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1. The Quality Assurance and Enhancement Framework at
Innopharma Education

The pdicies and procedures within thiQuality Assurance Manual (QAM), along with a set of
associated documents, form the basis of the Innopharma Education Quality Assurance and
Enhancement Framework (QAEF).

1.1 ESG Standard: Policy for Quality Assurance

ESG Standard 1.1

Institutions should hava policy for quality assurance that is made public and forms part of their
strategic management. Internal stakeholders should develop and implement this policy through
appropriate structures and processes, while involving external stakeholders.

1.2 Definitions

Within the QAEF, the following definitions apply:

a) Strategy:A strategy details the key objectives of tlimllegeand sets out a plan for their
successful achievement.

b) Policy:A policy sets out a principle or an intended course of action imengiituation. Policies
guide decisiormaking at theCollegeon a day to day basis. Policies therefore establish the
WgKIG G2 R2Q Ay GK2a$sS aiiddz draz2yaos

c) Procedure:A procedure describes the specific actions undertaken to implemedoléege
policy. Proced8a (G KSNBF2NB 3JdzARS (GKS WK2g (2 R2Q>

d) Standard:A standard outlinethe acceptable level of quality or attainment within a particular
area oftheColleg®a 2 LISN} GA2yad

e) Resource:A resource is a functional document that supports the implementation of the

Collegd L2t AOASAE YR LINPOSRdANBa® C2NJ SEIl YLX §=

1.3 Overview

The QAEF of Innopharma Education has been developed with regard to therglistahdards and
guidelines:

9 Core Statutory Quality Assurance Guidelines (QQI, 2016).

1 Sector Specific (Independent/Private) Statutory Quality Assurance Guidelines (QQ1, 2016)

1 Topic Specific Statutory Quality Assurance Guidelines for Providers of 8lemdening
Programmes (QQI, 2018)

1 Assessment and Standards, Revised (QQI, 2013).

9 Standards and Guidelines for Quality Assurance in the European Higher Education Area (ESG,
2015).
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TheColleg® & \hastheZefore been developed with regard to thguidelinesfor quality assurance
GKFG FNB FLILIX AOFO6ES G2 Fff LINE@YERSsNIakes dcopunt|oS S LIA
the Colleg® & & LdSniekt, ove@ll ghals and scope of provision

The policies and procedur@sgth the QAERdditionallymeet the requirements of:

1 Employment Equality Acts 1998015
1 Disability Act 2005
9 Data Protection Act 2018

Within the College Strategies, Policies, Procedures and Standards are approved by eitligoatad
of Directorsor the Academic Councilln some cases, policies may require approval by both.

Resources are approved by either tBaector of Academic Affairs and Registrar the Director of
Academic Programmesas appropriate.

1.4 Associated Documents

Innopharma Transforms: Strategic Plan 2QZ2m25

Innopharma Education Governance and Management Structure
Innopharma Education Risk Register

Innopharma Education Learning, Teachand Assessment Strategy 2@22025
Innopharma Education Blended Learning Standards

Innopharma Education Marks & Standards

Innopharma EducatioStudent Handboo#

=4 =4 =4 4 -4 8 A

1.4.1  Visual Representation of the QAEF at Innopharma Education

QAEF Elements

Governance and
Management QA Policies QA Resources
Structure

Strategic Plan 2020 -
2025

Teaching, Learning & . . QA Procedures &
Risk Register
Assessment Strategy Standards

Templates & Forms

1 QQISector Specific (Independent/Private) Statutory Quality Assurance Guidelinep.2016
2 Student Handbooks are programme specific, and will be developed concurrent to the associated programme
documents.
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2. Governance and Management of Quality

QA Area (s) 1 Governance
Applies to
PPl |:| Staff only
[] Learners only
Staff and Learners
Policy Owner President

2.1 Overview

LYYy2LKEFNYI 9RdzOFGA2yQa fS3Ff Sydiade Aa GGKFG 27F |
The Board of Directors of the Company has resolved to add s&xecutive Director to the Board.

The reconstituted Board for Innophana Education (the College) governs the operation of the College

as a commercial, feprofit organisation.

The Board of Directors has established a-mgulating Academic Council to govern, maintain and
promote the academic standards of tHe2 f £ S3SQa LINRPINI YYSa 2F SRdzO!I i
awards that it provides and to advise the Board of Directors on academic matters.

The College is committed to the development and maintenance of a governance structure that is
effective and fit for pupose and protects the integrity of academic standards and processes. It
ensures that it is governed and managed effectively, with clear and appropriate lines of accountability
for its responsibilities. The governance model ensures that objective oveisighplace to ensure

that the College is financially sustainable, that financial management is sound, and that a clear
distinction exists betweenorporate governance (concerned with the strategic, financial and business
matters of the College) and acade governance (concerned with the protection and maintenance

of academic standards of its programmes of education and training and its awards).

The Board of Directors appoints an Academic Council to assisttlie planning, cerdination,
developmentand overseeing of the educational work of the College with a mission to protect,
maintain and develop the academic standards of the College. It delegates responsibility to that body
for academic decisiemaking, and for overseeing and developing acaitestandards at the College.
Similarly, it delegates responsibility to the Executive Management Team for thdodiny
management of the College. The Board of Directors makes the final strategic decisions for the College,
based on advice from the AcadenCouncil or the Executive Management Team, as appropriate.

The Board of Directors appoints an independent chairperson to the Academic Council, and there is a
clear delineation of responsibility between the Board of Directors and the Academic Courgil. Thi
helps ensure that:

0Academic decisiemaking reflects the interests of learners and the maintenance of standards. It is
independent of commercial consideratiéfs

3 QQICore Statutory Quality Assurance Guidelines 2015,
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Specific responsibilities of the Academic Council are discharged through a committetarst, which
initially will be limited to a Programme Development Committee and a Student Services Committee.
In addition, temporary, projeebriented subcommittees may be established as necessary. Further
details are provided i2.4.5 Committees of the Academic Coubeilow.

The Executive Management of the College is provided by the Executive Management Team, which is
chaired by the VP for Strategic Development.

The Board of Directors will egilish a Strategic Advisory Board to advise the Board of Directors, the
Academic Council and the Executive Management Team on strategic issues that may impact on the
work of the College.

2.2 Corporate Governance in the College

2.2.1  Major Units of Governance:
The fdlowing are the major units of governance in the College:

1. The Board of Directorsof Innopharma Labs Ltd. Innopharma Labs (Registered as
Innopharma Labs Ltd company registration number 473304) and trading as Innopharma
Education, hereinafter referred to a8 KS W/ 2t £ S3SQ> Aa |y | dziz2y
reports to the Companies Registration Office.

2. TheAcademic Councibf the College established by the Board of Directors by formal
resolution.

3. AStrategic Advisory Boardstablished by the Board of Directorsfoymal resolution.

4. The Executive Management Teamastablished by the Board of Directors by formal
resolution.

2.3 Terms of Reference for the Board of Directors

2.3.1 Purpose

The Board of Directors is the governing authority of the College. The Board of Directitimasely
responsible for Corporate Governance of the College. It is responsible for the resources and the
general business of the College, as well as setting its strategic direction.

2.3.2  Composition and Membership of the Board of Directors:

Directors:
i Chair:The Chief Executive

ii. Company Secretary: Executive Director
iii.  The Vice President for Strategic Development

Non-Executive Director:

iv. A person with extensive experience at a senior level in higher education, in Ireland
and abroad.

The composition of th&oard of Directors has regard to gender representation.

2.3.3 Meetings
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1 Meetings of the Board of Directors shall normally be held at least four times per year and
scheduled in advance, having regard to the cycle of required deaisaking in the
College.

1 The quorum for meeting of the Board of Directors is 50% of the membership plus one.

1 In the event that the designated Chair is absent from the meeting, the other directors
shall appont one of their membership present, to act as Chair for that meeting.

1 Meetings @e normally held face to face, but in exceptional circumstances an incorporeal
meeting may be appropriate.

1 Decisions are made, insofar as is practicable, by consensus. In the absence of consensus,
decisions are made by open ballot.
2.3.4  Attendance of Nommembers at a Meeting

9 The Board of Directors may invite whomsoever it wishes to its meetings to assist in
informing its strategy and decisions.

1 Nonmembers may attend a meeting of Board of Directors only on invitation of the
Board of Directors and communicated¢lugh the secretary. Nemembers shall remain
in attendance solely for the business to which their attendance relates.

2.3.5 Appointment of Nonexecutive Director

The Board of directors has, by formal resolution;opbed a person with extensive experience in
higher education, as a neexecutive director, to bring an external expert focus to its work.

2.3.6  Functions and Responsibilities

The Board of Directors has the following functions:
Fiduciary Responsibilities:

The Board of Directors:

9 Has corporate and legadsponsibility for the College.

1 Is responsible for ensuring the financial viability of the College from year to year.
1 Shall provide oversight of financial governance and budgetary degisamg.
1

Is responsible for preparation and filing of statutory amhweturns and accounts for
submission to the Companies Registration Office. It may engage assistance from the
Executive Management Team in this regard.

91 Is responsible for the submission of final accounts for financial and performance audit on
an annual bsis.

1 Is responsible for approving annual financial budgets, as prepared and submitted by the
Executive Management Team.

1 Isresponsible for setting staff salary levels on an annual basis.

1 Inthe exercise of these functions, the Board of Directors shakitempt to exercise any
undue influence over academic decisioraking in the College.

College Governance:

The Board of Directors:
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1 Shall appoint the Chief Executive as the President of the Copjegeem The Board of
Directors may, at its absolute digtion, appoint another person to be President of the
College, at a time in the future. The person, so appointed, would not be a member of the
Board of Directors.

1 Shall determine the mission and vision of the College.

1 Shall review and approve theollege's strategic planning proposals, as prepared by the
Executive Management Team, in consultation with the Academic Council. Such proposals
will be reviewed taking into account business opportunities and risks

1 Shall review and approve an OperationarPlo implement the Strategic Plan, in place at
any one time.

1 Shall approve any significant financial investment required by a new programme
proposal, prior to its submission to the Academic Council.

1 Shall approve funding associated with draft new peosgme proposals, and subsequently
approve the costs and budgets associated with fully drafted programmes prior to
submission for validation to QQI.

1 Following validation by QQI, and on the advice of the Academic Council, shall determine
whether and when t@wommence the programme.

1 Shall delegate authority for academic decisioaking to the Academic Council, by
formal resolution. The scope and nature of academic decisiaking is outlined in the
terms of reference for the Academic Council, which are apprdoyeithe Board.

1 Shall uphold the ethics, values and culture of the College and act in the interests of all the
College stakeholders in the highest ethical manner.

1 Is responsible for the identification and evaluation of risks to the College and for
monitoring, managing and mitigating risk through the use of the risk register, or other
process.

1 Shall appoint staff as required for the efficient operation of the College.

1 Will provide and operate a shared services model, with Innopharma Technology Ltd
(company registration number 582254) and Innopharma Research Ltd (company
registration number 582251) as part of the group of independent companies comprising
Innopharma Holdigs Ltd (company registration number 582187) in respect of such
matters, inter alia, as procurement, payroll, information technology, insurances etc. to
achieve efficiency and economy of scale in procurement and administration.

1 Will seek to cooperate wlitInnopharma Technology and Innopharma Research, from time
to time, to their mutual benefit.

2.3.7 Delegation of Authority to the Academic Council

The Board of Directors shall delegate authority for academic deeisaking to the Academic Council,
by formal esolution. The scope and nature of academic decigiaking is outlined in the terms of
reference for the Academic Council, which are approved by the Board.

The Board of Directors shall receive a report from the Academic Council for each scheduled meeting
of the Board. This report shall include an update on academic matters, including new programme
development, enrolment report, examination report etc.

2.3.8 Delegation of Authority to the Executive Management Team
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The Board of Directors shall delegate authoffity the dayto-day management of the College,
including limited budgetary discretion, to the Executive Management Team, by formal resolution. The
scope and nature of its responsibilities is outlined in the terms of reference for the Executive
Management €am, which are approved by the Board.

2.4 Terms of Reference for Academic Council

2.4.1 Purpose
The Board of Directors shall appoint an Academic Council with a dual role:
I.  Advisory To assist th8oard of Directorin the planning, cebrdination, development
and oveseeing of the educational work of the College.

II.  Directive:To protect, maintain and develop the academic standards of the courses
and the activities of the College. The Academic Council shall exercise this role in a
manner that is independent of commerci@nsiderations.

2.4.2  Composition and Membership

l. Chair:

i.  An appropriately qualified, independent, external person, with experience at
a senior level in higher education, appointed by Bward of Directors

II. Deptuy Chair- An appropriately qualifiedjndependent, external person, with
experience at a senior level in higher education

lll.  Secretary
ii.  Director of Academic Affairs and Registrar
IV.  Ex Officio Members
iii.  Director of Academic Programmes.
iv. Head of Faculty.
v. Programme Leads.
vi. Head of QualityAssurance and Enhancement.
vii.  Learner Support Coordinator.
viii.  Head of Assessment.

ix.  College President. (If the post of President is held by the Chief Executive, they
shall not be an exfficio member of the Council, but may be invited to attend
certain meetings o the invitation of the Chair, where they deem it beneficial.

In such instances, they shall not have voting rights).

V. Nominated Members
i.  Two members of academic staff nominated by their peers.

ii. One learner representative nominated through class represeoati
processes.

VI.  In attendanceg by invitation

The Chair may invite a post holder or any external party to attend as required, where relevant to the
business of a specific meeting.
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The Chair and Deputy Chair shall hold office for a period of three yearsaahdvey be reappointed
for one further term by the Board of Directors. Nominated members of the Academic Council shall
hold office for a period of three years, but may ben@minated for a futher three year term.

The Academic Council may regulate its dwrsiness, subject to any directions from the Board of
Directors. In this regard, the Academic Council may establish Standing Orders for the conduct of its
business.

2.4.3 Meetings
1 Meetings of the Academic Council shall normally be held twice in each semastkr
scheduled in advance, having regard to the cycle of academic business in the College.
T aSYOSNE akltf oS 3IAGSYy G tSrad p 62Nyl Ay3
agenda and the associated papers for the meeting.

1 Members have the rigt to seek to add an item to the agenda and any such request must
be communicated to the Secretary, six days in advance of the meeting.

1 The quorum for meeting of the Academic Council is 50% of the membership, plus one.

1 Inthe event that the designated Ch#s absent from the meetinghe Deputy chair who
also provides externality shatt as chair for that meeting, or act in accordance with the
appropriate procedure laid down in the Standing Orders in place at that time.

1 Meetings are normally helfhce to face, but in exceptional circumstances an incorporeal
meeting may be appropriate.

1 Inthe case where a member of the Academic Council brings a proposal for decision to the
Council, they may speak to the proposal, but may not vote on it, shouldeabeatequired.

91 Decisions are made, insofar as is practicable, by consensus. In the absence of consensus,
decisions are made by open ballot, with the Chair having a casting vote in the event of a
tie.

2.4.4  Functions and Responsibilities

In carrying out its foctions, the Academic Council shall ensure that there is no undue influence
exercised by commercial decistomakers over academic decisiomaking.

The Academic Council has the following functions:

2.4.4.1 Advisory Role

1 Advises the Board of Directors on strateg@@a@emic planning and associated resource
requirements.

1 Consults with the Board of Directors at the appropriate stages in the development of new
academic programmes, as outlined in Section 5 of this Manual.

1 Makes recommendations to the Board of Directorattthe College should commence an
academic programme, following validation.

1 Advises the Board of Directors on risk management and mitigation associated with
academic processes in the College. It shall do this through regular review and amendment
of the risk register and onward reporting to the Executive Management Team and the
Board of Directors.
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1 The Academic Council shall provide a report for each scheduled meeting of the Board of
Directors. This report shall include an update on academic matters,dinglutnew
programme development, enrolment report, examination report etc.

2.4.4.2 Academic Oversight

1 Approves all academic policies and procedures.

1 Ensures that systems of academic administration are in place, which are fit for purpose
and encompass the entiretyf the learner experience.

1 Ensures that academic standards and rigour are adopted, upheld and applied in all
academic programmes.

1 Establishes and manages the activities of its committees, including their terms of
reference.

9 Establishes and manages ad lsommittees as appropriate to deal with specific academic
issues.

1 Delegates responsibility and, where appropriate, decisiaking authority to
subcommittees.
2.4.4.3 Quality Assurance

1 Reviews and approves academic aspects of the quality assurance policeoeedures
of the College, including updates or amendments to these, subject to the requirements of
QQI and other accrediting bodies.

1 Approves implementation plans for amendments to quality assurance procedures
subsequent to regulatory changes and quadigsurance engagement activities.

1 Monitors the implementation of quality assurance procedures and associated
improvement activities.

1 Monitors ongoing compliance with the requirements of QQI and other accrediting bodies.

1 Approves applications and reports @rito submission to QQI and other accrediting
bodies.

i Establishes a panel from which an Appeals Board may be drawn by the Chair of that
Appeals Board, as required (Section Bd@icy for Appea)s

2.4.4.4 Teaching, Learningnd Assessment

1 Appoint External Examiners in accordance with the provisions of section 8.2.3,
Nominating External Examiners

1 Approves the Teaching, Learning and Assessment Strategy (inclusive of Blendadj).ea
of the College, and monitors its implementation.

1 Reviews Examination results for QQI and other accredited programmes.
1 Reviews reports from External Examiners.

2.4.4.5 Programme Monitoring and Development

1 Reviews and approves proposals for programme devatag, in line with the policy and
procedures set out isection 5 of the Quality Assurance Manual

1 Identifies, escalates and actions academic risk and mitigation thereof during programme
development and regw.
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1 Monitors new programme development and approves programmes subject to their
validation by QQI or other accrediting bodies, in line with the policy and procedures set
out in Section 5 of the Quality Assaunce Manual

1 Approves new programme proposals, making recommendations to the Board of Directors
regarding academic resource requirements as needed, appointing Programme
Development Groups, monitoring the work of these and approving all programme
documentaton prior to their submission to QQI for validation.

1 Approves the Access, Transfer and Progression opportunities set out in programme
specific procedures by Programme Development Teams.

1 Reviews annual reports from programme boards and approves any proposed
amendments to programmes prior to their submission to QQI and other accrediting
bodies.

1 Reviews the reports of external review panels for the validation of new programmes or
revalidation of existing programmes.

2.4.5 Committees of the Academic Council
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out more efficiently through the use @gémporary, projectoriented subcommittees established as

necessary. Notwithstanding this, the Council recognibat there is a need to set in place a basic

structure of committees that are essential to deliver on the functions of the Council. The Academic
Council has therefore determined to constitute the following committees immediately:

1 ProgrammeDevelopment Committeewhich will review proposals for new programmes
from Programme Development Groups that are established by the Academic Council
following approval in principle to proceed to the detailed development phase.

9 Student Services Committeewhich will receive and consider reports from the
appropriate College staff and administrative units and make recommendations for
improvements to the Academic Council.

In the longer term, the Academic Council may consider establishing further committeegsuch
Quality Enhancement (QE) Committee, Library Committee, Teaching and Learning Committee,
Research Committee etc. In the meantime, the functions that would be allocated to these
committees will be carried out by the Academic Council as a whole rough temporary, project
oriented subcommittees.

To encourage engagement with all employees of Innopharma Education, the Academic Council utilises
the concept of workflow teams to develop, integrate and implement the quality policies and
procedures acrosthe organisation. Initially workflow teams were established in the areas of Teaching
and Learning, Admissions, Marketifypgramme Monitoring antlearner Support. These workflow
teams developed and refined the concepts which ultimately will become thendtees when
required.

In addition to the use of committees, the Council will be receiving reports from the various functions

in the College, as detailed in the relevant Sections of the QAM, that contribute to the implementation

of its role. Such reportemanate from the Admissions Function, Programme Boards, Examination
Boards, Post Examination processes (reviews, appeals) etc. The College does not regard these boards
as Committees of the Academic Council, in the strict sense, as that might imply éhac#demic
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and procedures that must be followed by these boards in the exercise of their functions.
The Academic Council may appoint members of sththe College, who are not members of the

Council, to its Committees, with their agreement. It may also appoint external experts to a committee
to assist in carrying out its function.

2.4.6  Programme Development Committee

This Committee is established by theadlemic Council to exercise oversight of new programme
development and to make recommendations to the Council. It reviews in detail proposals for new
LINEINI YYSE&S Ay | OO2NRIYyOS 4AGK vvLQa NBIdzZANBYSY
Section 5and reports to the Council with recommendations.
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operations and its scope of provision and potential conflicimerest. It should be chaired by a

member of the Academic Council, who may be the Chair of the Council.

2.4.7  Student Services Committee

This Committee is established by the Academic Council to advise it on the development and
enhancement of learner servicasthe College. In exercising this role, it reviews in detail reports from
the appropriate College staff and administrative units and makes recommendations to the Academic
Council for improvements.
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2.5

2.5.1

Terms of Reference fdProgramme Boards

Purpose

The Programme Board is responsible for the effective management, operation and review of the
Programme and reports to the Academic Council. It is constituted for each programme that leads to
an award. The College may incorpordte or more closely related programmes into a single
programme board. Where two or more programmes have a common year a programme board may
be established to facilitate this.

2.5.2

2.5.3

2.5.4

Composition and Membership

i.  Chair: Programme Lead
ii. Programme Lecturers
iii.  Regional Programme Administration Manager(s)
iv.  Learner Support Coordinator
v. Learner Representative (one per stage)
vi.  Head of Faculty (eafficio)
vii.  Director of Academic Programmes {@fficio).
Meetings
Meetings of Programme Boards shall normally be held twiteeach semester and
scheduled in advance.

Members shall be given at least 5 working days notice of a meeting, to include the draft
agenda and the associated papers for the meeting.

Members have the right to seek to add an item to the agenda and any regmiest must
be communicated to the Secretary, six days in advance of the meeting.

The quorum for Programme Board meetings is 50% of the membership, plus one.

In the event that the designated Chair is absent from the meeting, the members present
shall apoint one of their membership present, to act as chair for that meeting.

Recommendations are made, insofar as is practicable, by consensus. In the absence of
consensus, decisions are made by open ballot, with the Chair having a casting vote in the
event ofa tie.

Functions andResponsibilities:

Programme Boards have the following functions and responsibilities:

= =4 =4 4 —a - -
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To consider learner feedback.

To consider lecturer feedback.

To maintain the Approved Programme Schedule, Syllabi and AssesSoneatule.

To ensure adherance to Marks aSthndards.

To review examination and continuous assessnmestilts.

To ensure an appropriate Teaching Learning and Assessment approapleimented.
To consider learner attendangssues.

To examine the effectiveness afpport services.
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To make recommendations on the use of existing resources and the need foesmuvces.

To recommend appropriate external experts to Acade@acincil.

To prepare Programmatic Review material.

To review a draft of the AnnuBrogramme Monitoring Report, prepared by the Programme

Lead.

2.6 Terms of Reference for the Strategic Advisory Board:

2.6.1 Purpose

The purpose of the Strategic Advisory Board is to advise the Board of Directors, the Academic Council
and the Executive Management Tean strategic issues that may impact on the work of the College.
Agenda will include external guest speaker(s) on selected current and relevant subjects. This will offer
the executive management the opportunity to discuss strategic matters in a forumgwed from the

day-to-day

management pressures, and with the benefit of external inputs.

2.6.2 Composition and Membership

Vi.
Vil.

viii.

Chair: An independent external person, with extensive knowledge of higher education
and/or industry, with international experience.

President (in the event that the post of President is not held by the Chief Executive).
Chief Executive.

VP for Strategic Development.

Director of Academic Programmes.

Director of Academic Affairs and Registrar.

Head of Quality Assurance and Enhancement.

A recentgraduate, who will act as a representative of the learner community.

2.6.3 Meetings

1

Meetings of the Strategic Advisory Board shall normally be held once in each semester
and scheduled in advance.

aSYOSNBE akKkft 0SS 3IAGSY | (medittltaiiciude thesdtal] A y 3
agenda and the associated papers for the meeting.

Members have the right to seek to add an item to the agenda and any such request must
be communicated to the Secretary, six days in advance of the meeting.

The quorum for meeng of the Strategic Advisory Board is 50% of the membership, plus
one.

Recommendations are made, insofar as is practicable, by consensus. In the absence of
consensus, decisions are made by open ballot, with the Chair having a casting vote in the
event ofa tie.

2.6.4  Functions andResponsibilities:

1
1
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Conduct a highevel review of Strategic Plan and the Operational Plan.

Formulate ideas for inclusion in the successor Strategic Plan.



Advise on trends in higher education delivery, nationally iaternationally.
Advise on trends in industry.
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programmes.

2.7  Terms of Reference for Executive Management Team

2.7.1 Pupose

The Board of Directors shall appoint an Executive Management Tadmprimary institutional
responsibility for the dayo-day management of the College.

2.7.2  Composition and Membership

I.  Chairperson

i. VP for Strategic Development
Il.  Ex Officio Members

ii.  Chief Exeutive

iii. President (in the event that the post of President in not held by the Chief
Executive)

iv.  Director of Academic Programmes
v.  Director of Academic Affairs and Registrar
vi.  Head of Quality Assurance and Enhancement

The Executive Management Team may seek advaam other persons as it sees fit, to help in its
decisionmaking.

It may also ask persons operating key support functions for the College, such as Finance and HR to
attend particular meetings where their expertise may be beneficial to further infaroistbrrmaking.

2.7.3 Meetings

1 Meetings of the Executive Management Team shall normally be held each fortnight.

1 Meetings are normally held face to face, but in exceptional circumstances an incorporeal
meeting may be appropriate.

1 Inthe event that thalesignated Chair is absent from the meeting, the members present shall
appoint one of their membership present, to act as chair for that meeting.

91 Decisions are made, insofar as is practicable, by consensus. In the absence of consensus,
decisions are madeytopen ballot, with the Chair having a casting vote in the event of a tie.

2.7.4  Functions
TheExecutive Management Tedmas the following functions:

9 To develop an Operational Plan for the implementation of the aims and objectives of the
/ 2t t S3S Q an, foliapidroiatod theBoard of Directors. The Operational Plan shall
include action plans and the setting of goals and timescales for their achievement.
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1 To implement the Operational Plan as approved by the Board of Directors, including the
monitoring ofapproved action plans and progress against goals.
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Proposed contracts above this figure are subject to approval by the Board of Directors.

1 To manage resources to make suhat appropriate and effective facilities and services
are available and scheduled to ensure the quality of delivery to learners, including making
adequate resources available to the Academic Council to carry out its functions (such as
appointing externaexaminers).

i To consider the Initial Programme Feasibility stage of new programme development,
including feasability and associated risk, and if approved to forward the application, with
comments, to the Academic Council. Following this, it shallrmtbe Board of Directors
of its decision.

1 To review the rationale and business case for the development of all new programmes
proposed. The Executive Management Team is responsible for completing this review
prior to the submission of a new programme prépd t F2 NJ I LILINR @ £ (2
decisionmaking bodies, the Academic Council and Board of Directors.

 To manage and deploy staff, including recruitment, performance management and
development & staff.

1 To maintain and review the Risk Regist@rcluding identification, management and
mitigation of risk, taking account of any additional advice from the Academic Council. The
Risk Register is forwarded for review to the Board of Directors.

1 Inthe exercise of these functions it shall not attempetarcise any undue influence over
academic decision making in the College.
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2.8  Membership of Chief Executive/President on Units of Governance

The following table shows thie NBS & A rRefnifeiisigof the major units of governance, when that
role is held byhe Chief Executive and if it is held by another person:

Executive

Scenario Board of Directors Academic Council
Management Team

Post of President held
by Chief Executive

Post of President held
by person other than No
Chief Executive

No

2.9 Meetings of Units of Governance:

The following is a table of a typical schedule of meetings of the major units of governance.

Board of Directors| Academic Council Executive Strategic Advisory
Management Board
Team

Sept X X XX

Oct X X X
Nov X X X

Dec X XX

Jan X XX

Feb XX X
Mar X X XX

Apr XX

May X XX

Jun X X X
Jul X XX

Aug X XX
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The Governance and Management Structure for the College is shown below.
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2.10 Roles and Responsibilities

2.10.1 College President:
Reporting to the Board of Directors, the President is the chief officer of the College.
Responsibilities

1 The President is responsible for ensuring the implementation of the strategic plan
determined by the Board of Directors.

1 The President controls ardirects the activities of th€ollegeand its staff.

1 The President, working with the Executive Management Team, is responsible for the
efficient and proper management of th@ollege

1 Producing concept papers, business plans and funding proposals fantjpbteinders

including corporate and government funded initiatives.

1 Coordinating with industry to further the overall growth strategy and strategic plan.

1 Developing an effective network in industry, government, business fora, etc. to develop
relationshipswith external and internal partners.

1 The President provides a bridge between the Board of Directors and the management of
the College

2.10.2 VP for Strategic Development

The VP for Strategic Development drives strategic initiatives and supports the develophiend

term growth plans and profitability goals. The role includes analysing and recommending emerging
industry trends, expansion opportunities, government initiatives, industry collaboration, internal
business performance and business process improvéme

Responsibilities:
The VHor Strategic Developmerns responsible for:

f Leading the development and delivery of a strategy, framework and processes through
which theCollegeprioritises and manages its strategic development opportunities.

1 Ensuring thatthe College has a coherent coordinated portfolio of development
opportunities that are aligned with th€olleg® & &G NJ 6S3& FyR | YOAUA

1 Supporting theCollegeto enhance its academic offerings and attract higlality
students.

1 Working with the Executive Management Team to develop and execute the strategic plan
and growth trajectory of theCollege

1 Representing th€olleg® & th pld @nd strategy in extern&ra.

1 Partnering with leaders across the organisation to take adagatof the company's core
competencies. Recognise strategies under consideration which add value and those which
do not add value.

1 Providing high level support and project championing including the provision of advice
and assistance to relevant academialaupport staff in the resolution of issues and the
management of risks.

1 Ensuring projects are properly scoped and costed in order to make the implementation
phase as smooth as possible.
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1 Assisting the sponsors of projeatith the resolution and escalation of issues, and the
unblocking of barriers or obstacles to ensure success.

2.10.3 Director of Academic Affairs and Registrar

Reporting to theCollegePresident, theDirector of Academic Affairs and Registimresponsible for
the maintenance of academic standards, and quality assurance. They are responsible for delivering
major aspects of academic administration dadrnerservices.

The Director of Academic Affairs and Registiarthe main point of contact with awarding and
regulatory bodiesincluding QQIThey are responsible for regulatory compliance within @adlege
under the auspices ohcademic Councgibcademic records, including admissions, examination and
graduation; academic regulations aleirnerdiscipline ad the effective management of thirector

of Academic Affairs and Regist@uffice.

The Director of Academic Affairs and Registtands, manages and directs an academic team
comprising the admissions office, the examinations offiearnerservicesand the library.

TheDirector of Academic Affairs and Registisaa member of the Executive Management Team.
Specific Functional responsibilities
TheDirector of Academic Affairs and Registn@anages and coordinates the following functions:
2.10.3.1Academic andards

9 Ensuring that policies and procedures exist that underpin the quality of programmes; that

these are followed and that they meet the appropriate standards.

1 Safeguarding the integrity and currency of programme validation and awards, including
compliance with the terms and conditions of programme approval and the requirements
and regulations of accrediting bodies for ongoing provision of delivery.

1 Ensuring that examination standards are maintained through the management of the
operation of the exam$unction, including exam sitting, external examiners, invigilation,
implementing Examination Board decisions and organising graduation.

2.10.3.2Academic Governance

1 Supporting the business of tiecademic Coungiéind its subcommittees.
1 TheDirector of Academicffairs and Registras secretary to thdcademic Council
1 Academic Quality Assurance includimger alia,
o0 Ensuring there are current and appropriate QA policies and procedures in place
and that they are implemented.
0 Instigating review and, where necessary, revision of QA policy and procedure on
an annual basis.
o Facilitating and organising Programmatic Revaemt QQI Cyclical Review.
0 Leading academic policy formulation and educational development, including
implementing, reviewing and ugating academic policies such as the Academic
Quality Assurance Manual and tielleg®a al N} & FyR {dF YRl NR
0 Acting as advisor to the Board of Directors, thellegePresident andAcademic
Counciland its committees, on academic matters and specifically those of a
regulatory nature.
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0 In cooperation with the Director of Academic Programmieading theCollege
through accreditation, recognition, validation and review events.

o In cooperation with all staff, fostering a quality culture across all areas of the
College
2.10.3.3Student lifecycle

1 Recruitmentadmissions, registratioandexaminationprocesses for all studest
1 Management of preparation and circulation of tBeiropean Diploma Supplement

71 Student ServicesncludingAccess and Learning Support Services, Health and Counselling
Services

Thelibrary function and reléed learning resources activities

Management and revision of regulations in relation to breaches of the Code of Conduct
and academic integrity.

1 Working with theDirector of Academic Programmes riwonitor the welfare of students
and to recommended intervdions with learners who are deemed at risk academically,
or in need of noracademic support, in cooperation with other faculty and staff

2.10.3.4 Staff Development

In cooperation with the Director of Academic Programmes, working to organise and provide staff
training seminars and workshops in curriculum design, delivery and assessment including those that
supporttheColleg®d . £t SYRSR [ SINYyAy3 {GN)rGS3eo
2.10.3.5Liaison Activities
1 TheDirector of Academic Affairs and Registimithe primary liaison with accreditation
bodies.
9 Liaises with national and international lg&ality networksand agencies.
1 In cooperation with theCollege President and other senior executives, facilitates
academic partnerships with external institutions and providers of education
2.10.3.6Management of Information

1 The Director of Academic Affairs and Registizs responsibility for the creation,
retention and maintenance of data relating to programme validation emtent, and to
the admission, registration and examination performance of students.

1 TheDirector of Academic Affairs and Registesisures that statutory requirements in
relation to the information to be made available to learners are complied with.

1 The Director of Academic Affairs and Registhars responsibility for compliance with
GDPR through th€ollegeData Protection and Record Management Policy.

1 The Director of Academic Affairs and Registranthorises public information and
communication.

2.10.3.7Management and Administration

1 Acting as supervisor and managerHead of Quality Assurance and Enhancernerd
staff in theLearnerSupport function and academic administration staff.
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1 Leads and assumes responsibility for-tiaday operations of théirecta of Academic
Affairs and Registr&Office to include the admissions office, the examinations office, the
Library and Information Technology.

2.10.3.8Special Projects

Undertakes projects that may arise from time to time as agreed with the Board of Directd/sr
Academic Council

2.10.4  Director of Academic Programmes

Reporting to the President, the Director of Academic Programmes has overall responsibility for
academic leadership in th€ollege The Director of Academic Programmes responsible for the
programmes of theCollege for teaching and learning development, and for the development and
implementation of the policies and procedures governing the standard, content and delivery of
validated programmes.

TheDirector of Academic Programmissa member of te Executive Management Team.

The Director of Academic Programmes leads, manages and directs an academic team comprising a
Head of Faculty, Programme LeBsgionaProgramme Administration Team, lecturers and assessors

in relation to new academic developmis, quality enhancement initiatives and continuing
development of programmes. Also, within their purview is the promotion of the highest academic
standards, statutory frameworks and legislation, and awarding body regulations.

Specific Functionalesponsibilities

These include providing academic leadership and direction, and the efficient and effective
management of resources. The Director for Academic Programmes manages and coordinates the
following functions:

2.10.4.1Academic Leadership
1 Providing leadeship in the promotion and support of standards of excellence in teaching,
learning and assessment.

1 Providing a leading role in the enhancement of teaching and learning, particularly in
Blended Learning.

1 Fostering a quality academic culture throughout tellege
f  Ensuring that staff have clear direction in relationto @alleg® a & G NJ 4§ S3& I yR

1 Ensuring the provision of academic support services required of each programme in the
Collegen order to deliver dearnerfocused experience.

1 Assumimg responsibility and accountability for the day-day academic operations of the
College

1 Chairing Examination Boards, where the Head of Faculty is not available.
2.10.4.2Academic standards and quality assurance

1 Promoting a quality culture throughout th@ollegeby ensuring that appropriate academic
standards are established and embedded in programme development and delivery.

1 Ensuring that processes are in place for monitoring the application of quality assurance
policy and procedure as it relates to programme development, implementation and
review (both internal and external)
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Ensuring that criteria are set for review and evaluation and revision of programmes of
education and training

Ensuring that appropriate &on is taken if there are any deviations from set standards.

Implementing academic policies, standards, processes and procedures, to ensure all
learnerand academic related processes are fair, consistent, robust and transparent; and
are compliant with stautory frameworks and legislation.

Ensuring that validation requirements are implemented in full for all approved
programmes.

Participating, as required, in external fora on quality assurance, programme development,
delivery mechanisms, assessment and lemnarking

Operating the procedures outlined Bection5 for Programmatic Review, as they relate
to the process of programme review and amendment.

In cooperation with all staff, fostering a quality cultureress all areas of th€ollege

Evaluating proposals for the appointment of External Examiners and recommending
appointments toAcademic Coungils outlined irSectionb.

2.10.4.3Student Lifecycle

1

The Director of Academic Programmethrough the faculty and staff they lead, has
ultimate responsibility for the delivery of all academic programmes.

The Director of Academic Programmethrough the faculty and staff they lead, is
responsible for the overafloordination and development of assessment

The Director of Academic Programmethrough the faculty and staff they lead, is
responsible for the overall operation of assessment and examination

The Director of Academic Programmet®gether with theDirecor of Academic Affairs
and Registrahas a shared responsibility for monitoring the welfare of students and
exercising, in cooperation with other faculty and staff, recommended interventions with
learners who are deemed at risk academically, or in neatbofacademic support

2.10.4.4Management and Administration

1

1
1

Acting as supervisor and manager kead of Faculty, Programme LeaRegional
Programme Administration Team, lecturers and assessors.

Overseeing all teaching and learning activities inGlodlege
Serviry as a link between faculty, staff and t@ellegePresident

2.10.4.5Information Management

T

Ensuring, in cooperation with thBirector of Academic Affairs and Registthat the
Collegehas appropriate systems and mechanismsedgister,track and supportearner
progress and safeguard data, that is fully compliant with relevant legislation.

Ensuring that staff under their control are fully aware of their obligations in respect of
GDPRIintegrity of data and confidentiality.

2.10.4.6Liaison Activities

1
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with accreditation bodies and collaborating partners




2.10.4.7Staff Development

1 In cooperation with theDirector of Academic Affairs and Registréne Director of
Academic Programmes is responsible for organising and providing staff training seminars
and workshops to introduce curriculum design criteria as well as emerging blended
learning, teaching and assessment practices into the curriculum.

9 The Director of Academic Programmes is responsible for academic staff induction
programmes.

9 The Director of Academic Programmes is responsible for the development, direction and
support of research in theCollege

2.10.4.8Programme Design, Development and Validation
1 Providing a leading role in the continuing academic development and improvement of
validated provision in th€ollege
1 Leading staff in theCollegethrough new programme design and devetoent and
submissiorto Academic Council
2.10.4.9Programme Delivery

1 Managing and directing the academic team.
1 Participating, as required, in academic staff recruitment.

{1 Providing advisory recommendations to the President on all academic appointments, and
promotions.

1 Ensuring that appropriateesources and facilities are available to deliver and assess all
programmes of teaching and learning.
2.10.4.10 Special Projects

Undertakes projects that may arise from time to time and as agreed with the Board of Dirantbrs
/or Academic Council

2.10.5 Head of Quality Assurance and Enhancement
The Head of Quality Assurance and Enhancenrepbrts to theDirector of Academic Affairs and
Registrar

Working with theDirector of Academic Affairs and Registrdre Head of Quality Assuranand
Enhancementis responsible for ensuring quality assurance policies and procedures are effectively
implemented and integrated throughout all levels of the organisation, and that all staff have a clear
understanding of their roles and responsibilitiega@hation to these.

TheHead of Quality Assurance and Enhancenigthe primary dayto-day point of contact between
the Collegeand QQI.

Specific Functional responsibilities

9 Proactively initiating quality assurance activity within tkmllege implementing and
monitoring quality assurance policies and procedures; reporting tAdaemic Coundih
relation to all academic dimensions of quality assurance aCibleege including:
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0 Student recruitment, retention and achievement

o Indicators of teaching quality and teaching staff performance

o Delivery of curriculum, including resource and materials development
o Student, staff and stakeholder feedback

o Programme review and development

Ensuring the dissemination of information pertaining to quality assurance across all academic
and teaching staff; leading staff development activities to embed quality assurance in staff
practice.

Overseeing the authorship, maintenance and review of @luchentation relevant to the
Collega Sy 3F3aASYSyld 64AGK vvLo®

Supporting programme leaders in advising on the quality assurance aspects of programme
validation and programmatic review activity and overseeing the implementation of the
approval process.

Monitoring and reporting on implementation of quality improvement plans.

Developing and managing the range of ramademiclearner services in theCollege
including:

o Disability Support Service
o Health Services including Counselling Services
o Careers Service

Repesenting theCollegeat appropriate events.

Maintaining an external profile through engagement with appropriate bodies and
organisations.

Performing any other reasonable duty, for example, marketing activity, commensurate with
the level of the role.

2.10.6 Head of Faculty

Reporting to the Director of Academic Programmes Head of Facultprovides academic leadership
and management of the programmes within the faculty.

Specific Functional responsibilities

T
)l
)l
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Supporting the implementation of th€ollegeStraegic Plan.
Taking operational responsibility for the delivery of programmes.

Managing the development and quality of teaching, research &ainer support
services.

Making recommendations to the Director of Academic Programmes for staff
development.

Monitoring and managing faculty resources.
Supporting learner recruitment, open days and other activity, such as graduation.




1

Cooperating with the Director of Academic Programmes and Executive Management
Team in the efficient running of th€ollege

2.10.6.1Academt Leadership of the Faculty:

1 Encouraging excellence in teaching, learning, research and professional activities within

the College

1 Appointing an academic team to develop a programme submission.

1 Facilitating the collection ofearner feedback and the resdiant implementation on

matters arising from that feedback as appropriate.

2.10.6.2Staff Management and Development:

il

Appointing an academic programme development team to develop a programme
submission.

Providing orientation and guidance to all staff in faeulty.

Undertaking effective planning and development review, including the management of
staff performance and performance reviews; support for the professional development of
all staff in theCollege

Contributing to the recruitment, selection, indueti, administration, performance
management and resolution of grievances of staff in @wlege

Ensuring that the duty of care owed to staff, and learners is exercised, particularly in
relation to the maintenance of a learning/working environment freenfrdoullying,
harassment or discriminatory practices.

2.10.6.3Compliance

1

Complying with the QA and academic standards contained iQtmity Assurance
Manual

Ensuring academic staff are aware of, and adhere to the policies, guidelines and
regulations.

2.10.7 Programne Lead

Reporting to the Head of Faculty, tReogramme Leads responsible for the academic coordination,
management and development of a single programme. This includes the management and support of
learners on that programme, supported by tRegionaProgramme Administration Manager.

Specific Functional responsibilities
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Mentoring learners and ensuring they have access to guidance and support on both
academic and no@cademic matters related to thiearnerlife cycle.

Working with the Head foFaculty to allocate appropriate staffing for modules.

Reviewing programme documentation to ensure teaching schemes, module guides,
reading lists, are relevant, current and accurate.

Ensuring, where appropriate, that all content on the VLE is accessibkts minimum
standards and is populated with #p-date material.




2.10.8

1 Ensuring the appropriate teaching, learning and assessment strategies are implemented

and that modules are taught and assessed in accordance with the Approved Programme
Schedule.

1 Coordinaing assessment submission deadlines across a stage to ensure an appropriate

learner workload.

1 Ensuring timely feedback is delivered to learners.
1 Ensuring all examation papers for modules on their programme are written and

moderated well in advance of the examination taking place, are in accord with submission
timetables and are appropriate to the programme level.

i Liaising, through the Head of Faculty and Director cdd&émic Programmes, with the

relevant External Examiners.

1 Ensuring examination results for modules on their programme(s) are inputted to the

Learner Management System in good time prior to Examination Board Meetings.

1 Communicating with learners on acadenaind personal issues, liaising with the Class

Representatives and participating in the Class Representative Meetings.

1 Working with the RegionalProgramme Administration Manager ardarner Support

Coordinatorin the management and support of learners omgrammes.

1 Reporting to the appropriate Programme Board related matters such as learner feedback,

learner numbers, attendance and performance indicators.

1 Preparing and managing the programme action plan based on feedback from External
OEI YAYSNEHA 5GWEBESWalk RR 5508t 2LIvSyd tflya

review against the requirements of the Quality Assuraktzaual

9 Collating all programmébased data into the Annual Programme Monitoring Report to

facilitate monitoring and enhancement.

i Leadhg the Programme Team in the continuous review and improvement of the

programme.

1 Leading the revalidation process to ensure that all team members are fully briefed and
able to assist in the process.

1 Developing and implementing transition plans on completwd a revalidation process.

1 Leading on the validation process for new programmes assigned to them by the Head of
Faculty.

1 Supporting recruitment activity as required.

IT Manager

The IT Managereports to theDirector of Academic Affairs and Registrar

The key objective of the IT Manager is to ensure suitable information technology and educational
resources. This includes educational technology and any VLE required Byltbge identified at
programme development and agreed at validation.

Specific Bnctional responsibilities
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i Liaising with Programme Lead and Head of Faculty to identify and specify the IT and
computing requirements for programme delivery.
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Providing and managing sustainable computing facilities accessible to staff and learners

Systenatically upgrading hardware and software in line with technical developments and
advising theCollegeon more effective tools and methodologies to enhance the learner
experience.

Coordinating the rota of online support personnel for all online delivdrglasses and
ensuring monitoring of chat box to support learners and lecturers

Coordinating the rota of online support for examinations process
Providing training on learning platforms such as GoToTraaridgMoodle for new staff

Managing WiFi and other classroom technology required for face to face delivery of
classes

Maintaining an inventory of equipment and purchasing any necessary hardware required
for staff members

Maintaining a comprehensive lisff IT and computing resources and ensuring that all
software is properly licensed and copyright protocols are respected. Other
responsibilities include firewalls, backups and security of .data

As a key member of the data protection team, ensuring all s#gu requirements are
met.

Striving to povide excellent customer service to learners and staff with IT queries /
requirements

Providing and informing staff of efficient IT solutions for conducting busigassgh as
Sharepoint, Microsoft Teams, GoToMeeting, Solgari and other software solutions

2.10.9 Learner Support Coordinator

TheLearner Support Coordinataieports to theDirector d Academic Affairs and Registrar

Specific Functional responsibilities
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Designing, delivering and coordinating workshop programmes across all disciplines on
key academic support issues e.g. study and research skills, note taking, learning
technologies, a@demic writing, exam and revision techniques

Developing specialised ofie-one support for students with disabilities, mature students
and students availing of counselling services.

Coordinating and managing the operation of the QuickScan scanning taoévity
enrolled learners

Managing and developing a range on online study skills resources for learners

Assisting in the preparation of awareness and publicity material relating to academic
supports (including posters, flyers, email communications, asthbmedia)

Assising in projects to include se#fvaluation with colleagues to enhance and develop
the learnersupport services

Assisting with programme monitoring afebrnerfeedback mechanisms

Identifying appropriate thireparty counselling servicewhich best meet the learner
needs




9 Providing librarian services to learners to include for example, academic counselling and
academic misconduct awareness

1 Maintaining currency in regulations and standards relating to learner supports

9 Other duties that my be assigned bthe Director of Academic Affairs and Registrar
andor the Head of Quality Assurance and Enhancemesiating to monitoring
initiatives.

2.10.10 Admissions Coordinator
TheAdmissions Coordinatoreports t the Director of Academic Affairs afRegistrar

Thekey role of the AdmissionsCoordinatoris to overseeand co-ordinate the Admissiongprocess
acrossall programmesamd locationsin conjunctionwith the RegionalProgrammeAdministration
Manager

Specific Functional responsibilities
2.10.10.1 PreAdmissions
1 Ensuring that admissions arrangements are clear and accessible to all prospective

learners.

1 Supporting the marketing team to ensure that all marketing material contains statements
on the Awarding Body, the Award Type, The Award Title, The Lethel Afvard and the
credits attached to the award.

9 Providing assistance with recruitment activities, admission publications, and information
sessions.

9 Providing support to prepare admission related presentations for information events.
2.10.10.2 Admissions

1 Overseeing the administration of th@olleg®@ & | RYA&daAz2ya aeaisSy |
Regional Programme Administration Managae following protocol in admissions
procedures.

9 Providing a professional, welcoming service to prospective applicants ansathe are
interested in understanding more about thi&ollegeand our programmes of study and
who engage with th&€ollegen person, by telephone or digitally.

9 Advising applicants about the programmes offered, admission procedures, eligibility and
costs ivolved.

9 Facilitating the submission by applicants of all required documentation to support the
application.

1 Cocordinating the followup for any enquiries through direct meetings, live chat, phone
calls and emails in a timely manner.

1 Overseeing the analysid applications based oapprovedadmission policies.

1 Organising the interview schedule for applicants to understand their objectives and
background.

9 Liaising with the Head of Faculty/Programme Lead in processing admissions post
interview.
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1 Overseeing course offers and tuition fees request, ensuringdiaisions regarding the
allocation of places on programmes are timely and transparent.

1 Where necessary, ensuring that applicants who wish to appeal an admissions decision
are guided hrough the process.
2.10.10.3 Registration of students

1 Providing assistance to the students to completdtalenrolment documentation.

1 Ensuring that all registerel@arnerdata is maintained on the enrolment systems in line
with GDPR.

1 Ensuring that all class lists are updated regularly to reflect changes Sn N/ S NI &
attendance

1 Providing guidance and information to any students wishing to progress.
2.10.10.4 Other responsibilities
1 Developing innovative communication strategies, recruitment siés and enrolment
plans in coordination with senior management to attract and enrol more students.

1 Developing, monitoring and reviewing the integrity and suitability of the various
admissions pathways and the various entry quotas.

1 Ensuring that all apglants are treated in a fair, equal and consistent manner.

1 Keepingup to dateon new programmes or changes to existent programmes to ensure
that advice to applicants is always current.

I Generating an Admissions report on each programme by preparing statistical
information, in order to enhance management decision making.

I Maintaininga database ofearnerinformation, telephone logs ankkarnerfeedback in
order to generatdearnerreports for management whenever required.

2.10.11 Head of Assessment
TheHeadof Assessmenteportsto the Directorof AcademicAffairsand Registrar

TheHeadof Assessmenmanageghe Colleg&€ Bxamination®epartmentand hasleadresponsibility
for the managementnd coordinationof all examinationprocesses.

TheHead of Assessmeita (G KS / 2f f S3SQa& RReprdséhiativél SR 51 Gt NR|i

Specific Functional responsibilities

1 Managing the scheduling and timetabling of exams.
1 Coordination of all examination sessions.

1 Liaising withDirector of Academic ProgrammeBaculty Heads, Bgramme Leads and
teaching staff to ensure compliance with all examination requirements, including timely
receipt of papers and QA compliance.

Maintaining security and integrity of the assessment process.
Management of Internal and External Exaation Boads.

Creating, quality assuring and maintaining assessment and awards information and
documentation.
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Identifying procedures to enhance efficiency and effectiveness of the department.
Liaison with external examiners.
Management and coordination of graduati@eremonies.

Supporting Faculty in addressilegrnerissues including academic integrity, failing/cause
for concern students and reasonable accommodation in assessment requests.

Taking lead responsibility for the management of the Studafiirmation System in
relation to assessment and awards.

Liaising with QQI and all other relevant stakeholders as appropriate.
Line management of the Examations Team.
Other such dutis as commensurate with the role.

2.10.12 RegionalProgramme Administration Maager

TheRegionalProgramme Administration Managereports to theHead of Faculty

The key roles of thRegionaProgramme Administration Manager are:

1
1
1

To be the face othe Collegdor the learner, within the community and within industry.

T2 dzy RSNAGFYR GKS fSIFENYSNRa OFLIOoAtAGASE
To work with learners and industrial contacts to obtain work placements and/ctifu#

roles within industry.

Specifc Functional responsibilities

2.10.12.1

1
1

2.10.12.2
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Recruitment of students on to programmes

Attending weekly meetings during the recruitment phase of relevant programme

Working on recruitment strategy including working with DSP, Intreo, media and local
events

Requesting thapplicants to submit required documentation

Reviewing documentation and set up interviews for suitably qualified applicants
Organising local open days, including organising venue, presenting, and coordination of
interviews and relevant paperwork

Coordinating Induction

Creating final class list for the programmes

Inviting all successful applicants to attend scheduled induction day

Prior to induction ensure that dikarnerinformation is up to date to include:
0 Induction Presentation

Programme handbook

Programme Timetables (including Labs dates)

Attendance monitoring procedure

Social Welfare documentation (where needed)

Student Code of Conduct

Moodle/GoTo-Training setup and troubleshooting

O O O o o o




2.10.12.3

2.10.12.4
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o Ensure Springboard applications are complete
Communication with Innopharma staff/lecturers regarding induction dates
Contacting any successful applicant who does not attend and update the class list
accordingly
Programme interaction ith learners

Creating learner profile records

Attending and/or delivering Work Preparation module

Support learners to complete CVs to required standards post formal module
Supporting learners in preparation for job interviews

Updating placements anolps on Innopharma central database

Providing support to learners who gain employment to complete programme
Monitoring and tracking weekly attendance in central database

Communicating change of status (working, other change of circumstances affecting
attendance) to Dublin office, ensuring that Change of Status form is completed and
signed by learner

Overseeing examination preparatiamconjunction with the Head of Assessment
o completing exam information session to include all examination procedures
0 communicating timetable information to class group
0 communicating any change li@arnercircumstances
0 organising suitable exam venues (where needed)
o liaising with exam supervisors ihvigilators regarding exams dates and
organisation
0 organising delivery of exam papers/return exam scripts
o attending Exam Board meetings
0 communicating exam results procedures
Communicating with lecturers on any learner and timetable issues
Organising industry visits and guest lecturers
Providing support (technical and administrative) for online learning modules
Providing ongoing support to learners to complete the programme and to ensure learning
outcomes are achieved
Other duties

Seekngtestimonials from learners for future publications and advertising
Gathering general and formal feedback from learners throughout the programme
Organising and attending scheduled Programme Board Meetings

Organising end of term lunch event for learners

Postcourse work with participants to overall achieve our objectives in attaining
employment outcomes (75% minimum target)




2.10.13 Learning Designer

The Learning Designeeports to the Director of Academic Programmes$hey will workwith the
Student Support Team, whidghcludes thelearner Support Coordinatothe career support function

and the library function.

Specific Functional responsibilities

1 Developing high quality online tutorials and resources for@uwleg® & & dearde 2 F
supports.

I Supporting academic staff in the design and development of programmes for blended
learning delivery.

9 Creating learning objects and digital media for use in the curriculum in consultation with
subject matter experts.

9 Advisingacademic staff on suitable pedagogic approaches for inclusive and dynamic
blended and online delivery.

1 Making recommendations to th®irector of Academic Affairs and Registeard the
Director of Academic Programmes on the use of the Virtual LearningpEmént (VLE)

1 Researching new equipment, software and teaching techniques that will enhance the

online experience for the learner.

2.10.14 Ontline LearningSupportTeam

Reporting to thdT ManagerOn-ine Learning Support personnel are responsible for the pronisf
online support to classes broadcast live or recorded.

Specific Functional responsibilities
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Ensuring all learners have access to the virtual learning environment.

Scheduling of online classes in the online software application and notificati@l to
learners.

Ensuring all learners can access the online class when required.

Providing troubleshooting IT support related to online classes, specifically login, audio and
video issues, broadband issues that are in the control ofxbkege browser toice, etc.

A ¥ 4 A
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broadband provider.

Providing IT support to the lecturer relating to access, broadcast and recording of online
classes.

Liaising between the lecturer and leer to ensure questions and comments in the
learner chatbox are addressed and discussed.

Ensuring the class is recorded and archived on the VLE for future access.
Ensuring audio and video equipment is in good working order at all times.
Ensuring online Attendance is accessible for the lecturer.

Feeding back any concerns, suggestions or otherwise to the lecturer if appropriate.




2.11 Control Sheet

Policy and Procedure Title Governance
Responsible Officer(s) President

Issuance Date 4t September 2020
Effective Date 4" September 2020

Last Revision Date

27" June 2020

Supersedes

2.0

Next Revision Date

September 2022

Designated Reviewers

Board of Directors, Executive Management Teg
Academic Council

Scope

All programmes

2.11.1 Reuvision History

Revision Approval Date | Revision Description Originator Approved by
New Policy | Sept 2019 New policy President Academic Counci
Version 1.1 | October 2019 | Reflections to reflect mino| President Academic Counci

changes to roles ani
responsibilities

Version 2.0 | 27" June 2020

The governance ani president Academic Counci
management structure withir|

the College has beel
restructured; . The terms o
reference for the Academi
Council have been clarifiec
and detailed terms of
reference all units of
governance are included. Th
governance  structure i
represented visually, and |
separate organisation chart i
also provided.
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Version 3.0

4t September
2020

The Governance Graphic hi
been updated to provide
greater clarity, additional
duties refereneced in othe
sections of the QM have
been included in the the
responsibilities  of  mair|
governing bodies
responsibilities for the
Director of Academic Affair|
and Registar provider greate
clarity on the role of being the
main liaison with QQI, clarity i
provided on the role of Chai
for meetings of major units o
governance when the Chair
absent.

President

Academic Counci

Version 4.0

10t March 2021

The Composition for Academ
Council (Section 2.4.2) he
been revised to include al
external Deputy Chair, t
outline the tenure othe Chair
and Deputy Chair and t
update section 2.4.3 of
Meetings to clarify that the
Deputy Chair will act as chair
the event of his / her absenci
from the meeting.

President

Academic Counci
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QA Area (s) 1 Programmes of Education and Training
1 Governance and Management of Quality

1 Documented Approach to QA

Applies to |:|Staﬁ only
[] Learners only

[X staff and learners

Policy Owner Director ofAcademic Affairs and Registrar

TheCollegeis committed to the following core values, which underscore our organisational culture,
our strategicpriorities,and our decisiormaking.

3.1 Core Values

The following core values are included in Belleg®@d { G NJ G S-A08R0 t f+Fy HAHN
3.1.1 We strive forExcellence

We are committed to quality and continuous improvement. That means taking a best practice
approach to everything we do.

3.1.2 We act withIntegrity

We are committed to honesty, transparency and upholding the highest ethical standards. That means
being accountable to our learners, our partners, our stakeholders and the wider community.

3.1.3 We valueDiversity

We are committed to inclusion, equignd mutual respect. That means actively working to eliminate
bias and create an environment where every member of our community can excel.

3.1.4 We fosterInnovation

We are committed to creativity, collaboration and problesolving. That means continually séwk
ways to optimize, enhance and add value to all our activities.

3.1.5 We nurtureCollaboration

We are committed to mutual support, teamwork and cooperation. That means developing an open
and participatory environment for our learners, partners and eaclenth

Our Learner Charter has been drafted in line with these values and expresse£dheg® a
commitment, through a partnership with our learners, to ensure good working relations i@dHege
and an efficient, effective and supportive academic envirenm
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3.2 Learner Responsibilities and Code of Conduct

3.21

CollegeResponsibilities

TheCollegeis committed to:

1
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3.2.2

Providing programmes of study that will provide our learners with opportunities for personal
and social development.

Ensuring our programmes arelevant to current and future economic and social needs in the
country and in a European context.

Provide support mechanisms to assist our learners to complete their programmes
Providing a higiguality teaching and learning environment for our learners

Promoting and supporting progression through the National Framework of Qualifications.
Promoting equality of opportunity and the recognition of the diversity of our learner groups.
Using learner feedback as part of its processes for monitoring aridatirey the effectiveness

of programmes and services.

Learner Expectations

Learners at the&Collegehave the right:

1

= = =4 =4
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1
3.2.3

To be provided with ufpo-date and accurate information relating to programmes, facilities
and services.

To have applications considered in a fair, efficient and timely manner.
That they will have any special requirements considered byCihiiege
To receive a highguality educational experience and support services.

To receive appropriate feedback on their academic progress and transparency regarding
allocation of marks.

To representation on th€olleg® a 32 FSNY I yOS & 0 NHzOUG dzNB & @
To be treated with codesy and respect and not suffer discrimination.

To fair and just procedures, including appropriate appeals procedures, in all matters involving
breaches of the Code of Conduct.

To be able to represent personal views in a reasonable manner.

Expectationsof the College

TheCollegeexpects that learners will:

1
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Provide accurate and comprehensive information about themselves, their qualifications and
previous experience.

Inform the Collegef their personal circumstances change, so that appropriate intargas
may be deployed.

Inform the Collegef they decide to withdraw from their studies.

Treat all members of th€ollegecommunity with courtesy and respect (both in physical and
virtual environments).

Inform the Collegeof any concerns regarding equality, discrimination, harassment or safety.




Behave in a manner that will not bring tiollegeinto disrepute.

Participatein the Collegenduction and orientation activities.

Submit all coursework in line with guidance and within the stipulated time.

Adhere to theColleg@a ! aaSaavYSyid wS3dzZ I GA2yasx AyOfd
standards of academic integrity.

= =4 a4 -

3.3 (Code of Conduct for Learners

The Collegerecognises that its learners are responsible individuals, capable of making informed
decisions about theitbehaviour. It expects that each learner while engagedCallegerelated
activities will behave in a matureourteous and honest manner which protects teputation of the
College While seHdiscipline will be expected and encouraged, failure to meet the standards expected
may result in sanctions wfw-and including suspension and exclusion.

The following Code of Conduct with specific provisions shall apply:
1. LG A& GKS fSINYSNDa NBliedaey cr dhardes dveipaid. G 2 Sy a dzN

2. Learners must ensure they are validly registered on their mogubgframme ancarry their
learnercard.

3. Learners must obey any lawful instruction of @ellegestaft.
4. Learners must not behave in a manner that may infringe the rights of others.

5. Learners must respe@ollegeproperty and that of all members of theéollegecommunity, at
all times.

6. Leaners must adhere to the academic discipline of the programme, including the
requirements of attendance and assessments.

7. Learners must comply with th€olleg®ad Ly G SNy S ! OO Sextidnld.1y6RR | & | 3
Internet Access and Internet usage palicy

8. Learners must ensure that they behave appropriately in their communications on or through
social media

9. Learners must comply with the Assessment Regulations aCdilege

10. Learners must comply with Health and Safety regulations ofGbkegegenerally and any
specific regulations related to their programme.

11. Vehicles and bicycles may be parked only iKa2tNJXA & SR LJX I O0Sa | yR | NB LI

12. The Collegedoes not accept responsibility for any loss of personal property. Any such loss
should be reported to th€ollegewithout delay.
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3.4 Policy for Learner Complaints

QA Area (s) Governance and Management of Quality

il
1 Documented Approach to QA
1 Teaching and Learning

il

Supports for Learners

Applies to |:|Staff only
[] Learners only

[X Staff and learners

Policy Owner Director of Academic Programmes

3.4.1 Purpose

The purpose of this policy is to provide learners with a process through which they can have
complaints regarding th€ollegeand its employees, learners or facilities addressed in a meaningful

and constructive way. For the purposes of this policy, WO2 YLX  AYyGiQ A& RSFTAYSR
about the provision of a programme of study or a related service/facility.

3.4.2 Scope
1 The policy applies to all learners who are in receipt of services fror@ttlege
1 The policy applies to dllollegeservices and programmes.
1 The policy is distinct from th€olleg®2d t 2t A 0& F2NJ ! LILISI f &4

TheComplaints Procedure deals with complaints that cannot be dealt with under any other structure;
therefore, this procedure doesot cover

1 Applicants appealing against admissions decision
1 Learners appealing against an Examination Board decision
3.4.3 Policy

The Collegeis committed to ensuring that both the interests of learners and those of staff are
safeguarded. Feedback is actively sought throughout the academic yemgthivarious channels.

This is done to mitigate against a learner issue escalating into a complaint. The channels through which
feedback can be given are:

Discussions with lecturers.
Discussions with programme leads.

Class representative meetings.

= =_ =4 =

Group issues can be communicated through a nominated representative or the class
representative.

1 Learner feedback questionnaires.
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1 Learner Support Coordinator

In the unusual event where the above channels prove insufficient to resolve a specifi@i&aragr
will be directed to our complaints process. In all matters relating to a complaint only those named in
the complaint will be informed of the case and will have a right to reply as part of the investigation.

However, it is important to note that thaght to complain does not extend to:
1 Complaints that are of a frivolous or vexatious nature
1 Complaints that are made for the purpose of personal gain
1 Complaints that are made anonymously

Complaints are taken seriously by tlmllegeand reviewed by th Executive Management Team
Academic Counciind Board of Directorsas an important source of information regarding the
Colleg® & LISNF2NXIFyOS YR LRGSYGAI T F2N ACOIeiBIOS YSy
endeavour to respond to and, whepossible, resolve complaints within a tweeek period.

Complainantqthe persons making the complaint) are encouraged to first seek informal and prompt
resolution of any issues of concern though communicating directly with the person(s) responsible for
the matter. For example, a learner is encouraged to raise issues related to classroom or online learning
directly with their lecturer.

Where this is not possible, informal complaints are handled following the principle of subsitiarity
Complaints are thefore handled as much as possible at the nearest level to the issue of concern. For
example, a learner may raise issues with a programme with the Progrdmader, or issues with a
lecturer with the Head of Faculty. Informal complaints may be escalatéigteer levels only where
there is no resolution possible at a lower level.

Thesubject of a complainfthe person who is being complained about OR is responsible for the matter
being complained about) has the right to be notified of the nature of the caimpland provided with

I 021l 2F (GKS O2YLXFAYyd yR GKS O2YLIX LAYl yiQa
respond.

The Complaints process comprises up to three stages:
1. Stage X Informal
2. Stage Z; Formal Investigation of Complaint
3. Stage 3 Appeal

3.4.4 Responsibility

TheDirector of Academic Programmabas responsibility for ensuring learners and staff are aware of
theColleg®d O2YLX I Ayida LR2tAOE IyR LINRPOSRANB®

All staff and learners at th€ollegehave responsibility for adhering to the poliapd procedure for
complaints, whether they are the complainant, the subject of a complaint or the person to which the
complaint is escalated for potential resolution.

4The principle of subsidiarity dictates tHaictionsthat can be carried owfficiently by smaller or lesser bodies
within the College will not be exercised by larger or greater bodies.
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3.4.5

arown

© 0o N

Related Legislation, Regulation or Guidelines

Core Statutory Quality Assurance Guidelines 2016 (QQI).

Sector Specific (Independent/Private) Statutory Quality Assurance Guidelines 2016 (QQI).
Policies and criteria for the validation of programmes of education and training 2017 (QQI)
Policy and Criteai for Making Awards 2014 (QQI)

Standards and Guidelines for Quality Assurance in the European Higher Education Area (ESG,
2015).

Assessment and Standards, Revised 2013 (QQI).

Policy for Determining Awards Standagd®Ql, 2014

NFQ Awards Standards

European Credit Transfer and Accumulation System (ECTS) Userq@0ide

10. International Standard Classification of Education (ISGENESCO, 2011.

3.5

Procedure for Learner Complaints

Having regard to the rights and responsibilities outline the Learner Chiter, and in the context of
a learner seeking to make a complaint, fBellegeis committed to:

1 Handling complaints from learners in all instances, in so far as is possible, Hoparative
rather than an adversarial way. Towards this end, every effidltb& made in each instance
to arrive at a solution by consensus among the relevant parties.

1 Handling complaints in a sensitive and confidential manner, with due recognition of the
personal implications for both learners and members of staff involved.

1 Ensuring students will not be disadvantaged because they make a complaint.

1 Ensuring the reputations and professional integrity of members of staff ofCtbikegeare
protected from unsubstantiated complaints.

1 Avoiding prejudiced responses to complainby way of comment or otherwise, particularly
by those to whom formal complaints are made in the first instance.

1 Ensuring academic standards are always safeguarded from being undermined by any misuse
or mishandling of the complaints procedure.

1 Applying the principles of natural justice when dealing with complaints i.e. all parties to a
complaint have the right to be heard; all relevant submissions and evidence will be
considered; matters that are not relevant shall not be considered; and thisideenaker(s)
will not be biased.

1 Ensuring there will be full disclosure of any records maintained within Glodege of
complaints involving staff members to the staff member concerned.

Further:

7 In the event that it is determined that a complaint isade which is unfounded and of
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malicious intent, the complainant may be referred to establish whether the learner is in




breach ofCollegaegulations, in which case the learner may be liable to suspension, expulsion
or such other penalty as decided.

1 Where a learner complaint does not follow the correct process and/or is directed to a senior
member of staff, their complaint will be directed to thdead of Facultyho will ensure it
enters the procedure at the appropriate point and is directed to the cdrpecson.

1 Complaints can provide an important source of feedback on the performance @fdteg® a
services and members. As such @allegewill monitor the registration of complaints and the
progress towards resolution.

3.5.1 Stages in theComplaints Process

Before making a formal complaint, a learner should first try to resolve the issue informally through
the channels listed in the policy statement or directly with the person who is the subject of their
complaint or with the immediate maager/supervisor of the service.

Where a learner or group are unable to resolve the matteey will be entitled to action the
complaints process. The complainant is entitled to be accompanied at all stages of the complaints
process by a person of thahoosing.Legal representation is not permitted.

3.5.2 Stage 1: Informal Process
Note:

Informal complaints should normally be made witliiree working days of the incident, matter or
concern being complained about.

Steps:

1. Initial communication is made ofglor in writing by the complainant (the person making the
complaint) to the person who is the subject of the complaint (the person who is being
complained about OR is responsible for the matter being complained about).

2. The subject of the complaint hasrde working days to acknowledge the complaint and
attempt to mediate a satisfactory resolution. Other persons at the nearest level to the issue
of concern (for example, lecturers) may be called upon to assist in this mediation if necessary.

3. If mediation issuccessful, the complaint is considered resolved.

4. If mediation is unsuccessful, or the complaint is unaddressed, the complainant may choose
to:

a. Escalate to a formal complainOR

b. Cease the complaint.
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Complainant elects t
cease complaint

Subject of complaint
does not attempt to

mediate a resolution Complainant elects t

escalate to a formal

" . complaint
Initial communicatio

of complaint by
complainant
Mediation Succesfu
Complaint Resolved
Subject of complaint
attempts to mediate 3
resolution

Complainant elects t
cease complaint

Mediation unsuccesfi
Complainant elects t

escalate to a formal
complaint

3.5.3 Informal Process Graphic

3.5.4 Stage ZFormalComplaints
Note:

Complaints should normally be submitted within 5 working days of the incident, matter or concern
being complained about. If the submission of a complaint is delayed, a rationale for this must be
provided (for example, due to an informadraplaints procedure being followed but unsatisfactorily
resolved). If a complaint is made after a period of 4 weeks or more and no informal complaints
procedure was followed in the interim, the complaint will not be accepted.

This process aims to be cleard fair, and a complainant can opt for informal resolution at any point.

Complainants will be made aware in advance of embarking on the formal complaint process of the
following:
f ¢KS O2YLX Ayl y(dQa feldviaddiBed /SwffinmembedBiaticel ayfriedS |
or an adviser. Legal representation is not permitté¢here the complainant insists on having

legal representation this stage of the process shall cease and the process shall move to the
Appeals stage3.8 Policy for Appeals

1 The representative can speak on behalf of the complainant.

1 The complainant and relevant staff members have the right of attendance and representation
at any hearing.

1 Where the complainant decidawot to attend a hearing, they must formally write to advise
they are not exercising this right.

1 Any costs in relation to the complaint or translation costs that occur as a result of the hearing
must be borne by the complainant.

Steps:

1. A formal complaint is made in writing by the complainant to Head of FacultyComplaints
should be specific and where possible supported by appropriate evidence.
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2. The Head of Faculty passes details of the complaint onhto Director of Academic
Programnes who shall establisha Complaints Investigation Group with the following
membership:

9 Chair: Director of Academic Programmes

1 Head of Faculty

1 Member of staff with no previous involvement with the complainant
1

No member of staff will be appointed to the Comants Investigation Group, if
they'vehad any previous involvemeirt the investigation of the complaint or if the nature
of the complaint is against them

3. TheHead of Facultydvises the subject of the complaint of the details and nature of the
complaint and invites them to respond.

4. The Complaints Investigation Groumnsiders the complaint, associated evidence and the
response from the subject of the complaint. In so doitpay hear directly from the parties
involved.

5. Where the complaint is not considered valid, the process concludes.

6. Where the complaint leads to recommendations or actions taken as a consequence of the
complaint, theHead of Facultinforms all relevant prsons/bodies within th&College

7. TheHead of Facultinforms all parties in writing (complainant, subject of complaint and any
other relevant persons) of the outcome of the investigation of the complaint, the findings, any
decisions made or actions arigifrom those decisionsSuch actions may include invoking the
disciplinary process.

8. TheHead of Facultyogs the details of the complaint for review by the appropriate body
(Academic CoungiExecutive Management Teamoard of Director®r any combinatia of
these).

9. The Complainant may seek to appeal the outcome of the stage 2 process, through the Appeals
mechanisnSection3.8 Policy for Appeals

10. Should the subject of the complaint be a member of staff, they mak $eeappeal the
outcome of the stage 2 process, through the appropriate HR mechanism.
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3.6 Policy for Dealing with Disciplinary Breaches

QA Area (s) 1 Programmes of Education and Training
1 Governance and Management of Quality

1 Documented Approach to QA

Applies to |:|Staff only
[] Learners only

[X staff and learners

Policy Owner Director of Academic Affairs and Registrar

3.6.1 Purpose

The purpose of this policy is to provide t@mllegewith a process through which they can have
complaints against a learner for misconduct investigated in a fair, constructive and thorough manner,
FYR FLILINBLNRAIFGS &alyOitAazya |LILX ASRO C2NJ (KS
alleged brach of the Learner Code of Conduct, described in the Learner Charter.

3.6.2 Scope
The policy applies to all learners who are in receipt of services fror@ttlege
3.6.3 Policy

The Collegeassumes that learners will comply with the requirements of the Code of Conduct on a
voluntary basis through the exercise of mature shdtipline.

Where circumstanceswarrant it, the Collegemay suspenda learner pending the completion of
inquiries andwithout prejudice to the outcome of disciplinaprocedures.

Nothing in this policy and associated procedures shall prevenCiikegefrom referring matters to
the Garda Siochana where it considers this t@ppropriate.

TheCollegeclassifies misconduct at three levels:

1. Minor infringement: Minor infringements include, but are not limited to, noise,
disorderlyconduct and minor damage.

2. Major infringement: Major infringements include but are not limited to, repeated minor
offences, mjury or threats to the person, harassment, bullying, abusive or dangerous
behaviour, nuisance, damage to property, malicious tampering with and/or disabling of
security and safety systems.

3. Gross misconduct: Gross misconduct includes, but is not linitedssault causing serious
harm (including sexual assault), serious or repeated harassment, discrimination, extreme
nuisance, serious damage to property and use of illegal substances.

In order to support a charge under any of these headings, proof pteddn support of that charge

must be considered to be beyond all reasonable doubt by the investigating body. This provides
protection for both theCollegeand the learner. TheCollegereserves the right to repormajor or

gross misconduct to the approjte authorities where it deems it necessary.
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As is the case in dealing with complaints, th&ciplinary process comprises up to three stages:
1. Stage X Informal
2. Stage Z;, Formal Investigation of Alleged Breach of Code of Conduct
3. Stage 3 Appeal

3.6.4 Respongility

TheDirector of Academic Affairs and Registinais responsibility for ensuring learners and staff are
aware of theColleg® & RAAOALX Ayl NBE L2t A0 FyR LINROSRdAzZNB®

All staff and learners at th€ollegehave responsibility for adhering to the disciglig policy and
procedure, whether they are the person bringing the charge or the subject of the charge.

3.6.5 Related Legislation, Regulation or Guidelines

1. Core Statutory Quality Assurance Guidelines 2016 (QQI).

2. Sector Specific (Independent/Private) Statutory Quality Assurance Guidelines 2016 (QQI).

3. Policies and criteria for the validation of programmes of education and training 2017 (QQI)
4. Policy and Criteai for Making Awards 2014 (QQI)
5

Standards and Guidelines for Quality Assurance in the European Higher Education Area (ESG,
2015).

Assessment and Standards, Revised 2013 (QQI).
Policy for Determining Awards Standag@Ql, 2014
NFQ Awards Standards

© ® N ©

Europen Credit Transfer and Accumulation System (ECTS) Userq@0ide
10. International Standard Classification of Education (ISCGENESCO, 2011.

3.7 Procedure 6r Dealing with Disciplinary Breaches

3.7.1 Procedure
Should it become necessary to initiate the giioary process, the following procedures will apply:

1. An allegation of a breach of the Code of Conduct may be made by any member of academic,
administrative or support staffln certain circumstances, the Director of Academic Affairs
and Registrar may invoke the Complaints Procedure in respect of a complaint received from
a member of the public, in as far as it relates to a prima facie case of an alleged breach of
the Code ofConduct.

2. Where it becomes appropriate that disciplinary proceedings are to be invoked arising from
a complaintoy onelearneragainstanotherlearner,the formal procedurewill beinitiated by
the appropriate Programme Lead.

3. Whereadisciplinaryactionresultsin the impositionof asanctionagainstalearner, that fact
gAff 0S y2iSR 2y GKS fSIFNYyYSNNRa NECHedR | yF
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authorities in responding to requests for character references if such is deemed relevant
andappropriate.

The disciplinary procedure is stturred in a threestage process.

3.7.2 Stage 1: Informal Process

Minor infringements are expected to be handled at this stage as an informal process and no written
record will be maintained.

Allegations of serious breaches of the Code of Conduct should proceed to Stage 2 directly.
3.7.3 Steps:

1.

The complainant who has obsed/an alleged breach of the Code of Conduct should raise
the matter with the learner concerned with a view to reaching a resolution. It is important
that the complainant is confident that they have identified the correct learner.

It may be necessary in s@ncases to engage with the Programme Lead to expedite a
resolution.

If these informal efforts fail to resolve the matter satisfactorily, it should proceed to Stage
2.

3.7.4 Stage 2: Formal Process

1.

Pages3

The complainant should outline in writing the alleged breatthe Code of Conduct, to the
Director of Academic Affairs and Registraine information provided must be detailed and
comprehensive, including dates, witnesses etc. It should also include details of any informal
attempts made to address the matter.

TheDirector of Academic Affairs and Registtlaen appoints an appropriate manager such
as Head of Faculty to investigate the incident.

TheCollegeretains the right to suspend a learner suspected of gross misconduct whilst the
investigation into the incident is taking place. Such investigations shall be conducted as
quickly as possible to limit the academic impact on the learner. In this instardedmer

will be informed in writing of their suspension by tidrector of Academic Affairs and
Registrar They will be requested to cease contact with any other parties involved during
this period.

The Head of Faculty conducts the investigation andcompletion a report is issued
outlining the reasons to call the learner before the Disciplinary Committee. The learner is
notified in writing by theDirector of Academic Affairs and Regis@&ffice and a copy of

the findings of the investigation is madvailable.

The Disciplinary Committee is established, bylirector of Academic Affairs and Registrar
with the following membership:

91 Chair: Director of Academic Programmbsthe event that the disciplinary issue arises
FTNRY GKS 1/ 2f & Sraceduk, thelrectodf of Acgdemic Affairs and




Registrar shall appoint a chair from the membership of the Academic Council, other
than any learner representative.

1 A member of theExecutive Management Teamot previously involved in the case.
1 Amember of lecturing staff not previously involved in the case.

6. Alearner who is the subject of a referral to the Disciplinary Committee is required to attend
the meeting and has the right to be accompanied and to present their own case. If a learner
fails to attend or chooses not to attend the hearing, the hearing shall proceed in their
absence.

7. Following the hearing, the Disciplinary Committee shall reach a decision on the case at hand
and will apply a penalty approatie to the offence committed. This decision will be
communicated to theDirector of Academic Affairs and Registaaid the learner shall be
notified in writing of the outcome, normally within 72 hours of the hearing.

8. Inthe event of the learner choosing to exercise their right of apgkalapplication of the
disciplinary penalty shall be suspended pending the outcome of the appeal. In the event of
the learner not choosing to exercise their right of appeal, the disciplinary penalty shall be
applied.

3.7.5 Penalties

1. Inthe case of minor iningements, theDirector of Academic Affairs and Registnallt issue
an oral warning to the learner which shall be effective for six months. A note shall be
NEGFAYSR 2y (GKS fSFNYSNRa FTAftSo

2. Inthe case of major infringements, tidrector of Academic Affiis and Registrashall issue
a written warning which shall normally be effective for 12 months unless otherwise stated

Fd GKS GAYS 2F A&aadzsSo ! O2LkR 2F GKS gNARGGS

3. Inthe case of a second major infringenetie Director of Academic Affairs and Registrar
shall issue a final written warning that shall normally be effective for the remainder of the

f SFNYSNRa LINRPINIYYS 2F aiddzReo | O2LkR 27F 0
f SFNYSNRa FTAfSo

4. 1t should be noted that in the case of a major infringement, the circumstances may be
considered so serious as to warrant the issuance of a final warning without prior warnings.
A further major infringement subsequent to the issuance of a final warning sbiatially
f SIR G2 GKS tSINYySNDa SELMzZ araz2y o | NBE O 2 NFR
NBGSyiGdAzy LR2fAde 2y (GKS fSINYSNRa FAtS | yR
appropriate.

5. Inthe case of gross misconduct, the appropriate penialiynmediate expulsion. A record
2F SELJzZ aA2y &aKkff 0SS NBiIGIAYSR 2y GKS t S|

authorities where appropriate.

6. Following the issuing of a decision by the Student Disciplinary Committee, a learner may be
required ta
1 Give a written undertaking as to their subsequent conduct withinGladege
1 Give a verbal or written apology to the parties impacted by their behaviour.
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1 Cover the cost of damage to propertydllegeor personal).

3.7.6 Confidentiality

If the Learer Disciplinary Committee is satisfied at any stage within these procedures that misconduct
has not taken place, no documentation relating to the alleged misconduct and the associated
investigations shall be retained. The disciplinary process, once entatedis confidential to all
parties. Therefore, it is essential that any individuals involved in the process respect this paramount
need for confidentiality. Breaches of such confidentiality may lead to disciplinary action being taken.

3.7.7 Appeal

If the learner is dissatisfied with the decision of the Disciplinary process, they may appeal in
accordance with the policy and procedureSaction3.8Policy for Appeals
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3.8 Policy for Appeals

QAArea (s) 1 Governance and Management of Quality
1 Documented Approach to QA

1 Teaching and Learning

Applies to |:|Staff only
[] Learners only

[X staff and learners

Policy Owner Director of Academic Affairs and Registrar

3.8.1 Purpose

Thepurpose of this policy is to set out the grounds for, principles and possible outcomes of appeals
by students against administrative, operational and academic decisions made 6ypliege

3.8.2 Scope

The policy applies to students wishing to appeal decisiormlanby the College related to
administrative, operational, academic or other matters. For examplere grounds exisin appeal
can be made in relation to any of the following:

non-admission to a programme of study,
outcome of a Complaints Process
outcome of a Disciplinary Process

decision of an Academic Misconduct Committee

= =4 =4 4 =4

decisions of a Review Board on assessment outcpmekliding a request from the Director
of Academic Programmes and Registrar from se®id8.5

3.8.3 Policy

TheCollegerecogniseghe right of learners to appeal decisions made by @wlegewhere grounds
exist ThePresidentshall determine if the case made by the appellant in their application to invoke
the Appeals Process is valid based on the grounds below. Should they det¢hatiisuch is the case
they shall convene an Appeals Board to deal with the matter.

The Appeals Board shall be established in accordance with the provisiSestan3.8 Policy  for
Appeals

TheCollegehas establised grounds for a valid appeal as follows:

1. Evidence that th€ollegeadid not follow an established procedure in the making of a decision.

2. Circumstances or information of which the original decisiweking body was not aware when
its decision was taken, aralvalid, substantiated reason why that information was not made
available by theppellant(the person making the appeal).

3. Evidence of substantive bias by one or more of the decisiakers in arriving at a decision.

The following exclusiondo notconstiute grounds for an appeal:
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1. Disagreement with a decision.

2. Disappointment with the result of an assessment or an opinion that a higher mark should have
been obtained.

3. Complaints about persons or procedures, which must be addressed in the first instanee unde
theColleg®d O2YLX I Ayda LRtAOE IyR LINRPOSRAINB®

4. Reopening of a matter that has already been decided on in a previous appeals process.

Appeals must be made within five working days of the issue of a decision, subject to extenuating
circumstances (for exantg serious illness). Appeals will consider evidence supplied by the appellant
and evidence supplied against the grounds for appeal. This entails investigation of relevant
AYVF2NXYEGA2Y YR AYy@SataAadalarzy 2F GKS Tt Oldz f

In all instances, appeals must be evidence based. Hearsay and opinion will not be considered as
evidence. If a staff member dearnerappellant wishes to present in person to the Appeals Board,
they must indicate this at the point of instigating an appand explain the purpose of appearing in
person. The Extern&lhairof the Appeals Board will decide whether there is merit or usefulness in the
appellant appearing in person. An appellant appearing in person may be accompanied by a friend,
colleague ofamily member acting in a supporting capaclfythe person accompanying the appellant

is a member of the legal profession, they may advise the student, but cannot interact directly with the
Board.

Appeals will be considered by an Appeals Board, draam fa panel established by th&cademic
Counciffor this purpose and constituted as follows:

1 Chair:An appropriately qualified, independent, external person, with experience at a senior
level in higher education.

1 One additional member with competence to make a decision on the matter (e.g. an external
examiner in the case of an appeal against the dewisif a review board), selected by the
Chairperson.

1 One additional member from thExecutive Management Tearselected by the Chairperson.

1 Alearner representative, who had not had a previous involvement icéise. This may be a
current learner on another programme or a graduagelected by the Chairperson.

No individual member of the Appeals Board may have had any previous involvement in the case being
appealed. Persons asked to sit on an Appeals Boardavidsked to first declare any conflicts of
interest and theChairshall make a decision on their continued membership, on the basis of this
declaration.

An Appeals Board may reject an appeal (the original decision stands) or uphold an appeal. If an appeal
is upheld, a reconsideration of the original decision is made by the Appeals Board, and a new decision
is issued to place the appellant in the position where they would have been had the original decision
not been made.

3.8.4 Legal Proceedings

In the event ofa learner commencing legal proceedings or in the event of proceedings being
commenced against the complainant in relation to a complaint, the above procedures may be
suspended or abandoned at the discretion of thellege

3.8.5 Responsibility
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The Head of Fadlty has responsibility for ensuring learners and staff are aware ofGbbeg® a
appeals policy and procedure.

All staff and learners at th€ollegehave responsibility for adhering to the policy and procedure for
appeals, whether they are the appellathe subject of an appeal or a member of the Appeals Board.

3.8.6 Related Legislation, Regulation or Guidelines
11. Core Statutory Quality Assurance Guidelines 2016 (QQI).
12. Sector Specific (Independent/Private) Statutory Quality Assurance Guidelines 2016 (QQI).
13. Poilcies and criteria for the validation of programmes of education and training 2017 (QQI)
14. Policy and Criteria for Making Awards 2014 (QQI)

15. Standards and Guidelines for Quality Assurance in the European Higher Education Area (ESG,
2015).

16. Assessment and Staantls, Revised 2013 (QQI).

17. Policy for Determining Awards Standagi®Ql, 2014

18. NFQ Awards Standards

19. European Credit Transfer and Accumulation System (ECTS) Use¢ZRlifle
20. International Standard Classification of Education (ISGEDESCO, 2011.
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3.9

Procedure for Appeals

QA Area (s) 1 Governance and Management of Quality

1 Documented Approach to QA

1 Teaching and Learning

Applies to |:|Staff only

[] Learners only

Staff and learners

Policies this Procedure relates to | Policy for Appeals

3.9.1
Note:

Procedure

Appeals should be initiated within 5 working days of the issue of the decision being appealed, subject
to extenuating circumstances (for example, serious illness).

Steps:
1.

Pages9

The appellant (person making the appeal) submits the appeal toPtlesidentusing the
appropriate form. The appeal submission should include:

a. A completed appeals application form
b. Verifiable evidence which addresses the appeal criteria

Theappeal must b OO 2 YLI YA SR 0 which will#o& @&funletl if thevappeal is
successful

ThePresidentassesses the application for appeal to establish if it is complete and meets the
grounds for an appeal as per ti@olleg& &olicy for Appeals

If the Presidentdeems that there are no valid grounds for appeal, the appeal is rejected, and
the appellant notified.

If the Presidentdeems that the grounds for appeal are valid and the application is complete,
they give approvaldr the Appeals Board to be convened, in accordance with the provisions
in the policy above. Theresidentappoints the ExternaChairand naotifies the appellant.

Should the appellant seek to present in person to the Appeals Board this must be indicated
onthe application for appeal form, alongside a rationale for presenting in person. The External
Chairof the Appeals Board will decide if there is merit in the appellant attending in person.

The appellant is notified a minimum of three working days in adeasf the meeting of the
Appeals Board and is provided with a copy of all material provided to the Appeals Board by
the External Chairperson. This communication also responds to any requests by the appellant
to present in person to the Appeals Board.




10.

11.

12.

The Aopeals Board meets to review evidence, agree findings and determine a fair resolution.
The Appeals Board may, at its discretion, invite persons who may have evidence or
information relevant to the matter being appealed to attend. The appellant is advisadyo
person the Appeals Board meets by the External Chairperson.

If the Appeals Board upholds the appeal, consideration is given to the implications of this. The
Appeals Board may adjourn to consult with tBeard of Directoror take legal advice as
required. Following a final decision (and any associated recommendations), the Extbeial

will communicate the decision and the rationale for its decision.

If an appeal pertains to assessment or academic matters, the Ext@haévill communicate
the decision to theAcademic Councfivithout providing personal information), thdead of
Facultyand the appellant.

If an appeal pertains to neacademic matters, the Extern&hairwill communicate the
decision to theHead of Facultythe Executive Managementeamand the appellant.

Following notification of the decision, the process concludes. No further appeals process is
available within theCollege

Appeals Boar
is convened &
appellant
notified of

Appeals Board
upholds appeal

President Chair notifies

deems ground

received and
reviewed by
President
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3.10 Control Sheet

Policy and Procedure Title

h dzNJ [ S| NJ S NBASsociatkd PlTi€&sNih
Procedures

Responsible Officer(s)

Director of Academic Programmes

Issuance Date

4" September 2020

Effective Date

4t September 2020

Last Revision Date

270 June 2020

Supersedes

2.0

Next Revision Date

September2022

Designated Reviewers

Board of Directors Executive Management Tearn
Academic Council

Scope

All programmes

3.10.1 Revision History

Revision Approval Date

Revision Description

Originator

Approved by

New Policy | Sept 2019

New policy

Director
Academic
Programmes

of

Academic Counci

Version 1.1 | October 2019

Reflections to reflect minoi
changes to roles ani
responsibilities

Director
Academic
Programmes

=

0

Academic Counci

Version 2.0 | 27" June 2020

Learner Charter incorporatei
into QAM; Appeals Procedur,
updated to The Presideni
Changes to the Policy an
Procedure to provide greater
clarity of the process

Director
Academic
Programmes

of

Academic Counci

Version 3.0 | 4t
2020

September

Section 3.5.4 has bee
updated to clarify on the
process should lege
representation be insiste

upon, Section 3.7.1 clarifig

Director
Academic
Programmes

of

Academic Counci
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when the Director of
Academic Affairs and Registr
can invoke the complaint
process, Section 3.7.4 clarifi¢
the appointment of a chail
from the Academic Counci
Section 3.8.3 has had a maj
review to provide greatel
clarity on the Appeals Proces

Version 4.0

10h March 2021

Section 3.5.4 has been updat
to provide clarity that no
member of staff will be
appointed to the Complaints
Investigation Group, if
they'vehad any previous
involvementin the
investigation of the complaint
or if the nature of the
complaint is against them

Director
Academic
Programmes

of

Academic Counci
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4. Documented Approach t®uality Assurance

4.1 Policy for the Quality Assurance and Enhancement Framework

QA Area (s) 1 Documented Approach to QA

1 Governance and Management of Quality

1 Programmes of Education and Training

Applies to |:|Staff only
[] Learners only

Staff and Learners

Policy Owner Head of Quality Assurance and Enhancement

4.1.1 ESG Standard:
ESGStandardl.1

Institutions should have a policy for quality assurance that is made public and forms part of their
strategic management. Internal stakeholders should develop and implement this policy through
appropriate structures and processes, while involving exteta&kholders.

4.1.2 Purpose

The purpose of this policy is to outline the principles governing the creation, maintenance and review
of the quality assurance policies and procedures ofGladiege

4,1.3 Scope

This policy has relevance to the activities of all staff (academic, administraiperations) and
students within theCollege

4.1.4  Policy

The policies and procedures within this Quality Assurance Manual (QAM), along with a set of
associated documents, form the basis of the Innopharma Education Quality Assurance and
Enhancement Framework (QAEF).

4.1.4.1 Definitions

a) Strategy:A strategy details th&ey objectives of the College and sets out a plan for their
successful achievement.

b) Policy:A policy sets out a principle or an intended course of action in a given situation. Policies
guide decisiormaking at the College on a day to day basis. Policieettre establish the
WgKIFEG G2 R2Q Ay (K2aS aAialddz GAz2yao

¢) Procedure:A procedure describes the specific actions undertaken to implement a College
LI2f AO8® t NPOSRdzZNBa GKSNBETF2NBE 3IdzA RS (GKS WK2 g

d) Standard:A standard outlinethe acceptable level of quality or attainment within a particular
FNBF 2F (GKS /2ftfS3SQa 2LISNIGA2yad
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e) Resource:A resource is a functional document that supports the implementation of the

/2t €t5838Qa LRtAOASE | yR LINE OSRddiahendmaeksld SEI Y

4.1.5 Policy Principles

The development, monitoring and review of the Quality Assurance and Enhancement Framework
(QAEF) of th€ollegewill be:

i. Consultative (the opinions of students, staff and other stakeholders will be sought and
appropiliately considered).

ii. Undertaken based on the subsidiarity principle (functions that can be carried out efficiently
by smaller or lesser bodies within tiéollegewill not be exercised by larger or greater bodies;
delegation of functions to the former wile accompanied by support from the latter)

iii. Based on evidence and expertise, both internal and external.

iv.  Presented in usable formats, written in plain English and available to staff and the public as
requireck.

v. Consistent, i.e. policies and procedsnill not contradict each other.

Policies will be:

i. Accompanied by a clear statement of purpose alongside who the policy applies to,
responsibility for its implementation and the approving body.
ii. Based on clear and specific criterion, designed to guide how decisions are taken.
iii.  Approved by theBoard of Diretors(if relevant to administrative or operational domains), the
Academic Coundjif relevant to academic standards) or both (if relevant to both domains).
iv.  Reviewed regularly on a two year cycle to ensure they remain implementable, aligned to the
legisldive and regulatory context, and are fit for purpdse

Procedures will be:

i. Developed to assist in the implementation of a parent policy; procedures cannot be developed
in isolation.

ii. Designed for efficient and effective implementation.

iii.  Approved by theDirector of Academic Affairs and Registfdrrelevant to administrative or
operational domains), thédcademic Councir its delegaéd subcommittee (if relevant to
academic standards) or both (if relevant to both domains).

iv.  Regularly reviewed on a two yearoby (or more frequently as required) to ensure they do not
entail unnecessary administrative requiremehts

TheCollegels committed to ensuring that policies and procedures within the QAEF remain effective,
relevant, fit for purpose and compliant with ahges to statutory, legal and accrediting body
requirements. To ensure this, internal quality reviews are conducted on a cyclical basiHsathef
Quality Assurance and Enhancemenith each area of the QAEF reviewed at least once in every two
year cyle. Each policy within the QAEF is assigned to a policy owner, and where this is IHetithe

5See Section 1.3 of Core Statutory Quality Assurance Guidelines 2016 (QQI).
6 See Section 2.1 of Core Statutory Quality Assurance Guideline$QQ16

7 See Section 2.1 of Core Statutory Quality Assurance Guidelines 2016 (QQI).
8 See Section 1.3 of Core Statutory Quality Assurance Guidelines 2016 (QQI).
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of Quality Assurance and Enhancemerdview of that policy and associated procedures will be
undertaken in communication with the policy owner.

4.1.6  Responsibility

1 TheBoard of Directorss ultimately responsible for the development, approval, monitoring
and review of quality assurance policies and procedures oCiblkege

1 The Academic Councilis delegated responsibility by th&oard of Directorsfor the
development, approval, monitoring and review of all academic quality assurance policies and
procedures.

1 TheDirector of Academic Affairs and Registr@irector of Academic Programmeblead of
Quality Assurance and Enhancemeand relevantProgramme kads and Managershave
responsibility for the day to day management and implementation of the quality assurance
policies and procedures within academic programmes.

1 TheAdministrative Tearmhave responsibility for the implementation of the quality assurance
policies and procedures within all operational and administrative activities.

1 Operational WorkFlowfeams may be established to complete projects as set out by the
Academic CoungilDirector of Academic Affairs and Registrar or Director of Academic
Programnes. The Operational WorkFlow Team e responsibility for the mapping out of
projects, assignment of dutieend tasks to complete projecend reporting back imactions
and outcomego the Academic CounciDperational WorkFlow teams will typicallyssiblve
once the intended project has been completéd.

1 All staff and studentsat the Collegehave responsibility for implementation of the quality
assurance policies and procedures in the course of their work and studies.

1 TheHead of QualityAssurance and Enhancemers responsible for developing an internal
guality review schedule for approval by both tAeademic Coundind theBoard of Directors
and for executing and reporting on the outcomes of review activities to both bodies.

91 All staff across theCollegemay be involved in monitoring and reviewing policies and
procedures as they relate to their roles, and providing feedback on thegdketdiead of
Quality Assurance and Enhancement

*Qperational workflow teams (work or project teajnsre delegated responsibility for the
implementation of specific, timéoundtasks/projects of limited and prdefined scope.

They are aoutine aspecbf line management within angivisionin the College. Members of an
operationalworkflow team aretherefore appointed in consultation with their line managersd on
the basis othe following considerations:

9 ¢KS NBfS@lIyOS 2F GKS (I a1k Lp&HRoufoled 2 |y
1 The relevant expertise of the individual.
1 Theindividh f Q& 62NJ f 2FR OF LJ OAdé

For examplethe Director of Academic Affairs and Registrar may establish an operatvonaiow
team toidentify anyrevisions required to Springboaedimissiondorms and procedures for the
Collegen line withnew Springboard requirements. That team yneonsist of 2 individualsho work

in theadmissiongeamwho are sufficiently familiar with the current forms and procedures and
who have capacity within their current workload tmmplete the work within a prescribed time frame
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(e.g.,threeweeks). The team  willundertakethe workas required, identifyingny
associatedactionsand tasksand reportingback to the Director of Academic Affairs and Registrar. The
Director of Academic Affairs and Registrar rttesn direct the workflow team tacommunicate
outcomes as appropriate to othetaffor committeesof the College, including the Academic
Councilif appropriate.

Within the operations of the College, workflow teams are in practice a function ctaldgy line
management. The workindertaken within the teams is of limited scope and does not have any
adzoadt yiAo@dS AYLI OG 2y K $naking dtrichrashi®set od d @Sty y O S
Assurance Manual.

Wherea project entails crosdivisional work of a more compl@x longterm nature,a committee will

be establishedFor example, a Teaching, Learning & Assessment Committee will be formally
established pending approval by the Academic Council in August @@i2dr. examples of this include

the IT Executive Steering@mittee, established in April 2021 and reporting to the Board of Directors.
This committee was established to facilitate thygeration of theshared services modskt out in
Section2.3.6 of the Terms of Reference for Board of Directors withinlthepharmaEducation
Quality Assurance Manual.

Where the work has implicationgertaining toacademicstandards omquality, an ad hoc
committeewill be established by the Academic Council in accordance with its functions and
responsibilities as set out in Samti2.4.4.2 of the Terms of Reference for Academic Council within
the InnopharmaEducation Quality Assurance Manual.

4.1.7 Related Legislation, Regulation or Guidelines

Core Statutory Quality Assurance Guidelines 2016 (QQI).
Sector Specific (Independent/Priex Statutory Quality Assurance Guidelines 2016 (QQI).
Assessment and Standards, Revised 2013 (QQI).

Employment Equality Acts 1998015

Disability Act 2005

Data Protection Act 2018

Code of Practice for Provision of Programmes of Education and Trainimgetaational
Learners 2015 (QQI).

9 Standards and Guidelines for Quality Assurance in the European Higher Education Area (ESG,
2015).

=A =4 -4 =4 = =4 =4
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4.2 Procedure for Development of New Policies and Procedures (and/or
Amendment to Existing Policies and Procedures)

QA Areag) 1 Programmes of Education and Training
1 Governance and Management of Quality

1 Documented Approach to QA

Applies to Staff only
[] Learners only

|:|Staff and Learners

Policies this Procedure relates to | Policy for the QAEF

421 Procedure

1. The need for a new policy/procedure or amendment to an existing policy/procedure is
identified. This may be identified in the course of cyclical review of the Quality Assurance and
Enhanement Framework or in response to other events, for example:

T Issues raised by internal stakeholders relating to any policy and procedure
1 A change in the regulatory environment

1 The outcome of an internal or external Quality Assurance event

1 Developments within th€ollege

2. TheHead of Quality Assurance and Enhancenmamisults with key staff members to develop
a draft of the new policy/procedure, or the amendment to an existing policy/procedure, and
invites consultation and feedback on the draft from staff within tBellegeas appropriate.

This step may be repeated tiirthe draft is considered ready. The final draft is prepared using
the QAEF policy or procedure template as appropriate.

3. TheHead of Quality Assurance and Enhancenseiimits the final draft to the approving body
accompanied by a statement that outlinethe following in relation to the new
policy/procedure, or amendment to an existing policy/procedure:

f ¢KS NBlFaz2y F2NJ 6KS RNIFiQad RS@St2LIYSyi
1 The consistency of the draft with the overall Quality Assurance and Enhancement

Framevork.

Any regulatory considerations.

Any resource requirements, including implications for staff training.

Any implications for individual roles/responsibilities in fBellege

A plan for the implementation and communication of the contents of the drat th

is appropriate to its scale and impact, which may be minor or major.

4. The final draft is considered by the approving body, the outcome of which may be a decision
to approve, propose changes or not approve. If approvedHbad of Quality Assurance and
Enhancementmoves forward with the implementation/communication plan as outlined in
step 3. If the approving body proposes changes, these iadentaken by theHead of Quality
Assurance and Enhancemeand steps 2 & 3 are repeated.

= =4 -4 A
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4.3 Procedure for Ongoinéreview of QAEF Documentation
QA Area () 1 Programmes of Education and Training
1 Governance and Management of Quality
1 Documented Approach to QA
Applies to

Staff only
[] Learners only

|:| Staff and Learners

Policies this Procedure relates to | Policy for the QAEF

431
1.

Page68

Procedure

TheHead of Quality Assurance and Enhancengevielops an internal quality review schedule
that is appropriate to the academic calendar and ensures each area within the QAEF is
reviewed at least once in the coming two year period.

The schedule is submitted for approval by tieademic Council and thgoard of Directors

Provision is included in the schedule for policies and procedures to be reviewed in advance of
the nominated time period as a result of any of the following:

1 Changes to relevant regulation, accreditation requirementkegislation.
1 The outcomes of external QA events (for example, QQI QA or Validation panels).

1 Issues raised by staff or students in t@ellegecommunity in relation to a particular
policy or procedure.

TheHead of Quality Assurance and Enhancenmepiement the review schedule, engaging
staff from across the organisation (teaching, administrative, operationdeartiersupport)

as appropriate to assist in monitoring and review of policies and procedures that relate to
their roles. The process of review @mpasses the following:

9 Ensuring the text is up to date and aligned to the current regulatory context.
1 Analysing whether the policy or procedure is implemented as written.

1 Considering whether the policy or procedure is of ongoing relevance and use to the
Qollege

91 Evaluating whether improvements or edits could improve the policy or procedure and
its implementation.

If changes are proposed, these are submitted to the relevant approving body for consideration
and decision following th&olicy for the QAE&Nd the Procedure for Development of New
Policies and Procedures and/or Amendment to Existing Policies and Procéthpes/al
processes and approving bodies are identified in those documents.




4.4 Control Sheet

Policy and Procedure Title

Documented Approach to QA

Responsible Officer(s)

Director of Academic Programmes

Issuance Date

27" June 2020

Effective Date

27h June 2020

Last Revision Date October 2019
Supersedes 1.1
Next Revision Date June2022

DesignatedReviewers

Board of Directors, Executive Management Teg
Academic Council

Scope All programmes
441 Revision History
Revision Approval Date | Revision Description Originator Approved by
New Policy | Sept 2019 New policy Director of | Academic Counci
Academic
Programmes
Version 1.1 | October 2019 | Reflections to reflect minol Director of | Academic Counci
changes to roles an{ Academic
responsibilities Programmes
Version 2.0 | 27" June 2020 | Responsibilities for this polic| Director of | Academic Counci
have been included; Polig Academic
Principles have been update Programmes

and Job Titles have bee
updated. The Policy anc
Procedure have been update
to reflect the QAEF
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5. Programmes of Education and Training

5.1 Policy for Development, Approval and Validation of Programmes

QA Area (s) 1 Programmes of Education and Training
1 Governance and Management of Quality

1 Documented Approach to QA

Applies to Staff only
[] Learners only

[] Staff and learners

Policy Owner Director of Academic Affairs and Registrar

5.1.1 ESG Standard: Design and Approval of Programmes

Institutions should have processes for the design and approval of their programmes. The programmes
should be designed so that they meet the objectives set for them, including the intended learning
outcomes. The qualification resulting from a programme d#hobe clearly specified and
communicated and refer to the correct level of the national qualifications framework for higher
education and, consequently, to the Framework for Qualifications of the European Higher Education
Area.

TheCollegeis committed toproviding a quality learning experience for its learners, and therefore the
quality of its programmes is of fundamental importané&gorous processes for programme approval,
validation, monitoring and review exist to ensure that programmes are releviafdrmed by
stakeholder engagement, of an appropriate academic standard, and that they continue in good
standing over time.

ThisSectionsets out the policies underpinning all programme development atGbéege
5.1.2  Purpose

The purpose of this policy is to ensure that programmes are developed consistently and in accordance
with Quality and Qualifications Ireland (QQI) requirements. It also ensures that programmes are
developed with appropriate regard to the resources requitedieliver them when validated by QQI.

5.1.3 Scope

This policy applies to all programmes developed and delivered bgthiege

Programmes may lead to major awards or minor awards or special purpose awards.
Programmes will be developed at levels 6 to &im National Framework of Qualifications (NFQ).
5.1.4 Policy

Programmes at the&€olleger N3 RSaA3dy SR G2 alitdraaFe GKS [ 2dzyOA
higher education:

1. Preparation for the labour market.
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2. Preparation for life as active citizens in detratic societies.

3. Personal development.

4. The development and maintenance of a broad, advanced knowledge base.
All programmes will be developed with a view to their validation by QQI.

The steps in the approval process are designed to reinforce the sepadd functions between the
Board of Directorsthe executive (Executive Management Team and Chief Executive) and the
academic units of governanc&g¢ademic Councdnd Programme Development Group), while also
demonstrating the required interaction between them.

Programmes will be developed to ensure that successful learners will achieve the standard expected
at the designated level. This will be measured in achi@mnof stated Minimum Intended
Programme Learning Outcomes (MIPLOs) appropriate to the level.

All programmes developed kiye College in line with this policy, will be placed on the NFQ. All
programmes are developed for validation in accordance with qoelity assurance procedures
outlined in this Manual.

Programmes will be designed to ensure that the National Policy on Access Transfer and Progression is
adhered to and that there are articulation and progression routes witheCollegeor, alternatiely,
that arrangements can be made for such routes with named educational institutions and programmes.

In general, all programmes developed shall be in line withGbleg@® da { G NI 6 S3IAA O t I y 3
time of development. Programme developmeninformed by consultation with stakeholders such
as sectoral interest groups, prospective employers, national and European policy makers and learners.

Programmes will be developed by Programme Development Groups, led by an appropriately qualified
academiowith oversight from theHead of Quality Assurance and Enhancement

Programmes will be delivered and supported by appropriately qualified staff as outlined e thien
6 of this Manual.

All programmes asalidated by QQI, will fall to be reviewed at least every 5 years avdli@ation
sought if appropriate.

Project management of the programme development process is the responsibility dfehd of
Quiality Assurance and Enhancemehthe College

5.1.5 Respamsibility
1 TheBoard of Directorshas the following responsibilities:

1 Atstage 2 of the development proce§s; approvingthe financial investment required
by a new programme proposalpn the advice othe Academic Coungil

1 At stage 3 of the development process, for decidiwgether to send the final
completed proposal to QQI, seeking validation, on the advice of the Academic Council.

1 Following validation by QCdnd on the advice of the Academic Courioiidetermining
whether and when to commence the programme.

1 TheExecutive Management Teara responsible for reviewing the rationale and business case
elementsfor the development of all new programmes proposexs set out in the Initial
Feasability Stage of new programme dmpment (section 5.2.2)TheExecutive Management
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Teamis responsible for completing this review prior to the submission of a new programme
proposal for approval tehe the Academic Councillt shall convey its decision in this regard
to the Board of Diectors

The Academic Councils responsible for approving new programme propos#ddlowing
approval on the rationale and outline business case by the Executive Management Team
making recommendations to theBoard of Directorsregarding academic resource
requirements as needed, appointing Programme Development Groups, monitoring the work
of these and approving dihal programme documentation prior to their submission to QQI
for validation following approval by the Board of Directors

TheHead of Qualiy Assurance and Enhancemeistresponsible for assisting tidrector of
Academic Programmesand the Programme Development Group in preparing programme
documentation for submission.

TheDirector of Academic Affairs and Registrarresponsible for communications with QQI,
in respect of the operation of this policy and its associated procedures.

Related Legislation, Regulation or Guidelines
Core Statutory Quality Assurance Guidelines 2016 (QQI).
Sector Specific (Independent/Priea Statutory Quality Assurance Guidelines 2016 (QQI).
Policies and criteria for the validation of programmes of education and training 2017 (QQI)
Policy and Criteria for Making Awards 2014 (QQI)

Standards and Guidelines for Quality Assurance in the Earobeher Education Area (ESG,
2015).

Assessment and Standards, Revised 2013 (QQI).

Policy for Determining Awards Standad®Ql, 2014

NFQ Awards Standards

European Credit Transfer and Accumulation System (ECTS) Use¢ZRlifle
International Standarclassification of Education (ISCEDNESCO, 2011.




5.2 Procedure for Development & Approval of Programmes

AA i ini
QA Area (s) 1 Programmes of Education and Training

1 Governance and Management of Quality

1 Documented Approach to QA

Applies to Staff only
[] Learners only

[] staff and learners

Policies this Procedure relates to | Policy for Development, Approval and Validation
Programmes

5.2.1  Procedure

Programme proposals may emerge from a range of sources witiénCollege  Proposed
programmes will be developed over three stages:

1. Initial Programme Feasibility
2. Development to Stage of Pexternal Review

3. Development to Completion and Submission to QQI.

5.2.2  Stage I Initial ProgrammeFeasability

This stage of development is carried out by the programme proposer(s). It examines diwslfyasf

the programme, paying particular attention to its strategic fit and the education and training rationale
for the proposed programme. This stage also &sethat the proposed programme is viable, both
academically and financially.

In this phase, outline programme learning outcomes are developed, and a benchmarking process
undertaken. This information is captured in a New Programme Proposal Template wifthildwing
structure:

1. Table of Contents

2. Programme details (NFQ Level, Total ECTS Credits and Standards Used)
Rationale for the Proposed Programme

CAl 6AGK LYYy2LKEFENYFQE {dNIGS3IAO tfly
Details of Benchmarking Exercise Conducted

Stakeholder Engagement

Outline Teaching and Learning Stratemclusive of Blended Learning

© N o g > W

Access, Transfer and Progression
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9. Outline Programme Learning Outcomes
10. Details of projected resource requirements.

The completed template is submitted to tiiexecutive Management Teawgether with an indicéive
timetable for development.The Executive Management Teashall consider the rationale and
business casand associated risk and mitigation measufesthe proposed programme and decide
either:

9 to approve it to be sent to thécadenic Counci(AC) for consideration
or

9 refer it back to the proposer seeking further information/amendments
or

9 decline to approve it.

Should theExecutive Management Teaapprove the proposal to be sent to the&demicCouncil, it
shall attach @ommentary on the completed template with that approval.

TheExecutive Management Teashall inform theBoard of Directorsf its decision.

5.2.3 Stage 2 Development to Preexternal Review

Following approval by th&xecutive Management Tearthe Academic Couwil shall consider the
proposal and following approval, it shall establish a Programme Development Group, with advice from
the Director of Academic Programmes and thead of Quality Assurance and Enhancemetiring

this phase, the gramme DevelopmentGroup will further develop the proposal in line with the
appropriate QQI template and guidelines, referred to in the policy document above. This
development phase will include refined programme learning outcomes (MIPLOs), curriculum structure
with modulelearning outcomes (MIMLOs) and teaching, learning and assessment strategy, as outlined
invvLQ&d / 2NB +FfARFGA2Y [/ NRGSNRI

The PogrammeDevelopmentGroup should also consider the viability of all modes of study and of
delivery at this point.

The programme tathis stage should also have indicative costs associated with delivering the
programme, in terms of equipment, materials and human resources.

This stage culminates in the production of a fully developed draft programme document. The
Programme Development Group shall also update the original New Programme Development
Template, with the following revised structure:

1. Table of Contents

2. Programme details (NFQ Level, Credits, Standards Used and delivery mode)
Rationale for the Proposed Programme

Fitwith InnoK N Q& { GN} G6S3IAO0 tfly

Details of Benchmarking Exercise Conducted

Stakeholder Engagement

N o o &~ W

Teaching and Learning Strategyclusive of Blended Learning
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8. Access, Transfer and Progression

9. Developed Programme Learning Outcomes (MIPLOS)

10. Module Learningdutcomes (MIMLOS)

11. MIPLOs mapped to particular level on NFQ and chosen Standards

12. Reference tdectionof programme document where MIMLOs are mapped to MIPLOs
13. Module details and Syllabi

14. Assessment Strategy and Indicative Schedule

15. Indicative Costscluding capital, materials and human resources.

The completed draft programme document, accompanied by this document, is referred to the
Programme Development Committee of theadlemicCouncil, which shall review the proposal and
report to the Academic Guncilin a meeting of that body.

TheAcademic Councshall review the proposal and decidéher:
1 to approve it to be sent to the Board of Directors for funding approval
or
1 refer it back to the Programme Development Group for further development

In the case of a proposal being submitted to tBeard of Director$or outline funding approvathat
body shall consult with th&xecutive Management Team

Following funding approval, the final stage of development shall be commenced.

5.2.4  Stage 3 Development toCompletion and Submission to QQI

The Director of Academic Affairs and Registracting on behalf of the @dademic Council, shall
commission a report on the proposed programme from an external independent subject matter
expert. This person will examineglproposal draft programme document and complete a report in
accordance with a template with the following structure:

5241 9EGSNYIf {dzo2S0OiG al GGSNI 9ELISNI Qa wSLR2 NI
Proposed Programme Title:
Name and Institution of the Subject Matter External Specialist:
Please provide detailed feedback under the following headings:
1. Demand from Employers and support from industry and other stakeholders

Demand from Learners

Appropriateness of the Award title/level

Overall Balance of Learner Workload

2
3
4
5. Appropriateness of Minimum Intended Programme Learning Outcomes
6. Appropriateness of Minimum Intended Module Learning Outcomes

7

Appropriateness of Teaching and Learning methodegnclusive of Blended Learning
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8. Appropriateness of proposed delivery mode(s)
9. Appropriateness of the Assessment Strategies

The completed report will be sent by tiidrector of Academic Affairs and Regist@the Rrogramme
DevelopmentGroup for its consileration and any appropriate amendments to the programme shall

be made by that group, in accordance with the recommendation in the report. A document showing

how the SibjectMatter ExpertQd NB O2 YYSYRI A2y a KIF @S 06SSy | RRNB

together with the 8bject Matter ExpertQa NB L2 NIz Ay Of dzZRSR & Iy |
document.
The PogrammeDevelopmentGroup will also refine the indicative costs estimated in the earlier stage
of development.
The following documentation will thebe forwarded to the Programme development Committee of
the Academic Coundibr review:
1 Final revised programme document, including the report from the SME and the response of
the RrogrammeDevelopmentGroup to this.
9 The final cost estimates

That Commitee shall make a recommendation to tAeademic Council
The Academic Council shall review the proposal and desilder:

1 to approve the final submission and to resolve titdie sent to the Board of Directors

for approval to apply to QQI faalidation
or

91 refer it back to the Programme Development Group for further development
Having reviewed the proposaiind the recommendation of the Academic Countike Board of
Directorsshalldecidewhetherto send the proposal to QQI seeking validatio
If the Board of Directors approve sending the proposal to,@@IBoard of Direcots shall arrange for
the payment of the appropriate fee and direct thalt required documentation béorwardedto QQI
Fft26Ay3a oKAOK GKIG 02ReQa LINROSaasSa sgAft oS
Should the Board of Directors not approve sending the proposal to QQlI, it shall outline its reasons for
this decision to the Academic Council.
TheCollegemay decidell 2 02y @Sy S | WY201 LI YySEtQ AYy | ROl yOS

asSsessors.

5.2.5 Response to QQI Validation Report a@nditions/Recommendations

Following receipt of the QQI Validation Report, it shall be referred to the PDG for action. The PDG
shall amend the programme document to comply with any conditions and shall consider any
recommendations in the Report.

Following this, the amended programme document, together with details of how the conditions and
recommendations have been addressed, |khbe forwarded to the Academic Counciffor
consideration.
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Following its review, thé\cademic Councwill decide whether to make a recommendation to the
Board of Directorso commence the programme and at what time.

It shall also forward the revised programme document, and any further information required, to QQI.

TheDirector of Academic Affairs and Regisigaresponsible for communications with QQI in relation
to programme validation and for ensuring that Certificates of Programme Validation are received.
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5.3

Control Sheet

Policy and Procedure Title

Programme Development, Approval and Validatio

Responsibl®©fficer(s) Director of Academic Programmes
Issuance Date 4t September 2020
Effective Date 4" September 2020

Last Revision Date

27" June 2020

Supersedes

2.0

Next Revision Date

September 2022

Designated Reviewers

Board of Directors Executive Management Tear
Academic Council

Scope

All programmes

Revision History

Revision Approval Date | Revision Description Originator Approved by
New Policy | Sept 2019 New policy Director of | Academic Counci
Academic
Programmes
Version 1.1 | October 2019 | Reflections to reflect mino| Director of | Academic Counci
changes to roles an{ Academic
responsibilities Programmes
Version 2.0 | 27" June 2020 | Inclusion of an External| Director of | Academic Counci
Subject Matter expert report] Academic
Inclusion of a Flow Chart ¢ Programmes
Programme Developmen
Process; Job Titles updated
Version 3.0 | 4" September| Additional text has beer Director of | Academic Counci
2020 included to provideclarity on| Academic
the roles of the AC, EMT ar] Programmes

BOD relating to programmi
Development
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