I.D verification.

The examination supervisor will record the absence of the required I.D and will ensure that the learner’s identity is clearly established before s/he leaves the examination centre.

2. Examination 

Learners should be present at the Examination centre, 15 minutes before the exam commences to consult with the seating plans on display outside the exam hall.

Each learner is assigned a desk with their name and examination number clearly displayed where they must sit.

The examination supervisor will instruct the learners when to enter the exam hall.

Learners, who arrive 30 minutes late, may not be allowed to sit the exam.

Late learners will not normally be allowed extra time to complete the examination.

3. Examination materials

Learners must ensure that they have the required permissible materials for the examination.

Learners must ensure that materials for examination purposes are in good working order.

Learners will not be allowed to borrow materials from other learners.

Learner will not be allowed to use mobile phones as calculators or for time-keeping.

4. Examination Conduct

Learner must leave all personal belongings (bags, coats etc.) in the designated area indicated by the supervisor.

The examination supervisor will instruct learners to begin writing.  All rough work should be done on the stationary provided.  Learners must not write on the examination materials provided.

A learner will not under any circumstances communicate with another learner have on his/her person any material not permissible for exam purposes

To attract the attention of the examination supervisor the learner may raise a hand.

Learners who identify ambiguous requirements in the examination are expected to bring this to the attention of the examination supervisor.

No learner is permitted to leave the examination centre until one hour of the examination time has elapsed and during the final 15 minutes of the examination.

Learners who request temporary leave must be accompanied by a supervisor.

Any learner who disrupts the examination will be required to leave and shall be reported to the Registrar.

Learners who have completed their attempt at the examination paper may leave the room quietly after handing in the exam scripts and papers, with the exception of the first hour and final 15 minutes of the examination.

Learners may not bring in food or drink to the examination room unless there is a medical necessity (diabetes).

Learners are not permitted to remove any examination stationary, used or unused from the examination room.  Question papers are not to be removed.

Learners must write in a legible format.  Where a script is deemed illegible by the examiners, no marks will be awarded.

5. End of the Examination

On the instruction of the supervisor, all learners must cease writing and remain quietly in their seats until all scripts are collected and permission to leave has been indicated by the supervisor.

Before submitting examination scripts learners must ensure that 

· All answer scripts are clearly labelled with required learner details;

· All answer scripts are attached firmly and all are submitted;

· All questions answered are numbered throughout the scripts.

Learners must submit all scripts to the examination supervisor and sign the appropriate attendance sheet to confirm this.

6. Non-Attendance of an Examination

A learner who fails to attend an examination, or who arrives late or leaves early for reasons other than completing the examination paper, is required to contact the Registrar with a written account explaining the reasons for non-attendance.  If it was due to illness, the learner must submit a medical certificate also.

Appendix 15: Examination Procedures

Examination Administrator Duties

1. Ensure the safe and secure custody of the examination papers.

2. All examination papers and materials are carefully checked on receipt and the Registrar is notified immediately if there are any problems, e.g. if the material appears to have been significantly damaged in transit; or there appears to have been any possible breach of security whilst the material was in transit.

3. The Examination Administrator must keep signed records of the seating and invigilation arrangements for each examination session. It must be possible to generate a seating plan from this record. The seating and invigilation records may be required by the Awarding Body at any time up to the publication of results.

4. Examination papers are arranged in timetable order so as to reduce the possibility of opening a packet of question papers at the wrong time

5. Examination papers shall be locked away in a place of high security, in a strong safe in a securely locked room with access restricted to 2 or 3 keyholders. The door to the room shall be of solid construction and be fitted with a security lock.

6. Examination stationery and materials shall be stored securely at all times so that no unauthorised person has access to them.

7. The validating body shall be informed immediately if the security of the question papers or confidential ancillary instructions is compromised by fire, theft, loss, damage, unauthorised disclosure or any other circumstances.

8. The examination papers and other examination materials shall not be opened until the time appointed for the examination concerned.

9. Examination scripts are dispatched securely with the relevant pro-forma and details of any postage is maintained until the publication of results.
Invigilator Arrangements

2. The Registrar must ensure that invigilation is carried out by suitably qualified and experienced adults. Any relative of a candidate in the examination room is specifically not eligible to serve as the sole invigilator.

3. The invigilator is the person in the examination room responsible for the conduct of a particular examination session in the presence of the candidates. Invigilators must give their whole attention to the proper conduct of the examination. Invigilators are not to perform any additional task (e.g. marking) in the examination room.

4. Sufficient invigilators must be appointed to ensure that the examination is conducted in accordance with the following requirements.

5. At least one invigilator must be present for every 30 candidates or part thereof. Invigilators may be changed, provided that the number present in the examination room does not fall below the number prescribed.

6. When one invigilator is present, he/she must be able to summon assistance easily, without leaving the examination room and without disturbing the candidates.  A mobile phone should only be switched on and used if there is a need to summon assistance.

7. Where a number of examination rooms open off the same corridor, it may be possible to have a person stationed in the corridor to give or to summon assistance.

8. A teacher who has prepared the candidates for the module of the examination during the academic year of the examination must not be the sole invigilator at any time during a written examination in that module.

9. For practical tests, there must normally be one invigilator to every 15 candidates or part thereof. In these examinations, it is essential that a teacher of the module should also be present in the examination room at the start of the test and as necessary thereafter to deal with technical difficulties that may arise, including matters of safety, and to assist with the invigilation in general. 

10. In examinations in which questions or passages are required to be read to all candidates, or to a group of candidates, it is essential that an invigilator is present in addition to the reader.

11. Arrangements must be such that each candidate in the examination room can be observed by an invigilator at all times.

Guidelines for Invigilators

Introduction

1. The objective of this policy is designed to provide you with an introduction to your role and to take you through the key procedures.

2. Invigilation is an important and responsible role. You are there to ensure that examinations are conducted correctly and securely with no instances of malpractice. 

3. Taking exams can be very stressful for candidates so you need to be able to deal with unexpected situations confidently and calmly.

4. Various sized rooms are used to accommodate the examinations ranging from 70 candidates in the largest room to just 1 or 2 in the smaller rooms. Every effort is made to accommodate all examinations within the College’s premises but occasionally it has been necessary to hire rooms outside, but close to, the College.  St. Francis Xavier Community Centre next door to Head Office, 66 Lower Dorset Street is often used for this purpose.

5. Invigilators are normally appointed in the ratio of 1:30 learners but with a minimum of at least two invigilators per room wherever possible. 

6. New invigilators are required to attend an induction lasting I hour followed by an oral interview to determine their suitability for the position.  Appointments will be sent out approximately two weeks in advance of the examinations and invigilators will be required to confirm their acceptance of the appointments.

7. All new invigilators will be required to attend a training session prior to undertaking their first appointment.

Invigilation Role

The role of the invigilator is an important and responsible one and it is essential for post holders to conduct themselves in a way that will project a positive image of the College.

Examinations are stressful occasions and invigilators must be able to deal with unexpected situations calmly and confidently. There may be occasions when learners become agitated and invigilators must deal with such learners in a firm but understanding manner.
Duties of Invigilators

1. Each Invigilator shall report to the Registrar.  S/he shall report any irregularity in the centre immediately to the Registrar, and shall discharge the following duties under the instructions of the Registrar:

2. Arrive at the centre not later than forty minutes before the start of an examination, and report his/her arrival immediately to Head Office;

3. Collect the question papers and stationery from Head Office;
4. Ensure the room has been set out adequately for the examination;
5. Designate an area in which coats, briefcases and similar items should be deposited;
6. Ensure the candidates are seated correctly with adequate space between them;
7. Distribute the Examination stationery;
8. Ensure the general regulations are read out to the candidates prior to the start of the examination;
9. Ensure that candidates only take permitted materials to examination desks;
10. Ensure that two examinees sign the sealed question papers;
11. Distribute the question papers after their unsealing and place them on the desks of candidates;
12. Collect the attendance slips and mark the register once the examination is under way;
13. Keep a watchful eye on the candidates throughout the examination by quietly patrolling the room;
14. Accompany candidates who need, for any approved reason, to leave the centre during an examination;
15. Deal with any matters that might arise during the examination, liaising with the Head Office where necessary;
16. Complete a report form for any unusual occurrences;
17. Collect answer scripts at the end of the examination; 
18. Take custody of answer scripts and deliver them to Head Office along with the completed report form, attendance sheet, signed attendance slips and signed answer scripts sheet for the attention of the Exam Administrator.
Emergencies during Examinations

12. If emergencies arise during examinations, please contact the Examinations Administrator at Head Office (01) 8309677.

Invigilators should not:

1. Chat idly to other invigilators during the examination;

2. Leave the candidates unattended during the examination;
3. Sit or stand in one position for the duration of the examination;
4. Read, or indulge in any other such activity during the examination. 

Resources for Examinations

Resources such as editions of set texts may be permitted for some papers, as stipulated in the assessment regulations and on the examination paper.

Candidates should be informed in advance by their lecturer that they are responsible for bringing with them any materials stipulated as required for the examination. 

In examinations where resources are not stipulated, including those where calculators are prohibited, candidates should be warned that the possession of a resource will be considered as an infringement of regulations in the same way as the possession of any other unauthorised items.

Accommodation

The room in which an examination is conducted must provide candidates with appropriate conditions in which to take the examination. Due attention must be paid to such matters as heating, lighting, ventilation and the level of extraneous noise.

Practical examinations must be conducted under conditions that will provide all candidates with the opportunity to complete their tasks and to display their true level of attainment in the module concerned.

No display material (e.g. maps, diagrams, wall charts) which might be helpful to candidates must be visible in the examination room unless the exam expressly states that candidates are allowed to use reference materials during the examination. Particular care must be taken with those examinations which are held in laboratories or libraries.

A reliable clock must be visible to each candidate in the examination room.

A board must be visible to all candidates showing the centre number and the actual starting and finishing times of each examination.

The seating arrangements must be such as to prevent candidates from overlooking, intentionally or otherwise, the work of others; 

Wherever possible, for written examinations, all candidates should face in the same direction;

Each candidate should have a separate desk or table of sufficient size to accommodate question papers, maps (as appropriate) and answer booklets. 

Candidates who are not working at individual desks must be sufficiently far apart such that their work cannot be seen by, and contact cannot be made with, other candidates;

Candidates who are working on a drawing board set on an easel or other non-horizontal surface must, wherever possible, be arranged in an inwardfacing circle or in some similar pattern;

Any candidate suffering from an infectious or contagious disease must take the examination in a separate room in which all regulations can be applied. The candidate's script must be kept separate from other scripts from the centre and it must not be posted until advice has been sought from the validating body.

Candidates should normally be seated in candidate number order.

Any other examination may be held in the examination room at the same time, provided that no disturbance is caused.

Beginning of Examination

Identification of Candidates

1. The invigilators must be satisfied as to the identity of every candidate attending each examination session.  Adequate checks on the identity of all candidates.

2. Private candidates who are not known to the school or college authorities must be required to present documentary evidence that they are the same persons who made entry for the examination each time they attend an examination session.

Persons Present

1. Only persons authorised by the Registrar are to be allowed in the examination room.

2. Internal Examiners will be present in the Examination Hall for the first 15 minutes to clarify any issues that arise on the examination paper.  Internal examiners shall address the learners as a group only.  S/he will remain on call throughout the exam.

Question Papers, Stationery, Materials and other Equipment

1. The invigilator must take all reasonable steps to ensure that:

2. Only the official examination stationery, including Additional Answer Sheets where requested, for the particular module examination, is issued to candidates and that no other stationery, including paper for rough work, is provided;
3. Candidates take into the examination room only those articles, instruments or materials which are expressly permitted on the examination paper;
4. Pencil cases taken into the examination room must be transparent;
5. Unauthorised items that have been taken into the examination room, shall be placed out of reach of the candidates before the examination commences;
6. Possession of unauthorised items is an infringement of the regulations and could result in disqualification from the current examination.  Unauthorised materials and mobile phones in particular whether or not switched on or within reach should not be in candidates’ possession;

Starting the Examination

1. An examination is deemed to be in progress from the time the candidates enter the room until all the scripts have been collected.

2. Before candidates are permitted to start work the invigilator must, on each occasion:

· ensure that candidates are seated in accordance with the prescribed seating arrangements;

· inform the candidates that they are now module to the regulations of the examination;

· warn candidates that any unauthorised material, including mobile telephones, pagers and other products with text facilities must be handed in (this should also include any food or drinks, which may only be allowed at the express discretion of the College);

· check that candidates have all the necessary material to enable them to complete the examination;

· request two candidate signatures to confirm that the examination papers are sealed, open the examination papers, and distribute the papers to candidates with the internal examiners;

· draw to the candidates' attention the instructions printed on the front of the question paper, and ask them to check that they have been given the examination paper for the correct module, if appropriate;

· The invigilator must not offer any advice or comment on the work of the candidate;

· ensure that details of any erratum notices are brought to the notice of candidates; 

· Remind candidates that they must write in blue or black ink or ballpoint pen (unless the Instructions printed on the front of the question paper state otherwise);

· Instruct candidates to enter their names, centre number, candidate numbers and the unit/component code/paper details on their answer booklets where applicable and complete other details as required;

Advise the candidates that:

1. Unless instructions are given to the contrary on the question paper, all work, including rough work, must be done on the examination stationery provided by the College/Validating body; any rough work should be neatly crossed through but not obliterated, as it will be forwarded to the Examiner;

2. Announce clearly to the candidates when they may begin to write their answers, specifying the time allowed for the paper(s);

3. The invigilator must not give any information to candidates about suspected errors in the question paper unless an erratum notice has been received;

4. The invigilator should remind candidates that they are forbidden to communicate in any way with, seek assistance from or give assistance to another candidate whilst they are in the examination room.

During the examination

Supervision of the Candidates

1. Invigilators must supervise the candidates throughout the whole time the examination is in progress and give complete attention at all times to this duty. 

2. During a practical examination, it is recognised that some movement by candidates and spoken instructions may be necessary; these must be limited to those that are essential to achieve the objectives of the examination.

Late Arrival of Candidates

1. A candidate who arrives more than 30 minutes after the starting time may be allowed to enter the examination room and to sit the examination, but should be warned that the College reserves the right not to accept the script.

2. To determine whether any of the work completed by a candidate who arrives late can be accepted, the College will pay particular attention to the extent to which it can regard the security of the examination as having been upheld, with particular regard to the time at which other candidates leave the examination room and exam papers cease to be confidential.

3. A candidate who arrives after the start of the examination may be allowed the full time for the examination module to the College’s organisational arrangements.

4. In cases where a candidate is late for good reason (e.g. sudden illness, transport difficulties) because of negligence or oversight (including oversleeping and misreading of the timetable). As long as the College is satisfied that there has been no breach of examination security, the work completed in the whole of the examination, including that completed in any additional time allowed to compensate for the late arrival, will be accepted.

5. In all cases where a candidate who is admitted late into the examination room more than 30 minutes after the published starting time is allowed additional time, the following rules apply:

6. The script must be submitted for examination in the normal way; A written report on the Report of Examination conduct form must be documented with the following details;

· The reason for the late arrival of the candidate, including any details of special arrangements made for the candidate to reach the centre;

· The actual starting and finishing times of the examination;

· The time at which the candidate started the examination;

· The time at which the candidate finished the examination;
· A statement regarding any possible breach of examination security arising from the candidate's late arrival, including information about the extent to which the candidate was under staff supervision from the actual starting time of the examination;
· The candidate must be warned that the Awarding Body may not be prepared to accept the work.

Candidates Arriving after the Examination

Where a candidate arrives late for the examination and after the scheduled finishing time, the candidate must be recorded as 'absent' and should not normally be allowed to take the examination. In such cases the candidate should be advised that zero marks will be awarded for the component in aggregating marks for the award of a grade in the specification(s) affected.

Completing the Attendance Register

1. The invigilator must complete the Attendance Register during the examination

2. If a candidate is not shown on the Attendance Register, he/she must be entered on the Register and a formal entry made to the Awarding Body if this has not already been done.

3. If a candidate has been officially withdrawn from a paper or a module but the candidate is shown on the register, the invigilator should cross through the candidate number and name of the individual concerned.

4. If a candidate has been entered but is not present for the examination, he/she must be marked as “Abs” on the Attendance Register

Leaving the Examination Room

1. Candidates must remain under supervision until one hour (or a period equal to the duration of the examination, if less than one hour) after the published starting time specified on the examination timetable.

2. Candidates who leave the examination room temporarily must be accompanied by a member of staff. Such candidates may be allowed extra time to compensate for their temporary absence.

3. A candidate who has finished his/her work and has been allowed to leave the examination room early must hand in his/her work; the candidate must not be re-admitted.

4. Where papers are re-scheduled within a morning or afternoon session, the question papers must not be released until after the published finishing time for the paper(s) concerned or the end of the examination session whichever is the later.

5. No question paper may be removed by any person from the examination room until the end of the examination session in the College. In cases where an examination has been moved from an afternoon session to a morning session all examination papers must be collected and must not be released until after the normal finishing time for the afternoon session.

Irregular Conduct

1. Wherever practicable, the invigilator should remove and retain any unauthorised material discovered in the possession of a candidate in the examination 

2. It is the duty of the invigilator to ensure that all cases of irregularity or misconduct in connection with the examination are reported to the Registrar as soon as possible. The invigilator is empowered to expel a candidate from the examination room, but such action should only be taken when it is felt that it is essential or when the continued presence of a candidate would cause disruption to other candidates.
3. Any infringement of the regulations may lead to a disqualification of the candidate. The decision on disqualification rests with the Examination Regulation Committee.

Emergencies

The invigilator must take the following action in the event of an emergency such as a fire alarm:

1. Evacuate the examination room in accordance with the instructions given by the appropriate authority;

2. Ensure that all question papers and scripts are left in the examination room;

3. Ensure that the candidates are supervised as closely as possible whilst they are out of the examination room so as to ensure there is no collusion;

4. Note the time and duration of the interruption;

5. Allow the candidates the full working time prescribed for the examination;

6. In the event of there being only a small number of candidates, consideration should be given to the possibility of taking the candidates, with question papers and scripts, to another place in order to complete the examination;

7. Make a full report of the incident and of the action taken for direct submission to the Registrar.

Finishing the Examination

1. At the end of the examination, candidates must be told to stop writing.

2. Where candidates who arrive late are permitted the full working time to complete their examination, such candidates should be allowed to continue after the normal finishing time and told to stop writing after the additional time allowed has been expended.

The invigilator must instruct the candidates:

1. To ensure that all the required information has been entered on their scripts;

2. To see that their answers are correctly numbered;

3. To assemble any loose sheets in the order in which the questions have been attempted; and then to fasten them and any supplementary answer sheets to the back of their answer booklets. 

Collection of Scripts

1. Arrangements must be made for all scripts to be collected, placed in the order shown on the Attendance Register and checked to ensure that all scripts are present, and that candidates have used their correct candidate numbers.

2. Invigilators must ensure that all learners sign the attendance sheet on submission of all answer scripts.

3. After collation, the scripts should be handed to the Examination Administrator for despatching the scripts to Examiners.

4. Scripts are confidential between the candidate and the Awarding Body. They may not be read or photocopied by any person prior to despatch, unless this is specifically required by the Awarding Body.

After the examination

Packing of Scripts

Great care must be taken in packing the scripts with the relevant Attendance Register pro-forma for collection by the Internal Examiner. 

Despatch of Scripts for other Awarding Bodies

1. The scripts must be sent to the appropriate Examiner without delay on the same day whenever possible and in all cases within one working day from the end of the examination. If scripts have to be retained overnight they must be kept under secure conditions.

2. Where scripts are dispatched by post, registered post is required with receipt details retained by the Examination Administrator until the date of publication of results in case of loss or damage.

Unused Stationery

1. All unused stationery in the examination room must be collected, checked for any loose sheets which candidates may have overlooked, returned to the Examinations Administrator and stored under secure conditions until required for a subsequent examination.
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