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B1 Communications
(Name of School) ___________________________ Policy on communications is…..
As part of its overall commitment to providing appropriate communications systems in the scheme, CITY OF CORK VEC commits to the following:

1.1
To create and support all necessary systems to ensure that learners both receive and provide appropriate information and feedback on their progress

1.2
To create and support a system that allows exchange of information and ideas between all staff at local level and scheme level as appropriate

1.3
To create and support appropriate systems that allow all staff to have access to all necessary information to undertake their role

1.4
To receive, circulate and communicate all information from external agencies, including DES, FETAC, local industry and any other similar organisations, to all stakeholders as appropriate.

1.5
To maximise the use of modem technology.

	City of Cork Vocational Education Committee

                                                     Centre:

	Procedure Title: B1.1
	Communication with Learners
	Version:  1.0
	Date: 

	Purpose:  Feedback from learners

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Informal Meetings
	
	

	Individual meetings with learners
	
	

	Course evaluation Sheets
	
	

	Student Representative Group (Staff Council)
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                     Centre:

	Procedure Title: B1.2
	Communication with Staff
	Version:  1.0
	Date: 

	Purpose:  Information to Staff re. Programmes and Services

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Staff Meetings
	
	

	Department Meetings
	
	

	Course Meetings
	
	

	Staff Handbook
	
	

	Notice Board(s)/ Post Boxes
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                     Centre:

	Procedure Title: B1.3
	Communication with other stakeholders
	Version:  1.0
	Date:

	Purpose:  Information to potentially important individuals & agencies

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Prospectus
	
	

	Survey of Local Industry
	
	

	Correspondence with Local Groups & Industries
	
	

	Involvement of external persons on Advisory Boards
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


Equality

(Name of School) ______________________ Policy on Equality is….
CITY OF CORK VEC is committed to providing an environment that ensures equality of treatment for all its learners. While it acknowledges that commitments to Equality have major resource implications and that many of the ambitions of good Equality practices are dependent on the availability of such resources, CITY OF CORK VEC will give effect to its commitment by:

2.1
ensuring that all learners are made aware of their rights and responsibilities while participating on any programme

2.2
Acknowledging, accepting and facilitating diversity in all its manifestations within colleges and centres as resources allow

2.3
Promoting an awareness of best practice through ongoing staff and student training and development programmes

2.4
Including equality issues in planning at local and scheme level

	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B2.1
	Equality Training
	Version:  1.0
	Date: 

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B2.2
	Equality Planning
	Version:  1.0
	Date:

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	

	
	
	



 B3 Staff Recruitment & Development

(Name of School) _____________________Policy on staff recruitment & development is …………
CITY OF CORK VEC is committed to an open process of staff recruitment for the scheme and to the promotion of staff development on a local and scheme basis through the following mechanisms:

3.1
the provision of clear job specifications for all positions that arise from time to time within the scheme

3.2
the provision of a clear and open process for advertising and interviewing all appropriate applicants for any position

3.3
support for new staff through the provision of an appropriate induction procedure for all new staff

3.4
to establish and provide for all appropriate staff development needs as resources allow

	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B3.1
	Staff Recruitment and Allocation
	Version:  1.0
	Date: 

	Purpose:   To ensure that each College/Centre has its correct allocation of Staff, that staff are appointed in a fair, equitable open and transparent manner and that appointees are fully qualified for the positions.

	Staff Involved: Principal/Head of Institution, Chief executive Officer, Human Resources Officer, H.R Staff, Education Officer, Selection Board Members,  Finance Department Staff

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Staff Allocation / Budget

	DES/ HR Staff/ Education Officer
	Departmental Allocation Letters, Communications from HR to Principals/HoI 

	Existing Staff Utilisation
	HR Staff
	Staff Utilisation Reports/Payroll reports

	Request for additional/replacement staff
	Principal/HoI
	Letter of request

	Job/Person Specification
	Principal/HoI
	Job/Person Specification


	Qualifications for Post
	DES/HR Staff
	Memorandum V7, CL 32/92, other Dept Circular Letters, specific post qualifications based on these

	Public advertisement of vacancy
	HR Staff
	Copy of Newspaper advertisement and documentation sent to potential candidates

	Verification of Applications
	HR Staff/ Education Officer
	Completed Application Forms and Check Lists

	Selection Procedure
	Selection Board
	Guidelines for Boards, Briefing Documentation for Boards, Marking Criteria, Marking Sheets, Board Recommendation

	Verification of Candidate qualifications
	HR Staff
	Verified copies of original documents (transcripts, Birth Certificates, Degree parchments, etc.)

	Offer of Employment
	CEO
	Letter to Candidate

	Verification of taking-up duty
	Principal/HoI
	Letter to HR

	Official Appointment
	CEO
	Executive Order

	Placement on Payroll
	Finance Staff
	Letter from HR Officer


	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre: 

	Procedure Title: B3.2
	Staff Induction
	Version:  1.0
	Date:

	Purpose:   Induction of New Staff

	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Make new staff aware of policies, procedures, guidelines, etc.
	
	

	Initial and Regular Staff Meetings

	
	

	In-service Training

	
	

	Make new staff aware of assessment and examination protocols
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B3.3
	Staff Development
	Version:  1.0
	Date:

	Purpose:   Identify training/development priorities and meet training/development needs

	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Regular Questionnaires to staff re training needs
	
	

	Training/development needs highlighted by review meetings
	
	

	Time-tabling to allow for training

	
	

	Dissemination of information re training courses

	
	

	Staff development budget

	
	

	Staff Development days

	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	

	
	
	


B4 
Access, Transfer & Progression

(Name of School) ____________________policy on access, transfer & progression is…..
As part of its overall commitment to providing appropriate access systems CITY OF CORK VEC commits to the following:

4.1
to inform learners of all necessary conditions for entry onto programmes

4.2
to put in place a system whereby appropriate prior learning of learners can be recognised

4.3
to provide all learners with all the appropriate information, in a suitable format, on programmes that are available

4.4
to provide a system of learner support and programme adaptation as may be required from time to time as available resources allow

4.5
to ensure that all learners have all the information available to enable them to make informed decisions in relation to transfer and progression to other suitable programmes

4.6
to make available to learners all information of a general nature that will assist them in their participation in the programme
	City of Cork Vocational Education Committee
Centre:

	Procedure Title: B4.1
	Information Provision
	Version:  1.0
	Date: 

	Purpose:  Provide clear information to learners to allow them make informed choices re courses


	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Prospectus

	
	

	Website

	
	

	Individual Course outlines / handbooks

	
	

	Induction and information sessions

	
	

	Management of 1st contact, whether by personal contact, letter, telephone call or e-mail query

	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Educational Committee
                                                         Centre:

	Procedure Title: B4.2
	Learner Entry Arrangements
	Version:  1.0
	Date: 

	Purpose: Fair and consistent entry of learners on courses


	Staff involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Statement of entry requirements
	
	

	Detailed records of decisions regarding allocation of places

	
	

	Programme details

	
	

	Advice to Learners re programme selection

	
	

	Details of supports available

	
	

	Appeals mechanisms

	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B4.3
	Recognition of prior learning
	Version:  1.0
	Date:

	Purpose:   Provide recognition of learning gained prior to entry on programme

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Details on prospectus and website
	
	

	Interview panels seek relevant information
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B4.4
	Facilitating Diversity
	Version:  1.0
	Date: 

	Purpose:   Support systems for students with special needs

	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Positive action at entry/selection

	
	

	Assistance in matching Learner with Course
	
	

	Guidance counselling
	
	

	Learner Induction
	
	

	Compensatory tuition and study skilling
	
	

	Mentoring System
	
	

	Tutorials
	
	

	Mechanism for feedback
	
	

	Reasonable accommodation
	
	

	ESOL support
	
	

	Individual learning plans
	
	

	Other appropriate supports
	
	


	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


B5 Programme Development, Delivery and Review

(Name of School) ___________________policy on programme development, delivery & review is ….
CITY OF CORK VEC is committed to the development of new programmes and the modification of existing programmes as resources allow. In particular CITY OF CORK VEC commits to:

5.1
examining and identifying learner needs on a local and scheme basis

5.2
establishing procedures whereby new programmes can be identified and explored to meet changing learner needs

5.3
to regularly review and amend all programmes as deemed appropriate
	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B5.1
	Need Identification
	Version:  1.0
	Date:

	Purpose:  How needs are identified and programmes developed to meet them

	Staff Involved:

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Needs analysis

	
	

	Identify new directions and trends

	
	

	Consult with Industry / education providers / employers(work experience)

	
	

	Market Research

	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee 
                                                          Centre:

	Procedure Title: B5.2
	Programme Design
	Version:  1.0
	Date: 

	Purpose:  Ensure programmes are consistent with National, VEC and Institution Guidelines

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Design of Course
	
	

	Course specification
	
	

	Development of modules by specialist teachers
	
	

	Agreement on course content
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B5.3
	Programme Approval Pre Submission for Validation
	Version:  1.0
	Date:

	Purpose:  Ensure that programmes are checked and approved by management prior to submission to FETAC

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Initial consideration in Institution
	
	

	Consideration by Board of Management and VEC
	
	

	Board of Management approval
	
	

	Committee approval
	
	

	Department of Education & Science approval
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B5.4
	Programme Planning
	Version:  1.0
	Date:

	Purpose:  Planning Timetables / Schedules of Delivery

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Meeting(s) to devise blueprint
	
	

	Creation of timetables from blueprint
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B5.5
	Programme Delivery
	Version:  1.0
	Date: 

	Purpose:  Programmedelivery

	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Course Meetings
	
	

	Subject Teacher Meetings
	
	

	Annual Course Report
	
	

	Learner evaluation/feedback
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B5.6
	Learner Records
	Version:  1.0
	Date: 

	Purpose:  Maintenance of learners’ records of attendance and achievement

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Attendance Register
	
	

	Assessment & Progress Records
	
	

	Identify Special Needs
	
	

	Certification of Records
	
	

	Annual Course Review
	
	

	Annual Examination Review
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                           Centre: 

	Procedure Title: B5.7
	Provision and Maintenance of Learning Facilities /Resources
	Version:  1.0
	Date: 

	Purpose:  Allocation of necessary resources to provide for successful participation of Learners on Programmes

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Course Meetings
	
	

	Annual Course Review
	
	

	Learner Evaluation
	
	

	Student Council
	
	

	Annual reports
	
	

	Procurement Procedures
	
	

	Stocktaking/Equipment Maintenance
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	


	City of Cork Vocational Education Committee 
                                                          Centre: 

	Procedure Title: B5.8
	Health & Safety
	Version:  1.0
	Date: 

	Purpose:  Maintenance of premises to ensure compliance with Health & Safety

	Staff Involved:

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Safety Statement
	
	

	Safety representatives
	
	

	Safety Committee
	
	

	Building Maintenance
	
	

	Staff Training / Evacuation Drills
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B5.9
	Programme Review
	Version:  1.0
	Date: 

	Purpose:  Regular Programme Review

	Staff Involved:

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Annual Course Review
	
	

	Learner Evaluation
	
	

	Senior Management Meeting
	
	

	Annual Head of Department Reports
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


B6 Fair & consistent assessment of learners

(Name of School) _____________________policy on fair & consistent assessment of learners is …….…
CITY OF CORK VEC is committed to providing a fair and consistent assessment of all learners by means of the following:

6.1
Having a planned, co-ordinated, team based approach to the delivery of its programmes

6.2
Ensuring that reasonable and appropriate accommodation is available for assessment of learners on all its programmes

6.3
striving to develop/work towards a co-ordinated approach to assessment that ensures appropriate methodology and consistent standards are maintained and reviewed on a local and on a scheme basis

6.4
examining assessment procedures to ensure consistency with national standards

6.5
ensuring that assessments carried out by third panics (e.g. employers — work experience) conform to the all internal assessment standards

6.6
providing all learners with all information on the assessment methods and schedules that are adopted in the college/centre

6.7
providing individual feedback to learners on their assessments

6.8
Maintaining all information, test papers and answer papers in a suitable and secure environment

6.9
Maintaining securely final results indefinitely
	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B6.1
	Coordinated planning of Assessment
	Version:  1.0
	Date: 

	Purpose:  Co-ordinated planning of Assessments


	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Examination Preparation Meetings
	
	

	Subject Teacher Meetings
	
	

	Course Meetings
	
	

	Examination Timetabling Meetings
	
	

	Examination Diary
	
	

	Accommodation / Location Planning
	
	

	Special accommodation Needs
	
	

	Examination Supervisor Induction
	
	

	Instructions to Examination Attendants
	
	

	Examination Papers collection & drop-off
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B6.2
	Information for learners
	Version:  1.0
	Date: 

	Purpose:  Dissemination of Information to learners regarding assessments

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Registration Meeting
	
	

	Course Induction
	
	

	Introductory Lessons
	
	

	Student Handbook (Course specific)
	
	

	Schedule of Assessments
	
	

	Student Diary / Guide
	
	

	Policies and procedures regarding project submission / deadlines / plagiarism
	
	

	Project Assignment Briefs
	
	

	Notice Boards
	
	

	Examination Timetables
	
	

	Assessment & Examination regulations
	
	

	Appeals System
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	


	City of Cork Vocational Education Committee

                                                           Centre:

	Procedure Title: B6.3
	Security of Assessment Related Processes and Material
	Version:  1.0
	Date: 

	Purpose:  Security of Assessment Materials & Processes

	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Supervision Guidelines & Procedures
	
	

	Examiner’s Guidelines / Log
	
	

	Assignment Receipt Book
	
	

	Examination Roll and Signature List
	
	

	Examination supervisor’s Reports
	
	

	Assessment storage Guidelines
	
	

	Individual Student Assignment receipt
	
	

	Monitoring
	
	Written record

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B6.4
	Reasonable Accommodation
	Version:  1.0
	Date:

	Purpose:  To accommodate Learners with disabilities

	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Advice to students with special Needs
	
	

	Personal assistants
	
	

	Dyslexic Assessment service

	
	

	Additional time at Examinations
	
	

	Adapted materials
	
	

	Guidelines for Assessors
	
	

	Assessment Team Meetings

	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B6.5
	Consistency of marking between assessors
	Version:  1.0
	Date: 

	Purpose:  Consistent marking by assessors


	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Course Meetings / Course Examination reports
	
	

	Guidelines for assessors
	
	

	External verifier
	
	

	Learner Records
	
	

	Marking Schemes
	
	

	Module Overlap
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B6.6
	Assessment performed by third parties
	Version:  1.0
	Date:

	Purpose:   Fair and consistent marking by third parties


	Staff Involved:  

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Communications with Work Experience Providers
	
	

	Guidelines for Students on Work Experience
	
	

	Telephone calls / Site Visits by Staff
	
	

	Student feedback, diaries, log
	
	

	Staff training
	
	

	Course Meetings
	
	

	FETAC Guidelines
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre: 

	Procedure Title: B6.7
	Consistency of marking with national standards
	Version:  1.0
	Date: 

	Purpose:   Preparation of and assistance to assessors in marking to National standards

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Reports from External Examiners/Verifier
	
	

	Module Descriptors
	
	

	Staff Training
	
	

	Course Management Meetings
	
	

	Subject / Module Meetings
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B6.8
	Feedback to learners
	Version:  1.0
	Date: 

	Purpose:  To ensure Learners receive appropriate and constructive feedback




	Staff Involved:   

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Graded Student Assignments
	
	

	Tutor / Learner Meetings
	
	

	Feedback Sheets
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B 6.9
	Learners Appeals
	Version 1.0
	Date 

	Purpose:  Ensure Learners can appeal an assessment result they consider unfair


	Staff involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	FETAC Appeals Procedure
	
	

	Record of Learner Appeal
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B6.10
	Return of Certification Data
	Version:  1.0
	Date: 

	Purpose: To ensure that data submitted to FETAC is thoroughly checked for accuracy


	Staff involved: 

	Method
	Who does it
	Evidence generated by this procedure

	Registration

	
	

	Registration Check

	
	

	Examination entries

	
	

	Examination Entries check

	
	

	Monitoring

	Monitor
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	


	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B6.11
	Corrective Action
	Version:  1.0
	Date: 

	Purpose:  Plan to deal with errors, omissions and / or deliberate acts by Learners, Staff or Contracted Trainers which would impact on the validity of the assessment process

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	Internal Verification of Assessment
	
	

	Assessment event log
	
	

	Learner Verification
	
	

	Staff Verification
	
	

	Verbal Report
	
	

	Written Report
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	


B7   Protection for Learners
(Name of School) ___________________policy on Protection for Learners ………
CITY OF CORK VEC is committed to providing appropriate protection for all learners on its programmes. It is committed to:

7.1
Providing information on the conditions under which a programme can begin or can be ended

7.2
Setting appropriate criteria and methods for refunds in a timely manner

7.3
In the event of programme cessation, accommodating any practicable student transfer within and without the scheme where possible

	City of Cork Vocational Education Committee
Centre:

	Procedure Title: B7.1
	Cessation of programme(s)
	Version:  1.0
	Date: 

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	



B8 Sub-contracting/Procuring Programme Delivery
(Name of School) _________________policy on Sub-contracting/Procuring Programme Delivery is …..
From time to time the CITY OF CORK VEC may be involved in the delivery of programmes developed by other organisations or in subcontracting its own programmes, developed in its colleges, to other organisations. In this regard CITY OF CORK VEC commits to:

8.1
Applying appropriate selection criteria in the process that determines the provider of any programme,

8.2
Having an appropriate written contract arrangements in place in relation to external programme delivery

8.3
Having regular reporting and review of all aspects of the programme delivery

8.4
Putting a monitoring procedure in place to evaluate the delivery and arrangements outlined in the written contract

	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B8.1
	Selection of a second provider
	Version:  1.0
	Date: 

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	



	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B8.2
	Contract Arrangements
	Version:  1.0
	Date: 

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	



	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B8.3
	Reporting Arrangements
	Version:  1.0
	Date: 

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	



	City of Cork Vocational Education Committee
                                                          Centre:

	Procedure Title: B8.4
	Monitoring Arrangements
	Version:  1.0
	Date:

	Purpose:  

	Staff Involved: 

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	
	
	

	
	
	

	
	
	

	
	
	

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	
	
	

	
	
	

	
	
	




B9 Self Evaluation of Programmes

And Services

(Name of School) ________________policy on Self Evaluation of Programmes and Services is ………
CITY OF CORK VEC is committed to ongoing and regular evaluation of its programmes by setting up appropriate evaluation structures that include:

9.1
Clear statements of the purpose and scope of programme evaluation

9.2
Ongoing improvement in consultation with staff

9.3
Identification of clear mechanism of programme evaluation that will include all stakeholders in the programme i.e. learners, staff and management

9.4
Outline of where responsibility for programme evaluation is placed

9.5
Commitment to provide for meetings of stakeholders (including learners) at least once during the delivery of a programme to evaluate the programme

9.6
Integration of the recommendation of programme evaluation into ongoing programme delivery subject to available resources

9.7
Commitment to the inclusion of an appropriate external evaluator in the programme evaluation process

	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Title: B9.1
	Assignment of responsibility
	Version:  1.0
	Date: 

	Purpose:  Responsibility for Co-ordinating / conducting Self-evaluation

	Staff Involved: 

	Assignment of Responsibilities
	

	Resources
	

	
	


	City of Cork Vocational Education Committee
                                                           Centre:

	Procedure Titles: B9.2
	Frequency 
	Version:  1.0
	Date: 

	Purpose:  Criteria for Setting Self-evaluation Programmes

	Staff Involved: 

	Audit of Courses and Awards
	

	X Yearly Cycle ( Y Programmes evaluated Each Year)
	

	
	


	City of Cork Vocational Education Committee

                                                           Centre:

	Procedure Titles: B9.3
	Range
	Version:  1.0
	Date: 


	Purpose:  Grouping of Programmes to facilitate evaluation

	Staff Involved: 

	Audit of Course Documentation
	

	Audit of Programme Documentation
	

	Identification of shared traits
	

	Course Director groups
	


	City of Cork Vocational Education Committee
                                                          Centre

	Procedure Title: B9.4
	Learner Involvement
	Version:  1.0
	Date: 

	Purpose:  To involve Learners in the Self-evaluation Process

	Staff Involved: 

	Student Representative Meetings
	

	Course Meetings with Student representatives
	

	Student Feedback / Questionnaire
	

	Survey of Past Learners
	


	City of Cork Vocational Education Committee
                                                           Centre

	Procedure Title: B9.5
	External evaluator
	Version:  1.0
	Date: 

	Purpose:  Criteria for Selection of External Evaluators

	Staff Involved: 

	Selection of Evaluators based on criteria of education and relevant experience
	

	Contract period
	


	City of Cork Vocational Education Committee 
Centre

	Procedure Title: B9.6
	Methodology
	Version:  1.0
	Date: 

	Purpose:  Method by which a self-evaluation of programmes and services will be carried out

	Staff Involved: 

	Regular cycle of review by Departmental Review Groups including External Evaluators
	

	Annual Course Monitoring Reports
	

	Review of Reports by Board of Management
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