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1    INTRODUCTION  

1.1     Background 

This document outlines the Quality Assurance Procedures of Independent Colleges (ôthe 

Collegeõ) for consideration by the Higher Education and Training Awards Council (HETAC) as 

required by the Qualifications (Education and Training) Act, 1999.  The Quality Assurance 

Procedures described are as follows: 

Á Design and approval of new programmes, subjects and modules (Section 3) 

Á Assessment of learners (Section 7) 

Á Ongoing monitoring of programmes (Section 5) 

Á Review and evaluation of existing programmes at regular intervals (Section 4) 

Á Selection, appointment, appraisal and development of staff (Section 10) 

Á Evaluating premises, equipment and facilities (Section 9) 

Á Evaluating services and learner support activities (Section 9) 

Á Evaluating the effectiveness of quality assurance procedures (Section 6). 

 

As Independent Colleges is a new entity, these procedures have not been put in place as yet. The 

production of this document has offered the College the opportunity to evaluate its mission and 

goals, identify all its procedures and to formally document the standards required to achieve 

those goals.  Therefore, while the primary motivation for this document is a HETAC 

requirement, it will also serve the purpose of providing a measure to ensure that Independent 

College satisfies internal requirements and standards for the quality provision of programmes 

and related activities in line with institutional objectives. 

 

The College is committed to the delivery of a range of full and part-time programmes that meet 

the needs of an ever-changing environment.  Continual review and improvement is fundamental 

to the effective provision, delivery and assessment of third level programmes that meet these 

needs.    The College recognises that the student learning experience is impacted by all aspects of 

an educational institution, including the content of programmes, the learning facilities available, 

the staff delivering and supporting programmes, and the engagement of each student. 

 

Independent Colleges recognises that the basis for quality delivery is in the quality of the 

teaching staff and the experience and knowledge of those supporting them. In recognition of 

this, the college is committed to the recruitment of high quality lecturers/co-ordinators that are 
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highly qualified, motivated, innovative and committed to ensuring that students have an 

enjoyable and rewarding learning experience.  

 

The starting point for defining and assessing quality is with the end-user, including learners, 

employers and other educational institutions.  It is the intention of the College to maintain a 

close relationship with its users and, in assessing the nature and effectiveness of educational 

products, all such views are considered.   

 

This Quality Assurance Document makes a statement as to the intent and direction of 

Independent Colleges.  It formally specifies the important academic and related processes that 

are necessary to provide a quality education to learners.  Furthermore, the focus on continual 

review of these procedures recognises the dynamic nature of quality and the well recognised 

need for continual review in the educational arena.   

 

Independent Colleges 

 

1.2        Introduction to Independent Colleges 

Independent Colleges will provide a comprehensive range of undergraduate, graduate, 

professional and executive education programmes. The College was established in 2007 to 

provide part-time programmes for students preparing for the examinations of the legal and 

accountancy professional bodies.  The first undergraduate programmes will be introduced by the 

College in 2008.  

 

Independent College Dublin is located in 60-63 Dawson Street, one of the streetõs most 

prominent buildings. 60-63 is situated close to Trinity College and the junction with Nassau 

Street.  Dawson Street is the epicentre of Dublinõs educational, commercial and political district. 

The Collegeõs location provides students with easy access by car from all parts of the city, and 

benefits from close proximity to all major forms of public transport, including LUAS, DART 

and bus.  The LUAS Green Line is a five minute walk away.  Pearse Street DART station is only 

ten minutes away.  

 

The College building was formerly the headquarters of Hibernian Insurance. There is an elegant 

ground floor reception area, and four floors (approximately 30,000 square feet) above 



6 

 

incorporating lecture theatres, a recreation room and canteen, library, faculty and administration 

offices.  

In total, the Dawson Street campus comprises of:- 

Ground floor:  Reception 

   Student interview room 

 

First floor:   Three lecture theatres 

Library (including 44 study spaces and 11 PCs and 12 Apple Macs) 

Male and female toilets 

 

First floor return: 2,200 square feet of office space, incorporating Admissions, Accounts, 

Marketing, IT, and faculty offices for the schools of Arts, Law, 

Professional Accountancy, and Journalism. 

   Print room 

 

Second floor:  Seven lecture theatres 

   Male and female toilets 

 

Third floor:  Three lecture theatres 

Student common room and canteen 

Male and female toilets  

 

Fourth floor:  Four lecture theatres 

   Computer laboratory 

   Male and female toilets 

 

In the event that Independent Colleges reaches maximum capacity, it also has the benefit of 

lecture room facilities in: 

 

 The Royal College of Physicians in Ireland (Kildare Street),  

 Boston College (St. Stephenõs Green), and  

 Fitzwilliam Hall (Leeson Street). 
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1.3      Institutional Objective and Mission Statement 

 

Overall Objective 

The overall objective of Independent Colleges is to be the leading independent Irish third level 

institution, offering a diverse range of academic, professional and skills development 

programmes within the island of Ireland and abroad.  

 

Mission Statement 

As a private third level institution, Independent Colleges plans to help build futures and improve communities 

through higher learning that recognises and responds to the individual learning needs of its students and the 

economic requirement of its communities. It proposes to foster an environment that values intellectual curiosity, the 

pursuit of knowledge and academic integrity while recognising the right of each student to be treated with dignity 

and fairness. 

 

The academic focus of the College curriculum is career development and knowledge enhancement in the areas of 

Law, Journalism, Accountancy and Arts. A focus is placed on helping students to understand the core subjects 

underpinning their area of study and skills development to enable students to achieve success in a chosen field. Its 

programmes encourage intellectual growth, prepare students for meaningful careers and professions, instil the values 

of lifelong learning and support an individualõs effort to realise his/her potential and achieve his/her goals. 

 

In support of its mission, the College plans to recruit, develop and retain staff who are dedicated to upholding the 

core values of the College. The staff will provide a learning-centred environment which promotes student 

engagement, the acquisition of career building competencies and the development of skills for effective oral and 

written communication, to engage in critical thinking and to understand and deal with diverse ideas. The human, 

physical and financial resources of the College are managed with integrity, in a respectful and responsible manner 

that facilitates a fulfilling open working and learning environment.  

 

 

The College plans to achieve its mission by: 

 Contributing to the personal, intellectual, professional and career development needs of 

students through the delivery and content of its programmes, the teaching and learning 

strategies applicable to those programmes and the support structures available to students. 

 Anticipating and contributing to the development needs of employers and business generally 

thus maintaining the relevance of the programmes to the labour market. 
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 Working successfully with strategic alliance partners to enhance the quality and learning 

experience of the programmes. 

 Developing and maintaining a business culture and ethos within a challenging educational 

environment 

 Maintaining the professional, academic quality and standards required to support domestic 

and international accreditation and recognition by professional bodies. 

 Providing job satisfaction, professional development, career advancement and financial 

reward for management and staff thus ensuring the growth of the College. 

 Generating commercial returns which provide financial reward for the owners and the funds 

required for investment in future development. 

 

1.4   Strategic Management Plans 

 

The School of Arts  

The School will develop courses that marry the philosophies and content of the humanities with 

subject areas that will have a general professional appeal.  Therefore, the subject areas to be 

developed with generally include courses at both under-graduate and post-graduate levels 

delivered, usually, at level 8 and 9 to reflect the learning outcomes required for the workplace. 

 

In the first instance, the School plans to develop level 8 and level 9 courses in Psychotherapy as 

this subject area combines the critical, communication and analytical content of the humanities 

with practical application.  

 

Proposed Programmes: 

 Level 8 Degree in Psychotherapy  

 Level 9 Mastersõ Degrees in Psychology 

 

 

The School of Journalism  

The School will develop a level 8 degree programme in Journalism specialising in print media.  

The degree programme will draw on the collegeõs connection with the Independent News & 

Media plc group. As part of the degree programme it is envisaged that students will avail of 

internships with newspapers in the group.  It is also envisaged that a progamme in Journalism 
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will be developed at level 9.  Both the level 8 and 9 programmes will be delivered on a full-time 

and part-time basis. 

 

Proposed Programmes: 

 Level 8 Degree in Journalism 

 Level 9 Mastersõ Degree in Journalism  

 

The School of Law 

The School envisages the validation of a Level 8 LLB Degree in Irish Law. This programme will 

be a three year programme offered on a fulltime and part-time basis. This programme will be 

designed to prepare students for professional examinations in order to qualify as barristers or 

solicitors and will provide stduents with generic skills of effective communication and critical 

analysis. At a later stage it is envisaged that the School will seek to develop a Level 9 Mastersõ 

Degree in Law. 

 

Proposed Programmes: 

 Level 8 LLB Degree in Law 

 Level 9 Mastersõ Degree in Law 

 

 

 

Learner Protection 

Independent Colleges has put learner protection arrangements in place in compliance with 

section 43(2)(b) of the Qualifications (Education and Training) Act 1999 (see appendix G of 

the document). 
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2. MANAGEMENT AND ORGANISATIONAL STRUCTURE 

 

Operational and Academic Management Structure 

 

Overview  

2.1    The College is managed academically and professionally through a series of Boards and 

Committees. The Board of Directors is responsible for the overall management and strategic 

development of the College as a whole while the Management Board has responsibility for 

overseeing the day-to-day operational and financial concerns of the College. The 

composition of these boards is outlined below and a brief background to the key members 

is included in Appendix A. 

 

The management of the academic affairs of Independent Colleges (ôthe Collegeõ) is the 

responsibility of a number of persons/Boards: the Academic Council, the Programme 

Board, the Head of School/Programme Leader and the Year Boards. The day-to-day 

operation and monitoring of each programme is managed by the Year Board/Programme 

Board. A separate Programme Board operates in respect of each programme. All 

Programme Boards report to the Academic Council through the Annual Programme 

Review. 

 

Both the Academic Council and the Management Board report to the Collegeõs Board of 

Directors.  

 

    Operational Management Structure 

2.2   Structure of Shareholding 
 

The shareholding structure of Independent Colleges has been devised to extend ownership 

to the widest possible group and to act as an incentive to participants to ensure the 

provision of premium quality programmes for students. Shareholding includes an options 

pool for Management staff. The shareholding structure will be as follows: 

 

Shareholders                            Shareholding  

INM PLC                                  70% 

P Burke - Promoter                    17% 



11 

 

G Doyle - Promoter                   8% 

Heads Of Departments             2.5% 

Staff share Options             2.5% (post take-up) 

Total                                       100% 

 

The shareholder agreements which reflect the above structure will be signed by the 

remaining parties by the end of April 2008. 

 

2.2(i)        Board of Directors  

The Board of Directors oversees the entire management structure of the College.  It has 

overall financial and administrative responsibility for the College to include financial 

stewardship and major capital expenditure. Its responsibility includes appointing members 

of the Management Board, Academic Council and the Board of Directors and ensuring the 

Collegeõs financial, academic and quality assurance management. The Board plays a critical 

role in determining and monitoring the strategic development of the College and ensuring 

that strategic plans are consistent with those agreed by the Board for the College.  

 

The Board of Directors will consist of nine members, five of whom are directly connected 

with Independent Colleges and four nominees of IN&M (one of whom will act as 

Chairman of the Board) who will be selected from the education/industry sector. The five 

IC members are: Mr. Garret Doyle (Chief Executive Officer); Mr. Philip Burke (Chief 

Operations Officer & Joint Head of Law School); Mr. Padraig Hourigan (Chief Financial 

Officer); Mr. Val Corbett (Joint Head of Law School)and Mr. David Oõ Donoghue (Joint 

Head of Professional Accountancy School). Appendix A briefly outlines the professional 

background of these directors.  

 

The four nominees of IN&M will include representation from the following; Mr. Gavin 

OõReilly (Chief Operating Officer, IN&M Plc), Mr. Vincent Crowley (Chief Executive 

Officer, IN&M -Ireland), Mr. Eamonn OõKennedy (Financial Director, IN&M -Ireland), 

Mr. Joseph Webb (Deputy Managing Director, Independent Newspaper (IRL) Ltd) and/or 

Mr. Andrew Donagher (Company Secretary, IN&M Plc). 

 

The Board of Directors will hold up to six meetings annually.  The Board reports to the 

shareholders of Independent News & Media Plc.  
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2.2(ii)     Management Board 

The Management Board is responsible for overseeing the day-to-day operational 

management of the College. The Management Board is responsible for determining budget 

allocations and making resource and capital investment decisions approved by the Board 

of Directors. The Management Board is also responsible for reviewing course proposals in 

order to assess their viability and appropriateness to the strategic aims of the College. As 

part of this review process, the Management Board will participate in formal reviews of all 

courses, Schools and Departments on a quartile basis. The Management Board will have 

responsibility for identifying strategic commercial and merger & acquisition opportunities 

for consideration by the Board of Directors.  

 

The Management Board will comprise of seven members and periodically may invite other 

senior members of the administrative staff to join a meeting where the issues for 

discussion necessitate their presence. A brief background to the seven members of the 

Management Board is included in Appendix A.  

 

Meetings of the Management Board are chaired by the Chief Executive Officer of the 

College and take place on a weekly basis. The Management Board reports to the Board of 

Directors.  

 

2.3     Academic Management Structure 

 

Independent Colleges is committed to the delivery of a range of full and part-time 

programmes that meet the needs of the learners, reflect the ever-changing environment and 

adhere to the highest standards of academic integrity. The Collegeõs academic structure has 

been designed to support this commitment. 

 

2.3(i)       Academic Council  

The Academic Council has ultimate responsibility for ensuring that the Collegeõs academic 

policies relating to learning and teaching remain consistent with the Collegeõs mission 

statement and strategic plan.  The Council ensures that this is done by ensuring the proper 

implementation of the academic regulations, policies and procedures of the College.  It is 

also the function of the Academic Council to ensure that the quality and standard of 

provision is routinely monitored through annual monitoring, validation and review 
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procedures.  The Academic Council approves the appointment of external examiners and 

considers any reports submitted to it by other sub-committees (see Sections 3 New 

Programme Design Report; Section 4.5 Programme Review Evaluation document and 

Section 5.6 Annual Programme Report).  

 

The Academic Council consists of all the Heads of Schools, one elected representative 

from the Academic Staff from amongst the Schools, the Careers & Student Support 

Officer, an elected student representative and a member of the Management Board.  

Meetings of the Academic Council are chaired by a rotating chair and meet three times a 

year. Emergency meetings of the Council may be convened in order to deal with academic 

matters as they arise. The Academic Council submits a written report to the Board of 

Directors annually. 

 

2.3(ii)     Quality Assurance Officer 

The primary role of the Quality Assurance Officer is to oversee procedures within the 

College and ensure that they are being adhered to in accordance with College policy.  It is 

the responsibility of the Quality Assurance Officer to identify any difficulties with 

procedures, both in terms of adherence to them and their effectiveness. In this regard, 

the Quality Assurance Officer: 

 liaises with the Heads of School particularly in relation to the Annual Programme 

Report (see Section 5.6), 

 liaises with the Programme Review teams in respect of the quinquennial 

programmatic reviews (see Section 4.3) 

 coordinates the evaluation of the programmatic review process (see Section 4.5), 

and 

 has responsibility for the periodic review of the effectiveness of procedures in 

terms of monitoring quality (see Section 6). 

 

The Quality Assurance Officer reports to the Academic Council. 

 

2.3(iii)    Head of School  

The Head of School is responsible for the day to day operation of programmes within the 

School including academic, financial and human resource decisions.  The Head of School 
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sits as Chair of the Programme Board meetings. The Head of School reports to the 

Management Board and is a member of the Academic Council.  

 

2.3(iv)   Programme Leader 

The Programme Leader has responsibility for the academic management of a programme 

within a School. The Programme Leader reports to the Head of School. Initially, where 

only one programme is offered within a School, it is anticipated that the functions of the 

Programme Leader may be carried out by the Head of School. 

 

2.3(v)    Year Board 

The Year Board has responsibility for the regular monitoring of the relevant year of the 

programme.  As outlined in section 5.4, the Year Board consists of the lecturers and tutors 

involved in delivering the classes for the relevant year of the programme.  It is chaired by 

the Programme Leader and meets on a six weekly basis.  The Programme Coordinator 

ensures that up-to-date attendance records are circulated in advance of the meeting for 

discussion at the meeting.  Each Year Board meets on a six-weekly basis to discuss how 

the programme (in relation to the relevant year) is progressing and any concerns staff may 

have in relation to the programme, attendance levels or the academic progress of particular 

students in the relevant year of the programme.  Where there is consensus that particular 

students are encountering difficulty with the programme, the Programme Leader will 

schedule an informal meeting with the student(s) and report back to the lecturers prior to 

the next meeting of the Year Board.  

 

2.3(vi)   Programme Coordinator 

The Programme Coordinator is responsible for the administrative management of 

programmes within each School. The Programme Coordinator liaises with students, 

academic staff and other service departments within the College to ensure the efficient 

operation of the programme and the provision of relevant administrative information. The 

Programme Coordinators for each School meet once per semester/term. The Programme 

Coordinator reports to the Head of the relevant School. 
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2.3(vii) Library Services & Information and Communication Technology (ICT) 

Committee 

The Library Services & ICT Committee has responsibility for reviewing the ongoing 

management of the Collegeõs library and ICT resources.  As part of this process, the 

Committee will have responsibility for monitoring student feedback obtained through 

the student questionnaire system (see Section 5.2) and the focus group element of the 

internal consultative process in the Programmatic Review process  (see Section 4) and 

taking appropriate action in response.  The Committee provides feedback to the 

Programme Board through the Head Librarian who is a member of the Programme 

Board.  The Committee reports to the Academic Council and the Management Board.  

 

2.3(viii) Programme Board 

The Programme Board meets once per semester/term and its function is to manage and 

monitor the development of courses during the academic year. The meeting provides a 

forum for the discussion of feedback received from students, staff and industry on the 

operation of the programme.  The Programme Committee Meeting is responsible for the 

ongoing planning and internal and external communication of operational academic 

issues and requirements.  The meeting also reviews student and staff feedback and has 

core responsibility in preparing Course Reviews for submission to the Academic Council.  

A Programme Board is chaired by the Head of School and consists of the lecturers on a 

programme, the relevant Programme Coordinator, the Examinations Officer, the Head 

Librarian and the Careers & Student Services Officer.  A Programme Board meets once 

per semester/term and is chaired by the Head of School/Programme Leader.   

 

The dates of the Programme Boards are contained in the academic staff calendar which 

is circulated to staff at the beginning of the academic year.   
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OVERVIEW OF MANAGEMENT AND ORGANISATIONAL STRUCTURE  
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3.       DESIGN OF NEW PROGRAMMES AND MODULES 

 

3.1 Introduction 

The Collegeõs portfolio of programmes is constantly expanding to include new programme 

offerings. This expansion will be accelerated in the initial start ðup stage of the College but will 

continue, albeit on a more gradual level, to ensure that programmes reflect shifts in the needs of 

industry, developments in the various academic disciplines and changes in the student profile.  

This section outlines the process involved in bringing a new programme from inception through 

validation to delivery.  The timetable for completion is normally one academic year.  The process 

concludes with the drafting of a programme proposal which is forwarded to the relevant 

validating body. 

 

 

3.2 Initiating Programme Design  

As a first step, the Marketing Department performs market research relating to a new 

programme proposal.   

 

Market research includes research from the CAO system, information collected from courses 

delivered by other colleges, industry and employers.  The Marketing Department establishes 

demand for new courses by conducting market research involving either primary or secondary 

sources.  Secondary sources include enrolment data, educational reports, competitor analysis and 

recommendations from institutional reviews. On completion of the research stage, a report is 

presented to Heads of School who, if satisfied with the proposals, appoints a Programme Leader 

to coordinate the development of the proposal into a new programme.     

 

3.3 New Programme Development 

At this stage, HETAC is informed of the intention to propose a new programme and a timescale 

is agreed.  The Programme Leader takes responsibility for the academic development of the new 

programme and will supervise the process through to approval by the Academic Council.  The 

Programme Leader initially formulates a programme team to design the new programme which 

includes representatives from the main academic disciplines involved which concludes with a 

draft programme proposal report.  
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Information collected from the following sources will assist in the formation of the proposal: 

 Discussions with relevant employers to assess the required programme aims and 

objectives and associated learning outcomes 

 Discussions with relevant recent graduates to assess student needs 

 External examiner feedback where relevant 

 Analysis of resources required internally to deliver such a programme 

 Feedback via the relevant programme team on programme structure, module 

composition and teaching, learning and assessment considerations 

 

A programme proposal is structured in the following way: 

 Rationale for Programme 

 Programme Structure, Aims and Learning Objectives 

 Mode of delivery 

 Programme Learning Outcomes in the context of the National Framework of 

Qualifications 

 Teaching, learning and assessment strategies employed including the Procedures for the 

Assessment of Learners 

 Programme management arrangements 

 Module Proformae including module objectives, learning outcomes and assessment 

methods  

 Resources required including IT, library and facilities 

 Admissions criteria 

 Transfer and progression opportunities 

 Relationship of this programme with others within the institution 

 Graduate opportunities 

 Curricula Vitarum of relevant staff 

 

 The Programme Leader monitors the progress and documentation at all stages of proposal 

development.  

 

3.4   Internal Approval Process 

There are many levels of internal approval for programme documentation prior to submission to 

HETAC.  Initially the relevant Programme Leader will approve the document.  Following this 
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approval, the proposal is reviewed by Head of School.  Formal feedback is documented and the 

proposal is amended if required. The Academic Council then formally ratifies the revised 

proposal.  A record is maintained of the various academic processes involved in the production 

of the final programme proposal.  This documentation is maintained by the Quality Assurance 

Officer for later review of internal procedures.  

 

3.5 External validation  

On receipt of the proposal, HETAC will organise a validation visit. HETAC determines the 

nature of the meeting and organises the validation panel. Such validations typically involve an 

onsite visit where the panel meet with senior management, followed by the programme team.  A 

premises inspection may also be required.  A formal report is then received from HETAC which 

outlines its recommendations and/or conditions for delivery of the programme.  Where 

conditions are attached, a formal response is compiled from the Programme Team and returned 

to HETAC.   A full description of the activities involved in a validation can be found in the 

HETAC document òPolicy, Procedures and Criteria for the Validation of Taught Programmes ð 

2005ó.   

 

3.6 Process Review 

When the process has been completed, the programme team under the direction of the Quality 

Assurance Officer formally reviews the effectiveness of the entire process.  This review includes 

a critical self-appraisal of all activities involved including recommendations where necessary for 

improvement of the process. Such recommendations are considered by the Academic Council 

for inclusion in subsequent programme design. 



20 

 

4 PROGRAMMATIC REVIEWS  

 

4.1 Introduction 

The Collegeõs approach to programmatic review includes a wide-ranging consultative process 

involving, firstly an internal self-evaluation leading to the preparation of an internal report 

followed by an external evaluation culminating in the production of an external evaluation report 

which will be sent to HETAC for their consideration.  The College is committed to fully 

supporting the periodic review of its programmes as it is an important means of ensuring that: 

 Quality improvements are made to programmes 

 Programmes remain relevant to learner needs 

 

Programmatic reviews will be held every five years and are the responsibility of the Head of 

School in the relevant discipline.  The Head of School is responsible for progressing and co-

ordinating the stages in the review process and for bringing detailed review proposals forward 

for approval to the Academic Council.  

 

Firstly, an internal consultative process is carried out (see section 4.2 below) and the outcomes 

of this process are used in the development of a self-evaluation report by the Programme Leader 

(a member of the senior academic staff on the relevant programme). This report is then 

subjected to an internal approval process involving the following approval stages: 

 Initial approval by the Programme Review Team 

 Final approval by the Academic Council 

 

Secondly, upon completion of the internal approval process, the external evaluation process 

commences and it is the responsibility of the Programme Coordinator to administer this process. 

This responsibility includes:  

 Organising external evaluation by panels of assessors  

 Forwarding programmatic review proposals to HETAC 

 Liaison with HETAC  

 

The timetable in respect of both the internal and external evaluation process on the 

programmatic review will be determined by the Head of School in conjunction with the 

Programme Coordinator. 
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4.2 Internal Consultative Process 

The rationale behind the internal consultative process is to critically review the existing 

programme as it is delivered and evaluate its effectiveness in terms of meeting its objectives over 

the five year period.  To give effect to this, the process involves gathering comprehensive 

feedback from a variety of sources both internally and externally, academic and non- academic 

staff and learner representatives.  

 

The consultation process normally includes the following: 

 

(i) Head of School review of the broad programme structure and its content. 

The review by the Head of the School is designed to examine the broader aspects of the 

programme and will focus on: 

 The broad aims and learning outcomes of the programme 

 The inter-relationship of the programme with the Collegeõs overall academic strategy 

 The  current and future resource requirements of the programme and whether these 

are being /can be properly satisfied 

 

(ii) Faculty review of programme structure and detailed content 

Feedback is gathered through a series of departmental meetings involving full-time and part-

time academic staff and support service staff involved with the relevant programme.  These 

meetings are designed to facilitate open and honest discussion of the structure and content 

of the programme.  A record of discussions at these meetings will be maintained. 

 

(iii) Invited feedback from external examiners 

As part of the ongoing process of the review of examination papers, scripts and assignments, 

external examiners provide regular feedback in relation to the programme.  However, in 

addition to this, at the commencement of the consultation process the external examiners 

who have been associated with the programme will be notified of the proposed programme 

review and will be invited to give feedback on their overall experiences of the programme 

both in terms of its academic merits and its structure.   The external examiners will be 

specifically asked for any adjustments they believe should be made to the programme to 

improve the learning experience of the learners and to add to the academic integrity of the 

programme. 
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(iv) Feedback from internal marketing department 

The Collegeõs marketing department monitors market trends on an on-going basis in relation 

to all the programmes offered by the College and similar programmes delivered in other 

institutions both in Ireland and the United Kingdom.  This information will be considered as 

part of the internal review process. 

 

(v) Student feedback solicited through focus groups.  

As part of the on-going process of the review of programmes, student feedback forms are 

completed by students once per semester (see Section 5.2 for a discussion of this procedure).  

However in addition to this, as part of the internal consultation process, focus group 

meetings will be established with students on the current programme. This aims to provide 

valuable feedback from the learnersõ perspective and will invite information on both 

academic aspects of the programme, student support services and College facilities. A record 

of discussions at these meetings will be maintained. These meetings will be chaired by an 

independent chairperson from outside the programme delivery team to ensure an open 

environment. 

 

(vi) Feedback from professional bodies where appropriate 

The College will also be informed by the performance of graduates of its programmes 

undertaking professional examinations. The objectives of some of the Collegeõs programmes 

will include the programmeõs ability to prepare graduates to successfully undertake these 

examinations. 

 

 

4.3      Internal Review Process: Self-Evaluation Report 

 

The outcomes of the above consultative processes are themselves separately documented. These 

are then collated by the Head of the School and the relevant Programme Leaders and referred to 

the Programme Review Team for their consideration.  The collated material, together with 

proposals and recommendations from the Programme Review Team, is then incorporated into 

the self-evaluation report by the Head of the School/ Programme Leader.  The self-evaluation 

report is sent for final approval by the Academic Council.   
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4.3.1 Programme Review Team  

The Head of School chairs meetings of the Programme Review Team. The team comprises of all 

the lecturers/tutors/internal examiners involved in the delivery and/or assessment of modules 

currently part of the relevant programme. The programme team meetings consider the outcomes 

of the consultative processes described above and, through a series of meetings, develop draft 

proposals for inclusion in the self-evaluation report and consideration by the Academic Council. 

 

The Self Evaluation Report addresses the following areas: 

 Introduction and Background to the Programme 

 Rationale, Aims and Learning Outcomes of the Programme 

 Current programme strengths, weaknesses and opportunities for development 

 Programme Structure and Curriculum 

 Teaching and Learning Strategies 

 Assessment Strategy and Structure including the relationship between assessment and the 

learning outcomes 

 Resourcing requirements 

 Career outcomes for students 

 

The final self-evaluation report as approved by the Academic Council is sent to the Programme 

Coordinator for forwarding to HETAC.  

 

4.4 External Evaluation 

 

4.4.1   The External Evaluation Process 

 

The external evaluation process is conducted by an invited independent group of experts which 

includes experts from the Institutes of Technology, University and Industry sectors and results in 

the external evaluation report.  Heads of School provide nominees for the panel and the 

Academic Council is responsible for approving the external evaluation panel and facilitating the 

external evaluation of the programme.  The external group receives the following documentation 

prior to the visit: 

 An agenda for the visit 
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 A guide to the procedures involved in the programmatic review including the role 

and responsibilities of the external panel (see below) 

 The self-evaluation report 

 

The external group reviews the self-evaluation report and then conducts its own evaluation of 

the programme.  On receipt of the self-evaluation report, the external group will visit the College 

and will meet with relevant personnel.  The visit will involve a detailed one-day agenda including 

meetings with senior academic staff and the programme review team.  This visit will enable the 

external group to experience first-hand the resources of the College and allow them an 

opportunity for interactive discussion with the relevant personnel on issues requiring 

clarification. 

 

On completion of the external evaluation, the panel submits a draft External Evaluation Report 

to the Programme Coordinator.  The Programme Review Team is given an opportunity to 

review and comment on the report and takes action where necessary.  All internal feedback and 

intended actions are formally documented by the Programme Review Team and communicated 

to the external panel.  The panel then produces a final External Evaluation Report which is 

forwarded to HETAC.   

 

HETAC may make recommendations in light of the reports received which, following 

consultation with HETAC, are implemented by the College.  The Programme Coordinator is 

responsible for ensuring all required actions are implemented in a timeframe agreed with 

HETAC. 

 

4.4.2   The External Panel 

The External Panel consists of some/all of the following: 

 Independent academic members ( selected from the Institutes of Technology and 

University sector )with sufficient knowledge and experience of programmes of a 

similar nature nationally and/or internationally 

 Members of professional associations where necessary 

 Alumni and/or students of the College 

 A representative of the College or a nominee 
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Essentially the role of the External Panel is to evaluate the extent to which the programme 

review objectives have been fulfilled in the internal process and add an objective assessment 

dimension to the review process. 

 

The responsibilities of the panel are:  

 To review the self-evaluation report and to critically assess the proposed changes in 

light of the objectives of the periodic review 

 To meet with the Programme Review Team and other senior academic staff to 

discuss the self evaluation process and outcomes of the process 

 To produce an external evaluation report setting out the findings of the panel   

 To send a final draft of the external evaluation report to Independent Colleges for 

consideration and action 

 

Any prior relationship of panel members must be formally documented to ensure validity and 

independence of the evaluation.  The panel is approved by Academic Council prior to the review 

and a profile of each panel member is included with the final External Evaluation Report.  

 

 

4.5 Evaluation of the Programme Review process 

 

Shortly after the completion of the programmatic review, an evaluation of the entire process is 

undertaken.  The purpose of the evaluation is to establish its effectiveness and possible 

improvements to future reviews. Feedback is sought from all participants.  This review is co-

ordinated by the Programme Coordinator and is conducted after all recommendations have been 

implemented.  The Evaluation Document is circulated to the Academic Council for 

consideration. 
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Figure 4.1: Procedures for Programmatic Review 
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5 ONGOING MONITORING OF PROGRAMMES 

 

5.1 Introduction 

Programmes are closely monitored throughout the academic year and also reviewed at the end of 

the academic period to ensure that: 

 All modules are progressing satisfactorily 

 The teaching schemes remain appropriate to the learning outcomes of modules 

 The programme remains valid and current in light of developing knowledge and 

practice within the discipline 

 The learning outcomes are achieved by students 

 Assessment methods are appropriate to the learning outcomes 

 Academic procedures are followed. 

 

Feedback from the activities outlined below is used to make adjustments to modules and/or 

programmes where necessary throughout the academic year. Other adjustments, due to their 

complexity, will be made in the following academic year, with the support of HETAC. 

 

The Programme Leader and Head of School have responsibility for coordinating the ongoing 

review of programmes.  The main forum for the ongoing review is the Programme Board which 

considers feedback from members of the programme team which includes those involved in 

delivering the programme, student feedback forms and discussion with class representatives.   

 

 

5.2 Student Feedback Forms 

Two types of pro-forma questionnaire are distributed to students during each academic year: 

 Module Delivery Assessment Form ð assesses the quality of delivery of each module including 

the quality of materials used, the usefulness of the core texts used and the delivery of the 

programme as a whole. 

 

 Programme Review Form ð assesses the overall delivery of the programme  

in terms of the attainment of learning outcomes, the choice of modules, accessibility of 

information, satisfaction with student support services and  satisfaction with college-wide 

facilities 
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Administration 

The timing and regularity of student feedback differs depending on the structure of the 

programme.  The module delivery assessment forms are distributed once per semester, at 

approximately week six.  The programme review form is distributed in approximately week eighteen 

of year long programmes/ week six of the final semester in semesterised programmes (at the 

same time as the module delivery feedback forms for that semester). 

 

The procedure for the distribution of feedback forms is as follows: 

 The first drafts of the feedback forms are produced by the Programme Coordinator. 

 The format and questions of the feedback forms are circulated and agreed by 

Programme Leaders.   

 The Programme Coordinator distributes the feedback forms to the class.   

 The completed feedback forms are initially reviewed by the Programme Coordinator and 

made available to Heads of Schools and Programme Leaders to ensure potential issues 

are dealt with immediately.   

 The Programme Coordinators analyse the feedback forms. 

 Each Head of School discusses the completed feedback forms and statistics with 

individual lecturers.  

 Where issues are identified, lecturers produce a formal written response to their feedback 

including intended short term and long term actions required where necessary.  

 Formal reports are produced by each Head of School to specify issues raised and actions 

taken to remedy the issues in the short and long term.  The formal reports are distributed 

at the Academic Council. 

 Individual lecturers are encouraged to respond to individual classes where specific issues 

have been highlighted.   

 

In the case of programme-specific surveys, the following steps are taken: 

 The first drafts of the feedback forms are produced by the Programme Coordinator. 

 The format and questions of the feedback forms are circulated and agreed by 

Programme Leaders.   

 The Programme Coordinator distributes the feedback forms to the class.   

 The completed feedback forms are analysed by the Programme Coordinators. This 

analysis is made available to the Heads of School and the Academic Council.  
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Heads of School carry out an overall review of feedback forms at the end of the academic year. 

They produce a formal report documenting the main points raised by students and subsequent 

actions for the following academic year.  The formal reports are distributed to the Academic 

Council. This also acts as a useful source of information for the Programme review process (see 

Section 4 for details of this process). 

 

5.3 Class Representatives 

Class representatives are elected by each year group in each programme under the supervision of 

the Programme Leader.  The role of the class representative is as follows: 

 To liaise between the class and lecturers and/or Programme Leader on issues relating to 

the delivery of the programme. 

 To formally meet with the Programme Leader on a regular basis (at least once a term) to 

discuss concerns of the students on the programme.  Formal notes are made of each 

meeting which are then distributed to the Head of the School.   

 To liaise with the Careers & Student Services Officer (see Section 8 for details regarding 

this office) regarding non-academic issues. 

 

5.4    Year Boards 

A Year Board consists of the lecturers and tutors involved in delivering the classes for the 

relevant year of the programme.  It is chaired by the Programme Leader.  The Programme 

Coordinator ensures that up-to-date attendance records are circulated in advance of the meeting 

for discussion at the meeting.  Each Year Board meets on a six-weekly basis to discuss how the 

programme (in relation to the relevant year) is progressing and any concerns staff may have in 

relation to the programme, attendance levels or the academic progress of particular students in 

the relevant year of the programme.  Where there is consensus that particular students are 

encountering difficulty with the programme, the Programme Leader will schedule an informal 

meeting with the student(s) and report back to the lecturers prior to the next monthly meeting of 

the Year Board.  Minutes of the Year Board meetings will be kept and sent to the relevant Head 

of the School for his information and are available for consideration at the Programme Board 

meetings.  Class representatives are offered the opportunity of providing feedback in advance to 

the Year Board.  They are invited to attend the Year Board to expand on or clarify the concerns 

of students and to offer suggestions as to how these concerns could be resolved.  
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5.5  Programme Boards 

A Programme Board consists of the lecturers on a programme, the Programme Leader, the 

relevant Programme Coordinator, the Examinations Officer, the Head Librarian and the Careers 

& Student Services Officer.  A Programme Board meets once per semester/term and is chaired 

by the Head of School/Programme Leader.   

 

The dates of the Programme Boards are in the academic staff calendar which is circulated to 

staff at the beginning of the academic year.  Items for discussion vary depending on the time of 

year but typical items include teaching, learning and assessment strategies, student progress, 

attendance levels and academic deadlines.  

    

The end of year Programme Board takes place after the Examination Board and involves a 

review of the entire academic period including a review of the programme and its support 

services to ensure all objectives are being met.  The agenda for the Programme Board includes 

reviews of the following areas: 

 End of year/term results including a review of the external examiners feedback forms     

( See Section 7.3.7) 

 Discussion of questionnaire analysis 

 Review of teaching, learning and assessment strategies adopted  

 Evaluation of whether the intended  programme outcomes are being attained by learners 

 Recommendations for the following year 

 

All documentation relating to the Programme Boards are maintained by Heads of School and 

Programme Leaders.  The Programme Board reports to the Academic Council through an 

Annual Programme Report (see below). 

 

5.6 Annual Programme Report 

An Annual Programme Report is produced by each Head of School and Programme Leader 

and contains an overall assessment of progress during the academic year. The report covers the 

following issues: 

 Design, Content and Organisation of the Curriculum (taking into account any developing 

knowledge and practice within the discipline) 

 Teaching, Learning and Assessment Strategy 

 Achievement of Programme Objectives and Learning Outcomes 
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 Student Progression and Achievement 

 Quality 

 Recommendations 

 

The annual programme report includes the following documentation: 

 Documentation relating to all  Programme Boards 

 Formal reports produced from student feedback forms  

 Minutes of  Year Board and Class Representative Meetings 

 Assessment of Examination Performance 

 

 The Annual Programme Report is produced for the first Academic Council meeting of the 

subsequent academic year, with a clear focus on recommendations and actions for the next 

academic year.   

 

Recommendations from the Academic Council are communicated at the first Programme Board 

of the following academic year and to HETAC. 

 

Academic Council 

The Academic Council consists of all the Heads of Schools, one elected representative from the 

Academic Staff in each School, the Careers & Student Support Officer, an elected student 

representative and a member of the Management Board. Reports prepared as part of the ongoing 

monitoring process e.g. formal report on feedback from student feedback forms, annual 

programme reports are considered by the Academic Council and any recommendations in 

relation to those reports are communicated in writing to the relevant board for implementation.  

The Academic Council meets three times a year.  
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6 EFFECTIVENESS OF PROCEDURES 

 

6.1 Introduction 

As outlined in Section 4 & 5 of this submission, there are informal and formal methods for 

assessing the effectiveness of the Collegeõs overall approach to Quality Assurance.  Major 

activities within this document such as the new programme design process (see Section 3.6) and 

the programme review (see Section 4.5) involve a review process on completion.  Such 

evaluation of procedures is primarily the responsibility of the Quality Assurance Officer in 

conjunction with the relevant programme team.  However, the effectiveness of these procedures 

in terms of monitoring quality will need to be periodically evaluated also.  This is primarily the 

responsibility of the Quality Assurance Officer who then reports to the Heads of School and the 

Academic Council.  A copy of the report will be made available to HETAC for its review in 

conjunction with its review of the External Evaluation Report produced as part of the 

Programmatic Review (Section 4.4). 

 

6.2 Informal Review 

 

Process 

The following processes have a specified òend of projectó review in which the team involved 

document comments and recommendations on the procedures involved: 

 Design of new programmes and modules (section 3.6) 

 Periodic Review of Programmes (section 4.4) 

 Preparation of Annual Programme Report (section 5.5) 

 

The ôend of projectõ review process aims to critically and honestly analyse the effectiveness of the 

activity recently completed and to introduce a òbest practiceó approach for future activities.  

Feedback from these reviews is initially considered by the Quality Assurance Officer and then 

forwarded to the Academic Council for its consideration.   

 

Services 

Additionally, learning support services receive continual feedback in all interactions with staff 

(through the Year/Programme Board meetings) and students (through the Class Representative 

system and student services survey).  Such feedback is considered by the unit involved.  

Improvements are made when feedback is received, if possible, or where complex issues are 
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involved, for the next academic year.  All improvements are documented and included in the 

next review of Quality Assurance procedures. 

 

6.3 Formal Review of Procedures 

 

It is proposed that the procedures which form the basis for the ongoing (section 5) and periodic 

(section 4) review of the programmes will themselves be formally reviewed every five years.  The 

objective of the review of procedures is to ensure that procedures are being adhered to and 

indeed that the procedures themselves are appropriate and adequate in terms of their overall 

function of monitoring quality, correcting deficiencies and upholding the Collegeõs commitment 

to Quality Assurance. 

 

6.3.1    Project Team 

A Project Team is assembled consisting of the following representatives: 

 Quality Assurance Officer (Chairman) 

 Academic representatives from each School 

 Administrative representative from each School 

 Learner Support representative 

 Examinations Officer 

 

6.3.2    Process 

In assessing the effectiveness of the Collegeõs Review Procedures, the team will consider the 

following documentation: 

 

 Minutes of Meetings 

Minutes from the meetings of the following boards/committees will be reviewed:  

Academic Council, Examinations Boards, Year Boards, Programme Boards, Library Committee 

and Academic Support. 

 

 New Programme/Module Design 

Reports  issued as part of the New Programme Process review (see Section 3). 
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 Programmatic Review 

Reports issued as part of the self- evaluation and external evaluation process (see Section 4.2) 

and the ôend of processõ evaluation document (section 4.4) 

 

 Ongoing Monitoring of Programmes  

Student feedback questionnaire documentation including the response to such documentation, 

Class Representative minutes, Year Board minutes, Annual Programme report. 

 

 Assessment of Learners 

Internal moderation information, External examiner feedback and responses 

 

 Administrative Procedures 

Induction review recommendations, Review of Examination Activities, Review of Registration 

Activities 

 

 Learning and Support Services 

These services include the library, ITs, facilities and student services. The review procedure for 

these services will involve the following documentation; user survey documentation, student 

services survey feedback, user statistics, class representative feedback, self- review reports. 

 

 Human Resources Procedures 

Documentation in relation to recruitment, induction, performance management, and staff 

development plans. 

 

6.3.3   Effectiveness of Procedures Report 

The Project Team will produce a report analysing the documentation assessed, actions taken/ 

actions not taken and the corresponding justifications for such action/in-action. Based on this 

analysis, it will make recommendations relating to both the effectiveness of the procedures and 

adherence to procedures.  This report will be circulated to the Academic Council for 

consideration.  A copy of the report will be made available to HETAC for its review in 

conjunction with its review of the External Evaluation Report produced as part of the 

Programmatic Review (Section 4.4). If required, the Quality Assurance manual will then be 

updated and will be sent to HETAC for approval. All staff will be notified of any revisions and 

provided with a copy of the up-dated manual. 
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7        ASSESSMENT OF LEARNERS 

 

7.1 Assessment Regulations 

The Collegeõs proposed Assessment Regulations and its Appeals Regulations are included in 

Appendix B and C respectively. The Academic Integrity Policy is included in Appendix D.  

 

In exceptional circumstances only, the Academic Council may make changes to the Collegeõs 

Appeals Regulations based on a review of the cases that came before the Appealõs Panel during 

the academic year. The Assessment Regulations can only be amended by the Heads of School in 

conjunction with the Examinations Officer and in light of recommendations from the 

Programme Board meetings and the External Examiners and with the agreement of HETAC. 

 

 7.1.1 Communication of Assessment Regulations 

An integral aspect of the assessment regulations is ensuring that staff and students are fully 

informed as to their content and effect.   

 

Staff 

The Assessment Regulations are available on the Examinations Office shared directory in read 

only format.  Modifications to the regulations are communicated to staff through the Heads of 

School and the Programme Board meetings.  It is the responsibility of every lecturer to ensure 

that they fully understand current assessment regulations and any modifications will be 

communicated to the staff through the staff handbook. Lecturers are obliged to familiarise 

themselves with the staff handbook. 

 

Students 

The Assessment Regulations are distributed to students in the following ways: 

 In the Student Handbook distributed to (including an explanation thereof) students at 

induction and registration 

 On the Collegeõs intranet system 

 A summary of the examination regulations are distributed with examination timetables  
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7.2      Assessment Strategy 

The objective of the assessment process is to ensure that the studentõs attainment of the module 

and programme learning outcomes will be measured in a manner which is equitable and 

conducive to student learning. 

 

The range of knowledge and skills assessed will vary from module to module and also depending 

on the type and objectives of the assessment method deployed. Overall, the purpose of the 

assessment is to develop/ test each studentõs capacity to: 

 Manage tasks and projects 

 Work individually or as a member of a team 

 Identify and use appropriate academic sources 

 Conduct primary research 

 Apply knowledge and skills and reach logical conclusions 

 Present arguments and conclusions coherently and convincingly 

 Critically analyse and evaluate scenarios and issues 

 Integrate knowledge from different disciplines (where relevant). 

 
The above aims must be viewed in the broad context of the programme learning outcomes. 

 

Assessment strategy in respect of each module is described in the validation document for each 

programme. In the event of changes to the pre-specified assessment, the appropriate Head of 

School must approve such changes on the basis of appropriateness to the specified learning 

outcomes. 

 

7.3 Assessment Process 

There are many academic and administrative activities involved in the assessment process 

ranging from the setting of assessments to feedback to students.  Responsibility for the different 

processes can be that of the lecturer, Head of School or Examinations Office as described in the 

following sections. 

 

7.3.1   Continuous Assessment Schedule 

The assessment schedule is co-ordinated by the Programme Leader in consultation with Heads 

of School and the lecturing team.  Once the schedule is agreed it is communicated to all staff and 

students involved. Deviations from the schedule are permitted on an exceptional basis to 
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minimise disruption to students.   The Programme Leader considers all requests for changes to 

the schedule on the basis of their possible impact on students and refuses/approves all changes.  

 
 
7.3.2   Setting of Continuous Assessments 

Assessment takes place in accordance with the validated programme documentation.  Most 

subjects have a continuous assessment component as well as an examination and the weightings 

for the two components are dictated by the validation document.  The responsibility for 

assessment of students lies with individual lecturers acting within the approved assessment 

strategy of the programme.  Lecturers plan an assessment strategy for the continuous assessment 

component of their different modules prior to the commencement of delivery.  The assessment 

strategy is formulated under the guidance and agreement of the relevant Head of School.  The 

strategy is chosen in view of the attainment of the specified learning outcomes.  

 

A standard ôassignment specification formõ is used that communicates important information on 

related procedures and refers students to the section of the Student Handbook containing 

detailed information on the Collegeõs regulations on Academic Integrity.  This form will contain 

information such as: the submission date, the penalties to be applied for late submission, the 

word limit to be applied, and information on the lecturerõs expectations regarding the completion 

of the assignment.    

 

7.3.3   Assignment Submission and Collection  

Assignments are submitted with an assignment submission form.  This form is pre-printed and is 

used in the feedback process.  Completed assignments are submitted to the relevant School. A 

receipt system is operated to log the timely submission of the assignments. One copy of the 

receipt is given to the student and a copy is retained by the Programme Coordinator.  Lecturers 

are required to collect the submitted assignments in a timely fashion. 

 

 

7.3.4   Assignment Marking and Moderation 

Provisional results and detailed feedback are given to students within a reasonable time after 

submission as it is essential that timely feedback is returned to students.  Each assignment is 

clearly marked to facilitate formative feedback and to enable the student to gain maximum 

benefit from the assignment.  Additionally, the assignment submission form is completed to 

ensure structured feedback. Prior to the communication of results, the assignment marks and a 
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sample are given to the internal moderator (a designated senior member of the academic staff on 

the programme) for review.  Deviations from standard marking patterns are investigated and 

dealt with where necessary.  

 

7.3.5   Assignment Feedback 

On return of the assignment to a class, lecturers give a verbal overview of the overall class 

performance in the assignment. Individual feedback is given to students/groups using the 

feedback form and the assignment itself.  Students are given the opportunity to view the marked 

assignment.  Due to time constraints in class time, lecturers will be available to students at 

specified time periods for consultations with groups or individuals as appropriate.  The 

provisional list of results are entered into the college management system printed out using the 

Component Marks Sheet (no names) report and posted on the appropriate notice board.  A 

sample of assignments is sent to the Examinations Office for forwarding to the External 

Examiner and also for archiving. 

 

The underlying purpose of the assignment procedure is to ensure that; 

 Students receive maximum benefit from the assignment process in terms of assessing 

their level of understanding of the issue, their research and analytical skills and providing 

constructive feedback on how these aspects could be improved. 

 Guidelines are clear and transparent to the student to avoid any unnecessary confusion.  

 

The procedures relating to the administration of formal examinations are the responsibility of 

the Examinations Officer. 

 

7.3.6   Setting of Examination Papers 

The production of Examination Papers is a shared responsibility between the Schools and the 

Examination & Assessment Office. (The steps involved are displayed graphically below in Figure 

I below).   

 

- School: First and Repeat Examination Papers are produced at the same time by the internal 

examiner using the Examinations Office template.  Where more than one lecturer is 

involved, a lead lecturer is identified who will co-ordinate the production of the examination 

papers.  The Examination Paper is specifically written to reflect the syllabus of the module 

and to examine the learning outcomes.  The papers and solutions (both typed) are approved 
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by the internal moderator.  The Examination Papers are then forwarded in a secure 

electronic and hard copy to the Examinations Officer.  All electronic communications of 

Examination Papers involves password protected documents with the passwords forwarded 

separately to the Examinations Officer.   

 

- Examinations Office: The papers are sent to the relevant External Examiners for feedback.  

Feedback from the External Examiners is circulated to Heads of School and incorporated 

into exam papers where necessary.  The final draft of the examination papers are printed and 

filed in the Examinations Office.  Examiners sign off on the exam paper before printing.   

 
 

Figure I: PREPARATION OF EXAMINATION PAPERS 
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7.3.7   Marking of Exam Papers 

 

Internal marking procedure 

The following activities take place in relation to the marking of Examination Papers: 

1. Internal Examiners receive the following documentation:  

 Examination Paper and an outline solution or sample answers,  

 photocopy of attendance sheet,  

 a blank mark sheet in student number order,  

 an internal examinerõs report form and instructions.  

 

The internal examinerõs report form is prepared - in advance of the examinations by the 

Examinations Office, and approved by the Head of School, and distributed with the 

examination scripts for completion by the internal examiner during the correction process. 

The completed form is returned to the Examinations Office with the corrected scripts. This 

completed form will be available to the designated internal moderator during his/her review 

of a sample of the scripts. The form will include a section for the internal moderator to add 

any comments based on the sample of corrected scripts reviewed by him/her. A copy of this 

form will be given to the External Examiner. 

2. Examiners correct scripts using the preset marking scheme and are transparent in their 

markings on the scripts to facilitate the moderation process.   

3. The designated internal moderator assesses a sample of corrected scripts.  The sample 

should include all borderline cases.  

4. All scripts are returned with accompanying documentation to the Examinations Office.   

 

External marking procedure 

 

An external examiner is allocated to each examinable subject in a programme. The external 

examiners will be selected and appointed in accordance with HETAC guidelines (Appendix E 

outlines the relevant guidelines). Upon their initial appointment, each external examiner will 

be notified in writing of their role and responsibilities as outlined in the HETAC guidelines. 

The external examiners will be notified by the Collegeõs Examinations Office of any change in 

such guidelines. 
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1. The Examinations Officer sends a sample of scripts to relevant external examiners. The 

sample should include all borderline fail cases where numbers allow and then a further 

representative sample for the subject including from the high performers.  A representative 

sample normally includes scripts from the different performance ranges including the First 

category.  Other documentation for the External Examiner includes: 

 Cover letter from the Examinations Officer including arrangements for the exam boards and 

return date for the scripts 

 The completed internal examiners reports 

 A copy of the mark sheet containing all examination results 

 A copy of the assignment marks 

 An overall copy of the examination and assignment marks per subject 

 An External Examiners report for completion  

 Student numbers of all scripts sent 

 

2. External examiners return all scripts with a completed external examiner feedback form.  This 

form enables the external examiner to comment on individual student cases and on 

comments and recommendations made by the internal examiners in the internal examinerõs 

report. Feedback from external examiners is communicated via the Examinations Office to 

the examiners concerned, changes are made where appropriate and recommendations for 

future module delivery noted for discussion at the end-of-year programme board meeting.  

All general comments are discussed at the Examination Board. 

 

 

7.3.8   Feedback on Examination Performance to students  

The internal module analysis forms are available for students when the examination results 

become available.  These forms contain question by question analysis of performance by a group 

of students in an exam sitting to aid improvement for repeat sittings and/or future examinations. 

 

For a short period of time after the release of results, lecturers are available to meet with students 

to provide feedback on their examination performance. 
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8    ADMINISTRATION PROCEDURES  

 

8.1   Marketing and Admissions 

 

8.1.1  Marketing 

 

The Marketing Department is responsible for the promotion of academic undergraduate and 

postgraduate programmes in the College.  The promotion of courses involves the following: 

 The production of promotional literature for each course in the College.  This literature 

will take the form of a general college prospectus and individual School publications. 

 Production of appropriate advertisements for press, radio, television and outdoor media.  

Each campaign is produced and executed prior to the commencement of an academic 

intake. 

 School visits that take place throughout the previous academic year 

 Attendance at regional educational exhibitions 

 Open Days which are organised prior to the commencement of an academic year and 

focus on students preparing for the Leaving Certificate examinations, those who have 

recently received their results, students who are interested in part time and postgraduate 

study. 

 Design and maintenance of the College website.  The marketing department is 

responsible with ensuring that all material on www.independentcolleges.ie is up to date 

and accurate. 

 Presence in educational publications both on and offline including, the Dublin Guide to 

Evening Classes and www.daycourses.com. 

 

http://www.independentcolleges.ie/
http://www.daycourses.com/
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8.1.2   Admissions 

The Admission Office has responsibility for implementing the Collegeõs admissions policy. 

Admission to programmes will primarily be based on prior educational qualifications, either 

leaving certificate or previous third level qualifications e.g. a certificate/diploma in the relevant 

area.  The College accepts transfer students and the relevant admission level for each application 

will be assessed based on the assessment of prior learning and prior experiential learning.  The 

College is committed to diversity and therefore it welcomes non-standard applicants. Such 

applicants will be considered on a case-by-case basis. In recognition of the financial barrier that 

can prevent access to third level education, the College proposes to offer a limited number of 

bursaries. 

 

 The method of course application is dependent on the course that the student is applying for 

and the requirements of HETAC: 

 

8.1.2(i)   Through the CAO: CAO Applications 

Students under the age of 23 years of age on the 1st of January of the year of entry who wish to 

apply for any HETAC undergraduate full time programme must make that application through 

the CAO system.  The closing date for applications for EU citizens is February 1st.  Late 

applications will be accepted until May 1st and students may fill out a CAO òChange of Mindó 

Form until July 1st. 

 

Application forms and copies of the current handbook are available from the Independent 

College Admissions Office or from the CAO directly. 

 

More detailed information regarding CAO deadlines and the CAO application process can be 

obtained by contacting the CAO at: 

 

Tower House 

Eglinton Street 

Galway 

Ph: 091 509800 

Web: www.cao.ie 

 

http://www.cao.ie/
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Selection of CAO Applicants 

Selection will be made on the basis of points levels.  Points will be calculated by adding together 

the points scored in the best of six subjects in a single sitting of the Leaving Certificate.  Points 

for the different programmes are set based on supply and demand of programmes and the cut-

off points threshold is set equal to, or above, the minimum entry requirements for the 

programme. 

 

The results of two sittings of the Leaving Certificate may be combined for the purposes of 

meeting the subject requirements for minimum entry.  It should be noted that not all students 

presenting the minimum entry requirements may be offered a place at the College. 

 

Some programmes may have specific subject entry requirements, for example, a C3 in higher 

level English at leaving certificate. These requirements will be advertised in the CAO literature. 

 

8.1.2(ii) Direct Applications to Independent Colleges: 

Applications for certain full-time and all part time programmes should be made directly to: 

The Admissions Office 

Independent Colleges 

60 ð 63 Dawson Street 

Dublin 2 

 

Applications should include information on the applicantõs prior educational qualifications and 

any relevant work experience undertaken up to the point of application.  

 

8.1.2(iii) Non-standard applicants 

Non standards applicants for courses at Independent Colleges will be considered on a case by 

case basis and are assessed by the Admissions Officer and the relevant Head of School/ Faculty. 

International applicants are assessed using the IOTCEF Central Evaluation Process Booklet and 

the NARIC equivalence of qualifications system. 

 

8.1.2(iv) Transfer Applications 

Independent Colleges welcomes applications from students holding qualifications from other 

accredited institutions and universities. 
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Depending on the nature and duration of their studies, such students may join the second and 

third year of the Collegeõs degree programmes. 

 

 

Postgraduate Programmes: 

Applicants for Higher Diploma, Graduate Diploma and Masters programmes are assessed on the 

basis of the minimum entry requirements for the relevant programme.  The minimum entry 

requirements are included in the validated programme documentation. 

 

Analysis of the effectiveness of the marketing campaign takes place at the start of each academic 

year. This analysis includes review of applicants from different sources and recommendations for 

future campaigns.  

 

8.2 Induction and Registration 

 

8.2.1   Registration 

Registration of New Students 

All new students complete a module selection form which is forwarded to the relevant 

Registration Officer.  The module selection form is checked to ensure correct modules have 

been selected.  This is of particular importance for direct entry students who may have restricted 

module choice based on the prior study of prerequisite subject areas.  On receipt of a correct 

module selection form and payment of at least 50% of the annual fee amount, the student is 

issued with a student card.   

 

Registration of Continuing Students 

The activities involved in the registration of existing and continuing students are as follows: 

1. Changing of programme details for the subsequent year of student 

2. Communication of information relating to the subsequent programme year such as subject 

or module information 

 

Registration information in the summer sitting is communicated with examination results.  The 

information includes the following: 

 Covering letter with checklist 

 Continuing Registration Form with bank giro for payment   
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 Academic Calendar 

 Induction/ Registration timetable  

 Part time timetables  

 Module Selection Form (where relevant) 

 Pre-requisites module information 

 

Registration takes place for a period of one week in September and all students, both full-time 

and part-time, attend registration at the appointed date/time specified in their registration pack 

for their course.  The Registration Officer also registers students with the relevant accrediting 

body for the modules being taken.   

 

Students who have failed modules and have not exhausted their sittings are automatically 

registered for the next available examination sitting.    

 

8.2.2   Induction 

Induction takes place in different stages throughout the academic year.  The Programme Leaders 

and the Student Servicesõ Officer share the responsibility of induction delivery.  Induction at the 

beginning of the year includes both general college induction and programme specific induction.   

General college induction involves  

 Course Guide distribution  

 Student Servicesõ Officer 

 Academic Integrity Policy 

 An overview of assessment regulations  

 Code of Conduct 

 Introduction to Library and Student Services 

 

Programme specific induction is delivered by the Programme Leader and includes: 

 Programme Objectives and learning outcomes 

 Learning outcomes of the level of study 

 Overview of core modules 

 Discussion of electives modules(where relevant) 

 Prerequisite information 
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Elective presentations are arranged for degree students who have decisions to make relating to 

different modules.  Elective sessions are delivered by Programme Leaders (or nominees) and 

include: 

 Description of the different modules 

 Similarity with previous year modules 

 An opportunity for student to discuss their selection on an individual basis. 

 

Further tutorials are organised in the academic year that focuses on key skills such as study skills, 

academic referencing, time management and examination technique.   

 

Review of induction takes place on an annual basis by the Quality Assurance Officer.  This 

review includes both student and staff feedback.  A combined set of recommendations are put 

forward to the relevant Heads of School for consideration. 

 

 

8.3 Student Retention  

One of the key academic objectives for the College is that of student retention and progression.  

Activities to achieve these objectives are decentralised and the responsibility of the individual 

Schools.    

 

The Schools undertake the following initiatives:   

 Attendance monitoring procedures  

 Analysis of reasons for student withdrawal from programmes  

 Close examination of module selection (number of modules being undertaken, plus 

adherence to prerequisite guidelines)- (where relevant). 

 Liaison with the Examinations Office regarding students who have withdrawn, and 

non-attendees at examinations. 

 Monitoring of student indicators during the academic year such as mid-term 

examination performance 

Attendance Monitoring 

The Schools take a proactive approach to student motivation by tracking attendance and making 

contact with students.   
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In some areas, attendance sheets are maintained and  returned on a monthly basis to the relevant 

Programme Coordinator, who subsequently, by means of a formula based excel spreadsheet 

calculates the students overall attendance. These attendance sheets are sent to the Year Board for 

consideration at its meetings (see section 5.4). 

 

8.4 Examination Administration 

 All examination activities are the responsibility of the Examinations Office and are conducted 

with the following philosophy:  

 There is zero tolerance for error in any aspects of these procedures 

 Students must receive clear and timely communications in every aspect of the 

examination process 

 

The production and communication of examination timetables and all operations relating to 

examinations are the responsibility of the Examinations Office.  The Examinations Office 

ensure that all material relating to examinations is communicated in a timely and clear fashion 

and that relevant guidelines relating to regulations are communicated to students at appropriate 

times.   

 

The Examination Officers in conjunction with the Heads of School ensure that staff involved in 

the administration of examinations has a full understanding of procedures relating to 

examinations and academic impropriety.  Furthermore, the Examinations Office ensures that 

staff involved with the communication of results has a full knowledge of the Assessment 

Regulations.  Detailed procedures in relation to examinations are maintained and available from 

the Examinations Office and are reviewed on an annual basis to ensure effectiveness. A copy of 

the proposed Assessment Regulations and the Appeals Procedure are included in 

Appendix B and C respectively. 
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9 LEARNING AND SUPPORT SERVICES 

 

Learning and support services for the purpose of quality assessment refers to those facilities and 

services that contribute to the learning experience of students. These resources can be identified 

as the following: 

 Libraries ð Law, Journalism and Arts 

 Information technology resources e.g. I.T. labs 

 Study facilities e.g. building facilities 

 Student Services 

 

To enable the effectiveness of each element of the learning and support services to be assessed, 

in February of each academic year, a Student Services Survey is distributed among students. It 

includes a section relating to library services, information technology services, student facilities 

and careers & support services. This survey is distributed and returned to the relevant 

Programme Coordinators. The completed survey is separated into its constituent parts and given 

to the relevant person (i.e. the library section is given to the Managing Librarian) for analysis and 

recommendations for amendments required to the relevant service. The resulting information 

from the whole survey including recommended changes is collated into an annual report which is 

initially referred to the Heads of School for their review and comments.  The final report is sent 

to the Academic Council and the Management Board. Issues are addressed within 2 months of 

the distribution of questionnaire where possible. For longer-term issues, these are addressed 

before the commencement of the new academic year.  

 

9.1  Library 

 

9.1.1   Introduction 

Collections policy for the first year will concentrate on acquiring material for the first year of all 

programmes introduced up to the summer of 2008. This will include core and secondary texts in 

multiple copies, and a wide range of background reading.  Supporting journals will be purchased 

for each module, either in hardcopy or in electronic format.  Special emphasis will be put on 

developing the range of electronic resources available to students. 

 

Collections will be managed according to best practice, in order to ensure maximum access.  

Collections will include other formats than hardcopy and electronic, as required, in the form of 
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DVD, slides and software.  At this point the library will manage media areas, including 

equipment and software, although in the future these may be transferred to individual 

Department management.  

 

The provision and management of information technology and its attendant software and 

equipment will be a key element in Library Planning and Development. Access to the broader 

information networks will be facilitated through the generous provision of PC access and WI-FI.  

This will include, where possible, remote access to subscribed databases. Extended access to the 

information world will be provided, not only by the developing range of subscribed databases, 

but by a wide range of selected free-access databases from professional and institutional sources. 

Government and academic websites will also be featured. 

 

Relationships with other information repositories, such as Trinity College, British Library, St 

Vincentõs Hospital, IFI, National Library, Irish Film Library and others will provide further 

opportunities for research. 

 

9.1.2   Aims and Objectives 

The role of the Library is to support the educational programmes of the College by creating a 

conducive and responsive centre for learning and research for students and academic staff. 

 

With this aim in view, the Library sets itself the following objectives: 

 To provide an environment conducive to study, including sufficient study spaces, and the 

provision of special areas, such as post-graduate areas, slide or DVD viewing areas etc, as 

and when required in the course of programme development. 

 To establish the collections required, in various media including electronic, to support 

College programmes. 

 To provide standard library services, including reservations, inter-library-loans, queries and 

access management. 

 To promote supportive and productive relations with academic, IT, student services and 

other support services staff, in order to facilitate the development of services, and a timely 

response to changes in education, approaches to learning, and general institutional changes.  

 To promote the use of information technology as a crucial tool in the educational 

environment, a high level of information literacy, and the encouragement of research 

activities and providing training opportunities for students and staff. 
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 To promote access to, and awareness of all the Library resources, internal and external, by 

delivering library training, and by the development of interactive library web pages. 

 To promote interaction with, and feedback from students and academic staff, as an active 

means of improving service, by standard means and using interactive library web pages. 

 Selection of a web-based electronic library management system, capable of providing 

connection to all of the electronic resources, managing the resources and services of the 

library, and developing into the future, by facilitating WI FI access, and management of 

multi-site locations. 

 Efficient and accurate control of the library budget. 

 

Strategy and Planning 

Library Development Strategy and Planning take place in an institutional context. Contributing 

to this development are the Library Committee, the Programme Boards and the Heads of 

Schools. 

 

The Librarian is responsible for promoting the efficient and appropriate use of technology as a 

primary tool in the research environment.  The Librarian is also responsible for advising 

individuals and boards on current developments in publications and information provision, and 

plays a key role in promoting information literacy throughout the institution. 

 

The collection policies of the Library are closely linked to programme development, and the 

collection is cross checked each semester with reading lists, and for text updates. 

 

9.1.3   Communications 

The Librarian maintains close communications with those involved in programme, curricular and 

learning resource development. This is achieved by taking part in the appropriate 

Boards/Committees, including the Library Committee and Year & Programme Boards.  Less 

formal interaction with academic staff and students allows a quick response from the Library to 

perceived needs. 

 

Evaluation and feedback 

The Library uses a wide spectrum of means to gather feedback on the quality and accessibility of 

the services.  Statistics gathered from electronic systems such as the library management system, 

electronic databases and even gate counters provide the means for quantitative analysis of how 
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the resources are used. Both qualitative and quantitative information is gathered from informal 

exchanges with students and staff, as well as feed-back through a range of Committees and user 

surveys. As outlined earlier, in February of each academic year, a Student Services Survey is 

distributed to all students which includes a section in relation to the library.   Information 

relating to the library is given to the Librarian and is analysed and incorporated into standard 

reports. This is then circulated to the Heads of Schools for their comments. The final report is 

sent to the Academic Council and Management Board. As part of its strategic plan, the Library is 

developing, together with the IT manager, interactive library web-pages, which allow students to 

send queries and comments to the library staff which require a quick response.  

 

In evaluating any learning resource, it is vital to ensure that users of all types remain the focal 

point of the evaluation. The users of the learning resources in the College are not a homogenous 

group and therefore have very different needs and preferences. They range from undergraduates 

and postgraduates to academic staff. User levels are monitored and tracked through the library 

management system. Reports are produced detailing a breakdown of user groups. The reports 

provide vital statistics on the borrowing levels of each undergraduate and postgraduate group. 

 

Since many undergraduate courses require large numbers of students to read the same library 

material, direct curriculum support is provided through restricted access collections and through 

the purchase of multiple copies of items in high demand. 

 

It is acknowledged that the needs of postgraduate students differ significantly from the needs of 

the undergraduates. The Library meets these needs in a number of ways including: 

 Providing a dedicated postgraduate reading and study area. 

 Allowing extended access to study rooms for group work. 

 Developing the Library collection vis-à-vis postgraduate research. 

 

Part-time students also have a varied set of needs and preferences in terms of access and use of 

material and resources. In recognition of this, the Library will implement a dedicated lending 

collection for part-time students. This is to ensure that access to material is equitable for all 

students groups.  
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The means of gathering user information and monitoring satisfaction levels varies but includes: 

For students 

 User surveys ( Student Services Survey) 

 Feedback  

 Informal communication e.g. anecdotal evidence, reports from Student Services and 

class representatives. 

 

For staff: 

 Committee level discussion  

 Informal communication e.g. personal suggestions and library related comments 

 Year and Programme Board meetings 

 

The information gathered here assists in the development of learning resource strategic and 

operational plans. It highlights key areas requiring attention and places emphasis on supporting 

user satisfaction. Results of the annual user surveys are included in the annual library report. 

 

9.1.4   User support 

Staff:  

The Library provides current awareness services to academic staff throughout the year. 

Induction for new staff includes an introduction to the library service and resources, and staff 

is encouraged to book a short training session on the online services.  The Library seeks to 

collaborate with academic staff, in the provision of information literacy training and research to 

students, by imbedding library training exercises in a course module, by agreement with the 

lecturer. 

 

Students:  

At induction, students are given a Library Guide, which provides all the basic information 

about loans, access, resources and how to get training on the online resources. 

 

Written guides within the library include step-by-step instructions for the use of online 

resources, inter-library loans, and external library access. 

 

Students are contacted, and an appointment made for students in small groups, to have training 

on the online resources. Students are encouraged verbally, and through the Library web-pages, 
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to ask for assistance at any time.  The Library web-pages offer quick tips and hints on 

information searching.  

 

9.1.5  Quality Review Mechanism 

The aim of the assessment programme is to focus on achieving a high level of quality in the area 

of learning resources.  

 

External inspection and assessment: External inspections of all the learning resources are 

conducted as part of the validation process for any new module or programme. During these 

inspections, the library is assessed as part of individual subject areas and also cross-college 

services and facilities.  

 

Recommendations made from these inspections are always acted on, and act as a catalyst for 

further planning and development. 

 

Staff structure:  

The Librarian assumes responsibility for the management and development of learning 

resources for each School. The objective of the librarian is to manage the effective delivery of 

the relevant information services to the student and academic community of the college. The 

primary areas of responsibility for the librarian include: 

 The development of all library functions as discussed in this document 
 

 Drafting and implementation of an annual service plan with respect to library and 

information service. 

 To manage and administer the financial resources allocated to the library 

 To actively promote the provision of a quality led, user-centres approach to library and 

information services 

 To acquire all books, journals and electronic resources appropriate to the programmes 

provided at the College 

 

The Librarian reports directly to the Management Board and is a member of the Programme 

Boards. 

 

The position of library assistant is a non-professional role. However, the library assistant must 

have experience in the area of information provision. The objective of the position of library 
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assistant is to assist in the delivery of quality information services to the student and academic 

community of the college. 

 

The key areas of responsibility for this position include: 

 To lead part-time library assistants in the delivery of a range of user services 

 To assist in the delivery of library support services to students and academic staff. 

 To oversee the management of the Issue and Enquiry Desk service 

 To assist in the development of library services to all users 

 

The library assistant reports directly to the librarian. 

 

The library assistant provides desk support and is also responsible for the shelving and 

maintenance of good order in the library. They also provide training and assistance in helping 

users locate material in the library and also instruction in the use of the electronic resources. The 

part-time library assistants report to the librarian. 

 

 Staff development 

In keeping with current trends in ongoing professional development, there is a need for library 

staff to constantly develop and update their skills and knowledge. Staff development is essential 

to quality assurance and service development. We endeavour to pursue this on an ongoing basis 

ð either through academic or vocational training (e.g. DECIdoc European initiative in LIS). 

 

 Broad areas for knowledge development appropriate to library staff include: 

 Training on all resources available in the library either by external or internal trainers. 

New staff members receive in- house training before they begin their duties.  

 Access to professional information: Through the dissemination of relevant professional 

library information, for example making available copies of library and information 

science related journals, all staff are encouraged to maintain an awareness of trends and 

developments in the area of librarianship.  

 Attendance at relevant LIS conferences. 

 Participation in LIS groups (e.g. Library Association of Ireland, Acquisitions Group of 

Ireland, Academic and National Library Training Co-operative) 
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The librarians endeavour to maintain links with others working in the profession as a means of 

developing their contribution to the institution. Furthermore, by participating in professional 

meetings and conferences it becomes possible to keep abreast of new developments and best 

practice.  

 

The library opening times are as follows: 
 
 Opening Times  

 

 

 

 

 

 

 
 

 
 
 
Registered students will also have remote access. 
 
 
The Library is located on the First Floor of 60-63 Dawson Street and in terms of study facilities  

includes forty- four study spaces and eleven PCs and twelve Apple Macs. 

 
 
9.2  Information Technology (IT) Facilities 

 As mentioned above, the Library currently has study facilities that include forty- four study 

spaces and eleven PCs and twelve Apple Macs. 

 

9.2.1    IT Aims and Objectives 

The goal of the IT department is to provide computing facilities that are current and adequate, 

for both teaching and student open access, within the college and also to support the 

administrative work of the institution.  The IT manager has responsibility for the IT Department 

and reports to the Chief Financial Officer. 

 

All registered students and staff of the College may use the computer facilities located in the 

library during the scheduled opening times listed below. 

Day Time 

Monday - Thursday  9am ð 10 pm 

Friday  9am ð 10 pm 

Saturday  9am ð 6 pm 

Sunday  12pm ð 6 pm 
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 Opening Times (Open Access Labs) 

 

 

 

 

 

 

 
 

 
Registered students will also have remote access. 
 

 
9.2.2   Software 
 

Computer services in the College are run on Windows XP or MAC OS providing access to a 

range of software relevant to all course requirements.  These packages include: 

 Microsoft Office 2007 Pro (Word, Excel, PowerPoint, Access, Publisher) 

 Internet Explorer 

 Netscape 

 

9.2.3  Administrative Procedures 

 

Purchasing Policy: The teaching faculty, prior to the commencement of each academic year, 

determines the software requirements. Heads of School request software that will be made 

available for teaching or student access purposes. The IT department then appraises and 

evaluates the product before purchasing it along with the appropriate number of licenses. All 

software is selected to reflect and enhance the learning outcomes of the taught modules in the 

academic programmes. 

 

In addition, the IT department are constantly looking to source either additional software or 

more efficient methods of using existing software. This is an ongoing process and is driven by 

updating on current industry trends as well as input from various college bodies, including the 

Programme Boards, Academic Board and student feedback forms. 

 

Maintenance and support: The objective in IT maintenance is to have minimal downtime for any 

piece of computing equipment within the college. This involves daily and weekly maintenance on 

Day Time 

Monday - Thursday  9am ð 10 pm 

Friday  9am ð 10 pm 

Saturday  9am ð 6 pm 

Sunday  12pm ð 6 pm 
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PCõs as well as having staff on hand to deal with any issues or problems that may arise either 

during Lab teaching or student open access. During the academic year a lab attendant is available 

in each open access lab. 

 

PC maintenance sheets are filled out after each item is checked. A basic check of each teaching 

PC is carried out regularly. A basic check includes checking mouse, keyboard, login desktop and 

print. An advanced check is carried out weekly or monthly depending on usage and necessity. 

Advanced maintenance involves a complete re-install of the PC and its software. A master image 

is used, which is verified by the academic staff to facilitate fast update of PCõs. The master image 

also ensures that all PCõs have the same configuration and software set-up.  The maintenance 

sheets contain the date and time of the check. 

 

Lecturers using workstations can also complete a fault report form which contains information 

on equipment/software that needs to be repair/reinstalled.  These faults are acted on as quickly 

as possible to ensure maximum use of facilities. 

 

General maintenance included space check, virus check and peripherals on a weekly basis.  

Laptops and teaching Pcõs are also maintained weekly.   

 

A maintenance contract with a third party supplier is renewed annually, allowing for onsite visits 

within four hours of a call being logged. This provides for replacement hardware until the 

necessary repair has been carried out. 

 

It is difficult to commit to an absolute minimum downtime given the nature and diversity of the 

hardware and software configurations within the organisation.  Diagnosis and expected repair 

time is available within four hours. 

 

Security: Firewall, anti virus software and backup are the responsibility of the IT department. 

 

 Firewall: This is in place to guard against unauthorised outside access to the college 

network either from the student network or an outside party. 

 

 Anti Virus: Software licence and upgrades are automatically downloaded from the server 

to ensure that latest anti virus software is in use throughout the organisation. 
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 Backup of all network drives: Backups are conducted on a regular basis with offsite 

storage to ensure that data can be recovered in the event of a major disaster. Backup logs 

are checked on a daily basis to ensure the correct data backup has occurred.  Backups are 

run on one server òCollege serveró. 

 

Support: The majority of support calls are dealt with on a first call basis over the phone. Any 

request that requires further action is then logged within a central IT task management system 

and assigned to the relevant IT support person. Microsoft Outlook task list is currently used for 

this purpose. Any relevant emails or documents can also be attached to the task along with a 

timeframe and status. Tasks once completed can then be archived, usually on a quarterly basis. It 

is the responsibility of the relevant IT staff member to ensure that his or her tasks are fully 

documented and dealt with within the time frame allocated. 

 

9.2.4  Staffing 

The department initially consists of an IT manager and part-time technical support.  All aspects 

of support and maintenance across both student and staff networks are carried out by the IT 

department as well as policy design and implementation and college Web site development and 

ongoing updates. 

 

Staff development 

Training and development of staff is usually dependent on implementation of new systems or 

technology. When required for support of new or existing services, staff training is provided 

either internally or by the relevant third party. 

 

9.2.5   Feedback and assessment 

Student feedback to IT facilities comes in a number of means. Ongoing feedback is provided 

from the Student Services office. This information is collated from discussions with class 

representatives and informal student contact. However, the annual student services questionnaire 

provides the most information and feedback.  
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9.3    Building and Facilities 

As outlined in Section 1.2, the College building was formerly the headquarters of Hibernian 

Insurance. There is an elegant ground floor reception area, and four floors (approximately 30,000 

square feet) above incorporating lecture theatres, a recreation space and canteen, library, faculty 

and administration offices. In total, the Dawson Street campus comprises of:- 

 

 

Ground floor:  Reception 

   Student interview room 

First floor:   Three lecture theatres 

Library (including forty-four study spaces and eleven PCs and twelve 

Apple Macs) 

Male and female toilets 

First floor return: 2,200 square feet of office space, incorporating Admissions, Accounts, 

Marketing, IT, and faculty offices for the schools of Arts, Law, 

Professional Accountancy, and Journalism. 

   Print room 

Second floor:  Seven lecture theatres 

   Male and female toilets 

Third floor:  Three lecture theatres 

Student common room and canteen 

Male and female toilets 

Fourth floor:  Four lecture theatres 

   Computer laboratory 

   Male and female toilets 

 

In the event that Independent Colleges reaches maximum capacity, it also has the benefit of 

lecture room facilities in: 

 

 The Royal College of Physicians in Ireland (Kildare Street),  

 Boston College (St. Stephenõs Green), and  

 Fitzwilliam Hall (Leeson Street). 
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9.3.1 Monitoring of Building and Facilities 

The Facilities Manager is responsible for planning and directing all building and maintenance 

work in the institution, along with providing and maintaining all furniture and equipment, 

including but not limited to: 

 Teaching Aids 

 Desks and Seating 

 Electricity and Heating 

The Manager is also responsible for ensuring that all current Irish Health and Safety legislation is 

strictly adhered to, and to produce and implement policy to reflect this. The Facilities Manager 

liaises with the Programme Coordinators in relation to classroom scheduling within the College 

to ensure that appropriate classrooms are assigned to each class group.  

 

Aim 

The Manager aims to provide and maintain a safe, well-resourced building, available and 

accessible to all the institutionõs staff and students.  

 

To adhere to this aim, materials and equipment are sourced from reputable suppliers. These are 

reviewed on an annual basis to ensure they provide the best service and quality for money. The 

Facilities Manager liaises with and supports the Heads of School and reports to the Management 

Board. 

 

Communication with Students 

 

 Dedicated notice boards around the building are used to communicate information. All 

students are made aware of which notice board relates to their course and are actively 

encouraged to check it regularly. 

 Lecturers relay information to the students when requested. 

 Student e mail addresses and telephone numbers are recorded in the College database 

and where urgent last minute changes occur students are contacted by these methods. 

 

As communication is a two way process, feedback on the Facilities service and its performance is 

always welcome. Indeed feedback from both staff and students is necessary for the efficient and 

effective running of the Collegeõs facilities. 
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Staff: A Facilities Sheet is posted on the wall in each teaching room. If student performance is 

affected by the teaching environment, lecturers are invited to make a comment on the 

appropriate sheet. The Facilities Manager collects these sheets on a daily basis and reviews any 

specific comments, requests or complaints. Most requests are dealt with in a 24 hour period. 

However, larger requests may take some time longer to fulfill due to time or financial constraints 

or the scheduling of classes. When a request cannot be immediately met, staff are given a 

timeframe in which the work can be reasonably expected to be completed. In respect of some 

request, the Facilities Manager may have to liaise with the Head of School/Management Board. 

 

Students: A Student Services Survey is carried out each February to monitor satisfaction with the 

Collegeõs student services including its facilities. The survey results are collected by the 

Programme Coordinator and forwarded to the Facilities Manager. This process enables the 

Facilities Manager to make informed recommendations to the Management Board. 

 

9.3.2 Review of Objectives and Performance 

Equipment audits are periodically carried out on all equipment in the college to ensure optimum 

performance. Defective or poorly performing equipment is repaired or replaced.   

 

9.4 Careers and Student Services  

Initially, careers and student services will be provided by one office, the Careers & Student 

Services Office. However, as the College expands, this will be split into two separate offices, the 

Careers Office and the Student Services Office.  

 

Aim and Objectives 

In relation to career advice, the Office aims to provide students with the opportunity to discuss 

career issues in a friendly and relaxed atmosphere, facilitating the meeting of educational and 

career goals. 

 

 The aim of the student services is to provide help and assistance to students across a broad 

range of areas. These services support the commitment of the College to student retention and 

progression. 
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9.4.1   Services Provided  

The following are some of the careers services provided by the Office to students. These services 

are outlined to each class during the induction week (for new students) and the first week of 

college (for continuing students). 

 Advice on general career development, job search, CV preparation, cover letter design 

and interview techniques. 

 Careers seminars & company presentations 

 Provision of a comprehensive careers library. 

 

In relation to student services, its essential function is to support students as they negotiate their 

way through college. In this regard, the type of advice and assistance provided by the Office can 

be divided into three main areas: 

 

 Academic support: The Programme Leader should be seen as the primary source of 

guidance and advice in academic matters. However, students often feel more 

comfortable dealing with the Student Services office as a source of academic assistance. 

In this role the office acts as an intermediary between the School and the students.  

 Welfare advice: In terms of welfare advice, Student Support Services is the initial source 

of information for students in the college. The office holds much valuable information 

on accommodation availability, social welfare, and taxation along with other details 

designed to assist students in their orientation to a new city. 

 Personal advice: The Student Services office provides a referral service to professional 

counsellors.  

 

The Careers & Student Services Office is open to students during the academic term and the 

vacation periods (not Christmas). Requests are also dealt with by email and on the phone. The 

opening hours for appointments are listed on the careers and student notice boards and also in 

the student handbook. 

 

9.4.2    Communication 

The Careers & Student Services Officer meets regularly with class representatives to discuss any 

concerns or grievances arising from the group. The Careers & Student Services Officer sits on 

the Programme Board and thus can bring these issues to the attention of the academic staff.  
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The Officer works closely with the Programme Leader in respect of students who are 

encountering difficulties with the programme and plays a vital role in the Collegeõs student 

retention policy.  

 

The Careers & Student Services Officer is a member of the Programme Board.  

 

9.4.3   Self Assessment Procedures 

In order to effectively evaluate the services provided by the Office, the following provisions have 

been made: 

 The Careers & Student Services Office addresses classes regularly regarding careers 

(primarily in second year and final year) and support issues and engages in questions and 

answers session where requested. 

 Document any issues discussed during individual student appointments and review. 

 The Student Services Survey distributed in February each year, includes a section relating to 

careers & student services. The feedback from this survey is referred to the Careers & 

Student Services Office for its analysis and for the drafting of an action plan to deal with 

issues raised. Any recommended changes in the services require the approval of the 

Academic Board.  
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10      HUMAN RESOURCE POLICY AND PROCEDURES 

 

 

The Head of School is required to prepare a Plan for the staffing of programmes.  The School 

reviews draft staff plans in the last meeting of the academic year.  All new programme proposals 

also require a review of the resourcing requirements.   The Head of School approves staffing 

plans with the Management Board in advance of each academic cycle in their respective schools.  

 

Course resourcing is also determined in conjunction with accreditation bodies where relevant.  

 

 10.1    Recruitment 

Once a position has been approved, the Head of School is responsible for the sourcing of 

potential candidates. A job description is drafted and vacancies are usually advertised both 

internally and externally. The methods most commonly used are 

- National/Regional Newspaper 

- Referrals 

- Speculative Applications 

 

The recruitment and appointment process includes: 

Á Initial screening and short listing of applicants by the relevant Head of School by 

reference to the criteria specified in the job description 

Á Interviewing of short listed applicants by an interview panel 

Á Where relevant, the testing of applicants for certain positions;  for example, if a position 

requires a proficiency in IT, all short-listed candidates are required to complete an ability 

test to ensure proficiency matches the requirements of the position 

Á For academic appointments, all potential candidates are usually required to carry out a 

15/20-minute presentation within their subject area. It is the responsibility of the Head 

of School to ensure a panel of fellow academics is present for this process.  A standard 

Presentation Feedback Form is completed and returned to the Head of School to assist 

the selection panel with their post interview analysis.  

Each candidate is required to provide original copies of his/her qualifications and two referees.  

Written references are required and each reference needs to be verified by the Management 

Board prior to a decision being confirmed or an offer made.  On acceptance, a contract of 
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employment must be provided to successful candidates within 28 days. It is policy to issue a 

contract within 3 working days of receipt of acceptance. 

 
 

10.2    Induction 

All new staff members receive induction and this induction process is the responsibility of the 

relevant Head of School.  The following are the main common elements of this process for 

academic staff: 

Á Introduction to the School, its background, ethos and culture, its structure and 

organisation, its development strategies and plans 

Á Roles and responsibilities of academic staff 

Á Teaching, learning and assessment strategies 

Á Academic and Administration procedures and regulations including the Staff  

Disciplinary Policy (a copy of this policy is included in Appendix F). 

Á  Introductory training on IT system  

Á Terms and conditions of employment, including introduction to Staff  Handbook 

 

 

10.3    Performance Management 

Performance management includes the following main elements 

Á The setting of individual goals and objectives 

Á Periodic review process which is carried out on a formal and informal basis through 

meetings with the Head of School 

Á A formal appraisal which is carried out on an annual basis.   

The formal appraisal process focuses on review of performance including achievement of goals 

and objectives. It also focuses on future plans, including goals, objectives and development plans 

for the coming year in the context of operational responsibilities and career development plans. 

 

10.4   Staff Development 

It is the policy of the College to encourage and facilitate the development of the knowledge, 

skills and general competence of its academic staff. The objective of the staff development policy 

is to improve the quality and performance of academic staff, to enhance their value and 

contribution to the institution, and to contribute to the realisation of their own career 

development plans. In this regard, the College will support staff both in terms of financial 

support and reduced teaching hours. 
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The staff development policy is designed to assist staff in meeting their individual and 

organisational objectives through: 

Á Completion of formal further education programmes  

Á Attendance at relevant seminars and conferences  

Á Publication of journal articles and academic textbooks 

Á Involvement in other developmental activities or programmes 

Á Internal workshops relevant to, for example IT training 

 

This policy supports courses, seminars, conferences, publications and any other programmes 

that are identified in an employee development plan and which meet the following criteria: 

1. Short term employee development goals, which focus on current faculty needs. 

2.  Long term development objectives, which meet both individual and organisational 

requirements 

 

As referred to above, staff development plans and initiatives are considered in the context of 

individual staff appraisals. Accordingly, as an integral part of academic staff annual appraisal, 

development needs and plans are explored with each member based on individual and 

organisational requirements and a development plan for each individual is agreed.  

 

10.4.1   Identification of Staff Development Needs  

For purposes of analysis and planning, staff development needs are considered under the 

following general headings: 

Á Teaching and learning strategies and competencies 

Á Updating in subject specialism 

Á Further programmes and higher qualifications 

Á Consulting and research 

Staff development needs are reviewed and identified in the context of operational and 

development needs and the Collegeõs HR strategy.  These needs can usually be considered by 

reference to the current and future needs of programmes. 
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10.4.2   Responsibilities of Head of School  

The Head of School is responsible for 

Á Evaluating and balancing the goals of the College and the aspirations of his/her staff 

members and ensuring that the formalised development plan for each staff member 

balances both organisational and individual goals. 

Á Guaranteeing that staff members have a development plan that ties staff development to 

current organisational or individual goals, or the acquisition of skills, knowledge, or 

competencies that a Head of School has identified as necessary for the development of 

the School. 

 

Further education and training support will be provided to Academic Staff under the following 

conditions: 

Á The nature of seminars, courses, conferences and other programmes must be brought in line 

with individual and/or organisational requirements  

Á The categories of further education programmes, which will be sponsored, include Higher 

Diplomas, Masters Degrees, Doctorates and relevant professional courses.  

Á Sponsorship must be authorised by the Head of School.  

 

Non-Academic Staff 

Training and development is encouraged throughout the organisation.  Each services manager is 

responsible for identifying staff development needs and forwards written proposals to the Head 

of School/Manager for approval.  Training and development initiatives are provided on an 

internal and external basis.  For example, training in the college management system is provided 

to staff when upgrades are made to ensure users of the system have the skills necessary to 

perform their duties.  Current staff are also actively encouraged and supported in undertaking 

programmes of study offered by the College. 

 

10.5   Staff Difficulties 

While the College is committed to providing a fulfilling and open working environment for staff, 

it recognises that difficulties may arise with staff that cannot, due to the complexity or serious 

nature of the matter, be resolved in an informal manner with the Head of the School. 

The College therefore has a Staff Disciplinary Policy. A copy of this policy is attached in 

Appendix F.
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 APPENDIX A 

Board of Directors & Management Board 

 

The Board of Directors comprises of:  

 

Mr. Garret Doyle- Chief Executive Officer 

Mr. Philip Burke ð Chief Operating Officer & Joint Head of Law School 

Mr. Padraig Hourigan- Chief Financial Officer 

Mr. Val Corbett ð Joint Head of Law School 

Mr. David OõDonoghue - Joint Head of Professional Accountancy School 

 

The four nominees of IN&M will include representation from the following;  

Mr. Gavin OõReilly - Chief Operating Officer, IN&M Plc  

Mr. Vincent Crowley- Chief Executive Officer, IN&M -Ireland 

Mr. Eamonn OõKennedy - Financial Director, IN&M -Ireland 

Mr. Joseph Webb - Deputy Managing Director, Independent Newspaper (IRL) Ltd and/or 

Mr. Andrew Donagher - Company Secretary, IN&M Plc. 

 

The Board of Directors will hold up to six meetings annually.  The Board reports to the 

shareholders of Independent News & Media Plc.  

 

The Management Board comprises of: 

 

Mr. Garret Doyle-Chief Executive Officer 

Mr. Philip Burke ð Chief Operating Officer & Joint Head of Law School 

Mr. Padraig Hourigan- Chief Financial Officer 

Mr. Val Corbett ð Joint Head of Law School 

Mr. David OõDonoghue - Joint Head of Professional Accountancy School 

Mr. Liam Doran- Joint Head of Professional Accountancy School 

Dr. David Slattery- Head of Arts/Journalism School 
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The following senior administrative staff may periodically attend Management Board meetings: 

Ms. Niamh Dolan- Marketing Manager  

Ms. Ritamary Bolton- Librarian  

Mr. Gary Wall- Technical Manager 

Ms. Caroline Mellows- Programme Co-ordinator 

Ms. Pamela Morton- Programme Co-ordinator 

Mr. Chirag Gujarati- Accountancy Programme Co-ordinator 

The following is a brief profile of the professional background of the members of Independent 

Colleges who are members of the Board of Directors and/or the Management Board. 

 

Members of Board of Directors and Management Board 

 

Garret Doyle ð Chief Executive Officer (Independent Colleges, Director; Chairman of the 

Management Board) 

 

Garret has 20 years operations and management experience with INM PLC. His other Director 

roles in the Group include;); Chairman, Independent Directories Ltd; Director, Internet Ireland 

Ltd; Director, Prime Learning Ltd (an on-line distance learning business in which INM have a 

44% stake); Director, Sharewatch Ltd (an on-line share trading business in which INM have a 

13.5% stake), Director, First Law (on/off line Law publishing business in which INM have a 

29% stake). He is also currently involved in new business development strategy with J9 (a wholly 

owned subsidiary of Dainik Jagran, India, in which INM have a 21% stake). 

 

 

Philip Burke ð Chief Operating Officer (Independent Colleges, Director) 

 

Philip is a graduate of the University of London. He graduated with an LL.B (Hons) degree in 

1994 and then completed the Barrister at Law degree at the Kingôs Inns, Dublin. He established 

Griffith College Dublinõs Professional Law School in 1998, and held the post of Head of School 

until 2007. He has co-written a textbook on the Law of Torts (Thomson Roundhall), and was 

founding editor of The Independent Law Review. He is the Chief Operating Officer of 

Independent Colleges, and is Joint Head of Law School. 
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Padraig Hourigan, Chief Financial Officer (INM, Director) 

 

Padraig is a graduate of the University of Limerick where he graduated with a degree in Business 

Studies (BBS First Class Hons) in 1997.  After university, he trained at PricewaterhouseCoopers 

and qualified as a Chartered Accountant in 1999.  Since 2001, he has worked in various senior 

financial roles within the Irish operations of Independent News and Media.  He was appointed 

Chief Financial Officer of Independent College in October 2007. 

 

Val Corbett ð Joint Head of Law (Independent Colleges, Director) 

 

Val is a graduate of University College, Cork. He was awarded the degree of Bachelor of Civil 

Law (Hons), and in 1998 was awarded the degree of Masters of Law (Hons). He was head of the 

undergraduate law school at Griffith College from 2001 to 2007 where he lectured Contract Law 

and the Law of Torts in the collegeõs undergraduate and professional law schools. Previous to 

that he worked in the legal department at KPMG. Val has written textbooks and a number of 

articles on the Law of Torts. He is currently co-authoring a book on Employment Law with Dr 

NevilleCox. 

 

 

David OõDonoghue - Joint Head of Professional Accountancy School (Independent 

Colleges, Director) 

 

David is a Fellow of the Association of Chartered Certified Accountants (ACCA) and has been 

awarded a Diploma in International Financial Reporting Standards from the ACCA. He is a 

graduate of University College, Cork where he was awarded a Masters in Accounting. David was 

Head of the School of Professional Accountancy at Griffith College Dublin from 2001 to 2007.  

 

Members of the Management Board only 

 

 

Liam Doran- - Joint Head of Professional Accountancy School 

 

Liam is a Fellow of the Association of Chartered Certified Accountants (ACCA) and a Fellow of 

the Certified Public Accountants (CPA). He holds a Masters Degree in Finance from UCD, 
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Smurfit Business School. He worked for eight years with a Canadian Multi-National Company in 

Ireland. Liam was a Senior lecturer at the School of Professional Accountancy at Griffith College 

Dublin from 1998 to 2008. 

 

 

 

 

 

Dr. David Slattery- Head of Arts School/Acting Head of Journalism School 

 

David is a graduate of NUI, Cork where he took a Double Honours BA and a First Class MA in 

Philosophy.  He is also a graduate of St Andrews University in Scotland where he read for a PhD 

in Social Anthropology.   

 

As a student his writings on Wittgenstein and Foucault won several Prizes and Awards from 

both universities.  He followed his studies as a Senior Research Fellow with the Central 

European University at Adam Mickiewicz University in Poland where he taught Contemporary 

Social Theory and then taught in the Anthropology Department at NUI, Maynooth before 

joining Dublin Business School.  At DBS he was Dean of Arts where he was responsible for the 

development of degree and post-graduate courses in the Arts that included Psychoanalysis, 

Anthropology, Counselling, Psychology, Economics, Film and Cultural Studies amongst others. 

He was also responsible for the development of Dublin as a centre for Study Abroad 

Programmes for US Students.  

 

David has written on a wide range of topics straddling Philosophical and Anthropological 

concerns.  He has contributed to many conferences and workshops in Ireland, the UK and 

Europe on a variety of topics especially the History of European Social Thought and is an active 

member of the European Association of Social Anthropologists.  He is currently working on a 

volume of collected essays on the Celtic Tiger in Ireland which includes studies of the Irish Pub, 

Food, Architecture and the Tourist Experience of Dublin, amongst other topics.  
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APPENDIX  B 

Assessment Procedures 

 

1. Introduction  

1.1  The following procedures apply to all undergraduate programmes. 

 

1.2   Where there are special circumstances, a Board of Examiners may set aside aspects of 

these regulations and seek alternative evidence, or offer alternative methods or times of 

re-assessment, to show that the required learning outcomes have been attained.  

 

2. Definitions 

2.1  Compensation: The award of credit for a failed module on the basis that strong 

performance elsewhere ensures that the learning outcomes of the programme as a whole 

have been met.  

 

2.2  Level: A number of modules, normally corresponding to one academic year of study for 

a full-time student, which are assessed as a group to determine progression.  

 

2.3  Module: A specified element of learning material with its own learning outcomes and, 

normally, its own teaching and assessment materials.  

 

2.4  Module Aggregate Mark: The total weighted mark for a module including all pieces of 

assessment. 

 

2.5  Module Pass Mark: The minimum percentage mark that must be achieved in order to 

pass. The pass mark will be 40%.  

 

 

2.6  Referral: The re-taking of all or part of the assessment or an alternative assessment of a 

failed module in order to achieve the required pass mark. Referral assessments are 

usually taken in the August/September at the end of the academic year in which the 

module was failed, but may be taken at other times by agreement with the School 

concerned.  
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2.7  Repeat: The re-taking of assessments during the academic year following an unsuccessful 

Referral. The Repeat may be internal or external as the candidate, following academic 

counselling from the School, shall choose.  

 

Criteria for Progression 

 

2.8 In order to progress to the next Level of a programme or to an award as appropriate, all 

modules must be passed at the specified module pass mark (except in cases where 

compensation applies ð see 3.2 and 3.3 below) 

 

2.9  Compensation within Modules  

A Board may compensate a mark from 30% to 34% inclusive in an element provided the 

minimum module aggregate mark of 40% has been achieved.  

 

2.10 Compensation between Modules 

Compensation between modules where marks from 35% to 39% are awarded may occur. 

Compensation will apply in modules totaling not more than 15 ECTS credits (30 CATS) 

at each level. 

 

Compensation can only occur in circumstances where the candidate has a sufficient 

aggregate percentage mark to make good the deficit.   

 

Compensation is where a Board of Examiners makes an academic judgment that a 

student who has failed to achieve a module pass mark may be deemed to have passed the 

module because they have: 

 achieved elsewhere the programme outcome(s) to which the failed module 

contributes 

 performed satisfactorily on the programme as a whole. 

Compensation should be recommended with care; it should be fair and reasonable in 

relation to the programme outcomes and the standard of the award. 

 

In exercising its academic judgment, a Board should normally take into consideration: 

 the curriculum map, 
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 the programme and module leader's recommendation, 

 the level aggregate mark (where appropriate). 

 

2.11 Referrals and Repeats  

2.11.1.  Where a module has been failed and the Board of Examiners does not recommend 

compensation a candidate will, following academic counselling from the School, 

normally:- 

 Undertake a referral in specified elements of the module or undertake an 

alternative assessment(s) as determined by the Board of Examiners.  

 Undertake a repeat of the whole module assessments again with or without 

further attendance on the course. 

 

2.11.2 The Board of Examiners is authorised to terminate a student's studies from the named 

course where:- 

 

 the candidate has exhausted the total number of attempts set out under 3.4.3 and 3.4.4 

or 

 a candidate has an overall poor record of performance, attendance or commitment on 

the course and the Board judges that there are no grounds to permit the undertaking of 

further remedial or repeat modules 

or 

 the failures have been repeatedly in essential modules of the course. 

 

2.11.3 In Stages I and II, the maximum permitted number of attempts normally allowed for a 

candidate to complete satisfactorily any individual modules will be four; i.e. first attempt, 

referral, repeat attempt and final attempt. 

 

2.11.4 In Stage III, the maximum permitted number of attempts normally allowed to a 

candidate for successful completion of any individual module will be two. 

 

2.11.5 The maximum mark for a referred or repeat module shall be 40%.  A candidate who is 

referred in a module is normally required to achieve a mark of 40% in each of the 
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referred element(s) unless the Board of Examiners sets out alternative minima as level of 

the referral conditions. 

 

2.11.6 Where a candidate passes a referred module, the minimum pass mark (i.e. 40%) should 

be attributed to the module and the candidate's weighted aggregate for the level should 

be adjusted accordingly. 

 

2.12 Progression  

2.12.1 A student may not progress from level to level unless all modules have been 

successfully completed. 

 

3. Awards Classification  

3.1  The aggregate performance of an individual student is represented by the studentõs 

aggregate percentage mark for each Level of the programme followed. 

 

3.2  At the completion of a level, a student will be given a level aggregate mark. This is 

derived from the sum of the weighted module aggregate marks for the modules that 

comprise that level in the programme. 

 

3.3  The weighted module aggregate mark for a module will be directly proportional to the 

amount of credit attaching to the module. 

 

3.4   The weighted module aggregate mark is calculated as follows:  

 

Module aggregate mark x module credit value divided by the total credits available. 



78 

 

4. Rules for Final Award Classification 

 

4.1  The degree classification shall be based on the 100-point mark scheme for the final 

degree average, ie:  

DEGREE CLASSIFICATION Grade Required 

1st CLASS HONOURS  

2nd CLASS HONOURS (grade 1) 

2nd CLASS HONOURS (grade 2) 

3rd CLASS HONOURS  

FAIL 

70% or above 

60% - 69% 

50% - 59% 

40% - 49% 

Less than 40% 

 

4.2  These boundaries refer to the final average mark rounded to the nearest integer. 

 

4.3 Weighting of Levels 

4.3.1  Level 1 work shall be excluded from the final degree classification. A weighting 

of 75/25 shall be used for the final two levels of an Honours degree programme. 

This is in addition to weighting by credit points.  

 

4.4 Classification Algorithm 

4.4.1 The class awarded shall be that within which the average falls or the next higher 

class if the unrounded average is within 2% of the higher class and at least 50% 

of the credit points, weighted by Level, is derived from module aggregate marks 

in the higher class or above.  

 

4.5 Consideration of Final Classification 

4.5.1 Consideration of a student's final award will take place after the student 

has completed all modules comprising those levels which form part of the 

overall degree classification. 

 

 

5. Special Considerations 

 

5.1  A studentõs performance may be worthy of special consideration if their performance in 

a relevant assessment has been adversely affected by exceptional circumstances outside 
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their control and there is evidence to support such a claim. Exceptional circumstances 

may relate to situations personal to the student, such as illness or family difficulties etc. 

 

5.2  Special considerations shall only apply to circumstances which can be clearly related to 

performance in particular elements of assessment. 

 

5.3  A student who believes that his/her performance in a relevant assessment is worthy of 

special consideration should ensure, as far as possible, that the evidence relating to these 

circumstances is given to the Year Head (or other appropriate staff member) in advance 

of the next meeting of the Board of Examiners. 

 

5.4  Boards of Examiners may establish a small Special Considerations Board to consider the 

evidence presented by individual students and make recommendations to the Board of 

Examiners. The establishment of a smaller board to handle such cases avoids the 

necessity for studentsõ individual circumstances being discussed in the wider Board of 

Examiners.  

 

5.5  The consideration of exceptional circumstances shall remain distinct from the marking 

process and actual marks shall be determined solely on the basis of the work submitted. 

Marks shall not be adjusted in the light of special circumstances. However, the Special 

Considerations Board may recommend the setting aside of marks which it considers to 

be inconsistent with a studentõs overall performance.  

 

5.6  Should a Special Considerations Board accept that exceptional circumstances have 

affected academic performance, the Board shall normally recommend the award of a 

classification or a progress decision consistent with the performance which, on the 

evidence available to it, the Board reasonably judges the student would have achieved if 

performance had not been affected by these circumstances. 

 

5.7  Boards of Examiners shall consider recommendations from Special Considerations 

Boards before making a determination of the studentõs result and any progress decision 

arising from the result.  
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In all cases the Board of Examiners must be assured that overall programme learning outcomes 

have been met before a recommendation for an award can be made.   
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APPENDIX C 

Academic Appeals Procedures 

 

These regulations apply to all registered students of Independent Colleges.  

 

1. Grounds for Appeal 

1.1 Students may only appeal against a decision made by a relevant body if they can produce 

evidence on one of the following grounds: 

 

 That they possess new evidence not available at the time the decision was made by the 

relevant body 

 That their performance had been adversely affected by illness or other personal factors 

which were not disclosed by them (for valid reasons) at the time the decision was 

made by the relevant body 

 That there had been a significant failure to follow fair procedures 

 

1.2 Students may not question the academic judgement of the examiners and any appeal based 

on such grounds will be dismissed. 

 

2. Preliminary Discussions before making an Appeal 

2.1 Before making an appeal students should first discuss their case with either their Year 

Head or Head of School.  

 

2.2 The possible outcomes of such discussions are as follows: 

 

 The relevant body accepts the studentõs case and amends its original decision in the 

studentõs favour 

 The student decides not to make a formal appeal 

 The student decides to make a formal appeal  

 

3. The Academic Appeals Process 

3.1 The relevant Programme Co-ordinator is responsible for ensuring that processes are 

correctly followed and appropriate records kept.  
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3.2 The student should submit an Appeal Request form. The completed form must show the 

grounds for appeal and the outcome the student seeks. Appropriate written evidence must 

be submitted with the form which should normally be returned to the relevant Programme 

Co-ordinator within 10 working days of notification of the decision giving rise to the 

appeal. 

 

3.3 Once the form has been received, the relevant Programme Co-ordinator will check that 

the student has attempted to resolve the matter through informal discussions with staff. 

No appeal can be considered unless such discussions have taken place. 

 

3.4  Provided informal discussions have taken place, the relevant Programme Co-ordinator 

will convene a meeting of the Academic Appeals panel normally within 10 working days 

of receipt of the Appeal Request form.  

 

3.5 The Academic Appeals Panel will normally comprise of: 

 

 Head/senior member of another School 

 Two members of teaching staff from another School(s) 

The relevant Programme Co-ordinator will act as the Secretary to the Academic Appeals 

Panel. 

3.6 Members of the Academic Appeals Panel should not have been involved in previous 

discussions with the student about the case. 

 

3.7 Once a date for the Academic Appeals Panel has been decided, the relevant Programme 

Co-ordinator will send copies of these regulations to all relevant parties. The following 

points must be confirmed in writing to the student: 

 

 The date, time and place of the meeting 

 The members of the Academic Appeals Panel 

 That the student is entitled to attend in person, alone or accompanied by and 

independent advisor 
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4.8 All documentation, including the notes of the informal discussions will be sent to the 

student  and Academic Appeals Panel no less than 5 working days before the date of the 

Academic Panel Meeting.  

 

Academic Appeals Panel Meeting 

4.9 The following people will be present at the Academic Appeals Panel meeting: 

 

 The student making the appeal 

 The independent advisor 

 Member of the Academic Appeals Panel and the Secretary 

 A representative of the School concerned who will present the Schoolõs case. 

The Academic Appeals Panel reserves the right to proceed with the appeal if the student 

does not attend and does not nominate a representative to attend on his behalf. 

4.10 All those present at the meeting must, at all times, treat any evidence as confidential. 

 

4.11 The Academic Appeals Panel may hold a private meeting before the start to consider the 

written evidence. After this, the Chair will invite the student, the studentõs representative 

and the Schoolõs representative to enter the room. 

 

4.12 The Chair will introduce all those present and explain their roles and the procedure to be 

followed. The student will be invited to confirm the grounds of their appeal and the 

outcome which they are seeking. The Schoolõs representative will be invited to set out the 

facts and explain its reasons for not changing its original decision. The student will then be 

asked to make any further comments. The Schoolõs representative will be asked to make 

any concluding remarks. The Chair will invite the Panel to ask any questions of the student 

and the Schoolõs representative. Finally, the student and the Schoolõs representative will be 

given an opportunity to raise any further points.  

 

4.13 The Academic Appeals Panel will consider its decision in private after the studentõs 

representative and the Schoolõs representative leave the room. 
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Possible Outcomes of the Academic Appeals Panel 

4.14 The Academic Appeals Panel may: 

 Uphold the studentõs case and agree to implement the outcome they are seeking 

 Uphold the studentõs case and offer an alternative outcome 

 Dismiss the studentõs case  

 

4.15 The Academic Appeals Panel may also: 

 Make recommendations for a change in the Collegesõ procedures 

 Require the student to abide by specific conditions 

 

4.16 The relevant Programme Co-ordinator will prepare a written report of the Academic 

Appeals Panelõs decision which will be sent to the Academic Appeals Panel and the 

student, normally within 5 working days of the meeting. If the Panel has dismissed the 

appeal, the letter to the student should include details of the procedure for making an 

appeal to the Academic Councilõs Appeals Committee.  

 

5. Academic Councilõs Appeals Committee 

5.1 Students may appeal to the Academic Councilõs Appeals Committee against the decision of 

the Academic Appeals Panel on one or both of the following grounds: 

 That they possess new evidence not available at the time of the Academic Appeals Panel 

meeting 

 That there had been evidence of a significant failure of due process and breach of fair 

procedures in the conduct of the Academic Appeals Panel 

 

The Academic Councilõs Appeal Committee Process 

5.2 The Collegeõs Quality Assurance Officer is responsible for ensuring that processes are 

correctly followed and appropriate records kept.  

 

5.3 The student should submit an Appeal Request form. The completed form must show the 

grounds for appeal and the outcome the student seeks. Appropriate written evidence must 

be submitted with the form which should normally be returned to the Collegeõs Quality 

Assurance Officer within 10 working days of notification of the decision giving rise to the 

appeal. 
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5.4 The School will be asked if it wishes to amend its decision in the light of new evidence 

provided by the student. The School should respond normally within 5 working days of 

this request. If the School agrees to amend its decision, the appeal succeeds and the 

Secretary will inform the student accordingly. 

 

5.5 If the School stands by its original decision, the Head of School should send the Secretary 

a written statement outlining the reasons for the decision and all the documentation 

considered by the Academic Appeals Panel. 

 

5.6 Once the form has been received, the Collegeõs Quality Assurance Officer will check that 

the student has attempted to resolve the matter through informal discussions with staff. 

No appeal can be considered unless such discussions have taken place. 

 

5.7  Provided informal discussions have taken place, the Collegeõs Quality Assurance Officer 

will convene a meeting of the Academic Councilõs Appeal Committee normally within 10 

working days of receipt of the Appeal Request form.  

 

5.8 The Academic Councilõs Appeal Committee will normally comprise of: 

 

 Head of School other than that concerned in the original appeal 

 A member of academic staff who was not involved in the original appeal 

 President of the Studentõs Union or nominee 

The Collegeõs Quality Assurance Officer will act as the Secretary to the Academic 

Councilõs Appeal Committee. 

 

5.9 Members of the Academic Councilõs Appeal Committee should not have been involved in 

previous discussions with the student about the case. 

 

5.10 Once a date for the Academic Councilõs Appeal Committee has been decided, the 

Collegeõs Quality Assurance Officer will send copies of these regulations to all relevant 

parties. The following points must be confirmed in writing to the student: 

 

 The date, time and place of the meeting 
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 The members of the Academic Councilõs Appeal Committee 

 That the student is entitled to attend in person, alone or accompanied by an independent 

advisor 

5.11 All documentation, including the notes of the informal discussions will be sent to the 

student  and Academic Councilõs Appeal Committee no less than 5 working days before 

the date of the Academic Panel Meeting.  

 

Academic Councilõs Appeal Committee Meeting 

5.12 The following people will be present at the Academic Councilõs Appeal Committee 

meeting: 

 The student making the appeal 

 The independent advisor 

 Member of the Academic Councilõs Appeal Committee and the Secretary 

 A representative of the School concerned who will present the Schoolõs case. 

The Academic Councilõs Appeal Committee reserves the right to proceed with the appeal 

if the student does not attend and does not nominate a representative to attend on his 

behalf. 

5.13 All those present at the meeting must, at all times, treat any evidence as confidential. 

 

5.14 The Academic Councilõs Appeal Committee may hold a private meeting before the start to 

consider the written evidence. After this, the Chair will invite the student, the studentõs 

representative and the Schoolõs representative to enter the room together. 

 

5.15 The Chair will introduce all those present and explain their roles and the procedure to be 

followed. The student will be invited to confirm the grounds of their appeal and the 

outcome which they are seeking. The Schoolõs representative will be invited to set out the 

facts and explain its reasons for not changing its original decision. The student will then be 

asked to make any further comments. The Schoolõs representative will be asked to make 

any concluding remarks. The Chair will invite the Panel to ask any questions of the student 

and the Schoolõs representative. Finally, the student and the Schoolõs representative will be 

given an opportunity to raise any further points.  
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5.16 The student, the studentõs representative and the Schoolõs representative will leave the 

room at the same time and the Academic Councilõs Appeal Committee will consider its 

decision in private. 

 

Possible Outcomes of the Academic Councilõs Appeal Committee 

5.17 The Academic Councilõs Appeal Committee may: 

 Uphold the studentõs appeal and agree to implement the outcome they are seeking 

 Uphold the studentõs appeal and offer an alternative outcome 

 Dismiss the studentõs appeal 

 

5.18 The Academic Councilõs Appeal Committee may also: 

 Make recommendations for a change in the Collegesõ procedures 

 Require the student to abide by specific conditions 

 

5.19 The Collegeõs Quality Assurance Officer will prepare a final written report of the 

Academic Councilõs Appeal Committeeõs decision which will be sent to the Academic 

Councilõs Appeal Committee and the student, normally within 5 working days of the 

meeting. 
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APPENDIX D 

Academic Integrity Procedure 

 

1. Introduction 

All members of Independent Colleges are expected to maintain the highest standards of 

academic conduct based on honesty and mutual respect. As such students will be expected to 

take responsibility for their own work, respect the rights of other scholars, fully acknowledge the 

work of others where it is used to contribute to their own, avoid actions which seek to give you 

an unfair advantage over others.  

 

2. Good Academic Practice  

2.1 A crucial aspect of academic integrity is developing an understanding of good academic 

practice in written work and creative practice. Each School will assist students in learning how to 

use the work of scholars to develop the studentsõ own insights and to develop their own skills of 

creativity and critical analysis. This will be done through the provision of seminars on academic 

writing and study and the provision of information regarding same in the student handbook.  

 

3. Breaches of Academic Integrity 

3.1 Students of the College are responsible for their own academic work and conduct. It is the 

responsibility of every student to ensure that they do not fall accidentally into poor academic 

practice nor engage in other practices which breach academic integrity. Such practices are 

unacceptable whether they have been followed deliberately or through a lack of understanding. 

 

3.2 Should a student have reason to believe that another student is breaching the Collegeõs policy 

on academic integrity that student should report the matter to their Personal Tutor/Year Head. 

Any such communication will be treated in confidence, however, no action can be taken unless 

further evidence comes to light e.g. the fact comes to the attention of the marker. 

 

3.3 Prior to any decision to instigate proceedings for breach of the Collegeõs of this policy should 

take into account the amount of training and formative assessment in academic integrity that the 

student has received up to the point the breach has been identified. 

 

3.4 Decisions on individual cases will be taken, following investigation, on the basis of the 

ôbalance of probabilities.õ 
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4. Stage 1 ð Minor Breaches of Academic Integrity  

4.1 Minor breaches of academic integrity may be committed through inexperience, lack of full 

understanding or carelessness. If there is no evidence of previous concerns on file, and the 

breach is very limited in scope, this should be handled through the normal academic feedback 

process.  Work will be marked by the marker excluding credit for any suspicious material, and 

(following consultation between the marker and the Programme Leader (or where the 

Programme Leader is the marker, the Head of School), the student will be advised in writing that 

this has been done and warned about the consequences of any recurrence feedback will be 

provided to the student as to how and why this has been done and what steps should be taken to 

avoid it happening again in the future. A copy of the note will be placed on the studentõs file.  

 

5. Stage 2 ð Significant Breaches of Academic Integrity  

5.1 When a suspected breach is more significant, or there is evidence that a student has 

previously been given feedback under paragraph 4.1 above, the marker should refer the case to 

the Head of School (or if the marker is the Head of School, the Programme Leader). 

 

5.2 If on initial consideration the Head of School/Programme Leader believes the case to be 

serious that, if a breach confirmed, a penalty in the range (1) to (4) at paragraph 6.11 may be 

appropriate, or if for any other reason he/she feels the nature of the case requires additional 

input, he/she should refer the matter to a Panel and take forward the case in line with section 6 

below. 

 

5.3In cases where section 5.2 does not apply, the Head of School/Programme Leader should 

arrange a meeting with the student. The student may be accompanied by a representative (e.g. a 

personal friend, member of the Studentsõ Union etc.). A note-taker should also be present. The 

student should have access to the assessment material which is to be the subject of the 

discussion and copies of any previous feedback which has been given to them about appropriate 

academic practices.  

 

5.4 The Head of School/Programme Leader should discuss the matter with the student 

drawing attention to the information made available to the students on Academic Integrity in 

these regulations and the student handbook. The student should also be referred to any 

declaration signed by the student. 
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5.5 If the Head of School/Programme Leader determines that no breach has taken place no 

further action should be taken, the work will be marked according to the usual marking criteria 

and no records will be kept. 

 

5.6 If the Head of School/Programme Leader is satisfied that a breach of academic integrity 

has taken place which is more than the result of poor understanding of academic practice, 

he/she may impose a penalty in the range of (1) to (4) at paragraph 6.11. The level of penalty will 

take into account the strength of the evidence presented.  

 

5.7 Should the student not accept that they have worked beyond the bounds of the 

Academic Integrity Statement or dispute the penalty imposed under section 5 above. 

 

 

6.  Stage 6 ð Major Breaches of Academic Integrity 

6.1 Where the Head of School considers the breach to fall within paragraph 5.2, or a student 

wishes to exercise their under paragraph 5.7, a Panel will be established to investigate the case. 

 

6.2 The panel will normally comprise of three members of academic staff including at least one 

member who is from outside the School concerned. The panel will not comprise of any member 

of staff already involved in the case. 

 

6.3 The School will nominate an individual to present the case to the Panel. This should not be 

the person initially identifying the breach of academic integrity. 

 

6.4 The student must be advised in writing that a meeting is to be held and that he/she will be 

asked to offer an explanation to the Panel. The procedures to be followed in the meeting will be 

made clear to the student. The student should be given adequate notice of the meeting (normally 

at least 5 working days). The student may be accompanied by a representative of their choosing.  

 

6.5 All relevant documentation should be made available to all participants, including the 

student, in advance. 

 

6.6 Failure of the student to attend a Panel meeting will not prevent the meeting from 

proceeding nor invalidate the outcome. However, where the student indicates in advance that, 
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for good reason, he/she is unable to attend on the date specified, reasonable efforts should be 

made to accommodate the student.  

 

6.7 The function of the Panel is to investigate the circumstances of the case, the studentõs 

understanding of academic integrity and what is required for good academic practice, and any 

mitigating circumstances. 

 

6.8 The person presenting the case will outline to the Panel the facts of the case including 

reasons for suspecting a breach, the information given to the students about Academic Integrity, 

where a declaration statement has been signed and whether the student has previously been 

warned about poor academic practice.  

 

6.9 The student will be invited to respond. The Panel may question both the student and the 

reporting person as necessary.  

 

6.10 Where it is established that a breach of academic integrity has taken place, the Panel will 

have the remit to determine the penalty to be applied from a range of penalties differing in 

severity, depending on the extent and nature of the breach. 

 

Penalties 

6.11 The range of penalties available to the Panel is as follows. The level of penalty will take into 

account the strength of the evidence presented. 

(1) Provide feedback, issue a warning to be retained on the studentõs file and award a mark 

appropriate to the work submitted, taking account of the fact that not all of the work is that of 

the student. 

(2) Require the student to re-submit the same piece of work for a capped mark. 

(3) Award no marks for the piece of work. 

(4) Award a fail grade for the module concerned with or without the right of resit. 

(5) Failure in the year a whole. 

(6) Reduction in degree class. 

(7) Termination of programme. 

 

6.12 Should the Panel determine that no breach of academic integrity has taken place, the School 

will be asked to arrange for the work to be marked according to the usual marking criteria. 
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6.13 The student and the School representative will be informed in writing of the Panelõs 

decision, including the imposition of any penalties, within 5 working days of the Panel meeting. 

A copy of the letter will also be sent to the School Office. If the conclusion is that no breach of 

academic integrity has taken place, no records will be retained. 

 

6.14 The decision of the Panel to impose a penalty will be reported to, and recorded by, the 

relevant Examination Board.  

 

6.15 A student may request a review of the decision of a Panel under the Regulations Governing 

Academic Appeals if they have appropriate evidence as required within these regulations.  

 

Monitoring 

6.16 Numbers of cases under each stage within the School and a brief outline of each case and 

the outcome should be recorded and reported annually to the Academic Council. This will also 

help to provide ôcase lawõ within each School. 
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APPENDIX E 
 
Summary of Duties and Responsibilities of External examiners 

 
1. The principal duty of External Examiners is to ensure adequacy of standards at the 

examinations, which the Council prescribes. In particular, External Examiners should ensure that 

the appropriate standards with regard to Pass, Merit and Distinction/Honours are established. 

Comparability of standards between institutions should be established and maintained as far as 

feasible. Attendance at examination board meeting(s) is also a fundamental duty of External 

Examiners (please refer to HETAC Examinations Marks and Standards). 

 

2. External Examiners are normally appointed with responsibility for a course, or a range of 

courses. In these cases the External Examiner(s) concerned should deal with all subjects in the 

course(s) and should approach their task with a view to ensuring that each candidateõs 

performance in the course as a whole is properly assessed, without undue emphasis on individual 

subject performance, subject to the requirements of the Councilõs Examinations Marks and 

Standards regulations. 

 

3. The Council also appoints additional External Examiners as a support facility for course 

External Examiners. Additional External Examiners are appointed in communications, language 

subjects etc. Where course External Examiners require assistance in any of these subject areas 

they should consult with the appropriate additional External Examiners. 

 

4. In some degree courses where External Examiners are appointed on a subject basis, they are 

nonetheless expected to ensure that each candidateõs overall performance is properly assessed, 

without undue emphasis on individual subject performance, subject to the requirements of the 

Councilõs Examinations Marks and Standards regulations. 

 

5. Examination Papers 

It shall be the duty of External Examiners to see the drafts of all examination papers before 

printing. External Examiners shall have the right to make suggestions, criticisms, deletions, 

additions or amendments as appropriate. 
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6. Agree Marking 

The Council requires that External Examiners see a representative sample of scripts and other 

material presented for assessment, e.g. projects, practical work, coursework, etc. 

 

The sample, which should be drawn on a basis agreed between the Internal and External 

Examiner(s), should include sufficient material to enable the External Examiner(s) to form a 

judgement of the appropriateness of the marking at all levels of classification including 

borderline cases. Subject to the requirements, the sample should not be large. The External 

Examiner(s) should certify the agreed final marks for each candidate on the ôSubjects Marks 

Sheetõ (formally known as the ôWhite Marks Sheetõ). 

 

7. Visiting an Institution 

All course External Examiners, and degree External Examiners appointed on a subject basis, will 

be expected to visit the institution to which they have been assigned ONCE in each academic 

year. This visit will normally take place at the time of determination of final results in summer, 

and it should conform to the arrangements made in this regard by each institution. In the case of 

courses or examination subjects in respect of which supplemental or repeat examinations are 

held in the Autumn, or at such other times as may be approved by the Council, the attendance of 

External Examiners in the institutions will be arranged by the Council or, where the Council so 

requests, by the institution. External Examiners should endeavour therefore to discharge by 

correspondence as much of their work (including finalization of examination papers and/or 

other test(s) as it is feasible to perform in this manner, in particular the winter semester 

examinations for semesterised courses. 

 

8. When visiting an institution, the duties of External Examiners shall be as follows:- 

(a) to review borderline cases and if necessary interview such candidates 

(b) to attend the appropriate Examination Board Meeting 

(c) to participate in the determination of final marks and results of each candidate at the 

examination board meeting. 
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9. Reporting Procedures 

External Examiners are required to submit a full report on each examination with which they are 

involved not later than two weeks following the date of the Summer examination board meeting. 

One report covering both summer and autumn examinations will be sufficient. The report(s) 

should be sent to the Director, HETAC, who will forward a copy to the 

Director/Principal/Registrar of the college/institutionconcerned. These reports should be 

submitted in accordance with the standard report form issued from HETAC. Where Examiners 

wish to comment on comparative standards between colleges or similar matters, this should be 

done separately from the report form. (Report forms will be issued annually by HETAC). 

 

10. Communications 

External Examiners are asked to acknowledge receipt of examination material received from the 

institutions and to ensure that all examination documents are mailed by registered post. External 

Examiners are requested to advise colleges/institutions of unavailability in relation to repeat 

examination papers. 

 

11. Regulations 

A copy of the òExaminations Marks and Standardsó will be issued to each External Examiner 

annually. This will set out the guidelines for the conduct of the examinations and the basis upon 

which National Awards are granted. 

 

12. Council may vary these duties and responsibilities from time to time. 
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APPENDIX F  
 
Staff Disciplinary Procedure 
 

Disciplinary codes and procedures help to promote orderly employment relations as well 

as fairness and consistency in the treatment of individuals. 

 

All employees have a responsibility in striving for and maintaining an acceptable level of 

performance and conduct, and at all times carry out designated duties to every required 

standard, subject to receiving the adequate and appropriate training. 

 

This document sets out guidelines for 

    

 Initiation of complaint or allegation 

 Method of Investigation into complaint or allegation 

 Disciplinary Procedure 

 Appeal Process. 

 

Initiation of Complaint or Allegation 

Where a breach of acceptable rules of employment or of expected standards of 

performance or conduct has allegedly occurred on the part of an employee, an in-depth 

detail of the incident(s) must be submitted in writing to the Head of School/Senior 

Departmental Manager. 

 

Some examples under which a complaint may be invoked: 

 

 Work performance below acceptable standards 

 Quality or accuracy of work 

 Refusal or failure to carry out a legitimate instruction 

 Breach of confidentiality 

 Bringing the organisation into disrepute 

 Poor timekeeping 

 Absenteeism 

 Misuse of Company plant, equipment, facilities or name 
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 Behaviour by an individual likely to cause danger or distress to others or self 

(Dignity at Work Policy) 

 Causing loss, damage or injury through negligence 

 Theft or fraud 

 Breach of rules  

 Attendance at work under the influence of alcohol 

 Use or possession of proscribed drug 

 Any other behaviour deemed to be an abuse of employment 

 

Upon receipt of the complaint (or within a short reasonable period) the Head of 

School/Senior Departmental Manager will invite the person who initiated it to a 

preliminary interview to establish: 

 Reliability and veracity of the claim 

 Facts surrounding the complaint 

 Background to the incident(s) 

 If an investigation is warranted 

 Scale of gravity in the complaint 

 

In some cases of a very minor nature, in particular one of first offence, a quiet, informal 

and confidential approach by the complainant or the Head of School/Senior 

Departmental Manager to the offender may be all that is required. This could be 

recommended by the Head of School/Senior Departmental Manager in the first 

instance, but if this does not amend the situation and there is a recurrence of the 

offending incident, the episode will then move to a further stage. 

 

 

Investigation Procedure 

 

1. Inform Employee: If resulting from the initial interview with the complainant, the 

Head of School/Senior Departmental Manager considers the situation serious enough 

to warrant an investigation, the employee will be notified and invited to a meeting to 

discuss the issue. 
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2. Co-operation: Throughout all stages of the investigation procedure total co-

operation with all aspects of the process is expected of any employee involved.   

 

3. Investigation Body: A formal Investigation Body [IB] will be established to ascertain 

the circumstances, facts and history surrounding the case in question. The investigation 

team will comprise two senior management personnel, one of whom should be a high 

ranking executive from within the area of complaint. 

 

No individual having direct association with the original complaint shall be a member of 

the Investigating Body. 

 

4. Interviews: At the outset the IB will proceed to invite the parties to formal 

interviews where all aspects of the case can be outlined. It will be stressed to the parties 

their entitlement to have a representative of their choice to accompany them to 

interview sessions. This representative should not have been associated with the case in 

question or be a possible future witness. All interviews will be recorded. 

 

5. Suspension-With-Pay: In the interest of fair and proper investigation, the IB will 

determine at the first meeting with the alleged offender if suspension-with-pay is 

appropriate for the duration of the investigation. It is emphasised that this move is not 

disciplinary action. 

 

6. Investigation Process: The investigation will be conducted in a comprehensive and 

impartial manner. In the course of the investigation all reasonable avenues relevant to 

the case will be pursued by means of series of interviews with all relevant parties. Any 

suggested witnesses will be afforded the opportunity to testify, taking into account their 

availability (these may also wish to be accompanied by someone unconnected directly to 

the case). An individual may be recalled for interview a number of occasions should 

points pertinent to the situation arise, or clarification be required.  Again, all interviews 

will be taped and, if requested, copy(ies) of the tape(s) supplied to an interviewee.  

 

7. Investigation Conclusion: At the completion of the investigation, the IB will detail 

in writing a report of its findings and recommendations. As normal practice the ultimate 

version of the report ñ relevant only to the individual ñ will be presented to the 
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concerned. It will be within the judgement of the IB to issue or withhold the report, or 

any aspect contained within it. 

 

The IB may establish in its findings that an individual be justifiably cited on a 

disciplinary charge. If so found, this may take one ð or any combination ð of the 

following: 

 Misdemeanour 

 Misconduct 

 Gross Misconduct. 

 

Should the recommendations of the report comprise any of the above, the matter shall 

pass to a Disciplinary Hearing for adjudication on the imposition of a disciplinary 

sanction.  

 

An individual will continue on suspension-with-pay at this stage if this had been the 

circumstance from the outset of the investigation.   

 

Disciplinary Process 

1. Disciplinary Body: On foot of the investigation, and concluding from the findings of 

the resultant report, a Disciplinary Body consisting of senior management personnel will 

convene to determine: 

 Justification of sanction 

 Appropriate penalty 

 

2. Penalties: Depending on the gravity of the imposed sanction and having confirmed 

the justification of its imposition, taking into account any relevant former disciplinary 

data available, the following penalties could be applied: 

 Oral warning 

 Written warning 

 Final written warning 

 Period of suspension-without-pay 

 Transfer to another task/section 

 Demotion 
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 Dismissal 

 

In general the above steps are progressive in procedure; however the nature of the 

proven offence will determine the particular phase at which commencing action is 

warranted. 

 

3. Hearing: The individual(s) concerned will be invited to a formal hearing with the 

Disciplinary Body where an opportunity will be afforded the employee to deliberate on 

the findings of the Investigation Body. Following due consideration by the DB the 

employee will be informed verbally of the its decision, if not at this particular Hearing, a 

subsequent session. The appeal options available will also be outlined.  

 

All information will be verified fully in writing at the earliest possible stage.  

 

4. Representation: At all stages in the process the individual, should they so wish, is 

entitled to representation of their choice. 

 

5. Warnings: Oral or Written Warnings will be removed from an employeeõs record after 

a period of fifty-two weeks from its effective date, provided no repetition of any 

disciplinary offence occurs during this period. 

 

6. Dismissal: In cases where Dismissal is the applied sanction, prior approval will be 

required from a more senior-tiered level of management than members of the 

Disciplinary Body. Only if such approval is obtained can confirmation be made in 

writing to the individual.  

 

 

Confidentiality: All and every matter pertaining to the investigation, the 

disciplinary process and the ultimate outcome of all matters are 

strictly confidential to the parties directly involved. During the course 

of all proceedings no disclosure of any nature shall be made to a third 

party or discussion on the related subject with persons outside of the 

formally designated sessions or deliberations. 
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