=
\ National

College«
Ireland

National College of Ireland

Quality Assurance Handbook

Policy and Process for the Provision of Apprenticeship Programmes

July 2017



Ireland

1 Policy and procedures for the design, approval and quality management of

APPreENtiCESNIP PrOGrAMMES  .ooiiiiiiiiiies i ee e s e e e e e e e e ettt e s e e e e e e e e e e e e e e e s e e e s s e e a2 e e e e e e e e e s 5
1.1 College policy on the provision of Apprenticeship programmes  .....ccccovvciieeee e, 5
1.2 Defining Apprenticeship ProviSion  ......oocciiiiiciiins e aeraneen 6
1.3 o] =3 = {111 (o] o 1 PP 7

2 Quality Assurance Framework for Apprenticeships o 9.
2.1 Organisation Structure and Academic GOVEINAanNCe  .......cccccevviiiiiiiienies eeeveeeeieee 10
2.2 Responsibility for Quality and Standards ... e 12
2.3 Responsibility for managing the relationship within a sp ecific Apprenticeship
PrOgramIME i s it eeiae e b aeeeeeaaaaeeens 13
2.4 Responsibility for On - going Programme management and monitoring ~ ................. 13
2.5 Responsibility for Apprentice MONItOriNg  .ooceviiiiis e 14
2.6 Responsibility for Due DIlIgENCE  ...oooiiiiiiiiiiiis s e 14
2.7 Responsibility for Evaluation and Review of Apprenticeship provi Sion ..., 14
2.8 Responsibility for Annual Review of Employers and Training Capacity —  ................. 14
2.9 Responsibility for Agreement preparation and signing ... e 15
2.10 Decision to Terminate AGreE€mMENLS  ...oooiiiiiiiiiiiiiiiies e eeeeas 15
2.11  Responsibility for Programme Information ... 15

3 Consortium Formation, Development and EXpansion .o 15
3.1 Consortium Steering Group (CSG) oo vt rr e e ee e e e aereaaeas 15
3.2 NCI’s acceptance of Co- ordinating Provider Role  ......c..cccoveevieciiiiiier e, 18
3.3 NCI’s responsibility as Coordinating Provider.........ccccooviiiiiiiiies e, 18
3.4 Addition of Employers or Academic Institution ... 20
35 Partner INSHLULIONS  ...ooviiiiii s e srree teeearreeeeeeeeannreareeeeaann 21
3.6 Relationship with Role of Authorised Officer S ettt e 24
3.7 Memorandum of AQreEmMENT  ....ooiiiiiiiriiis e e 24
3.8 Memoranda of Agreement with Education Providers and/or Employers ~  ................. 27
3.9 Data Protection and Confidentiality ........ccccocvcviiiiiiiiiis e e, 29

4  Roles involved in the Development, Delivery and Management of an Apprenticeship

L (0| 1= 11 4] 4T PSPPI 30
4.1 0] [T 1YY QT 30
4.2 National Programme COMMIIEE ...t e aieieeens 30
4.3 Programme Director of a National Apprenticeship Programme — .........cccciiiiiieeenn. 31
4.4 ACAAEMIC SUPEIVISOI  .ooiiiiiiiiiiie e iiiiiie e et ieeee e e e e e e rrbrireae s aabbeeeeaaesabeeeeaaaaanes 32
4.5 [ Tot (B (=] TP TP PPN 33
4.6 WOTKPIACE MENIOT .ot et e eertbeeessteeeesnbreeesbeeaens .34
4.7 Appr enticeship MaNAGEr  ......cccoiiiiiiiiiiies et e 35
4.8 APPrentiCe AQVOCALE  .....ooviiiiiiiiiiii s et teerieee s 36
4.9 Programme Co - OFdiNALOr  .....ccuviiiiiiiiiiiiiiieiiiis et bereeeeeeareeeeas 36
4.10  AUthOriSed OffiICEIS i e eeee e 37

National
College



ot
Ireland
4.11 Main Communication Touch Points between NCI and Employers ... 37
5 Programme Proposal, Development and APProval e 39
5.1 Establishment of a Programme Development Committee  ...ooccvieeevvvciiieee i e, 42
5.2 Feasibility Phase of Development ... v e e niee eeeeaanans 43
5.3 Programme Design & DeVeIOPMENT ......cooviiiiiiiiiiiciiiiiies civere e e e srinnees aeaees 43
5.4 Consultation with Stakeholders ... s e 46
5.5 Internal Validation ...t e e .47
5.6 External Validation .......ccccoiiiiiiiiiis et e 47
5.7 LI 011 T PO OU PP PPPP 47
6 ACCESS, Transfer & PrOgreSSION  .ooiiiiiiiiiiiieiieerieeeeeummmmresseeereeeeeeeeeeessesssmmm e eeeeeeeaaaseeessessses 48
6.1 Recruitment and Admission of APPrentiCeS oo e 48
6.2 Briefing of SOLAS Authorised OffiCer .t e e 50
6.3 Bridging MEChANISIMS ..ottt e rees breee st e 50
6.4 Recognition of Prior LEArNing  ......ccccoviiiiiiiiiiiiiies et eirees aeeeenieee e 51
6.5 Learner AQreCMENT ..ot ettt e 54
6.6 Monitoring Apprenticeship ProgresSion .oiiiiiiie v 54
7  Programme Management & DEIIVEIY oottt e e 56
7.1 Membership and terms of reference for the Programme Committee  .................... 56
7.2 Class Representative SYSTEM  ...coociiiiiiiiiiiiriies e ees e e 58
7.3 DeliVery SCREAUIES  ....coviiiiiiiiiriiit s e et 58
7.4 ALENAANCE ..t s e e eeeaaaees 58
7.5 Disruption of ApPpPrentiCeShip  ...ooociiiiiies e e 58
7.6 SUPPOrtS fOr APPrENtICES, i iies e rcrees e 59
7.7 Code Of DISCIPHNE  ...uuiiiiiiiiiiiiiiies s errr————————————— .60
7.8 Disciplinary COMMIEE  ...vviiiiiiieie s e e ————— 61
7.9 ApPPeals COMMIIIEE ..o riies et ees eee e e e s e e e e 61
7.10  MaJor OffENCES ..oiiiiiiiii s et e e 62
7.11  Code of Practice for Academic Honesty & Integrity  ...oocooceiiiiiiiiiiies e 65
280 O 1 ¢ o] = 1| SRR 69
8 Staffing of Apprenticeship Programmes oo s 71
8.1 Requirements from the EMPIOYEr ... e eeeeeaans 71
8.2 Faculty Profile for Off -the Job Modules ........ccocoiiiiiiiiiiiis e, .72
8.3 WOTKPIACE MENIOT .o et rree e eeribeeesstreeesnbbeeesbeeaeans .72
O ASSESSIMIEINT .ottt £ttt £ttt ettt s ¢4 444 £ 2411 e e et e e et e e et s 74
9.1 Assessment of Off the Job Learning ..ot e e 74
9.2 Assessment of On - the-Job Training .....ccccoviiiiiiiiiiiiis e e 74
9.3 Final Assessment of COMPELIENCY  ...oeiiiiiiiiiiiiiic et e iee aeeeaaans 77
9.4 Assessment Marking Policies at NCl ..o e e 78
9.5 Rubrics for Workbased Learning  ....ccccccevviiiiiiii s eeevviiiene e e s snvrneen e aeeeeenanes 82
9.6 Impact of Disruption 0N ASSESSIMENT ..o rrrre e e es e 86



National

College

Ireland
9.7 Feedback 0N ASSESSIMENT  ...c.viiiiieieeeeiii it et e et e e s eeretee e e rea s 86
9.8 External review Of ASSESSIMENT  ....iiiiiei s et e e e ees arreeeeaaan 86

9.9 Examination Boards ...........cccccevvvvnneeennnnn.

10 Apprenticeship Programme Evaluation

10.1  Apprentice/Learner Evaluation  .........cccccceeeeeeiinnnnen,
10.2  Programme Committee MEETLING  ..oceeiiiiiiiiiiiii it et aerreeeees 91
10.3  Annual Programme REVIEW ......ccoccciiiiiiiiiiiiiiiiis ettt riee e aerireeeaeneeeanens 91
10.4 Reports of the Apprentice Implementation Group — .coevviiiiieii e 91
10.5 Annual Review of Apprentice ProviSion  .......ccccciiiiiiiiiiiies e .91
10.6  Review of Occupational Profile  ......ccccocciiiiiiiiiiis e eeeeraanen 91
10.7 Review of Apprenticeship Capacity .....ccccccciiiiiiiiiiiiiiiies v e 91
10.8 Evaluating the expansion or contraction of an Apprenticeship Programme ... 91
10.9 Review of the Operations of the CSG ... e e 91
10.10 Programme Review & Revalidation ........cccccoiiiiiiiiiicciis e e 92
11 INFOrMALION PrOVISION L.eeiiiiiiiie ettt ettt ettt e e 2441ttt e e e e s 93
11.1 Public INfOrmMation  .....coociiiiiiiiiiis e e .93
11.2 Management Information & Data  .........coooiiiiiiiiiiiiiiiiis e aaaeaaea 93
12 Extending Operations to other Education Providers .o e e 95
12,1 Area of Responsibility  ....ccooiiiiiiiis e e 95
12.2  Programme Management ......cccccciiiiiiiiiiiiiiiiis erreeee e ereeee e s 95
12.3  Local Programme Director (LPD) ..occoiiiiiiiiiiiiiiiiiiiiis et aerieeeaes 96
I Y [0 To (U] [ =T Vo [ £ TPV POV 96
12.5 Procedure for the Appointment of the Local Programme Director ~ .......cccccvvvvveeeen. 96
12.6  Procedures for the recruitment of Academic Supervisors/Lecturers — .......cocoieeivnnnns 96
D2 A Y o = T o o) = o 1o 97
13 NCI as a Collaborating Provider in Apprenticeship e 98
14 Appendix 1: Learning Agreement TEMPIAtES oo s 99

Table of Figures

Figure 1: Organisation and Governance of Apprenticeship Provision ... ... 10
Table 2: Programme Development Process & OULPULS ..ooivvviiiiciiee s cvvviieeee e s e nnnneeeeens 39
Figure 3: Consultation Activities During Programme Development ... e, 45
Figure 4: Overview of ADMISSIONS PrOCESS  .oooiiiiiiiiiiiiiiiiiiiieiiis e e e s aaireeens 52
Figure 5 The Apprentice Journey to COMMENCEMENT  .oiiiiiiiiiiiie s e 53
Figure 6: Oversight and External Examining of Assessment ... e, 75
Figure 7: Process for Monitoring On the Job ASSESSMENt ..o e 76



National
College
Ireland

1 Policy and procedures for the design, approval and quality
management of  apprenticeship programmes

This section of the Quality Assurance Handbook details the policy and procedures which
should be followed for the design, approval and ongoing quality manage ment of
apprenticeship programmes at NCI

This document is guided by  QQI’s Topic Specific Quality Assurance (QA) Guidelines for
statutory apprenticeship and QQlI’s Policy for collaborative programmes, transnational
programmes and joint awards as key external reference points, but also is interdependent
with other College policies and procedures relating to programme development, teaching,
learning and assessment. These should be read in conjunction with this document when
relevant namely

9 Policy and procedures for programme development, delivery and evaluation ;

9 Policy and procedures for collaborative and transnational provision ;

91 Policy and procedures for assessment.

Appren ticeship provision and consortium relationship management is co - ordinated by the
Professional Education and Training Unit at NCI.

Responsibility for specific apprenticeship programmes and apprentices lies within their
respective school.

Any School or Department considering development of a proposal for the development of
apprenticeship provision should contact the following at the earliest possible opportunity

prior to developing a formalised relationship with a potential partner, - i.e. toreceive guidance
and advice on the feasibility of developing such a proposal and the process for doing so:
1 The relevant Dean of School (where not directly involved in development of the
initiative) ;
1 Registrar ;

1 Apprenticeship manager
91 Director of Quality As surance & Statistical Services.

Apprenticeship provision will  normally not be offered on a transnational basis except in cases
where the work - based learning aspect of the programme requires attendance in a jurisdiction
outside Ireland. In such ¢ ases, learning must be assessed in the English language and is
subject to the programme requirements.

1.1  College policy on the provision of Apprenticeship programmes

The provision of apprenticeship programmes is an aspect of NCI’s work based learning
delivery. Other forms of work based learning offered by NCI include

9 Existing collaborative arrangements to provide in - company training ;
1 Accredited placements offered as part of undergraduate degrees ;
1 Industry based projects/dissertations offered on postgradu ate degrees .

Collaboration with other HEIs, industry and community organisations was identified as being

5
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one of the critical aspects of achieving the goals of the current NCI strategic plan. The College
recognises the benefits of further developments in t his area, but also the costs and potential
risks, and therefore it considers proposals for involvement in a pprenticeship provision on a

case by case basis according to their merits.

Underpinning apprenticeship  activity is a set of key principles which f orm the C ollege’s policy
on involvement with workbased learning . All activities

1 must be consistent with the College’s strategic plans, (ideally) arise from School plans
and be congruent with the School’s existing academic provision, bringing clear
benefits to all those involved;

1 should only be with other organisations,

o which have the academic OR professional standing to successfully contribute
to or deliver programmes of study to appropriate academic and professional
standards,

o the financial standing to sustain them,
o0 adequate infrastructure facilities and resources (including appropriate staffing)
to support them and
o the legal standing to contract to their delivery;
9 should be equivalent in quality and standards to comparable programmes delivered
solely by the College,
1 in the case of ‘off the job learning’, should be comparable in student learning, support
and experiences to those programmes based solely at NCI
91 should give adequate opportunity for student representation and feedback;
1 should be financially viable and feasible, and be fully costed and priced accordingly;
91 should not be over - reliant on an individual member of staff, either within the National
College of Ireland or  within a partner org anisation or representative body ;
1 should be compliant with internal and national (Irish or EU) legislative requirements
and adhere to the principles of the Charter on inclusive teaching (AHEAD 2010) and
QQI code of practice for  the teaching of internation  al students ( QQI, 2015 )

The due diligence activities of the process should test each of these principles.

Except where the subject matter of the course is a language, English is the language of
instruction and assessment.

1.2  Defining Apprenticeship Pro vision

An Apprenticeship programme !, within the scope of these guidelines, will share the following
characteristics:

1 The Programme will prepare the participant for a specific occupation for which an
Occupational Profile  (to be defined later) has been established.

9 Access to the programme is via a contract of apprenticeship between an approved
employer of apprentices  and the apprentice.

! QQI (2016) Topic Specific Quality Assurance (QA) Guidelines (Apprenticeship
Programmes) Statutory QA Guidelines developed by QQI for providers of Statutory
Apprenticeship Programmes , pp6
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1 The programme will lead to a professional award at an NFQ level between Level 5 and
Level 9 inclusive that is aligned with the  QQI Professional Award - Type Descriptor for
that level and consistent with the approved Occupational Profile

1 The programme is a blended combination of on - the-job (employer - based) training
and off - the - job training with an education/training provider.

1 For a programme to be classified as an apprenticeship at entry level; it will have a
duration of no less than two years.

I The structu re of the programme will provide for more than 50% workplace based
learning.

1 Itis assumed here that apprenticeship programmes will be restricted to occupations
approved by the State for inclusion in the list of apprentice occupations and there will
be one programme (nationally) per occupational profile.

All statutory apprenticeships are regulated by the Industrial Training Act 1967. The QA
pro cedures must be consistent with these regulatory arrangements. Providers must also
adhere to any conditions imposed by the Apprenticeship Council or by the relevant funding
bodies

1.3 Role Definitions 2

An Employer of Apprentices should be taken to mean any contract ual employer of
apprentices that has been approved by the statutory regulator for apprenticeship. Where the

term “employer” or “enterprise” is used, it should be taken (where the context requires) to
have the same meaning for the purpose of the guidelines.

The Statutory Regulator is responsible for fulfilling those functions assigned to it under the

1967 Industrial Training Act or its successors. This role is statutorily assigned to SOLAS. This

role is distinct from SOLAS’s role as a provider of apprenticeships or as funder of
apprenticeships. The statutory regulator appoints authorised officers that carry out activities
on its behalf.

A Consortium is a group, normally led by employers and including providers, involved in the
development and provision of an apprenticeship programme.

A Provider is a person (an entity with legal personality) who provides, organises or procures
a programme of education  and training.

A Coordinating Provider is a relevant or linked provider who is ultimately responsible for
providing (as defined by the 2012 Act) an apprenticeship programme. Among its
responsibilities are the development and maintenance of the curriculum and assessment
procedures for the programme and leading the collaborating providers involved. To act as a
Coordinating Provider for an apprenticeship programme, the entity must be a relevant or
linked provider  under the 2012 Act. This means, among other things that it must be a legal
entity and must have the provision of education and training as one of its principal functions.

If an entity is not already a relevant provider it may become one through a QQI process.

A collaborating provider is a provider who is formally involved in the provision of an

% Unless indicated otherwise definitions are taken frQ@I (2016 opic Specific Quality Assurance (QA)
Guidelines Statutory QA Guidelines developed by QQI for providers of Statutory Apprenticeship
Programmesp.8
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apprenticeship programme and accountable in this respec t to the Coordinating Provider.

An “off- the - job - provider” is a collaborating provider involved in an apprenticeship
programme with a respon sibility for off -the-job education or training. It may be the
Coordinating Provider, but if it is not, then it is expected to be accountable to the Coordinating
Provider for delivery of those elements of the programme within its control.

A Relevant Provi der is as defined in section 2(1) of the 2012 Act.
A Linked Provider is as defined in section 2(3) of the 2012 Act.

A Programme Board/Programme Committee is established for each programme offered by
National College of Ireland, and it is responsible, in conjunction with the Dean of School, for
developing and assisting in the operation of the programme. The programme committee
ensures the quality delivery of the academic programme and that learners are well informed

that their progress is being monitored, a reasonable balance of work is offered to the learner
and that assessments are appropriate, consistent and fair. The committee ensures the
relevance and quality of the programme by a process of periodic evaluation 8

A Consortium Steering Group is a govern ing entity that might be usefully constructed and
established whose role would be to ensure that the apprenticeship programme conforms to,
and evolves with, the requirements of the occupation. Its purpose would be to ensure that the
apprenticeship programm e is enterprise - led and meets labour market needs.

Funding Bodies for apprenticeship are SOLAS and the Higher Education Authority (HEA). One

or both of these bodies will fund each apprenticeship programme in accordance with terms
and conditions that they determine. In the case of NCI provision, the HEA is likely to be the
funding body .

® As defined in NCI: Quality Assurance Handbook, Chapter 2

8
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2 Quality Assurance Framework for Apprenticeships
All Apprenticeship  programmes developed or delive red are subject to the Co llege’s quality
assurance framework as laid out in the Quality Assurance Handbook.

Where the existing quality assurance arrangements require amendment to facilitate the
specific nature of apprenticeships , these changes will be submitted to the awarding bo dy with
the proposal for validation or differential validation of the programme.

Figure 1 demonstrates the organisational structure use d to manage and monitor
apprenticeship provision and how NCI departments an d academic committees relate to roles
and fun ctions external to NCI. Figure 2 outlines how those integrate into NCI’s existing
academic governance.

All aspects of programme development and management lie within the remit of the academic
governance of the College, the core being the role of the Pr ogramme Committee.

The Apprentice Implementation Group (AIP) is a consultative body which is currently sitting
during this first phase of development and implementation. Membership of this group

includes Quality Assurance & Statistical Services, Registrar ’s Office, Student Support, NCI
Learning & Teaching as well as Vice Deans from both schools and members of PET.

The AIP reports to the Academic Operations Committee

Figure represents the structure forl programme. The programme team structure will be
replicated for each statutory apprenticeship

Where the programme is offered in onlyl location, the role of National Programme Director
and Local Programme Director is held by the same person

The role of the Apprenticeship manager isto manage and co - ordina te the activities of NCI as
co- ordinating provider, potentially of multiple programmes with 1 or more consortia, thus
releasing discipline specific programme directors to manage individual programmes.



2.1 Organisation Structure and Academic Governance
Figure 1: Organisation and Governance of Apprenticeship Provision
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2.2 Responsibility for Quality and Standa rds

The arrangements for assuring the quality and standards of apprenticeship  programmes
delivered in collaboration with other institutions must be as rigorous, secure and open to

scrutiny as those for programmes provided wholly within the responsibility of the College.

As the Coordinating Provider  of an apprenticeship , the Colleg e always retains responsibility
for ensuring that the standard of the award as defined by the awarding body and the quality
of the programme are maintained.

As a provider, the College will ensure that the delivery of the programme is as validated, where
NCI is the co - ordinating provider, or as agreed via memorandum of agreement with another
provider.

Award standards and programme quality will be maintained through annual review and at
minimum quinquennial review of programmes. These reviews will remain t he responsibility of
NCI. Additional external reviews may be undertaken by the Consortium, QQI and/or the
Statutory Agency. All reviews will be informed by the status and evolution of the Occupational

Profile.

Where areas of quality management are delegated to a partner organisation, these
arrangements will form part of the agreement reached between NCI, the partner organisation

and QQI as appropriate. NCI will always retain responsibility for quality assurance of
assessment, appoint ment of external examiners and learner feedback.

5 year prog review

Review of OP

NCI QASS oversight

School Oversight

Annual Monitoring

National Programme

& Report Committee Oversight

Learner

Feedback .
Apprentice

Outputs from processes

Externally informed oversight
NCI Managed oversight

Figure3: Oversight Arrangements
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2.2.1 Apprenticeship manager
Reporting to the Vice President, the Apprenticeship Manager is responsible for the
management of apprenticeship provision at NCI. The purpose of this role is to take a high

level view of the totality o  f apprentice provision and ensure that the lines of communication
remain clear between all parties.

The Apprenticeship manager has day to day responsibility for discharging NCI’s role as Co-
ordinating provider as outlined in 3.3..

The Apprenticeship mana ger will also be a key contact point between the Programme Director
and Consortium Steering group and with individual employers. Rather than a range of
Programme Directors interacting with the same employer, it is currently deemed more
appropriate use of r esource to appoint a single point of contact to be the liaison.

The Apprenticeship manager  will represent NCI on the Consortium Steering Group

The Apprenticeship manager  will also be the main point of contact for the funding and
Statutory Agencies

The Apprenticeship manager  will chair the Apprentice Implementation Group (AIG)
The Apprenticeship manager will be a member of the National Programme Committee.

This responsibility = however, does not undermine the individual responsibility that a
Programme Dire ctor has for the apprenticeship programme , h/her learners or the normal
academic relationships between Deans, Vice Deans and their programmes and academic
committees.

2.3 Responsibility for managing the relationship within a specific Apprenticeship
Programme

Within an apprenticeship programme there are several critical relationships to be maintained

The Apprenticeship manager has responsibility for maintaining relationships with the

Consortium Steering Group and  with apprentice employer s on behalf of NCI .

Responsibility for management of the relationship between the apprentice and NCl is primarily
held by the (Local )Programme Director of the relevant programme.

The Academic Supervisor manages the day to day relationship between the Workplace
Mentor and the education provider. .

The employer is responsible for maintaining relationships between it self and the apprentice.
It is expected that the apprentice will have a dedicated liaison within the employer institution
who is nottheir line manager.  This Apprentice Advocate  will advocate on behalf of the learner
where required in case of dispute with the line manager /programme director.

2.4 Responsibility for On - going Programme management and monitoring

The Vice Dean of School (as appropriate to the level of the programme) has responsibility for
ensuring that the day to day management and monitoring of all elements of a specific
apprenticeship  programme in undertaken The Programme Director is the Chair of the

Programme Committee  who is responsible for ensuring that the programme is delivered as
approved and for ensuring that the curriculum is maintained.

13
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2.5 Responsibility for Apprentice Monitoring
The Academic Supervisor is responsible for monitoring the progress of the Apprentic e. This
includes ensuring that data relevant to the progress of the Apprentice is shared effectively

between the employer and  NCI i.e. learner biographical data, a ttendance data, assessment
data.
The Programme Director will have an oversight role at a national programme level

2.6 Responsibility for Due Diligence

The Registrar & Company Secretary is responsible for the due diligence process. (See section
3.6 below)
2.7 Responsibility for Evaluation and Review of Apprenticeship  provision

Occupational Profile

The Occupational Profile will normally be reviewed biennially by the Consortium Steering
Group. In the case where significant material change is proposed, such a review may trigger
a programme review and requirement for revalidation

Curriculum Content

Apprenticeship Programmes are subject to the College’s existing processes for programme
monitoring. The Vice Dean of the School is responsible for ensuring that t he annual School

and programme report reviews the outcomes of these processes i.e. Programme Com mittee
Meetings, Class representative meetings, external examiner reports, learner feedback surveys

etc. are undertaken.

The School annual report will contain an evaluation of all apprenticeship provision provided
by the School.

Programmes validated for apprenticeship provision are normally subject to revalidation every
5 years using the programme revalidation process. The timing of revalidation may be adjusted
subject to the outcome of the review of the occupational profile.

Reporting

The contents of a Il ma terial relating to apprenticeship provision is brought together and
analysed annually in an overview report, compiled by the QASS office . It is an opportunity to
highlight good practice and identify any problems or issues that might have wider relevan ce

beyond the individual programme.

These reports will be shared with the Consortium, the Statutory Agency and the awarding
body and will form part of any decision making process to continue or terminate a
relationship.

2.8 Responsibility for Annual Review of Employers and Training Capacity

14
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The responsibility for the review of the capacity of the sector and employer continuance within

an apprenticeship programme lies with the Consortium Steering Group.

2.9 Responsibility for Agreement preparation and s igning

2.9.1 NClas Co - Ordinating Provider

The Registrar & Company Secretary is responsible for the preparation of the memorandum of
understanding and/or agreement on behalf of the College. This is informed by the programme
development team and the Director of Q uality Assurance & Statistical Services. Agreements
should be reviewed by the College’s legal advisors prior to submitting to the awarding body.

It is the Registrar’s responsibility to ensure that agreements must be signed and
countersigned

prior to the registration of an apprentice or an employer.

2.9.2  NCl as provider on behalf of a Co - ordinating Provider
All agreements should be brought to the attention of the Registrar. Agreements should be
reviewed by the College’s legal advisors.

It is the Registrar’s responsibility to ensure that all agreements are signed and
countersigned prior to NCI’'s commencement of delivery of a programme.

2.10 Decision to Terminate Agreements

Each agreement shall have specific conditions regarding the termination of a programme or

col laborative provision. Agreements should outline circumstances in which a programme may

hot run e.g. insufficient numbers, availability of resources. NCI’s policy on the cessation of
programmes states that once a programme has commenced, NCI will not termi nate the
programme until all learners curren tly enrolled have completed their programme.

In order to assure the protection of | earners, this agreement should o  utline how learners
would be accommodated by NCI should the agreement be terminated. Agreements must
contain a provisionfor 6 For ce Maj eur e

2.11 Responsibility for Programme Information

NCI’s Student Recruitment & Marketing Department has a responsibility to maintain oversight

of the advertisement of apprenticeship programmes. At regular intervals releva nt websites
and p rinted material will be checked. This will extend to materials provided by all employers
involved in an apprenticeship programme.

3 Consortium Formation , Development and Expansion
These guidelines refer to the situation where NCI has been selected a s the Co ordinating
Provider. See section 9 below for instances when NClis considered a collaborating partner  i.e.

delivering apprenticeship pr  ovision on behalf of another Co  ordinating provider.

3.1 Consortium Steering Group (CSG)

The Consortium St eering Group collects all of the apprenticeship programme’s key
stakeholders including employers, occupational associations, any occupational regulators and

the Coordinating Provider.

The role of the CSG is to ensure that the apprenticeship programme conforms to, and evolves
with, the requirements of the occupation. Its purpose is to ensure that the apprenticeship

15
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programme is enterprise -led and meets labour market needs. This requires that the
programme graduates fit the autonomous occupational role assigned to them. The CSG acts
as the ‘guardian’ of the occupation, performing the critical role, in conjunction with the
statutory regulator, of coordinating employers involved in the progr amme. It should also act
to bring together the employers, the coordinating provider and the other providers who are
involved in the programme.

In conjunction with the statutory regulator, the CSG should ensure that the critical element of
‘on the job’ training is maintained and delivered at the appropriate standard with the specified
learning outcomes and that it is implemented effectively by employers and by the coordinating
provider.

It acts as a liaison between employers and the coordinating provider at a broad level. Where
necessary it will deal with and report to the statutory regulator, the relevant funding body and
QQI, and where appropriate with occupational bodies.

It will act with the coordinating provider in a spirit of partnership. In its operation it will respect
the statutory autonomy of the coordinating provider, its responsibilities to maintain academic
standards and to deliver programmes as agreed with the va lidating authority.

The CSG will interact closely with the coordinating and other prov iders’ academic programme
committee and management, to ensure a holistic administrative and educational structure and
delivery, creating a seamless unified on and off t he job learning experience for the apprentice
learner.

3.1.1 Composition of the Consortium Steering Group

The composition of the consortium steering group will depend on the range of the occupation

and the nature of the enterprises that are involved in the occ upation. The composition should
have the following characteristics:

a) It will be chaired by a person of authority from an enterprise or the community of
practice involved in the occupation.

b) It will have a majority of persons from enterprises, or emp loyers’ associations, or
the community of practice, or relevant professional bodies.

c) The enterprise members will be representative of the range of enterprises involved.
Where enterprises employing apprentices include large and small employers there
should be appropriate representational balance between the SME sector and the larger
enterprises.

d) NCI will be represented on the CSG, normally by the Apprenticeship manager

3.1.2 The Role of the Consortium Steering Group
The Consortium Steering Group (CSG)  will:

a) Ensure, with NCI , adequate consultation with stakeholders in the development,
deliver y and review of the programme through regular meetings and consideration
of feedback from stakeholders through quality assurance processes such as annual
and quin nenial review.
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Request an annual report in February from each consortium member which will

inform
l. Plans for the recruitment of apprentices year on year

Il. Plans for smoothing surges and collapses in occupational recruitment and
for respondingto  planned redundancy of individual apprentices

Il. Evaluation of individual employers capacity to recruit apprentices

\VA Based on these plans, the CSG may decide not to recruit in a given year. In
these circumstances, consideration should be given to the impact that this
decision may have on apprentices currently training e.g. opportunities to
resit modules or assessment

V. These plans may also require the recruitment of additional employers or
education providers to the programme. Addition of employers or education
providers should be added in accordance with the arrangements described
in sections 3.4 and 3.5

VI. The addition of a large number of additional employers to the programme
at any one time, may require a review of the membership of the CSG. The
membership of the CSG sh ould be monitored to ensure that it is
representative of the sector.

In association with NCI’s Student Recruitment & Marketing function, agree the
public information to be provided on an annual basis via various channels e.g.

NCI’s website, the Consortiums’ website, individual employers’ sites. Information
relating to programmes, must comply with QQI guidelines for programme
information. See section 11

In supporting the marketing of apprenticeships, the CSG should provide
representatives for events designed to promote the apprenticeship

Support career guidance initiatives and the development of the apprenticeship
“brand “.

Approve and maintain from time to time templates for the memoranda of
agreement between employers, the Consortium and education provider s

In proposing the entry requirements and processes for the programme, the CSG
should ensure that

(i) That recruitment of apprentices takes into account the knowledge, skill and
competence necessary to complete the programme (ii) the effective and
efficie nt training of apprentices within the work place.

i) Seek to ensure that recruitment and delivery arrangements adequately
support equity and inclusion of underrepresented societal groups on
programmes and provide appropriate learning support for thes € gro ups.

Liaise, as requested, with the statutory regulator and its authorised officers in

exercising its statutory authority to approve new employers who wish to recruit

and train apprentices, and to remove employers who are deemed no longer to have
the capa city to provide sufficient training to enable achievement of the programme
learning outcomes.

Organise a biennial review of the occupational profile and ensure that the findings
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are taken into account in subsequent reviews of the programme. This review ma y

precipitate the requirement of a full programme review

i) After the 1 * year of operation, undertake a review as to the effectiveness of it
operations, membership and governance. Thereafter, it should take place i n
tandem with the quinquennial review and re validation of the programme .. This
review should be informed by feedback from all stakeholder groups. The CSG may
delegate this function to NCI.

k) Ensure that the development and operation of apprenticeship provision for the
occupation conforms to principle s of good governance and conforms to processes,
systems and requirements of the statutory regulator, the funding bodies, the
education and training institutions, the occupational body, QQI and any other
relevant parties.

Depending on the resources availa  ble to it, the CSG may devolve some of the roles above be
carried out by NCI as the Coordinating Provider. The detail of this will be outlined in the MOA.

3.1.3 Meeting Schedule
The CSG will meet at least three times per year to review the operation of the apprenticeship
programme(s) and relationships. These will typically occur in September, February and June.

The Apprenticeship manager is responsible for ensuring that any items raised by the CSG in
relation to NCI as co - ordi nating provider or the delivery and management of the specific
apprenticeship programme should be brought the attention of the appropriate officer or
committee after each meeting.

3.2 NCI’'s acceptance of Co- ordinating Provider Role

Prior to accepting an invit ation to or responding to a tender to become a Co - Ordinating
Provider, the College must be satisfied that any partner involved in the apprenticeship
programme is an appropriate partner. In order to proceed with the process of due diligence

the School must apply for initial approval to commence the process.

3.3 NCI’s responsibility as Coordinating Provider 4
As coordinating provider, NCI is responsible for

a) The development of a programme proposal to go forward for validation.

b) Establishing a Programme Committee that is representative of employers and
education and training providers, to advise on the programme proposal and
operation. This process is described in  section 5.1

C) Ensuring that the apprenticeship programme conforms to, and evolves with, the
requiremen ts of the occupation; is enterprise - led; and meets labour market
needs. This will, be accomplish ed through the following quality assurance
procedures

i) Stakeholder engagement and evaluation at all stages in the programme
development and design  phases as outl ined in Section5.3and5 .4

* QQI (2016)) Topic Specific Quality Assurance (QA) Guidelines (Apprenticeship Programmes) Statutory
QA Guidelines developed by QQI for providers of Statutory Apprenticeship Prograpir3é$
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ii) Membership of workplace mentors on the programme committee and
incorporation of their feedback in ongoing delivery and annual review
and evaluation of the programme

iii) Incorporation of apprentice feedback into programme developme nt and
operational delivery

iv) Ensure the devel opment of templates of memoranda of agreements with
a Employers
b Education Providers

Developing assessment instruments that adequately support certification of
achievement of learning outcomes, employ appropriate grading systems, and all
necessary appeal mechanisms. The assessment systems should embrace both on -
the - job and off -the-job phases. ( See section 9).

Apply ing to the awarding body for validation (see 5.5-5.6)

Developing such administrative systems as are necessary to ensure efficient and
effective management of programme provision, including tracking and managing
apprentices’ progress. (see section 10.1 )

Managing the programme during operational delivery. (see section 8; section5 )

Develop ing and maintain ing systems for access (in collaboration with employers
of apprentices), transfer, progression, and expulsion of participants, includi ng all
necessary appeal processes (see section6 )

Coordinate the actions of other providers of education and training, who are
involved in curriculum development and in programme provision. See sections
3.4and5

Coordinate with employers to ensure (i) tha t recruitment of apprentices takes into
account the knowledge, skill and competence requirements to have a reasonable
chance to complete the programme and (ii) the effective and efficient training of
apprentices within the workplace to reach programme lear ning outcomes.

Where the relevant occupation is regulated (whether by law or in fact) the
coordinating provider consults with regulators to ensure that the criteria for
access to the apprenticeship and the apprenticeship programme remain
consistent with ap plicable regulation.

Agree and implement a system with employers for evaluation and review of
employer training capacity and for addressing any gaps in that capacity.

Ensure that any expansion of the consortium, through additional providers or
employers, has due regard to any relevant quality assurance matters.

Develop and integrate into its existing quality systems , @ quality system to manage
curriculum and assessment updates and improvements where multiple providers

are involved, so as to ensure that the national character of the curriculum is
maintained and that the approved curriculum is implemented by all collaborating
providers, in accordance with the unique validated programme for the
apprenticeship . (See Section 3.4; Section 12)
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3.4  Addition of Employers or Academic Institution

The addition of an employer or academic institution to the apprenticeship programme should

be considered carefully. Any institution being included in the programme will be subject to

the following:

1 Due dil igence process a s outlined below

1 The institution should complete a self- assessment °as to how it can meet with the
requirements of the apprenticeship programme. This self- assessment will be based
on the requirements of the Statutory Authority as determined from time to ti me. At
minimum, the employer must demonstrate that it can:

a. Satisfy quality assurance requirements to be a registered employer.

b. Ensure the range of business activity is such that the apprentice will receive
instruction in a sufficient range of skills, know ledge and competences, to
satisfy the intended apprenticeship programme learning outcomes (see h).

This will be identified through a review of the module learning outcomes and
appropriate evidence deemed acceptable as validated by QQI.

c. Employ staff who ar e capable of imparting the training necessary to enable or
help learners to achieve the intended programme learning outcomes.

d. Have a designated mentoring and supportive structure in place with trained
staff capable of providing guidance and support to the apprentice throughout
his/her training.

e. Have an apprenticeship management and administrative structure in place
capable of li nking with and promptly exchanging two - way data with off - the-
job providers, as necessary for the holistic formation of the apprentice.

f. Take part in reviews, at appropriate intervals, of the employer’s capacity to
continue as a trainer either at the employe I’'s own request or based on
statistical evidence, or reports from apprentices, or reports from off - the - job
providers on performance of apprentices from that employer.

g. Where appropriate take part in cooperative training where the training of an
apprenticei sshared between several employers, so that employers with limited
technical range could employ apprentices, and ensure their holistic training by
placing them for periods with other employers.

h. Participate in processes for the transfer of apprentices shoul d they require it
due to business disruption or other reasons

The addition of an employer or academic institution may be as a result of expanding numbers
of apprenticeship places or the replacement of an existing provider.

The final decision to accepta new employer or academic institution lies with the Consortium
Steering Group in association with the Authorised Officer of the Statutory Agency.

The template for the MOA between NCI and another education provider is outlined in
Appendix 4: Agreements

3.4.1 Appeals
Appeals against a decision not to admit or to exclude an employer from an Apprenticeship
Programme should be made to the Statutory Agency.

® Asof 4/7/16, This process is subject to final agreement between SOLAS and the Consortia
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3.5 Partner Institutions
Partner institutions are defined as either

1 Organisations forming an apprenticeship consort ium
1 Employers Participating in the apprenticeship programme
1 Academic inst itutions who are a collaborating provider

3.5.1 Due Diligence Process

In addition to consideration of the academic suitability and business viability of the proposed
apprenticeship , the College will need to be assured that any proposed new partner institution

is of an appropriate standing. This involves several integrated processes:

1 A ‘Due Diligence’ investigation of a range of relevant information relating to the
partner institution.

1 avisit to the prospective partner institution by relevant staff;

1 ‘Internal due diligence’ i.e. the strategic fit and benefit to the College of the
apprenticeship programme.

This strategic fit of the partnership and programme is carried out by the School and
programme team prior to submitting the initial programme proposal as outlined below.

3.5.2 Due Diligence investigations of prospective Partner Institutions

As part of the process of considering whether to work with a partner institution, the College

will carry out a ‘Due Diligence’ investigation in order to assure itself that the proposed partner
is one with which it would be happy to collaborate. The purpose of this process is to satisfy

the College that the partner has the requisite legal standing, fi nancial and academic resources
with which to engage in partnership with NCI. This investigation should include the legal

status of the prospective partner or agent, and its capacity in law to contract with the College

and the awarding body.

The Registrar ’s/Company Secretary’s Office will ask prospective partners to supply the
following documentation:

1 An Annual Report (akin to the College’s Annual Review);

1 A set of Annual Accounts;

9 Details of Professional Indemnity insurance cover, such as a letter from the partner
Institution’s brokers confirming this cover and its extent;

91 Details of employer training and development structures which outline how the
employer envisages that learners will be able to meet learning outcomes, be afforded
appropriate support and mentoring and the administrative structures available to
support communication between NCI and the employer

1 Details of any addit ional education provider structures which outline how the provider
envisages that learners will be able to meet learning ou tcomes, be afforded
appropriate support and mentoring and the administrative structures available to
support communication between NCI, th e CSG and the employer

1 CVs of staff who will be teaching on relevant programmes (where relevant ).

To supportand su bstantiate this information, other sources of information will be investigated
as follows:

1 The QASS Office will undertake a review of the propos ed partner institutional

21



National
College
Ireland

including investigation of institutional mission;

1 The QASS Office will un dertake a review of QQI , QAA (in the UK) and appropriate other
e.g. SOLAS, WRC to investigate whether there have been any reports relating to the
proposed partner;

1 Where applicable, the International Office will seek information from appropriate
organisations in Ireland and abroad about the standing of the proposed partner and
whether they have any existing collaborations with other Irish HEIs;

1 A review of the infor mation systems provided by the partner (where appropriate) to
ensure that required data on learners can be held securely and exchanged with NCI

1 A review of data protection legislation and arrangements to ensure that learner data
can be released to NCI for  submission to required regulatory and awarding bodies

1 Areview of requirements for intellectual property, non - disclosure agreements and any
other security arrangements which may affect assessment and access to learners and
records relating to the  apprentic eship programme

3.5.3 Partner approval
Visits to prospective Employer Partner Institutions

The visit to the prospective employer partner institution will normally be undertaken by a n
appropriate member of staff from the Professional Education & Training Dept., QASS and a
representative from the Consortium Steering Group. Other staff, may from time to time,
accompany them. Many of the items outlined below can be reviewed using documentary
evidence. The visit should be used to explore in more depth and/or provide clarity if required.

The visit to the prospective partner institution will involve the following

1 Consideration of the quality of the training and learning facilities in relation to the
proposed programme(s), including library and IT resources. The member of staff of
the relevant School or Department will have a particular responsibility in this area;

1 meeting key teaching and other staff of the proposed partner, where relevant;

1 arrangements in place for the mentorship of the apprentice

1 arrang ements in place for ensuring that the proposed on the job curriculum can be
delivered

Following the visit, the representative of the QASS office will produce an agreed report for
consideration by Academic Council

Visits to prospective  Collaborating Provider  Partner Institutions

The visit to the prospective  collaborating partner institution will normally be undertaken by
an appropriate member of staff of the relevant School or Department and also by a member

of the QASS office. Other staff, may from time to time, accompany them. Many of the items

outlined below can be reviewed using documentary evidence. The visit should be used to
explore in more depth and/or provide clarity if required.

The visit to the prospective partner institu tion will involve the following:

a. Consideration of the quality of the teaching and learning facilities in relation to the
proposed programme(s), including library and IT resources. The member of staff of
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the relevant School or Department will have a part icular responsibility in this area;

b. meeting key teaching and other staff of the proposed partner, where relevant;

c. consideration and discussion of a range of academic issues relating to the partnership

including:

1 the Partner Institution’s existing quality assurance arrangements;

1 arrangements for managing the partnership (including the committee
structure);

1 proposed quality assurance arrangements for the programme(s), including
Annual Programme Reports and future Periodic Review and Revalidation;

1 arrangements for seeking the views of student (representation and

evaluation);

assessment arrangements, including External Examiners;

learner complaints and appeals procedures;

learner welfare support and facilities;

admissions arrangements, including admissions criteria, English language

provision (where appropriate) and the minimum and maximum size of a

cohort;

1 arrangements for marketing of and recruitment to the programme
(including website and publicity material);
9 staff training and development, and staff appraisal;

d. discussion of a draft Memorandum of Agreement (based, particularly, on discussions

related to issues set out in (c) above);

e. where appropriate, an observation of teaching;

f.  Where appropriate, meeting  a group of existing students.

= =4 =4 =4

Following the visit, the representative of the QASS office will produce an agreed report for
consideration by Academic Council

3.5.4 Consideration and approval of Due Diligence information

On receipt of the relevant documentation and other pieces of evidence, these will be
considered as follows:

1  The Finance Office will consider the set of Annual Accounts and provide a brief report
to the Registrar’s Office indicating whether these are satisfactory;

1 The Registrar’s Office will confirm whether the partner Institution’s Professional
Indemnity insurance cover is appropriate;

1 The Registrar’s Office will produce a summary report on the complete Due Diligence
process, including the Academic du e diligence process for consideration by the
Academic Council and also, in relation to the financial aspects of due diligence,
Executive Board. This report will form part of the documentation required for the
interim checkpoint of the Development phase as described above.

In the case of the expansion of the apprenticeship programme to additional employers or

collaborating providers, the summary report of the Due Diligence process will also be provided
to the Consortium Steering Group.
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3.5.5 Timing of Due Dil  igence investigations

Whilst there is the potential for the Due Diligence process to take a little time, the College will

seek to ensure that this does not stop innovation and proposals for partnership coming
forward. The Due Diligence process is intend ed to run in parallel with the development of a
Business Plan and with the programme ap  proval process for an apprenticeship and can begin
as soon as approval has been granted at the feasibility phase.

In the case where an apprenticeship programme is bein g expanded to add a new employer
and/or collaborating provider, this process will commence when an application to join the
apprenticeship scheme is made.

3.5.6 Reciprocal Due Diligence

The College is aware that the Due Diligence process is sensitive, both financially ~ and culturally.
The investigation will therefore be conducted with appropriate tact and diplomacy, particularly
as it is the expectation that any future partner will be a well - established institution with an
excellent reputati on. Nevertheless, a Due Diligence investigation is something which the
College is obliged to carry out and this should be made clear to prospective partner
institutions at the outset. However, in order to act in a transparent way and to encourage the
development of a partnership, the College will provide the following documents to a proposed
partner on a reciprocal basis:

1 The Annual Report
The Annual Accounts (Financial Statements);
The College Prospectus;
A copy of the College’s most recent Institutional Review report (or equivalent) ;
Confirmation of the College’s Professional Indemnity insurance;
A standard note setting out the legal standing of the College and its relationship with
awarding bodies

=A =4 =4 -4 =

3.6  Relationship with Role of Authorised Officers

In carrying out the due diligence processes outlined above, NCI recognises the role of
Authorised Officers in

A conducting an assessment site visit to assess the Employer’s Suitability to Train
Apprentices

A assessing and approving employers to register apprentic es, through SOLAS Employer

Approval and Code of Practice

3.7 Memorandum of Agreement

NCI and partner organisations  should establish a formal agreement to be known as the
‘Consortium Agreement’. Academic Council will approve such agreements on advice from the
Company Secretary/Executive Board.

The operation of these agreements will be monitored by the QASS office and reported to the
Risk Committee of Governing Body.

The Memorandum of Agreement should assure that ‘on the job’ and ‘off the job’ training
provisi on and associated services are provided in a streamlined manner and in compliance

with QQI QA guidelines, awarding body requirements and the policies of the statutory
regulator, funding bodies and with other parties with legitimate requirements.
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3.7.1 General arrangements
A memorandum of Agreement should be created between NCI and the Consortium Steering
Group which will;

a) Establish and specify the partnership/consortium (indicating the partners, including
identifying the Coordinating Provider and the designated address for communication);

b) Ensure that processes are in place by which partners might leave the partnership
and new pa rtners might be admitted;

¢) Ensure that the rights and obligations of all partners are clear;
d) Agree terms of MOA and MOU between Coordinating Provider and other partners;
e) Ensure that the nature of the services to be performed by each partner is ¢ lear;

f) Specify the scope of the agreement and the relevant programme and the award that
it will lead to and the awarding body;

g) Establish the period of the agreement;

h) Establish the conditions under which the agreement will be reviewed and under
which it will be renewed,

I) provide for the amendment of the agreement;

i) Ensure that the entities (normally the Coordinating Provider and employers of
apprentices) that learners can hold legally liable for any deficiencies in the provision
of educatio n and training is clear;

k) Specify any limitations on liability and provide for mutual indemnification;

[) Provide for the resolution of disputes arising in respect of the agreement;
M) Provide for the termination or suspension of the agreement (settin g out the
conditions under which this can be done) having regard for learners concerned,;

n) Ensure that appropriate arrangements are in place for the protection of apprentices
and in all cases for residual obligations to learners on termination of the agr eement;

0) Ensure that appropriate arrangements are in place for the protection of apprentices
in cases where an individual partner cannot fulfil its obligations;

p) Name the jurisdiction within which the agreement is enacted and should be
interpreted;

g) Ensure that a process is in place for addressing disputes in respect of the
agreement, including any perceived breaches of the agreement and grievances by
learners and involved employees;

r) Oblige partners to participate in the programme review/accre ditation/validation
process required by the apprenticeship awarding body and to comply with any
conditions that are attached to review/accreditation/validation;

s) establish quality assurance procedures for the programme and require partners to
cooperate and participate in the quality assurance procedures and in related quality
evaluations whether internal or externally organized, while ensuring that quality
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assurance procedures applying to the collaborative programme should be recognized
as meeting the re quirements of the awarding body;

t) Provide for the apprenticeship awarding bodies to monitor the quality and standards
of the programme and associated services;

u) Collect and maintain the information required by external quality assurance
agencies or f or National or European agencies such as the Europass Diploma
Supplement;

v) Require that partners will encourage and make provision for cooperation between
their staff in respect of the programme.

3.7.2 Financial arrangements (subject to the terms and conditi ons of the relevant
funding body)

w) Specify the entity, normally the  NCI, as Coordinating Provider, that is accountable for the

funds disbursed to the consortium;

x) State financial arrangements that
A i. address the distribution of any funds allocated to the programme;

A ii. assure each partner’s capacity to account for income and expenditure
involving the consortium;

A iii. meet all legal requirements in all of the involved jurisdictions;

A iv. make adequ ate provision for protection for learners as described under
paragraph m) and n)

3.7.3  Specific Programme Requirements

Agreements between NCI as co -ordinating provider and individual education partners
involved in the delivery of specific programmes will have additional s pecific arrangements in
respect of each of the programmes covered by the agreement . These will specify the
programme’s essential parameters including prior learning and other admission
requirements, programme assessment strategy and intended learning outcomes; they will
also

91 specify the awarding body or bodies and including the necessary awarding
agreements;

1 require, and provide for, the partner providers as appropriate to joi ntly contribute to
the provision of the programme;

1 specify the regulations (recruitment, access and admission, academic standard,
transfer, progression, assessment, appeals, complaints etc.) that apply to learners or
prospective learners concerned while e nsuring that the procedures for access, transfer
and progressio n determined by QQI are implemented,;

1 specify in detail the rights and entitlements of learners (including necessary learner
support services) at each of the partner provider sites and how the relevant services
will be delivered and how access to same by learners should be assured;

1 deal explicitly with the provision of, and access by learners to, human and material
resources;

1 specify in detail (with explicit rationale based on the learning out come standards
required by the awarding body or bodies and any other requirements needed for
approval) the programme assessment strategy and learner assessment procedures for
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the programme and the conditions under which an award will be recommended and
pro vide for the appointment of external examiners;
require that partner providers will encourage and make provision for cooperation
between their staff in respect of the programme;

deal with intellectual property rights relevant to the programme

A template for this memorandum is available in Appendix 4,

3.8 Memoranda of Agreement with Education Providers and/or Employers

NCI should also enter into a Memorandum of agreement with other educational providers
delivering the statutory apprenticeship programm e. The agreement should provide for the
following:

a) Ensure that the rights and obligations of all partners are clear

b) that the nature of the services to be performed by each partner is clear;

c) Specify the scope of the agreement and the relevant programme a nd the award that it
will lead to and the awarding body;

d) Establish the period of the agreement;

e) Establish the conditions under which the agreement will be reviewed and under which
it will be renewed,;

f) provide for the amendment of the agreement

g) Provide fo r the resolution of disputes arising in respect of the agreement;

h) Provide for the termination or suspension of the agreement (setting out the conditions
under which this can be done) having regard for learners concerned;

i) Ensure that appropriate arrangeme nts are in place for the protection of apprentices
and in all cases for residual obligations to learners on termination of the agreement;

a. Ensure that appropriate arrangements are in place for the protection of
apprentices in cases where an individual part ner cannot fulfil its obligations;

b. Name the jurisdiction within which the agreement is enacted and should be
interpreted;

i) Ensure that a process is in place for addressing disputes in respect of the agreement,
including any perceived breaches of the agre ement and grievances by learners and
involved employees;

k) Oblige partners to participate in the programme review/accreditation/validation
process required by the apprenticeship awarding body and to comply with any
conditions that are attached to review/acc reditation/validation;

[) require partners to cooperate and participate in the quality assurance procedures and
in related quality evaluations whether internal or externally organized, while ensuring
that quality assurance procedures applying to the collabor ative programme should be
recognized as meeting the requirements of the awarding body;

m) Require that partners will encourage and make provision for cooperation between their

staff in respect of the programme
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n) Set out expectations with respect to appointment and selection of staff
0) Set out expectations with respect to attendance at meetings

3.8.1 Memorandum with Employers

Employers are statutorily required to sign Code of Practice for Apprenticeship. NCI proposes

that employers are also requested to enter into an MOA with NCI and its education providers

S0 as to ensure that all aspects of the relationship are managed. It is accepted that this may
be considered an additional overhead, however in the interests of good practice and MOA
between NCI and the Employer is also proposed in Appendix 4.
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3.9 Data Protection and Confidentiality

All activities relating to apprenticeship delivery are subject to current data protection
legislation.

Recognising the sensitive and secure nature of the workplace, particular care should be

taken when using workplace data in assessment. The memorandum of agreement with all
parties should clearly indicate the permissions, processes and security clearances required

to allow Academic Supervisors, External Examiners and any other staff members appropriate
access to such data. A template non disclosure agreem ent is included in the memorandum
of agreement between NCI and the employer.

All evidence for consideration as assessment must be pre - approved by the workplace
mentor in advance of it being submitted and considered for assessment. However, its detalil
must be sufficient to allow appropriate and due consideration of that assessment.
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4 Roles involved in the Development, Delivery and Management of an
Apprenticeship  Programme

4.1 Role overview
ROLE
Academic supervisqAS)

Purpose

To visit apprenticegjeliver portfolio tutorials and
monitor apprentice progress (attendance, completion o
evidence, general pastoral care)

Point of contact with Workplace Mentor

Member of PC

Number

1:8 apprentices

May be module leader

Programme DirectofPD) | Academic oversight of the programnrecluding 1
managemehor delivery at other providers
Escalation point for Workplace Mentor
Point of contact for Academic Supervisor
Chair of PC
The PD may also be an AS
Lecturer Deliver taught modules At least land
Member of PC multiple if
[ SOGdzZNENR YIF & 0S Indin@an sdalf { delivered in

other locations

Apprentice Advocate

Person in company who is responsible for apprentices,
liaison with PD, etc. Could be liaising with several PDs
multiple programme involved

Possible member of CSG

Member of PC

Advocate for apprentice if dispute arises with
mentor//College

1 per company

Line Manager

Will most likely
be their
workplace
mentor

Workplace
Mentor

Apprenticeship manager

Authorised Officers

May be a $ marker

Will contribute to assessment

Member of PC

Liaison with AS

h@dSNrXrff RIFe& (G2 RIF& NBaLRy
responsibility as Gordinating provider

Monitoring apprenticeship on behalf of SOLAS

1:xapprentices
per company

1 per ETB region
represented in
delivery

4.2 National Programme Committee

As apprentice programmes have a national remit, the National Programme Committee as
defined below has a related but distinctly separate role to NCI’s other programme

committees. See section 7
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Programme Director ~ of a National ~ Apprenticeship Programme

The Programme Director provides academic leadership for a programme through planning
and chairing of the National Programme Com mittee.

Key Areas of Responsibility:

Academic Leadership

|l

=

Primary responsibility for convening and chairing National Programme Committee
meetings which take place at least once each semester and/or other times as

required.

Primary responsibility for ensuring that the minutes of National Programme
Committee meetin gs are taken by a Programme Co - Ordinator or nominee and are
recorded on the School portal site by the Programme Co - ordinator.

Primary responsibility for ensuring adherence to the Terms of Reference for National
Programme Committee meetings set out in Secti on 4.2 of this Quality Assurance
Handbook.

The work of the National Programme Committee encompasses:

- Ensuring that the programme is well managed and that academic standards
are maintained

- Periodic evaluation of the of the relevance and quality of the prog ramme as it
refers to the occupation

- Ensuring there is a reasonable balance of work for the learner and that
assessments are appropriate, fair and varied to meet the learning outcomes

- Ensuring that the assessment and feedback timetable is scheduled and
com municated to students at the beginning of the academic year and that the
assessment structure is available to students

- The preparation, maintenance and publication of a Programme Handbook

- Review External Examiner Reports and implementation of improvements

- Review of learner feedback and implementation of improvements

Take an overview of exam broadsheets to identify and query any anomalies

Support the Vice - Dean with programmatic review

Escalate programme compliance issues e.g. exam deadlines not being met to the
appropriate Vice - Dean

Write annual monitoring report with feedback and input fr om members of the
National Programme Committee, local Programme Committees and other fora and
foll ow through on the implementation of any recommendations

Co- ordinate with the Marketing Department and CSG the preparation of programme
marketing material and ensure that marketing mater ial provided for brochures , on
the web - site and other communication ¢ hannels is up to date

Deal with academic concerns relating to the Programme and liaise with the Vice -
Deans as appropriate.

Programme Management
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1 Through the Apprenticeship manager , advise the CSG on issues arising with the
programme

1 Advise and assistthe CSG in the admissions process as appropriate

1 Advise the need to recruit Associate Faculty, Teaching Assistants, Lab Assistants to
the relevant Vice - Dean

1 Input to updating Job Descriptions as needed

1 Sit on interview panels for Associate Faculty

1 Give guidan ce to new (Associate ) Faculty and Teaching Assistants  and those from
other education providers by giving them an overview of the programme, an outline
teaching content, cover assessment types, dates, deadlines and giving student
feedback, importance of at tending Programme Committee meetings, schedule for
Programme Committee meetings, clarify any queries from Associate Faculty
regarding their job description.

1 Sign- off time - sheets for Associate Faculty, Teaching Assistants and Lab Assistants

Academic Standards
1 Chair the standardization meeting and ensure that the report of that meeting is
provided to the external examiner

Student Relations & Pastoral Care

1 Present to students at Orientation and cover course content, assessment structure
and dates, how student academic queries/problems are handled, student discipline,
plagiarism

9 Liaise with appropriate Departments regarding student supports and pastoral care

1 Ensure that Class Rep meetings are planned and attend them, that minutes are taken
by a Programme Co- Ordinator and that a response is given and action taken on
issues that arise

4.4  Academic Supervisor
The Academic Supervisor is based at the providers institution and is responsible for the
following:

a) Supervision of the completion of the learners Work Based Learning modules.

b) Weekly group m eeting throughout the year of  allocated apprentices (n o more than 8)
through the delivery of support based seminars e.g. portfolio building,project
management etc.

c) Actively monitoring apprentices submission of evidenc e and alerting apprentices as
to when this is falling behind. Monitoring will look at both the quality of what is
submitted and the frequency with which the apprentice engages with their portfolio.

d) The Academic Supervisor will visit an apprentice in their place of work at least twice
in each academic year. At each visitthe  Academic Supervisor will meet with the
learner, and also the Workplace  Mentor.

e) Review the delivery of the programme, together with the development of the
apprentice with workplace mentor and apprentice at these visits.

f) Review and d iscuss assessment issues, progression of the e - Portfolio, and the
opportunity to ass ess evidence demonstrated at these visits
g) The first visit will take place between weeks 4 and 6 of the a cademic year. Each visit

will typically take 1 hour
h) Be first or second marker of apprentices work based assessment
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i) Take part in standardization meetings which consider the assessment of workbased
learning
i) Advise the workplace mentor on assessment and evalu ation of evidence
k) The Academic Supervisor may also be a lecturer of a taught module and may also be

the Programme Director.

4.5 Lecturer

The faculty member sits on the programme committee and is responsible for the quality of

the delivery of the module being taught and acting on feedback from learners. They may

also be appointed as module leader where common modules are delivered to multiple

cohorts or at multiple locations. As module leader , it is the faculty member’s responsibility
for its review and develo pment and acting on feedback from learners, internal or external
reviewers.

Key Areas of Responsibility:

Teaching
1 Lecture to apprentices on the programme

Provide a professional support to learners in their learning activities.

Facilitate tutorials associated with | ectures .

Participate in committees appropriate to programmes.

Make available information as required by the NCI's management in a professional

context.

Prepare reading lists and handout materials for learners.

Set, correct assessment and given written feedback  for modules taught.

I Set correct and give written feedback on project work, research work and
dissertation.

1 Facilitate skills development workshops.

9 Liaise with library re: reading materials, booklists, etc.

=A =4 =4 =4

= =4

Programme Developme nt

1 Assist in the development of existing programmes.
1 This may involve drafting submission documents, liaison with the validating bodies,
promoting, implementing and reviewing programmes
General

Act as a Programme Director/Leader *

Assist in the develo pment of NCl's School.

Participate in relevant professional development activities.

Participate in Academic Council meetings and staff meetings

Contribute to academic and disciplinary committees as requested.

Be available to apprentices at notified times outside of class contact hours for

guidance and support

1 Attend College functions such as various exhibitions, school visits and other external
events

1  Work on short programmes, training and consultations which may arise

=A =4 =4 -4 4 -4

* Unless specif ically contracted to do so, Associate Faculty do not engage in these activities.
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4.6 Workplace Mentor
Each apprentice will be assigned a mentor within the employing organisation who will be an
experienced officer within the financial services organisation.

The Mentor will use their specific organisational and industry knowledge to guide learners
through their apprenticeship, helping them to navigate corporate culture and gain confidence
in the application of their learning from all modules on the programme.

4.6.1 Role of the Workplace Mentor
The apprentice’s interests are paramount in the mentoring relationship. The role of the
mentor is to:

1 Act as an advocate of the programme within the IFS organisation understanding the
background and context of it from a strate gic point of view and how that translates
to the workplace.

1 Attend and participate in the Mentor Development Programme provided by NCI and
leverages opportunities to share learnings and gain insights from other mentors

91 Build an open and honest relationshi  p and create an atmosphere where the apprentice
feels safe to try out different ways of doing things.

1 Support and encourage the apprentice’s personal development and learning by giving
confidential feedback to reinforce what the apprentice does well, and h elp in areas
where he/she wants to develop.

1 Help the apprentice to take increasing initiative for his/her own learning and
development and to take increasing responsibility for managing the mentoring
relationship.

1 Supports the development of the apprentice through leveraging internal learning and
development opportunities that are relevant to the learning outcomes and goals

9 Fully understand what subjects the apprentice is covering whilst at college and
reinforcing this within the workplace.

1 Challenge the apprentice to tell or demonstrate what he/she has learnt and correct
any misunderstandings and reinforce the knowledge gained.

1 Try to facilitate the apprentice in working on tasks that relate to the subject recently
taught at the college.

1 Discuss with the apprentice what assignments he/she needs to complete and ask them
to tell you how they will go about it.

91 Discuss with his/her Academic Supervisor what evidence is required and try to help
them to gain it through task allocation.

1 Share your experiences of i nteresting and challenging jobs with your apprentice to
create enthusiasm in these areas.

4.6.2 Workplace Mentor s Expectations of the Apprentice

The apprentice should seek development opportunities, undertake self - learning and get
support and encouragement at  a pace wh ich suits him/her. Initially, the apprentice may not
feel very clear about what he/she wants from mentoring, and so the role as mentor is to help
define these - although they may change as the mentoring process develops.
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4.6.3 Workplace Mentor ‘s /nteraction with the Academic Supervisor
As the Mentor is integrated in to the overall apprenticeship programme the Academic
Supervisor will act as a point of contact for queries and will support the mentor and
apprentice. The Academic Supervisor  maintains overa |l responsibility for each apprentice’s
progression during their time on the programme . The Academic Supervisor can help

support mentoring arrangements, provide backup, briefing, training, and provide action plans
for the apprentice.

4.6.4 Support and Training to Be Provided to the Workplace Mentor

Workplace Mentors will be given appropriate support and guidance to make work - based
assessment decisions. Workplace  Mentors will attend three training days at NCI per academic
year. The first will be prior to the commencement of the programme at the beginning of
September, and further development will be provided at workshop meetings held mid -
academic year in January, and end of academic year in May. As part of the workshops, the
assessment rubric will be explained which will act as guidance when making assessment
decisions. See als09.3.1) .

In addition, Work place Mentors will be supported and partnered by an Academic Supervisor
who will act as Second Marker. The Academic Supervisor will make a minimum of two
scheduled visits per academic year (one in each semester) to the Apprentice’s employer. Not
only will the Academic Supervisor meet with the Apprentice at the work place, but the
Academic Supervisor wi Il also meet with the Workplace Mentor. Fu rthermore, the Workplace
Mentor will be able to contact the Academic Supervisor by email, phone, electronic
conferencing, should they wish to avail of support

The Programme Dire ctor will also be available as an escalation point for Workplace Mentor to
contact.

4.7  Apprenticeship Manager

Reporting to the Vice President, the Apprenticeship Manager is responsible for the
management of apprenticeship provision at NCI. The purpose of this role is to take a high
level view of the totality of apprentice provision and ensure that the lines of communication

remain clear between all parties.

The Apprenticeship manager has day to day responsibility for discharging NCI’s role as Co-
ordinating pr ovider as outlined in 3.3..

The Apprenticeship manager will also be a key contact point between the Programme Director

and Consortium Steering group and with individual employers. Rather than a range of
Programme Directors interacting with the same employ er, it is currently deemed more
appropriate use of resource to appoint a single point of contact to be the liaison.

The Apprenticeship manager will represent NCI on the Consortium Steering Group

The Apprenticeship manager will also be the main point of contact for the funding and
Statutory Agencies

The Apprenticeship manager will chair the Apprentice Implementation Group (AIG)
The Apprenticeship manager will be a member of the National Programme Committee.

This responsibility however, does not undermine the individual responsibility that a
Programme Director has for the apprenticeship programme, h/her learners or the normal
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academic relationships between Deans, Vice Deans and their programmes and academic
committees.

4.8

Apprentice Advocate

The apprentice a dvocate is employed by an enterprise that has been registered as an
apprenticeship employer. It is expected that this person is in a position which has oversight
of the organisations apprenticeship provision and has sufficient influence to act as advocate
on behalf of the apprentice should they find themselves in dispute with either their mentor,
academic supervisor or programme director, in relation to any aspect of the programme.

Where it is found that the unit in which an apprentice is placed is unable to provide a
particular learning opportunity, the Apprentice Advocate will facilitate transfer to another
unit within the organisation.

If the learning opportunity is not available within the employer organisation, the Apprentice
Advocate in association wi th the Academic Supervisor, will assist the apprentice in sourcing
an appropriate alternative

The Apprentice Advocate acts a point of con tact with the Apprenticeship manager

4.9

49.1

Programme Co - Ordinator

Roles and Responsibilities of Programme Coordinator

The Programme Co - Coordinator is responsible for providing Administrative Support to
faculty members within the School and is a primary administrative point of contact with
apprentices .

Key Responsibilities in relation to Apprenticeship provision

f
f
f

Provide high - quality co - ordination support for programmes in the School

Provide a high quality of service to students of the College.

Respond professio nally to enquiries from apprentices , Class reps, academic
supervisors, Workplace Mentor s, off - campus contacts and faculty on a range of issues.
Effective interaction with other units in the College such as the other School s,
Professional Education & Training, Student Services, Registrar’s Office, Fees and
Examinations.

Ensure that College Policies, outlined in t he QA Handbook, for programme
management and delivery are adhered to.

1 Provide Faculty with information regarding timetables, course notes, student numbers

and location of lectures.

1 Assist the Programme Directors in the production of examination results and

broadsheets.

1 Act as secretary to the Programme Committees.

1 Introduce themselves to and regularly attend the class groups they support.

1 Be alert to developing problems and raise to the appropriate level as soon as possible.
1 Respond to and address stude nt complaints.

1 Check availability of resources e.g. Library, IT.

1 Alert Faculty and Apprentices  to planned assessment schedules and deadlines.

9 Assist in orientation and registration.
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1 Record and follow up on exam/assessment absence, medical records and att endance.

1 Compilation and maintenance of all Programme material, module descriptors and
distribution to the student body.

1 Assist in the timetabling process of relevant programmes assigned.

1 Assist with programme co -ordination for other programmes for other a reas as
required.

9 Assist with ass essment processes

1 Provide administrative support for the College’s formal student feedback mechanisms
such as Class Rep meetings and student surveys.

1 Provide cover for Reception.

1 Any other duties as assigned by Senior ~ Administrator or Dean.

4.10 Authorised Officers

A network o f Authorised Officers based in ETBs, manage, support and administer a portfolio
of apprentice approved companies and apprentices within their region on behalf of

SOLAS. They operate under a certificate of appointment as Authorised Officers by the Chief
Executive Officer of SOLAS under section 43 of the Industrial Training Act 1967, as amended
(“the Act”).

The Authorised Officers  provide an independent brokerage through which the integrity of
the overall Apprenticeship programme is maintained and are a critical link between the
Coordin ating and Collaborating Providers, the apprentice and the employer. They currently
carry out a range of functions on behalf of SOLAS including, but not limited to:
A conducting an assessment site visit to assess the Employer’s Suitability to Train
Apprentice s
A briefing employers on their roles and responsibilities in relation to the on - the - job
elements of the apprenticeship

A assessing and approving employers to register apprentices, through SOLAS Employer
Approval and Code of Practice

A approving and registeri ng new apprentices and apprentices changing employers

A providing an objective information and guidance service to all apprentices
registered

A monitoring of employers during the apprentice’s on- the - job phases

A maintaining apprentice and employer records

As Coordinating Provider,  NCI will work in collaboration with the network of authorised
officers and will fully brief the authorised officers on the programme specific criteria for
employer suitability to train apprenticeships as outlined in the validated p rogramme
documentation.

On validation of the programme, a schedule of briefings will be conducted for authorised
officers by the Programme  Director and programme committee representatives.

4.11 Main Communication Touch Points between NCI and Employers
The employer representative roles may the same person depending on the size of the
organisation and/or scale of apprenticeship provision within that organisation

NCI representative ' Employer Representative Nature of Interaction
Apprentice ship Apprentice Advocate 1 Business to business
Manager relationship with NCI

1 Information and issues arising
toand from Consortium
Steering Group
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NCI representative Employer Representative Nature of Interaction

il

Issues arising with individual
apprentices and with their
progress on the programme
Issues arising from groups of
apprentice s at that site  and their
progress across the programme
(s)

Matters escalated from

Academic Supervisor

Matters escalated from
Workplace Mentor

Programme Director

Workplace Mentor

Feedback on programme related
matters

Escalation point Issues arising
with individual apprentices and
their progress on the
programme

Escalation point Issues arising
with groups of apprentices and
their progress on the
programme

Academic Supervisor

Workplace Mentor

=a =

Assessment of learners
Feedback on
programme/module related
matt ers

Issues arising with individual
apprentices and their progress
on the programme/module
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5 Programme Proposal , Development and Approval

Table 1 outlines the four phases of programme development at National College of Ireland

and the associated outputs associated with those phases for apprenticship provision activities.
A full description of this process is outlined in the quality assurance handbook, which is
graphically represented in Figure 3 . Where new programmes are being proposed or existing
programmes are being put forward for differential validation, the programme team will
comprise representatives from NCI and the Consortium Steerin g Group .

Programme development should be carried out in the context of QQI’s policy and criteria for
programme validation, 2016.

6

Phase Feasibility Development External
Validation
Interim Internal
Validation
Outputs Programme Interim Internal Programme Awarding body
Proposal Checkpoint Review Submission report
Form form Report Document
Partner Due Programme Draft Signed
Profile Diligence team Agreement (As Agreement
Report response agreed by between NCI &
partners and  partners
NCI)
Initial  Risk Final Self- Certificate of
Analysis Submission Assessment Accredi tation
Document
Final
Occupation
profile

Table 2: Programme Development Process & Outputs

In developing or amending programmes for apprenticeship provision, the following general
principles apply:

Programme development teams  must ensure that:

1 The Programme is placed at the appropriate level of the National Framework of
Qualification s and th at the Professional Award Type Descriptors as published by QQI
at the appropriate level of the National Framework of Qualifications.

1 The Minimum Intended Programme Learning outcomes should have due regard to the
Occupational Profile of the occupation being provided for.

1 Arrangements for admission compl y with the College’s regulations for Access,
Transfer & Progression (Chapter 6)

1 Arrangements for assessment comply with the College’s assessment regulations
which are subject to Assessment & Standards, 2 013 and its sectoral conventions as

® QQI, 2016: Policies and criteria for the validation of programmes of education and training
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published by QQI (Chapter 4)

1 Procedures for external examining align with the College’s regulations on external
examining (Chapter 4)

1 Schools will be required to prepare a Programme and Module Handbook, developed in
line with the College’s template.

Any derogation from regulations should be clearly outlined in the programme validation
document.

40



\*
\ National

College«
Ireland

Apprenticeship Programme Development Phases and Process

Initiation Feasibility Development to Interin Dev to Internal Pane Application to QQJ

Engage with

revision

Prepare PPF
stakeholder =
group&
define initial REPERIDEES
8 oP
O
Reregister with
Apprenticeship
NCI as CP 1 Council
—
3
s
[=]
o 2
=0 Liaison to 1
N finalise level
@ and outcomes Consultation& Consultation&
in relation to Reivew Review
the OP
% A A
D
E = Prepare Finalise
E G A4 programme content,work
© outline .
5 e Commence based
S =3 L OP Needs L N assessment
o 9
>
<8
o

?
2 Review& Revise
o against outcome
=
= Commence Conduct .
g due diligence Internal Submit to QQI
> validation
[5)
o A
1%}
j=N
o ; p— Review Interim
QL Review PRE 1 Checkpoint
=
[<5)
h=]
[
< v v

N

l v

Approve to submit|
o QQI

Approve PPF L] Approve to final

development

Figure 3: Overview of Programme Development Process at NCI
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5.1 Establishmentofa  Programme Development Committee

The Programme Development  Committee is formed which will represent both a technical
understanding of the needs of the occupation, the employment potential and the edu cation
and training dimensions of an apprenticeship programme.

Membership of the Programme Development Committee should have the skills necessary to
steer the apprenticeship program  me development. Membership should always consist of

1 prospective employers of apprentices, or practitioners in the occupation,

1 representatives of providers of education and training services who have experience
in programme design and a thorough understanding of the National Framework of
Qualifications and awards standards

1 representatives of occupational associations, trade unions, o ccupational regulators
as appropriate

The Programme Development Committee should  always include persons who are
representative of employers and off - the- job providers and its gove rnance, constitution and
operation should ensure an employer - led development approach.

The Programme Development Committee should be formed prior to the final definition of
the Occupational Profile to ensure that the Occupational Profile is sufficiently d eveloped to
inform programme development.

Discussions, decisions and outcomes of the Programme Development Committee  should be
recorded on the appropriate programme development page on MyNClstafF

5.1.1 Recruitment to the Programme Development Committee

Requests for expressions of interest should be sought from representative organisations,
trades union, sectoral groups and education providers to be members of the intial
programme development committee

These requests should be made through formal fora and by the CSG

5.1.2 Application of Occupational Profile to the Programme

The Occupational Profile is part of the foundation on which the programme is built. The
Occupational Profile is expected to describe the skills, knowledge and competences that a
person should ha ve to practice autonomously in the occupation.

The programme development should start by establishing detailed intended apprenticeship
learning outcomes that are consistent with the Occupational Profile.

These should be further refined in light of the Q QI Professional Award Type Descriptors at
which point the most appropriate NFQ level should be identified.

Stakeholders should be consulted again  at this stage on the intended programme learning
outcomes before developing the programme.
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Once the intended programme learning outcomes are established, the programme can be
developed to enable learners to achieve those outcomes.

5.1.3 Award and Programme Title

The end result of an apprentice’s training should be the ability to practise the occupation
autonomously. T he occupation, in its general sense, should have a stable long - term brand
image in the public mind and the minds of employers.

In this respect, the programme team in making an application for validation, should ensure
the programme name and its associated award promotes a stable long - term occupational
brand image.

5.2  Feasibility Phase of Development
The feasibility phase examines the overall merits of the proposed programme and

collaborations with proposed partners involved so that a decision can be taken whe ther NCI
can commit to the further the development of the proposal and its role as co - ordinating
provider

The proposal as feasibility stage will be pr esented by the CSG and Apprenticeship manager

The information required  at this st ageis outlined inthe  programme proposal form. Mandatory
information required at this point is:

1. Confirmation that the occupational profile is sufficiently developed to enable the to
enable the development of programme learning outcomes (see 6.1.2)

2. An analysis of the market and demand for the programme as a whole using
international, national and sectoral reports. Typical sources would be OECD, FORFAS,
Dept Education and Skills etc.

3. Areview of similar programmes offered within Ireland or other jurisdicti ons. Similar in

this case may mean subject matter, programmes delivered into the specific industry,
apprentice programmes at the same level.
4. ldentification of additional education providers that may be required to deliver the

programme

5. Commitment from empl oyer organisations to take part in the programme development
phase

6. Identification of the Programme Director who will lead the development of the
programme to submission for validation and co - ordinate all activities required to

prepare the submission.

An output of this process is the completion of the initial risk analysis form (see Appendix 3)
and will contribute to the decision of Academic Council to proceed with p rogramme
development . A more comprehensive description of this process is contained in th e College’s

programme development process (Chapter 3, QA Handbook)

In the case of apprenticeship programmes, once approved for development , the due diligence
process described in 3 .5 above for each partner organisation will be commenced by the
Registrar.

5.3 Programme Design & Development

The development phase is divide dintotwo parts and is illustrated in Figure 4. See Appendix
2 for sample outputs
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5.3.1 Development to Interim Check Point

Atthe end of part 1, the programme team should complete the interim checkpoint document.
In the case of apprenticeship provision a detailed risk analysis will be undertaken. This risk
analysis will include the results of the complete due diligence process.

The purpose of the interim checkpoint is to ensure t hat the assumptions made regarding the
financial and academic viability of the partnership and/or programme in the feasibility phase

hold true and that any issues raised in the development of the programme with regard to its
viability ¢ an be addressed by t he College and/or the Consortium Steering Group

Due to the number of individual partnerships that will be a feature of an apprenticeship
programme, it may arise that after the checkpoint stage, individual employers may not be
considered appropriate to the apprenticeship programme. This finding will be required to be
shared with the Statutory Agency and with any representative body.

The programme development or collaborative arrangement may be abandoned at this point.

5.3.1.1 Programme Information Requirements

In preparing the programme for validation, the programme team should take account of the
information requirements required to meet QQl’s validation criteria. In the case of work based
modules, particular care should be taken to ensure that sufficient deta il is provided to ensure
that the learning outcomes can be consistently met across a range of organisations and
contexts without being so over - prescriptive that it is not transferable to these contexts.

5.3.1.2 Activities That Should be Completed at the End of P hase 1:
1 Identification of the structure of the programme
1 Identification of Taught and Workbased learning
1 Identification of assessment strategies for modules
1 Identification of any additional resources required to deliver the programme (physical,
technological

1 ldentification of any gaps in the staffing of the programme

1 consultation with regulators to ensure that the criteria for access to the apprenticeship
and the apprenticeship programme remain consistent with applicable regulation

il
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Figure 3: Consultation Activities During Programme Development
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1 5 year business plan for the programme

5.3.2 Development from Interim Check Point to Internal Validation

Phase 2 of development allows de  velopment of the programme to be completed and the detail
of any agreements to be completed with known employers and if relevant, education
providers.

5.3.2.1 Processes Required in this phase

During this final phase of development, consultation should be undertak en to ensure that the
design of the workbased modules in particular, meet the expectations of employers and line
managers on the ground and that the learning outcomes of the programme and modules are
achievable.

Methods by which this can be done include:

1 Workshops with existing employees in similar roles to map learning outcomes,
learning opportunities and samples of evidence

1  Workshops with line managers to validate this mapping

1 Validation with

It will also allow the programme team, in collaboration with the QASS office, consider how
quality assurance arrangements for the proposed programme are to be handled, paying
particular attention to the monitoring of those quality management functions which have been
delegated to the partner in stitution and which will be outlined in the memorandum of
agreement.

This will include arrangements for:

9 the operation of the Local Programme Committee and Examinations Board, and the
provision of annual reports to the School on an equivalent basis to t hat for
programmes delivered at NCI,;

1 regular monitoring of the programme and related learning facilities, including
frequency and purpose of visits to the partner institutions by the School;

1 mechanisms for students to provide feedback and to make complai nts/appeals;

9 creation of communications processes to facilitate on- going and regular contact
between the College , the programme Committee , workplace mentors and the
management of operational issues;

1 periodic review and revalidation (in line with the pol icy for programmatic  review and

revalidation of programmes).

The length of the development phase is dictated by the type of programme, the number of
proposed employers and whether validation is for a new programme or is an existing
programme which requir  es a differential validation due to the collaborative activity.

5.4  Consultation with Stakeholders
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The Programme Development Committee should consult with and advise representative
stakeholders, as the programme development evolves to ensure that at assump tions remain

valid and that the programme as developed serves the needs of the occupational profile.

5.5 Internal Validation

The internal validation process will evaluate the programme and its associated quality
assurance arrangements as submitted. Whilst an internal process, the evaluation panel has
representation from external academic and industry providers. Normally, these e xternal
members will have experience of apprenticeship provision in order to inform the process.

The purpose of the internal validation process is to provide feedback and additional
perspective to the application and to evaluate whether the submission as presented ,isfitto
be submitted to QQI for validation.

The programme team must submit the following for internal validation:
1 the programme submission document using the template provided
1 the draft agreements related to the programme
1 its self-assessment of the pro gramme against QQI ’s validation criteria and the
collaborative arrangements.

5.6 External Validation

This process , managed by QQI, results in the approval of the programme and the collaborative
agreements made with each employerin  volved in the apprenticeship programme.

5.7 Timing

Schools should note that developing an apprenticeship programme will necessarily require
involved, and often complex and lengthy, discussions with the Consortium steering group,
staff at partner instituti  ons and within the College.

The dates of committee meetings, such as Academic Council, are set prior to the
commencement of the Academic Year, Schools should consider these dates when establishing
their timetable.

The requirements of decision making structures within Consortium partners, individual

employers and QQI should also be explored and taken into consideration when programme
developm ent plans are being finalised.
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6 Access, Transfer & Progression
In keeping with NCI policy, specific attention should be given to progression and transfer
pathways for the Apprentice. The following are among the matters to be considered in

programme design and delivery

1 Transfer into the programme from cognate programmes, leading to awards at similar
or higher NF Q levels, and the extent to which the possibility of transfer with
advanced standing might apply.

1 Progression into the programme from cognate programmes leading to awards at
lower NFQ levels.

91 Transfer or progression from the programme into cognate programm es leading to
awards at similar or higher NFQ levels.

9 Ability of learners with specific needs to access the programme and the
apprenticeship

1 consultation with relevant regulators to ensure that the criteria for access to the
apprenticeship and the  apprenticeship programme remain consistent with applicable
regulation

1 Ensure mechanisms are in place to support learners with disability, mature learners r
learners from disadvantaged backgrounds.

6.1 Recruitment and Admission of Apprentices

General procedure s and principles of admission to NCI programmes are outlined in Chapter
6 of the Quality Assurance Handbook. The process below has been developed specifically
for access to apprenticeship programmes.

Recruitment processes put in place by the Consortium St eering Group must ensure that
the apprentice is likely to remain with the employer for the duration of the training, to fit

in with the organisation and to have the capacity and temperament required for the
occupation. In order to optimise this requirement , the admissions process for
apprenticeships is organised into distinct phases. These phases also recognise that a
candidate may elect to withdraw from the process and are illustrated in figure 5

6.1.1 Application

The application process is co - ordinated by NCI o n behalf of the CSG. Criteria for application
to the programme consist of both academic and personal criteria which must be agreed at

the programme validation.

6.1.2  Shortlist
Applicants are screened to ensure that the criteria are met and shortlisted applicants are
invited to an assessment event.

This event has two purposes:

1 It provides additional information to candidates thus improving their understanding
of what is required and the process involved

91 Verification of application details and assessment of fit wi th the occupation and
prospective employers

91 Shortlisting activities may include short interviews, aptitude tests, group activities
etc.
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1 Unsuccessful applicants should be provided with feedback on the reasons for which
they were not selected

6.1.3 Selection
Shortlisted applicants are then referred to employer organisations who have vacancies for
apprentices.

An applicant may be shortlisted for more than 1 organisation

As part of this process, additional checks may be carried out depending on the nature of the
apprenticeship eg garda vetting or credit checks

Successful applicants will be advised and referred to SOLAS for registration.

6.1.4 Appeals against selection decisions
Applicants may appeal a decision at any stage of the selection process as follows

6.1.4.1 Application & Shortlist
Applica nts may appeal decisions at these  stage s of the process to the Consortium. Grounds
for appeal are as follows:

1. The applicant believes there was an irregularity in the manner in which a query or an
application for admission was considere d or in which prior learning was evaluated.

2. The applicant wishes to appeal against the College’s admission criteria or RPL
criteria.

3. The applicant wishes to present additional documentation in support of his/her
original admission or RPL application. In th is case the applicant must also show good
reason why such documentation could not have been made available previously.

4. The applicant wishes to appeal against the manner in which the admissions or RPL
criteria were applied.

5. There is a breach of natural just ice

6.1.4.2 Process
An application for appeal must be made within 10 days of receipt of the decision made. The
applicant must use the Appeal form which shall include

I The name and address of the appellant.

1  The claimed ground for appeal which shall be in accordance with section 6.1.4.1
above.

1 The rights of the appellant in relation to the appeal. The appellant shall sign the
appeal form to confirm that he/she is aware of and understands these rights and has
or had not chosen to exercise the right of representation.

1  The time limit within which the appeal must be made

6.1.4.3 Desk - Based Review of Appeals

If an applicant enters an appeal, a desk review of the appeal is conducted to establish

whether valid grounds for appeal exist. In the course of the desk based review an appeal
may be found to be valid or rejected as invalid. If the appeal is rejected as invalid the
applicant is informed of the decision and of his/her right to appeal that decision. If the
appeal is found to be valid or he/she chooses to appeal the desk based rev iew decision a
preparatory meeting with the applicant outlining his/her rights is convened prior to the
appeal hearing.
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If an applicant appeals the decision of the desk based review a separate Appeal Board of
three is convened to hear the appeal of the desk - based review decision. If the Appeal Board
appointed to review the decision of the desk - based review finds in favour of the applicant

his/her appeal shall continue as if the desk based review had found the appea | was valid.

6.1.4.4 Composition of the Appeal Board

A standing panel of members drawn from the membership of the Consortium and of NCI will
be constituted annually  and approved by the Consortium Steering Group

Members of the Appeal Board should be external to decision makers on the application
under appea |.

6.1.4.5 Appeal Hearings

An Appeal Board must have a quorum of 3 and a record taken of proceedings.

The applicant has a right to bring representation to the hearing and should be notified at
least 10 days in adva nce of the meeting.

The hearing will proceed if the applicant decides not to attend the hearing.

The outcome of the appeal will be notified to the applicant within 5 days of the hearing.

6.1.4.6 Selection by the Employer
Appeals against selection by the Employ  er for a particular apprenticeship post must be
made using the appeals process of that employer for recruitment decisions.

6.1.5 Registration
Registration is a two - fold process

1 Registration of the apprentice and employer with SOLAS
1 Registration of the apprentic e on NCI administrative systems for the purpose of
managing the record of learning

6.2 Briefing of SOLAS Authorised Officer
The Apprenticeship manager and representative from the Consortium should arrange a
briefing with the appropriate Authorised Officer to i nform them of

9 The nature of the programme and curriculum

91 Details of the proposed employers of apprentices

1 The locations at which off - the - job training will take place
91 Delivery arrangements e.g. timetables

And any other relevant information.

6.3 Bridging Mechanisms

Where existing employees, whose prior learning is significantly less than the peer group, are

being proposed for registration, any learning gaps should be identified and appropriate
support offered through mechanisms e.g.

1 Mathematics support
1 English Language support
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6.4  Recognition of Prior Learning

In defining the entry requirements for a statutory apprenticeship, the programme

development team in conjunction with the CSG should identify opportunities for the

recognition of prior learning and clearl y define these within the programme documentation

and recruitment processes.
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Mechanisms should be put in place

a. to ensure the continued suitability of the apprentice to the training programme and
the employment regime;

b. to recognise particular aptitude for the occupation that may compensate for lack of
formal prior qualifications;

c. to address specific skill or competency deficiencies where apprentices meet the
eligibility requirement but lack qualifications which are normal for their group;

d. to establish the status of the ap  prentice within the enterprise and among their peers
in the community of practice;

Admission of the learner to the programme is co - ordinated and managed by NCI using criteria
set by Consortium Steering Group. The learner must meet the minimum entry require ments
that have been agreed as part of the programme validation process.

As part of the recruitment process, t he employer must have permission to share personal data
with NCI.

6.5 Learner Agreement

It is a statutory requirement that the employer and apprent ice sign the Apprentice Code of
Practice which outlines the expectations of those participants in the process.  This
agreement will be supplemented by negotiated learning contracts for each work based
learning module which will develop the detail of the lea rning opportunities to be made
available to the apprentice.

The learning agreement outlines dates by which activities mu st be identified and completed
and allows monitoring of standards through the Academic Supervisor.

Progress against these activities w il be re corded by the learner viathe  portfolio which is a
key component of all work based learning.

Itis in formulating this agreement that any gaps in capacity that an employer may have

should be identified and a clear alternative arranged for the app rentice. If the appropriate
learning cannot be provided within the apprentice organisation, sourcing it in another
organisation or via other means will be facilitated by the Academic Supervisor

6.6  Monitoring Apprenticeship Progression

Overall responsibility  for monitoring the progression of the Apprentice is assigned to the
Academic Supervisor.  This will be done via interaction with and the coordination of
information from a number of the colleges existing departments.

The record of Apprentice progress will be managed using NCI’s existing administrative
systems which will b e accessible to lecturers, academic supervisors and workplace mentors
who are situated both in on - the- job and off -the - job locations..

The following data will be considered as indicators by which progress will be monitored

1 Attendance, both at on and off - the- job activities

1 Participation in assessment activities, both formative and summative as outlined in the
programme assessment strategy

1 Registration with the disability support service as ap propriate

1 Engagement with college communication systems eg. Requests for online services
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1 Use of existing employer performance appraisal mechanisms to monitor continued
suitability for the occupation.
1 Outcomes of disciplinary processes

Monitoring will be  subject to data protection and privacy legislation.
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7 Programme Management & Delivery

The programme will be managed by a National Programme Committee which is chaired by the
Programme Director. All stakeholders will be represented on the Programme Committe e, the
apprentice being represented via the Class Representative system.

The programme will also have a dedicated programme co - ordinator (administrative function)

Programme Director

— |
Programme C®rdinator

g« B0

Academic Supervisor x n

Workplace Assessor x n

\
|
|
|
v
*
|
|
|
|
/

Apprentice Advocate

Programme Team

7.1 Membership and terms of reference for the Programme Committee

As apprentice programmes have a national remit, the National Programme Committee as
defined below has a related but distinctly separate role to NCI’s other programme committees.
Where delivery of an apprenticeship programme is exclusively at NCI’s campus or by NCI, the
National Programme Committee and Local Programme Committee are the same entity.

7.1.1 Terms of Reference
Each Programme Committee is in effect a sub - committee of the School Committee and is
assigned the following academic responsibilities, within the framework of the regulations laid
down by Academic Council:
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1 advising the School Committee, and as appropriate, Academic Council, on matters
relating to proposed or existing programmes, including those delivered by other
education providers

1 developing programme proposals after they have received outline planning approval
from the School Committee in advance of presentation to Academic Council

i assisting in processing such proposals through the appropriate Programme
Development process with a view to sec  uring approval of the programme from
Academic Council and external validation

1 monitoring the implementation of the programme on a national basis and regularly
report on matters to the School Committee who in tu rn will report to the Academic
Council

1 Provide feedback to be considered by the Consortium Steering group at its planning
and evaluation meetings
1 incorporating approved modifications in the programme after annual monitoring
1 supporting the critical self - evaluation of the programme and the preparatio n of
revised documentation and other tasks in relation to the five - yearly programme
evaluation process
9 ensuring the highest standards of academic excellence for the learner from all
faculty
91 collating and p reparing an annual Programme Monitoring report in October outlining
the following
o Changes to the curriculum and its component parts that have been approved
subject to the procedures outlined for programme review and evaluation
o Presentation and analysis of Retention, Progression and Completion statistic
for the previous session
0 Abstract of external examiner reports for the programme for the previous
session
0 Review of the learner intake for the current session
o Continuation of any Professional Exemptions available
o Plan atimetable of assessments atthe b  eginning of the academic year to
ensure that there is a reasonable balance of work for learners taking the
programme.
o0 Prepare a list of texts and equipment that learners will be required to
purchase and use.
0 Prepare and maintain a programme handbook for le arners (suggested
contents include: College calendar, an introduction to the Department
running the programme, where to get help, schedule of assessments and
examinations, approved programme schedule, grading schemes, aims and
objectives of the programme, regulations for special purpose areas, required
equipment and books, approved syllabus details.)
o0 Carrying out such other functions as are considered appropri ate, subject to
the approval of the School Committee

The Programme Committee may establish sub - committees and working parties, some of
whose membership may, with the approval of the School Committee, be from outside the
Committee or from outside the college, subject to approval of Academic Council and
Governing Body.

Where a programme is offered by another education provider, a Local Programme
Committee will be constituted which becomes a sub - committee of this programme
committee. The LPC will be chaired by a Local Programme Director (LPD) who is responsible
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for the management of the programme at this location. The LPD will be a member of the

Programme Committee. See section 12

The National Programme Director  shall be responsible for reporting the decisions and views
of the National Programme Committee toth e School Committee and/or the CSG and for
ensuring that the relevant decisions and views of the CSG and/or School Committee are
communicated to and implemented by the Programme Committee.

7.1.2 Membership of National Programme Committee
The membership of each  Programme Committee shall comprise of the following members and
be appointed by the Dean of School:

1 Programme Director of the programme (Chair )

1 Members of faculty involved in the delivery of the programme, including those
employed by other providers

Co- opted members as necessary (Dean of School approves such positions)
Programme Co - Coordinator

Learner Representation via Class Representative Liaison mechanism

Representatives from the Apprentice Implementation Group

At least 2 representatives  from the FSI Consortium

Local Programme Director s if applicable

1 Apprenticeship manager

= =4 =4 -4 -4 -4

7.1.3 Meetings

A Programme Committee will meet at least once each semester and/or at such other times as
required. A Programme Committee may take submissions from members who are unable to
attend a scheduled meeting. These submissions should be submitted to the Programme
Director.

In order to optimise attendance and representation, meetings will be scheduled to facilitate
online attendance

7.2 Class Representative System

The class representative system may be more appropriately referred to as ‘cohort’
representative system. In order to facilitate a cohesive grouping of apprentices, particularly if

they are dispersed among a number of employers, each cohort will elect a repres entative.

If an employer has a large number of apprentices, it may also be appropriate that an individual
company may have a representative.

7.3 Delivery Schedules

The proposed delivery and scheduling of the App renticeship programme will be outlined in

the pr ogramme validation document. As outlined above, the design of the programme should

take the expected primary location of the ‘on the job’ aspect of the programme into account
and ensure that the delivery schedule is appropriate to the intended learner prof ile.

7.4  Attendance

The apprentice’s record of attendance at off - the- job learning will be monitored and data
shared between NCI and the apprentice’s employer. Engagement with learning will also be
monitored by the Academic Supervisor through the monitoring of evidence gathering.

7.5 Disruption of Apprenticeship
An apprenticeship programme may be disrupted for a variety of reasons including;
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Redundancy ;

Irreconcil able d ifferences with employer ;

Academic failure ;

lliness or other personal circumstance which may affect the learner’s ability to

participate in the programme.

E

7.5.1 Redundancy/Irreconcilable Difference

In these cases, efforts will be made to place the apprenti ce with an alternative employer in
order to complete their apprenticeship. If this is not possible, learners will be offered an
opportunity to transfer to a similar academic programme offered by NCI or another academic
institution.

7.5.2 Academic Failure

The learner will normally be allowed up to 4 attempts to successfully complete a module.
Reassessment arrangements of an ‘on the job’ module will require agreement with the
consortium

7.5.3 Personal Reasons

Should a learner be required to leave an apprenticeship pro gramme prior to completion, every
effort will be made to accommodate or facilitate transfer to a relevant academic programme
where the credit for any modules completed will be recognised as appropriate.

7.6  Supports for Apprentices,

7.6.1 NCI Support Services
As re gistered learners of NCI, learners have full access to all of the support services available
to learners:

91 Library & Information Services
1 IT services
1 Learning Development

0 Maths support

0 Academic Writing

o Computing support
Careers & Employability Services
Disability support services
Medical & Counselling Services
Students Union/Clubs and Societies
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A comprehensive induction and orientation programme will be provided to all apprentices in
order to ensure that they are aware of the services available to them as | earners, the role of
the various stakeholders in the apprenticeship and their obligations as an apprentice.

In addition each apprentice will be appointed a Workplace Mentor who will act as advocate
and mentor to the Apprentice.

7.6.2 Duty of Care

Consideration should be given to the duty of care required for apprentices that are under 18,
particularly if the design of the programme requires block delivery at a distance from the
apprentice’s primary employment location.

Employers will be required to ensure gard a vetting has been completed if it is anticipated that
learners will be under 18 on admission.

NCI garda vetting policy will apply to ‘off the job’ locations.
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7.6.3 Development of Communities of Practice

A schedule of events should be organised to bring cohorts of apprentices together. These
can be organised as part of the delivery of the programme e.g. seminars, guest lectures as

well as social events.

In addition to the development of a representative forum, the development of alumni groups
and clubs and/or so cieties should be encouraged.

The VLE should be used to encourage the creation of virtual communities where apprentices
are not located in clusters.

7.7 Code of Discipline
In recognising that the Apprentice is an employee, matters arising or complaints rela ting to
the Apprentices’ employment will be dealt with via the Employer’s grievance procedures.

Apprentices are subject to the College’s code of discipline. If a learner has been sanctioned

as a result of this disciplinary process, this may have an impac t on the employment of the
learner depending on the severity of the offence. This decision is made by the employer.

Issue Process

Plagiarism or the use of unauthorised material NCI Code of Discipline
during an examination/assessment or other

breaches of the examination regul  ations

Failure to adhere to Invigilators instructions during NCI Code of Discipline
an examination/assessment

Furnishing false information to the College with NCI Code of Discipline
intent to deceive

Forgery, alteration or misuse of College documents, NCI Code of Discipline
records or identity cards

Verbal or Physical abuse of another person NCI Code of Discipline
Malicious destruction, damage or misuse of College NCI Code of Discipline
property or of private property on the campus

Illegal retention of library materials NCI Code of Discipline
Forcible occupation of College buildings and NCI Code of Discipline
grounds

Unwarranted interference with the College safety NCI Code of Discipline
equipment, fire fighting equipment and alarm

systems

The outcomes of disciplinary processes will be made known to the employer.

As members of the College community, apprentices have an obligation to know and abide by,

in addition to the laws of the state , all College policies and procedures, including the College
Code of Discipline. In this regard, the College has developed relevant policies and regulations
statements designed to offer all Learners a friendly and safe environment. In general, the
College expects that the common sense of a mature and responsible individual will determine

if the behaviour is one that should be avoided and may be adjudicated. The provisions of the

Code of Discipline continue to apply when a Learner is outside the campus on an academic
exercise or representing the College in any way. Learners should be aware that they are viewed

by the public as representatives of the College and they are expected to behave in a manner
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that reflects positively on themselves and the College.

7.8 Disciplinary Committee

The Disciplinary Committee is appointed by the Academic Council and shall be constituted as
follows:

Registrar or Nominee of the President

Four (4) members of Academic Staff

One Learner representative who sits on the Academic Council
Recording Secretary

el A

Four members shall constitute a quorum.

The Registrar may nominate an alternative in the event of her/his unavailability. The Learner
Body may nominate one alternative mem  ber and the Academic Council may nominate two
alternative members.

The Disciplinary Committee shall investigate the case and recommend an appropriate penalty,
if any, should be imposed in each case. This recommendation from the Disciplinary
Committee wi Il then be presented by the Registrar at the Examinations Board for approval

Where the Disciplinary Committee has made a finding that there has been a breach of an
examination regulation, for example plagiarism, it shall make such recommendations to the
Examination Board as it considers appropriate to include but not limited to a recommendation.

M That a Learner’s marks shall be reduced

That the Learner be deemed not to have passed their exam

1 That other examinations sat by the same Learner at the same e xamination sitting be
declared void

1 That other forms of assessment undertaken in that academic year by the same Learner
be declared void.

9 That the Learner be suspended from College for a specified period

=

Recommendations of a disciplinary meeting are to be made known to the Course Director and
Dean of School immediately after the meeting and in advance of Assessment/examination
boards, including progress boards

7.9 Appeals Committee

The decision of the Examinations Board on major offences may be appealed to the Appeals
Committee appointed by the Academic Council and shall be constituted as follows:

1 President
1 Three members of the Academic Council who did not sit on the original Disci plinary
Committee

1 One Learner representative who sits on the Academic Council who did not sit on the
original Disciplinary Committee
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1 Recording Secretary
Four members shall constitute a quorum.
The President may nominate an alternative when s/he is unav ailable.

In the event of a tied vote the President or nominee shall exercise the casting vote. Notice of
Appeal from decisions of the Examinations Committee shall be lodged in writing within 10
working days of receiving formal notification of the decisio n or penalty of the Examinations
Committee. The written notice of appeal must state briefly the grounds on which the appeal

is made. The Appeals Committee shall endeavour to reach its decision by majority and shall

in its discretion decide the appropriate penalty, if any, that should be imposed in each case.

Decisions of the Appeals Committee shall be final.

7.10  Major Offences

Without prejudice to the general power of the Registrar to decide whether an alleged offence
is major or minor, the following exam ples would normally be regarded as major offences.
This list is not exclusive.

1 Plagiarism or the use of unauthorised material during an examination/assessment or

other breaches of the examination regulations

Failure to adhere to Invigilators instructions during an examination/assessment

Furnishing false information to the College with intent to deceive

Forgery, alteration or misuse of College documents, records or identity cards

Verbal or Physical abuse of another person

Malicious destruction, damage or misuse of College property or of private property on

the campus

lllegal retention of library materials

Forcible occupation of College buildings and grounds

1 Unwarranted interference with the College safety equipment, fire fighting equipment
and alarm sy stems

= =4 =4 -4
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7.10.1 Rules Regarding both Major and Minor Offences

The provisions of this paragraph shall apply to major offences and minor offences equally. A
member of the Disciplinary Committee may not be a member of any Appeals Committee
considering the same case

No member of the Disciplinary Committee or of the Appeals Committee shall adjudicate in

any case in which he/she is to prosecute or be a witness. An accused person has the right to

speak in his/her own defence and call witnesses, including character wit nesses, at hearings
of the Disciplinary Committee and of the Appeals Committee.

Persons reporting instances may also call witnesses. An accused person may also be
represented at any hearing. The Disciplinary Committee and the Appeals Committee may seek
advice from any expert  or person they think fit and shall have the right to invite such persons
to attend at any hearing of the Disciplinary Committee or the Appeals Committee.

62



i—
~
.\'*

National
College«
Ireland
7.10.2 Penalties
The committees shall determine the actual penalty to be applied having regard to the

seriousness of the incident and the guidelines set out in this manual. These penalties may be
applied either separately or in combination. Without prejudice to its right to impose such
penalties or make such recommendations as are cons idered appropriate in any case, the
Registrar, or Disciplinary Committee, or Appeals Committee as the case may be, shall be
empowered to:

1 Deem the candidate to be innocent of the allegation(s). In such a case the examination
board shall be instructed to ¢ onsider the assessment or examination results in the
normal manner.

1 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
examination/assessment regulations.

1 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 committee shall determine the
period of time which shall elapse before the Learner is entitled to be reassessed.

1 Suspend a Learner from College for any specified period of time.
1 Expel a Learner from College.

91 Prohibit a Learner from sitting any examination or assessment.
1 May impose such fines as are considered reasonable.

i May require a Learner to attend additio nal or other lectures or programmes or
undertake additional academic work.

7.10.3 Notification Procedure

Academic Affairs shall notify the Registrar in writing and without delay of a suspected
regulations offence. The head invigilator present at the examination/assessment will forward
a full report of events to the Director of Learner Life. In the event of a suspected serious breach

of Examination Regulations a Disciplinary Committee will be formed by the Registrar.

In such cases, the candidate shall  be notified in writing through the office of the Registrar at
least three days in advance of the meeting of the Disciplinary Committee in relation to the
following:

1 The precise allegation(s)

1 The entitlement to present a response either orally or in writin g to the Disciplinary
Committee

1 The entitlement to be accompanied or be represented at all hearings conducted by the
Disciplinary Committee

1  The inquiry schedule.
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The Learner shall notify the Registrar of the person(s) to accompany him/her, and their statu
at a meeting of the Disciplinary Committee.

The Learner will be notified of the decision of the Examinations Board within 10 days of
Examinations Board meeting.

7.10.4 Inquiry Procedure

The Director of Student Services will forward all relevant information to the Registrar.

The Disciplinary Committee shall assemble to consider the allegation(s) as soon as possible
following the reporting of the incident. Each case(s) shall be considered separately and only
on the basis of unambiguous evidence available to the Disciplinary Committee.

The Disciplinary Committee 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 a majority
decision. Other than the Recording Se cretary, no other person shall be present during the
period of adjudication.

The reports and/or written submissions shall be made available to the Learner in advance of
the committee hearing.

The Learner shall be notified in writing through the office of the Registrar of the outcome of
the deliberations
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7.11 Code of Practice for Academic Honesty & Integrity

Academic honesty and integrity is central to NCI’s learning community and all
studnets and staff are expected to uphold this principle.

The purpose of this code is to ensure that assessments are valid, reliable, have
integrity and are fair to all. This policy is to ensure that student engagement in
assessment is honest and reflects the work and abili ties of the student and that it
provides a response, feedback and consequence to issues concerning possible
breaches in a timely and transparent manner.

The code also lays out the process for managing alleged breaches and stipulates
penalties

Academic di shonesty arises when someone misrepresents someone elses work as
their own. This can take many form s, the most common of which are outlined below

7.11.1 Breaches of Code

7.11.2 Plagiarism
Plagiarism arises when extracts from someone else’s work are used without
acknowledgement, i.e. in the case of written work , not italicised, not set in
guotation marks and not referenced. This is not limited to text but can also include
graphics, tables, photographs, video, music and computer code. Plagiarism is also
submitting the same piece of work for assessment under multiple modules;

The submission of plagiarised materials for assessment purposes is fraudulent and
all suspected cases will be investigated and dealt with appropriately by the College
following the procedures outlined here and with reference to the Code of Discipline

All work submitted by students for assessment purposes is accepted on the
understanding that it is their own work and written in their own words except where
explicitly referenced using the accepted norms and formats of the appropriate
academic discipline. NCI’s house style of referencing is the Harvard Style

Whilst some cases of plagiarism can arise through poor a cademic practice with no
deliberate intent to cheat, this still constitutes a breach of acceptable practice, and
requires to be appropriately investigated, and acted upon.

Regulations, guidelines and procedures regarding plagiarism should be made widely
available and included in programme handbooks, websites, school noticeboards or
appropriate handouts to learners.

Plagiarism can arise through ignorance and therefore it is important to ensure that
learners understand what is meant by the term and the se riousness of the offence.

This should be reinforced by faculty when distributing assessment briefs.

Learners are required to sign a short declaration that work submitted by them for
assessment purposes is their own. This statement should be attached to a submitted
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piece of coursework, essay or dissertation and should also require acknowledgment
that the learner has read and understood the plagiarism regulations.

Plagiarism detection software (Turnitin) has been introduced to assist learners in
tracking poor academic practice.

7.11.3 Cheating in assessments or examinations
Receiving, possessing, distributing or using any unauthorized material or assistance
in the submission of any assessment (formative or summative) or academic
requirements of a programme

7.11.4 Coll aboration
The unauthorized collaboration on individual assignments or representing work from
collaboration as individual work

7.11.5 Outsourcing assessment
Having others complete assessments for oneself

7.11.6 Impersonation
Impersonating or having someone else attend where credit is given and/or mandatory
attendance is required

7.11.7 Fabrication
Fabrication or or falsifying results of research

7.11.8 Knowingly aiding and abetting academic misconduct
Cases in which students knowingly permit others to copy their work shall also be
subject to the procedures outlined here and considered an offence.

7.11.9 Process for coursework

If a lecturer has concerns that a student may have breached the code, s’The communicates to
the student stating concerns and that a second opinion is being sought.

A second opinion is sought of a qualified person (programme director, Dean/Vice Dean,
subject specialist, Director CRILT etc)

Following review, both assessors may agree an outcome or may call the student for a verbal
examination to support and validate t he outcomes as indicated in the written assignment.

The outcome may be no breach or referral to the Disciplinary Committee.

The review will take place no later than 5 days after s/he is first alerted to the possible
breach.

The Disciplinary Committee wil | take place no later than 10 days after the outcome of the
review.
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7.11.10 Process for Assessment under examination conditions

In the event of a suspected case of breach of examination regulations, the invigilator and a
witness where possible will ensure the following procedure is followed:

9 Collect suspect evidence in breach of examination regulations or in the case of oral
comm unication, inform the Learner that the activity is in breach of examination
regulations and that the incident is going to be reported and brought to the attention
of the Examinations Office.

T Contact the Examinations Office and inform the examinations admi nistrator of what
has occurred. The examinations administrator will then inform the Director of Student
Services immediately

1 Ensure the details are recorded fully and accurately on the form provided (To be signed
by Invigilator concerned, and Senior Invi  gilator for the session).

9 Ensure the evidence is attached to the form in the case of notes etc.

The Senior Invigilator and Examinations Officer should discreetly interview the Learner
concerned (befor e he/she leaves the exam room) and ¢ heck that the recorded details are
correct. Record whatever explanation he/she may give on the Invigilator Report Form. The
Learner must be informed that this may be dealt with as a suspected breach of examination
regulations and that a report will be passed to the Regi strar.

The Learner may be instructed to continue with the remainder of his/her examinations. The
incident must be handled in a confidential and discrete manner.

The student will be made aware of the process to be followed within 5 working days of the
rep orted incident

7.11.11 Outcomes and Consequence
All breaches of the Code will be dealt with by a Disciplinary Committee. The Disciplinary
Committee is appointed by the Academic Council and shall be constituted as follows:

Registrar or Nominee of the President

Four (4) members of Academic Staff

One Learner representative who sits on the Academic Council
Recording Secretary

© N o U

Four members shall constitute a quorum.

The Registrar may nominate an alternative in the event of her/his unavailability. The Student
Body may nominate one alternative member and the Academic Council may nominate two
alternative members.

The Disciplinary Committee shall investigate the case and recommend an appropriate penalty,

if any, should be imposed in each case. This recommendat ion from the Disciplinary
Committee will then be presented by the Registrar at the Examinations Board for approval
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Where the Disciplinary Committee has made a finding that there has been a breach of an the
Code, it shall make such recommendations to the Examination Board as it considers
appropriate to include but not limited to.

Offence ‘ Sanction Mitigation
Academic Misconduct Ist Offence Subsequent
Offence
1 Plagiarism 1 Academic Level
a. Poor Warning & Fail 1 Stage
Scholarship academic 1 Other personal
essay circumstances
b. Minor Assessment Suspension which may affect
to be the student’s
resubmitted progression
c. Major 2™ sitting Expulsion
Suspension
1 year
1 ‘Outsourcing Expulsion 1 Academic Level
M Stage
1 Other personal
circumstances
which may affect
the student’s
progression
1 Unauthorised Fail and Suspension 1 Academic Level
Collaboration resubmit, 2 "™ 1 Stage
sitting { Other personal
circumstances
which may affect
the student’s
progression
9 Distributing Suspension Expulsion 1 Academic Level
unauthorised material 1 year 1 Stage
1 Other personal
circumstances
which may affect
the student’s
progression
1 Being in possession Suspension Expulsion 1 Academic Level
of unauthorised 1 year 1 Stage
material in an 1 Other personal
examination circumstances
which may a ffect
the student’s
progression
1 Fabrication Expulsion 1 Academic Level
i Stage
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Offence ‘ Sanction Mitigation

1 Other personal
circumstances
which may affect
the student’s
progression

1 Impersonation Expulsion 1 Academic Level

Stage

1 Other personal
circumstances
which may affect
the student’s
progression

=

1 Aiding & Abetting Suspension Expulsion 9 Academic Level
1 year 1 Stage

Other personal
circumstances which may
affect the student’s
progression

7.12 Complaints

In recognising that it may be difficult to disentangle the workplace from the learning
experience in an Apprenticeship environment the, Apprentices will be guided as follows in

order to assist them direct complaint or query to the correct place. Regardless of the process
in use, NCI has responsibility to ensure that the progression of the apprentice through their
programme of study is facilitated. This list of issues will be updated from time to time.

Issue Process to Use

Difficulty with taught modules - feedback or | NCI complaints procedure
general concern

Difficulty with gaining timely feedback on NCI complaints procedure
evidence submitted to portfolio

Difficulty with access NCI services eqg library, NCI complaints procedure

IT, restaurant etc

Difficulty in gaining access to good learning NCI complaints procedure
opportunities at place of work

Difficulty in getting feedback from Employer grievance procedure
workplace mentor

Mentor keeps changing Employer grievance procedure
Difficulty in being released for study or to Employer grievance procedure
attend class

Il treatme nt from a fellow apprentice from NCI complaints procedure
another employer

Il treatment from a fellow apprentice from Employer grievance procedure
my own organisation at work

Il treatment from a fellow apprentice from NCI complaints procedure

my own organisation at College

Il treatment from my workplace mentor Employer grievance procedure
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7.12.1 NCI Complaints Process

The following process is designed to resolve concerns as speedily and effectively as possible.
Most concerns can be addressed successfully in informal means (before writing a formal
complaint); however, if informal resolution is unsuccessful, the formal pr ocess is available.

If you have a concern, we expect youto express it, and notsomeone else.  If you hame another
person in expressing a concern, they have a right to know what is said about them as soon as
possible, and who is raising the issue. Any fe ar of retaliation as a result of raising a concern
will not be tolerated. Confiden tiality will be maintained when appropriate. All concerns are
taken seriously. It is assumed they are legitimate. If an expressed concern is found to be
malicious the College may have to consider disciplinary proceedings.

We will respectfully deal with each concern and deal with it in the context of our policies and
resources.

There are five steps in expressing a concern:
Step 1: approach the person responsible for the concern.

You should first address concerns directly to the person responsible to attempt to resolve the
matter informally

Step 2: approach the person responsible for the area about which you have the concern.

This may be the Programme Director, Head of Depart ment/School or Head of  relevant Service .
Many concerns can be dealt with  informally by explanation and discussion. If you need help
in expressing the concern, or are reluctant to approach the person(s) responsible, you can
seek advice from the Programme Director, Learner Services Officer, the Students’ Union
Executive or the Registrar.

Step 3: make a formal complaint in writing.

If you are unable to resolve the concern informally by discussion and explanation you can
lodge a formal complaint with the Registrar. A formal complaint must be in writing. Please
give the relevant Service the following details in a letter:

 Your name and contact details
1 The nature of the concern

1 What action, if any, has already been taken by you to attempt to resolve the
concern

1 Any prior action by the College in regard to this concern

1 say whatwould be expect ed to be done to resolve the complaint
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The written formal complaint  will be sent to:
0 The appropriate Head of School if ~ the complaint is about academic matters
o All other formal complaints should be sent to the Registrar
Step 4: acknowledgement of the complaint.
You can expect to receive a written acknowledgement of the complaint within 20 (Twenty)

working days of its receipt. ~ You wil | be kept informed if there is undue delay in coming to a
conclusion on the complaint. If the person dealing with the complaint thinks it would be better
dealt with by someone else, or that it should be dealt with under some other procedure, you
will be in formed what is happening.

Step 5: investigation of the complaint and response

The complaint will be investigated as quickly as possible and you will receive a written
response upon completion of that investigation that details what action, if any, is to be taken.
Appeals

If you remain dissatisfied after the conclusion of the investigation described above, you can

write to the President who will investigate him/herself or will identify a suitable person (or
body), who has not been involved in dealing w ith the complaint, to investigate further. Please
note that the President cannot be involved in complaints at an earlier stage. The President is

the final point of appeal within the College and complaints addressed to him/her which have

not previously been investigated by the Registrar normally will be referred to the appropriate
person.

Monitoring and feedback

All formal complaints will be monitored. Annual reports on complaints will be made to the
President and presented to Academic Council for conside ration.

You have the right to feel safe where you learn and where you work. If you think you are being
mistreated by another employee or your employer you should contact a member of your HR
Department. If you think you have been hurt or ill - treated by an other student or a member of
the College Staff you should follow the steps above.

Similarly, if you have a complaint to make in relation to your workplace, you should contact
the relevant member of staff (HR or Line Manager) and follow their procedures as advised.

8 Staffing of Apprenticeship Programmes

8.1 Requirements from the Employer
Participating enterprises are required to designate staff who:
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1 manage the recruitment and initial orientation of apprentices;

1 have sufficient professional expertise and authority to allow for mentoring of
apprentices;

have mentoring training;
act as liaison with the off - the - job providers in delivering the programme;

have an agreed set of responsibilities with respect to apprentices;

= =2 =4 =4

have, where appropriate, the skills ne  cessary to assess apprentice progress and to
confirm the achievement of learning outcomes;

9 are the designated reporting contact to the coordinating provider;

9 consider establishing benchmark trainer/apprentice ratios
1 have completed the induction training for the specific programme with which they are
involved.

8.2 Faculty Profile for Off - the Job Modules
Where practicable, faculty teaching on off - the job modules should be practitioners or have
significant recent experience within the sector.

Prior to commencing d elivery on the programme, the faculty member must complete the
Apprentice Programme induction programme

8.3 Workplace Mentor

Any person involved in mentoring or assessing an apprentice on the job will be formally
appointed as such by the employer and will be required to attend a series of training events
organised by NCI and the Consortium Steering Group prior to commencing their role.

8.3.1 Induction and Training of Workplace Mentor s
A comprehensive induction and training p rogramme will be delivered to the Workplace
Mentor s. Areas covered will include as  appropriate:

1 Organisation and management of the programme

Technologies used in delivery and administration of the programme
Learning outcomes and their ~ assessment

Workbased learning and its assessment

Services available to them and to apprentices that they are supporting

= =4 =4 =4

This will consist of a blended approach consisting of workshops, on line webinars and
coaching. An indicative sample is laid out below

Learning  Format and Outcomes
intervention interval
Mentor Induction and 1 day Clear understanding and/ or ability to apply:

Programme | workshop 1 Strategic nature of programme and how that

Orientation translates in their organisation
Before the 1 Roles and responsibilities
programme 9 Apprentice assessment process including
commences role in validating portfolio

9 Difference between evidence portfolio and
internal development plans and how to link
the two
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Learning  Format and
intervention interval

Coaching essentials | On line
webinars at
intervals
throughout
the year

Assessment process | | day
assessment
workshop
After semester
one

Mentor end of year | day
consolidatio workshop = workshop with
1:1 coaching
opportunity
with NCI

8.3.1.1 Record of Training and CPD
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Outcomes

I Support mechanisms available to mentors
throughout the  programme

Clear understanding and ability to apply key
coaching tools and techniques:

1 The coaching process e.g. GROW
Feedback tools e.g. AID, BOOST
Listening and questioning techniqu  es
Building trust and relationships
Relating to your apprentice to optimise
their performance

= =4 =4 =4

Clear understanding of and/ or ability to apply:
1 Apprentice assessment process
1 Implementing the Rubric
1 Reviewing examples of evidence
1 NCI method of assessment and evaluation

Ability to apply and/ or share:

Assessment process to achieve apprentice
performance rating and conversion using NCI
rubric developed for programme

Learnings from the programme experience with
other mentors and recommendations for year 2

Records of participation at initial training and continuing professional development of
Workplace mentors will be recorded on the College’s CRM system in order to maintain
records and to ensure that training is renewed as required.
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9 Assessment

Assessment of apprenticeship programmes should be undertaken in accordance with the
College’s procedures and regulations which are compliant with Assessment and Standards,
2013 as published by QQI. For the avoidance of doubt, Chapter 4 of NCI’s Quality Assurance
Handbook should be interpreted as policy for Apprenticeship programmes, with the following
exceptions;

1. Pass by compensation is not permitted for modules designated as work based learning
2. The number of repeat attempts that a learner may make for any module is subject to
agreement by the Consortium Steering Group !

In addition to the general requirements of assessment, the following procedures should be
followed.

9.1 Assessment of Off the Job Learning

The internal examiner is responsible for ensuring the preparation of all assessment materials.
Where a module is being delivered in the same semester by more than 1 lecturer, the module
leader is responsible for preparing materials. All lecturers delivering the module must be
consulted in the preparation of assessment m aterials.

The Internal examiner (module owner) shall submit to the Examinations Office all

examination papers or part examination papers, for which he/she is responsible , that have
been reviewed and agreed with the External Examiner , in accordance with the  dates and
conditions specified by the College. Each paper will be accompanied by a marking scheme,
outline answers and/or model solutions as appropriate.

In order to assure the quality of assessment, all summative assessment should be
internally reviewe  d by the subject group or appropriate review group appointed by the
School prior to being submitted to the External Examiner. This process should assist in
ensuring that the assessment tests the appropriate programme learning outcomes as
approved and that any anomalies or inaccuracies can be detected.

Where a module is being delivered to multiple cohorts during the same timeframe, the same
assessment should be taken by all learners. In the case of unseen examinations, if it is not
feasible to hold the e xamination at the same time for all cohorts, different papers should be
provided.

9.2 Assessment of On - the - Job Training
Assessment of On the Job training and education at NCl is currently informed by the following
principles ® which are in keeping with Assessment & Standards, 2013.

1 Assessment methods that are well matched to the ILOs [intended learning
outcomes] and to the appropriate levels of the National Framework.

2 An assessment strategy which is appropriate to measure the achievement of
students, with arrangements in place to keep it under review.

3 Assessment arrangements that are well documented and transparent

4 The assessment of students in a real work environment, with employer
involvement in the assessment  of WBL modules.

" QQI Assessment & Standards requires a minimum of 4 attempts; SOLAS code of practice allows three attempts.
The consortium’s current view is that 2 attempts at on the job assessment should be allows.

8 Woolf, H. and Yorke, M. (2010)  Guidance for the assessment of work  -based learning in Foundation degrees
Lichfield: Found ation Degree Forward
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Oversight and External Examining of Assessment
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Figure 6: Oversightand External Examining of Assessment
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5 Appropriate support and guidance given to employers for their involvement in
assessment
6 Evidence of thorough marking and moderation, which contributes effectively to
consistency of practice within and across delivery sites
7 Encouragement given to students to develop their own assessment tasks, which
are then approved by tutors.

9.2.1 Record of Learning Activity and Evidence
Assessment of ‘on-the-job’ achievement of learning outcomes should have the following
characteristics and will be typically managed via  the cre ation and monitoring of  e- portfolio

1 A continuous record of experience and asse ssment should be maintained by each
apprentice. This record should also contain the apprentice’s reflections on their

experience.

1 Evidence provided by the apprentice for assessment should be confirme d by the
Workplace Mentor and accessible by the other examiners; Evidence will be evaluated
as follows:

o Valid: It relates to the Learning Outcome intended to satisfy;
o Sufficient: It s atisfies the Learning Outcome intended;
0 Authentic: The evidence is produced by the Learner;
o Consistent: Achieved on more than one occasion (*where required);
o Current: Not more than two years old.
1 The Academic Supervisor will monitor the apprentices engage ment with their learning

and provision of evidence on a consistent basis and will provide timely feedback on
this assessment

91 Provision should be made for the external observation of the a pprentice by the
academic supervisor, programme director or other ex aminer. This may necessitate
recording of the apprentice if the assessment is a high stakes assessment.

1 Face to face observation of the apprentice will be achieved during the progress visit
undertaken by the Academic Supervisor.

9.2.2 Assessment & Marking of On  the Job Training
The primary source of evidence of attainment of learning outcomes for on - the job learning
will be provided via the portfolio. 2 models of assessment may apply

1. Assessment where the workplace mentor is the 1 * marker and the Academic
Supervisor is second marker

2. Assessment where the Academic Supervisor is the 1 * marker and the workplace
mentor provides feedback to contribute to the mark. This contribution will normally
take the form of validation that evidence provided by the learner is val id.

The decision to adopt model 1 or model 2 is decided by the programme team at the time of
validation and may be influenced by the level of the programme and/or the maturity of the
sector in assessing workbased learning.

In all cases, those assessing an apprentice must have undertaken training in assessment and
grading of workbased learning.

9.3 Final Assessment of Competency
The final assessment of apprentices should ensure that they are immediately capable of
carrying out a ctivities and carrying out the responsibilities normal to the occupation.

1 The assessment should be holistic in that it measures the general competency of the
candidate
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1 Final in that success should mean entitlement to an award and registration in the
occup ation associated with the programme
1 These assessments could be and are not limited to
o afinal presentation of work to a panel of peers and employers
o A significant project that adds immediate value to the employer
1 Such an assessments should be graded
1 Such assessments must be capable of being reviewed or sample reviewed by external
assessors e.g. external examiner or external authenticator

9.4 Assessment Marking Policies at NCI

9.4.1 Definitions

9.4.1.1 Blind Double Marking

Blind double marking means that separate copies of the assignment are marked
independently and anonymously, or that the 1 * marker makes no annotations on the work
being marked so that the second marker examines all pieces of work. Both markers record

their marks and comments separately and a final mark is determined.

9.4.1.2 Seen Double Marking by Retrospective Sampling

Double mark ing by sampling means that all assessments are marked by an internal examiner.
A second marker then double marks a sample of the work already first marked, the sample
being randomly selected from across the range of marks as follows

Sampling options:

1 A minimum of 3 assessments from each classification band and all fails or

sampling rules: v/n+ 1 where n is the number of students. Minimum sample 12 or

1 The sample to be second marked must include written assessments and examinations
scripts from the top, m iddle and bottom of the range of work.

==

9.4.1.3 Moderation

Moderation means that all assessment scripts whose primary purpose is summative are
marked by an internal examiner  and in some cases a2 ™ marker. An additional examiner who
will have access to the grades and comments fo r the 1% marker will moderate a sample of
assessment to assure the quality of marking standards.

Sampling options

T A minimum of 5 assessments from each classification band and all fails or
f  FETAC sampling rules: v/n+ 1 where n is the number of students. Minimum sample 12
or

1 The sample to be second marked must include written assessments and examinations
scripts from the top, middle and bottom of the range of work.
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9.4.1.4 Standardisation Meetings
Where assessments are in dividualised e.g. dissertations, work based learning, standardisation
meetings are held at the end of each semester  where samples are reviewed . The sample will
be in accordance with the sampling options above . The standardisation meetings will be
attended by the National Programme Director , Local Programme Directors and Academic

Supervisors, with invitations extended to Work Based Mentors.

This process will involve a sample of apprentice evidence across all work - based modules
being distributed to a group o f assessors to discuss grading and any discrepancies in
individual judgements. This allows for professional development as well as ensuring a shared
understanding. In addition, standardisation should also involve a review of devised
assessments, and a revi ew of assessment practice. °

A total of 3 standardisation meetings will take place during the academic year. The first will

focus on a review of devised assessments prior to their application. The second meeting will

be held mid - way through the academic ye ar so that any concerns can be addressed early. A
summative standardisation meeting will be held at the end of the academic year. In the
process of standardisation, the review will consider grade banding decisions rather than a
granular review of marks, i. e. does an assessment meet the criteria for a Merit, rather than
does the assessment constitute a 64% or a 66%. Should a sample from an assessor be deemed

to be a grade too high, or alternatively too low, a recalibration of the assessments from the
assessor will be made to the appropriate grade band.

The findings from standardisation meetings will feed into the training workshops for Work -
Based Mentors and Programme Committee Meetings.

Any disputed marks between 1 = and 2™ markers will be subject to review at Standardisation
Meetings, and highlighted to the External Examiner for review.

The National Programme Director will prepare a report for the external examiner which should
address standards, operation of assessment, v ariations between locations and/or employer
locations

9.4.1.5 Single Marking

Single marking is where assessment are marked by one examiner. This approach is used for
formative assessment and for small parts of summative assessment.

9.4.2 Policy

1. Assessments on all Programmes from Level 6 on the National Framework of
Qualifications and above are subject to the provisions of this policy.
2. The samples chosen randomly depending on the model of marking used

3. The models defined above should be used in the following circumst ances
a. Model 1: Blind Double Marking . Dissertations and Single assessments in
modules of 10 credits or more
b. Model 2: Seen Double Marking Retrospective Sampling . All other
assessments worth  >=15% of the total mark . This is the most common model
in use.

® Oxford Cambridge and RSA (2016) Internal Standardisation Generic Guidelines [Online] Available at:
http://www.ocr.org.uk/Images/286460 - int ernal - standardisation - generic - guide.pdf [Accessed 18th April 2017]
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c. Model 3: Moderation: This should be used in the case of large common
modules e.g modules delivered off campus or large common modules
delivered to multiple classes or with multiple iteration as an additiona | quality
assurance mechanism. It cannot be used onits own
d. Model 4: Single Marking: Formative assessment and small individual

assessments worth <15%. In cases where the assessment for the module is
made up of several small assessments, at least 50% of assessments should be
Seen Double marked using model 2
e. Mod el 5: Seen double marking with 100% sample
i. Work based learning will use a combination of Model 5 and 3 with
Standarisation meetings to assist the moderation.

4. Once second marking is complete a discussion on the standards and grades will take
place between the first and second marker.

6. This discussion may result in adjustments to overall marks e.g. is the boundary
between pass and fail appropriate? Have we been too generous or not generous
enough at the top end of the scales etc.

7. Thisdiscussion musttake p lace against the learning outcomes and assessment criteria
and the extent to which they have been achieved.

8. Second marking will not normally result in changes to individual scripts, but may result

in changes to marks within bands, e.g. a decision that mark s with the 50% to 60% band
had been under or over marked by 5%. If this is the case, the entire set should be
remarked.

9. Where there is a dispute betweenthe 1 = and 2 ™ marker, a 3 ™ marker will be asked to
mediate. This may be the  programme director, vice dean, Dean of School or nominee

10. A second marker may be recruited outside of the School or subject area in specialist
subjects

11. The Registrar will work with colleagues in Schools and central services to develop
processes by which sec ond marking can be verified and recorded e.g. grades in a band
may be adjusted upwards or downwards.

12. Second marking must take place before work is sent to external examiners. All
assessments that count towards the final grade i.e. continuous assessment and
examinations will be subject to second marking. The work that has been second
marked will be sent to the external examiners.

13. The Internal Examiner shall make available to the External Examiner all scripts and
continuous assessment material in accordance with dates determined by the Dean of
School, together with the mark sheets that shall clearly show the marks allocated to
each examination question, and the total mark for this subject computed and
expressed as a percentage.

Exclusions from this policy

1. Tests corrected by online systems
2. MCAQ tests

Second Marking - Procedure
1 1st and 2nd markers should be paired at the commencement of the semester and no
later than week 3.

1 Where blind double marking is required, it is recommended that 2 copies of the
assessment are submitted by the learner for that purpose. It is unlikely that a single
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examination script will be subject to blind double marking. As each is marked

separately, there is no requirement to erase marks, comments etc.

Where seen double marking is used, it is recommended that a different colour pen to

the learner and 1st marker is used.

You must ensure that you keep an accurate record of the marks being awarded to

the sample by using the Double Marking Audit Sheet provided.

The sample must be passed from the 1st marker to the 2nd marker as soon as it

becomes available.

The 2nd marker must note their marks on the Double Marking Audit Sheet.

A discussion must take plac e between the 1st and 2nd markers in terms of agreeing

the marks for the sample. If there is no material difference between the 1st and 2nd

marker, the mark of the 1st marker should remain as the agreed mark. Any

discussion should be regarding grade bands and not individual marks.

The agreed marks may now be noted on the sample scripts.

1st and 2nd markers are required to sign both the Double Marking Audit Sheet and

the marksheet attachment before submitting the scripts to the Examinations Office

for exter nal examining.
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9.5 Rubrics for Workbased Learning

Satisfaction of
Learning Outcomes

Knowledge &
Understanding

FAIL
The evidence presented
for the module fails to
meet all of the Learning
Outcomes for the
module.

The evidence presented
may not be appropriate
to satisfy the Learning
Outcomes. The

PASS
The evidence presented
is sufficient to satisfy
the Learning Outcomes.
However, the evidence
presented only
demonstrates a basic
level of knowledge, skill
and competence.

A basic understanding
and awareness of the
relevant concepts and
practice is shown. Some
points of evidence,
information and
artefacts will  benefit
from being more direct
and focused toward the
satisfaction of Learning
Outcomes.

Evidence is overall
suitable, however
exhibits some
indiscriminate content
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MERIT 2
The evidence presented
clearly satisfies the
Learning Outcomes. The
evidence presented
demonstrates a sound
level of knowledge, skill
and competence.

A suitable
understanding and
awareness of the main
issues is demonstrated,
and relevant concepts
and practice are shown.
However, there are clear
opportunities to
develop evidence for the
module further.
Evidence may be limited
in terms of its analysis,
complexity, and range.

The majority of
evidence is direct and
focused toward the

satisfaction of Learning
Outcomes.

Evidence displays an
understanding of the
main concerns, but may
lack a sustained focus,

MERIT 1
The evidence presented
clearly satisfies the
Learning Outcomes. The
evidence presented
demonstrat es a high
level of knowledge, skill
and competence.

A depth of
understanding and

awareness of the main
issues is demonstrated,

and relevant concepts
and practice are shown.

There are some
opportunities to

develop evidence for the

module further.

Evidence shows greater
analysis, complexity,

and range. All of
evidence is directed and

focused toward the
satisfaction of Learning

Outcomes.

Evidence displays an
understanding of the
main concerns, and an
appreciation  of  the

National
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Ireland

DISTINCTION
The evidence presented

clearly satisfies the

Learning Outcomes. The

evidence presented
demonstrates an
exceptional level o f
knowledge, skill and

competence.

A secure understanding
of the subject matter,
concepts and practices
is demonstrated.
Evidence shows
analysis, acknowledges
complexity, and scope.
A very high standard of
comprehension is
evident. All of evidence
is dir ected and focused
toward the satisfaction
of Learning Outcomes.

Evidence displays an
understan ding of the
main concerns, and is



Consistency

Orig inality &
Creativity

Organisation

FAIL
evidence presented
shows little relevance to
the Learning Outcomes
and assessme nt
measures assigned.

Evidence may be
incomplete, and there
may be omissions,
resulting in Learning
Outcomes not being
satisfied.

Little or no originality
or creativity is
demonstrated in the
presentation or
collection of evidence
for the e - portfolio.

There is a lack of clarity
in the evidence
presented and the
match  to  Learning
Outcomes.

PASS
around the subject
without showing
complete
understanding.

Whilst Learning
Outcomes are satisfied,

the Learner has not fully
pursued the
Consistency  concept,
i.e. the learner has not

provided more than one

piece of evidence for
most of the Learning

Outcomes.

Little  originality or

creativity is
demonstrated in the
presentation or

collection of evidence
for the e - portfoli o.

Not all of the evidence
is accompanied by a
caption tha t clearly
explains the
importance of the item.

MERIT 2
get side tracked and
veer away from the
central issue or task
set. Concern for the
wider context may be
missing.

The Learner has clearly
attempted pursue the
Consistency  concept,
i.e. the learner has
provided more than one
piece of evidence for
some of the Learning
Outcomes. However,
further  opportunities
remain to show a varied
range of evidence.

Some originality and

creativity is
demonstrated in the
presentation or

collection of evidence
for the e - portfolio.

Most of the evidence is
accompanied by a
caption that clearly
explains the
importance of the item

MERIT 1
wider
implications/context.

The Learner has clearly

pursued the
Consistency  concept,
i.e. the learner has

provided more than one
piece of evidence for
many of the Learning
QOutcomes, where
appropriate and
opportunity allows.

Originality and creativity
is clearly demonstrated
in the presentation or
collection of evidence
for the e - portfolio.

All of the evidence is
accompanied by a
caption that cle arly
explains the
importance of the item

National
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DISTINCTION
cognisant of the wider
implications/context.

The Learner has clearly
pursued the
Consistency  concept,
and provided multiple

forms of varied
evidence, for each
Learning Outcome,
where appropriate and
opportunity has
allowed.

The evidence presented
for the module / e

portfolio is highly
creative, original and
innovative.

All of the evidence is
directly focused on
achieving the Learning
Outcomes and its
relevance and
relationship to the



Presentation

FAIL
The organisation of
evidence for the
portfolio  could be
significantly improved.
Examples of poor

organisation are:
confusing navigation
links that make it
difficult to locate

artefacts; external links
do not connect to the
appropriate website or
file.

The evidence is very
poorly presented which
significantly distracts or
inhibits its impact and
ability to be considered
as a portfolio entry.
Examples could include:
written submissions to
the e- portfolio that are
difficult to read due to
inappropriate  use of
fonts, type size for
headings, sub - headings
and text and font styles;
Audio and/or video
artefacts are not edited

PASS
The organisation of
evidence for the
portfolio is could be

improved further.
Examples of poor
organisation are:
confusing navigation
links that make it
difficult to locate

artefacts; external links
do not connect to the
appropriate website or
file.

The evidence has
numerous errors that
should be have
corrected prio r to
submission and these
distract from the impact
of the evidence.
Examples could include:
written submissions to
the e- portfolio that use
inappropriate fonts,
type size for headings,
sub- headings and text
and font styles; A audio
and/or video artefacts
are edited with

MERIT 2
to the Learning
Outcomes.

The organisation of
evidence for the
portfolio is satisfactory,
with some opportunit  ies
to further develop.
Examples of poor

organisation are:
confusing navigation
links that make it
difficult to locate

artefacts; external links
do not connect to the
appropriate website or
file.

The evidence has some
errors that s hould be
have corrected prior to
submission and but
these do not distract
from the impact of the
evidence. Examples
could include: written
submissions to the e-
portfolio that use
inappropriate fonts,
type size for headings,
sub- headings and text
and font s tyles; audio
and/or video artefacts
are edited to focus on

MERIT 1
to the Learning
Outcomes.

The portfolio is
organised well, with
limited opportunities to

further develop.
Examples of poor
organisation are:
confusing navigation
links that make it
difficult to locate

artefacts; e xternal links
do not connect to the
appropriate website or
file.

Consideration to the
design and display of
evidence is
demonstrated. The
evidence has few
obvious errors and
these do not distract
from the impact of the
evidence. Examples
could include: written
submissions to the e-
portfolio that use
inappropriate fonts,
type size for headings,
sub- headings and text
and font styles; audio
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DISTINCTION
Learning Outcome is
explained with detail.

The portfolio is highly
org anised, with minimal
or no issues. Examples
of poor organisation
are: confusing
navigation links that
make it difficult to

locate artefacts;
external links do not
connect to the

appropriate website or
file.

A high level of attention
is given to the design
and display of the
Evidence. The evidence
has no, or very minor,
errors and these do not
distract from the

impact of the evidence
at all. The evidence
(written, audio, and
video, etc.) is of a high
standard, and is

targe ted on the
Learning Outcomes.



Academic Supervisor /
Work Based Mentor
Support

FAIL
or exhibit inconsistent
clarity or sound (too
loud/too soft/garbled).

Overly dependent on
Mentor / Academic
Supervisor support,
guidance, or direction
in the completion of
evidence for the
module.

Support, guidance, or
direction may not have
been taken, acted on
and ignored.

PASS
inconsistent clarity or
sound (too loud/too
soft/garbled).

Writing is generally
grammatically correct
but does not use
extensive or
sophisticated
vocabulary, or language
common in their role /
industry.

Highly dependent on
Mentor / Academic
Supervisor support,
guidance, or direction in
the completion of
evidence for the
module.
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MERIT 2
the Learning Outcome,
and there are few issues
with inconsistent clarity
or sound (too loud/too
soft/garbled).

Written evidence is
generally grammatically
correct and has some
use of sophisticated
vocabulary and
language common in
their role / industry.

Some direct Mentor /

Academic Supervisor
support, guidance, or

direction has been in

the completion of
evidence for the
module.

MERIT 1
and/or video artefacts
are edited to focus on
the Learning Outcome,
and there no issues with
clarity or sound.

The learner has received

limited Mentor /
Academic Supervisor
support, guidance, or
direction in the
completion of evidence
for the module. The
learner has acted

independently for the
most part.

National
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The learner has received
minim al Mentor /
Academic Supervisor
support, guidance, or
direction in the
completion of evidence
for the module. The
learner has
demonstrated high
levels of independence.
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9.6 Impact of Disruption on Assessment

9.6.1 Extenuating Circumstance

Where an apprentice is unable to complete an assessment due to illness or other
approved reason, the apprentice will be afforded an opportunity to resit or resubmit
assessments in accordance with existing policy. Where assessment is ‘on the job’,
arrangements wil | be made with the  Workplace Mentor .

9.6.2 Programme Deferral

Where a learner is required to defer their place due to illness or other circumstances,

this will have an impact on the employment relationship. Final approval of the deferral
of a place lies with the employer.

9.7 Feedback on Assessment
Feedback on assessment will be provided to learners through formative and
summative means.

On- the - Job

The Workplace Mentor provide ongoing feedback through the normal employer
performance management process. These will range from regular one  -to-one
meetings to formal appraisal processes which have outcomes such as pass or

fail of assessment, requirements to re - do work.

The Academic Supervisor will provide feedback through scheduled weekly
seminar meetings a nd via feedback on evidence submitted through the e -
portfolio system.

Off - the - Job.

Written f eedback on off - the-job assessment will be provided individually and
at group level.

9.8 External review of Assessment

The external review of assessment will be carried out using a variation of the
external examining process.

9.8.1 Team of External Examiners
A team of external examiners will be appointed by NCI for each programme

The team will be chaired by a Senior Examiner

The size of the team will depend on the number of apprentices and education
providers involved.

Members of the team  will be independent of NCI

External examiners will be appointed according to current policy on the appointment
of external examiners  and at | east 50% of the team must have experience in
assessment of workbased learning.

If an External Examiner has agreed to conduct the process for several different
centres spread over a range of different locations, it will be necessary to create a
plan and sc hedule of visits.
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On appointment, the external examiner will be sent details of the role and
responsibility of the external examiner, copies of documentation relating to policy
and procedure that relate to assessment as well as programme documentation

The External examiner is required to attend an induction session at NCI on
appointment.

9.8.1.1 Plan and agree visit arrangements

Once the Authenticator has agreed to conduct the external authentication on behalf
of the NCI, the next step is to arrange a visit to the centre(s).

It is good practice to prepare an agenda or visit plan in advance and to confirm
information required  on the day with the NCI.

The agenda will include;

1 identification of the awards for which results are to be externally
authenticated

learner evidence that is required on the day

staf f that are required to be available

feedback to NCI (a brief session providing verbal feedback at the end of the
visit )

= =4 —a -8

9.8.1.2 Information to be made Available
The following information be made available;

9 list of apprentice cohort (s) from which the sample is  to be selected

1 report(s) of the standardisation meeting

I assessmentinstruments i.e. briefs, examination papers

1 marking schemes for specific assessment activities and outline solutions
where appropriate

broadsheet of results for all apprentices being con sidered at that session
access to all assessment for the cohort

= —a

9.8.1.3 Carrying out the external authentication

In conducting the authentication process, the Authenticator will;

1 Consider the report of the standardisation meeting and authenticate the
findings/outcomes

1
moderate assessment results in accordance with standards outlined in the
Award Specification

9.8.1.4 Sampling a range of evidence

The examiner should
sample of learner evidence to moderate. The Authenticator should be made aware of
N
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