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Abbreviations and Definitions

CPD
DPO
ET
ETGC
PEL
PPSN
QAET
QM
QQl
RPL
TCM
IV

EA

LO
DPER
UNCRPD
CDNT
PCP
IASE
HACCP
HSA
MOU
DSS
EASI

PDG

Continuing Professional Development

Data Protection Officer

Executive Team

Education and Training Governance Committee
Protection of Enrolled Learners

Personal Public Services Number

Quality Assurance for Education and Training Team
Quality Manual

Quality and Qualifications Ireland

Recognition of Prior Learning

Training Centres Manager

Internal Verification

External Authentication

Learning Outcome

Department of Public Enterprise and Reform
United Nation Convention on the Rights of Persons with Disabilities
Children’s Disability Network Team

Person Centred Plan

Irish Association of Supported Employment
Hazard, Analysis, Critical Control Point
Health and Safety Authority

Memorandum of Understanding

Decision Support Service

Evaluation, Action and Service Improvement

Programme Development Group
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SME
RPL
CAS
ETB
NFQ
QBS
CEO
CO0
RM
PT
oT
SLT
SW
PBS
HR

HSE
RT
ISL
cIS
GDPR
HIQA
FO

ASD
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Minimum Intended Programme Learning Outcomes
Subject Matter Expert

Recognition of Prior Learning
Common Award System

Education Training Board

National Framework of Qualification
QQI Business System

Chief Executive Officer

Chief Operations Officer

Regional Manager

Physiotherapy

Occupational Therapy

Speech and Language Therapy
Social Work

Positive Behaviour Support

Human Resources

Information Technology

Health Service Executive
Rehabilitative Training

Irish Sign Language

Client Information System

General Data Protection Regulation
Health and Information Quality Authority
Freedom of Information

Intellectual Disability

Autism Spectrum Disorder
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Horizons QQI Registered Centres: Any Horizons Rehabilitative Training Centre, Day
Support Centre or Community Hub that is registered with QQI to deliver programmes of
education and training.
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Introduction for Tutors

This Quality Manual has been designed and laid out in accordance with QQl’'s Core
Statutory Quality Assurance Guidelines. It sets out all quality assurance processes
in relation to education and training in Horizons’ QQI Registered Centres.

Each section deals with a different aspect of the QA process. These sections
correspond with QQI’'s Core Statutory Quality Assurance Guidelines.

The Quality Manual contains seven ‘core policies’:

Programme Development and Approval Policy
Teaching and Learning Policy

Assessment Policy

Reasonable Accommodations in Assessment Policy
Provision of Learner Supports Policy

Educational Collaborations and Partnerships Policy

NOoO s wN e

Self-Evaluation, Monitoring and Review Policy

These core policies were developed specifically for Horizons’ QQI Registered
Centres. They are published in full in this manual, and highlighted throughout with
borders. We have also created some new guidelines, where a full policy was not
warranted. These guidelines are also published in full in the manual.

The manual also references a number of other Horizons policies, which are used on
an organisational level, and were not written specifically for QQI Registered
Centres. These policies are not published in full in the manual but are hyperlinked
throughout and can be accessed via metacompliance. Where necessary, guidelines
have been provided on how these organisational policies should be applied in QQI
Registered Centres.

The Tutor Handbook sets out all strategies for teaching and learning. You will be
given a hard copy of the handbook, and it is also available in electronic format via
metacompliance.

The Learner Handbook provides information for learners in an easy-to-read format.

We hope that this Quality Manual will provide you with all the information
necessary to ensure high quality teaching, learning and assessment in our QQI
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Registered Centres. Ongoing staff training days will be scheduled to ensure that
our QA processes are working well for you, the tutor, and for our learners.

We welcome feedback or queries on any aspect of this manual, and we will ensure
that your suggestions are considered during our annual review process.

The Quality Assurance for Education and Training Team
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Governance and Management of Quality

Horizons Background and Overview

Horizons is a not-for-profit organisation, constituted as a company limited by
guarantee, not having a share capital, that supports 2,800 children and adults with
intellectual disabilities and/or autism in over 70 locations across Cork City and
County. It is also a registered charity (reference 5288), registered with the Charities
Regulator (reference 20007584).

Horizons was founded as The Cork Poliomyelitis Association by Cllr. John
Bermingham in 1957, in response to the Poliomyelitis epidemic in Cork City. The aim
was to provide affected children with physiotherapy but the organisation soon
expanded to provide services to children with intellectual disabilities. The
organisation was renamed the Cork Polio and General Aftercare Association to
reflect this new direction. The organisation began to offer services to children of all
age ranges with an intellectual disability, and as a result was re-named again as
Horizons in the 1980s. As with all disability service providers, Horizons’ vision,
mission and values have changed significantly over the past number of years, in line
with national policy and legislation.

Today, the principal objective of the organisation is to provide services and supports
to children and adults with intellectual disabilities and/ or autism. These services and
supports are provided through early intervention, education and training, short
breaks and respite care, residential care and housing, day services, home support,
leisure, sport and recreation, access to work, multi- disciplinary interventions
including counselling and psychological services, social work, occupational therapy,
speech and language therapy, physiotherapy, art therapy, music therapy and
dietetics.

1.1 Corporate Governance

Horizons is governed by a Board of Directors, appointed and elected at the Annual
General Meeting in accordance with the company’s constitution. The directors are
non-executive members of the organisation, who receive no remuneration for their
services, and represent a diversity of skills, expertise and background. The Board

15
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 15 of 189




HOKrIZONS

Cope Foundation in Cork Communities
meets on a monthly basis and has non-executive responsibility for the organisation
and the services and supports that it provides. The Board delegates the day-to-day
management of Horizons to the Chief Executive, who is in turn supported by the
Executive Management Team and a tiered management system that identifies clear
lines of accountability and responsibility at each level.

The Board recognises the value of high standards of corporate governance and to
this end is supported by the following Board Committees. These Committees are
responsible for overseeing particular aspects of the work of the organisation and
reporting to the Board.

— Audit and Risk Committee

— Quality and Safety Governance Committee

— Service Infrastructure Committee

— Information and Technology Committee

— Pension Trustee Committee

— Colleague Success, Remuneration and Nomination Committee

1.2 Transparency and Compliance

Horizons is fully committed to being an open and transparent organisation and to
ensuring that everything which is undertaken reflects its core values.

The organisation’s annual financial statements are available to the public on the
website www.horizonscork.ie, Horizons’ Financial Statements are subject to
independent audit by Grant Thornton Chartered Accountants.

Horizons must comply with standard legislation and regulations including:

— The Companies Act, 2014 (Ireland, Companies Act 2014)

— Taxation Code as administered by the Revenue Commissioners
— Employment Legislation

— Health and Safety Legislation

— GDPR Legislation

— The Health Information and Quality Authority (HIQA)
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— Regulations and guidelines of the Department of Public Enterprise and Reform
(DPER)
— The Charities Regulator
— Statement of Guiding Principles for Fundraising
— The UN Convention on the Rights of Persons with Disabilities (UNCRPD)
— The Assisted Decision-Making (Capacity) Act (due to become operational in
November 2022.

The Board of Directors completes HSE Annual Compliance Statements. The Board
continues to update the company’s governance framework, as required by new
legislations.
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13 Horizons Vision Mission Values
Vision

To enhance the lives of people with an intellectual disability and/ or autism, working
in partnership with them, their families and local communities, to provide a range of
person- centred services and supports. This will enable each person to live life to the
full, influence the decisions that affect them, and actively participate in their
community.

Mission

Supporting people with an intellectual disability and/ or autism to live a life of their
choosing, connected and participating in their communities.

Values

Honest: We have respect for one another so we will always give each other the full
and truthful picture. We deliver on promises.

Person Centred: We believe the people we support can live extraordinary lives.
We put the people we support first; in everything we do.
We treat people we support as individuals and respect their choices.

Kind: We will be kind and respectful in all that we do.

Creative: We don't just accept what is, we explore what could be.
We are inspired by challenges — we find new ways of doing things.
We are constantly learning and striving to do things better.
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14 Horizons Strategic Goals

The organisation is currently working on the development of a new strategic plan.
An engagement process with stakeholders was completed and the feedback
received from the people supported by the organisation, their families and staff will
play an important part in the development of the new plan, which will reflect and be
committed to ambitious and transformational change across all aspects of the
organisation’s work.

The plan will recognise the need to respond to ongoing and emerging changes in the
sector. During the lifetime of the new strategic plan the organisation wants to deliver
and witness extraordinary change as a result of the actions it will take. Focusing on
the individual will be at the heart of the new plan, alongside ensuring a high standard
of the service provided and the quality of the support offered.

The Strategic Plan focuses on 5 main themes:

— People we Serve

— Service Provision

— People we Employ

— Digital Enablement
— Property Enablement

Each of these themes is underpinned by annual operational plans and
implementation programmes which will progress the organisation’s ambitious
strategic goals and objectives.
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1.5 Provision of Education and Training in Horizons

1.5.1 Rehabilitative Training Centres Background and Overview

Horizons has two Rehabilitative Training Centres, Doras Training Centre and
Bonnington Training Centre, which between them support approximately 80 school
leavers aged over 18 years, with mild to moderate intellectual disability. These HSE
and Department of Education funded programmes are of 3 years duration.

Both centres use a combined approach to training, offering both centre-based and
community-based learning experiences. Onsite, they deliver a range of QQI certified
programmes. In the community, learners are supported to become active citizens
through a series of partnerships with local organisations, businesses, education
centres and community projects. The training centres support an inclusive approach
to training for people with intellectual disability, facilitating learners to develop
expanding roles as learners and as active participants in their communities. In keeping
with Horizons’ values, both Training Centres keep person-centredness, honesty,
respect and creativity at the centre of every aspect of training.

1.5.2 Training Centre Objectives

To support learners to develop independent living and wellbeing skills which will
maximise their opportunities for choice and independence in their adult lives by:

— Ensuring that each learner has the opportunity to achieve a national
qualification through delivery of QQI certified major and minor awards at
levels 1 to 3.

— Developing learner’s social and leisure skills by supporting them in a person-
centred way to connect with community-based facilities and events.

— Providing learners with the supports they need, including augmentative and
alternative communication supports, to access work sampling and work
placements in the community.

— Supporting learners to achieve additional work-related certification (e.g.
manual handling, HACCP, HSA health and safety certificates or sector specific
courses).

— Supporting learners to achieve Gaisce Awards at Bronze, Silver and Gold
levels.
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1.5.3 Day Support Services

Horizons has a number of Day Support Centres and Community Hubs across Cork
City and County. These centres and hubs provide a range of supports to adults with
intellectual disability and/ or autism on a person-centred basis. Two of these
centres, Horizons Mallow and Horizons Clonakilty are registered centres for QQI.
Neither of these centres is currently delivering QQI certified programmes, however
this may change in the future in line with Horizons’ Strategic Plan. In addition,
Horizons may seek to register additional day support centres and/ or Community
Hubs as providers of QQI certified training.

1.5.4 QQI Certification

Horizons is a registered provider of QQI certified training, which is currently provided
in Bonnington and Doras Training Centres. Horizons Clonakilty and Horizons Mallow
are also registered centres for QQI. The procedures set out in this Quality Manual will
apply to all QQI registered centres in Horizons, and to any future registered centres
that Horizons seeks to register with QQI.

For the purposes of this manual, all current registered centres and any future
registered centres will be referred to as Horizons QQI Registered Centres.

QQI's National Framework of Qualifications provides a pathway for progression for
learners, providing clear identification of qualifications for learners, employers and
other training and education establishments and allowing for recognition of prior
learning.

1.5.5 Current Scope of Provision

Horizons is currently registered to deliver major and minor awards at levels 1, 2 and
3 on the National Framework of Qualifications. These programmes were developed
to support learners to become more independent in the social, emotional, educational
and employment domains of their lives. Programmes are currently delivered to
learners in Horizons’ two Rehabilitative Training Centres: Bonnington Training
Centre and Doras Training Centre. Horizons Clonakilty and Horizons Mallow are also
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registered centres for QQI but are not currently delivering QQI certified training. It is
envisaged that training will re-commence in these centres in the future.

The teaching and learning modes of delivery include lectures, peer learning,
demonstrations, group work, tutorials and on the job training for employment-based
modules.

The formal educational programme is supported by a suite of non-accredited
programmes which include advocacy groups, relationships and sexuality
programmes, independent traffic training, supported employment, work experience,
dance, community outings and yoga. Learners are also offered the opportunity to
participate in Gaisce- The President’'s Award. These non-accredited programmes
offer learners the opportunity to transfer skills from formal learning to non-formal
learning contexts while also providing an opportunity to practice skills in the
community to further community inclusion and independence.

Learners are supported to complete major awards at levels 1, 2 and 3. Learners are
given the opportunity to enrol in a selection of modules that suit their interests and
ability, however modules offered at levels 1 and 2 are dependent on sufficient
numbers of learners enrolling in the module. Learners who do not wish to obtain a
major award are supported to engage in modules that meet their interests and ability
on the National Framework of Qualifications. Learners are also supported to engage
in learning that is non-accredited such as those referenced above.

At level 1 the modules in the table below are offered to learners. Learners who
successfully achieve 20 credits are awarded the Major Award PG10641/ Learning
for Life Level 1.

M1A18 | Visual Art M1H21 | Relaxation Techniques

M1A19 | Craft M1L12 | Personal Decision Making

M1A20 | Design M1L13 | Setting Learning Goals

M1A22 | Drama M1NO5 | Quantity and Number

M1A23 | Music M1NOG6 | Pattern and Relationship

M1CO1 | Reading M1NO7 | Shape and Space

M1CO2 | Writing M1NO8 | Data Handling

M1CO3 | Listening and Speaking M1NQO9 | Problem Solving

M1coa | Non-Verbal M1524 | Life Science
Communication
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M1H14 | Personal Care M1S27 | Life Science: Horticulture
M1H15 | Personal Safety M1T10 | Using Technology
M1H16 | Food Choice and Health M1T11 | Computer Skills

M1H17 | Health Related Exercise

At Level 2 the modules in the table below are offered to learners. Learners who
successfully complete 30 credits are awarded PG10641/ Learning for Life Level 2.

M2CO01 | Reading M2NO08 | Data Handling

M2C02 | Writing M2NO09 | Quantitative Problem Solving

M2C03 | Listening and Speaking M2S25 | Life Science: Habitats
Non-Verbal . . .

M2C04 L M2S26 | Life Science: Life Cycles
Communications

M2NO5 | Quantity and Number M2S28 | Life Science: Horticulture

M2NO6 | Pattern and Relationship P1COO0O | Communications

M2NO7 | Shape and Space

As part of the Level 2 Learning for Life award specific components need to be
completed in order to achieve certification.

At Level 3 learning is conducted in centre-based and work-based environments with
teaching and learning delivery methods that include, but are not limited to, lectures,
group discussions, group work, practical sessions, workshop sessions, work

experience, tutorials, on the job training, and one-to-one supported learning.
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At Level 3 the modules in the table below are offered to learners in order to achieve
the major award PG17184 / Learning for Life Level 3. This major award is 60 credits.

3NO0589 | Woodwork 3N0883 | Container Gardening
3N0565 | Personal Effectiveness 3N0895 | Breakfast Cookery
Product Assembly and

3N0572 3N0896 | Career Preparation

Packaging
3NO0585 | Event Participation 3N0928 | Application of Number
3N0881 | Computer Literacy 3N0880 | Communications

At Level 3 the modules in the table below are offered to learners in order to achieve
the major award PG15471/ Learning for Life- Work Level 3. This major award is 60
credits.

3M0935 | Employability Skills 3N0880 | Communications
3N0542 | Spreadsheets 3N0588 | Word Processing
3NO551 | Desktop Publishing 3N0587 | Work Experience

P L and Int L
3N0564 siiﬁzna and INTETPErsonat | 3N0592 | Retail Industry Knowledge
3N0565 | Personal Effectiveness 3N0881 | Computer Literacy
3N0896 | Career Preparation 3N0928 | Application of Number
3N0930 | Functional Mathematics 3N0931 | Internet Skills

4N1989 | Customer Service
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1.6 Quality Roles for Education and Training

1.6.1 Organisation Chart: Education and Training Quality Roles

Board of Directors

Chief Executive
Officer

Chief Operations

Officer Executive Team

Education and

Policy Development

Training Governance
Forum

Committee

Regional Managers

Quality Assurance Learner Training Centres

Manager

for Education and Representative
Training Team Group

Tutors

FIGURE 1 EDUCATION AND TRAINING QA ROLES
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1.6.2 Terms of Reference for Quality Roles for Education and Training

The Terms of Reference set out here refer solely to the quality assurance of
education and training in Horizons. They largely correspond to the Roles and
Responsibilities listed in the Core Policies below, and are set out in sections
corresponding to the sections in this Quality Manual.

Board of Directors Terms of Reference

Membership : Board Members appointed for current year

Tenure: Members are appointed and elected at the Annual General Meeting in
accordance with the company’s constitution.

Meeting Frequency: Monthly

Quorum: 7

Responsibility: The board has non-executive responsibility for the organisation
and the services and supports that it provides.

Delegation: The Board delegates the day-to-day management of Horizons to the
Chief Executive.

— Non-executive responsibility for risk

— Non-executive responsibility for quality and safety
— Non-executive responsibility for remuneration

— Non-executive responsibility for capital projects

Chief Executive Officer Terms of Reference

Reporting to: Board of Directors
Responsibility: see below
Delegation: Executive Team, Chief Operations Officer
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— Overall responsibility for corporate leadership
— Preparation of the Strategic Plan
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Chief Operations Officer Terms of Reference

Reporting to: Chief Executive

Responsibility: see below
Delegation: Regional Managers

Programmes of Education and Training
— Approve funding and resources for new programmes
— Corporate Approval of final validation submission to QQI

Other Parties Involved in Education and Training
— Approval of collaboration proposal
— Approve and sign off Memorandum of Understanding with collaborating
organisation
— Responsible for governance and implementation of Memorandum of
Understanding at strategic level

General

— Responsible for all aspects of the day-to-day functioning of the
organisation

— Ultimate responsibility for decision-making for matters related to education
and training

— Appoints external and internal members of the Education and Training
Governance Committee

— Appoints members of Quality Assurance for Education and Training and
Education Team

— Communication with Board of Directors
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Executive Team: Terms of Reference

Members:

Head of Finance

Head of Systems and Shared Services
Head of Human Resources

Director of Nursing

Head of Children and Families Division

Meeting Frequency: fortnightly

Quorum: 3

Reporting to: Chief Executive

Responsibility: see below

Delegation: Clinical Nurse Managers, IT Manager, Catering Officers, Transport
Manager, HR Manager.

Teaching and Learning
— Ensure that training facilities, equipment, and premises are maintained and
checked regularly
— Provide suitable premises, resources, equipment, technology and access to
internet to ensure that programmes can be delivered responsively and
flexibly
— Ensure adequate staffing provision for Horizons QQI Registered Centres

General
— Oversight of all financial activity pertaining to academic matters
— Oversight of recruitment
— Oversight of resource provision (IT services, physical environment, etc)
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Education and Training Governance Committee Terms of Reference

Members:

Independent External Member (Chair)*
Chief Operations Officer

Head of Systems and Shared Services
Data Protection Officer

Regional Manager

Tutor Representative

* In order to address any potential or perceived conflict of interest arising from
the overlap of membership of Horizons’ Executive Team and Education and

Training Governance Committee, the latter committee will be chaired by an

external member.
The selection of this external chairperson is guided by the following criteria:

— Person has expertise in academic decision making in further education
and training setting at national level
Person has proven track record of achievement at senior level in an
education setting that demonstrates vision, leadership and management
skills.
Person demonstrates leadership capabilities and experience necessary to
discharge the role of Chairperson
Person has knowledge of quality assurance processes for education and
training
Person has knowledge of (or interest in) inclusive education policy for
people with intellectual disability

Tenure: Members appointed by Chief Operations Officer, committee sits for 5 year
duration corresponding with 5 year Self Evaluation Programmatic Review Cycle
Meeting Frequency: 2 per annum

Quorum: 3

Reporting to: Chief Executive

Responsibility: see below
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Delegation: Quality Assurance for Education and Training Team, Training Centres

Manager

General
— Governance of all academic matters
— Approval of QA policies and procedures
— Approval of local guidelines of Horizons policies pertaining to academic
matters
— Approval and review of mechanisms for stakeholder consultation
— Oversight of academic risk management

Programmes of Education and Training

— Evaluate initial feasibility study and determine whether it should proceed
to the programme development phase.

— Appoint members of Programme Development Group

— Oversee development phase

— Oversee the application of Horizons’ QA procedures at proposal and
development stages

— Deal with issues, concerns and requirements relating to any/ all stages of
programme development

— Academic approval of final validation submission to QQI

Staff Recruitment, Management and Development
— Drafting and approval of job and person specifications for training roles
— Ensure that tutors are suitably qualified, have sufficient expertise and
experience to fulfil their role

Teaching and Learning
— Ensure that programme and modules developed are in line with Horizons’
Values and Mission and QQI Standards for Programme Development

Assessment
— Review and decide on learner appeals relating to assessment outcomes
— Review and decide on complaints relating to assessment methodology
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Approve appointments of external authenticators
Representative attends Results Approval Panel Meeting

Learner Supports

Review adequacy and effectiveness of all learner supports as part of
annual review

Review findings and approve changes generated by the ongoing
monitoring procedures

Listen to the voices and feedback of all stakeholders within the learning
process

Be guided by the highest expectation for the learner and their natural
supports

Information Management and Communication

Approval of QA reports prior to publication

Approval of all information pertaining to education and training prior to its
being published on the website

Approval of changes to Learner Handbook

Other Parties Involved in Education and Training
(Collaborative Arrangements)

Evaluate initial proposal for collaborative arrangement and determine
whether the proposal should be developed into full proposal for
submission to executive team

Oversee development of full proposal

Oversee the application of Horizons’ QA procedures during collaborative
provision

Oversee liaison between Horizons QA team/ tutors and staff from
collaborating organisation

Deal with issues, concerns and requirements relating to any/ all stages of
the collaboration from programme development to audit/ review stages
Be responsible for ongoing implementation and management of all aspects
of the collaboration
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—  Work with Executive Team to develop Memorandum of Understanding

Evaluation, Monitoring, Audit and Review
— Review findings and approve changes generated by the ongoing
monitoring procedures
— Escalate risks arising from audits to Executive Team if necessary

— Review outcomes of internal evaluation and external authenticator reports

— Approve Annual Review of Quality report

— Approve 5 Year Programmatic Review Reports and Programme
Improvements Plans

— Approve amendments to Quality Manual, policies, procedures and
guidelines arising out of Annual Review of Quality or 5-Year Programmatic
Review reports
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Training Centres Manager Terms of Reference

Reporting to: Regional Manager, Education and Training Governance
Committee

Responsibility: see below
Delegation: Tutors, other training centre staff

General

Provide open and transparent dissemination of decisions and information
to teaching staff

Implement admissions and registration policies

Process applications

Arrangement of conferring of student awards

Monitoring and development of student progression routes

Ensure accurate data regarding trends in learner admission is collected and
maintained

Monitoring of GDPR policy compliance

Manage internal audits

Implementation of risk management

Learner induction

Responsible for Health and Safety matters in training centres

Implement, monitor and review QQI| Quality Assurance policies and
procedures in conjunction with Quality Assurance Committee
Communicate Quality Assurance policies and procedures to relevant
stakeholders

Design Quality Assurance Implementation Plan for Horizons QQI
Registered Centres

Programmes of Education and Training

Receive initial programme idea from proposer and consider whether to
forward to the Education and Training Governance team as a feasibility
study

Support (or be a member of) the Programme Development Group

Ensure learner representative in Programme Development group is
supported to participate
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Staff Recruitment, Management and Development

Participate in tutor recruitment process

Assist HR in design of person and job specifications for training roles
Tutor induction

Identification of staff training and Continuous Professional Development
needs

Conduct Performance Management Reviews

Teaching and Learning

Engage with learners and their representatives at early stage of learning to
establish individual needs and evaluate risk

Uphold consent and assisted decision-making rights with regard to
programme participation/ disengagement.

Oversee implementation of Safeguarding Vulnerable Adults Policy
Consider applications from learners for additional supports

Agree and monitor implementation of additional supports

Ensure programmes remain relevant to needs of learners

Publish learner and tutor timetables

Foster a learning environment that responsive to the individual needs of
the learners

Ensure that Individual Training Plan procedures are monitored

Ensure that the learning environment respects and attends to the diverse
needs of the learners, enabling flexible learning paths and flexible delivery
modes

Ensure that the induction process for learners is appropriate and fit for
purpose.

Maintain and monitor the systems of quality assurance

Assessment

Co-ordinate and make decisions on applications for reasonable
accommodations in assessment

Provide Learners with assessment dates at the start of the academic year
Provide learners with a learner handbook

Provide tutors with a tutor handbook

Be a member of the Results Approval Panel

Process learner appeals

Convene a Learner Appeals Committee to examine learner appeals at Stage 2 of
the Learner Appeals Process
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— Observe tutors assessing skills demonstration at assessment events

— Engage an Internal Verifier to conduct the IV process

— Engage an independent External Authenticator to conduct the EA process

— Issue learner results to learners and results of learner appeals after the RAP
meeting has been concluded

— Issue learner certificates

Supports for Learners

— Engage in meaningful conversations with the learner and their natural
supports when required

— Provide open and transparent dissemination of decisions and information
related to learning supports to teaching staff, learners and family or natural
supports representatives

— Manage internal audit of learner support provision

— Engage with learners at early stage of learning to establish individual
support needs and learning strengths to ensure best outcome for the
learner

— Support and consider applications from learners for appropriate
supports that will enable them to reach their full potential

— Ensure that augmentative and alternative communication assistance is
available to learners, as needed

— Agree and monitor implementation of additional supports

— Agree budget for learner support resources with executive team

Information Management and Communication
— Ensure implementation of policies relevant to public information and
communication in Horizons QQI Registered Centres
— Monitor content that is published on Horizons QQI Registered Centres’
social media pages

Other Parties Involved in Education and Training
(Workplace provision)
— Provide support to Employment Development Supervisor to ensure
relevant policies are implemented
(Collaborative arrangements)
— Liaise with collaborating organisation to co-ordinate and ensure that
practical arrangements for programme delivery are in place

Self-Evaluation, Monitoring, Audit and Review
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— Chair weekly training centre staff meetings and ensure that quality
assurance is on the agenda

— Work with Quality Assurance for Education and Training Team to ensure
that issues relating to programmes that arise from ongoing monitoring
procedures are addressed in a timely fashion

— Monitor complaints related to education and training

— Monitor learner attendance and address any issues that arise

— Collate data required for Annual Review of Quality

Quality Assurance for Education and Training Team Terms of Reference

Members:

Training Centres Manager
Senior Supervisor

Tutors (3)

Tenure: Members appointed by Education and Training Governance Committee,
team sits for 5 year duration corresponding with 5 year Self Evaluation
Programmatic Review Cycle (learner representatives appointed by Training
Centres Manager annually).

Meeting Frequency: Monthly

Quorum: 4

Reporting to: Education and Training Governance Committee

Responsibility: see below

Delegation: none

General
— Develop and update policies and procedures
— Conduct internal audits
— Conduct academic risk assessments

Programmes of Education and Training
— Support initial proposer to prepare a feasibility study
— Assist as required during programme development phase, liaising with
counterparts in collaborating organisation
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— Ensure that Horizons’ QA procedures are followed during programme

development phase, with particular regard to reasonable accommodations
for learners and learning supports

Staff Recruitment, Management and Development
— Provide QA training to tutors
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Teaching and Learning
— Monitor and evaluate learner feedback.
— Ensure that standards of teaching, learning and assessment are
maintained, monitored and quality assured

Assessment

— Monitor trends in assessment results and overall grades of all
programmes

— Monitor the implementation of QQI guidelines and policy pertaining to the
assessment of learners

— QA monitoring of assessment techniques and consistency of assessment

— Review tutor assessment strategy, marking criteria, assignment briefs and
all related documentation related to the assessment of learners before the
academic year commences

— Process appeals related to assessment

— Support the Training Centres Manager in dealing with allegations of
assessment malpractice

— Review programmes and assessment strategies, and marking criteria to
ensure that there is consistency across all programmes and modules
delivered.

— Conduct internal verification of assessment results and processes

— Member representative chairs the Results Approval Panel meeting

— Monitor and audit areas of assessment vulnerabilities

— Participate in assessment benchmarking activities with similar
organisations

— Observe tutors assessing skills demonstration assessment events

— Register learners progressing on to certification on to the QBS system

— Input learner results on to the QBS system

— Support the EA during the EA process

— Present learner portfolios for the IV and EA process

— The chair of the RAP prepares a report of the findings of the Results
Approval Panel

Supports for Learners
— Conduct internal audit of provision of learner supports

40
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 40 of 189



HOKrIZONS

Cope Foundation in Cork Communities

Monitor the implementation of QQIl guidelines pertaining to the provision
of learner supports

Ongoing review and enhancement of best practice procedures for learner
support provision

Information Management and Communication

Conduct annual audit of public information and communications policy
implementation in Horizons QQI Registered Centres

Monitoring website information pertaining to education and training
Annual review of learner handbook to ensure information is up-to-date

Other Parties Involved in Education and Training
(Collaborative arrangements)

Support initial proposer to prepare outline initial proposal

Assist as required during programme development phase, liaising with
counterparts in collaborating organisation

Ensure that Horizons’ QA procedures are followed during programme
development phase, with particular regard to reasonable accommodations
for learners and learning supports

Self-Evaluation, Monitoring, Audit and Review

Conduct audits in accordance with audit schedule for training and
education

Work with Training Centres Manager to devise action plans resulting from
audits

Support Training Centres Manager in addressing any issues that arise as a
result of ongoing monitoring procedures

Support Training Centres Manager in addressing complaints related to
education and training

Conduct Annual Review of Quality

Submit Annual Review of Quality Report to Education and Training
Governance Committee

Oversee implementation of recommendations of Annual Review of Quality
Report

Conduct 5 Year Self-Evaluation and Programmatic Review

Draft Self-Evaluation Report and Programme Improvement Plan and
submit to Education and Training Governance Committee
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— Monitor programme delivery in each location to ensure consistency of
practice and compliance with standards and policy

— Review and discuss results of ongoing evaluations

— Compare standards of programmes with national norms and best practice

— Attend RAP meetings

Learner Representative Group: Terms of Reference

Members:

2 x Learners (Bonnington Training Centre)
2x Learners (Doras Training Centre)

2x Graduates from either Training Centre

Tenure:

1 year: potential candidates for these roles will be invited to engage with
accessible pathways to understand the role, the work involved and the time
the role will take up for the person. Candidates will then be invited to put
themselves forward for the role. Each group will decide who best should go
forward for the role within the three areas. The process will be supported by
the Training Centres Manager and the Advocacy Officer.

The group will be supported in their role, including access to accessible
documentation, time to prepare for each meeting and support in developing
skills required for the role.

The group will also be supported to explore and review different types of
learning programmes and opportunities that are happening so to inform their
knowledge around different types of education.

The group will be supported to develop their advocacy skills to ensure their
true voice, input and knowledge is shared within all quality processes.
Meeting Frequency: 4 meetings per year (in preparation for these meetings the
group will meet monthly to ensure the correct supports are in place for them
within the role.

Quorum: 4

Reporting to: Education and Training Governance Committee

Responsibility: see below

Delegation: none
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General

The group will be the voice of the learners in Bonnington Training Centre and
Doras Training Centres.

This means that the group will be asked to tell the Governance Committee about
things like:

The group will be working as part of the Quality Assurance Team. This means:

What is working well within the learning experience (e.g. the subjects,
learning environment and materials)

What is not working so well within the learning experience (e.g. the
subjects, learning environment and materials)

What we can change, do more of or stop doing within the learning
experience

Things that the tutors do which is helpful, and what could be done
differently or better

How exams and assessments can be made fair for everybody

Other physical places the learners would like to learn

What other topics or part of daily life the learner would like to learn about
Other people within society the learner would like to learn with

Being honest and open with feedback on the learning experience
Telling us what new classes you would like to take

Helping to develop new programmes

Trying out new assessments

Making videos about education and training

Giving information to other learners

Trying out new classes and telling us what you think of them
Going to meetings about new classes

Talking to other learners about education

Representing the training centre at open days

Helping to prepare for graduations

43
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 43 of 189



®
HOKrIZONS

Cope Foundation in Cork Communities

Tutors

Members: all tutors involved in delivering QQI certified modules in Horizons QQI
Registered Centres

Meeting Frequency: Weekly

Reporting to: Training Centres Manager

Responsibility: see below
Delegation: none

General

Maintain professional relationships, behaviours and boundaries with
colleagues and learners

Maintain professional standards in relation to programme/module delivery
and assessment

Maintain personal professional expertise and skills in their subject area
through professional development

Teaching and Learning

Develop and continuously review the curriculum of module/s delivered to
include: module descriptor, content, scheme of work, assignment briefs and
evaluation

Ensure that programme is adequately resourced to ensure its effective
delivery

Develop lesson plans and maintain record of same

Deliver programmes to a high standard that is in line with current best
practice

Be familiar with all policies and procedures in relation to programme
delivery and assessment

Provide a wide variety of learning materials to learners to ensure that all
learning needs are being met

Audit own modules and assess what learning resources are needed to
deliver the programme

Maintain and store learning resources and equipment appropriately

Ensure that learning equipment, technology and resources are used

appropriately and for their intended purpose by the learner
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Assessment

— Design assessment instruments and marking guidelines that are in line with
the component specification and module descriptor

— Redesign assessment instruments as a result of Reasonable
Accommodation in Assessment decisions

— Assess learners in accordance with criteria set out in the component
specification and the programme validation documentation

— Assess learners at the appropriate NFQ Level

— Ensure that learner evidence meets the required standard and is presented
in the appropriate manner for NFQ Levels 1-3

— Submit learner enrolment information to the QAET to facilitate registration
on QQI's QBS system

— A tutor representative is required to sit on the Results Approval Panel

— Maintain records of learner assessments

— Design assignment briefs

— Provide learner with assessment brief before an assessment event in an
accessible format to the learner

— Provide learners with information on the presentation of the Llearner
portfolios

— Use formative assessment methods to guide and pace the learning in the
classroom and to assess if the learner is ready for a summative assessment
event

— Provide timely feedback after both formative and summative assessment
events

Support for Learners

— Engage in meaningful conversations with the learner and their natural
supports in required times

— Implement agreed learner supports for each individual based on their skills,
passions and uniqueness

— Participate in audit of learner support provision

— Discuss any proposed change in learner support provision with keyworker
and Training Centre Manager
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Information Management and Communication
— Communicate information on all aspects of the programme to learners
— Maintain confidentiality as appropriate
— Store learner materials securely

Other Parties Involved in Education and Training

— Adhere to Horizons QA guidelines and specific guidelines and arrangements
for collaborative programme agreement at all times during programme
development, delivery, assessment and evaluation stages.

— Participate in programme development stage in collaboration with tutors
from other organisations, giving specific expert inputs in the areas of
reasonable accommodations for learners with intellectual disability, and the
use of | learning supports for these learners.

Self-Evaluation, Monitoring, Audit and Review

— Evaluate the learner experience through formal and informal feedback
processes

— ldentify any issues of concern arising out of ongoing monitoring procedures
and discuss with Training Centres Manager at staff meetings

— Liaise with Training Centres Manager and Quality Assurance for Education
and Training Team to resolve any issues/ action plans

— Provide formal feedback to Training Centres Manager at Performance
Management Review on any issues relating to quality

— Complete self-evaluation questionnaires to inform Annual Review of
Quality and 5-Year Programme Reviews

— Maintain records of attendance

— Identify learning resources that require repair/replacement and use systems
in place to have them repaired/replaced as appropriate
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Learners:

Members: All learners in Horizons who are enrolled for QQIl Certified Modules

These terms of reference explain what it means to be a learner in one of
Horizons QQI Registered Centres. They tell you how you can take part, what is
expected of you, and how you can get support.

Programmes of Education and Training

You can help to design and improve programmes by:
— Sharing your ideas in meetings or feedback sessions
— Taking part in group discussions or pilot programmes
— Becoming a learner representative

Teaching and Learning

As a learner, you are expected to take part in your learning by:
— Coming to classes as regularly as you can
— Taking part in learning activities and completing your work
— Trying new activities
— Building your independence as an adult learner, with support from tutors
— Taking part in evaluations
— Taking part in some activities outside the classroom
— Following the learner code of conduct
— Using materials and equipment safely and properly
— Asking for any help and support that you need

Assessment
— Take partin assessments
— Give feedback on assessments
- Ask for reasonable accommodations if needed

Learner Supports
- Talk to the training centre manager about the support you need at the start
of your programme
— Take partin planning your Individual Training Plan
— Talk to staff if your needs change
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— Share your views about the supports we provide in surveys or group
discussions
— Speak up about what is working well or not working

Other Parties Involved in Education and Training

If you take part in work placements or community activities, you should:
— Follow the rules of the placement
— Do your best and represent the training centre well

Self-Evaluation, Monitoring and Review
— Take part in feedback and evaluation sessions
— Share your feedback on programmes
— Become a learner representative and get involved in quality improvement

Internal Verifier
Members:
1x Member of the Quality Assurance for Education and Training Team

1x Member of the Education and Training Governance Committee

Tenure: Members proposed and selected annually
Reporting to: Education and Training Governance Committee
Responsibility: see below

Delegation: none

Assessment

— Ensure that learner portfolios have appropriate documentation

— Sample learner portfolios using the agreed sampling strategy

— Ensure that the learner declaration is present and signed at the front of the
learner’s portfolio

— Ensure that marking guidelines have been consistently applied to ensure
consistency of assessment

— Ensure that data entered on the QQI QBS system matches the learner
portfolios that are being presented for IV and EA
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— Produce an IV Report and submit it to the QAET before the EA process
commences
— Review and adjudicate Stage 1 of the Learner Appeals Process
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External Authenticator

Recruited annually using guidelines in Section 6, page 82

Assessment
— Ensure that assessment strategies are appropriate
— Ensure that assessment is reliable, fair, consistent and transparent
— Ensure that marks are correctly applied
— Ensure that assessment documentation is appropriate
— Prepare and submit an EA report to the Results Approval Panel

Results Approval Panel
Members:
Training Centres Manager
Tutor Representative from each Training Centre
A representative from the Quality Assurance for Education and Training
Team
A representative from the Education and Training Governance Committee
Quorum: 6

Tenure: Members proposed and selected annually
Reporting to: Education and Training Governance Committee
Responsibility: see below

Delegation: none

Assessment
— Review and approve learner results
— Make recommendations arising from the IV and EA process
— Develop an action plan based on recommendations
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1.7 Rationale for Horizons Maintaining its Status as QQI
Provider

171 History of FETAC/ QQIl in Horizons

Horizons began its relationship with the Further Education and Training Awards
Council (FETAC) in the early 2000s, at a time when the organisation’s Rehabilitative
Training Division was moving away from teaching vocational skills in a sheltered
setting and towards a more mainstream approach to teaching and learning. Doras
Training Centre was established in 2001 in order to deliver training to school leavers
with mild intellectual disability in a city centre location, away from the main campus
of Horizons. When Bonnington Training Centre (formally known as The Vocational
Training Centre) was re-named a few years later, it too began to offer certified FETAC
training to its learners. Horizons Mallow and Horizons Clonakilty also began to offer
FETAC certified training around this time. Horizons agreed Quality Assurance
procedures with FETAC in 2007, and since that time FETAC/ QQI certified training
has become the basis for certification in Horizons QQI Registered Centres, with the
development of several major awards at Levels 1, 2 and 3

At various times over the last ten years, people supported by Horizons have enrolled
in QQI courses at Level 4 and 5 which are certified by other organisations, with
learning supports provided by Horizons staff. Other individuals have completed
online QQI modules certified by NALA at levels 2 and 3, again with support from
Horizons staff.

1.7.2 FETAC, QQI and The National Framework of Qualifications

When The National Qualifications Authority of Ireland was established on a
statutory basis, under the Qualifications (Education and Training) Act, 1999, on 26
February, 2001, it set out to establish and maintain a National Framework of
Qualifications, and to promote and facilitate access, transfer and progression within
the Irish Education system. From this, Quality and Qualifications Ireland (QQI) was
established in 2012 as the national agency responsible for qualifications and quality
assurance in further education and training and higher education in Ireland. This new
agency amalgamated the National Qualifications Authority of Ireland, the Further
Education and Training Awards Council (FETAC), the Higher Education and
Training Awards Council and the Irish Universities Quality Board.
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In 2012, Horizons became a QQI ‘legacy provider’ through its former agreement with
FETAC, and has continued until this point to deliver training which is now certified by
QQI. Since its establishment, QQl has worked with legacy providers in order to ensure
that all providers re-engage with QQI to establish a new quality agreement. This is
known as the re-engagement process.
Horizons completed this project in 2021/2022, and the organisation’s quality
procedures were approved by QQl in November 2023.
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173 The QQIl Re-Engagement Process

QQI published Core Statutory Quality Assurance Guidelines to assist legacy
providers in the re-engagement process, and/ or the development of new awards.
This document puts forward the following core areas that should form the basis of a
quality agreement.

— Governance and Management of Quality

— Documented Approach to Quality Assurance

— Programmes of Education and Training

— Staff Recruitment, Management and Development
— Teaching and Learning

— Assessment of Learners

— Supports for Learners

— Information and Data Management

— Public Information and Communication

— Other Parties Involved in Education and Training
— Self-Evaluation, Monitoring and Review

Horizons completed a Gap Analysis to set out the work that needed to be done in
order to bring its quality arrangements up to standard. This analysis illustrated that
there was a large body of work to complete to bring each of the areas outlined above
up to standard. The organisation established a QQI governance committee and a
quality team to work on the re-engagement process.

1.7.4 Why did Horizons Complete the Re-Engagement Process?

In line with legislation, national policy and international best practice, and with
Horizons’ vision, mission and aims, the organisation is committed to advocating and
seeking opportunities for the mainstreaming of further and higher education for
people with intellectual disabilities. In line with article 24 of the UNCRPD and a
rights-based approach, the preferred option is for people with intellectual disability
to access education in mainstream, integrated settings. Horizons is currently
exploring how best to support this transition, and it has identified several objectives:

Introduction to post-secondary school training

Horizons QQI Registered Centres currently provide learners with a starting pointin their
adult learning journeys: learners are introduced to post-secondary school training
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courses that enable them to explore their interests and achieve certification while
becoming familiar with post-secondary school teaching and learning practices and
assessment. Individualised learning supports and reasonable accommodations build
learners’ confidence and allow them to make informed decisions on their continuing
education. This pathway also supports the learner’s natural supports to raise their
expectations for what is possible in terms of their learner reaching their educational
goals and reaching their full potential. The availability of major awards at levels 1
and 2 (currently not available in many mainstream education settings) provide a solid
introduction for people who want to progress to further education.

Support to access mainstream education

On a person-centred basis, the Rehabilitative Training Centres have supported
learners to complete courses in Colleges of Further Education at levels 3, 4 and 5 on
the National Framework of Qualifications during the course of their rehabilitative
training programme. Learners have also been supported to progress to full-time
mainstream courses following completion of their training. Horizons, in partnership
with all stakeholders, seeks to expand supports for learners who wish to transition
to mainstream education.

Continuing Education

While New Directions Policy states that the preferred option is for people to access
mainstream, integrated education opportunities, it also recognises that disability
services should continue to provide education opportunities for people who choose
not to access mainstream education. Horizons is currently exploring options for
relocating its training centres to mainstream education campuses, as recommended
by New Directions. International studies have indicated that this is the first step in
supporting inclusive learning opportunities for marginalised learners within society.
The aim will be to follow the success of other countries in breaking down barriers to
enable full access over time.

Collaboration with Mainstream Providers

Horizons wishes to explore opportunities for collaborations with mainstream
providers of education by promoting the benefits to these providers of the addition
of the learners the organisation supports, research identifying a range of benefits.
Learning institutions already have support pathways in place that Horizons can
connect with, which will support learner success in mainstream settings by allowing
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for integrated learning with individualised supports provided by specialist staff
where and if required.

Expanding Horizons’ Scope of Provision

The organisation also wishes to explore opportunities to increase its scope of
provision to allow for lifelong learning opportunities for all adults who attend hubs
or day services, to provide in-house staff training and to become a leading
organisation for supporting all learners to progress in accordance with their needs
and wishes, and regardless of their age, location or level of academic ability. This will
be explored as an interim step in recognition of the changing landscape with regard
to education and training in Ireland, in order to fulfil an interim need until more
inclusive options become available to learners.

Completing the re-engagement process ensured that Horizons is now in a position
to fulfil these objectives.
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1.8 Legislation, Regulations & National Policy related to
Provision of Training and Education

181 List of Relevant Legislation, National Policy and Regulations

- Education and Training Act, 2012

- Disability Act 2005

— Assisted Decision-Making (Capacity) Act 2015 (commencement due 21+t
November 2022)

— National Consent Policy (HSE, March 2022)

- UN Convention on the Rights of Persons with Disabilities (2006)

- Qualifications and Quality Assurance (Education and Training) Act (2012)

- Data Protection Act (2018)

- National Disability Strategy 2004

- National Disability Strategy Implementation Plan 2013-2015

- New Directions- Review of Adult Day Services

- Safeguarding Vulnerable Adults at Risk of Abuse- National Policy and
Procedures (2014)

- QQI Core Statutory Quality Assurance Guidelines (2016)

182 Disability Legislation and Policy Overview

The overarching principle of all current disability legislation and policy is that people
with disabilities should be supported to be active participants in their communities in
every area of their lives. The Education for Persons with Special Educational Needs
Act (2004) states that ‘people with disabilities shall have the same right to avail of,
and benefit from, appropriate education as do their peers who do not have
disabilities’.

While this act applies only to children, and is thus not relevant to adult education and
training, this principle is also relevant to the provision of further education to adults
with disabilities.

One of the aims of The National Disability Inclusion Strategy (2017-2021) is to
‘promote participation in third level education by persons with disabilities’.
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The United Nations Convention on Individuals with Disabilities (2006) was ratified
by Ireland in 2018. This convention continues to support what has been achieved
from moving away from a medical model to a social model of disability, enabling
Ireland now to realise a rights-based approach in the development of inclusive and
diverse communities. The convention is made up of a series of articles that clearly
outline the rights of a person with a disability with regard to every aspect of their life
and their full inclusion and participation within their society. Article 1 states that ‘the
purpose of UNCRPD is to promote, protect and ensure the full and equal enjoyment
of all human rights and fundamental freedoms by all persons with disabilities and to
promote respect for their inherent dignity’.

This convention is acknowledged within the HSE Corporate Plan 2021-2022, using
it as a lens to focus on how services offer supports. The ultimate aim of the UNCCRP
is to support Ireland to achieve equal opportunities for this marginalised group within
Irish society. Within the convention there is an article dedicated to equal opportunity
for education which states that

States Parties recognize the right of persons with disabilities to education.
With a view to realizing this right without discrimination and on the basis of
equal opportunity, States Parties shall ensure an inclusive education system
at all levels and lifelong learning directed to:

a) The full development of human potential and sense of dignity and self-
worth, and the strengthening of respect for human rights, fundamental
freedoms and human diversity;

b) The development by persons with disabilities of their personality, talents
and creativity, as well as their mental and physical abilities, to their fullest
potential;

c) Enabling persons with disabilities to participate effectively in a free
society.

The HSE's New Directions Report is centred on 12 ‘pillars of support’, one of these
being ‘support for accessing education/ formal learning’. This states that:

People with disabilities have a right to be able to fulfil their potential for
learning and education, and to continue throughout their lives to learn new
skills and gain new knowledge, in line with their own wishes, interests and
abilities. At different ages and stages of their lives, people will want access to
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particular learning and knowledge that is appropriate to them at that life
stage.

In 2016, the HSE published Interim Standards for New Directions, Services and
Supports for Adults with Disabilities, and it is these standards that guide all aspects
of current day service provision in Horizons. Standard 2.9 deals with education, as
follows:

2.9.1. In partnership with other stakeholders where appropriate, service
providers work with community and mainstream educational providers to
widen access for people with disabilities and maximise opportunities for
people to access and participate in mainstream educational programmes.
2.9.2. People are supported to access mainstream education programmes as
a first option.
2.9.3. Where appropriate, people are provided with functional literacy and
numeracy programmes to support:

- independent living

- community inclusion and participation

- making choices and plans
Where possible, these should be provided in integrated educational settings.

Standard 2.10 of the Interim Standards deals with bridging programmes to
vocational training:

2.10.1. Service providers work with mainstream vocational training providers
to jointly develop and provide bridging programmes to vocational training, in
line with people’s personal plans.

2.10.2. The content and duration of bridging programmes to vocational
training are tailored to reflect the needs and abilities of people participating in
the programmes.

2.10.3. People are supported, through carefully designed bridging
programmes, to test, acquire and strengthen their capacity to benefit from
vocational training, in line with the goals in their personal plan.

2.10.4. People take part in work experience as part of bridging programmes,
which informs them about future training and employment choices.
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2.10.5. Service providers support people to plan and access the supports they
need to participate in bridging programmes and ensure that those supports
are put in place.

The Assisted Decision Making (Capacity) Act (2015) became operational on 26%™
April, 2023. The act reforms the law relating to persons who require or may require
assistance in exercising their decision-making capacity. Key reforms include the
establishment of the Decision Support Service (DSS), abolition of wardship, statutory
functional test of capacity, statutory guiding principles, new decision supporters, and
advance healthcare directives.

The reforms and benefits provided in the Act will require changes for all disability
services to ensure successful implementation of these reforms and to adequately
deliver on the intended benefits. All core policies in this manual will be regularly
reviewed to ensure that they are in line with the Act.

183 Education and Training Legislation and Policy Overview

As a disability service provider, Horizons’ legal obligations are primarily focused on
disability legislation requirements. However, as a provider of training and education,
the organisation must also meet its obligations under the Qualifications and Quality
Assurance (Education and Training) Act (2012). The re-engagement process ensured
that Horizons’ quality procedures for education and training are in line with QQl’s
Core Statutory Quality Assurance Guidelines and thus compliant with legislation.
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1.9 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Horizons Financial Statements
Horizons Annual Reports

Horizons Directors Reports

Horizons Policy on Risk Management
Horizons Safety Statement
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2 Documented Approach to Quality Assurance

2.1 Principles of the Quality Assurance System (Education and
Training)

Horizons’ quality assurance procedures for education and training are fully
documented, designed to address the needs of all stakeholders, and embedded into
training and education activities at all levels. The Quality Assurance System
comprises a series of robust, documented policies and procedures, some of which are
designed specifically for the education and training context, and some of which are
organisational policies which are designed for the whole organisation but relevant to
the quality process in the education and training setting.

The Quality System is set out in Horizons’ Quality Assurance Manual for Education
and Training. This manual is a comprehensive document that contains policies,
procedures, guidelines, role descriptions, terms of reference, template forms and an
implementation plan. It is designed to provide learners, tutors and other stakeholders
with information and guidance on how the quality system operates. The Quality
Manual promotes a culture of quality in the delivery of education and training.

The approach to quality assurance for education and training is guided by several
strands, as illustrated below:
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FIGURE 2 OVERVIEW OF THE STRANDS WHICH GUIDE HORIZONS’ QUALITY ASSURANCE OF
EDUCATION AND TRAINING

2.2 QQI Core Statutory Quality Assurance Guidelines

The Quality Manual addresses the main policy areas set out by QQI in the Core
Statutory Quality Assurance Guidelines (2016) document, as follows:

— Governance and Management of Quality

— Documented Approach to Quality Assurance

— Programmes of Education and Training

— Staff Recruitment, Management and Development
— Teaching and Learning

- Assessment of Learners

— Supports for Learners

— Information and Data Management

- Public Information and Communication

— Other Parties Involved in Education and Training

— Self- Evaluation, Monitoring and Review
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Horizons has addressed these policy areas in the context of provision of education
and training in the organisation, and within the scope of provision agreed with QQI.
These eleven policy areas form the basis of the Quality Manual which is set out in

sections corresponding to the above.
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2.3 Horizons Organisational Policies

As an intellectual disability service provider, Horizons provides a comprehensive
range of services to the people it supports. The organisation has a suite of policies,
procedures and guidelines which apply across every level of service provision.
Quality Assurance in Horizons QQI Registered Centres is informed by these policies. In
situations where the organisational policy does not address specific issues that need
to be addressed in the education and training context, an education and training
specific guideline is prepared, approved by the organisation’s policy development
forum, communicated to education and training staff and learners, and implemented
locally.

In addition to these organisational policies, a series of policies that are specific to
education and training has been developed for the Quality Manual. These policies
have been developed by the Quality Assurance (Education and Training) team, and
approved by both the Policy Development Forum and the QQI Governance
Committee. They will be implemented in all current and future Horizons QQI
Registered Centres

Policies that have been developed specifically for education and training are
published in their entirety in the Quality Manual, which is available on Horizons’
website. Organisational policies are referenced in the manual, with links provided to
the relevant policy. Local guidelines on organisational policies are published in their
entirety in the Quality Manual.
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2.4 New Directions Interim Standards
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FIGURE 3 THEMES IN THE INTERIM STANDARDS FOR NEW DIRECTIONS, SERVICES AND SUPPORTS
FOR ADULTS WITH DISABILITIES (HSE, 2015)

All day services are guided by the Interim Standards for New Directions Services and
Supports for Adults with Disabilities. Horizons uses the HSE’s Evaluation, Action and
Service Improvement (EASI) tool for self-evaluation purposes. The EASI tool is a
fundamental part of the continuous quality improvement process for all aspects of
day service provision. In the context of Horizons QQI Registered Centres, the EASI tool
is utilised in conjunction with the QQI Quality Manual, and it is the responsibility of
the Training Centres Manager and the Quality Assurance (Education and Training
Team). The two processes are not currently integrated, however opportunities to
integrate both systems into a single quality process will be examined in the future.

2.5 HSE National Policy

As an HSE funded organisation, Horizons commits to the implementation of the
following HSE National Policies:

— HSE Incident Management Framework (2018)
— HSE Dignity at Work Policy (2009)

— Open Disclosure National Guidelines (2013)
— HSE Trust in Care (2005)
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— A Vision for Change- Report of the Expert Group on Mental Health Policy
(20106)
— HSE Safeguarding Vulnerable Persons at Risk of Abuse (2014)

Horizons has prepared statements on these policies, and compliance is audited in
Horizons QQI Registered Centres as part of the Annual Quality Review.

2.6 Context Specific Quality Roles and Terms of Reference

In an organisation that provides a comprehensive range of services and supports, the
approach to the quality assurance process is complex: within the organisation,
residential services are subject to HIQA oversight, day services are subject to New
Directions oversight, and education and training services are subject to QQl oversight.
Additionally, many staff are bound by their own professional standards, regulatory
boards and ethics codes.

The Quality Manual sets out roles and detailed terms of reference that relate
specifically to the quality assurance of education and training within the organisation.
All quality processes that relate directly to the provision of education and training are
governed by the Education and Training Governance Committee.
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2.7 Research, Evaluation, Monitoring and Review
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FIGURE 4 PUBLICATION, IMPLEMENTATION, MONITORING, REVIEW AND REVISION PROCESS FOR
QUALITY ASSURANCE

The Quality Manualis a live, version-controlled document which is formally reviewed
on an annual basis by the Quality Assurance for Education and Training Team.
Horizons Organisational Policies have a specified review date and a named reviewer.
Education and Training policies are reviewed on an annual basis as part of the Annual
Review of Quality, which is informed by the ongoing monitoring procedures
(involving tutor self-evaluation, learner feedback, internal audit and external
authentication), described in Section 11 below. The Education and Training
Governance Committee approves any changes to the manual following the quality
review, for example:

- Amending ineffective procedures

- Removing out-of-date or superfluous policies

- Ensuring that documentation meets current QQI guidelines

- Ensuring that any relevant new Horizons or HSE Policies are addressed
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- Ensuring that policies and procedures are amended in response to any change
in circumstances in Horizons QQIl Registered Centres
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2.8 Communication and Implementation of the Quality
Assurance Manual

Horizons’ quality assurance of education and training is designed to engage all
stakeholders and to be embedded into all activities. Communicating the processes to
the relevant people is crucial to this. Arrangements for disseminating QA information
to the public, teaching staff and learners are as follows:

Provision of Information to the Public

The Quality Manual and the Annual Review of Quality Report are published on the

organisation’s website www.horizonscork.ie

Provision of Information to Staff

The Quality Manual and all organisational policies are available to Horizons staff on
Work Vivo, the Employee Communications App.

Each tutor receives a copy of the Horizons QQI Registered Centres Tutor Handbook
at induction. The Training Centres Manager will ensure that the new tutor is familiar
with its contents, and with the contents of the Quality Manual. The handbook
contains a summary of all QA processes and it directs the tutor to the relevant section
of the Quality Manual for further information.

The Training Centres Manager is responsible for preparing and disseminating a
Quality Assurance Implementation Plan on an annual basis. This plan is set out at the
beginning of the academic year, and monitored on an ongoing basis by the Quality
Assurance (Education and Training) team. There are 6 staff training days during the
course of the academic year. Staff training needs that have been identified in the
Annual Review of Quality are addressed during these training days.

Provision of Information to Learners

The sections of the Quality Manual which are most relevant to learners are available
in easy-read format in the Horizons QQI Registered Centres Learner Handbook.
Learners receive a copy of the handbook at induction, along with an introductory
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training session on the contents. If a learner requires further support with accessing
and understanding the information, their keyworker is available for that purpose.

2.9 Quality Process Overview

~Complaints/
R
-Representation/ Self-
Advocacy
Board of Directors
CEO/CO0 : Tutor
-Self Evaluation
-Feedback
-Community of Practice
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-Representation
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FIGURE 5 OVERVIEW OF THE QUALITY ASSURANCE PROCESS: SUMMARY OF ROLES IN THE
ORGANISATION

Section 1 of the Quality Manual sets out detailed roles and terms of reference for QA
roles and committees. The above overview illustrates the holistic nature of the QA
process: quality assurance is embedded across the whole community of learners,
tutors, local managers and quality teams, senior management and the academic
governance committee. The process is owned by each member of the teaching and
learning community. Associated policies and procedures are translated into practice
through a defined set of processes which every staff member and learner has a
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responsibility to follow. Monitoring, evaluation and review procedures are in place to
ensure continuous improvement.

2.10 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Horizons Policy on Policies (2017)

QQI Core Statutory Quality Assurance Guidelines
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3 Programmes of Education and Training

3.1 Core Policy 1: Programme Development and Approval

Policy Document
Core Policy 1: Horizons Policy on Programme Development and Approval

Statement

Horizons is committed to developing and providing the highest standard of
programmes in its QQI Registered Centres. There is a commitment to ensuring that
national standards are met, that all aspects of the programme (teaching,
assessment, access/ transfer/ progression, supports and resources) are considered
at the design stage, and that programmes are monitored on an ongoing basis to
ensure continuous improvement of quality. All new programmes of education and
training that lead to awards on the National Framework of Qualifications are
subject to a statutory validation process by QQI (Quality and Qualifications
Ireland).

Purpose

The purpose of this policy is to outline the policy and procedures to be followed
for programme development, approval and validation. It will ensure that the QQI
certified programmes of education and training which are delivered by Horizons
are developed consistently and in accordance with the requirements set out QQl’s
Policies and Criteria for the Validation of Programmes of Education and Training
(2017) document.

Scope
This policy applies to QQI certified programmes of education and training in all

current and future Horizons QQIl Registered Centres.

Terms and Definitions

Term Definition
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Programme A process by which a learner acquires knowledge, skill
or competence

Programme A regulatory process that determines whether or not a

\Validation particular QQI award can be offered in respect of a
provider’s programme of education and training

Programme The process of designing a new programme, to include

Development design, consultation, evaluation and approval

QQI Quality and Qualifications Ireland

NFQ National This is a 10-level system wused to describe

Framework of qualifications in the Irish education and training system.

Qualifications

CAS Common|This is an evolving system of awards made by QQI for|
Awards System NFQ Levels 1-6. There are 4 main award classes,
major, minor, supplemental and special purpose

awards.

Legislation/ Standards/ Related Policies

Policies and Criteria for the Validation of Programmes of Education and Training
(Quality and Qualifications Ireland, 2017)

Core Statutory Quality Assurance Guidelines (Quality and Qualifications Ireland,
2016)

Education and Training Act, 2012

Teaching and Learning Policy (Horizons, 2022)

Assessment Policy (Horizons, 2022)

Educational Partnerships and Collaborations Policy (Horizons, 2022)

Learner Supports Policy (Horizons, 2022)

Monitoring, Evaluation and Review Policy (Horizons, 2022)

Selection, Monitoring and Support of Workplace Provision in QQI Registered
Centres (Horizons, 2022)
Reasonable Accommodations in Assessment Policy (Horizons, 2022)

Horizons Policy on Admissions, Transitions and Discharge (2020)
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Roles and Responsibilities

eProgramme Proposer
eTraining Centres Manager, QAET, Learner Representative Group

N
eProgramme Proposer
Z=dleas e Training Centres Manager, QAET
Study
~
eProgramme Development Group: may include Learner Representative Group/ QAET/ Tutor(s), Training
Scuey  Centres Manager, Subject Matter Expert

Development )

eEducation and Training Governance Committee
eExecutive Team, Chief Operations Officer, Chief Executive Officer
Programme .
Izl *Independent Subject Matter Expert )

*Quality and Qualifications Ireland (QQl)

Validation by
Qal )

FIGURE 6 OVERVIEW OF ROLES AND RESPONSIBILITIES AT EACH STAGE OF THE VALIDATION
PROCESS

Chief Operations Officer/ Executive Team
— Approve funding and resources for new programmes
— Initial approval of programme proposal at programme development stage
— Corporate Approval of final validation submission to QQI

Education and Training Governance Committee

— Evaluate initial feasibility study and determine whether it should proceed
to the programme development phase.

— Appoint members of Programme Development Group

— Oversee the application of Horizons’ QA procedures at proposal and
development stages

— Deal with issues, concerns and requirements relating to any/ all stages of
programme development
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— Academic approval of final validation submission to QQI

Quality Assurance for Education and Training Team

— Support initial proposer to prepare a feasibility study

— In conjunction with Training Centres Manager, consider whether to forward
initial proposal for feasibility study

— Assist as required during programme development phase, liaising with
counterparts in collaborating organisation.

— Ensure that Horizons’ QA procedures are followed during programme
development phase, with particular regard to reasonable accommodations
for learners and learning supports.

Training Centres Manager
— Receive initial programme idea from proposer and, in conjunction with the
Quality Assurance for Education and Training Team, consider whether to
forward to the Education and Training Governance team to progress to a
feasibility study
— Support (or be a member of) the Programme Development Group)
— Ensure learner representative in PDG is supported to participate

Programme Development Group
— Take the initial new programme proposal from initial feasibility study to
completion of programme development phase

Tutors
— Adhere to the process set out in this policy and all other policies related to
education and training when contributing to programme development
phase

Learner Representative Group
— Attend feedback and evaluation sessions
— Participate in focus groups or pilot sessions if required during planning/
programme development processes
— Elect representatives to membership of Programme Development Group
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Stage 1
Initial
Proposal

Stage 2

Feasibility
Study

Stage 1: Initial Proposal

Stage 3

Programme
Development
Phase

learner advocacy group

as a result of the New Directions self-evaluation process
as a result of the findings of the Annual Review of Quality
as a result of a request for collaboration with another provider

Stage 4

Programme
Approval
Phase

FIGURE 7 PROGRAMME DEVELOPMENT AND VALIDATION PROCESS OVERVIEW

- ldeas for the development of a new programme may emerge from a range
of sources within Horizons, for example;
individual tutor or group of tutors

employer surveys or stakeholder feedback

research in relation to emerging needs of learners with intellectual

disability

new or impending legislation or regulations
Changes to other providers level of provision

- Proposers should complete the Initial Proposal for New Programmes
Template (see below) and submit to the Training Centres Manager and the
Quality Assurance for Education and Training Team

- The Training Centres Manager, Quality Assurance for Education Team and
the Learner Representative Group will consider the proposal and decide
whether the proposal should move forward to Stage 2 of the validation
process. This group may consult with individual tutors, the Education and

Stage 5
Validation by

Qal
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Training Governance Committee or other relevant stakeholders at this
stage.

Stage 2: Feasibility Study
- If aninitial proposal is accepted, a feasibility study is commissioned by the
Training Centres Manager. This study is carried out by the initial proposer,
with support from the Training Centres Manager and the Quality Assurance
for Education and Training Team. Using the Feasibility Study Template,
the study presents the following information:
e The rationale for the development of the programme
e Consistency with Horizons’ Strategic Plan
e Delivery mode and locations
e Financial viability including any resource implications (human and
physical)
e Programme development costs
e Potential partnerships/collaborations or involvement of third parties
e Facilities and support services required
e Proposed programme structure
e Curriculum content including proposed teaching, learning and assessment
strategies
e Learner support requirements
e Teaching expertise required/available

The completed template is submitted to the Education and Training Governance
Team, together with an indicative timetable for development. The Governance
Committee will consider the proposal and decide to either:
— Approve the feasibility study to progress to programme development
phase
— Refer it back to the proposer seeking further information/ amendments
— Decline to approve it

Stage 3: Programme Development Phase
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Following approval from the Education and Training Governance Committee, a
Programme Development Group (PDG) will be appointed by the Education and
Training Governance Committee. Membership of this group may include:

— Training Centres Manager

— Representative from the Quality Assurance for Education and Training
Team

— Tutor(s)

— Representative(s) from the Learner Representative Group

— External subject matter expert/ employer

During this phase, the PDG will further develop the proposal using the
appropriate QQIl template and guidelines:

Descriptor for FET Programme leading to a CAS Major, Special Purpose or
Supplemental Award

Guidelines for Completing the CAS Compound Programme Descriptor Template
Descriptor for FET Minor Programme (leading to one or more CAS components)
Guidelines for Completing the CAS Minor Programme Descriptor Template

FET Awards Standards (Core Competencies)

The proposal will include refined programme learning outcomes (MIPLOs),
curriculum structure with module learning outcomes (MIMLOs) and teaching and
learning and assessment strategy.

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

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

The PDG should consult with other providers of education and training during this
phase, to establish transfer options and progression routes for learners.

The draft programme proposal is forwarded to the Education and Training
Governance Committee for academic approval, and to the Executive Team for
outline funding approval. Following approval from both of these bodies, the draft

programme proposal is forwarded to the Chief Operations Officer for
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consideration. The COO may consult with the Chief Executive and the Board of
Directors at this point.

Stage 4: Programme Approval Phase

If the Chief Operations Officer approves the proposal at this point, a report will be
commissioned from an external independent Subject Matter Expert (SME) with a
background in intellectual disability training. This person will examine the
proposal draft programme document and complete a report.

The SME’s completed report will be sent to the Programme Development Group
for its consideration and appropriate amendments to the programme will be made
by that group, in accordance with the recommendation in the report. A document
showing how the SME’s recommendations have been addressed will also be
prepared and together with the SME’s report, included as an appendix to the
programme document.

The PDG will also refine the indicative costs estimated in the earlier stage of
development, if necessary.

The following documentation will be forwarded to the Education and Training
Governance Committee for final consideration and approval:

— Final revision of programme document
— Report from the SME and the response of the PDG to this
— Final cost estimates

Following approval by the Education and Training Governance Committee, the
complete proposal, including all documentation, together with that body’s
recommendation that it be forwarded to QQI seeking validation, will be sent to
the Chief Executive Officer for decision. Having reviewed the proposal, the COO
will decide whether to send the proposal to QQIl seeking validation. If this decision
is positive, all required documentation will be sent to QQI, following which QQl's
validation processes will be initiated.

Stage 5: Validation by QQI and Commencement of Programme

In respect of the validation application, QQI will either

— Validate the programme subject to conditions
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— Validate the programme or a stand-alone part of it that is a programme,
subject to conditions including special conditions
— Refuse validation of the programme
If the validation application is refused, Horizons may appeal, using QQl’'s appeals
process. If the programme is validated a commencement date for delivery will be
authorised by the Chief Operations Officer.
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Stage 1

Initial
Proposal

Stage 3

Programme
Development

Submit .
Proposal to Submit
TC Manager Programme
Proposal to
ETGC
Not approved Approved
Not Approved

Rationale for
refusal
returned to
proposer

TC Manager
commissions
feasibility
study

Stage 2

Feasibility
Study

S

Not
approved

Rationale for
refusal
returned to
TC Manager

Submit
Feasibility
tudy to ETGC

Approved

ETGC
appoints
Programme
Development

approved

L

Return to
PDG for
amendments

Stage 4

Programme
Approval

Submit
Proposal to
(e(e]e}

Not Approved
approved

Return to
PDG for
amendments

v

Commission

SME report

J

-

~

mul|

Group PDG amends proposal following
recommendations of SME Report

Final Proposal approved by ETGC,
Executive Team and CEO

Final Proposal submitted to

Flow Chart: Programme Validation Process Summary
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Guiding Principles for Consideration when Developing Programmes for
Validation

— Horizons strives to develop and deliver programmes that are designed to
meet the specific needs of learners with intellectual disability.

— The programme development process will be carried out using this policy,
and QQl's Policies and Criteria for the Validation of Programmes of
Education and Training as guiding documents.

— The steps in the programme development process are designed to
reinforce the separation of functions between the Executive Team
(responsible for corporate affairs) and the Education and Training
Governance Committee (responsible for academic decision making) while
also demonstrating the required interaction between them.

— Programmes will be developed to ensure that successful learners will
achieve the standard expected at the designated level. This will be
measured in achievement of stated minimum intended programme
Learning Outcomes (LOs) appropriate to the level.

— Assessment instruments will be appropriate to NFQ Level of the proposed
programme.

— Assessment instruments that are developed for a programme will be
constructively aligned to the Learning Outcomes.

— Assessment procedures will be fair, transparent, reliable and consistent
across the programme.

— Selection of appropriate learner evidence will be outlined in the programme
validation documentation.

— All programmes developed by Horizons in line with this policy, will be
placed on the NFQ.

— All programmes are developed for validation in accordance with the quality
assurance procedures outlined in Horizons’ Quality Assurance Manual for
Education and Training.

— Programmes leading to Common Award System awards will be developed
using QQI's CAS Compound Programme Template and Guidelines.
Programmes leading to non-Common Award System awards will be
developed in accordance with QQl's non-CAS Compound Programme
Descriptor Template and Guidelines.

— Programmes will be designed to ensure that the national policy on Access
Transfer and Progression is adhered to and that there are progression
routes within Horizons or, alternatively, that arrangements can be made for
such routes with Cork ETB or other institutions and programmes.
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— If a programme is being developed on a partnership or collaborative basis
with another provider, Horizons’ Policy on Educational Partnerships and
Collaborations should be followed.

— Validated Programmes will be delivered and supported by appropriately
qualified staff as outlined in Section 4 of Horizons’ Quality Manual for
Education and Training.

— Monitoring, Evaluation and Review arrangements for new programmes will
be carried out as described in Section 11 of the Quality Manual for
Education and Training.

— In general, all programmes developed will be in line with Horizons’
Strategic Plan, in place at the time of development, and with New
Directions Interim Standards

— QQIl validated programmes are generally subject to a duration of enrolment
condition (typically 5 years) and will be reviewed and revalidated by QQ],
if appropriate.

Communication, Dissemination and Implementation of this Policy

This policy will be communicated to QQI Registered Centres staff during QQI
training days. It will be communicated to learners who participate in focus groups
or act as learner representatives in easy read format.

The policy will be available in the Quality Manual for Education and Training and
on Horizons’ website. The policy will be used as the principle guiding document
for the programme development process and thus will be implemented during the
course of this process.

Monitoring, Audit and Review

As a core policy in the Quality Manual for Education and Training, this policy will
be monitored, audited and reviewed by the Quality Assurance for Education and
Training team, using the schedule set out in Section 11 of the Quality Manual for
Education and Training.
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Template 1 Initial Proposal for New Programmes Template

Programme Award | NFQ Proposed Proposed Duration Entry
Title Class | Level No. of of Programme Requirement
Learners

Brief Synopsis of Programme

Rationale for Programme (include evidence of training need)

Physical Resources Needed to implement the Programme

Staffing Resources Needed to Implement the Programme

Proposer Signature
Date

Please return this form to the Training Centres Manager
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Template 2: Feasibility Study Template

Programme Title

Award
Class

NFQ
Level

Proposed
No. of
Learners

Proposed
Duration

Entry
Requirements

Rationale for development of programme

Programme Aims and Objectives

Programme Structure

Delivery Mode and location

Quality Assurance Manual for Education and Training
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Learner Support Requirements

Details of any proposed Partnerships/ Collaborations or other third parties

Overview of Resources

Physical Resources

Staff Resources

Equipment

Programme
Development Costs
Estimated Overall
Cost (excluding
staff costs)

Access, Transfer and Progression details

3.2 Learner Admission, Progression and Recognition

*Please note that as a HSE Service Provider, Horizons provides services for persons with
intellectual disability and/ or autism. The HSE funds Horizons’ Rehabilitative Training
Services, and all learner admissions are processed through a HSE referral system. Learner
Admissions are thus aligned with Horizons’ Admissions, and Discharge Policy, as set out
below. Arrangements for learner progression and learner recognition are not aligned with
the above policy: these arrangements are described below.
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Admissions

As an HSE funded disability service provider, Horizons provides services for persons
with intellectual disability and/ or autism in Cork City and County. Requests for
admission to services (including Rehabilitative Training) are accepted from many
sources including:

Individuals with intellectual disability and/ or autism (and their decision-making
assistants/ co-decision makers/ decision-making representatives if applicable)
Parents, Guardians, or designated representative; and/or health professionals and
other agencies

General Practitioners, Area Medical Officers, Medical Consultants, Public Health
Nurses

Teachers

The Admissions, Transitions and Discharges forum co-ordinates admissions,
transitions and discharges throughout adult services. Horizons’ Policy on Admissions,
Transitions and Discharges sets out the processes involved.

Applications for admission to Rehabilitative Training Centres are processed through
a HSE referral system.

There is an internal referral system for school leavers who have attended Horizons
schools and an external referral system for all other applicants. Both processes are
begun by the HSE's profiling process, where an HSE representative meets the school
leaver and their family representatives to determine the types of supports the person
may need.

Following this process, the HSE will refer a list of potential applicants for
Rehabilitative Training. Horizons is funded by the HSE to provide a total of 80
Rehabilitative Training places. These places are allocated according to suitability for
training, which is determined for internal applicants through a transition programme
(where potential learners visit the training centres on a regular basis throughout their
last year of school), family interviews and the formal Leaver’'s Conference. For
external applicants who have not attended a Horizons school, suitability is
determined by a series of meetings with the potential learner and their family
representatives, informal assessments, the HSE profiling process and communication
with the person’s school. The Training Centres Manager has responsibility for co-
ordinating the admissions process for both internal and external applicants.

Once the learner’'s needs have been assessed using the above process, Horizons
applies to the HSE for funding. When funding is in place, the applicant is offered a
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place on one of the training programmes. When a learner accepts an offer of a place
in a Rehabilitative Training Centre, there is an induction/ programme sampling period,
after which they can elect to participate in any of the QQI certified training
programmes provided in the centre through the Individual Training Plan process (see
Section 5 for further details).

Learner Progression

Upon commencement of the training programme, all learners take partin a 10- week
induction and sampling period, where they are introduced to all aspects of training,
and sample each area of training.

Following this period, a training needs analysis is completed with each learner. The
learner decides which modules to study, and learning goals are set. This process is
documented in the Individual Training Plan (see Section 5, Subsection 5.1 Horizons
Policy on Teaching and Learning, P. 77 for further information on Individual Training
Plans).

Programmes in the Training Centres are designed to facilitate learner progression
within the training centre during the duration of the three-year placement, and to
facilitate other progression routes to programmes at a higher level on the NFQ
through the Education and Training Boards or other institutions on completion of
training. The Individual Training Plan Process supports this: each learner is supported
to progress to new learning goals throughout the training period.

Learner Progression guidelines are available in easy-to-read format in the Learner
Handbook.

Learner Recognition

No arrangements in are currently in place for recognition of prior non-certified
learning. Learners are school-leavers, aged 18-21, and registering for modules at
levels 1-3, RPL has not been applicable to date. If Horizons applies for increased
scope of provision or for validation of a new programme at a future time, RPL

arrangements will be put in place, if relevant.
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3.3 Programme Monitoring and Review

Arrangements for the evaluation, monitoring and review of all QQIl programmes are
set out in Horizons’ Policy on Monitoring, Evaluation and Review, set out in Section
11 below.

3.4 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Horizons Policy on Admissions, Transitions and Discharge

QQI Core Statutory Quality Assurance Guidelines

QQI Policies and Ciriteria for the Validation of Programmes of Education
and Training
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4 Staff Recruitment, Management and Development

4.1 Staff Recruitment

It is the policy of Horizons to recruit and retain staff of the highest calibre with the
qualifications and experience necessary to provide an efficient and effective service
to the people the organisation supports. This is achieved through the application of a
detailed and transparent recruitment procedure and through the application of all
relevant employment legislation. The short-listing, interview and recruitment
process follows best practice in relation to equal opportunities. Selection for
appointment is based on merit. Horizons’ Recruitment Policy outlines the relevant
steps in the recruitment process and assigns individual responsibilities for each of
these steps.

The Training Centres Manager and the Education and Training Governance
Committee work with the Human Resource division to prepare person specifications
and job specifications for vacant posts in Horizons QQIl Registered Centres. QQI
Registered Centres training staff are generally recruited as Senior Supervisor/
Instructors. This is a multi-faceted role, which is reflected in the person specification:
in addition to the training aspect of the role, senior supervisors act as keyworkers and
community support workers for learners. The role requires a knowledge of disability
standards and legislation as well as a background in education and training, and
experience in working with individuals with intellectual disability and/or autism. From
2022, all staff who deliver certified programmes of education and training are
required to have a relevant third level qualification and ‘Train the Trainer
qualification (or a commitment to attaining a training qualification).

The commencement of the National Vetting Bureau (Children and Vulnerable
Persons) Act 2012 introduced a legislative basis for the vetting of persons who
undertake certain work or activities relating to children or vulnerable adults. Under
this act, all employees of Horizons are required to obtain a Garda Vetting Disclosure
from the National Vetting Bureau Office.

4.2 Staff Communication

A robust framework for staff communication is essential when working with
individuals with higher support needs. The process for collecting, collating and using
the views of staff are set out in Section 11 below.
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The Training Centres Manager develops an annual calendar for staff training events,
which are a forum for disseminating information related to education and training.
All new Horizons employees attend a three-day induction. Training Centre staff have
a further induction in the training centre setting. The tutor handbook is the primary
resource for tutors, and new staff are provided with this manual and the Quality
Assurance manual at this induction.

Horizons uses Work Vivo as the principal platform for staff communication across the
organisation.

4.3 Staff Development

Training and Development

Horizons is committed to the development and training of each member of staff,
which will equip them with the necessary skills and knowledge to provide the best
possible quality service and supports to the people supported by the organisation.
The organisation’s Staff Training and Development Policy sets out organisational
policy and procedures for accessing training and professional development
opportunities, and sets out the organisation’s mandatory training courses.

Horizons encourages and supports scholarly activity, and provides guidelines and
support to staff members engaged in research activities.

Managing Performance

Horizons has a documented Performance Management System which applies to all
staff. This is set out in the guideline document Performance Management System:
Guidelines for Managers.

The performance management system in Horizons QQI Registered Centres links to
the monitoring, evaluation and review procedures set outin Section 11 below. Italso
provides a formal forum for identifying staff training needs, and establishing goals

and competencies.
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4.4 Sample Job/ Person Specification for Senior Super (Training
Centres) Role

INTERNAL STAFF ADVERT

Senior Supervisor/ Instructors — Training Centres

Horizons Community Supports are recruiting support staff (Senior
Supervisor/Instructor). The positions are currently available in Training Centres. The
ethos that underpins the supports we provide is one which enables individuals to
learn, grow and actively participate in their learning and their community. Training
programmes encourage students to meaningfully engage and develop their
independence while also aiming to enable learners to commit to being active in their
own decision making and prepare themselves for a life of their choosing.

The following are qualities and qualifications required:

— A Relevant third level qualification is essential

— Qualification in /interest in attaining a qualification in ‘Train the Trainer’ and/or
experience in delivering further education and training programmes

— Full Driver’s Licence desirable

— Experience working with people with intellectual disabilities and/or autism

— Person centred in approach

— Community based support experience

— Familiarity with relevant policies on further education and training as well as
day services

— Ability to develop and implement person centred programmes

— Good communication and people skills

— Initiative, flexibility and enthusiasm

— Excellent organisational and planning skills

— Confidentiality and a focus on dignity when providing care

— Excellent team working skills and the ability to motivate others

— Ability to co-ordinate timetables, activities and plans based on the needs of
the people we support

4.5 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:
Tutor Handbook
Horizons Recruitment Policy and Procedures (2018)
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Horizons Garda Vetting Policy (2019)
Horizons Performance Management System Guideline (2018)
Horizons Staff Training and Development Policy (2019)
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5 Teaching and Learning

5.1 Core Policy 2: Teaching and Learning

Policy Document
Core Policy 2: Horizons Policy on Teaching and Learning

Statement

It is the policy of Horizons to ensure that all teaching and learning within the
organisation is in line with its values, vision and mission as well as the standards
set out by QQI Statutory Core Quality Guidelines and the service level agreement
(Training Programme Specification) with the HSE.

Horizons’ teaching and learning strategy is grounded in social practice and is
learner centred. Teaching and learning is structured to improve and facilitate a
learner to develop their personal agency, independence and inclusion into society
while also preparing them for progression and transfer to onward opportunities
in lifelong learning, further education and training and/or employment.

Horizons provides education and training that is:

— Centre based
— Employer based
— Community based

Horizons ensures that learners have access to the following services and supports
as the need arises:

— Centre Manager

— Qualified tutors

— Subject matter experts

— Positive Behaviour Support Team
— Psychology

— Occupational Therapy

— Physiotherapy

— Speech and Language
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— Key Worker
— Advocacy

Purpose

The purpose of this document is to outline Horizons’ policy on teaching and
learning and to state the essential principles underpinning high quality training
and education programmes that are provided to learners.

Horizons will encourage critical reflection and continuous professional
development for both learners and staff.

Scope

This policy applies to all staff members involved in the delivery of programmes of
education and training in all current and future Horizons QQI Registered Centres.

Definitions

Tutor: a person charged with the instruction and guidance of another
Learning: knowledge or skill acquired by instruction or study

General Provisions/ Procedure
Horizons will ensure that:
Teaching

— Tutors are suitably qualified, have subject matter expertise and are
experienced to carry out the role of tutor

— The programme is developed and approved in line with Horizons’ Strategic
Plan, Values and Vision

— The programme is developed and approved in line with Horizons’ Training
Programme Specification agreement with the HSE.

— The content of each programme is delivered according to the component
specification, module descriptor and tutor folder which has been quality
approved by the Quality Assurance Team

— The learning environment respects and attends to the diverse needs of the
learners, enabling flexible learning paths and flexible delivery modes
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— There is a person-centred approach to teaching and learning that identifies
the individual needs of learners through initial assessment and through
developing an action plan within the Individual Training Plan process

— Tutors and staff encourage a sense of autonomy, guidance and support for
the learner and empower learners to take responsibility for their own
learning

— The learning environment takes an inclusive approach to teaching and
learning

— Training facilities, equipment, and premises are maintained and checked
regularly

— Delivery and assessment of programmes is quality assured at all times

— Staff receive appropriate training and continuous professional
development

Learning

— The quality of the learning experience is monitored and evaluated on an
ongoing basis in order to promote a high-quality learning experience

— Learners receive all information about the programme and the awards on
offer

— Learner feedback will be sought at the midpoint and end of a
programme/module

— Access, transfer and progression options are available to learners

— There are procedures in place to manage learner complaints and learner
appeals

Roles and Responsibilities
Executive Team
— Ensure that training facilities, equipment, and premises are maintained and
checked regularly
— Provide suitable premises, resources, equipment, technology and access to

internet to ensure that programmes can be delivered responsively and
flexibly

Education and Training Governance Committee
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— Ensure that the programme and modules developed are in line with
Horizons’ Values and Mission and QQIl Standards for Programme
Development

— In conjunction with the Personnel department, develop a job and person
specification for tutors delivering programmes in Horizons QQI Registered
Centres

— Ensure that tutors are suitably qualified, have sufficient expertise and
experience to fulfil their role

Quality Assurance for Education and Training Team

— Monitor and evaluate learner feedback
— Ensure that standards of teaching, learning and assessment are
maintained, monitored and quality assured

Training Centres Manager

— Publish a timetable for learners and tutors

— Ensure that Training Plan procedures are monitored

— Ensure that the learning environment respects and attends to the diverse
needs of the learners, enabling flexible learning paths and flexible delivery
modes

— Ensure that the induction process for learners is appropriate and fit for
purpose

— Maintain and monitor the systems of quality assurance

— Communicate quality assurance systems and practices to tutors and
relevant stakeholders

Tutors

— Maintain professional relationships, behaviours and boundaries with
colleagues and learners

— Maintain professional standards in relation to programme/module delivery
and assessment

— Maintain personal professional expertise and skills in their subject area
through professional development

— Develop and continuously review the curriculum of module/s delivered to
include: module descriptor, content, scheme of work, assignment briefs and
evaluation
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— Develop lesson plans and maintain record of same

— Deliver programmes to a high standard that is in line with current best
practice

— Carry out assessment of learners that is fair, transparent, reliable and
consistent

— Maintain records of learner assessments

— Provide timely informal and formal feedback to learners as appropriate

— Evaluate the learner experience through formal and informal feedback
processes

— Be familiar with all policies and procedures in relation to programme
delivery and assessment

— Communicate information on all aspects of the programme to learners

— Maintain confidentiality as appropriate

Learners

— Maintain good attendance

— Complete course work assigned by the tutor

— Become independent learners with the support of their tutor

— Learn to take responsibility for their own learning with the support of the
tutor

— Participate in the process of programme/module evaluation

— Avail of non-accredited opportunities offered to develop other skills

— Adhere to learner codes of conduct

The Individual Training Plan

Horizons supports an individualised approach to training which is based on the
use of Individual Training Plans. Incoming learners initially sample all
programmes for a period of 10 weeks following their start date. During this
sampling period, a training needs analysis is completed for each learner

Following this sampling period, an Individual Training Plan is created for each
learner. The learner’s keyworker meets with the student to discuss the plan and
to obtain the student’s input. The Individual Training Plan sets out SMART goals
for the learner, under each of the learning domains, in order to monitor the
individual's progress
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Individual Training Plan progress meetings, attended by all staff members,
ensure that the Individual Training Plans are monitored and updated. Individual
strengths, preferences and areas which require support are discussed, and
recommendations are noted on a Progress Report. This recording includes
progress since previous ITP meeting, short term plans and goals, and specific
recommendations or referrals. Following this meeting, changes are made to the
learner’s Individual Training Plan to reflect the recommendations of the meeting
and the wishes of the learner and their families.

ITP meetings take place twice yearly for all learners.
Learners and their natural supports are invited to attend individual meetings

with the Centre Manager and the learner’s keyworker annually.

5.2 Guideline for Obtaining Learner Feedback

Horizons Guideline for obtaining learner feedback

Statement

It is the policy of Horizons to monitor and evaluate the learner experience during and
after a module/programme. This is to ensure the effectiveness of teaching and
learning strategies and that supports provided to learners are relevant, sufficient and
appropriate. It is also a mechanism by which to identify learners at risk of non-
completion of a module/programme.

Learner feedback is both formal and informal. This document will outline the
procedure for obtaining formal learning feedback. To gather informal feedback
please refer to the tutor handbook.

Purpose

The purpose of this document is to outline the procedure for obtaining formal learner
feedback which will be used to systematically monitor and evaluate the learner
experience of the programme. It will also inform planning and decision making for
subsequent programmes being developed and delivered in the future.
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Scope
This guideline applies to all staff members involved in the delivery of programmes of
education and training in all current or future Horizons QQI Registered Centres.

Procedure for formal feedback — Survey/Questionnaire

— Formal feedback is to be sought at the midpoint and at the end of a
programme/module

— Communicate to learners what the form is and the rationale for completing it

— Allow sufficient time for learners to complete the form

— The feedback is anonymous, and learners should not include any personal
information on the form

— Learners with additional needs should be supported in an appropriate manner
to complete the form

— Feedback should be the learner’s own feedback and tutors should refrain from
leading questions and/or answering for the learner

— On completion of feedback return completed forms to the centre manager

— Learner feedback is disseminated by the centre manager and the Quality
Assurance Committee and a time focused action plan is developed and
implemented

Documentation

Learner Feedback Form (also available in easy-to-read format)

Planmi
lanning Yes No | Don’t Know

My tutor had a lesson
plan

My tutor had everything ready at the
start of each lesson

My tutor understood what they werg
teaching
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Deliver

very Yes No | Don’t Know
| was told what | was going to learn in
class
| could understand the work that was
given to me
| could understand what my tutor was
teaching me
The activities we did in class helped me
to learn
My tutor helped me to understand in
different ways
My tutor answered my questions
| had enough time to learn
Content

Yes No | Don’t Know
We covered useful material during the
module
| will be able to use what | learned in reall
life
| found the content interesting
| was given a choice in how | wanted to
learn
Assessment Yes No | Don’t Know
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My tutor gave me an assignment brief
for the work | needed to do for my
portfolio

| was able to understand the assignment
brief

| was given a choice of how | wanted to
be assessed

Would you like to say anything else?
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5.3 Guideline for Learning Environments

Horizons as a QQI accredited provider of education and training programmes must
ensure that the teaching and learning environment is suitable to the needs of the
learner and that of the programmes being provided. This includes:

— Built environment

— Accessibility

— Fittings and Furniture

— Fire Safety

— Decoration

— Flooring

— Health and Safety

— Storage

— Technology

— Learning equipment

— Appropriate access to learning resources and equipment

— Appropriate off-site learning environments (employer based, community
based)

Roles and Responsibilities

Board of Directors
— Oversight of resource provision (IT services, physical environment, etc)
— Financial oversight of resource provision

Education and Training Governance Committee
— Provide oversight on the adequacy of resources (as listed above) to ensure
the effective delivery of programmes being provided to learners

Quality Assurance Team for Education and Training
— Complete audit of Learning Environment as part of the Annual Review of

Quality
Executive Team/ Facilities Manager
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Ensure that the built environment is compliant with health and safety
standards as per Horizons Safety Statement
Ensure that the built environment meets the learning needs of the learners
and the programmes being delivered

Training Centres Manager

Ensure that the built environment is compliant with health and safety
standards as per Horizons Safety Statement

Ensure that the built environment meets the learning needs of the learners
and the programmes being delivered

Ensure that appropriate learning resources are provided to tutors for the
effective delivery of programmes

Ensure that learning resources/materials, IT equipment and systems are
maintained and audited

Ensure that there is sufficient furniture to meet the needs of the learners and
the programmes being delivered

Ensure that audit systems for off-site learning are in place and effective
Source learning support equipment to support learners with additional needs
and to ensure that audit systems are in place to monitor safe usage and
maintenance of same

Tutors

Audit own modules and assess what learning resources are needed to
deliver the programme

Request using systems in place to purchase learning resources required
Maintain and store learning resources and equipment appropriately
Identify learning resources that require repair/replacement and use systems
in place to have them repaired/replaced as appropriate

Provide a wide variety of learning materials to learners to ensure that all
learning needs are being met

Ensure that learning equipment, technology and resources are used
appropriately and for their intended purpose by the learner

Ensure that any additional learning support equipment is used, stored and
maintained appropriately

Learners
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— Use learning resources and equipment in an appropriate manner under the
direction of the tutor
— Ensure no purposeful damage to any equipment, resources, furniture
— Request additional learning resources if learning needs are not being met

Procedure

Health and Safety

Health and Safety matters in Horizons QQI Registered Centres fall under the remit of
the Horizons Safety Statement. All action taken as a result of health and safety
audits of Horizons QQI Registered Centres will be carried out in line with Horizons
Policies and Procedures. Please see relevant policies.

Learning Resources/Materials/Equipment
Step 1.

The tutor sets out the learning resources, materials and equipment required to
deliver the module/programme. The tutor will need to consider the following:

— Profile of the learners

— Individual learner needs

— Learning outcomes

— Methods of assessment

— Mode of delivery

— Content of the module/programme
— Technology available

Step 2.

The tutor makes an application to the Training Centres Manager outlining materials,
equipment and resources required. Forms to be used:

— Cash requisition form
— Stores order form
— Purchase order form
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The Training Centres Manager will be required to sign off on all requests for petty

cash or purchase orders, in order for them to be processed. Please refer to the

Horizons’ Petty Cash Policy and Horizons’ Purchase to Pay Policy.

Step 3.

Complete the order process for the necessary materials, equipment or resources.

Submit receipts and/ or invoices to the Petty Cash officer.

Audit of Learning Equipment, Materials and Resources

All learning equipment, technology, materials are resources are audited on an

annual basis to ensure the following:

Fit for purpose
Not defective
Quantity
Location
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5.4 Guideline for Academic and General Complaints

Statement

Horizons as a provider of QQI accredited programmes must have a procedure in place
to effectively manage any complaints that may arise in relation to teaching, learning
and assessment of accredited programmes. All learners and their families are entitled
to make a complaint and it should be seen as an opportunity to improve the service
provided to learners. Horizons has an organisational Complaints Policy in place that
will serve to process and resolve complaints that pertain to teaching, learning and/or
assessment.

All other complaints that do not pertain to teaching, learning and/ or assessment will
continue to be processed through the organisational Complaints Policy.

Purpose

The purpose of this document is to outline additional measures that will allow for
specific monitoring, review and evaluation of complaints that relate to teaching,
learning and assessment.

Scope

The scope of this document applies to teaching, learning and assessment activities.
This document applies to all training staff who are employed in Horizons QQI
Registered Centres

Procedure

All complaints received must be dealt with in accordance with the policy document
‘Complaints Management Policy & Procedures for People supported by Horizons/
their Families/Guardians/Advocates’. Please be familiar with this document when
dealing with complaints.

In order to improve and quality assure the systems and practices relating to teaching,
learning and assessment it will be necessary to monitor, review and evaluate these
complaints on an ongoing basis. When complaints have been upheld, appropriate
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action will be taken to ensure that systems and practices are updated to avoid

reoccurrence.

The Academic Complaints Log will:

Log complaints relating to teaching, learning and assessment

Details pertaining to complaint such as nature of complaint, time, date,
location

Outcome of complaints process

Actions to be taken to resolve complaint

Person responsible for action to be taken

Future recommendations

The Academic Complaints Log will be reviewed by the Training Centres Manager and

audited by the Quality Assurance for Education and Training team as part of the

Annual Review of Quality. All complaints pertaining to academic matters are

escalated to the Education and Training Governance Committee.

5.5 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Tutor Handbook
Horizons Policy on Admissions, Transitions and Discharge

Horizons Policy on Complaints

Horizons Safety Statement

Horizons Petty Cash Policy

Horizons Purchase to Pay Policy

QQI Core Statutory Quality Assurance Guidelines
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6 Assessment

6.1 Core Policy 3: Assessment

Policy Document
Core Policy 3: Horizons Policy on Assessment

Horizons Policy on Assessment

Statement

Horizons as an accredited provider of QQIl programmes is committed to ensuring
that the assessment of learners is fair, transparent and consistent; that
assessment of learners is an integral part of the learner experience, and that
assessments are appropriate to the learning outcomes and the needs of the
learners.

Purpose
The purpose of this policy is to outline the policy and procedures related to the
assessment of learners in all current or future Horizons QQI Registered Centres.

Scope
This policy applies to the provision of QQI certified programmes of training and
education in all current and future Horizons QQI Registered Centres.

Related Policy and Legislation
QQI Quality Assuring Assessment Interim Guidelines for Providers (2025)
QQI Core Statutory Quality Assurance Guidelines (2016)
Horizons Policy on Self Evaluation, Monitoring and Review
Horizons Policy on Teaching and Learning

Roles and Responsibilities
Education and Training Governance Committee

— Arepresentative of this committee will sit on the Learner Appeals
Committee
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Tutor

Quality Assurance Team

Centre Manager

Review tutor’s assessment strategies, marking criteria, assignment briefs
and all related documentation prior to the commencement of the
academic year

Register learners progressing on to certification on to the QBS system
Input learner results on to the QBS system

Observe tutors assessing skills demonstration assessment events
Present learner portfolios for the IV and EA process

Support the EA during the EA process

A representative of the QAET chairs the Results Approval Panel meeting
The chair of the RAP prepares a report of the findings of the Results
Approval Panel

Review and monitor RAP reports as part of the Annual Review of Quality
Process learner certificates when received from QQ

Participate in benchmarking activities with similar organisations

Provide Learners with assessment dates at the start of the academic year
Provide learners with a learner handbook

Provide tutors with a tutor handbook

Be a member of the Results Approval Panel

Process learner appeals

Convene a Learner Appeals Committee to examine learner appeals at
Stage 2 of the Learner Appeals Process

Observe tutors assessing skills demonstration assessment events
Engage an Internal Verifier to conduct the IV process

Engage an independent External Authenticator to conduct the EA process
Issues learner results to learners and results of learner appeals after the
RAP meeting has been concluded

Issue learner certificates

Design assessment instruments and marking guidelines that are in line
with the component specification and module descriptor
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— Design assessment briefs

— Provide learner with assessment brief before an assessment event in an
accessible format to the learner

— Provide learners with information on the presentation of the learner
portfolios

— Use formative assessment methods to guide and pace the learning in the
classroom and to assess if the learner is ready for a summative
assessment event

— Provide timely feedback after both formative and summative assessment
events

— Assess learners in accordance with criteria set out in the component
specification and the programme validation documentation

— Assess learners at the appropriate NFQ Level.

— Ensure that learner evidence meets the required standard and is
presented in the appropriate manner for NFQ Levels 1-3

— Submit learner enrolment information to the QAET to facilitate
registration on QQI's QBS system

— A tutor representative is required to sit on the Results Approval Panel

Learner

— Participate in assessment events
— Provide feedback to tutors on assessment instruments

Internal Verifier

— Ensure that learner portfolios have a cover page, signed by the learner
and tutor

— Sample learner portfolios using the agreed sampling strategy

— Ensure that the learner declaration is present and signed at the front of
the learner’s portfolio

— Ensure that marking guidelines have been consistently applied to ensure
consistency of assessment

— Ensure that data entered on the QQI QBS system matches the learner
portfolios that are being presented for IV and EA

— Produce an IV Report and submit it to the QAET before EA

— Review and adjudicate learner appeals at Stage 1 of the Learner Appeals
Process
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External Authenticator

— Ensure that assessment strategies are appropriate

— Ensure that assessment is reliable, fair, consistent and transparent
— Ensure that marks are correctly applied

— Ensure that assessment documentation is appropriate

— Prepare and submit an EA report to the Results Approval Panel

Results Approval Panel

— Review and approve learner results
— Make recommendations arising from the IV and EA process
— Develop an action plan based on recommendations

Principles applied to assessment

— Learners are responsible for demonstrating their learning achievement

— Assessment instruments are based on learning outcomes

— Assessment promotes and supports effective teaching and learning

— Assessment procedures are credible, secure, and carried out with integrity

— Assessment methods are reviewed and renewed, as necessary, to adapt to
evolving requirements

— Learners are well informed about how and why they are assessed

— Assessment is carried out at appropriate points during the programme

— Feedback is provided to learners in a timely manner and in an accessible
format

— A Learner Representative is appointed to the Quality Assurance for
Education and Training Team to ensure that the voice of the learner is heard
in the periodic reviews of assessment practices

The Assessment Process

Information to learners
— Learners are informed of the assessment dates at the start of the academic
year for their respective modules
— Learners are informed about the methods of assessments that are used and
how the learner evidence is presented (learner portfolio)
— Learners will receive a learner handbook at the beginning of the academic
year detailing information on assessment
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Assessment

The module tutor will design their respective module and associated
assessment instruments and processes in line with programme validation
requirements and the component specification assessment requirements
The Quality Assurance for Education and Training Team will review the
tutors’ assessment strategy, marking criteria, assignment briefs and all
related documentation related to the assessment of learners before
assessments take place

Tutors will use information obtained through formative and summative
assessment to guide a learner's progression through the programme.
Feedback will be provided to learners in a timely manner after formative
and summative assessment events. This feedback will be given to the
learner in a format that is accessible

The tutor will assess the learner in accordance to the standards set out in
the component specification and the programme validation documentation
When a learner has completed their portfolio of work it will be forwarded
to the Quality Assurance for Education and Training Team to be moderated
in the Internal Verification and External Authentication process.

Learner evidence will be presented in the format that is required at QQI
Levels 1 — 3 and will include documentation

Authentication

The Internal Verifier will confirm that assessment procedures have been
applied consistently across all assessment activities

The Internal Verifier will confirm that results have been recorded accurately
on the QBS system

The External Authenticator will moderate the results by sampling learning
evidence according to the sampling strategy

Results Approval Panel

The Results Approval Panel consists of the Training Centres manager, a
member of the Governance Committee, a member of the Quality Assurance
for Education and Training Team and a tutor representative from each
training centre

The panel approves and signs off on the assessment results

Provisional results are made available to learners

Appeals Process
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— The learner has two weeks to lodge an appeal of the assessment process
or result

— The Training Centres Manager processes appeals according to the appeals
process

Request for Certification
— The Quality Assurance for Education and Training Team submits all learner
results to QQI via the QBS

Assessment Planning and Design
— The assessment of each programme is planned in advance of the
programme. The range of assessment techniques depends on the
programme’s specification and validation requirements. The assessment
methods typically used for QQI programmes at levels 1 — 3 include:
e Portfolio
e Assignment
e Skills Demonstration
e Project
e Examination

Process for Assessment Planning

— The module tutor reviews the component specification, identifies the
assessment criteria and develops an assessment brief in accordance with
the learning outcomes of the module, assessment requirements and
programme validation requirements

— The Training Centres Manager outlines dates for assessments to take place
throughout the year and will share this information with tutors, learners
and the Quality Assurance for Education and Training Team

— Tutors submit their assessment plan along with the scheme of work to the
Quality Assurance for Education and Training Team for review

— The scheme of work will set out the assessment deadline dates which will
correspond to the assessment periods set by the Training Centres Manager

— Tutors review the assessment instruments annually in line with the annual
programme review and makes whatever changes/updates are necessary

Learner Information

Horizons ensures that all information related to assessment is provided to
learners in a timely and open manner to support their participation in assessment.
Learners are provided with:
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— A Learner Handbook
— Programme/module outline
— Assessment dates

Staff
The centre manager is responsible for ensuring that learners have access to
information they need relating to assessment. Tutors have a role in disseminating
the information. Information may be sourced from the following:

— Learner Handbook

— Learner Induction Documentation

— Training Centre Prospectus

— Programme Brochure

— Assessment Brief Template

— Assessment Brief

Process
— Generic information relating to assessment can be found on the QQI
website
— Information regarding assessment is given to learner at multiple stages
such as:

e Atenrolment

e Induction

e Learner Handbook

e Before an assessment

e |n the assignment brief

e Throughout the course of the programme

— Learners are provided with assessment schedules with relevant dates
included

— Before an assessment event the tutor will take the learner through the
assignments and answer any questions the learner may have. Assessment
and marking schemes are discussed with the learner as well as deadline
dates for QQI accreditation.

— The centre manager and tutor are available to the learners throughout the
assessment period to answer any queries that may arise.

— The appeals procedure with detailed timeframes is included in the Learner
Handbook.
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— An assessment section is included in the Tutor Handbook to guide tutors in
relation to advising learners. The handbook is reviewed annually.

Security of Assessment Processes and Materials

Horizons recognises the importance of maintaining the integrity and security of
our assessment practices.

Tutors are responsible for the secure storage of all assessment related materials
while in their possession and must report any breaches to the centre manager.

Assessment Malpractice

Assessment malpractice includes any act that may undermine the integrity or
validity of the assessment. Procedures are in place for dealing with incidents of
cheating/suspected malpractice and this is highlighted in the learner handbook
and during learner induction.

— In cases where tutors suspect assessment malpractice, the matter should
be reported to the centre manager and the Quality Assurance for Education
and Training Team. If there is insufficient evidence, then no further action
will be taken.

— If there is sufficient evidence the centre manager will conduct a preliminary
investigation, which will include an interview with the learner(s) concerned.
If there is insufficient evidence of an offence, then no further action will be
taken.

— If there is sufficient evidence that an offence has been committed, the
centre manager will decide on a course of action, which may include any of
the following:

e Resubmission of the work

e Referral of the matter to the Quality Assurance for Education and
Training Team who will review the case and recommend an
appropriate action.

Examples of assessment malpractice include the following:
— Plagiarism
— Impersonation of another learner
— Fabrication of evidence

Consistency of Assessment
Specific programme assessment strategies are documented for all QQI
programmes offered by Horizons. This information will be documented in the
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assessment plan and the scheme of work which will be informed by the
component specification for the module and the programme validation
requirements. The Quality Assurance for Education and Training Team will review
programmes and assessment strategies, and marking criteria to ensure that there
is consistency across all programmes and modules delivered.

The assessment strategy for each module should:

— Illustrate the link between summative and formative assessment methods
to the minimum intended learning outcomes

— Establish a rationale for each choice of assessment task, supported by the
validation criteria and the component specification

— Set out any specific assessment rules or regulations associated with the
specific programme e.g. if the learner must demonstrate a skill

— Be proportionate to the relevant credit value/assessment weighting

In co-operation with the Programme Development Team and the Quality
Assurance for Education and Training Team the relevant tutor will establish a
generic marking scheme for their module in the form of a set marking scheme for
each assessment element which accurately reflects the programme validation and
Component Specification requirements.

The setting of such marking criteria ensures the maintenance of accuracy and
consistency of standards across all tutors involved in summative and formative
assessment on their respective programmes. Once marked, the assessment
material is subject to internal verification by the Internal Verifier and any
discrepancies in marking is queried with the Tutor, and the reasons for any
inconsistency found in order for corrective action. Only after assessment material
has been judiciously moderated and marks have been recommended by the
External Authenticator will they be submitted to the Results Approval Panel.

Appeals
Horizons recognises the following grounds for appeal:
— There was an error of calculation or judgement on the part of the Course
Tutor
— There was unfairness and inconsistency during the conduct of the
assessment
— The learner’s performance in assessment was adversely affected by illness
or other factors which were not communicated to the course tutor or centre
manager

117
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 117 of 189




HOKrIZONS

Cope Foundation in Cork Communities

— The tutor did not give sufficient weight to any extenuating circumstances
previously notified to the centre manager or did not meet the request for
reasonable accommodation

Stage 1: Review by the Course Tutor

— The learner must make an appeal in writing to the Training Centres
Manager within two weeks of receiving the provisional result

— The course tutor will review all assessment evidence (provisional results
only)

— After these two weeks have lapsed stages 1 and 2 can no longer be
considered

— The written request must outline clearly the reasons for the request with
reference to where any learner feels that marks have been lost or where it
is felt that a submission has been marked unfairly

— All applications of appeal will be reviewed by the Internal Verifier and
learners will be notified of the outcome of their request in writing by
Horizons within four weeks

Stage 2: An independent review of the assessment evidence
— If the learner is dissatisfied with the outcome of Stage 1, the learner may
submit a formal appeal within 15 days of the assessment decision, appeals
filed outside of this period will not be considered
— This appeal will be examined by the Appeals Committee, convened by the
Training Centres Manager, involving three persons who have not been
involved in the prior assessment decision. The following will sit on the
Appeals Committee:
e A member of the Education and Training Governance Committee
e An independent further educational professional
e One other member
— The process involves a review of all learner evidence, marking
documentation and additional feedback emerging from Stage 1 of the
appeals process.
— The committee can draw upon an independent subject matter expert if
required.
— The committee will compile their findings in writing and the outcome will
be communicated in writing to the learner within four weeks.

Benchmarking
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Horizons recognises the importance of benchmarking to compare current
standards and processes to the operation of similar organisations. Benchmarking
standards and processes will lead to the enhanced performance and development
of our education and training practice.

Benchmarking also involves reviewing information obtained from Quality and
Qualifications Ireland in regard to quality assurance statistics, current trends in
education and training provision, new and upcoming award developments,
national assessment, grading and completion statistics. The resulting outputs
from benchmarking are further used to inform quality assurance practices within
Horizons.

Internal Verification
Internal Verification is the process of monitoring assessment processes and
procedures related to planning, managing and quality assuring assessment.
During Internal Verification the following aspects of assessment are verified:
— Assessment results to confirm that assessment processes have been
applied consistently across all assessment activities
— assessment results are recorded accurately using Horizonss sampling
strategy
— Skill demonstrations were assessed by the module/programme tutor and
that the process was overseen by the centre manager or a member of the
Quality Assurance for Education and Training Team.

During the Internal Verification Process the internal verifier checks for the
following:

— Missing or inappropriate evidence

— Missing or inappropriate assessment briefs

— Data omission, transcription/calculation errors

— Results transferred to relevant files correctly

— Inaccurate data entry — award codes, name spelling, results etc.

— Provisional outcomes

Internal Verification Process
— The Internal Verifier samples a selection of each tutor’s marking and
grading to ensure consistency and observations are recorded in an Internal
Verification Report and highlighted to the Results Approval Panel. The
following sampling strategy is applied:
e Every module must be sampled.
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External Authentication
The process of External Authentication provides independent confirmation of fair
and consistent assessment of learners, that marking and grading is valid, reliable

and in accordance with national standards for the award.

Criteria for the selection of External Authenticator

e 20% of portfolios from each module must be sampled.
e |[f there are less than 5 portfolios for a module then all portfolios for
that module must be sampled.

The Internal Verifier completes the process by producing the Internal
Verification Report which confirms the outcome of the process and
documenting any concerns.
The Internal Verifier signs the IV Report in advance of authentication and
submits it to the External Authenticator and the RAP. The IV also informs
the External Authenticator about any adaptations made/ reasonable
accommodation implemented by noting it on the Internal Verification
Report.
The Training Centres Manager arranges the External Authenticator visit
within a reasonable timeframe before the QQI submission deadline,
generally 10-14 working days before QQI’s final submission date. The
timeframe depends on the size of the cohort going through for certification
and the training schedule.
A representative from the Quality Assurance for Education and Training
Team liaises with the External Authenticator before, during and after
his/her visit and is in attendance during the External Authenticator’s visit to
support the process as needed.
The Quality Assurance for Education and Training Team present the
Internal Verification report to the RAP and discuss issues highlighted in the
Report.

Have subject matter qualifications and experience in the areas being
authenticated

Have experience in programme delivery and assessment

Suitable IT skills to facilitate report writing

Have suitable communication skills

Be suitably qualified for the role External Authenticator

Operate within the code of practice and guidelines issued by QQI
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The following documentation is required to facilitate External Authentication:

Process

Be independent of and with no conflict of interest with the centre being
authenticated

Internal Verification Report

External Authentication Report Template

External Authenticator Selection Criteria (Horizons operates from the QQI
Registered EA list)

The EA will use their own sampling strategy

Completed External Authentication report for each certification signed and
dated

The Training Centres Manager is responsible for contracting an
Independent External Authenticator.

The External Authenticator is contracted based on their suitability for the
role as outlined in the QQI Policy ‘Quality Assuring Assessment, Guideline
for Providers, section 4.3.2, and on the selection criteria we have in place
above.

An External Authenticator is contracted for no more than three successive
certification periods.

Internal verification reports are signed by the centre manager and the
Internal Verifier.

The Internal Verification report is made available to the External
Authenticator both in hardcopy and softcopy — whichever is preferable to
the EA.

All video evidence is clearly marked and named for each Learner if needed
depending on course.

The EA reviews the Internal Verification report.

The EA reviews the programme descriptor, assessment briefs and
assessment evidence, making a judgement as to whether the evidence
presented is marked in accordance with the required standards.

The EA uses their own sampling strategy which is in line with QQI
standards.

Relevant staff/tutors are available to the External Authenticator during the
authentication process.

The EA completes an External Authenticator’s Report, which comments on
the Centre’s standard with reference to the National Standard, identifies
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Results Approval Panel
The chair of the Results Approval Committee is required to sign off on results prior

to submission to QQI.
The members of the Results Approval Panel are:

Process

areas of good practice and recommends areas for development and
improvement.

The External Authenticator Report is made available to the Results
Approval Panel.

The External Authenticator is invited to attend the Results Approval Panel
meetings (to present a verbal report if the final report is not available), to
comment on the outcome of results moderation against national standards.
This helps to identify strengths, gaps and areas for improvement.

The Quality Assurance for Education and Training Team in conjunction with
the centre manager will develop an action plan to address areas for
development and improvement

Training Centres Manager

Tutor Representative from each Training Centre

A representative from the Quality Assurance for Education and Training
Team

A representative from the Education and Training Governance Committee

The Results Approval Panel (RAP) formally reviews and approves results
data, confirming that assessment results are fully quality assured and
signed-off prior to submission to the awarding body for certification and
issuance to the learners.

The representative of the Education and Training Governance Committee
acts as the Chair of the RAP and convenes a meeting of the Panel for each
certification period. A minimum of 3 people is required to convene a RAP
meeting.

The External Authenticator may attend the RAP meeting to present his/her
report if this is feasible.

The RAP reviews the provisional results, learner evidence, IV plan, EA plan,
IV report and EA report.

A report of the meeting is prepared by the Quality Assurance for Education
and Training Team and is signed by the Chair and retained for auditing and
monitoring purposes. The report includes:
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e Formal proposals

e Recommendations of IV & EA reports

e Approval of provisional results presented to the meeting
e Request for certification from QQI

— The report is signed and dated by all members.

— The Panel highlights any issues and improvements recommended by the
EA

— The Quality Assurance for Education and Training Team monitors these on
an ongoing basis, and they are reviewed at the subsequent meeting of the
RAP and discussed at programme review meetings.

— The outcome of the results approval process is that final results are
submitted to QQI by the Quality Assurance for Education and Training
Team via the QBS who confirms that Horizons has implemented all
elements of the authentication process and adhered to all agreed
procedures.

— Results are issued to learners including results appeals information
immediately on approval by the RAP.

— The Training Centres Manager issues award certificates to graduates as
soon as they are issued by QQI.

Monitoring and Review
— Monitoring and Review of the assessment process will be included in the

Annual Review of Quality and the 5-Year Self-Evaluation Programme
Review.
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6.2 Core Policy 4: Reasonable Accommodations in
Assessment

Policy Document
Core Policy 4: Horizons Policy on Reasonable Accommodations in Assessment|

Horizons Policy on Reasonable Accommodations in Assessment

Introduction

Due to the learner profile of learners in Horizons, reasonable accommodations are
routinely provided to learners. All learners have an intellectual disability and/or
autism with in some cases a comorbidity of additional physical, sensory, emotional
and behavioural needs. Within this context learner documentation that supports
the provision of reasonable accommodation is submitted as part of the admission
process of learners to the training centre. This documentation is required as part
of Horizons’ admission policy.

Statement

Horizons is committed to equality and equity inthe assessment process for
learners with disabilities who are undertaking QQI! accredited programmes in
Rehabilitative Training and other Education Centres. Horizons will ensure that
reasonable accommodations will be provided in line with Equal Status legislation.

Purpose

The purpose of this document is to outline how reasonable accommodations will
be made to learners to ensure that, during the assessment process, they are not
disadvantaged by their disability and are enabled to demonstrate their attainment
without compromising the standard of the award or the validity and reliability of
the assessment process.

Scope

This policy applies to the provision of QQI certified programmes of training and
education in all current and future Horizons QQIl Registered Centres.

Reasonable accommodations are provided to learners to ensure that they are able
to demonstrate their attainment of knowledge during an assessment event
without being disadvantaged by their disability. Reasonable accommodation
should be used to remove barriers that would inhibit the learner from participating
in assessments in an equitable manner to that of their peers. It should not be used
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Assessment.

Terms and Definitions

to make the assessment easier or more achievable. The required standard must
still be achieved and demonstrated although in a different manner.
An outline of reasonable accommodations is listed in Appendix 4: Adaptions of

Assessment Materials

Documentation that is associated with the
planning of an assessment. e.g., Assessment
briefs, examination papers, solutions/marking
schemes/model answers, practical/skills
demonstration instructions.

Examination

Examination refers to any theory based, oral,
aural, online, or practical examination that
takes place on a specific date and a specific
duration.

Skills demonstration

Demonstration of practical skills mastered for
the purposes of assessment.

Collection of work

Itis a method of assessment which is collection
of the work that a learner has compiled during
the course of their programme

Disability

The Disability Act 2005 set out the following
definition: in relation to a person, means a
substantial restriction in the capacity of the
person to carry on a profession, business or]
occupation in the State or to participate in
social or cultural life in the State by reason of
an enduring physical, sensory, mental health or
intellectual impairment

\Validity

Is a fundamental assessment principle that
ensures that an assessment measures what it
is designed to measure

Reliability

The knowledge, skills and competencies being
measured are accurate and reliable and that
results are consistent under similar conditions
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Fair During the assessment process learners have
access to appropriate resources/equipment,
assessment design and that implementation of
same is fair to all learners. Policies and
procedures exist to ensure the fair assessment
of learners

Quality Quality ensures that all assessment processes
are quality assured
Transparency Policy and procedures that provide clarity to

stakeholders on how assessments are
administered and structured

Legislation/Standards/Related Policies
The Disability Act 2005
The Equal Status Act 2000 - 2015

Roles and Responsibilities

Training Centres Manager
— Responsible for co-ordinating and assessing applications for reasonable
accommodations from the learner or other person acting on their behalf.
— Inform the learner of the outcome of their decision.
— Work with the tutor to ensure that accommodations put in place are
appropriate and do not compromise the standard of the award.

Tutors
— Work with the Training Centres Manager, the learner and other relevant
persons to plan and implement an alternative/adapted assessment.

Learners
- Inform the Training Centres Manager of their request for reasonable
accommodations four weeks before the assessment date.
- The learner or an agent acting on their behalf will make the application to
centre manager by completing a ‘Reasonable Accommodations Request
Form’.
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In the case of a learner requiring reasonable accommodations due to temporary
reasons such as an injury the learners should inform the Training Centres
Manager as soon as possible to allow time for the accommodation of such a
request. Application should be made using the ‘Reasonable Accommodation
Form’ which should be submitted to the programme co-ordinator/centre

manager.

The Programme
Co-
ordinator/Centre
Manager informs
the learnerin
writing of the
outcome

Learnerapplies for
reasonable
accommaodation
using reasonable
accommaodation
form.

The Programme
Co-ordinator/
Centre Manager
processesthe
application

FIGURE 8PROCEDURE FOR REQUEST OF REASONABLE ACCOMMODATION

1. The learner, their key worker, family or tutor makes a written application to
the Training Centres Manager using the ‘Reasonable Accommodation

Form’ (see appendix).
This application form must be submitted 4 weeks before the assessment

event. In the case of a temporary injury the request must be made as soon

as possible.

2. The Training Centres Manager will evaluate the application for reasonable
accommodation to establish if there is merit to the request.

3. The Training Centres Manager must inform the learner in writing of the
decision within 2 weeks of receiving the application.
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If the application is successful the Training Centres Manager will work with the
tutor and the learner to adapt the assessment while adhering to the principles of
assessment (fairness, validity, reliability and transparency).

If the application is unsuccessful the Training Centres Manager will inform the
learner of this decision within 2 weeks of the application being submitted. The
learner has the opportunity to appeal this decision.

Reasonable Accommodation in Assessment Appeals

The learner has the right to appeal the decision of the Programme Co-
ordinator/Centre Manager within 1 week of the decision. This can be initiated by
completing an Appeals Application form (see appendix.) The appeals process is
in line with Horizons’ appeals process.

Sample Forms
Reasonable Accommodation in Assessment Application Form

Reasonable Accommodation in Assessment
Application Form

Part A:
Centre Name:

Learner Name:

Award/Course:
Module(s)
Learning Practitioner

Assessment Techniques Examination Project

DSkilLs Demonstration EI Learner Record

] Assignment ] Collection of Work

Details of Reasonable accommodation being requested:
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Learner Signature:

Date:

Part B: (Office Use)

This section must be completed by the Programme Co-ordinator/Centre Manager

Name:

Programme Co-ordinatorf

Receipt date of application:

evidence/documentation:

Details of relevant

Application:

DSuccessful Unsuccessful

details:

Adaption of assessment

Signature:

Date:

Part C: (office use)

to the learner

This section must be completed by the Programme Co-ordinator and returned

This section should accompany relevant assessment material when submitted.

Learner Name:

Date of Decision:

Outcome:

EI Successful Unsuccessful

adaption:

If granted, details of assessment
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Appeals Application Form

Reasonable Accommodation Appeals Application Form

Part A: This section must be completed by the Learner

Centre Name:

Learner Name:

Date of Application:

Reason for Appeal:

Reason why decision was declined:

provided:

Details of supporting evidence

Date of Application:

designated person

Part B: (Office Use) This section must be completed by the /Centre Manager or

Name:

Receipt date of application:

Application:

DD Successful

Unsuccessful

Quality Assurance Manual for Education and Training
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Reason:

Signature:
Date

Adaptations of Assessment

Individualisation

As a general rule, adaptation to the form of delivery, which makes learning
possible, will also assist in making assessments possible. The learner is usually
the best authority on what form of delivery is the most effective and the same
method(s) may then be possible during any assessment. However, it is important
that the standard of work required by the assessment is not diminished. Only
the method(s) by which the learner demonstrates his/her attainment of the
standard can be adjusted.

Rest Breaks

Supervised rest breaks either inside or outside the assessment area should be
allowed as is appropriate. A rest break can be flexible according to individual
needs, e.g. 10 minutes every hour as opposed to a 20-minute period during a
three-hour assessment. The time so used should not be deducted from the time
allowed (where specified) to complete the assessment. Rest breaks should not
exceed 20 minutes per examination.

Split Sessions
Splitting the assessment into two or more sessions may be an appropriate
alternative for some learners.

Extra Time

In the case of assessments that are based on time, additional time of ten minutes
per hour, or part thereof, is allowed for learners with a visual impairment, learners
who require a scribe, or for learners who require a recording device or a word
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processor but who are unable to make use if these aids under examination
conditions.

Readers
A reader is a person provided to assist a learner with a disability by reading
assessment questions aloud without suggesting the answer. A reader is a person
who, on request, will read to the learner:

— The entire or any part of the assessment

— Any part of the learner’s answers (exactly as they are ‘spoken’)
Readers are typically used by people with visual impairments, people who tire
easily, people who have extreme muscle weakness and people with learning
difficulties.
Only one reader per learner is permissible and the assessment should take place
in a separate room or area.

Writers/Scribes

A writer is a person who will, on request, write the answers exactly as given or
dictated by a learner. A writer may also act as a reader and is often used in similar
circumstances to a reader. Only one writer per learner is allowed and assessment
should take place in a separate room or area.

Sign Language Interpreters

Sign language interpreters must be qualified to interpret Sign or other similar
types of language. Only one Sign Language interpreter is allowed per learner and
assessment should take place in a separate room or area.

For extra transparency it may be necessary to video tape the assessment for
translation later. Some learners may prefer to sign their answers directly to video.
A signed response should be transcribed to print. Any words or phrases re-
interpreted for the learner should be underlined and noted in the question paper.

Overwriting

Overwriting involves rewriting a question on an examination paper in such a way
as to make it as explicit as possible. Overwriting should be in pen on the answer
paper. This is done by assessment supervision personnel. Where extensive
modifications are necessary, a separate sheet of paper with the questions written
in full should be attached by staple to the original answer paper. Technical
terminology should not be overwritten. In a case of doubt about technical
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terminology a subject matter expert can be consulted. Care must be taken to
retain the original emphasis of the question.

Computers

The use of computers by learners with a disability may be necessary as their
primary means of communication, e.g., for learners with physical impairments for
whom writing is difficult, for learners with visual impairments or blindness and for
learners with learning disabilities such as dyslexia.

The definition of a computer generally refers to the hardware and/or software
which facilitates effective communication for people whom this may not otherwise
be possible. It may be standard equipment i.e.,, word processing software for
someone with motor difficulties or may be specially adapted, e.g. speech
synthesisers and text enlargement software/hardware for people who are visually
impaired.

Audio Recording

Audio recording assessments and responses are useful in some cases. The centre
should supply the assessment tape and a blank tape to learners at the same time
as other learners. Headphones should be used to limit distraction to other learners
or the assessment should take place in a separate room.

Braille, Braille-mate, Braille ‘n Speak, Braille ‘n Print

Braille is generally, though not extensively, used by learners who are blind or
visually impaired. It is generally advised that the Braille machine is attached and
adapted to a printer which will produce a printed text. The responses of the
learner should not be printed until after the end of the assessment time, as the
noise levels may be too high for other learners. The assessment/training location
should supply the printer, braille paper and/or the computer printout paper.

CCTVv

This is a technological aid that magnifies print. It is usually used for learners with
visual impairments. The learner can read the assessment paper as well as his/her
answers from a TV screen. The learner uses the base under the screen to write
and this is simultaneously magnified on the screen.

Enlarged Print to A3

Some learners, usually those with visual impairments, may simply require their
assessment papers in enlarged print, i.e. A3 sized paper.

Examination papers in colour
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Some learners, especially those who have dyslexia, may require their assessment
paper in a colour other than black and white - for example, black on yellow, or
black on grey. A gloss/high-sheen coated paper may also be unsuitable. The
learners themselves should be consulted.

Other Technologies

The whole area of new technologies and access to information is rapidly changing.
The opportunities for learners to demonstrate their abilities are increasing with
the advent of assistive devices like the 'true-type talking microphone', a device
which with practice can type onto a computer screen a person's spoken word.
Such technologies are also becoming more accessible in terms of general
availability and price.

Separate Room

Many learners experience recognised mental health illness at the time of
examinations, such as stress, insomnia, and anxiety. Learners should be able to
access a separate room from the examination hall/skills demonstration room, via
extra time/space/supervision, to ensure that the learner is not disadvantaged by
their mental health condition.

6.3 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:
Horizons Policy on Admissions, Transitions and Discharge
QQI Core Statutory Quality Assurance Guidelines
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7 Learner Supports

/.1 Core Policy 5: Provision of Learner Supports

Policy Document
Core Policy 5: Horizons Policy on Provision of Learner Supports

Horizons Policy on Provision of Learning Supports

Statement

Horizons delivers certified programmes of training and education in it's QQI
Registered Centres. In recognition of the fact that all learners have an intellectual
disability and/or autism and in some cases a comorbidity of additional physical,
sensory, emotional and behavioural needs, Horizons endeavours to provide a
broad range of learning supports to each learner not just based on their disability
label but also on their skills, gifts and abilities and their right to equal educational
opportunities. Horizons also acknowledges the supports for learners that are
provided by their natural supports, and commits to communicating and engaging
with the learner’s natural supports to ensure best outcomes for the learner.

Purpose

The purpose of this policy is to outline the range of supports available to each
learner, and to document the roles and responsibilities, procedures and guidelines
to be followed in order to ensure that each learner receives the supports that they
need in order to achieve their learning potential

Scope

This policy applies to the provision of QQI certified programmes of training and
education in all current and future Horizons QQI Registered Centres.

Terms and Definitions

Term Definition

Learning Support The resources, strategies, and practices that provide
physical, social, emotional, and intellectual
supports intended to enable all learners to have an
equal opportunity for success by addressing barriers

135
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 135 of 189




HOKrIZONS

Cope Foundation in Cork Communities

to and promoting engagement in learning and
teaching.

Pastoral Care Refers to the emotional and personal support for the
general wellbeing of learners.

Learning Resources |Devices and procedures that help to make teaching
and learning more interesting, more stimulating, more
reinforcing and more effective

Academic Supports |An intervention that is aimed at assisting learners to
succeed academically

Environmental The practices and physical layout in the classroom
Supports setting that contribute to the overall health and safety
of the learners

Natural Supports The resources inherent in community environments
including personal associations and relationships,
typically developed in the community, that enhance
the quality, and security, of life for people.

Legislation/ Standards/ Related Policies

QQI Core Statutory Quality Assurance Guidelines (QQI 2014)

Horizons Quality Assurance Manual for Education and Training, (Horizons, 2022)

Horizons Policy and Procedures for Programme Development, (Horizons, 2022)

Horizons Policy and Procedures for Reasonable Accommodation in Assessment
(Horizons, 2022)

Horizons Advocacy Policy (Horizons, 2017)
Horizons Guidelines for Keyworkers (Horizons, 2015)

Horizons Policy on Provision of Information to the People we Support (Horizons,
2020)

Horizons Policy and Guidelines on Supporting People with Intellectual Disability
with Personal and Intimate Care (Horizons, 2020)

Horizons Policy on Communicating with the People we Support (2014)

Horizons Mental Health Strategy (Horizons, 2016)
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Horizons Policy and Guidelines for Promoting Online Safety for the People we
Support (Horizons, 2018)

Horizons Policy Statement on Safeguarding Vulnerable Adults at Risk of Abuse
(Horizons, 2019)

Horizons Policy and Guidelines on Positive Behaviour Support

Training Centre Supports available to Learners

The following is a non-exhaustive list of the various supports available to learners.
Some of these supports are integral to all aspects of training and are thus
available to all learners. Other supports are available by agreement prior to
commencement of or during training.

Learning Resources
— Visuals
— Interactive whiteboard
— Snap and Core communication app
— Safe Care Technologies
— IT equipment: iPads, laptops
— Assistive Technologies
— Easy read learning materials

Academic Supports

— Reasonable accommodations in assessment

— Individual Training Plan system

— Care assistant support in classroom

— 1:1 support from tutor

— Internal referral system for targeted learner tuition and support

— Learner-centred timetable

— Flexible completion dates

— Small class sizes

— 1:1 support with literacy

— Scribe

— Reader

— Additional language supports for learners whose first language is not
English
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Environmental Supports
— Rest periods
— Movement breaks
— Structured breaks
— Modified seating/ desk

Pastoral Care

— Keyworker system

— Access to CASS referral system for multidisciplinary supports (psychology,
social work, occupational therapy, speech and language therapy, art
therapy, music therapy)

— Easy to read information materials

— Advocacy services

— Regular communication with family members/ advocates

— Support with personal and intimate care (see relevant policy)

— Behavioural supports (see relevant policy)

— Mental Health Supports (see relevant policy)

— Medical Supports (e.g., access to nurse)

— Support with personal/ online safety (see relevant policy)

— Support with attendance

— Job coach/ employment development service

— School leaver transitioning process

— Transitioning process from training centres to adult services

Learner’s Natural Supports

In articulating the above non-exhaustive list, we acknowledge the importance of
the supports offered to our learners from their natural supports. In doing so we
work in positive partnership with the learner and these supports. We understand
the rights of the learner at the centre of learning process and the importance of
communication and engagement with those who know the learner best.

The learner’s natural supports should be:

— Supported to understand the importance and value of their support role
within the learner's journey.

— Have access to engage and be part of the learning journey to enable
maximum benefit for the learner and their future goals.

— Supported to be part of conversation that may prove positive with regard
to the ensuring the conditions of success for their learner within the
learning structure.
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Roles and Responsibilities

Board of Directors/ Executive Team

Education and Training Governance Committee

Training Centres Manager

Acknowledged within the process of decision making with regard to their
learner.

Invited to share their knowledge and enthusiasm in times of celebration
and affirmation of their learner.

Oversight of all financial activity pertaining to academic matters
Oversight of recruitment
Oversight of resource provision (IT services, physical environment, etc)

Review adequacy and effectiveness of all learner supports as part of
annual review

Review findings and approve changes generated by the ongoing
monitoring procedures

Listen to the voices and feedback of all stakeholders within the learning
process

Be guided by the highest expectation for the learner and their natural
supports

Engage in meaningful conversations with the learner and their natural
supports in required times

Provide open and transparent dissemination of decisions and information
related to learning supports to teaching staff, learners and family or natural
supports representatives

Manage internal audit of learner support provision

Engage with learners at early stage of learning to establish individual
support needs and learning strengths to ensure maximum outcome for the
learner

Oversee Individual Training Plan model within quality and governance
framework

Support and consider applications from learners for additional supports
Agree and monitor implementation of additional supports

Agree budget for learner support resources with executive team
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Quality Assurance for Education and Training Team

Tutors

Keyworkers

Learners

Conduct internal audit of provision of learner supports

Monitor the implementation of QQI guidelines pertaining to the provision
of learner supports

Ongoing review and enhancement of best practice procedures for learner
support provision

Engage in meaningful conversations with the learner and their natural
supports in required times

Implement agreed learner supports for each individual based on their skills,
passions and uniqueness

Participate in audit of learner support provision

Discuss any proposed change in learner support provision with keyworker
and Training Centre Manager

Monitor implementation of Learner Support Agreement for the individual
Advocate for additional support needs that may arise during the course of
training

Liaise with natural supports or family members on a regular basis to ensure
that there is an ongoing communication around the learner’s journey
Affirm and share the success of the learner to relevant stakeholders

Attend and participate in all classes

Bring support needs to the attention of the Training Centre Manager at
commencement of training

Discuss and sign copy of learner support agreement with Training Centre
Manager and keyworker

Participate in ITP meetings

Discuss any additional support needs that arise during the course of
training with keyworker

Participate in feedback focus groups and/ or questionnaires which examine
the range and quality of learner supports available to them

Advocate for the learner group through the local advocacy team to ensure
that learner supports are meaningful, adequate and available

140
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 140 of 189



HOKrIZONS

Cope Foundation in Cork Communities

— Learner representative on Quality Assurance for Education and Training
Team

Procedures

Planning for Provision of Learner Supports

Prior to commencement of training, an individual's support needs will be
discussed at initial meetings with the learner and their family representatives or
natural supports.

Further discussion of support needs may take place at the School Leaver's
Conference.

Information from school reports, multidisciplinary reports, medical reports and
families or natural supports will be considered before commencement of training.
Training Centre Manager agrees budget if additional physical resources are
required to support an individual

The Learner Support Agreement

The Learner Support Agreement (see Appendix 1) is completed prior to
commencement of training, and signed by Training Centre Manager and the
learner and/or their family representative/ natural supports.

The agreement is communicated to all relevant tutors, keyworkers and care
assistants.

Monitoring, Evaluation and Review of Learner Support Provision

The keyworker is responsible for monitoring the implementation of an individual’s
learner support agreement, and for liaising with tutors, the Training Centre
Manager and the learner’s family representative/ natural supports to ensure that
it continues to reflect the support needs of the individual.

The individual’'s Learner Support Agreement is reviewed at each Individual
Training Plan meeting. Any necessary amendments to the agreement are agreed
and signed off at this meeting.

The Quality Assurance for Education and Training Team is responsible for
conducting an annual audit of the provision of learning supports. This audit
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obtains feedback from learners, their family representative/ natural supports and
tutors on the range and quality of learning supports available.

Information provided by this audit is used by the Training Centres Manager and
Education and Training Governance Committee to plan and agree learning
support resources for the subsequent year with the Executive Team.

Sample Form: Learner Support Agreement

Learner Name:
Date:

Supports Required Comments
(Yes/ No)

Learning Resources

Assistive Technology

IT Equipment

Other (Specify)
Academic Supports
1:1 support with
literacy

142
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 142 of 189




HOKrIZONS

Cope Foundation in Cork Communities

1:1 support from
tutor

Small class size

Reasonable
Accommodation in
Assessment

Scribe/ Reader

Other (specify)

Environmental
Supports

Rest periods

Movement breaks

Structured breaks

Modified seating/
desk

Other (specify)

Pastoral Care

Referral for
multidisciplinary
supports (specify)

Support with
Personal/ Intimate)
Care

Behavioural
Supports

Mental Health
supports

Support with
attendance
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Access to advocacy
services

Medical supports
(specify)

Employment
Development
supports

Additional support
with transitions

Personal Safety
supports (specify)

Other (specify)
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8 Information and Data Management

8.1 Information Systems at Organisational Level

Maintaining accurate and relevant records is vital to the effective management of
Horizons. All practices concerning Records Management and Information Systems
are set out in Horizons’ Records Management Policy. The key system for client
information collection and storage in Horizons is the Client Information System (CIS)
which is designed to hold personal details of all persons supported by Horizons.
Access to the CIS is restricted to key personnel, with multiple levels of security and
graded levels of access.

Sensitive personal information (e.g., social work, psychology and other
multidisciplinary reports, school reports, medical information) is stored in hardcopy
format in the Master File of the person supported by Horizons, which is stored
securely in the Central Records Office. Information that is pertinent to the person’s
training centre or day/ residential service is placed in a hardcopy of the Active File
which is stored securely onsite in the relevant location. Access to active files is
restricted to key personnel.

The training centre’s copy of the active file is returned to the Central Records Office
on completion of training, where it is updated and transferred to the appropriate
follow-on service. Retention rates and disposal arrangements for each type of
information contained in these files are detailed in the organisation’s Records
Management Policy.

8.2 Learner Information Systems

Personal Identifying Information

In the context of training and education in Horizons QQI Registered Centres, the
following personal identifying information of learners is transferred from schools or
CDNT services and retained for the purpose of maintaining the Individual Training
Plan and for registering the learner for certification with QQI, Gaisce and other
accrediting bodies.
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- Name

- Address

- Date of Birth

- Contact details

- Gender

- Nationality

- PPS number

- Family contact details
- Health and Social Care records
- Educational Records
- Bank account details

Information for Data Subjects

A local Data Privacy Statement is displayed in the training centre and included in the
learner handbook in easy read format. The statement informs the learner about:

— The type of data held

— Security of the data held

— Who has access to the data

— Circumstances under which the data will be shared
— Data retention periods

Horizons’ full Data Privacy Statement is available to learners on Horizons’ website:
https://www.horizonscork.ie/Privacy-Statement

The statement is available in easy-read format here:
https://www.horizonscork.ie/Portals/0/Cope%20Data%20Protection%20Poster%?2
OEasy%20Read.pdf

Details of programmes and modules completed by each learner are maintained
indefinitely in a secure Excel file to facilitate certification of the learner’s work, to
facilitate access, transfer and progression and to generate statistical reports for the
purposes of evaluation, review and planning.

Training File

- Each learner has a hardcopy Training File, held securely in the Training Centre,
in which the following is stored:
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- Copies of continuous assessment results

- Completed assignments

- Copy of Individual Training Plan

- Copy of Individual Learner Support Agreement

- Results, awards conferred and classification of the award. Original certificates
are returned to the learner, and a copy is retained in the training file for the
duration of training

— On conclusion of the training period, these Training Files are transferred to
individual learners

Individual Training Plan

Each learner has an active Individual Training Plan, stored electronically on a
Horizons Network file share, in accordance with Horizons’ Data Protection Policy
(2022). It is accessible to Training Centres Manager, the Quality Assurance for
Education and Training Team and tutors. This is a version- controlled active
document which is updated regularly for the duration of training. It contains:

- Information on certified training modules (in progress and completed)
- Information on participation in non-certified training activities

- Details of participation in community-based activities

- Details of work placements

- Tutor progress reports

- Minutes of staff meetings pertaining to the individual

- Minutes of learner/ keyworker meetings

— Minutes of family meetings.

These Individual Training Plan files are held for the duration of training. On
completion of training, Individual Training Plan files are transferred to the person’s
active file and retained indefinitely.

Learner Feedback

Learner feedback is obtained through a series of structured focus groups and surveys.
The information obtained from these feedback exercises is anonymised. In some
cases, feedback is sought from a family member or advocate in the form of surveys/
questionnaires. Responses to surveys are treated as confidential and results are
anonymised.
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Anonymised qualitative information obtained from learner feedback processes is
held indefinitely by Horizons QQIl Registered Centres and used for the following
purposes:
-to inform planning and decision making
-as part of self-monitoring and evaluation processes
-to inform annual Quality Assurance review process

Learner Access to Email and Microsoft Teams

Learners are provided with email addresses and have access to their training centre’s
learner Microsoft Teams groups. Learners are given training in Microsoft Teams prior
to use. Horizons’ Policy on Online Safety for the People we Support supports the
safety of learners while accessing the internet for training and education purposes.
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8.3 Management Information System

Horizons’ Information Management System ensures that qualitative and quantitative

data relating to training and education is available to those who need to access it for
the purposes of evaluation, monitoring and review. The QA processes assisted by the
information generated include:

strategic planning
resource planning
monitoring processes
self-evaluation processes
review processes
reporting processes

8.4 Automated decision-making

Automated decision-making takes place when an electronic system uses personal
data to make a decision without human intervention.

Learners will not be subject to decisions that will have a significant impact on them
based solely on automated decision-making, unless Horizons has a lawful basis for
doing so and the learner is notified.

8.5 Generated Reports

Internal Verification Report

External Authentication Report
Results Approval Panel Report

Tutor Self-Evaluation Reports

Learner Feedback Focus Group Report
Learner Registration Numbers
Programme Completion Rates
Compliance Audits Action Plans

8.6 Security of Information
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Horizons promotes high standards of security for all Personal Data. The nature of
security used may consider what is available technologically, the cost of
implementation and the sensitivity of the Data in question. Appropriate security
measures must be taken against unauthorised access to, or alteration, disclosure or
destruction of the Data and against their accidental loss or destruction. Further
information on standards of security is available in Horizons’ Data Protection Policy
and Guidelines.

8.7 Records Maintenance and Retention

Refer to Horizons Records Management Policy (2017) for general information on
records maintenance and retention.

The Horizons QQI Registered Centres Guideline for the Retention and Disposal of
Education and Training Records (below) provides specific guidelines for Education
and Training Records.

Horizons QQI Registered Centres Guideline for the Retention and Disposal of
Education and Training Records
Horizons’ Records Management Policy sets out retention periods for records
relating to the people supported by the organisation, including the following
specific retention periods for records related to training and education.
Record Description |[Retention Period Remarks Disposal Method
Attendance Year of Graduation Confidential
Records + 2years Shredding
Sign in sheets for |Year of Course Confidential
class attendance  |Completion + 1 Shredding
year
Application Forms [Year of Graduation [Transfer to master [Confidential
+ 7 years file on completion [Shredding
of training
Assessment Duration of Training|Transfer to master [Confidential
Records + 1 year file on completion [Shredding
of training
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Learner Portfolios

Until results have
issued

Transfer to learner
within given time-

Transfer to learner/
confidential

Records

frame. If not shredding

transferred to

learner within this

time frame,

destroy.
Consolidated Course completion [Share in master file [Confidential
Learner Record for [+7 years on completion of  [Shredding
centre training
Rehabilitative Year of payment + 6 Confidential
Training Allowance |years Shredding

Individual Training |Duration of service[Transfer to masteriConfidential
Plan attendance +  7[file on completion of{Shredding
years training
Risk assessments |Current  academicRemove from centrelConfidential
related to year + 1 year risk register afterjshredding
educational this date
activities/ trips
[tineraries forlCurrent  academig Shredding
activities/ trips yvear + 1 year
Sign-in sheets for |Current  academic Retain for 24
activities/ trips year + 1 year months after date of|
trip or activity
Complaints related [See guideline in
to provision of Horizons  Records
education and Management/
training Complaints Policy
Minutes of Date of Meeting + 7 Confidential
Individual Training |years Shredding
Plan meetings
Internal Evaluation |Retain indefinitely
Reports
External Retain indefinitely
Authentication
Reports
151
Quality Assurance Manual for Education and Training
Policy Number [Status] Version 3.1 Page 151 of 189



HOKrIZONS

Cope Foundation in Cork Communities

Results Panel
Approval Reports

Retain indefinitely

Tutor self-
evaluation reports

Retain indefinitely

Learner feedback
materials

Retain indefinitely

Completion rates
reports

Retain indefinitely

Annual Evaluation
Reports

Retain indefinitely

Self-Evaluation
Reports

Retain indefinitely
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8.8 Data Protection and Freedom of Information

Refer to Horizons Data Protection Policy (2022)

8.9 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Horizons Data Protection Policy (2022)

Horizons Records Management Policy (2024)

Horizons Electronic Communications Policy (2019)

Horizons Information Technology Acceptable Usage Policy (2015)
Horizons Policy on Online Safety for the People We Support (2017)
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9 Public Information and Communication

Horizons recognises that public communication and provision of information is an
essential aspect of promoting the work that it does. As a disability service provider,
the organisation is committed to creating and maintaining open, accurate, accessible,
two-way communication with the people supported by the organisation, their
families or representatives, other stakeholders, the media and the general public.
Communication and dissemination of information is guided by the policies listed
above.

9.1 Public Information

Communicating with the Media

Communicating with the media is the responsibility of the Communications and
Fundraising Manager, and it is guided by the procedures set out in Horizons’ Policy
on Communicating with Media (2019). Roles and responsibilities related to media
communication are set out in this policy.

Website

Horizons’ website is managed by the organisation’s Communications and Fundraising
Department. The website provides general information on all of the services offered
by Horizons. Information on the website is presented in accessible formats, in keeping
with Horizons’ Style and Language Guidelines.

Social Media

Horizons has active accounts on Facebook, LinkedIn, Instagram and Twitter. These
accounts are managed by the Communications and Fundraising Department. In
addition to the general Horizons accounts, individual locations and service areas
within the organisation may operate social media accounts that are specific to that
location or service area, subject to approval by the Communications and Fundraising
Manager, and guided by the procedures set out in Horizons’ Policy on Employee Use
of Social Media.
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9.2 Learner Information

Accessible Information

As an intellectual disability service provider, Horizons is committed to providing
information to the people it supports in accessible formats. New staff attend training
on making information accessible and all staff are guided by Horizons’ Policy on
Provision of Information to the People we Support and Horizons’ Policy on
Communication with the People we Support.

Information for Prospective and Current Learners

The following information on certified education and training programmes is
published on the website and in course brochures:

- The type of award and the awarding body

- The full name of the award and relevant QQI code

- Therelevant level on the National Framework of Qualifications
- Access, transfer and progression details

- Protection of enrolled learners (PEL) arrangements (Programmes that exceed three

months in duration are liable to PEL under the legislation. However, the QQI Providers Governance and
Risk Unit has noted that the programmes that Horizons offers are all between levels 1 and 3 on the
NFQ. QQI does not charge award/certification fees for any programme at levels 1 — 3 on the NFQ. In
view of the pending establishment of a national Learner Protection Fund for the purpose of PEL, QQI's
Providers Governance and Risk Unit proposed that on an interim basis that PEL will not be required in

respect of Horizons’ programmes at Levels 1 - 3).
The website and course brochures also provide general information on:

- Aims and objectives of the training programme
- Uncertified training modules

- Gaisce

- Community Based activities

- Work placements

- Training calendar

- Learning Supports
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The QQI Quality Manual and all related policies will be also be published on the
website. Allinformation for current and prospective learners will be approved by the
Education and Training Governance Committee prior to publication.

Learner Handbook

Enrolled learners are provided with a learner handbook at induction. The learner
handbook is available in Plain English and Easy Read formats and it contains
information on:

- The Learner Contract

- Learner supports

- Reasonable accommodations
- Assessment procedures

- Appeals process

- Complaints process

- GDPR arrangements

- Freedom of Information

- Learner feedback arrangements
- Communication methods

- Advocacy information

- Use of technology information

Keyworker support is available to each learner to ensure understanding prior to the
signing of the learner contract.

Open Disclosure

Horizons adheres to the HSE's Open Disclosure Policy (2013) to ensure that the
people supported by the organisation are treated with dignity and respect if there is
an adverse event, and to ensure that all adverse events are reported, analysed and
acknowledged. Horizons has prepared a Statement on Open Disclosure which
contains further information.

Freedom of Information

Horizons has developed a Guide to Freedom of Information to comply with legislation
and learners are informed of their right to request any data pertaining to them.
Freedom of Information requests are handled by the Data Protection Officer.
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9.3 Publication of Quality Assurance Reports

As required by QQl's re-engagement process, Horizons is committed to publishing
its Quality Assurance Manual, related policies and procedures, summary reports from
internal self- evaluation activities and external evaluation reports

A dedicated facility for this has been integrated into the development plans for
Horizons’ website.

In keeping with Horizons’ Communications Policy, the key findings from all quality
assurance reports will be published in Plain English and Easy Read formats.

9.4 Monitoring, Audit and Review

Policies

The implementation of Horizons Policies relevant to public information and
communication in Horizons QQI Registered Centres is monitored locally by the
Quality Assurance for Education and Training Team and the Training Centres
Manager.

An annual audit of the policies relevant to this schedule is conducted by the Quality
Assurance for Education and Training Team and feedback is provided to training
centre staff in order to ensure continuous improvement. Feedback from this audit is
also shared with the Education and Training Governance Committee and used to
inform the Annual Review of Quality. Any required improvements will be
documented in the Quality Improvement Plan.

For most Horizons policies, reviews are normally carried out on a tri-annual basis
unless for example an audit, serious incident, change in best practice or legislation
identifies the need to review a policy before the scheduled date. Where, after a
review, a policy is updated, the amended policy is communicated to staff by the
Training Centres Manager.

Website and Social Media

The Communications and Fundraising Team is responsible for the organisation’s
website content and for managing the website. The Quality Assurance for Education
and Training Team is responsible for monitoring the information provided on
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Horizons’ website that pertains to education and training. The Education and Training
Governance Committee is responsible for approving all information pertaining to
education and training prior to publication on the website.
The Communications and Fundraising Manager is responsible for authorising the
creation and use of social media accounts for individual service areas and locations
in Horizons. The Training Centres Manager is responsible for monitoring the training
centres’ social media accounts, and ensuring that

- The content created is appropriate

- There is active updating to include information about programmes and other

relevant information
- Accounts are actively monitored and checked for any inappropriate comments
- A process isin place for responding to messages and comments

Learner Handbook

The Quality Assurance for Education and Training Team is responsible for reviewing
the Learner Handbook on an annual basis to ensure that all information is up-to-date.
The local self-advocacy committees will have input into this review to ensure learner
feedback is obtained. Recommended changes are submitted to the Education and
Training Governance Committee who will approve changes.

9.5 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Horizons Policy on Employee Usage of Social Media
Horizons Policy on Communicating with the Media
Horizons Electronic Communication Policy

Horizons Policy on Communication with the People We Support
Horizons Policy on Provision of Information to the People We Support

Horizons Policy Statement on Open Disclosure

Horizons Style and Language Guidelines

Horizons Policy on IT Acceptable Usage

Horizons Data Protection Policy

Horizons Fundraising Policy

Horizons: A Brief Guide to the Freedom of Information Act, 2014
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10 Other Parties Involved in Education and Training

10.1 Peer Relationships

As disability service providers Horizons’ day services are guided by the HSE's New
Directions: Personal Support Services for Adults with Disabilities. New Directions
involved a radical shift from provider-led programmes to individualised, user-led
supports. In the new approach, each person should be supported to access flexible
and outcome-driven supports to enable them to live a life of their choosing that meets
their own wishes, aspirations and needs. The core purpose of the supports is to
enable people to participate as equal citizens in their community and to contribute to
that community.

Under New Directions, disability service providers have a responsibility to lead the
process of building a Community of Practice which will enable people with
disabilities to become more active in their communities. This new approach to service
provision has led Horizons to develop links with many community organisations,
mainstream providers of education and training, employers and support services. The
following tables contain a non-exhaustive list of organisations at international,
national and local levels that Horizons has links with.

National Organisations

Gaisce- The President’s Award
QQI- Quality and Qualifications Ireland
NALA- National Adult Literacy Agency
HSE- Department of Health Rehabilitative Training
Pobal
Social Impact Ireland
Irish Social Enterprise Network
Green Campus Programme
Open Training College
AHEAD
Inclusion Ireland
Irish Society for Autism
National Council for Special Education
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Decision Support Service

National Advocacy Service for People with Disabilities
Citizen’s Information

MABS- Money Advice and Budgeting Service

Money Advice and Budgeting Service

Irish Association of Supported Employment

Horizons Community Based Projects Literacy

Ability at Work Programme Ables Project

Roots Café Project, University College, Cork |[Write Together Adult Literacy Scheme
Suisha Arts Mahon Spell it Write Literacy Scheme

Read Write Now Literacy Scheme
Altrusa Literacy Scheme

Further Education and Training Community Arts

St. John’s College, Cork Mayfield Arts Centre
Colaiste Stiofan Naofa Cork Artlink

Cork College of Commerce Everyman Palace Theatre

City North College of Further Education
Cork Education and Training Board
Cork Training Centre

The Health and Safety Authority

Q Centre, Mallow

Specialised Education and Training Miscellaneous

Down Syndrome Cork Cork Sexual Health Centre

National Learning Network Trigon Hotel Group

Brothers of Charity Social Farming Ireland

St. Joseph’s Foundation Cork Chamber of Commerce

Enable Ireland Garda Community Engagement Unit
Co-Action Cork Sports Partnership

Cork City Council Atlantic Social Laboratory
Our Lady Crowned Credit Union

Meitheal Mara

Cork Education Support Centre

Active Inclusion Network

Order of Malta

Linc Cork

Cork Simon Community

Next Step, Cork Mental Health
\Weightwatchers
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Unislim
Special Olympics (Cork)
Mixed Ability Rugby

In the context of Horizons’ QQI Registered Centres, connections and community of
practice links take many forms, for example:

— Supporting learners to achieve Gaisce Awards

— Supporting learners to open and operate credit union accounts

— Facilitating onsite training by external training providers (i.e. HACCP training)

— Supporting learners to attend courses in other training and education
organisations

— Projects with Charity Partners

— Providing learning supports for learners who are undertaking certified training
in mainstream establishments

— Building a database of employers and supporting learners to access work
placements

— Supporting learners to attend community-based leisure facilities and sports
clubs

— Staff attendance at conferences and CPD events

— Staff participation in disability sector consultations

— Staff participation in local rehabilitative training working group

— Staff participation in QQI events forums and seminars

10.2 Expert Panellists, Examiners and Authenticators

When engaging external subject matter experts, Horizons ensures that all persons
are suitably qualified. External subject matter experts are supported by Horizons
training staff if engaging directly with learners to ensure clarity and understanding
for learners.

Horizons selects External Authenticators from the QQI panel. Guidelines for the
selection of authenticators are available in Horizons’ Policy on Assessment.
Guidelines for Authenticators are also available in this policy.

10.3 Employers
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In keeping with New Directions Interim Standards, Horizons assists the people
supported by the organisation to access work placements and employment
opportunities in their local communities. Horizons’ Policy on Selection, Monitoring
and Support of Workplace Provision (see below) sets out the procedures for
supporting people and employers with work placements, supported employment
and mainstream employment.

10.4 Guideline on Selection, Monitoring and Support of
Workplace Provision

Statement

Horizons supports people with intellectual disability to live a life of their choosing,
connected to and participating in their communities. To facilitate this community
inclusion, learners have access to employment related modules that are accredited
by QQIl. These modules have undergone programme validation and the specific work
placement requirements of these modules are outlined in the relevant module
descriptors.

Purpose

The purpose of this guideline is to set out the parameters of work placements that
are associated with QQI modules and to ensure that best practice is applied to such
placements.

Scope

The scope of this document applies to all current and future Horizons QQI Registered
Centres. It applies only to work placements that are organised for certification
purposes through QQI.

Not in scope: Ability at Work, Job Shadow Initiative, privately organised work
placements, supported employment placements.

Terms and Definitions

Term Definition
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Work Placement A temporary period of supervised work where the

learner has the opportunity to gain experience of a
job in the workplace setting

Work Shadowing The observing of a person at work by someone who

is interested in a similar career

Supported A service which helps people with disabilities to
Employment obtain and maintain a job.
Job Shadow [ A national project managed by the IASE. It brings

Initiative supported employment agencies, people with

disabilities and local employers together for one day
to create job shadow opportunities

IASE Irish Association for Supported Employment

QQl

Quality and Qualifications Ireland

Work ready Having the basic skills necessary for employment

Roles and Responsibilities

Training Centres Manager

Provide support to Employment Development Supervisors to ensure that
procedures outlined in this policy are followed

Employment Development Supervisor

Ensure that information regarding work placements is given to learners in a
timely manner and in a format that is accessible to the learner

Communicate with employers on the procedures associated with work
placements

Ensure that learners access work placements that are suited to their interests
and skills

Use community networks, learner contacts and existing structures within
Horizons to source suitable work placements

Ensure that there is adequate supervision, monitoring and mentoring for the
learner while on placement
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— Ensure that guidelines for selection of work placements are followed
— Ensure that there are adequate supports in place for the learner for the
duration of the work placement
— Obtain feedback documents from employers
— Ensure that learners are work ready prior to commencement of the work
placement

Training Centre Staff

— Familiarise themselves with the contents of this document
— Provide support to Employment Development Supervisor as needed
Learners

— Familiarise themselves with the contents of this document

— Abide by the terms and conditions of the work placement as agreed with
employer

— Keep a work journal (if required to do so by the Employment Development
Supervisor for assessment purposes)

Work Placement Procedure

Ensuring that learners are successful within their work placement requires that the
following are considered:

— The Learner
— The Employer
— The requirements of the programme

Prior to commencement of the Work Placement
The Employment Development Supervisor will:

—  Work with the learner using the Discovery Model to ensure that the learner is
facilitated to access work placements that suit their areas of interests and
skills.

— Encourage and support the learner where appropriate to source their own
work placements

165
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 165 of 189




HOKrIZONS

Cope Foundation in Cork Communities

— ldentify a representative who will be the point of contact for the placement

— Complete a task analysis of the proposed work placement and a skills analysis
of the learner to ensure that the learner and the work placement are
compatible

— Ensure that the learner is ready to commence the placement (i.e. that the
learner has the necessary skills and competencies to attend the placement)

— Liaise with the work placement point of contact to establish and agree the
duties of the learner while on site and any other relevant work arrangements.
These will be communicated to the learner either by the work placement point
of contact or the Employment Development Supervisor, whichever is
appropriate.

— Communicate with the learner and/ or their representatives to plan for
travelling to and from the work placement

— Establish who will provide a mentoring and supervisory role of the learner
while on work placement

— Establish what the key learning objectives are of the work placement and then
communicate these to the learner and the work placement point of contact

— Establish how the work placement will be monitored

— Carry out a risk assessment of the work placement

Monitoring of Work Placement

The Employment Development Supervisor is responsible for visiting the worksite at
agreed times to monitor progress, meet the learner’s supervisor, and conduct an
interim skills analysis, if appropriate.

The Employment Development Supervisor is also responsible for monitoring the
learner’s level of satisfaction with the work placement. If there are any concerns
regarding the work placement, they should be escalated to the Training Centres
Manager.

Employer and Learner Feedback/ Review

The Employment Development Supervisor will request a review meeting with the
employer and/ or the learner’s supervisor at the end of the work placement. The
employer or supervisor will be asked to complete an employer feedback form.
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The learner will be asked to complete a feedback form (with support from the
keyworker, if needed) and maintain a work placement journal in order to fulfil the
assessment requirements for relevant QQI certified modules.

The Employment Development Supervisor will conduct an exit skills analysis to
determine the skills development that took place during the duration of the work
placement. Results of this analysis will be presented in the Employment
Development Supervisor’s final report on the work placement.

10.5 External Partnerships

Horizons’ training centres (Doras Training Centre and Bonnington Training Centre)
are Registered Centres for NALA'’s Learn.Nala.ie programme. This programme offers
a variety of courses leading to major awards at levels 2 and 3. The terms and
conditions of this partnership are set out in a Memorandum of Understanding
between Horizons and NALA.

Horizons does not currently collaborate on QQI certified programmes with any other
providers, either as a first or second provider. Any future engagement with
collaborative provision will be guided by Horizons’ Policy on Educational
Partnerships and Collaborations, below.

10.6 Core Policy 6: Educational Partnerships and
Collaborations

Policy Document
Core Policy 6: Educational Partnerships and Collaborations

Horizons Policy on Educational Partnerships and Collaborations

Statement

Horizons supports people with intellectual disability to live a life of their choosing,
connected to and participating in their communities. In recent years and going
forward, this support involves an ever-increasing number of partnerships and
collaborations with other organisations in the community, as Horizons moves in
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line with national policy towards a new model of support. In the educational
setting Horizons seeks to explore collaborative provision arrangements with other
educational establishments in order to enrich opportunities for learners in a
mainstream setting.

Purpose

The purpose of this policy is to document the procedures and guidelines to be
followed in order to ensure clear, transparent and consistent partnerships and
collaborations with other educational establishments. It sets out processes for the
establishment and governance of the proposed partnership, the development of
programmes, the validation of programmes, programme delivery, ongoing
monitoring and evaluation, and arrangements for audit and review of this policy.

Scope

This policy applies to all proposed partnerships and collaborations with other
educational establishments in order to develop and deliver major, minor or special
purpose QQI programmes, at levels 1-3 on the National Framework of
Qualifications. Should future collaboration opportunities arise at levels 4-6, this
policy will be reviewed to reflect this.

Terms and Definitions

Term Definition

Award A qualification conferred, granted or given by an
awarding body or institution to record that a learner
has achieved a particular standard of knowledge,
skills or competence

Awarding Body An organisation that makes awards

Collaborative Two or more providers involved by formal agreement

Provision in the provision of a programme of learning that leads
to an award

Consortium Two or more organisations joining together to work
on a particular project: in this case, collaborative
provision.

Memorandum of A formal and legally binding agreement signed by

Understanding two or more partners, in this case in respect off

(MoU) providing further education programmes

Programme The process by which learners acquire knowledge,

skills or competencies
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\Validation The process by which an awarding body will satisfy
itself that a learner may attain knowledge, skills or
competencies in taking a proposed programme for the
purpose of an award being made by the awarding
body

Legislation/ Standards/ Related Policies

QQI Policy for Collaborative Programmes, Transnational Programmes and Joint
Awards.(QQI, 2012)

Horizons Quality Assurance Manual for Education and Training, (Horizons, 2022)

Horizons Policy and Procedure for Programme Development, (Horizons, 2022)

New Directions: review of HSE day services and implementation plan (HSE,
2012-2016)

Horizons Access to Education, Training and Development Policy for Adults in
Residential Centres (Horizons, 2014)

Roles and Responsibilities

Board of Directors/ Executive Team
— Approval of collaboration proposal
— Approve and sign off Memorandum of Understanding with collaborating
organisation
— Responsible for governance and implementation of Memorandum of
Understanding at strategic level

Education and Training Governance Committee
— Evaluate initial proposal for collaborative arrangement and determine
whether the proposal should be developed into full proposal for
submission to executive team
— Oversee development of full proposal
— Oversee the application of Horizons’ QA procedures during collaborative
provision
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— Oversee liaison between Horizons QA team/ tutors and staff from
collaborating organisation

— Deal with issues, concerns and requirements relating to any/ all stages of
the collaboration from programme development to audit/ review stages

— Beresponsible for ongoing implementation and management of all aspects
of the collaboration

—  Work with Executive Team to develop Memorandum of Understanding

Quality Assurance for Education and Training Team
— Support initial proposer to prepare outline initial proposal
— Assist as required during programme development phase, liaising with
counterparts in collaborating organisation.
— Ensure that Horizons’ QA procedures are followed during programme
development phase, with particular regard to reasonable accommodations
for learners and learning supports.

Training Centres Manager

— Liaise with collaborating organisation to co-ordinate practical

arrangements for programme delivery are in place
Tutors

— Adhere to Horizons QA guidelines and specific guidelines and
arrangements for collaborative programme agreement at all times during
programme development, delivery, assessment and evaluation stages.

— Participate in programme development stage in collaboration with tutors
from other organisations, giving specific expert inputs in the areas of
reasonable accommodations for learners with intellectual disability, and
the use of | learning supports for these learners.

Learners
— Attend feedback and evaluation sessions
— Participate in focus group sessions if required during planning/ programme
development processes

Procedures
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For the purpose of this policy, arrangements for collaboration/ partnerships are
set out in 4 sections, as follows:

Planning for Collaboration

Ideas for new collaborations can arise from many sources. Where an idea for a
potential collaboration arises, an outline proposal should be made through the
QQI Quality Assurance team to Horizons’ QQl Governance Committee (CFCG) for
initial evaluation. The CFCG may seek further information, or work with the
proposer prior to submission of a full proposal to Horizons’ Executive Team. If
approved by the Executive Team, a Memorandum of Understanding (MoU) should
be prepared and signed with the proposed collaborator.

This MoU should detail the following arrangements as specified in QQl’'s Policy
for Collaborative Programmes, Transnational Programmes and Joint Awards:

— Establish and specify the consortium

— Establish rights and obligations of all provider partners

— Determine which provider is lead partner, and which is the subsidiary
partner

— Establish governance arrangements

— Establish nature of services to be provided by each partner provider

— Establish the period of the agreement

— Establish the conditions under which the agreement will be reviewed and
renewed

— Establish the entity that learners can hold liable in the event of any
deficiencies in the provision of education and training

— Specify any limitations on liability

— Provide for the resolution of disputes arising

— Provide for the suspension or termination of the agreement

— Make appropriate arrangements for the protection of learners

— Establish the process for addressing disputes

— State financial arrangements

— Specify the programme’s essential parameters including prior learning and
other admission requirements, assessment strategy and intended learning
outcomes

— Establish quality assurance procedures for the collaborative programme

— Provide for the provider partners as appropriate to jointly contribute to the
provision of the programme
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— Specify the rights and entitlements of learners, including learner support
services, at each of the provider sites

— Explain how relevant services will be delivered and how access to same by
learners should be assured

— Specify the programme assessment strategy and learner assessment
procedures

— Establish Risk management arrangements

Programme Development and Validation

Processes for programme development will vary depending on whether Horizons
is considered to be the lead or subsidiary partner. In cases where Horizons is the
lead partner, programmes will be developed in accordance with Horizons’ Policy
and Procedure for Programme Development, with support from the subsidiary
partner as specified in the MoU. In cases where Horizons is the subsidiary partner,
it will support the programme development and validation process of the lead
partner.

Programme Delivery

Arrangements for programme delivery and provision of information for learners
and the general public that apply to the sole provision of programmes by
Horizons, as set out in Horizons’ QA manual, will apply to all collaboration
programmes in which Horizons is the lead partner. In cases where Horizons is the
subsidiary partner, the arrangements specified in the lead partner’s QA manual
will be adhered to.

Any specific programme delivery arrangements for the collaborative programme
will be set out in the MoU.

Monitoring, Assessment and Evaluation

Arrangements for monitoring, assessment and programme evaluation as set out
in Horizons’ Quality Manual will apply to all collaboration programmes in which
Horizons is the lead partner. In cases where Horizons is the subsidiary partner, the
arrangements specified in the lead partner’'s QA manual will be adhered to.
Specific arrangements related to monitoring, assessment and evaluation for the
collaborative programme will be set out in the MoU.

Policy Implementation, Audit & Review
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Implementation

This policy should be communicated to all relevant staff by the Education and
Training Governance Committee, prior to engaging in a partnership consultation
with another provider.

Monitoring

The Education and Training Governance Committee has responsibility for
monitoring this policy to ensure that it is meeting its intended purpose as
educational collaborations form and develop.

Audit

This policy should be audited as part of the audit schedule of Horizons’ QQI
Quality Assurance Manual. The QQI Governance Team is responsible for this
audit, which may be delegated to members of the Quality Assurance team.

Review
This policy should be reviewed as part of the annual review of Horizons’ QQI
Quality Assurance Manual.

10.7 Additional Information and Documentation

The following documents can be accessed through the hyperlinks below:

Horizons Policy on Staff Training and Development
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11Self-Evaluation, Monitoring and Review

11.1 Core Policy 7: Self-Evaluation, Monitoring and Review in
Education and Training

Policy Document
Core Policy 7: Horizons Policy on Self-Evaluation, Monitoring and Review in
Education and Training

Statement

Horizons as a provider of QQl accredited programmes is required by QQI to ensure
that programmes, teaching and learning and related policies and procedures are
monitored, evaluated and reviewed on an ongoing basis. This is to ensure that any
modification or retention of programmes, service delivery and related policies and
procedures is based on evidence and best practice,

Purpose

The purpose of this policy is to outline the policy and procedure to be followed for
the evaluation, monitoring and review of quality assurance processes, teaching
and learning practices, QQIl programmes, policies and procedures and the learner
experience.

Scope

The scope of this document applies to all current and future Horizons QQI
Registered Centres.

Roles and Responsibilities
Education and Training Governance Committee

— Review findings and approve changes generated by the ongoing
monitoring procedures
— Escalate risks arising from audits to Executive Team

— Review outcomes of internal evaluation and external authenticator reports
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Training Centres Manager

Quality Assurance for Education and Training Team

Approve Annual Review of Quality report

Approve 5 Year Programmatic Review Reports and Programme
Improvements Plans

Approve amendments to Quality Manual, policies, procedures and
guidelines arising out of Annual Review of Quality or 5-Year Programmatic
Review reports

Chair weekly training centre staff meetings and ensure that quality
assurance is on the agenda

Work with Quality Assurance for Education and Training Team to ensure
that issues relating to programmes that arise from ongoing monitoring
procedures are addressed in a timely fashion

Monitor complaints related to education and training

Monitor learner attendance and address any issues that arise

Collate data required for Annual Review of Quality

Conduct audits in accordance with audit schedule for training and
education

Work with Training Centres Manager to devise action plans resulting from
audits

Support Training Centres Manager in addressing any issues that arise as a
result of ongoing monitoring procedures

Support Training Centres Manager in addressing complaints related to
education and training

Conduct Annual Review of Quality

Submit Annual Review of Quality Report to Education and Training
Governance Committee

Oversee implementation of recommendations of Annual Review of Quality
Report

Conduct 5 Year Self-Evaluation and Programmatic Review

Draft Self-Evaluation Report and Programme Improvement Plan and
submit to Education and Training Governance Committee

Monitor programme delivery in each location to ensure consistency of
practice and compliance with standards and policy

Review and discuss results of ongoing evaluations
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Tutors

Learners

3-Phased Approach to Self-Evaluation, Monitoring and Review

Horizons uses a 3 phased approach to self-evaluation, monitoring and review, as
illustrated below.

Compare standards of programmes with national norms and best practice
Attend RAP meetings

Identify any issues of concern arising out of ongoing monitoring procedures
and discuss with Training Centres Manager at staff meetings

Liaise with Training Centres Manager and Quality Assurance for Education
and Training Team to resolve any issues/ action plans

Provide formal feedback to Training Centres Manager at Performance
Management Review on any issues relating to quality

Complete self-evaluation questionnaires to inform Annual Review of
Quality and 5-Year Programme Reviews

Maintain records of attendance

Learners are requested to provide feedback on programmes using feedback
forms, focus groups and questionnaires

Learner representation on the Quality Assurance for Education and
Training Team
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Ongoing Annual Review 5 Year Self-
Monitoring of Quality Evaluation
Procedures Programmatic

Review

FIGURE 9 PHASED APPROACH TO SELF-EVALUATION, MONITORING AND REVIEW
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FIGURE 10 SOURCES OF DATA FOR ONGOING MONITORING PROCEDURES

Ongoing monitoring procedures are used to support continuous quality
improvement.

Ongoing monitoring involves the dissemination of data obtained from the
following sources:

— Attendance Records

— Learner Feedback

— Stakeholder Feedback

— Tutor Feedback

— Complaints and Appeals

— Accident and Incident Reports

— Risk Register

— Benchmarking exercises with comparable programmes and training
providers

— Compliance with National Standards

Data is gathered using an audit schedule. Audits are carried out by the Quality
Assurance for Education and Training Team, and resulting action plans are
implemented by the Training Centres Manager, or escalated to the Education and
Training Governance Committee. Action plans are reviewed during the Annual
Review of Quality to ensure that implementation has occurred.

— Quality is on the agenda of weekly staff meetings where any issues of
concern relating to programmes being delivered, learners, tutors and the
service can be recorded and addressed

— Any actions that arise out of staff meetings are assigned to the appropriate
member of staff

— Issues relating to attendance to be overseen by relevant key worker

— Issues relating to the programme to be overseen by the centre manager
and the Quality Assurance for Education and Training Team

— The centre manager and the Quality Assurance for Education and Training
Team liaise and communicate with tutors via email, phone, face to face and
virtual meetings

— The centre manager and the Quality Assurance for Education and Training
Team will monitor complaints to identify recurring issues and to ensure that
they are resolved

178
Quality Assurance Manual for Education and Training

Policy Number [Status] Version 3.1 Page 178 of 189




HOKrIZONS

Cope Foundation in Cork Communities

— Tutors maintain records of attendance to identify any problems with learner
engagement. Issues relating to attendance are to be referred to centre
manager and appropriate key worker

Phase Two: The Annual Review of Quality
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FIGURE 11 SOURCES OF DATA INFORMING ANNUAL REVIEW OF QUALITY

The Quality Assurance for Education and Training Team is responsible for
overseeing the Annual Review of Quality process and ensuring that any
recommendations and changes are implemented.

Procedure
The Training Centres Manager

— collates the data required for the review.
— invites feedback from the learners, tutors and relevant stakeholders.
— collates the following information:

e Action plans resulting from audits

e External Authenticator Report

e RAP Report

e Complaints and Appeals Log

e Performance Management Review Process

— audits compliance with the following HSE Policies:

e EASI tool
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e Incident Management Framework

e Dignity at work

e Open Disclosure National Guidelines
e HSE Trustin Care

e A Vision for Change

e Safeguarding Vulnerable Adults

The Quality Assurance for Education and Training Team

- undertakes analysis of learner, tutor, stakeholder, external authenticator
reports, RAP feedback and the Complaints and Appeals Log.
— carries out a review of:

e Programme content to ensure that it is current and relevant

e Teaching and learning strategies to ensure that they are in line with
current best practice

e Effectiveness of equipment, training resources and facilities

e Capacity to uphold terms and conditions of validation and that
programmes meet validation requirements

e Assessment instruments to ensure that they are fit for purpose

e Community of Practice Working Group Reports

— drafts a report outlining the results of their analysis and any
recommendations for improvements in the programme and related
supports and services

— submits the Annual Review of Quality Report to the Education and Training
Governance Committee for approval and sign off

— oversees the implementation of recommendations on an ongoing basis

— updates the Quality Manual following the review if necessary
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Phase Three: 5 Year Self-Evaluation Programmatic Review
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FIGURE 12 SOURCES OF DATA FOR 5-YEAR SELF-EVALUATION PROGRAMMATIC REVIEW

Horizons has created a self-evaluation system which facilitates the review and
reporting on the quality of programmes and related services. The views of
learners, stakeholders, members of the programme team and of an independent
evaluator who has the necessary expertise to compare Horizons’ programmes
with similar programmes offered elsewhere, are included in each self-evaluation.

The self-evaluation/programmatic review process occurs every five years. This is
a wide-scale comprehensive review of all aspects of the programme and the
syllabus which may lead to changes in the programme/curriculum and is timed to
coincide with programme revalidation. This process involves self-evaluation,
reflection, reviewing and reporting on the quality and effectiveness of the
programme and services combined with the input of an independent external
review. The learning from this process and the data collected is used to improve,
develop and inform future practices to meet changing needs.

Purpose of the Self-Evaluation Programmatic Review Process
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— Toidentify and highlight areas that are operating well

— To identify and highlight where there are gaps and where improvement is
needed

— To measure how effective the Quality Assurance System is in achieving a
consistent and high-quality service

— To ensure that the needs and expectations of learners and other
stakeholders are met

— To measure the success of learners in reaching the intended learning
outcomes

Draft and Publish
PFlan and Prepare Decide on Actions Self Evaluation
Reports

Carry out Evaluation Acknowledge
with stakeholders Success

Implement Actions

Document successes
and improvements Document Evidence
to be made

FIGURE 13 OVERVIEW OF SELF-EVALUATION PROGRAMMATIC REVIEW PROCESS

Procedure for Self-Evaluation Programmatic Review

The Quality Assurance for Education and Training Team is responsible for
implementing the process of Self-Evaluation and Programmatic Review.

The team meets at the beginning of the process to agree a timeline and the
appointment of a qualified External Evaluator.
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The team must ensure that there is sufficient time, budget and expertise to
facilitate the Self-Evaluation an Programmatic Review process.

— All stakeholders are asked to complete a Self-Evaluation questionnaire

— Learners are asked to participate in focus groups; the results of which are
documented

— Data from the Annual Review of Quality reports is collated and analysed.
The information contained within these reports will provide an accurate
representation of the current status of the programmes

— After the above information has been compiled and analysed the Self-
Evaluation Checklist is completed and a summary report is produced

— An On-site meeting with the External Evaluator, Quality Assurance for
Education and Training Team and the Centre Manager(s) is held where the
Self-Evaluation Checklist, the data collected, and the findings are
discussed in detail

— The External Evaluator submits an External Evaluation Report following
this meeting, a review of all information presented and a review of the
quality assurance manual

— Following receipt of the External Evaluation Report, The Quality Assurance
for Education and Training Team considers the findings and draws up a first
draft of the Self-Evaluation Report and a Programme Improvement Plan.
The information is based on the evidence and findings and the External
Evaluator’s input, taking care to ensure that all strengths, areas for
improvements and recommendations are identified and highlighted

— The Quality Assurance for Education and Training Team submits a copy of
the draft of the Self-Evaluation Report and Programme Improvement Plan
to the Education and Training Governance Committee and the Centre
Manager(s)

— Feedback is considered by the Quality Assurance for Education and
Training Team and the Self-Evaluation Report and Programme
Improvement Plan are adjusted as appropriate

— The final reports are submitted to the Education and Training Governance
Committee for approval

— A copy of the Programme Improvement Plan is circulated to relevant staff

— The implementation of the Programme Improvement Plan is a recurring
agenda item at Quality Assurance Education and Training Team meetings
and staff meetings
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The following documentation must be included in the process:

— Findings of the Annual Review of Quality reports

— Findings of awarding body monitoring reports

— Ledgislative changes to be incorporated into the programme

— Feedback from all stakeholders

— Effectiveness of procedures for the assessment of learners

— Recommended modifications to the existing curriculum, modules, and
assessment processes

— External authenticator and evaluator reports to ensure suggested changes
are implemented

— The levels of training and assessment skills available to the programme to
ensure they are sufficient and appropriate

— Suitability and appropriateness of the physical facilities and anticipate
changing needs in the future

— Current programme entry requirements and confirmation of their
appropriateness for the current context

— Learner progression and completion rates, retention, withdrawal and
graduation rate and causes across the period of the review

— Any issues raised about particular sites or with particular modules or other
elements of the programme

— Recommendations for modifications to the delivery process and the
operational management procedures based on feedback from stakeholders

External Evaluator Selection Criteria

The role of the External Evaluator is to offer objective comparisons with similar
programmes available elsewhere. This role of this person should be that of a
‘critical friend’, i.e., someone who can bring support, recognition and positive
suggestions for improvement.

An External Evaluator should be:

— independent of the programme and of Horizons

— in a position to compare the quality of programme with that of similar
programmes elsewhere and give an informed view on the success of the
programme
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— make constructive recommendations for improvements
The External Evaluator must have:

— Experience of having delivered and managed similar programmes validated
by QQI

— An understanding of evaluation procedures and methodologies

— Programme knowledge and subject matter expertise

— No personal or professional interest in the training centre or no direct
connections with training centre staff or learners

— Experience of training and development processes

— Experience in quality assurance systems
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12Appendices

Appendix 1: List of Horizons Organisational Policies Referenced in the
Quality Manual

Admissions, Transitions and Discharge Policy
Communicating with the Media

Communication with the People We Support
Complaints

Horizons: A Brief Guide to the Freedom of Information Act, 2014
Data Protection Policy (2022)

Electronic Communication Policy

Electronic Communications Policy (2019)

Employee Usage of Social Media

Fundraising Policy

Garda Vetting Policy (2019)

Information Technology Acceptable Usage Policy (2015)
IT Acceptable Usage

Online Safety for the People We Support (2017)
Performance Management System Guideline (2018)
Petty Cash Policy

Policy on Policies (2017)

Policy on Risk Management

Policy Statement on Open Disclosure

Provision of Information to the People We Support
Purchase to Pay Policy

Records Management Policy (2017)

Recruitment Policy and Procedures (2018)

Safety Statement

Staff Training and Development Policy (2019)

Style and Language Guidelines

*All policies have been hyperlinked to Metacompliance for ease of access.
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Appendix 2: Terms of Reference Community of Practice Working Group

Terms of Reference for Quality Assurance in Education and Training Working
Group

28% June,2022.

This working group was established in June 2022 by members of the Quality
Assurance (Education and Training) teams of Horizons and Brothers of Charity
Southern Services.

Membership is comprised of management and staff of both organisation’s training
centres.

Ai

To create a Community of Practice Forum which will enable shared learning and
progress the implementation of QQI Quality Assurance policies and procedures in
the delivery of education and training for people with intellectual disability who are
supported by Horizons and Brothers of Charity Southern Services.

Objectives
-To share knowledge and resources related to the QQI Re-Engagement process

-To benchmark Staff Profiles (see QQI Core Statutory Quality Assurance Guidelines
p. 12)

-To enhance teaching and research through group engagement (QQI CSQAG p. 14)

-To create opportunities for all teaching staff in both organisations to engage in
community of practice activities

-To benchmark programme indicators against each other
-To share knowledge and resources related to the external verification process

-To collaborate in the development of certain policies and procedures related to

Education and Training
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