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UniHaven Level 5 Specific Purpose Certificate in International Foundation Studies Programme

1. Welcome and Introduction

1.1. Welcome from Academic Director

Dear Student,

Welcome to UniHaven College.

We are delighted that you have decided to join UniHaven College and our dedicated staff are here to
ensure you are best prepared for this and future steps in your academic career. Our programme is the
ideal launching pad for your successful future careers.

A productive and exciting year awaits you on the UniHaven Level 5 Specific Purpose Certificate in
International Foundation Studies Programme.

Wishing you every success,

Deirdre McCarton

1.2. UniHaven Pathways
UniHaven College provides international students with a progression pathway to your chosen Higher

Education Institution (HEI) from successfully completing a foundation pathway programme with
us. 'Uni’ represents the university education international students seek and ‘Haven’ represents the

safety and security we provide to students throughout your time with us.

Our focus is to upskill our students in a modern learning environment that is a safe haven where your
care is always the priority. By studying with us, you are provided with a pathway to a HEI degree.
Successfully completing our foundation pathway programme allows you the opportunity to improve
your academic and English language grades in a welcoming and safe study-abroad environment. You
will develop many valuable skills at the College that will equip you for study at UniHaven College, study

at your chosen university and for life after university.
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2. Programme Overview

2.1. General Overview
The UniHaven College Level 5 Specific Purpose Certificate in International Foundation Studies
Programme is a year-long, full-time foundation programme designed to enable international students
to progress onto undergraduate programmes in Ireland and abroad. It sits on the National Framework
of Qualifications (NFQ) at Level 5 as a Specific Purpose Certificate in International Foundation Studies
Award that is awarded by Quality and Qualifications Ireland (QQl). It is split into two pathway streams,
each containing three mandatory modules and two of four optional modules. One is for students who
wish to study business and social sciences degree programmes and is called the Business and Social
Sciences Pathway Stream. The other is designed for those who wish to study the science, engineering
and computing degree programmes and is called the Engineering and Sciences Pathway Stream. On
successful completion of the programme, irrespective of which pathway stream you have chosen, a
Level 5 Specific Purpose Certificate in International Foundation Studies Certificate will be awarded by
QQl and you will progress to a place on your undergraduate degree programme of choice with our

partner HEls.

2.2. Programme Aims
This programme aims to provide you with the knowledge, skills and competence to successfully
progress to year one of an programme of study leading to a qualification at Irish NFQ level 6, 7 or 8
and to prepare you to live and successfully participate in higher education study in Ireland. Specifically,
the programme will provide you with
e English language skills for successful participation in a programme of study leading to a
qualification at Irish NFQ levels 6, 7 or 8.
e Learning skills including reflective practice and personal development.
e  Skills of self-efficacy.
e Knowledge, skills, and culture in specific discipline areas depending on your chosen pathway
but including English for Academic Purposes, Mathematics and Intercultural Skills and
Communications.

e Cultural awareness of living and studying in Ireland.
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2.3. Awards and Credits
This is a 120 FET credit qualification which equates to approximately 60 ECTS with classes taught in
person by experienced teachers. The qualification is awarded by Quality and Qualifications Ireland
(QQl) as a Level 5 National Framework of Qualifications (NFQ) Certificate in International Foundation
Studies award. To obtain the qualification award, students must study and pass all modules taken
where a Pass grade is 50%. To progress to their target undergraduate degree, students must have
passed the programme, but additional grade requirements may be necessary to progress to certain
university qualifications for example medical, engineering and accounting degrees. These will be
explained by UniHaven staff to students before they enrol on the programme and will be detailed in

the Conditional Offer Letter that they will receive at enrolment.

2.4. Programme Learning Outcomes

On completion of this programme, you will be able to ...

1. Apply a broad range of knowledge in specific subject areas, with an emphasis on the English
language, within the student’s chosen pathway:

o Business and Social Science Pathway: English for Academic Purposes; Intercultural
Studies and Communications; Mathematics, Information Systems, Business Studies,
Global Politics, and Introduction to Social Sciences.

o Engineering and Science Pathway: English for Academic Purposes; Intercultural
Studies and Communications; Mathematics, Physics, Chemistry, Biology and
Computer Science.

2. Apply concepts, techniques and models enabling recognition of proficiency in the English
language, intercultural diversity, and the requirements of future studies at the undergraduate
level.

o Apply concepts, techniques, and models to subjects within the chosen pathways
developing further depth and understanding.

o Apply concepts, techniques and practices enabling recognition of proficiency in the
English language to CEFRL B2+ level.

o Present opinions on lIrish/European educational culture facilitating and supporting

their studies on an Irish programme of higher education.
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o Compare and contrast educational differences between the Irish educational system
and that of their own country, how these differences impact their future studies and
develop plans to overcome problems as they arise.

o Apply tools of self-analysis identifying personal competencies and weaknesses and
develop plans to overcome those weaknesses in pursuit of successfully studying
through a foreign language.

o Create study plans assisting in the successful completion of the respective programme
of study.

3. Identify and apply a broad range of specialized skills and tools for the collection, interpretation
and/or presentation of data across a broad range of subject areas within the student’s chosen
pathway.

4. Apply concepts, techniques, and theories to identify, interpret and evaluate information to
make reasoned judgements and develop and choose from a range of strategies in the
students' chosen pathway and subject-related disciplines.

5. Actin arange of programme-specific contexts, to identify and apply skills and knowledge to a
range of cultural issues including an awareness of academic, professional, and scientific
related disciplines associated with living and studying in Ireland.

6. Choose from a variety of experiences to successfully complete tasks by taking initiative and
responsibility for one’s own learning, individually or within a group, within the context of an
academic programme.

7. Reflect on one’s own learning and the acceptance and use of guidance to develop their future
learning skills and competence to cope with and participate in a programme of higher
education.

8. Evaluate personal beliefs, values, morals, and ethics within the context of an educational

programme and formulate responses and strategies based on reflection and feedback.
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2.5. Entry Criteria

Entry Requirements

The entry criteria listed below are designed to ensure that all applicants interested in studying the
programme will not only have a reasonable expectation of successfully completing the programme
but also doing so in such a way as to meet the entry criteria for the undergraduate degree programme

they wish to study at the partner HEI.
Age

e Applicants must normally be 17 years old but will be 18 years old by the end of the

programme.

Academic Requirements

o Applicants must hold a certificate of secondary education at GCSE level or equivalent to
include a minimum pass grade in maths and a minimum pass grade in four other subjects. For
a detailed list of entry criteria on a country-by-country basis, see the College website.

o Anydoubt as to whether the students’ presenting academic qualifications will be sufficient for
progression to UniHaven College’s HEI partner programmes will be discussed with the relevant
HEI partner to ensure that their programme entry requirements are not only clarified but are
also communicated clearly and accurately to the student before they commit to enrolling on

the UniHaven programme.

English Language Requirements

e All applicants whose first language is not English and who have not been educated through
the medium of English must be able to show English language ability as follows:
o An English level of Council of Europe B1+ Proficiency Level/IGCSE C/IELTS 5.0 or
equivalent.
o IELTS 5.0 overall with no less than 5.0 in the written component and 4.5 in the
listening, speaking, and reading components.
o Incertain circumstances, results in examinations other than those outlined above may
be accepted as proof of competence in the English language as decided on by the

Academic Director under the oversight of the Admissions Board.

8l Page



UniHaven Level 5 Specific Purpose Certificate in International Foundation Studies Programme

e English language certification must have been awarded within two years of the start date of

the programme.

Recognition of Prior Learning (RPL)

Recognition of Prior Learning (RPL) is a method of assessment (leading to the award of credit) that
considers whether learners can demonstrate that they can meet the assessment requirements for a
unit through knowledge, understanding or skills they already possess, and so do not need to develop
through a course of learning. RPL encompasses all forms of prior learning, including formal learning,
and non-formal learning (learning outside the formal education system), through the workplace and

experience.

To comply with QQl requirements, RPL must be considered for any student who wishes to access the
programme?l. The College must also comply with Irish study visa requirements for Level 5 (NFQ)
programmes as set out by the Department of Justice where students must study in class for at least
15 hours a week with an attendance rate of a minimum of 85%2. The College must also make sure
that students successfully complete the programme with 120 FET credits to be eligible for the QQl
Level 5 (NFQ) Certificate in International Foundation Studies award which in turn facilitates
progression to year one of the HEI partner undergraduate degree programmes. With these contexts
in mind, the College will discuss RPL with partner HEls to explore the extent, if any, to which RPL
applies to a given applicant's request but such RPL will be conditional on the student passing the
programme and complying with the above visa requirements. In the case of English language, RPL will
not be available due to the need for students to satisfy minimum in-class hours of 15 per week which
is not possible if students are not studying the English language modules. An example of permitted
RPL might be where the HEI partner deems an applicant’s Physics score to be sufficient to study an
Engineering degree but, to successfully complete the College programme in a visa-compliant way, the
student may need to study Biology instead, it being a complementary alternative module for the
degree to which the applicant wishes to study at the partner HEI. All student requests for RPL must be

submitted in writing to the Academic Director at the admissions stage and will be considered in the

1 Statutory Quality Assurance Guidelines developed by QQl for use by all Providers (2016)
2http://www.inis.gov.ie/en/INIS/Guidelines%20for%20Language%20and%20Non-
Degree%20Programme%20Students.pdf/Files/Guidelines%20for%20Language%20and%20Non-
Degree%20Programme%20Students.pdf
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context of this policy and subsequently decided on by the Academic Director in conjunction with the
HEI partner on a case-by-case basis. If an applicant chooses to appeal an admissions RPL decision, they
are entitled to do so. All admissions appeals must be made by email to the Academic Director, within
five working days of the decision being communicated. The admissions appeal procedure is outlined

in Section 5 of UPOLO07 UniHaven Student Recruitment and Admissions Policy Rev 2.

2.6. Programme Staff

Name Role

TBC Programme Manager

TBC Teacher

TBC Teacher

TBC Teacher

TBC Teacher

Sandra Traynor Admissions Officer sandra@unihaven.ie

TBC Student Support Officer studentsupport@unihaven.ie

During the assessment period, an out of office email will be available between the hours of 5 pm -9
pm, Monday to Friday. If you need urgent support with assessments, please email

deirdre@unihaven.ie.
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3. Programme Format

3.1. Programme Duration
There are three intake periods:

September intake

This is a year-long programme over two semesters: September - December and January

- April comprising of 2 semesters, one for 13 weeks and one for 12 weeks.

January intake

This is a year-long programme over two semesters: January — April and April — July comprising of 2
semesters, one for 13 weeks and one for 12 weeks.

April intake

This is a year-long programme over two semesters: April — August and September — December
comprising of 2 semesters, one for 13 weeks and one for 12 weeks.

3.2. Programme Structure
The table below shows the programme structure.

Module Module Title Mandatory / | FET Taught Hours Duration
Number Optional credits per Week (weeks)
UNIOO01 English for Academic Purposes (EAP) Mandatory 60 8 25
UNI002 Intercultural Studies and Communications Mandatory 10 2 25
Business and Social Science Pathway — Choose 2 from 4 Optional Modules
UNIOO03 Mathematics (Ordinary) Mandatory 20 4 25
for this
Pathway*
UNIO04 Business Studies Optional 15 4 25
UNIO05 Information Systems Optional 15 4 25
UNIO06 Global Politics Optional 15 4 25
UNIOO7 Introduction to Social Sciences Optional 15 4 25
Engineering and Science Pathway — Choose 2 from 4 Optional Modules
UNIOO8 Mathematics (Higher) Mandatory 20 4 25
for this
Pathway*
UNI009 Biology Optional 15 4 25
UNIO10 Chemistry Optional 15 4 25
UNIO11 Physics Optional 15 4 25
UNIO12 Computer Science Optional 15 4 25
* Unless the student’s choice of HEI degree programme necessitates a different level of Mathematics in which case such
choice will be accommodated.
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4. Assessment and Feedback

4.1. Assessment Framework

The UniHaven College Level 5 Specific Purpose Certificate in International Foundation Studies
Programme assessment strategy is to support the development of students in becoming self-directed
autonomous learners who are responsible for making judgements on their learning so that they may
progress to higher education institution (HEI) degree programmes. The College strives to enhance
students’ ability to self-monitor and self-evaluate their work to a high level such that they will
successfully complete the programme with a sense of shared responsibility for their learning. The
independent learner is valued by HEls in Ireland and overseas and so it is in the student’s interest and
the College interest as a pathway provider to ensure that students will progress to HEI partners and
succeed with their degree studies when there.
UniHaven College assessment strategies are formed at programme and module stages in line with QQl
assessment requirements3as follows:

e Learners are responsible for demonstrating their learning achievement.

e Assessment supports standards based on learning outcomes.

e Assessment promotes and supports both effective learning and teaching.

e Assessment procedures are credible.

e Assessment methods are reviewed and renewed as necessary to adapt to evolving

requirements.

e Learners are well informed about how and why they are assessed.

e Learners are involved in the periodic review of assessment procedures®.

e The programme has sound assessment strategies.®

The below schematic taken from the National Forum for the Enhancement of Teaching and Learning
in Higher Education® as one that the College subscribes to.

3 Assessment and Standards, Revised 2013, section 2.1

* Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 6.1
>QQI Policies and Criteria for the Validation of Programmes of Education and Training (2017), section 17.10
6 https://www.teachingandlearning.ie/our-priorities/student-success/assessment-of-for-as-learning/
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Taken from “Expanding our Understanding of Assessment and Feedback in Irish Higher Education”, National
Forum for the Enhancement of Teaching and Learning in Higher Education (2017)

Figure 1. Assessment and Feedback Terminology and Examples

Summative assessment is also termed Assessment OF Learning, to emphasise its nature as an
assessment of an activity that has occurred (i.e., after a period of learning). However, the term also
emphasises a numeral aspect and it is often associated with a number or letter grade. Assessment of
learning can help students to take a high level of ownership for their learning by facilitating student
feedback that results in the form of both the grade itself and the Teacher feedback that accompanies
it.

Formative assessment is related to the concept of ‘feedback’ on learning. The importance of learning
because of feedback to students has led to the use in some contexts of the term Assessment FOR
Learning, which emphasised the learning aspect. Assessment FOR Learning also includes the idea of
feedback to staff on their teaching. It emphasises the importance of a dialogue between teachers and
students. Feedback needs to be timely, actionable, and understandable. In formative assessment as
Assessment AS Learning, it is the student who becomes more empowered, is more responsible and
can become the key decision-maker. This growth of student self-confidence and student self-esteem
is critical to the aims of UniHaven as one that provides autonomous, self-directed, critically-thinking,
and well-prepared students that are ready to begin university degree studies on completing their
programme.

Students shall attend all assessments, including written examinations, for the modules on which they
are registered and submit coursework for assessment as required. Students must successfully pass all
core modules and options to successfully complete the programme.

Students may only resit exams if they have already completed an extenuating circumstances form that
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excused them from sitting the exam. Resit final exams must be completed within one week for a
programme that has started in January to ensure that the student’s results can be submitted to QQl
on time and for their QQl-endorsed results to be accepted by the HEI they wish to progress to. Resit
final exams must be completed within 2 weeks for programmes that start in September or April to
facilitate student progression to the relevant HEI.
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4.2. Programme Assessment Summary

Semester 1
Week Week Week Week
Week1 | Week2 | Week3 | Week4 | Week5 | Week6 | Week7 | Week8 | Week 9 10 11 12 13
English for Academic Purposes Pres
Intercultural Studies &
Communications Assign
Business & Social Sciences
Pathway
Maths Test CA Exam
Business Studies CA
Global Politics CA Exam
Introduction to Social Sciences CA Exam
Information Systems Lab Lab
Science & Engineering
Pathway
Maths Test CA Exam
Biology CA CA CA MCQ
. Lab
Chemistry Lab Lab Test Lab Exam
Physics Lab Lab Lab CA Lab Lab Exam
Computer Science Pres Exam

CA = Continuous Assessment, Assign = Assignment, Lab = Laboratory Assessment, MCQ = Multi Choice Questionnaire, Test = Written Test, Pres = Presentation, Exam = Written Examination
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Semester 2
Week Week Week Week Week Week Week Week Week Week Week Week Week Week
13 14 15 16 17 18 19 20 21 22 23 24 Week 25 26 27
English for Academic Essay/
Purposes biblio Listening
Intercultural Studies & Com Pres Portfolio
Business & Social Sciences Pathway
Mathematics Ordinary Test CA Exam
Business Studies Pres Reflection
Global Politics CA Exam
Introduction to Social Exam
Sciences CA
Information Systems Lab Lab Pres MCQ
Science & Engineering Pathway
Mathematics Higher Test Exam
Biology CA CA CA Pres
Chemistry Lab Lab Test Lab Lab Exam Exam
Physics Lab Lab Lab CA Lab Lab
Computer Science :Iractlc MCQ

CA = Continuous Assessment, Assign = Assignment, Lab = Laboratory Assessment, MCQ = Multi Choice Questionnaire, Test = Written Test, Pres = Presentation, Exam = Written Examination,
Reflect = Personal Reflection, Pract = Practical Assessment, Portfolio = Personal Portfolio, Essay/biblio — Written Assessment and/or Assessment Relating to an Academic Bibliography

NOTE: THIS IS SUBJECT TO CHANGE

161 Page




4.2.1. Assessment Types, Weightings and Schedules - Business and Social
Science Pathway

Mandatory - 17 hours in total

v English for Academic Purposes (EAP) - 8 class hours per week classes + 1 tutorial hour per
week

v" Mathematics Ordinary (O) - 4 class hours per week

v Intercultural Studies and Communications — 2 class hours per week

v' 2 x tutorial hours per week

Electives - choose 2 of the below 4 modules - 8 hours in total

v Business Studies
v Global Politics
v'Introduction to Social Sciences
v" Information Systems

Total = 25 hours

Subject Detail of Assessment Week Number Weighting%
English For Academic | Presentation 8 25
Purposes Bibliography 12 125
Essay 17 25
Bibliography 24 12.5
Listening Assessment 25 25
Subject Detail of Assessment Week Number Weighting %
Intercultural Studies | Assignment 6 25
and Communication Presentation 19 25
Personal Development Portfolio 24 50
Subject Detail of Assessment Week Number Weighting %
Mathematics Open Book Assignment | 7 15
Ordinary Exam 13 35
Open Book Assignment | 18 15
Exam 25 35
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Subject

Detail of Assessment

Week Number

Weighting %

Business Studies

Presentation 11 30
CA 24 50
Reflection 25 20

Subject

Detail of Assessment

Week Number

Weighting %

Information Systems

Practical Assignment 5 10
Practical Assignment 10 10
Practical Assignment 15 10
Practical Assignment 20 10
Presentation 23 10
McQ 25 50

Subject Detail of Assessment Week Number Weighting %
Global Politics CA 9 25

Exam 13 25

CA 21 25

Exam 25 25
Subject Detail of Assessment Week Number Weighting %
Introduction to Social CA 4 25
Science Exam 13 o

CA 16 25

Exam 25 25
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Summary - Business and Social Science Pathway Assessment Types and Weightings

Subject Detail of Assessment Week Number Weighting %
English For Academic Purposes Presentation 8 25
Bibliography 12 12.5
Essay 17 25
Bibliography 24 12.5
Listening Assessment 25 25
Intercultural Studies and Assignment 6 25
Communication Presentation 19 25
Personal Development | 24 50
Portfolio
Mathematics Ordinary Open Book Assignment | 7 15
Exam 13 35
Open Book Assignment | 18 15
Exam 25 35
Business Studies Presentation 11 30
CA 24 50
Reflection 25 20
Information Systems Practical Assignment 5 10
Practical Assignment 10 10
Practical Assignment 15 10
Practical Assignment 20 10
Presentation 23 10
MCQ 25 50
Global Politics CA 9 25
Exam 13 25
CA 21 25
Exam 25 25
Introduction to Social Science CA 4 25
Exam 13 25
CA 16 25
Exam 25 25
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Summary - Business and Social Science Pathway Assessment Schedule

EAP

Intercultural
Studies
Communication

Mathematics
(0)

Business
Studies

Information
Systems

Global Politics

Introduction to
Social Science

EAP

Intercultural
Studies and
Communication

Mathematics (O)

Business Studies

Information
Systems

Global Politics

Introduction to
Social Science
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4.2.2. Assessment Types, Weightings and Schedules — Engineering and

Science Pathway

Mandatory - 17 hours in total

v English for Academic Purposes (EAP) - 8 class hours per week classes + 1 tutorial hour per

week
v' Mathematics Higher (H) - 4 class hours per week
v Intercultural Studies and Communications — 2 class hours per week
v' 2 x tutorial hours per week

Electives - choose 2 of the below 4 modules - 8 hours in total

v Biology

v' Chemistry

v Physics

v' Computer Science
Total = 25 hours

Subject Detail of Assessment Week Number | Weighting%
English For Academic Purposes Presentation 8 25
Bibliography 12 12.5
Essay 17 25
Bibliography 24 12.5
Listening Assessment 25 25
Subject Detail of Assessment Week Number | Weighting %
Intercultural Studies and Assignment 6 25
Communication Presentation 19 25
Personal Development 24 50
Portfolio
Subject Detail of Assessment Week Number | Weighting %
Mathematics Higher Open Book Assignment 7 15
Exam 13 35
Open Book Assignment 18 15
Exam 25 35
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Subject Detail of Assessment Week Number | Weighting %
Biology Practical 3 5
Practical 5 5
Practical 7 5
McQ 13 30
Practical 15 5
Practical 17 5
Practical 19 5
Presentation 23 10
McQ 25 30
Subject Detail of Assessment Week Number | Weighting %
Chemistry Lab 4 4
Lab 6 4
Test 8 30
Lab 10 4
Lab Exam 12 3
Lab 16 4
Lab 20 4
Test 22 30
Lab 24 4
Exam 25 40
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Subject Detail of Assessment Week Number | Weighting %
Physics Practical 3 3

Practical 5 3

Practical 7 3

CA 9 10

Practical 10 3

Practical 12 3

Exam 13 25

Practical 14 3

Practical 16 3

Practical 18 3

Practical 19 3

CA 21 10

Practical 22 3

Practical 25 3

Exam 25 25
Subject Detail of Assessment Week Number | Weighting %
Computer Science Presentation 11 10

Lab 20 40

MCQ 25 50
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Summary - Business and Social Science Pathway Assessment Types and Weightings

Subject Detail of Assessment Week Number | Weighting %
English For Academic Purposes Presentation 8 25
Bibliography 12 12.5
Essay 17 25
Bibliography 24 12.5
Listening Assessment 25 25
Intercultural Studies and Assignment 6 25
Communication Presentation 19 25
Personal Development 24 50
Portfolio
Mathematics H Open Book Assignment 7 15
Exam 13 35
Open Book Assignment 18 15
Exam 25 35
Biology Practical 3 5
Practical 5 5
Practical 7 5
MCQ 13 30
Practical 15 5
Practical 17 5
Practical 19 5
Presentation 23 10
MCQ 25 30
Chemistry Lab 4 4
Lab 6 4
Test 8 30
Lab 10 4
Lab Exam 12 3
Lab 16 4
Lab 20 4
Test 22 30
Lab 24 4
Exam 25 40
Physics Practical 3 3
Practical 5 3
Practical 7 3
CA 9 10
Practical 10 3
Practical 12 3
Exam 13 25
Practical 14 3
Practical 16 3
Practical 18 3
Practical 19 3
CA 21 10
Practical 22 3
Practical 25 3
Exam 25 25
Computer Science Presentation 11 10
Lab 20 40
MCQ 25 50
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Summary - Engineering and Science Pathway Assessment Schedule

EAP

Intercultural
Studies
Communication

Mathematics

(H)

Biology

Chemistry

Physics

Computer
Science

EAP

Intercultural
Studies and
Communication

Mathematics (H)

Biology

Chemistry

Physics

Computer
Science
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4.3. Programme Assessment Regulations
All assessments are intended to determine the skills, abilities, understanding and knowledge of each

student undertaking the assessment. Cheating is defined as obtaining an unfair academic advantage
and any student found using any form of cheating, attempting to cheat or assisting someone else to
cheat may be subject to disciplinary action under UniHaven’s Academic Misconduct Procedure in
section 7.7.2 of the UniHaven Quality Assurance Manual. Plagiarism is an academic offence and will
be treated as such. Students must not submit the same material in more than one assignment or
modaule. It is the responsibility of every student to familiarise themselves with College regulations on

plagiarism and should consult UniHaven’s Academic Misconduct Procedure.

4.4, General Student Regulations
The general UniHaven student regulations can be found in the Student Handbook. Under UniHaven’s
regulations, students are expected to conduct themselves courteously and respectfully at all times.
They should display respect for the rights, responsibilities, dignity and well-being of others and a
readiness to support an environment conducive to the intellectual and personal growth of all who
study, work and live within it. It is the personal responsibility of each student to be aware of, support,
and abide by the policies and procedures of UniHaven College. The programme operates on the
premise that no person’s education will suffer because of the actions of another student. The
behaviour of all members of the student body should reflect a concern for safety and a consideration
of the rights of both staff and students. The academic and social privileges granted to each student

are conditional upon the fulfilment of these responsibilities.

4.5. General Assessment Regulations
The General Assessment Regulations can be found in the UniHaven Quality Assurance Manual, chapter

7 with the relevant forms available in the policy documents and from the Programme Manager.

These regulations include:

e Extenuating Circumstances Application

Appeals, Reviews and Rechecks Procedures

Assessment Appeals

Correction of Errors
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4.6. General Schedule of Examinations
Exams are scheduled at the end of semester one and again at the end of semester two. Schedules for
each of the examination periods will be communicated to students via email and on the UniHaven

College LMS. The modules that have examinations as part of tehri assessment strategies are listed

below.
4.6.1 Business and Social Science Pathway
Semester 1
Subject Exam
Mathematics v
Global Politics v
Introduction to Social Science v
Semester 2
Subject Exam
Mathematics v
Global Politics v
Introduction to Social Science v
Information Systems \'

4.6.1 Engineering and Science Pathway
Semester 1
Subject Exam
Mathematics \
Biology v
Chemistry v
Physics v
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Semester 2
Subject Exam
Mathematics v
Biology '
Chemistry v
Physics '
Computer Science v

4.7. Regulations for Progression through the Programme
Students are required to complete all modules successfully to progress to their destination
programmes. Any grades that are needed by UniHaven College’s HEI partners above minimum Pass
grades, i.e. 50%, will have been communicated to students pre-enrolment via their conditional offer

letter.

4.8. Submission Guidelines for Assessments
Students are furnished at the beginning of each academic year with an Assessment Schedule. This
schedule outlines the week that each assessment is due for each module. Students should note these

dates carefully. The schedule is available to all registered students on the UniHaven College LMS.

Guidelines about the structure, layout and format of particular assignments are included with the
Assessment Schedule. If students are unable to access these guidelines they should, in the first

instance, contact the Teacher delivering the module.

4.9. Extensions and Late Submission of Assessed Coursework
A student may apply for an extension to the deadline for an element of continuous assessment under
the company’s policy for extenuating circumstances. Extensions are considered only where the
written application is submitted to the teacher in advance of the deadline with supporting evidence

as to why the extension is warranted (e.g., medical certificate).

Extensions to coursework may be approved by the Programme Manager who will consult with the
Academic Director as appropriate. Technical problems, such as computer failure or viruses, are not

deemed legitimate reasons for late submission or non-submission of work. The only exception is if the
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assessment is to be submitted via the College’s learning management system is not operating and, in
those cases, a report will be sent from the Programme Manager to the Academic Director to ensure

students are not disadvantaged.

If an extension has not been granted and work is submitted after the extended due date, late
submission of assignments is penalised as follows:

e 10% penalty for assignments submitted within three calendar days of the submission deadline.

e 20% penalty for assignments submitted within one week (seven calendar days) of the

submission deadline.

Later submissions, i.e., after one calendar week, will not normally be accepted. Students are expected

to retain a copy of all submitted coursework.

4.10. Writing Academic Assignments and Authenticating Student Work

Details relating to the authentication of work can be found in the Academic Misconduct Procedure in

section 7.7.2 of the UniHaven Quality Assurance Manual.

Students must ensure that work submitted for assessment in fulfilment of programme requirements
is not duplicated (the same as, or broadly similar to, work submitted earlier for academic credit,
without acknowledgement of the previous submission). Such duplication is cheating and any work
submitted for assessment is duplicated, in whole or in part may be subject to disciplinary action under

the UniHaven’s Academic Misconduct Procedure.

When assignments are submitted, students must complete a cover sheet that contains the following

declaration of ownership:

“I certify that the work presented is entirely my own and that all external sources have been fully

acknowledged”.

Guidelines for writing assignments and the appropriate referencing system can be found in the

Appendix: Academic Resources section at the end of this handbook.
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4.11. Feedback from Assessments
Feedback is available to all students for all assessments. Academic staff will provide general class
feedback during scheduled lecture times. However, students seeking individual feedback should email
the particular teacher with a copy of their timetable indicating clearly when they are available to meet

the teacher. The teacher will then suggest a mutually agreeable time.

UniHaven College is committed to providing timely feedback on student assessments. Specific detail
on student assessment and feedback is provided by individual teachers. Students receive ongoing and
continuous feedback concerning their performance and examinations throughout each module. This
feedback may be disseminated in hard copy and/or electronic form and/or oral form. All semester and
final results are communicated via the grade book on the LMS which can be accessed by registered

students.

4.12. Procedures for Reviews, Rechecks and Appeals
If students wish to view their assessment/examination scripts they should contact the Programme

Manager. Please note that viewing of an assessment/examination script will not change your grade.

A valid review recheck or appeal requires submission to the Academic Director (AD) by a student of a

completed Assessment Appeals Request Form.

If students wish to review their examination paper or assessment results please contact the
Programme Manager within five working days (i.e., the day of results publication plus the next 4 days)
of the publication of results. If students seek a recheck of an examination paper or assessment, please
contact the Programme Manager within five working days (i.e., the day of results publication plus the
next 4 days) of the publication of results. If students wish to appeal an examination or assessment,
please contact the Programme Manager or Academic Director within ten working days (i.e., three days
after formal results publication plus the next seven days) of the publication of results. Full details of
the procedures are included in the Assessment and Awards Policies in section 7 of the UniHaevn

Quality Assurance Manual. A cost of €50 exists for each of the review/recheck/appeal procedures.
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5. Programme Management

5.1. Programme Board
The Programme Board is responsible for the effective development, management, operation, and
review of the programme as well as the monitoring, review and development of new modules,
programmes, and assessments. The Programme Board consists of the programme manager, all
teachers, student representatives, student support officer and external member(s) (TBC). The

programme board meets at least twice per semester.

5.2. Student Representatives
At the start of the academic year, every class on this programme will be asked to nominate two
spokespersons, the Student Representatives. The student representatives of each year of the
programme will be invited to the programme committee meetings to present any issues that may be
arising from how the programme is being managed. These meetings are organised by the Programme

Manager.

5.3. Student Survey Questionnaire
As part of the College quality procedures, several reports concerned with monitoring and suggesting
areas for improvement for programmes are generated which incorporate student survey

guestionnaires. Students will be surveyed about their learning and general experiences respectively.

5.4. Programme Quality Assurance
The Quality Assurance Policies and Procedures are outlined in UniHaven’s Quality Assurance Manual,

which is available to download from the College website.

Programme monitoring and review is taken as an opportunity to:

e Ensure that the programme remains appropriate and create a supportive and effective
learning environment.

e Ensure that the programme achieves the objectives set for it and responds to the needs of
the College students and the changing needs of the College’s HEI partners and ultimately
employers and society.

e Review the student workload.

e Review student progression and completion rates benchmarked against competitors.
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e Review the effectiveness of assessment policy and procedures, adding new assessment
types, as necessary.

e Review the physical premises and facilities that are necessary for programme delivery
including but not limited to classroom sizes, library and IT, science/media laboratory
facilities etc.

e Update programme content, delivery modes, teaching and learning methods, learning
supports and resources, and information provided to students.

e Update third party, industry, or other stakeholders where relevant to the programme.

e Review quality assurance arrangements that are specific to that programme.

e Review blended learning and assessment aspects.

Programme delivery is monitored in a way that allows for the identification of needs and the

modification and adjustment of the programme and its delivery method are appropriate.

6. Transfer and Progression

6.1. Transfer
A student can transfer internally from one programme pathway stream to another if the modules of
study and the completion of the same allow in the context of both the learning the student has already
completed to date and the entry requirements of the HEI degree they seek to progress to. Pathway
stream transfers must be requested in the first four weeks of the programme to reduce the potential
for negative impacts and allow for a natural transfer opportunity. In exceptional cases, a pathway
stream transfer will be considered after the first 4 weeks. The stream transfer request would normally
only be considered where a natural transfer opportunity occurs, i.e., at the end of a term or a

semester.

Any student who wishes to discuss a pathway stream transfer should, in the first instance, raise the
matter with their Programme Manager. For the student to make an informed decision, academic
guidance will be provided, detailing the options available and the process that needs to be followed.

Should the student wish to proceed with a transfer application, this should be put in writing to the
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Academic Director by email who will determine the suitability of the request under the direction of

the Admissions Board.

Transfers from and to similar level 5 Specific Purpose Certificate in International Foundation Studies
programmes may be considered. Students should discuss such requests with the Academic Director
who will consider such requests in good faith. Transfer into the programme can be considered as RPL

and will be dealt with as per the process outlined in the RPL section of this policy.

6.2. Progression Process

Progression from the Programme

The Level 5 Specific Purpose Certificate in International Foundation Studies award may be made at
Pass, Merit or Distinction as classified in the UniHaven Quality Assurance Manual. These awards will
be based on the aggregate percentage marks for the programme. To be eligible for consideration for

the award a candidate must:

e Undertake all modules listed in the course schedule for an award stage and satisfy all the

assessment and other requirements set for the programme (e.g. attendance).
e Pass each module.

e Obtain an aggregate mark as per the Assessment and Awards Policies in section 7.5 of the

UniHaven Quality Assurance Manual.

Students who have passed the UniHaven College Level 5 Certificate in International Foundation
Studies Programme will not be permitted to undertake supplemental assessments to improve their
scores for progression. They may be considered for an alternative undergraduate course, with lower
progression requirements, provided that they meet those progression requirements. Such decisions
will be made on a case-by-case basis with consideration given to, among other things, the availability
of a suitable alternative course, the modules chosen by the student on the programme and the

availability of places on the undergraduate course into which they wish to progress.
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Progression to undergraduate programmes with UniHaven partner universities and institutions

As a pathway provider, students have decided while enrolling with the College what HEI and degree
they wish to study post programme assuming successful completion of same and subject to the
students securing the necessary visa to enter Ireland. Progression to a programme of education and
training leading to awards at levels 6, 7 and 8 on the NFQ will be possible when students successfully
complete the programme and achieve any specific requirements as specified by the receiving
programme or institution. Decisions on the progression of students into undergraduate programmes
at the UniHaven College partner HEls are ultimately made by the respective partner universities and

institutions.

To reassure applicants about their progression to the HEI degree programme, the HEI partners will
issue Conditional Offer Letters (COLs) to College applicants showing how their progression to a degree
programme is assured on the condition that College students successfully complete the programme,
meet the HIE Partner requirements and successfully get a visa to study with the HEIl in Ireland. HEI
Partner COLs are separate from UniHaven College COLs with HEI Partner COLs outlining partner
requirements and College COLs outlining UniHaven requirements. Such agreements to provide COLs

are enshrined in Memorandums of Agreements signed with each HEI partner.

At the admissions stage, applicants will be advised about the degree options at their chosen HEI, what
language and academic school requirements they must have, and what grades higher than the
programme's standard Pass grade (i.e., 50%) they should achieve in each module, if relevant. All such
requirements will be outlined in the partner COL and/or the College COL. COLs must be signed for
students to accept the offer of a place on the programme subject to meeting all stated College and

HEI Partner requirements.

In assessing the suitability of students for their undergraduate programmes of choice the Exam Board

will consider all modules taken by the student, including any modules that they may have failed.
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Appendix 1: Academic Resources

Presentation of Written Assignments Guidelines

1. Coursework

In keeping with the nature of a third level degree, all assighnments are expected to be written in
clear, accurate language; to cite appropriate references to sources used whenever relevant, and
to contain a full bibliography of publications cited.

All submitted coursework should be word-processed, unless specified otherwise.

2. General Features of Presentation

Assignments should be carefully collated and submitted as specified in individual modules. Any
associated materials (for example, video files or audio files) should be carefully labelled and a list

provided with the assignment.

Pages should be numbered and sufficient margins left to allow for comments. Neatness is
important and attention should be given to good presentation — lettering, the layout of
photographs, illustrations — and to the accuracy of expression — paragraphing, spelling and

punctuation. Always check the accuracy of what you have written.

A title page should be provided stating:

the course and component to which the assignment relates;

the title of the assignment;

the name of the teacher to whom the assignment is being submitted;

the date of submission;

your name and student number;

declaration that the work is your own original work (or the original work of a group,

where relevant).

A reference list should follow the text and any appendices.

References should follow the Harvard referencing system unless otherwise specified.
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3. Presenting Word-Processed Coursework

A4 paper should be used, with typing on one side only. There should be double spacing between
lines. Each page should have a left-hand margin of at least 20mm and margins at head, foot and

right-hand side, of at least 15mm.

4. Appendices

Any particularly long notes which cannot be avoided may be given in an Appendix. These may
include statistical tables of figures, graphs, diagrams or work samples. Their significance, origin
and date should be clearly shown and a reference should be made to them in the text of the
essay. Do not place anything in an Appendix which forms part of a detailed and continued

argument in the body of the essay.

Sitting Examinations

Students are advised to allow time to arrive at least 15 minutes before the start of the exam to check
where they will be seated. Students must keep their student card on the exam table at all times during
examinations. Pencil cases etc. need to be placed under the chair. Mobile phones must be turned off

completely in the exam centres.

Revising for Examinations: Helpful Tips and Strategies

The revision and exam techniques listed below are just a few examples that can be used as a starting

point. It’s important to keep in mind that what works for one student, may not work for another.

1. Revision Time

Planning Revision Time

e Find out the examination schedule
e Decide when you are going to start and work out how long that gives you.

e Decide what to cover and in what depth. Think from the examination back to revision.

For example - how much can you cover in 45 minutes?

e Plan a realistic timetable.
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Using Revision Time

Revision time must be active. The more material is manipulated and thought about, the easier it

is to recall.

Diagrammatic Notes: One Strategy

Draw a box in the centre of a blank page and write the topic in the box.

From memory, add in the main themes/arguments, important authors, etc. in sub-boxes
radiating from the centre.

Then do the relevant revision.

After this, from memory, fill in anything you left out.

After about 24 hours, try a recall test.

(Summary grids or tables can be a useful alternative for some topics)

2. Common Examination Mistakes and Strategies

Some Common Mistakes in Examinations
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Failure to follow basic examination instructions

Misallocation of time — for example, only answering 3 of 4 questions which are throwing
away 25% of marks (if all questions carry equal marks)

Failure to answer the question set, misreading or misinterpreting the question: writing
‘all I know about...’

Basing answers largely on ‘common sense’ rather than on the course material.

Failure to illustrate and support arguments, for example, with references to specific
theories, authorities, case studies, etc.

Lack of planning leading to weakly structured, disorganised answers.

Lack of conclusions so answers ‘peter out’

Writing illegibly.
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Examination Strategies

e Read exam instructions carefully.

e How many questions have to be answered? For example, in a 3-hour paper, if 4
guestions have to be answered you have approximately 45 minutes to answer each
question.

e Read through the paper and choose questions carefully, allow 5-10 minutes for this.
Attempt them in the order you feel most happy with.

e Spend time thinking about and planning each question. For example, 5-10 minutes for
each question.

e Don’t be panicked by other students who are writing quickly — remember quality over
quantity.

e Read the question carefully; underline key words — remember the aim is to answer the

specific question, not just to write a lot of words.

3. Examination Techniques

Mind mapping

e Jot down relevant ideas as they come to you, in the answer book. Note down main
themes and arguments, ideas on concepts, illustrations and examples and relevant
sources/authors.

e Sort out the jotted points into a sensible sequence. Just put a number by each point to

indicate the order you decide on.

Planning

e Jot plans in the answer book and mark them off neatly afterwards to indicate rough
work.
e Some students like to plan all the answers first. Others prefer to take each in turn — do

what suits you best.

Writing answers

o Keep referring back to the question in your answer to keep you on course and show

that you are addressing it.
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e Do not forget introductions and conclusions. Use introductions to indicate clearly how
you intend to tackle the question. If the question is at all ambiguous, state how you

have interpreted it. Draw your argument together clearly in a conclusion.

e Ifyousuddenly remember an important point, write it in a box with an arrow or asterisk
to show where it should have gone — so you don’t spoil the flow.

o Write legibly.

Timing
Remember to stick to timing as rigidly as you can: when you are coming to the end of the time

allotted to a question, try to round it off and then move on to the next. If you do run short of time

for the last question, jot down a quick plan of points you would have included.

Typical Criteria for Assessment of Presentations

Preparation

e Depth and breadth of reading
e Clarifying roles

e Deciding objectives

e Structuring the agenda

® Producing the agenda on time

e Distributing reading tasks

Presentation

e Introducing the topic

e Explaining aims and objectives

e Speaking clearly and confidently
e Use of handouts

e Use of audio-visual aids

e UseofIT

e Managing interest in the topic
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Managing the Group

e Moving the agenda along

e Maintaining relevance

e Summing up where necessary

® Involving everyone

e Not allowing anyone to dominate
e Encouraging a relaxed atmosphere

e Timing the discussion

Discussion/Analysis

e Awareness of relevant issues

Stimulating informed discussion

e The originality of thought and judgement
e Taking account of others’ viewpoints

e Responding to questions

e Providing information

e Deciding what is relevant

e Clarifying discussion

e Drawing a positive conclusion from the group

General Grading Criteria

These grade descriptions are intended to provide guidelines for the marking of coursework and
examinations in line with the standards relevant to an NFQ Level 5 Specific Purpose Certificate in
International Foundation Studies programme (120 FET credits). They are not to be taken as rigid
prescriptions, but as general indications of the qualities that are looked for at each level of
classification. Markers should exercise their discretion in applying these guidelines and should not
expect every criterion to be fulfilled in all cases for a particular grade to be awarded. For example,
some criteria may be more applicable to coursework than to examination answers. In all cases,

assessment criteria and marking schemes will be provided for all coursework and examinations.
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UniHaven College shall adopt a percentage grading scheme, where the maximum mark attainable is
100. QQIl Awards at level 4, level 5 and level 6 are classified as Pass, Merit or Distinction where a
student has achieved the following standards for the award within the grading criteria’:
e A Pass is a grade awarded to a student who has attained the minimum standard. To be
awarded a pass grade a student must have achieved a mark of between 50-64%.
e A Meritis agrade awarded to a student who has exceeded the minimum requirements. To be
awarded a merit grade a student must have achieved a mark of between 65-79%.
e A Distinction is a grade awarded to a student who has substantially exceeded the minimum
requirements. For a student to be awarded a distinction s/he is must have achieved a mark of

80% or over.

When a student has not achieved the minimum standards for an award the grade is recorded as

Referred. Descriptors for each grade are as follows as directed by QQ/&.

1. Distinction (80% and over)
A Distinction indicates that the learner has:

e Achieved the learning outcomes as outlined in the minor award - a distinction implies that an
excellent standard has been achieved.

e Used the language of the vocational/specialised area fluently and confidently.

e Demonstration-depth understanding of the subject matter.

e Demonstrated a high level of initiative, evaluation skills.

e Demonstrated analytical and reflective thinking.

e Expressed and developed ideas clearly, systematically and comprehensively.

e Presented coherent, detailed and focused evidence.

7Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018*), section 3.5
8 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018*), section 3.6
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2. Merit (65-79%)
A Merit indicates that the learner has:

e Achieved the learning outcomes as outlined in the minor award - a merit implies a good

standard has been achieved.
e Used the language of the vocational/specialised area with a degree of fluency.
e Expressed and developed ideas clearly.
e Demonstrated initiative, evaluation and analytical skills.

e Presented coherent and comprehensive evidence.

3. Pass (50-64%)
A Pass indicates that the learner has:

e Achieved the learning outcomes as outlined in the minor award - a pass is the minimum

acceptable standard
e Used the language of the vocational/specialised area competently.
o Attempted to apply the theory and concepts appropriately.

e Provided sufficient evidence which has relevance and clarity.
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Appendix 2: Timetables

Business and Social Science Pathway Timetable

Time Monday Tuesday Wednesday Thursday Friday

09:00- | EAP EAP EAP EAP INTERCULTURAL STUDIES
09:45 AND COMMUNICATIONS
09:45- | BREAK BREAK BREAK BREAK BREAK

10:00:

10:00- | EAP EAP EAP EAP INTERCULTURAL STUDIES
11:15 AND COMMUNICATIONS
11:15- | LUNCH LUNCH LUNCH LUNCH LUNCH

13:00

13:00- | MATHEMATICS BUSINESS MATHEMATICS (O) | BUSINESS INFORMATION SYSTEMS
15:00 | (0) STUDIES STUDIES

15:00- | BREAK BREAK BREAK BREAK BREAK

15:30

15:30- | INFORMATION GLOBAL INTRODUCTION TO | GLOBAL INTRODUCTION TO SOCIAL
17:30 | SYSTEMS POLITICS SOCIAL SCIENCE POLITICS SCIENCE

NOTE: THIS IS SUBJECT TO CHANGE
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Engineering and Science Pathway Timetable

Monday Tuesday Wednesday Thursday Friday
Time
09:00- | EAP EAP EAP EAP INTERCULTURAL STUDIES
09:45 AND COMMUNICATIONS
09:45- | BREAK BREAK BREAK BREAK BREAK
10:00:
10:00- | EAP EAP EAP EAP INTERCULTURAL STUDIES
11:15 AND COMMUNICATIONS
11:15- | LUNCH LUNCH LUNCH LUNCH LUNCH
13:00
13:00- | MATHEMATICS (H) BIOLOGY MATHEMATICS | BIOLOGY CHEMISTRY
15:00 (H)
15:00- | BREAK BREAK BREAK BREAK BREAK
15:30
15:30- | COMPUTER SCIENCE PHYSICS CHEMISTRY PHYSICS COMPUTER SCIENCE
17:30

NOTE: THIS IS SUBJECT TO CHANGE
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1. Policy Overview
The purpose of this policy is to outline the awards standards and assessment approaches
relating to the Level 5 Specific Purpose Certificate in International Foundation Studies
programme (“the programme”) as a Level 5 Specific Purpose Certificate in International

Foundation Studies Award.

2. Policy Statement
The College runs a single programme that is subject to QQl’s programme validation
criteria for programmes of this type. Students who successfully complete the programme
are provided with QQI awards that are recognised nationally on the National Framework
of Qualifications (NFQ). The NFQ is a system of ten levels used to describe the Irish
qualifications system and is mapped to the UK and European equivalents and describes
what students should know, understand and be able to do at a given qualification and level.
QQI has set out the relevant award criteria for foundation programmes for international
students that, as pre-undergraduate foundation programmes, are classified as a Level 5

Specific Purpose Certificate in International Foundation Studies award".

In respect to assessment strategy, the key aim of the College is to support the development
of students in becoming self-directed autonomous learners who are responsible for
making judgements on their learning so that they may progress to higher education
institution (HEI) degree programmes. The College strives to enhance student’s ability to
self-monitor and self-evaluate their work to a high level such that they will successfully
complete the programme with a sense of shared responsibility for their learning. The
independent learner is valued by HEls in Ireland and overseas and so it is in the student’s
interest and the College interest as a pathway provider to ensure that students will

progress to HEl partners and succeed with their degree studies when there.

College assessment strategies are formed at programme and module stages in line with

QQI assessment requirements?as follows:

1 QQl Awards Standards for Pre-Higher Education Foundation Awards for International Students (2015)
2 Assessment and Standards, Revised 2013, section 2.1
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e Learners are responsible for demonstrating their learning achievement.

e Assessment supports standards based on learning outcomes.

e Assessment promotes and supports both effective learning and teaching.

e Assessment procedures are credible.

e Assessment methods are reviewed and renewed as necessary to adapt to evolving
requirements.

e Learners are well informed about how and why they are assessed.

e Learners are involved in the periodic review of assessment procedures?.

e The programme has sound assessment strategies.*

The below schematic taken from the National Forum for the Enhancement of Teaching and

Learning in Higher Education® as one that the College subscribes to.
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and receive a grade for
Teacher el
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Taken from “Expanding our Understanding of Assessment and Feedback in Irish Higher Education”, National

Forum for the Enhancement of Teaching and Learning in Higher Education (2017)

Figure 1. Assessment and Feedback Terminology and Examples

Summative assessment is also termed Assessment OF Learning, to emphasise its nature as
an assessment of an activity that has occurred (i.e., after a period of learning). However,

the term also emphasises a numeral aspect and it is often associated with a number or

3 Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 6.1
4QQ)I Policies and Criteria for the Validation of Programmes of Education and Training (2017), section 17.10
5 https://www.teachingandlearning.ie/our-priorities/student-success/assessment-of-for-as-learning/
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letter grade. Assessment of learning can help students to take a high level of ownership for
their learning by facilitating student feedback that results in the form of both the grade
itself and the Teacher feedback that accompanies it. The teacher is most responsible for
summative assessment, s/he is the key decision-maker. The College expects teachers and
academic management to be conscious that the power in this context is not abused and
that they are sensitive to the needs of the student while ensuring that the assessment
process is equitable, fair, and evenly applied throughout the cohort of students studying

the programme.

Formative assessment is related to the concept of ‘feedback’ on learning. The importance
of learning because of feedback to students has led to the use in some contexts of the term
Assessment FOR Learning, which emphasised the learning aspect. Assessment FOR
Learning also includes the idea of feedback to staff on their teaching. It emphasises the
importance of a dialogue between teachers and students. Feedback needs to be timely,
actionable, and understandable. In formative assessment as Assessment AS Learning, it is
the student who becomes more empowered, is more responsible and can become the key
decision-maker. This growth of student self-confidence and student self-esteem is critical
to the aims of the College as one that provides autonomous, self-directed, critically-
thinking, and well-prepared students that are ready to begin university degree studies on

completing their programme.

It is these two types of assessment that are most used in UniHaven.

3. Roles and Responsibilities
This policy applies to all stakeholders and staff in that it outlines the core awards and marks
standards for use in the College, sets out how the programme and modules should be
assessed to meet awards standards, and aims to give clear guidance to academic staff and
students about all assessment matters. Concerning the assessment regulations, this policy
will be implemented by College academic staff for the benefit of students with the
Programme Manager taking the lead, supported by Teachers. Programme Board will have

formal responsibility for the review and improvement of this policy. All assessment
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recommendations will be included in its Annual Programme Report that will be forwarded

to AC for consideration and approval as part of the full module and programme reviews.

The Academic Director is the overall guardian of our QA infrastructure and is the de-facto
owner of this policy and its implementation. Teachers, internal assessors, and external
examiners together with members of the Exam Board and Appeals Board will implement
this policy. The Academic Director is responsible for ensuring that policies are developed
and maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed timetables, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correctimplementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

4. Policy
Academic staff will work to ensure that the programme provides students with sufficient
opportunity for formative feedback that is individualised and regular®. Each programme
will measure the degree to which students do engage with such support when it is
available. This will be done using the learning management system (LMS), from staff and
student feedback fora, and through formal Programme Board reviews in which student

representatives partake.

The College is committed to the provision of a learning environment that supports
students to fulfil their academic potential. The rights of students with disabilities to avail of
reasonable accommodations is recognised..see UPOLO18 UniHaven QQI Learner
Disability Policy Rev 1. There is recognition that some students can be late or miss
assessments through no fault of their own. This policy includes how such situations are

dealt with.

6 QQI Policies and Criteria for the Validation of Programmes of Education and Training (2017), section 17.9
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Assessment Guidelines
Academic staff should ensure that the following guides to assessment are employed”:

e Assessment tasks should be based upon the intended learning outcomes of
modules and programme and should provide students with an opportunity to

demonstrate their level of achievement in each.

e The amount, type and timing of assessment should be designed to facilitate student
learning and students should acquire experience of a range of assessment
methods. Valid and reliable assessment techniques or methods for QQI awards are
grouped into the following six broad categories®:

o Assignment.

o Project.

o Portfolio.

o Skills Demonstration/Presentation (e.g., laboratory skills, oral language
skills).

o Examination.

o Learner Record.

e There should be an appropriate (and coherent) mix of assessment tasks undertaken
by students on each programme and the overall amount of assessment should not
be excessive.

e Students will be provided with opportunities for formative assessment, and a
strategy for balancing formative and summative assessment may be built around a
process of integrative assessment.

e Opportunities for peer assessment and self-assessment (to enable students to
make judgements about their level of progress) will be made available where
possible and appropriate.

e Assignments should be designed to ensure that the principles of academic integrity
(e.g., proper referencing of source materials, the avoidance of plagiarism, absence
of cheating) are maintained and that students are fully aware of the appropriate

practice in this regard. Submission of written summative assignments will be

7Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018)
8 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 3.3.1
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required to be uploaded onto the LMS after which it will be checked with anti-
plagiarism software.

e Care is taken to ensure that any forms of online assessment are sufficiently secure,
robust, and reliable to maintain confidence in the grading of individual students
and the integrity of the module/programme.

e New assessment types will be assessed formally via Programme Board.

e More details regarding assessment types can be found in UDOCO012 UniHaven

Teaching, Learning and Assessment Strategy Rev 0.

Management of Assessment

Programme Board has oversight and responsibility for managing the assessment process®

and should ensure that the following requirements are in place as delegated to the
Programme Manager. The Programme Board will periodically review the assessment
methods used to ensure their level of validity and reliability and to determine the extent
to which they are effective at demonstrating the achievement of the learning outcomes.
Their findings will be fed into Programme Board for formalising recommendations to AC
where relevant. The roles and responsibilities concerning assessment are presented in the

table below.

Role Responsibilities

Teacher e Communicate to students the nature, format, and grading criteria
of assessment tasks, as well as if the assessment is in class or
online in terms of completion and/or submission and the
mandatory nature of all assessments and exams that students are
expected to complete.

e Invigilate examinations or other assessment types where
necessary.

e Collect scripts from venues where applicable.

e Grade student assessment under agreed marking schemes and

regulations.

® Assessment and Standards, Revised 2013, section 4.5
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The workload associated with grading and assessing students will
also be addressed by managing alternative, efficient approaches
(in some cases, for example, using technology, or increased use
of self and peer assessment). UPOLO11 UniHaven Academic Staff
Workload Allocation Policy Rev 1 will take account of marking and
grading of student assignments and examinations and seek to
ensure that there is a realistic and sustainable distribution of
activity and responsibility among teachers.

Provide mentoring and guidance to students completing
assessments and provide ongoing feedback in a timely (within 2
weeks) and formative manner.

Track, monitor, and record learner progress.

Note and report possible cases of plagiarism or misconduct.
Suspected breaches of the disciplinary code, examination
security, plagiarism or other aspects related to academic honesty
will be formally pursued as per UPRO008 UniHaven Misconduct

Procedure Rev 1.

Programme

Manager

Support the development of assignment briefs and associated
marking schemes as appropriate.

Suggest revision of assessment methodologies when necessary.
Coordinate and approve venues for assessment.

Coordinate assessment tasks to facilitate an appropriate
assessment schedule.

Coordinate invigilation.

Securely print and distribute examination papers.

Collect scripts from venues and log them

Maintain records of attendance

Securely transfer the scripts to internal assessors.

Make arrangements for learners requiring  special
accommodation.

Process, upload, and manage marks and grades according to the
relevant College policies and procedures. Any specific

requirements or changes to these processes will be
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communicated by the Programme Manager to all academic and

administrative staff.

Communicate provisional results to students.

Academic

Director

Ensure security in all matters about assessment.

Ensure all student data is gathered, protected and used as per
UPOL020 UniHaven Data Protection Policy Rev 1, UPOL023
UniHaven Data Retention Policy Rev 1, UPOL024 UniHaven Data
Security Policy Rev 1 and UPOL025 UniHaven Learning Analytics
Policy Rev 1.

Maintain all records of student assessment.

Investigate possible cases of plagiarism or misconduct

concerning assessment.

Communicate final results to students.

Administration of student appeals, rechecks and reviews.
Provide administrative support to the external examining process.

Ensure that accurate results, assessment material and other data

are available for the External Examiners.

Act as a point of contact for all QQI.

External

Examiners

Communicate all sensitive information via the agreed form of
secure correspondence.

Review and moderate representative samples of assessment
material.

Meet and discuss findings with Academic Director and/or
Programme Manager

Complete and submit a comprehensive External Examiner report

(see QQI template in the Appendix).
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Extenuating Circumstances

The College is committed to a policy of reasonable accommodation'® to meet individual
needs and enable full access and participation for all students with specific needs or where
exceptional mitigating circumstances temporarily prevent them from participating in the
academic and/or assessment process. See UFORMO024 Extenuating Circumstances

Application Form Rev 1 in the Appendix.

Disability

In the case of specific learning challenges or an ongoing issue for students that may affect
their academic performance, the issue must be declared to the Student Support Office as
soon as practicable if it has not already been declared at the enrolment stage...see
UPOLO007 UniHaven Student Recruitment and Admissions Policy Rev 2. The Student
Support Officer will liaise with the student and the Academic Director. Appropriate
mitigation will be considered in consultation with the Academic Director. All students
granted reasonable accommodations on the grounds of disability will be dealt with as per
UPOLO18 UniHaven Learner Disability Policy Rev 1. The Student Support Officer is
responsible for liaising with academic staff to ensure agreed support in respect of teaching,
learning and assessment is made available. Adaptations of assessment for a student may

be implemented and may include the following and/or other reasonable adaptations'"

e Modified presentation of assignments/examination papers e.g., enlargements.
e Scribes/readers.

e Use of sign language.

e Practical assistants.

e Rest periods.

e Adaptive equipment/software.

10 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 3.2.8
1 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 3.2.8
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e Use of assistive technology.

e Extratime.

Compassionate Consideration

Students should seek advice and support offered by the College via the Student Support
Officer in circumstances where an assessment is missed, or their performance may have
been adversely affected. The following are examples of circumstances under which

compassionate consideration may be given'*

e Aphysical injury or emotional trauma during a period four to six weeks previously

e A physical disability or chronic or disabling condition such as epilepsy, glandular
fever, or other incapacitating illness of the student.

e Recent bereavement of a close family member or friend

e Severe accident

e Domestic crisis

e Terminalillness of a close family member

e Other extenuating circumstances.

In the case of missing an assessment deadline, the student must notify the Teacher who
will direct them to the Programme Manager who may arrange for an extension or advise
the student to apply for consideration of mitigating circumstances using UFORMO024
Extenuating Circumstances Application Form Rev 1in the Appendix. Where a student has

not communicated with College staff at all a late penalty will be applied as described below.

In the case of an exam where a student knows in advance that they are going to miss the
examination, they must apply to the Academic Director’s office for authorised absence

from the examination via a formal application for compassionate consideration using

12 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 3.2.9
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UFORMO024 Extenuating Circumstances Application Form Rev 1.

In the case of missing an examination due to an unforeseen circumstance or being taken
ill during an examination, then the student must apply for compassionate consideration
using UFORMO024 Extenuating Circumstances Application Form Rev 1 as soon as they are

well enough to return to the College.

In cases of an ongoing issue, a student may apply for a leave of absence, a deferral or an
alternative assessment or additional support in cases involving disability. An alternative
assessment will be aligned to the same learning outcomes and be of the same standard as
the original assessment. Leave of absence and deferrals will be handled using the Deferral

Procedure in UPOL007 UniHaven Student Recruitment and Admissions Policy Rev 2.

To apply for consideration, the student is required to fill out UFORMO024 Extenuating
Circumstances Application Form Rev 1 available from the Academic Director’s office or on
the College website and submit it to the Academic Director with all supporting
documentation. The form is screened for eligibility by the Academic Director who will
make an adjudication as to its merits. The Academic Director and Programme Manager
will meet to consider those applications that the Academic Director has approved for
compassionate consideration. They determine:
e If the circumstances presented were exceptional and may have affected
performance.

e The degree to which the performance may have been affected.

e The actions are taken to mitigate the effect on performance.
The typical outcomes where a case is upheld are:

e The student can defer the examination.
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e Penalties for late submission may be lifted or reduced - see Extensions and Late
Submissions Section below.
e Consideration will be made in respect of borderline cases, where there is other

evidence the learning outcomes have been achieved.

If itis an eligible request, the form will be passed to the Exam Board. Where there is asuite
of examinations at the same time, a student may not select to take some and present

mitigation for others unless there were special circumstances.

In all cases the nature of the compassionate consideration is confidential, and the Exam
Board is provided with sufficient information to discharge their duty. The Programme
Manager will note the decision and liaise with the Academic Director to update the student
records on the College IT Systems/Servers. All applications for reasonable
accommodations and compassionate consideration are recorded and an overall,
anonymised, analysis is included in the Academic Director’s Exam Report to AC. Deferrals
are not indefinite, students who defer an examination must take that examination at the
next available sitting or apply to renew the deferral. The student’s registration status must

also be taken into consideration.

Where a student is taken ill just before or during an examination the invigilator should be
notified, and the circumstance recorded in the Invigilator’s Report. The student may fill out
UFORMO024 Extenuating Circumstances Application Form Rev 1 on their return. In all cases
medical certification will normally be required — such certification must be issued by
recognised practitioners and dated at the time of the illness and not be retrospective.
When a student presents at an examination, they have deemed themselves fit to take that

examination.
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Extensions and Late Submission of Assessed Coursework

A student may apply for an extension to the deadline for an element of continuous
assessment under the college’s policy for extenuating circumstances. Extensions are
considered only where the written application is submitted to the Programme Manager in
advance of the deadline with supporting evidence as to why the extension is warranted
(e.g., medical certificate). Extensions to coursework may be approved by the Programme
Manager who will consult with the Academic Director as appropriate. Technical problems,
such as computer failure or viruses, are not deemed legitimate reasons for late submission
or non-submission of work. The only exception is if the assessment is to be submitted via
the LMS (for formative assessments only) is not operating and in those cases, a report will
be sent from the Programme Manager to the Academic Director to ensure students are not
disadvantaged. If an extension has not been granted and work is submitted after the

extended due date, late submission of assignments is penalised as follows:

e 10% penalty for assignments submitted within three calendar days of the

submission deadline.

e 20% penalty for assignments submitted within one week (seven calendar days) of

the submission deadline.

Later submissions, i.e., after one calendar week, will not normally be accepted. Students

are expected to retain a copy of all submitted coursework.

General Grading Criteria

These grade descriptions are intended to provide guidelines for the marking of
coursework and examinations in line with the standards relevant to an NFQ Level 5 Specific
Purpose Certificate in International Foundation Studies programme (120 FET credits). They
are not to be taken as rigid prescriptions, but as general indications of the qualities that are
looked for at each level of classification. Markers should exercise their discretion in
applying these guidelines and should not expect every criterion to be fulfilled in all cases
for a particular grade to be awarded. For example, some criteria may be more applicable to
coursework than to examination answers. In all cases, assessment criteria and marking

schemes will be provided for all coursework and examinations.
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The College shall adopt a percentage grading scheme, where the maximum mark
attainable is 100. QQI Awards at level 4, level 5 and level 6 are classified as Pass, Merit or
Distinction where a student has achieved the following standards for the award within the

grading criteria':

e APassis agrade awarded to a student who has attained the minimum standard. To
be awarded a pass grade a student must have achieved a mark of between 50-64%.

e A Merit is a grade awarded to a student who has exceeded the minimum
requirements. To be awarded a merit grade a student must have achieved a mark of
between 65-79%.

e A Distinction is a grade awarded to a student who has substantially exceeded the
minimum requirements. For a student to be awarded a distinction s/he is must have

achieved a mark of 80% or over.

When a student has not achieved the minimum standards for an award the grade is

recorded as Referred. Descriptors for each grade are as follows as directed by QQI™

1. Distinction (80% and over)

A Distinction indicates that the learner has:

e Achieved the learning outcomes as outlined in the minor award - a distinction
implies that an excellent standard has been achieved.

e Used the language of the vocational/specialised area fluently and confidently.

e Demonstration-depth understanding of the subject matter.

e Demonstrated a high level of initiative, evaluation skills.

e Demonstrated analytical and reflective thinking.

e Expressed and developed ideas clearly, systematically and comprehensively.

e Presented coherent, detailed and focused evidence.

2. Merit (65-79%)

A Merit indicates that the learner has:

13 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018*), section 3.5
* Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018*), section 3.6
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e Achieved the learning outcomes as outlined in the minor award - merit implies a
good standard has been achieved.

e Used the language of the vocational/specialised area with a degree of fluency.

e Expressed and developed ideas.

e Demonstrated initiative, evaluation and analytical skills.

e Presented coherent and comprehensive evidence.

3. Pass (50-64%)

A Pass indicates that the learner has:

e Achieved the learning outcomes as outlined in the minor award - a pass is the
minimum acceptable standard

e Used the language of the vocational/specialised area competently.

e Attempted to apply the theory and concepts appropriately.

e Provided sufficient evidence which has relevance and clarity.

Academic Misconduct Policy

The College promotes academic integrity’ and is proactive in encouraging correct
academic writing and research skills. All students are advised of the expectations
concerning academic work submitted for assessment and are provided with access to
services to support the development of appropriate academic skills. Also, the College will

use plagiarism detection software.

Students are advised that the College takes cases of academic misconduct very seriously
and will apply penalties up to and including expulsion from the college with no right to
return or entitlement to a refund. It reserves the right to protect its reputation as an
academic institution and will defend any legal challenge to the implementation of this
policy and the outcomes of deliberations relating to academic misconduct. All assessment
tasks are to be entirely the work of the individual submitting them unless stated otherwise.
Any assessments found to contain work the same as, or like, that of another student, past
or present, will also be considered academic misconduct and the appropriate procedure

will be applied and penalties determined as appropriate.

15 Assessment and Standards, Revised 2013, section 4.11
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All examiners are reminded that poor academic conduct or academic impoverishment is
not to be confused with academic misconduct. Instances of academic impoverishment
should be addressed through marking accordingly and providing the appropriate
feedback to assist academic development. Cases of suspected academic misconduct, i.e.,
the intention to secure an unfair advantage through dishonest academic practice in the
assessment process, should be addressed through UPROO008 UniHaven Academic
Misconduct Procedure Rev 1. To deter students from considering academic misconduct
as a low-risk option in cases where they feel failure is likely, in considering the penalty to
be imposed the Academic Misconduct Committee should normally ensure that any penalty
is more significant than having made an honest attempt at assessment and failed. The
following definitions will guide staff as to what a student is suspected of under the overall

heading of academic misconduct:

e Cheating - examples of cheating include but are not restricted to:

o Any form of communication with or copying from any other source during
an examination/assessment.

o Use of a third party for the completion or partial completion of an
assessment e.g., a friend, family member or essay writing service.

o Introducing any form of written or other material into an examination
(including that stored electronically) other than that specified on an
examination paper.

o Use of mobile phone during an assessment or examination.

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

o Submission of false claims of prior qualification, research, or experience to
gain credit for prior learning.

e Plagiarism - Plagiarism is defined as the presentation of work, written or otherwise,
of any other person, including another student, or institution, as the candidate’s
own. Plagiarism includes but is not restricted to:

o Verbatim copying of another’s work without clear identification and
acknowledgement.

o Close paraphrasing of another’s work by simply changing a few words or
altering the order of presentation without clear identification and

acknowledgement.
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o Unidentified /unacknowledged presentation of another’s concept as one’s
own.

e Collusion - is defined as the conscious collaboration, without official approval,
between two or more students in the preparation and production of work which is
ultimately submitted by each in an identical or substantially similar form and/or is
represented by each to be the product of his or her efforts. Collusion also occurs
when there is unauthorised cooperation between a student and another person in

the preparation and production of work, which is presented as the student’s own.

The College operates based on fairness and transparency, promotes academic integrity
and seeks to ensure the validity and reliability of the assessment process. As a result, this
policy will be applied consistently and all instances of suspected academic misconduct will
be managed through UPOL008 UniHaven Academic Misconduct Procedure Rev 1. The
College will not condone or facilitate academic conduct that seeks to intentionally
compromise our reputation as an academic institution and the standards of the
programmes it offers. All students will be notified of the action to be taken in any instance
of academic misconduct being suspected and the potential penalties that may be applied.
This policy applies to all students in all our programmes regardless of location, mode of

study or target award.

The Academic Director is responsible for the implementation of this policy in respect of
all cases brought to his / her attention and is also responsible for ensuring all Teachers are
aware of the policy, of their obligations within it and how to act in cases of suspected
academic misconduct. The Academic Director is responsible for determining whether an
identified case of suspected misconduct warrants further investigation. Where a suspicion
of misconduct is identified the policy must be applied promptly to ensure the interests of
the student concerned and consideration of Exam Board requirements. A student must be
notified of any suspicion and of any proceedings where a matter is being investigated.
Notification should be in writing and should normally be by email to the student’s
correspondence email address. The student should be notified of their rights and provided
with a link to or copy of this policy and its corresponding procedure along with any source

material identified in cases of suspected plagiarism.
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Each student has a right to attend a formal deliberating committee in respect of a case
brought against them. Should they choose not to attend or participate the committee is
authorised to proceed regardless. The College strongly encourages the attendance of
students at applicable hearings held by the Academic Misconduct Committee. Students
are permitted to ask the Student Support Officer, their class representative or a support
person (e.g. a close friend or family member) to attend the hearing with them. If students
wish to have a legal representative attend, they must inform the College in advance and

provide details such as name and relationship to the student.

Students are advised that the Academic Misconduct Committee is required to determine
if, on the balance of probability, the misconduct occurred or not. In that regard, the
College believes there is no justification for misconduct, and claims of stress, financial
pressure, ill-health or other such instances will not be accepted as justification for

academic misconduct. Equally, a lack of knowledge is not considered a suitable defence.

The College provides extensive information to all students on the regulations and their
responsibilities within them. Dishonest conduct in the assessment will not be tolerated
and students should look to alternative options in times of high pressure or uncertainty.
Any student who believes they are subject to pressure that is impacting their studies and
their ability to satisfy assessment requirements is advised to consult Student Services
Officer or the Programme Manager or Teacher and request appropriate support or
information on the options available to them. The College will retain a written record of
each stage of proceedings. If it is found on the balance of probabilities that no offence has
occurred, all records of the allegation will be removed and deleted from the student

record.

Assessment Appeals

An assessment appeal is a request for a review of an assessment decision. The College is
committed to providing excellent education and student experience. It supports
improvement in educational quality and academic decision-making. However, it
recognises that from time-to-time situations arise when a student considers that they might

have grounds for appeal against a decision related to the assessment of their academic
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work. The College is committed to resolving appeals as quickly as possible with an
emphasis on the local resolution as outlined in the procedures for appeals, rechecks and
reviews'® in section 5. Students have 21 days in which to submit an assessment appeal as

outlined in section 5

Guidelines for Assessment Awards Standards

e Award standards are distributed to internal assessors and external examiners.

e Grade descriptors and guidelines for marking are issued to examiners.

e Award standards are made available to students on the LMS, and principal extracts
are included in UDOCO001 UniHaven Programme Handbook Rev 2.

e Comprehensive grade descriptors are provided to students in the Programme
Handbook to outline what is expected of them in assessed work.

e Marking schemes are submitted by examiners in conjunction with sample exam
papers to facilitate consistency of marking. Exam questions and marking schemes
and, where appropriate, model answers approved by external examiners are
included.

e Teachers provide clear and timely assessment feedback to students on submitted
work.

e Pre-Exam Board review meetings are run at the programme level to review marks,
special cases, and mitigating circumstances.

e Samples of students’ assessed work and model answers/marking schemes are
reviewed by external examiners.

e Clear procedures and guidelines concerning absence from examinations, the
release of examination results, feedback on examination results, appeal of results,
and re-assessment of material are communicated to staff and students via College
policies and procedures and handbooks.

e Internal assessor comments are returned with corrected scripts, providing
commentary on the standard of student material, question choice etc, and
identifying issues for further programme and assessment improvement that are
considered at Programme Board.

e Exam Board is convened to consider and approve examination results.

16 Assessment and Standards, Revised 2013, section 4.10
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e External examiner reports are submitted to QQI with AC endorsement assessing
and approving the standard of examination questions, marking schemes, marking
of student work, exam administration and Exam Board conduct.

e External examiner reports and awarding body comments are made available to the
Programme Manager for review and action.

e Post-exam statistics are provided to assessors and examiners for review and action.

e Administrative processes are in place to oversee the dissemination of marks and

standards, grading schemes, results processing.

Requirements for Awards and Progression

e Progression standards are dictated by the College’s Higher Education Institution
(HEI) partners for the relevant programme stream, i.e., business, humanities,
science, IT etc.

o While QQI awards are achieved as relevant to the grading system and
standards outlined in this policy, the progression to HEI partners will be
dependent on the grades such partners need to satisfy entry to their
undergraduate degree programmes. Such requirements are communicated
to students before they enrol at the College as part of the programme entry
requirements...see UPOLO007 Student Recruitment and Admissions Policy
Rev 2.

e Eligibility for Award

o The Level 5Specific Purpose Certificate in International Foundation Studies
award may be made at Pass, Merit or Distinction as classified in this policy.
These awards will be based on the aggregate percentage marks for the
programme.

o To be eligible for consideration for the award a candidate must:

= Undertake all modules listed in the course schedule for an award
stage and satisfy all the assessment and other requirements set for
the programme (e.g. attendance).
» Pass each module required for their pathway stream.
*= Obtain an aggregate mark as per this policy.
o The aggregate mark shall be computed from the marks scored at the first

attempt or a resit of an assessment component in the modules of the award
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stage. In other words, the marks scored in the second attempt would replace
those of the first attempt.

Where extenuating circumstances are relevant regarding a student’s
absence from an examination or concerning a candidate's performance at
an examination or assessment, such scenarios will be dealt with as per this
policy.

A student who is granted a deferral from an examination will be permitted
to hold any classification due based on their final aggregate.

Where a student passes a module, they may not make a subsequent attempt

at an assessment for that module to increase their mark.

Release of Awards to Students

e Availability of Results

©)

Examination results must be agreed upon by internal assessors and external
examiners at an Exam Board meeting, and then signed by the Chairperson
and Secretary.

Results agreed by the Exam Board will be posted to the student’s
correspondence address following the Exam Board meeting. If for unknown
reasons, students have not received their results within seven days, results
may be given by email.

Under no circumstances should Teachers, administrative staff or any other
staff or external member involved in the examination process release results
to a student, formally or informally, or to any unauthorised third party, in
advance of the Exam Board meeting.

Results will not be released to a student who has outstanding fees to pay.
Results will not be released to a third party without the prior written
permission of the student. This must come in writing and be signed by the

student.

e Presentation of Results

O

O
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O

Results should be considered provisional until they are ratified by QQI and
results letters should state this.

The College shall arrange a specific date or dates, to fall within 10 working
days of the notification of examination results, on which students may

discuss their examination results with teaching staff.

e Supplementary Examinations

O

Information on the availability and date of supplementary examinations for
specific programmes will be contained in the Student Handbook.

Only students who have registered for the main examinations, or who in
special circumstances have secured the permission of the AD, will be
allowed to take the supplementary examinations.

Students retaking modules may do so at the next sitting of that module. In
cases where the student has yet to complete another module, they may
proceed on the understanding that the subject outstanding must be sat
before they can meet eligibility for the programme award.

In the case of a candidate repeating an examination, marks awarded based
on continuous assessments, shall, normally, be carried forward from the
original examination to the repeat examination and aggregated with the
marks scored in the latter to determine the total marks to be awarded in
respect of the repeat examination.

In the case of a candidate whose results at a repeat examination are liable to
be jeopardised by the carry-forward of poor marks awarded in respect of
continuous assessment, the college reserves the right, in exceptional
circumstances, to devise alternative assessment arrangements.

A student is permitted to attempt the same examination two times only. Any
further attempts will be at the absolute discretion of the Academic Director.
Students retaking examinations will take responsibility for completing

registration processes in line with relevant course requirements.

Internal Assessors!”

e Internal assessors must be identified at the top of each examination paper.

e Internal assessors are responsible for

17 Adapted from Assessment and Standards, Revised 2013, section 4.7
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o Setting continuous assessment exercises.

o Setting exam papers for the principal and supplementary examinations

o Submitting model answers/solutions and marking schemes for relevant
exam papers. Correction and grading of continuous assessments,
dissertations, and examination scripts.

o Submission of examiner reports.

o Internal assessors must be prepared to work within tight deadlines
according to the relevant assessment schedule.

o To ensure uniformity of standards across subjects and programmes, marks
awarded by an internal assessor must be a fair and accurate assessment of
the student’s performance and must conform with the marking schemes and

the grade descriptors in use.

5. Procedures and Forms

Appeals, Reviews and Rechecks Procedure

This procedure is designed to benefit all students by affording them the right to due
process on their dispute of assessment outcomes. All academic staff at the College, be it
Teachers, Committee or Board members or academic management, have a duty to

objectively process all student assessment grade disputes.

Correction of Error

Errors can be noticed internally even before a student appeals a grade process or decision.
If following a meeting of the Exam Board, an error is discovered in the recording or
calculation of a grade and/or in the recording of an overall result, a Correction of Error
Form will be completed by the Programme Manager and signed by the Academic Director.
This form will be submitted to the Appeals Board for noting & sign-off. An updated

transcript will then be issued to the student by the Academic Director.

24| Page



Grounds for an Assessment Appeal

A student who wishes to appeal may do so on a limited number of grounds to include

administrative errors, material irregularity in assessment procedures or an appeal on

medical, personal, or other extenuating circumstances. The student must identify the

module(s) and the elements for which the appeal is being made. The application must also

specify the grounds on which the appeal is sought and must contain all information that

the student requires to have considered in the appeal.

e Appeal on administrative error or a material irregularity in assessment procedures.

An appeal of an assessment result shall be considered only if any of the following

minimum standards of programme delivery were not met by the College.

@)

Astudent believes they were adversely affected by an irregularity in how the
assessment was  conducted, e.g., in written examinations,
insufficient/inaccurate information on examination papers and continual
assessments, or faulty IT equipment.

They believe they were adversely affected by an administrative error,
resulting in an incorrect grade being recorded on the student database.
They believe that due process was not followed and seek verification that
their work was assessed under the College’s policies and procedures and
that the process was fair and consistent. For example, were students
informed of assessment requirements (modes, weightings), was appropriate
feedback provided to students on assessment, and were the assessment

processes reviewed by external examiners.

e An appeal on medical, personal, or extenuating circumstances. An appeal may be

made on the grounds of medical, personal, or extenuating circumstances if a

student believes they were adversely affected by factors that the Exam Board was

unaware of when making its decision, e.g., personal, or medical reasons. However,

these are not in themselves grounds for changing a grade. A student may at the

discretion of the Appeals Board be allowed to resubmit at the next exam period as

a first sitting. Appeals are categorised as follows and need to be documented on

UFORMO13 UniHaven Assessment Appeals Request Form Rev 1 (see Appendix):

O
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supported by appropriate, signed and dated medical certification on headed
paper.

o Appeals on Personal Grounds: An appeal on personal grounds, e.g., relating
to personal difficulties, must be supported by documentary evidence
provided by a recognised professional (e.g., psychologist, counsellor, etc.).
Documentary evidence provided must be legible and stamped by the
relevant professional.

o Appeals on the Grounds of Extenuating Circumstances: A student seeking
an appeal on the grounds of extenuating circumstances relating to other
factors such as the death of a relative or other incident, must submit written

evidence; for example, a death notification or Garda report.

Assessment Appeal Submission

After results have been published, students can discuss these with their Programme
Manager or Teacher. The aim is to understand the results and provide guidance for
students in the future. This early communication can provide useful clarification and
feedback and may help to inform a student’s decision on whether to proceed or not with
an appeal. However, once an appeal is submitted to the Academic Director, it is no longer

appropriate for a student to consult with staff about the appeal lodged.

A valid appeal requires submission to the Academic Director by a student of a completed
UFORMO13 UniHaven Assessment Appeals Request Form Rev 1 within 21 days of the
publication of results as notified by the Academic Director together with evidential
support for the appeal and the relevant fee (see UPOLO08 UniHaven Fees and Refund
Policy Rev 1). Requests received by post must be postmarked within this period. Only a
signed written request for an appeal from the student concerned will be considered. Third-

party submissions will not be considered.

e Written assessments: In programmes where written examinations have been
conducted a student may request the Programme Manager to view their scripts. To
ensure applications to view scripts are processed within the appeal deadline date,
three full days are set aside, commencing one day after the formal publication of

results and ending the day before the appeal submission deadline. To organise a
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viewing of your script, please email a request to the Programme Manager. To view
your files in our administration office, please contact the relevant office to organise
a date/time, explaining that you wish to do this to appeal.

e Practical assessments: For practice-based programmes, students may decide to
review their student assessment feedback sheets, these are available from student

files retained in the Academic Director/Programme Manager’s office.

Appeals Board

An Appeals Board is set up. The Board is made up of the Academic Director (Chair) or a
nominee, and at least three members, all of which are external independent members with
appropriate senior academic experience and with no conflict of interest in relation to the
matters for deliberation and the applicants or students involved. Where there is a conflict
of interest an alternative person may be substituted. An external member will be appointed
Chair in situations where the Academic Director will have been a part of the process that
led to the appeal. The membership must be independent of those that dealt with the
original case or any Teacher/Manager who was responsible for marking the original
assessment. The Appeals Board and its members are appointed by AC. Other relevant staff,
such as the Programme Manager, or a Teacher, may only be present to respond to the
Board'’s queries. The Academic Director will provide a recording secretary for the Appeals
Board meetings. See UniHaven Quality Assurance Manual, chapter 2, for full Appeals
Board terms of reference. The Appeals Board conducts the formal appeals process and will
convene as often as is necessary after assessment periods scheduled in the academic
calendar. The Appeals Board will arrive at one of the following decisions:
e To uphold the appeal.

e Toreject the appeal.

Appeals Process

Once the appeal has been lodged with the Appeals Board, it may request further
information from the relevant programme unit including a call for reviews and/or rechecks
to be done. Areview means the re-consideration of the assessment decision by the Exam
Board in consultation with the Teacher(s) concerned. A review will automatically include a
recheck. A recheck means the administrative operation of checking (again) the recording

and combination of component scores for a module and/or stage. The process normally
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involves establishing that all answers, part answers and/or other assessment materials have
been assessed and totalled correctly. This involves checking the script again, re-calculating
the final scores, and where appropriate, modifying the results accordingly. Marks allocated
can be increased or decreased. There is no appeal process for a re-check. The review and

recheck process may result in one of the following outcomes:
a) Grade remains unchanged b) Grade is increased c) Grade is decreased

The Appeals Board will review all documentation relating to the appeal, including a review
and/or recheck response from academic staff, and will decide on their findings. The
decision of the Appeals Board will be conveyed in writing by the Academic Director to the
student within five working days of the outcome of the Appeals Board, informing them of
the appeal decision. If the appeal is successful, the appeal fee is refunded via the student’s
bank account as per UPOL008 UniHaven Fees and Refund Policy Rev 1. The decisions of
the Board are recorded in Minutes that are circulated to the Programme Manager. Copies
of the Minutes and letters to the students are stored in a restricted access folder on the
College IT Systems/Servers. The Appeals Board does not attempt to replicate the
assessment functions of an Exam Board and, therefore, does not involve itself in re-
assessing any assessment elements of a student’s work. Therefore, it is requested that
students do not include any assessment materials such as dissertations, essays,

programmes, or reports, with an appeal submission, as they will not be considered.
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APPENDIX

UFORMO13 Assessment Appeals Request Form Rev 1

Students appealing an assessment result must complete Section A and Section B only.

A: Details of the appellant

Contact information

Student Name

Student ID

E-mail Address

Phone Number

through the Programme Manager

Programme Stage
Attempt at resolution — provide details
Have you attempted to resolve your difficulties | Yes No

Please give details of what steps you have taken to resolve your difficulties

by a member of the College community?

Support to Appeal

If called, would you wish to present your case | Yes No
in person to the Assessment Appeals

Committee?

If called, would you wish to be accompanied Yes No

IF YES, please state name:

support of your appeal.

List any witnesses from the College community you may wish to Committee to call in
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B: Details of your appeal

Grounds for appeal

Please indicate which one of the only two grounds upon which your appeal is made:

Procedural irregularity: Substantive irregularity in the conduct of the O
assessment process, or where the Academic Regulations have not been
properly implemented.

There were extenuating circumstances of which the Exam Board was aware but | O
had rejected because the application was late and the Exam Board did not
consider the reason why the application was late to be valid, or a prior
circumstance emerged of which the Exam Board was not aware.

Please give details of why you consider you have grounds for an appeal.

Additional information and documentation

Please provide any additional information, and list any items attached to this appeal
form, such as a medical certificate or other supporting documents.

Outcome sought

What outcome do you seek because of submitting your appeal?

Declaration

| have read the Assessment Appeals Policy, and | wish to submit my appeal on the
grounds indicated above.

Appellant’s signature | Date
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C: Appeal Administration

Received by Academic Director

Decision of Appeals Board

Date received by Academic Director Date

Supporting documentation included [ Yes 0 No
Academic Director accepts the appeal [ Yes 0 No
Signature of Academic Director Date:
Appeals Board

Date of Appeals Board Decision Date

Name of Appeals Board Chair

Signature of Appeals Board Chair
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UFORMO14 Correction of Error Form Rev 1

Signed by Programme Manager:

Approved by Academic Director:

Specify the nature of the error to be

corrected

Grade Recording
Grade Calculation

Result Recording

Specify the proposed correction to be

implemented

Grade Recording From:

To:

Grade Calculation From:

To:

Result Recording From:

To:
Approved by Appeals Board Date:
Corrected by/on

Signature:

Correction Date:
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UFORMO024 Extenuating Circumstances Application Form Rev

This form should be used if you wish to submit medical documentation or highlight any
personal circumstances (such as bereavement or other difficulties) to be considered by the
relevant staff of the College, which may then be brought to the attention of the Exam Board.

Personal Details

First Name
Surname

Email Address
Phone Number
Course Title

Details of Extenuating Circumstance
Any information given will be held in the strictest confidence.
Dates affected by the circumstance.

From: To:

Please identify each of the assessments/ examinations which have been affected by the
extenuating circumstance. Use a separate row in the table below for each module affected.

Module Assessment Type Due Date

Have you already made the College aware of these special circumstances?

Yes |:|
No |:|

If yes, please explain what action they have taken or suggested in relation to each module:
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Module Suggested action/ action taken

Please outline the nature of the extenuating circumstance and how it has impacted on your
performance, ability to meet deadlines or your attendance at an assessment/examination.
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Supporting Evidence

Supporting evidence from a competent professional is essential to the submission of this
form. Please attached any medical certificates or relevant documentation as appropriate.

Submitted evidence is non-returnable. Where appropriate, please ask the professional
providing supporting evidence to be as specific as possible in outlining the impact of your
circumstances on your ability to meet the demands of your academic programme.

Please indicate which best describes your extenuating circumstance:

Physical illness, injury, Supporting original evidence must be supplied by
accident, or aregistered medical practitioner.
hospitalisation

Family Illness Supporting original evidence must be supplied by
aregistered medical practitioner.

Bereavement Supporting original evidence must be supplied.

Other personal or Supporting original evidence must be supplied by
emotional circumstances | aregistered medical practitioner.

Victim of crime Supporting original evidence must be supplied by
An Garda Siochana/Police.

Other Supporting original evidence must be supplied.

Declaration

| confirm the above information is accurate to the best of my knowledge.

Student signature

Date
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Official Use Only

Extenuating circumstance form received: |:|

Supporting Evidence received: |:|

Academic Director signature

Date

Extenuating circumstance form approved:

Yes |:|
No |:|

Resolution agreed upon:

Date student was informed
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UFORMO027 External Examiner’s Report Rev 1

This report template is taken from QQI’s Effective Practice
Guideline for External Examining Revised 2015. Future
revisions to QQI’s guideline document should be used to
revise this report template

Date

Programme Details

Programme Reference

Award Title:

Area Of Specialisation
(ISCED CODE):

02.3.1

Main Modes of Delivery
Offered:

Stage (1,2,3,4,..., or
Award Stage):

Semester (if applicable
indicate whether first or
second):

Classification
Distribution and
Trend

Current
Year

Previous
Year

Previous
Year

Previous
Year

Previous
Year

% H1/D

% H21/M1

% H22/M2

% P

Completion Rate
Data

Number who started
the programme

Number who started
the stage

Number who completed
the stage (i.e. attempted
final stage
examinations)
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External Examiner
Details

Name

Main Employment

Email address

Other contact details

Please consult the Effective Practice Guideline for External Examining Revised
2015 and Assessment and Standards Revised 2013 for more detailed
information concerning expectations. If you require further guidance on
completing the report please contact the Academic Director, via the following

email address:

In presenting opinions under the following headings the external examiner should makenational

and international comparisons.

The text in red italics is explanatory material and may be deleted by the external

examiner when completing the report.
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1 The Evidence Considered

The purpose of this section is to indicate how well informed the external examiner is
about the provider, the programme and its context. Summarise the documentary
evidence considered (seeEffective Practice Guideline for External Examining Revised
2015) and any visits, meetings and interviews with learners and academic staff and
others.

2 Minimum Intended Programme Learning Outcomes

The purpose of this section is to comment on the educational objectives including their
explicitness,appropriateness and consistency standards with the relevant awards
standards and the National Framework of Qualifications. If there are gaps these should
be identified. If the standard is too low this must be stated explicitly so that it can be
addressed.

3 Actual Attainment of Learners

This section should present the external examiner’s informed perception of the actual
attainment oflearners (knowledge, skill and competence). This is the most important
finding of the external examining process. This should be based on consideration of:

« The provider’s assessment instruments (e.g. assessment strategies, examination
papers, markingschemes), procedures and findings

« Representative samples of learner responses to assessment tasks (e.g. examination
scripts,dissertations, etc.)

* Interviews with learners
« Benchmarking data prepared by the provider
« Anyother appropriate evidence
In presenting those perceptions the external examiner should make national and

international comparisons. Opinions (e.g. satisfaction with the actual attainment) should
be explained (e.g. byoutlining the rationale and criteria).

4 The Programme

Often external examiners’ experience of the programme might lead to suggestions
about particularaspects of the programme. This might involve the curriculum or the
approach to teaching and learning. This section should identify some notable strengths
and areas for improvement. It is not intended that the external examiner would attempt
to systematically review the programme.

5 Assessment Procedures
The external examiner plays a vital role in the ongoing quality assurance and
enhancement ofassessment. This section should address:
« The quality of the assessment instruments (programme and module strategies,
examinationpapers, dissertation guidelines, etc.) and scoring rubrics/schemes etc.

 The fairness, consistency and fitness for purpose (valid, reliable, authentic, robust)
of assessmentprocedures.
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The reliability of the provider’s benchmarking of its assessment procedures.

6 Trends

Evidence concerning the extent to which teaching, learning and assessment

arrangements havechanged in response to the feedback provided by previous external
examiner reports; and

Progress on recommendations in recent external examiner and other relevant reports
on theprogramme.

7 Conclusions and Recommendations

External examiners’ signature, date
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Quality Assurance Policy

Quality Assurance Manual (QAM) Chapter 1

Document Name

Quality Assurance Policy

Policy Document Number

UPOLOO1

Version Reference

Rev.1

Document Owner

Academic Director

Roles with Aligned Responsibility

All College staff

Approved By Academic Council
Approval Date 2.3.2023
Date Policy Becomes Active 1.4.2023
Revision Cycle Annually

Revision History/Amalgamation History

Revised for text errors post programme validation

Additional Information

N/A

References/ Supporting Documentation

UDCOO000 UniHaven Quality Assurance Manual Rev 2
Statutory Quality Assurance Guidelines developed by
QQI for use by all Providers (2016)

Statutory Quality Assurance Guidelines developed by
QQ)I for Independent/Private Providers coming to QQI
on a Voluntary Basis (2016)

QQI Awards Standards for Pre-Higher Education
Foundation Awards for International Students (2015)
National Framework of Qualifications
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1. Policy Overview
This policy sets out the College’s overall approach to its quality assurance (QA) framework
and infrastructure within the specific context of meeting Quality and Qualifications Ireland
(QQI)’s programme validation requirements. The College recruits and teaches
international students who want to come to study a foundation pathway programme in
Ireland and progresses them to Higher Education Institutions (HEls) on successful

completion of the programme.

2. Policy Statement
Programme validation is a regulatory process that determines if a QQIl award can be
offered in respect of a provider’s programme of education and training. The programme
falls under the foundation programme category as in programmes that prepare
international students for HEI study’. Often such programmes are referred to as pathway
programmes. Preparation takes the form of English language grade improvement,
academic grade improvement, and modules and experiences that prepare students for

their target country and university norms and expectations.

QQI programme validation allows the College, post programme validation, to offer a QQI
award at Level 5 on the National Framework of Qualifications (NFQ) for its pre-degree
pathway programme? The programme name is the Level 5 Specific Purpose Certificate in

International Foundation Studies .

This policy outlines a high-level summary of the College’s QA infrastructure and
framework as it first applies for initial validation. Full details are outlined in the UniHaven

Quality Assurance Manual Rev 2.

1 QQI Awards Standards for Pre-Higher Education Foundation Awards for International Students (2015)
2 National Framework of Qualifications (NFQ)
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3. Roles and Responsibilities
All College staff and external members of boards and committees will be involved in the
implementation of the College’s QA approach for the benefit of its students. The
implementation of College QA in all its aspects aims to minimise the risk to students and
to provide assurance to staff and stakeholders that the College is governed and managed
as an educational institution of high academic standing. Full details of roles and

responsibilities are outlined in the College’s Quality Assurance Manual (QAM), chapter 2.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

4. Policy

The College has set out an overall approach to QA in detail in the following ways:

e The QA Manual (QAM)

o The QAM has been written to describe an integrated approach to all aspects
of QA for the benefit of staff, stakeholders, and students. It is important to
state that while the QAM and associated policies and procedures have been
written in the first instance to satisfy QQI requirements, this is not the key
function of these documents. The key purpose of these documents is to
inform and guide College staff, stakeholders, and students as to why and
how the College will maintain very high QA standards in all its activities. See
also chapter 1 of the QAM.

o The QAM will be reviewed at least annually. The updated QAM will be
approved by AC and any major changes will be notified to QQI before
publication. The Academic Director has the responsibility for ensuring that
AC is informed of any proposed changes to the QAM. The Academic

Director, in conjunction with AC, is responsible for its accuracy and
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completeness, and for ensuring compliance with all QA policies and
procedures concerning all College academic affairs and student supports.

Policies and Procedures

o Detailed policies and procedures have been written to give life to the high-
level approach described and referenced in our QAM. Some procedures are
included within policy documents while some specific and/or lengthy
procedures exist as standalone documents. Where referenced in the QAM,
each policy or standalone procedure is referenced as follows:

=  UPOLxxx.
= UPROXxxx.

Forms and Documents

o Forms are standalone, are referenced as part of the above policies and
procedures and are listed in the Appendix of the QAM. Forms are
referenced as follows:

*  UFORMXxxX.

o Documents such as codes, handbooks and manuals are listed in the
Appendix of the QAM. These complement and in some cases summarise
several policies and/or procedures and are referenced as follows:

= UDOCxxx
e Policies, procedures, and associated documents and forms listed in the QAM have
been referenced to make it easy for the reader to understand the way such
documents interact with each other and the QAM. This, in turn, facilitates easy
access to and dissemination of the information presented.
e Document control policies have been included to ensure that the above
documentation is written, revised, approved, and implemented in a controlled

manner...see UPOL004 UniHaven Policy-on-Policy Policy Rev 1.

A high-level overview of the College’s QA infrastructure is shown in figure 1.
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5. Procedures and Forms

The key documents that are relevant to this policy are listed in the appendix of the QAM
and the policy and procedure document control library. All associated policies,
procedures, forms, and handbooks/codes/manuals are described, listed, and referenced in

these documents.

The key references used to draft the QAM are as follows:

e QQI Provider References

o Statutory Quality Assurance Guidelines developed by QQI for use by all
Providers (2016).

o Statutory Quality Assurance Guidelines developed by QQI for
Independent/Private Providers coming to QQI on a Voluntary Basis (2016).

o QQI HET Core Validation Policy and Criteria Revised (2013).

o QQI Policies and Criteria for the Validation of Programmes of Education and

Training (2017).

o Guidelines for Preparing Programme Descriptors for Further Education and

Training Programmes Leading to QQI CAS Awards (Revised October 2013).

o National Framework of Qualifications
https:/www.qqgi.ie/Articles/Pages/National-Framework-of-Qualifications-

(NFQ).aspx.

e Student Admission and Recruitment References

o QQI Code of Practice for Provision of Programmes of Education and

Training to International Students (2015).

o Policy and Criteria for Access, Transfer and Progression in Relation to
Students for Providers of Further and Higher Education and Training (NQAI
2003, re-stated by QQI 2015).

o Protection of Enrolled Learners (PEL): Protocols for the Implementation of

Part 6 of the 2012 Act Guidelines for Providers.
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o The London Statement for Ethical Recruitment:

https://www.britishcouncil.org/sites/default/files/london_statement.pdf

e Teaching, Learning and Assessment References

o The National Forum for the Enhancement of Teaching and Learning in

Higher Education: https:/www.teachingandlearning.ie/.

o http//www.ihegn.ie/ fileupload/File/IHEQN Guidelines_Collaborative Pro
vision_FINAL_ 21May13 55218605.pdf

o Expanding our Understanding of Assessment and Feedback in Irish Higher

Education - National Forum for the Enhancement of Teaching and Learning

in Higher Education

o QQI Effective Practice Guidelines for External Examining Revised February

(2015).
o QQI Quality Assuring Assessment - Guidelines for Providers (Revised 2013).
e QQI Self-Evaluation Monitoring and Review References
o QQI(2014) Policy on Monitoring.
o QQI (2016) Policy for Cyclical Review of Higher Education Institutions.

o QQI (2016) Policy on Quality Assurance Guidelines, Section 4.4.1, ‘The
Provider-Owned QA Principle’, Section 4.4.7, ‘The Continuous

Improvement Principle’.
e Quality Assurance Legislative References

o Qualifications and Quality Assurance (Education and Training)

(Amendment) Act 2019 (the 2019 Amendment Act).
o Companies Act (2014).
e Data Protection References
o General Data Protection Regulation (GDPR) 2018.

o DataProtection Legislation including Article 5 guidelines on (GDPR) General

Privacy Data Regulations.

o The Data Protection Acts 1988 and 2003 (as amended).
e Child Protection references
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Children First Act 2015 and Children First: National Guidance for the
Protection and Welfare of Children 2017.

The Child Care Act 1991.
The Children Act 2001.
The National Vetting Bureau (Children and Vulnerable Persons) Act 2012.

The United Nations Convention on the Rights of the Child.

e Staff References
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Employment (Miscellaneous Provisions) Act 2018:
Minimum Notice and Terms of Employment Acts 1973-2005.
Industrial Relations (Amendment) Act 2015.

Organisation of Working Time Act 1997.

Organisation of Working Time (Records) (Prescribed Form and Exemptions)

Regulations 2001.

Safety, Health and Welfare at Work Act 2005 (as amended): replaced the
provisions of the Safety, Health and Welfare Act 1989.

The Employment Equality Acts 1998-2015.
Equal Status Acts, 2000 to 2004.

Equality (Miscellaneous Provisions) Act 2015.

Protection of Employees (Part-Time Work) Act 2001.
Protection of Employees (Fixed-Term Work) Act 2003.

Cara Inclusion Charter - https:/caracentre.ie/sport-inclusion-disability-

charter/.



https://caracentre.ie/sport-inclusion-disability-charter/
https://caracentre.ie/sport-inclusion-disability-charter/

LIMIHAN S

Programme Review and Development Policy

Quality Assurance Manual (QAM) Chapter 4

Document Name

Programme Review and Development Policy

Procedure Document Number

UPOL005

Version Reference

Rev.2

Document Owner

Academic Director

Roles with Aligned Responsibility

Programme Manager, Teachers

Approved By Academic Council (AC)
Approval Date 2.3.2023
Date Policy Becomes Active 1.4.2023
Revision Cycle Annually

Revision History/Amalgamation History

Revised for text errors post programme validation
including past description of first programme
development process

Additional Information

N/A

References/ Supporting Documentation

UDOCO000 UniHaven Quality Assurance Manual Rev 2
Statutory Quality Assurance Guidelines developed by
QQI for use by all Providers (2016)

Statutory Quality Assurance Guidelines developed by
QQI for Independent/Private Providers coming to QQI
on a Voluntary Basis (2016)

QQI HET Core Validation Policy and Criteria Revised
(2013)

QQ)I Policies and Criteria for the Validation of
Programmes of Education and Training (2017)
Guidelines for Preparing Programme Descriptors for
Further Education and Training Programmes Leading to
QQI CAS Awards (Revised October 2013)

National Framework of Qualifications

QQ)I Policy Restatement Policy and Criteria for Access,
Transfer and Progression in Relation to Learners for
Providers of Further and Higher Education and Training
(2015)

Assessment and Standards, Revised 2013

UPOL006 UniHaven Access, Transfer and Progression
Policy Rev 2

UPOL007 UniHaven Student Recruitment and
Admissions Policy Rev 2

UPOLO13 Teaching and Learning Policy Rev 1
UPOLO014 UniHaven Blended Learning Policy Rev 1
UPOLO017 Student Support Policy Rev 2

UPOLO025 UniHaven Learning Analytics Policy Rev 1
UPOL026 UniHaven Communications Policy Rev 1
UDOCO001 UniHaven Programme Handbook Rev 2

11 Page




1. Policy Overview
This policy is designed to guide College staff as to the process for reviewing the College
programme and developing new programmes. This policy sets out what needs to happen

and why as regards reviewing and developing any programme in the College that lead to a

QQIl award.

2. Policy Statement

The College sets out to comply with QQI core programme validation criteria', namely

e The provider is eligible to apply for validation of the programme.

e The programme objectives and outcomes are clear and consistent with the QQI
awards sought.

e The programme concept, implementation strategy, and interpretation of QQI
award standards are well informed and soundly based (considering social, cultural,
educational, professional and employment objectives).

e The programme’s access, transfer and progression arrangements are satisfactory.

e The programme’s written curriculum is well structured and fits its purpose.

e There are sufficient qualified and capable programme staff available to implement
the programme as planned.

e There are sufficient physical resources to implement the programme as planned.

e Thelearning environment is consistent with the needs of the programme’s learners.

e There are sound teaching and learning strategies.

e There are sound assessment strategies.

e Learners enrolled on the programme are well informed, guided and cared for.

e The programme is well managed.

This policy is also written following QQI’s core validation policy and criteria®.

e The programme’s content and learning environment must be appropriate to the

programme’s intended learning outcomes.

! Policies and criteria for the validation of programmes of education and training (2017), section 17
2 QQI HET Core Validation Policy and Criteria Revised (2013)
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e The programme should involve authentic learning opportunities to enable the
achievement of the intended programme learning outcomes.

e The programme should compare well against benchmarks (where appropriate).

e The information about the programme as well as its procedures for access, transfer
and progression should be consistent with the procedures described in national
Policies, Actions and Procedures for Access, Transfer and Progression for Learners?.

e The programme should meet genuine education and training needs.

e The programme should be viable.

e All programmes should have procedures for assessment of learners which should
be consistent with Assessment and Standards, Revised 20134,

e The provider should have, where required, suitable arrangements for protection
for enrolled learners if it ceases to provide the programme.

e The provider should have appropriate quality assurance arrangements for the
proposed programme. Any new quality assurance arrangements required should
be agreed upon with QQIl. Where QQI is the awarding body such new

arrangements should be detailed with the application for validation.

A programme is the learning package designed, developed, and delivered by the College
and it describes how the award standard will be reached. It provides an insight into the
learning experiences on offer that will enable the student profiled to reach the standards
of knowledge, skill and competence required to achieve the award that the programme is
designed to deliver. A module can be defined as a sub-component of a programme with a
defined title, learning outcomes, syllabus, and credits. For this policy, it is inferred that

module reviews form a part of the programme review and development process.

Ideas and suggestions for new and improved programmes must be processed in a

controlled and methodological way to ensure that programmes

e Areonlydeveloped if an identified need and an identified demand are in evidence.

3QQ)I Policy Restatement Policy and Criteria for Access, Transfer and Progression in Relation to Learners for
Providers of Further and Higher Education and Training
4 Assessment and Standards, Revised 2013
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e Are consistent with the College strategic and resource planning and contributes to
achieving its aims and objectives.

e Offer avaluable educational experience to our students.

e Are developed to meet the requirements of QQI and other external requirements
where required.

e Are formally approved and validated before delivery and are subject to periodic
revalidation as per QQI guidelines.

e Have access, transfer and progression arrangements that meet QQI criteria for
approval.

e Have considered and outlined any blended learning aspects.

e Are subject to continuous monitoring and formal annual review.

3. Roles and Responsibilities
Itis the responsibility of the Programme Manager to implement this policy in all its aspects.
Staff, students, and stakeholders may suggest ideas for programme enhancements or new
programmes but irrespective of source, this policy guides all programme review and

development at the College.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

The Programme Manager is responsible for ensuring that programmes have a formalised
academic calendar, programme outlines, learning outcomes, assessment strategies,
learning materials, sufficient teaching staff and for liaising with the external examiner to
confirm academic standards in assessed work. A full role description is outlined in the
QAM, section 2.4.3. The Student Support Officer supports the Programme Manager with

programme monitoring by gathering, analysing, and feeding in salient academic into the
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relevant boards and committees that meet to discuss programmes and student
performance. This process allows all staff to make informed decisions as to what

improvements are needed.

Programme Board

Programme development post the development of the first programme and programme
reviews are discussed and processed via Programme Board. Its terms of reference
concerning programme review and development and membership are as follows...see

QAM, section 2.3.2.1. for its full terms of reference.

Purpose

Programme Board is responsible for the effective development, management, operation,
and review of the programme as well as the monitoring, review and development of new

modules, programmes, and assessments.

Key Responsibilities

Its main responsibilities include — see chapters 4, 6 and 7 for full details on the programme

including admissions, recruitment, teaching, learning and assessment.

e Programme Development
o Ensurethatthe programme is developed to ensure that it meets the required
standards for the Level 5 Specific Purpose Certificate in International
Foundation Studies award. Each of the 12 QQI validation criteria will be
addressed in the submission®to ensure that the programme:

. Is designed with overall programme objectives and programme
strategies that are in line with the provider strategy and have
explicit intended learning outcomes.

. Is developed in line with the requirements of the National
Framework of Qualifications (NFQ) and associated policies and

procedures on Access, Transfer and Progression.

> Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 3.1.
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. Is designed with the involvement of learners and other
stakeholders. For the College programme, learner input from
previous roles held by existing staff has been included.

. Benefits from external expertise and reference point to ensure it
fulfils vocational needs where appropriate.

. Is designed to enable smooth progression for learners within and
between programmes. For the College programme, progression
between pathways is more relevant.

. Defines the expected learner workload.

. Is compliant with internal and other regulatory or professional
policies and requirements.

. Has procedures for coordinating provision at faculty (or
equivalent) level and college or centre (or equivalent) level for
multiple programmes.

. Include well-structured placement opportunities where
appropriate (including traineeships, internships, and other time
outside the provider designed to offer experience in an area
related to the programme of study).

. Is subject to formal internal provider approval processes against
defined criteria.

. Is subject to ongoing monitoring and periodic review.

. Is designed with the intended mode of delivery and learning
environment in mind.

Formally proposing new programmes and or programme suggestions and
improvements to EMT initially for resource and demand

evaluations/decisions and later AC for final programme proposal to EMT.

e Programme Monitoring and Review
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Ensuring all QA College policies and procedures are adhered to.

Ensuring arrangements are in place that addresses all aspects highlighted by
the QQI validation criteria.

Developing and ensuring implementation of programme-specific quality

assurance arrangements.
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o Undertaking and evaluating student and staff feedback. After the first
student intake has completed the programme, feedback from College
graduates and receiving HEIs will be sought and evaluated.

o Agreeing on the schedule of assessments and feedback to students to
manage student assessment workload.

o Ensuring that programmes are adequately staffed.

o Ensuring that programmes and modules are reviewed.

o Ensuring that premises, facilities, and technologies remain fit for purpose
for the programme(s) run at the College.

o Checking that library — physical and online - resources remain up to date
and relevant to the modules and content being taught.

o Reviewing programme action plans to ensure proposed actions are followed
up and implemented.

o ldentifying risks, perform a quantitative and qualitative risk analysis,
implement preventative and mitigation actions and review as per UPOL003
UniHaven Risk Management Policy.

e Public Information

o Ensuring that programme information is made publicly available to

applicants, students and agents in a way that is easily accessible, accurate

and transparent.

Membership

e Programme Manager (Chair).
e All Teachers.

e Student representatives (at least two nominated from the student pathway
stream/class representative cohort).

e Student Support Officer.

e External Adviser for external input as relevant...examples includes experts in
Teaching and Learning, Blended Learning, Business, Industry, International

Education, Student Communications and so on.
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Frequency of Meetings

At least twice per semester.

Receives reports/information from

e Academic Director for institutional performance data.

e Programme Manager for programme and student data.

e External Examiners as reports for examination-related input.

e Student Representative Meetings for student feedback and input.

e Staff regarding feedback about the programmes, teaching, student performance,

etc.

Reports to

An Annual Programme Report is prepared and agreed upon by Programme Board and sent

to AC for approval.

4. Policy
There are 2 key aspects to the College’s approach to programme review and development,

namely:

e Programme Development.

e Programme Monitoring and Review.

Programme Development

The development of new and updated programmes is conducted in a defined way with
sufficient time allowed for the necessary internal and external assessments and
consultations. New and updated programmes proceed through an internal approval
process and must also be approved externally by QQI. Several principles underpin and

provide the rationale for these developmental steps:

e There should be a systematic approach to programme design and development to

provide clarity around responsibilities, purpose, resource implications (including
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premises and facilities) and sufficient time to introduce any new or changed
programmes.

e There should be sufficient clarity around the objectives, learning outcomes and size
of a programme from early on, and relevant staff should be aware of the
implications of its introduction.

e The design phase of the programme should involve sufficient reflection on how the
programme structure, content, blended learning, and assessment methodologies
match the learning outcomes.

e Abusiness case should be proposed to justify the demand for the programme, its
financial sustainability, its market need and relevance, the need for additional
physical infrastructure all to enable the College to fulfil its obligations and reach
expected academic standards.

e There should be an external validation of the programme by QQI.

The developmental steps that a new programme idea must go through before approval are
outlined in detail in the programme development process in section 5. A summary of this

process is shown in Figure 1.1.

Internal
Programme
Y Introduction .
- Idea
| i
S Generation
External Approval

College Follow
up

Programme
QQFIa External Proposal
eport

Internal

External
Assessment

Assessment
Internal
Programme
Approval

Fig 1.1 Programme Development Process
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Interim Programme Development Process for the College’s First Programme Validation

Submission

UniHaven is a relatively new provider in Ireland and will not open its Irish college until it
has received programme approval for its first programme submitted for approval to QQI.
UniHaven was set up to run foundation and other programmes and as such the business
case for running the programme at the College was established at the time the company
was formed. Because of this, the programme development process for its first programme
will follow a different path within UniHaven to those programmes that may follow
subsequently. The programme development process to develop the first programme to
be run at the College is called the Interim Programme Development process and is set out

below.

Programme
Business

Case
Internal

Programme Resource
Introduction Approval

QQI External Programme
Approval Development

College Internal
Follow Up Assessment

QQI External NIEHEL

Programme
Report Approval
External

Assessment

Figure 1.2 Interim Programme Development Process

The process is described in detail in section 5.
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Programme Monitoring and Review
Programme monitoring and review is taken as an opportunity to:

e Ensure that the programme remains appropriate and create a supportive and
effective learning environment.

e Ensure that the programme achieves the objectives set for it and responds to the
needs of the College students and the changing needs of the College’s HEI partners

and ultimately employers and society.

e Review the student workload.

e Review student progression and completion rates benchmarked against
competitors.

e Review the effectiveness of assessment policy and procedures, adding new
assessment types, as necessary.

e Review the physical premises and facilities that are necessary for programme
delivery including but not limited to classroom sizes, library and IT, science/media

laboratory facilities etc.

e Update programme content, delivery modes, teaching and learning methods,

learning supports and resources, and information provided to students.
e Update third party, industry, or other stakeholders as relevant to the programme.
e Review quality assurance arrangements that are specific to that programme.

e Review blended learning and assessment aspects.

Programme delivery is monitored in a way that allows for the identification of needs and

the modification and adjustment of the programme and its delivery method as appropriate.

Ongoing Monitoring and Review

Ongoing monitoring and review of a programme are used as an opportunity to evaluate
that programme with the benefit of the experience of programme delivery incorporating
feedback from staff, students, and stakeholders. Such evidence is reflected in student
academic data, programme completion rate data and Higher Education Institution (HEI)
progression data/feedback as well as student, teacher, and/or stakeholder feedback and

programme evaluations. UPOL030 UniHaven Self-Evaluation, Monitoring and Review
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Policy Rev 1 and UPOLO025 UniHaven Learning Analytics Policy Rev 1 address how the
College collects data on students” engagement, the effectiveness of student supports,
learning effectiveness, programme effectiveness, students” academic progression through

the programme and the academic performance of the College generally.

The monitoring and review process is iterative, and much of this activity takes place at
different times and through a variety of mechanisms during the year such as Programme
Manager-staff interactions, assessment results reviews, and staff and student feedback via
formal and informal channels. See UPROO003 UniHaven Performance Management
Procedure Rev 1 for how staff feedback is gathered and UPOLO17 UniHaven Student
Support Policy Rev 2 for how student feedback is collected. Notwithstanding the more
immediate interventions that continuous monitoring allows, the principal monitoring

mechanism is the more formal module and programme reviews that take place annually.

Annual Programme and Module Reviews

It is good practice for the College® to periodically evaluate modules and programmes to
consider advances in knowledge or technology, changing social, societal, or international
contexts, changing student profiles, change in learning delivery expectations, and change
in HEl requirements concerning the type of programmes needed to satisfy their entry
criteria or the change in student profile they need to satisfy their academic requirements.
An Annual Programme Report is prepared and agreed upon by Programme Board that
details the findings and recommendation from the annual programme and module review
process and is sent to AC for approval. Its key findings will be incorporated into the

College Annual Quality Report endorsed by AC and sent to QQI each year.

The module reviews are coordinated by the Programme Manager in conjunction with the
Teachers. The review assesses student academic performance, module assessment
successes/issues, and general teaching effectiveness using feedback from student

achievement and progression data (formative and summative), teacher/external examiner

6 Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 3
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feedback and student feedback. Review outputs are fed into and discussed at Programme
Board. Programme reviews are conducted by the Programme Board and staff, student and
external feedback as described in the terms of reference in section 3. Improvement
measures are implemented in consultation with internal assessors and External Examiners

in respect of each module.

On foot of the above reviews as well as from student feedback or informal monitoring
during the year, it is common that there will be minor alterations to modules to maintain
relevance and freshness. These can include changes to title, aims, objectives, outcomes,
syllabi, programme content and delivery methods. Where minor changes are proposed
after a review, the Programme Manager will approve the proposed changes and
implementation strategy. If the revisions are substantial or a new module is required,
which necessitate approval from QQI, the Programme Manager begin the programme
development process as outlined in section 5 of this policy. See also UPOL030 UniHaven
Self-Evaluation, Monitoring and Review Policy Rev 1 where the degree to which a
programme change constitutes a significant change is described and how such changes

are dealt with.

131 Page



5. Procedures and Forms

Interim Programme Development Process

The Interim Programme Development Process is outlined again here:

Internal
Programme
Introduction

QQI External
Approval

College
Follow Up

Programme
Business Case
and Resource

Approval

Programme
Development

Internal
Assessment

Internal Programme
Approval

QQ| External External
Assessment

Figure 1.2 Interim Programme Development Process (Repeat)

Programme Business Case and Resource Approval

The Programme business case was established at the time that UniHaven was established.

The key questions asked and answered satisfactorily were:

e Does it fit with the College’s core mission and strategic priorities?
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e s there sufficient demand and need for the programme externally?
e Are there sound financial reasons for its introduction?
e Arethere sufficient resources to develop and implement the programme to include

rental of premises and facilities to accommodate the programme?

The programme was discussed and approved at BoD. BoD approved the resources

required to fund the

e Development of the quality assurance policies and procedures to meet Quality and
Qualifications Ireland requirements.

e Initial access to validation requirements, including evaluation by QQI.

e Introduction of the programme.

e Opening of the College in Ireland.

e QQI programme approval process in full.

Subsequently, the programme was approved at EMT where the decision to pay for
externally recruited resources was approved. The provisional programme and its intended
modules were approved at AC together with the decision to appoint an externally recruited

Interim Programme Manager and Teachers/Subject Matter Experts (SMEs) as requested by

QQl.
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Table 4.1 Proposed Initial Pathway Streams and Modules

Module Module Title Mandatory / Optional FET
Number credits
UNI001 English Mandatory 60
UNI002 Intercultural Studies and Communications | Mandatory 10
Business and Social Sciences Pathway
UNI003 Mathematics (Ordinary) Mandatory for this Pathway* | 20
UNI004 Business Studies Optional 15
UNI005 Computer Science Optional 15
UNI006 Global Studies Optional 15
UNI007 Introduction to Social Sciences Optional 15
Engineering and Science Pathway

UNI008 Mathematics (Higher) Mandatory for this Pathway* | 20
UNI009 Biology Optional 15
UNIO10 Chemistry Optional 15
UNIO11 Physics Optional 15
UNIO012 Computer Science Optional 15

* Unless the student’s choice of HEI degree programme necessitates a different level of

Mathematics in which case such choice will be accommodated.
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Programme Development

The following interim staff were identified for the development of the programme

submission as agreed with the Independent Chairperson of AC.

. Interim Programme Manager

o Master’s qualified with 30 years of teaching experience in Irish further and
higher education.

o Experience of programme development and submission to QQI.

o 25years of academic management experience.

. English Language Specialist Teacher

o Postgraduate qualification in Teaching English as a Foreign Language.

o 5+ years’ experience of teaching English.

o Programme development experience.

o Teachers/Subject Matter Experts) (7 in number)

o Level 8degree or higher qualifications in relevant disciplines with teaching
qualifications and/or equivalent experience.

o More than 3 years of secondary, further, or higher education experience in
multicultural classrooms.

o Programme development experience in their respective subject area, i.e.,
one of Mathematics, Biology, Physics, Chemistry, Business, Global Studies,
Computer Science and Social Sciences.

. Student Support Expert.

o Experienced student support expert in multicultural settings.

The Teachers and the Student Support staff reported into the Interim Programme Manager.
The Interim Programme Manager reported to the Academic Director and their role was to
develop the programme and to prepare its QQI submission in conjunction with academic
and support staff to meet the core QQI validation criteria as described in Policies and
Criteria for the Validation of Programmes of Education and Training (2017) and to identify
any additional resources that the programme development process may identify. The

Interim Programme Manager brought the proposed programme, the draft submission and
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any identified resource requirements to AC for approval before proceeding to the internal

assessment stage.

Internal Assessment

Once AC was satisfied that the proposed programme sufficiently met QQI requirements
and approved its progression to the internal assessment stage, AC approved the
establishment of an internal review panel and appointed its members. The Assessment
Panel consisted of panel members external to UniHaven. This Panel made a
recommendation to AC whether the programme submission document should be

submitted to QQI or not in its current state.

This panel consisted of all external members each with at least five years of relevant

academic experience (other than student representatives) as follows:

e Experienced chairperson with experience of QQI programme validation panels.

e English language specialist.

e Teachers/SMEs from the College’s HEI partners or other further/higher education
institutions to provide feedback on the modules that have been developed with
expertise in the following areas.

o Maths.

o Business.

o Science.

o Computing.

o Social Science.
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e Student Support expert to provide feedback on the student support aspects of the
proposed programme.

e Student representative(s) with sufficient knowledge of the programme or a graduate
of an international programme currently studying at an Irish HEI.

e External Adviser for external input.

After the internal assessment stage has been completed, the Interim Programme
Development Manager addressed the feedback from the panel and amended the
documentation as appropriate in conjunction with the interim programme development
team. The revised documentation was submitted to AC and any further resources that may

be required brought to the attention of EMT.

Internal Programme Approval

AC formally endorsed the programme for submission to QQI and proposed this step to
EMT. EMT provided final sign-off on the business case for the introduction of the
programme prior to submission of the final programme documentation that was signed by
the CEO and submitted to QQI as well as approving any additional resource requirements

that may have been identified from the programme development process.

The details of the programme that resulted are outlined in UDOCO001 UniHaven

Programme Handbook.
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The Interim Programme Manager prepared the submission material and documents to
facilitate the QQI validation processes” in conjunction with the programme development
team and the Academic Director. The Interim Programme Manager led on the internal
compiling of documentation while the Academic Director led on the coordination of
communications, panel reviews and site visits with QQI. Ultimately, the Academic Director
is responsible for oversight of the submission working closely with the Interim Programme
Manager and approves all documented submissions to QQI. The programme was then

formally submitted to QQI comprised of the

e Completed submission.
e Supporting documentation.
e Self-evaluation of the programme against QQI programme validation
requirements.
e Applicable fee.
The evaluation of the programme will be subsequently undertaken by a QQI appointed

Panel.

External Assessment

QQI formed a panel to externally assess the programme submission against the QQI
programme validation requirements. The panel reviewed the submitted documentation,
meet with college management, interim programme development manager and interim

programme development team. The panelissued areport in line with QQI requirements.

7QQI Policies and Criteria for the Validation of Programmes of Education and Training (2017)
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College Follow Up

In line with QQI requirements, the Academic Director in conjunction with the Interim
Programme Manager reviewed QQI’s report received as part of the programme validation
process to implement any conditions and recommendations made by the Panel and
respond accordingly. The Academic Director liaised with QQI as the person designated as

the contact for QQI.

QQI External Approval

QQI received the College response to its initial assessment and proceeded with its final
assessment. It then produced the QQI Report that also contains its determination. The
programme validation process led to an approval decision, the programme was approved
by QQI for the College to promote and teach it. QQI notified the College in writing of its
programme validation approval and issued a Certificate of Validation. QQI will also follow

up to make sure its recommendations have been implemented by the College.

Internal Programme Introduction

Once QQI programme accreditation is secured for the new programme, the Academic
Director oversees the preparation of the College for the introduction of the approved
programme. The College Programme Manager, English language specialist Teacher,
module Teachers/academic staff and Student Support Officer are recruited and tasked with
setting up the staffing, administrative and student supports for the programme. EMT will

have pre-approved budgets for any additional physical or technical infrastructure needed
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and the Academic Director oversees the renting/purchasing of all additional resources

required.

Programme Development

The Programme Development Process is again outlined here for all programmes to be

developed at the College after the first programme has been approved.

Internal
Programme
Introduction

ldea
[ !
Q Generation

External Approval

Pro gramme
QQ||q External P|'0poga|
eport

Internal
Assessment

ERE!
Programme
Approval

Figure 1.1 (Repeat) Programme Development Process
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Idea Generation

The first step is the initial idea generation. Ideas for new and updated programmes arise in
several ways including from College staff, from student feedback, from engagement with
HEI partners, from engagement with external experts, from engagement with government
bodies in Ireland and overseas, or a formal programme review at Programme Board.
Managers and College Officers also review international education trends and gaps in the

market to develop new programme ideas.

Idea Evaluation

The proposed programme or update is discussed initially at the programme level with the
Programme Manager taking the lead. The Programme Manager requests approval from

Executive Management Team (EMT) regarding the following aspects in particular

e Does it fit with the College’s core mission and strategic priorities?

e Isthere sufficient demand and need for the programme externally?

e Are there sound financial reasons for its introduction...has a cost/benefit analysis
been completed and does it project profitability?

e Arethere sufficient resources to develop and implement the programme to include
premises and facilities to accommodate the programme or is an extension of
premises and facilities up to and including the addition of a new teaching

centre/college in a separate location to our current college location needed?

If EMT does not give its approval for the suggested programme/update, the process stops
at this stage. If it does verify that the programme/update is worth pursuing, then the

programme development process continues to the next stage.

Programme Proposal

The Programme Manager must consider further aspects of the programme/update to
decide whether to formally propose new or updated programme suggestions to

Programme Board, including:
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e Are there sound academic reasons for its introduction to include areas such as the
progression of students to HEI partners, the assessment strategies for the modules
suggested?

e Will it meet the required academic standards as specified by QQI?

e Isthe programme workable internally regarding staff competence and capability,

external examiner resources etc.?

If the outcome of the above deliberations endorses the suggested programme/update, the
Programme Manager then outlines the following information in detail as part of his/her

official programme proposal for consideration at the Programme Board.

e Programme Business Case - including the rationale for programme or update
introduction, the target group, the resources required, the staff required (including
External Examiners) and evidence of likely demand.

e Premises and Facilities —are current premises, facilities, and support infrastructure
such as IT, learning technologies, availability of student nearby accommodation,
transport linkages, HEI linkages, science/media laboratory access etc. able to absorb
another programme being run in situ or do we need to run our programme in a
different location, building, site, etc. altogether.

e Programme Title - including the qualification and the relevant NFQ level.

e Programme Profile - including the duration, the award type, and the credit size.

e Student Profile and Entry Criteria — ensuring entry criteria are in line with the entry
criteria of the HEI partners this programme will feed into.

e Programme Objectives - including student outcomes in terms of knowledge, skills,
and competence.

e Access Transfer and Progression - ensuring the proposed programme comes under
the College’s existing ATP policy.

e Delivery Mode and Methodologies — differentiating between in class delivery and
online learning support.

e Delivery Programme Structure - including the modules and general academic
content.

e Assessment Strategies® — for both the overall programme and for each module.

8 Assessment and Standards, Revised 2013

24| Page



LINIHAY ES

e Student Supports - including how students are supported in the context of the
College’s overall student support services.

e Staffing — to include internal and external staff resources needed to deliver the
programme.

e Specific Validation Requirements - including any requirements that are outside of
the normal QQI validation requirements due to the nature of the programme or
any unique features of the target student profile.

e Protection for Enrolled Learners - ensuring students on the proposed programme

are included in the College’s existing learner protection arrangements.

Internal Assessment

The Programme Manager brings the proposed programme to Programme Board.
Programme Board perform an initial evaluation of the proposal. If further information is
required, the Programme Manager adds such information to the proposal before bringing
it back to Programme Board. If Programme Board is satisfied that the proposal is worth
taking forward, an internal review panel is assembled under the oversight of the

Programme Manager. This panel will consist of

e Programme Manager (Chair).

e Teachers with sufficient experience and expertise in the programme/update.

e Student representatives (two with sufficient knowledge of the programme/update).

e External Advisers for external input as relevant...examples include experts in
Teaching and Learning, Blended Learning, Business, Industry, International
Education, Student Communications, Higher Education, HEl Partner
Representatives, Multicultural Teaching Experts, other Foundation Programme
Providers and so on. These experts may assess potential transfer and progression

option concerning other providers or HEI partners.

If the outcome of the above deliberations endorses the proposed programme, the
Programme Manager takes the endorsed programme back to Programme Board for
proposing to AC for formal approval. If it does not, the proposed programme goes back to

the Idea Evaluation stage in conjunction with EMT.
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Internal Programme Approval

Programme Board will meet to discuss the programme after its internal assessment has
been completed and will formally decide to approve it for proposal to AC. AC will then
formally endorse the programme for validation through QQI and proposes this step to
EMT. EMT signs off on the business and academic case for the introduction of the

programme.

The Programme Manager assembles a programme team to prepare the submission
material and documents to facilitate the QQI validation processes’. The Programme
Manager leads on the internal compiling of documentation while the Academic Director
leads on the coordination of communications, panel reviews and site visits with QQI.
Ultimately, the Academic Director is responsible for oversight of the submission working
closely with the Programme Manager and s/he approves all documented submissions to
QQI before they are sent until QQI programme accreditation is secured. The programme

is then formally submitted to QQI comprised of the

e Completed submission.

e Supporting documentation.

e Self-evaluation of the programme against QQI programme validation
requirements.

e Applicable fee.

External Assessment

QQI form a panel to externally assess the programme submission against the QQI

programme validation requirements. This may include site visits.

9QQI Policies and Criteria for the Validation of Programmes of Education and Training (2017)
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College Follow Up

In line with QQI requirements'®, the Academic Director in conjunction with the
Programme Manager will review QQIl’s report received as part of the programme
validation process to implement any actions recommended by QQI and respond
accordingly. The Academic Director will liaise with QQI as s/he coordinates the follow-up

process.

QQI External Approval

QQ)I receives the College response to its initial assessment and proceeds with its final
assessment. It then produces the QQI Report that also contains its determination.
Assuming the programme validation process has not led to a refusal, the programme will
be approved by QQI for the College to promote and teach it. QQI will notify the College
in writing of its programme validation approval and issue a certificate of validation. QQI
will also follow up to make sure its recommendations have been implemented by the

College.

If refusal has been the determination, the College may follow up as follows:

e Make representations up to and including an appeal.
e Act to fully address QQIl’s recommendations to satisfy all QQIl’s programme
validation requirements.

e Reapply for programme validation.

Internal Programme Introduction

Once QQI programme accreditation is secured for the new or significantly updated
programme, the Academic Director will oversee the preparation of the College and its staff
for the introduction of the new/significantly changed programme. For a new programme,
the programme team will set about developing the course materials and online material

where necessary. Meanwhile, the Programme Manager and the Student Support Officer

19QQI Policies and Criteria for the Validation of Programmes of Education and Training (2017)
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are tasked with setting up the staffing, administrative and student supports for the
programme. EMT will have pre-approved budgets for any additional physical or technical
infrastructure needed and the Academic Director will oversee the renting/purchasing of

all additional resources required.

Module Development

Changes to modules and in ways that affect overall programme delivery, and the
suggestions for the introduction of new modules, will require approval from QQI via the
Programme Review and Development process outlined above. Teachers, therefore,
should be aware that final confirmation might not be forthcoming for a period spanning
one or more meetings with QQIl. However, it is common that there will be minor
alterations to modules to maintain relevance and freshness. These can include changes to
title, aims, objectives, outcomes, syllabi, programme content and delivery methods. They
may result from annual reviews or student feedback or informal monitoring during the

year.

Where issues arise during the delivery cycle of a module, and immediate minor changes
are deemed necessary, the Programme Manager should ensure that arecord of the change
appears in the next Programme Review cycle and the Academic Director should notify QQI
of such minor changes to ensure continued compliance with programme validation
criteria. While the effectiveness of any minor changes completed will be evaluated during
the progress of the next delivery cycle of the module (and adjustments made accordingly),
the success or otherwise of such changes must feed into the Programme Review process
and be recorded as part of Programme Board’s Annual Programme Report sent to AC for

approval.
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1. Policy Overview

This policy outlines UniHaven’s position on the key information and processes relevant to

student recruitment and admissions.

2. Policy Statement

All applicants who express an interest in the programme will be dealt with professionally
and courteously and given information and guidance on what will suit their academic and
personal goals. Before commencing the programme, and before any payments from or on
behalf of an enrolled student in respect of the programme that they intend to study are
accepted, applicants will be furnished with the relevant information under UPOL026
UniHaven Communications Policy Rev 1 and as per UPOL006 UniHaven Access, Transfer

and Progression Policy Rev 2.

The College is committed to operating an admissions policy for suitably qualified
applicants who fulfil the requirements to study the UniHaven International Foundation
Pathway Programme (“the programme”) that is based on transparency, inclusivity,
consistency, and equality in line with QQI guidelines’, i.e. that policies and procedures for

learner admission, progression and recognition include:

e Fit-for-purpose admission, recognition, and completion procedures.

e Learner induction to both the provider and the programme.

e Processes and tools to collect, monitor and act on information on learner
progression and completion rates.

e Fair recognition of education and training qualifications, periods of study and prior
learning, including the recognition of non-formal and informal learning.

e Appropriate recognition procedures. These are in line with the national policies
and criteria for ATP and the National Framework of Qualifications (NFQ) and any

appropriate European recognition principles, conventions and guidelines

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 3.2
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including the European Qualifications Framework (EQF) and qualifications

recognised via the National Academic Recognition Information Centre (NARIC).

3. Roles and Responsibilities
Admissions Board advises on entry criteria for the Academic Director to make
determinations on admission decisions (see QAM, section 2.3.2.6). The Academic Director
has overall responsibility for ensuring that this policy is implemented as part of College
recruitment, admissions, and progression processes in conjunction with the Recruitment
and Admissions Officer. The Chief Revenue Officer is responsible for liaising with the
Academic Director to ensure all programme information that is published in advance is
accurate, timely and appropriate. All programme information for public communications
is approved by the Academic Director in advance of publication. The Chief Revenue
Officer is responsible for managing recruiting agent relationships. This policy will benefit

all applicants and students who wish to study the programme.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the

findings to AC as part of the annual QA/QQI review and reporting process.
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4. Policy

Recruitment

Information
The College provides accurate, appropriate, and timely information to applicants. This is
reflected in the College's commitment to providing advice, guidance, and support to
applicants to enable them to make informed decisions about the programme. Any
information published regarding the programme complies with QQI policies on public
information and communication?, namely that all relevant programme and award
information is made available to prospective and current learners, including the following:
e Whether or not a programme leads to an award.
e The name of the awarding body.
e Thettitle of the award; whether the award is recognised in the National Framework
of Qualifications (NFQ) and if so, the award type and NFQ level.
e Whether the programme is subject to procedures for access, transfer, and
progression and if so, what these are.
e Details of the Protection of Enrolled Learner (PEL) arrangements in place, should

PEL be a requirement.

Programme information that will be widely available publicly as per UPOL026 UniHaven
Communications Policy Rev 1 includes information that is distributed as a programme
prospectus, student handbook, website, social media channels, and programme
handbook. This information includes programme content, modules, learning outcomes,
fees, and delivery to include blended aspects, assessment methods, assessment success
criteria and entry criteria. All such information is pre-approved by the Academic Director.
All staff are briefed and kept up to date on programme content and specific entry
requirements to ensure recruitment and admissions staff are communicating current and

accurate programme information to prospective students.

Student Recruitment Agents

The securing of agreed services from overseas student recruitment agents (“Agent”) is the

responsibility of the Chief Revenue Officer. An application form is submitted by an agent,

2 Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 9.2
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a background check of such agents is completed, and the Chief Revenue Officer decides

if an Agent is to work on behalf of the College or not. In all cases without exception, a

written agency agreement must be signed by the Chief Revenue Officer and by the

appointed Agent covering areas such as commercial terms, confidentiality, data protection

and mutual responsibilities before any recruitment activity can begin. A full overview of

how the College appoints manages, and reviews Agents is detailed in UPOL027 UniHaven

Agent Policy Rev 1.

Admissions

The College is committed to widening access to and participation in university education

on behalf of international students. It is dedicated to ensuring that:

All applicants are treated fairly and consistently, providing equality of opportunity,
transparent entry requirements, both academic and non-academic, and presenting
no unnecessary barriers to applicants.

The College does not discriminate on the grounds of gender, civil status, family
status, sexual orientation, religion, age, disability, or race (which includes race,
colour, nationality or ethnic or national origins).

The admission processes are executed professionally.

Clear information is provided to applicants on how the admission process will be
conducted; prospective students have available statements of the knowledge, skill,
and requirements necessary for successful participation, including any blended
learning aspects.

Advice and guidance to prospective applicants are offered to enable them to make
informed choices about the programme and progression options that are
appropriate to their interests, academic qualifications and potential.

Decisions regarding the allocation of places on the programme are timely and
transparent.

Appropriate arrangements and procedures for handling admissions appeals and
complaints about recruitment and admissions processes are fair and accessible.
Applicants are informed of any significant changes to a programme to which they
have applied at the earliest opportunity. Applicants are advised promptly of the

options available in these circumstances.
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Programme entry requirements are communicated in the programme material published
in hard copy and on the College website and social media channels. Applicants who do
not meet the entry requirements but believe that they should still be considered for entry
on a special case basis are welcome to contact the Academic Director who will evaluate
the enquiry in the context of the College RPL policy as outlined in UPOL0O06 UniHaven
Access, Transfer and Progression Policy Rev 2. If an applicant chooses to appeal an
admissions decision, they are entitled to do so. All admissions appeals must be made by
email to the Academic Director, within five working days of the decision being
communicated. Admissions procedures including procedures for applications, appeals,

withdrawals and deferrals are outlined in section 5.

Should the programme be oversubscribed, the College will discuss the potential for
applicants that it cannot accommodate, assuming deferral is also not an option, to take up
a place in its Irish partner HEl’s foundation programme or an Irish competitor’s QQI

foundation programme.

Student Access, Transfer and Progression

Full details of the College’s policies and procedures concerning access, including entry
requirements and recognition of prior learning (“RPL”) are outlined in full in UPOLO006

UniHaven Access, Transfer and Progression Policy Rev 2.

Applicants with Disabilities

Students with disabilities can broadly be described as those with physical disabilities,
specific learning difficulties, and medical conditions that may have an impact on their
studies. Applications are welcomed from students who present with such learning
challenges and reasonable accommodations will be made, where possible and within the
College’s resource constraints, to help students to overcome these challenges...see also

UPOLO18 UniHaven Learner Disability Policy Rev 1.

Should a student have alearning challenge that they believe could hinder full participation
in the College programme, they are invited to contact the Academic Director during the
admissions process to discuss the issues involved in complete confidence. Students must
use UFORMO15 Evidence of Disability Form Rev 1 (see Appendix) to declare the relevant

disability with supporting information to allow the College to first understand what impact
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such challenges may have on their ability to successfully complete the programme and to
allow the College to make sure that the College programme is suitable for the student’s
learning needs. Such admissions queries are evaluated in conjunction with the UniHaven
Student Guide to Providing Evidence of Disability (see Appendix) which allows for
informed decisions to be made by the Academic Director as to what reasonable
accommodations, if any, can be made to help the student. The Academic Director will also
consult with the HEI partner the student wants to progress to where relevant. If the
Academic Director decides that the student’s learning needs can be accommodated, the
student will be admitted (assuming the standard entry criteria have been met) but if the
Academic Director deems the programme not to be best suited to the student’s needs, the
student’s enrolment application will be declined. As with all student admission decisions,

the Academic Director’s decision can be appealed via the College Appeals Board.

Higher Education Institution Conditional Offer Letters

As a pathway provider, students have decided while enrolling with the College what HEI
and degree they wish to study post programme assuming successful completion of same
and subject to the students securing the necessary visa to enter Ireland. Progression to a
programme of education and training leading to awards at levels 6, 7 and 8 on the NFQ will
be possible when students successfully complete the programme and achieve any specific
requirements as specified by the receiving programme or institution. Decisions on the
progression of students into undergraduate programmes at the UniHaven College partner

HEls are ultimately made by the respective partner universities and institutions.

To reassure applicants about their progression to the HElI degree programme, the HEI
partners will issue Conditional Offer Letters (COLs) to College applicants showing how
their progression to adegree programme is assured on the condition that College students
successfully complete the programme, meet the HIE Partner requirements and
successfully get a visa to study with the HEI in Ireland. HEI Partner COLs are separate to
UniHaven College COLs with HElI Partner COLs outlining partner requirements and
College COLs outlining UniHaven requirements. Such agreements to provide COLs are

enshrined in Memorandums of Agreements signed with each HEI partner.

At the admissions stage, applicants will be advised about the degree options at their

chosen HEI, what language and academic school requirements they must have, and what
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grades higher than the programme's standard Pass grade (i.e., 50%) they should achieve in
each module, if relevant. All such requirements will be outlined in the partner COL and/or
the College COL. Both COLs must be signed for students to accept the offer of a place on
the programme and to accept a place on the HEI Partner degree respectively subject to

meeting all stated College and HEI Partner requirements.

Making an Offer

Once an applicant has been accepted for enrolment onto the programme, a formal College
COL is generated. This letter outlines the offer made to the applicant and the conditions
on which such offer is made together with timelines for accepting the offer, payments etc.
Conditions attached to the offer of a place will be clear and specific including the
requirement to sit all module and programme examinations and assessments that will be
provided to students at induction and are detailed in UDOCO001 UniHaven Programme
Handbook Rev 2. COLs are valid for one intake, and this is clearly stated on the letter with
instructions on how to defer if required. Fees and payments are specified under UPOL008
UniHaven Fees and Refund Policy Rev 1. College COLs will be issued as will HEI Partner
COLs.

Deferrals

An applicant who has received an offer but does not wish to take up their place may apply
for a Deferral of Admission. Deferred place offers will expire within one year because of
the need for applicants to prove English language competency at the admission stage that
is less than 2 years old. Deferred applicants must be made aware that admission is subject
to programme availability and capacity at the postponed date. The deferral procedure sets
out the guidelines for students wishing to defer from their programme of study and is

outlined in section 5.

Withdrawals

Every student will be helped to achieve their educational goals. However, on occasion, it
may be in the best interest of the student that they withdraw from their programme before
the end of the programme because of a need to go back to their home country for family
or other reasons, because of illness, or for other relevant reasons that may lead a student

to the conclusion that withdrawing is in their best interest then despite the College options
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such as deferring, delaying due to extenuating circumstances and so on. Further details on

withdrawals can be found in section 5.

Appeals
If an applicant chooses to appeal an admissions decision, they are entitled to do so. All

admissions appeal must be made by email to the Academic Director, within five working
days of the decision being communicated. The admissions appeal procedure is outlined in

Section 5.

Interaction between UniHaven and applicants

The College is committed to ensuring that any interaction with an applicant is conducted
in a professional, courteous, and respectful manner and it is expected that any
communication from an applicant is conducted in the same way. Should any applicant
have any feedback or complaints regarding the recruitment or admissions process, they

should email studywithus@unihaven.ie.

Student Visas

Students from Non-European Economic Area countries will generally require a visa to
study in Ireland. The Recruitment and Admissions Officer will provide guidance and
support to the applicants with any visa-related questions, informing them of the necessary
visa requirements. Students should also contact their local Irish Embassy/Consulate for
information. The College cannot give any guarantees of successful visa applications. The
documents that students require for their visa application can only be issued once the

payment for their programme has been received as per agreed payment deadlines.

Partner Visas
College staff will connect students with HEI partners to facilitate the smooth progression
to the HEI partner and the relevant programmes. This will include the provision for

support of visa applications.
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5. Procedures and Forms

Admissions Procedure

Application

All applications to the College are reviewed to determine if the applicant meets at least the
minimum Programme Entry Requirements or equivalent as established by the College. The
programme will have clear entry requirements documented and approved as part of the
programme validation process and will be communicated to applicants and students in

advance as per UPOL026 UniHaven Communications Policy Rev 1.

All applicants will complete the College application form that, when submitted, will be
used by the College to assess applicants against the programme entry criteria as outlined
in UPOL006 UniHaven Access, Transfer and Progression Policy Rev 2. All applicants with a
disability or other specific needs should declare those requirements at this application
stage as per UPOLO18 UniHaven Learner Disability Policy Rev 1 to ensure that the College
can evaluate any additional supports that may be required. Applicants who wish to be
considered for Recognition of Prior Learning (RPL) should do so by emailing the Academic
Director at admissions stage. Such RPL requests will be considered as per the RPL policy

outlined in UPOL006 UniHaven Access, Transfer and Progression Policy Rev 2.

Applicants must also provide the following supporting documents:

e Original or certified secondary/ high school academic transcripts.

e Evidence of competency in English. Applicants from non-English speaking
countries will need to prove that their competency in English is at an acceptable
academic level. English language proficiency needs to be within 2 years of the date
of presentation to the College.

e Copy of Passport.

e CV when asked for to supplement work experience declared- outlining academic
institutions attended, qualification transcripts and past work experience carried
out, may be requested. This should be presented in chronological order.

e Forvisapurposes,students will be asked for proof of relevant areas such as financial
means, education track record etc. with and additional visa-specific information

likely needed depending on the country of origin.
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All admissions decisions are conditional on the authenticity of transcripts. Completed
application forms and supporting documents are submitted to the Recruitment and
Admissions Office. UFORMO006 UniHaven Student Application Form Rev 1 is in the
Appendix.

Interviews
Following the submission of the application form and supporting documents, some

applicants may need to be interviewed to verify aspects of their application, including
English language capabilities. This will be carried out by a member of the College staff.
These interviews will be conducted by telephone or online. Applicants will be contacted

by the Recruitment and Admissions Office to arrange the interview.

Evaluation

Applications are evaluated against the published entry criteria by the Academic Director.
Once completed, the Recruitment and Admissions Office will notify the applicant of the
outcome via email. Students offered a place on the College programme will be given a
Conditional Offer Letter (COL) that will be complemented by an HEI partner COL to reflect
the pathway they wish to pursue in the College and the HEI partner together with relevant
degree entry criteria that the HEI partner may specify. Applicants will, therefore, get two
COLs. The applicant must accept or decline the College offer in writing within 14 days of
receiving the offer. If they accept, they will be given proof of having a place on the

programme via a letter of enrolment which they will also need for visa purposes.

Registration of Students

After accepting the offer, students must pay their fees as detailed in UPOL008 UniHaven
Fees and Refund Policy Rev 1 to secure their place on their course. Students will then be
registered on the college learning management and student IT systems and receive their
registration packs. UPRO002 UniHaven Student Registration and Induction Procedure Rev

1 outlines this process in greater detail.

Student Visas

Students will require a visa before they can begin their programme. Before the submission
of astudent visa application, all tuition fees must have been received by the College. Upon
receiving the tuition fees, applicants are issued with a receipt of payment. Documentation

and self- financing requirements are subject to change so students should check out the
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latest guidance on the Irish  Department of Justice website here:

https:/www.irishimmigration.ie/coming-to-study-in-ireland/what-are-my-study-visa-

options/how-to-apply-for-long-term-study-visa/.

Application Appeals Procedure
An applicant is entitled to appeal an admissions decision using UFORMO008 UniHaven
Admissions Appeal Form Rev 1that is in the Appendix. Any general complaints or feedback

regarding the admissions process can be sent to studywithus@unihaven.ie.

If an applicant chooses to appeal an admissions decision, they are entitled to do so on the
following grounds:
e The incorrect process where they believe they have access to specific evidence of
irregularity in the college’s application assessment process.
e Specified/stated grounds where they believe that the college’s decision was based
on the misinterpretation of data or information provided as part of the application

process.

All admissions appeals must be made by email to the Academic Director, within five
working days of the decision being communicated. The appeal must be made using the
Admissions Appeal Form accompanied by all relevant and supporting documentation.
When submitting an appeal, a fee of €50 will be charged, however, this will be refunded if

the appeal is successful.

All appeals will be assessed by the Appeals Board consisting of members independent of
the appeal. The outcome of the appeal will be communicated to the applicant through an
email from the Academic Director on behalf of the Appeals Board and this decision will be

final.
Only the applicant may appeal, except in the cases of applicants under 18 years of age in

which case the appeal may be made by a parent or guardian. Appeals from agents or other

third parties shall not be considered. False or vexatious appeals will not be considered.
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Withdrawals Procedure

This procedure describes the process to be followed when a student wishes to withdraw
from the programme. It is the responsibility of the student to ensure that they are aware of
the implications of withdrawing from the programme before doing so. Teachers and the
Programme Manager will offer to counsel the student as to their options and the
implications of withdrawing before the student submits the withdrawal request.

UFORMO07 Student Withdrawal Form is in the Appendix.

The Academic Director is responsible for evaluating and approving withdrawal requests. It
is the responsibility of the Programme Manager to then update and amend student
records. The College is committed to helping every student achieve their educational
goals. However, on occasion, it may be in the best interest of the student that the student
withdraws from their course before the end of their course. If a student is considering
withdrawing, the College will:

e Offer the student support and advice.

e Seek to resolve any issues that are causing consideration for withdrawal.

e Discuss the different options available to the student including a leave of absence.

e Guide the student through the steps necessary should they wish to proceed.

Students considering withdrawing from their course are encouraged to meet with their
Teachers and/or Programme Manager to discuss their situation before withdrawal but this
is not mandatory. Options available and the implications of withdrawing from the
programme will be discussed with the student. It is the responsibility of the
Teachers/Programme Manager to provide advice and support to help the student with their
decision and doing so in a way that avoids the student feeling guilty or pressurised no

matter what decision they ultimately choose.

If the student is certain of their decision to withdraw, they should complete UFORMO007
UniHaven Student Withdrawal Form Rev 1. A student will not be considered withdrawn
from the College until the form has been received and reviewed by the Academic Director.
The student will be notified of confirmation of withdrawal within 10 working days.

Following the withdrawal, the student will no longer be a registered College student.
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Refunds will only be issued in certain circumstances. Details of refund procedures are
outlined in UPOL008 UniHaven Fees and Refund Policy Rev 1. UniHaven will retain a
record of all student withdrawals as per UPOL023 UniHaven Data Retention Policy Rev 1.

Deferral Procedure

For various reasons, a student may be unable to start their course of study at UniHaven as
planned. The purpose of this procedure is to guide a student wishing to defer their
UniHaven course to a later start date. The form required to execute this procedure is
UFORMO009 UniHaven Student Deferral Form Rev 1 located in the Appendix. While the
College will strive to honour deferral requests, programme deferrals are at the discretion
of the College. Deferrals may not always be a realistic option as the programme may

change or be retired. Programme content and assessments may also be updated.
Deferred place offers will expire within one year. Students should be aware that to study
the programme, they must have proven competency in English as per the programme entry

requirements. This should be obtained within two years before the start of the programme.

Before Programme Commencement

Before the programme start date, students in receipt of a course offer may wish to defer it
for a future date in certain circumstances. Students should complete and submit the
Student Deferral Form no later than 4 weeks before the start date of the programme.
Deferrals are not considered within this period or thereafter. Deferral requests will be
reviewed by the Academic Director. Students will be notified of the deferral decision by
email within T0working days of request submission. Where deferrals are granted, fees paid

will remain paid, will not be refunded, and will be used for the deferred year’s study.
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After the Programme Start date

Students wishing to defer their place after starting their UniHaven programme should do
so by week four of the programme start date. Students should complete and submit the
Student Deferral Form. Deferral requests will be reviewed by the Academic Director.
Students will be notified of the deferral decision by email within 10working days of request
submission. Students should refer to UPOL008 UniHaven Fees and Refund Policy Rev 1 for

details on if and how they can obtain a refund in these circumstances.

Accepting a Deferred Programme Offer

To take up adeferred place offer, students should contact the Recruitment and Admissions
Office. This option is only available to students up to 4 weeks before the start of the
programme and no later. Decisions regarding a deferred place offer will be communicated
to the student via email by the Recruitment and Admissions Officer within 10 working days

of request submission.
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Appendix

UFORMO006 UniHaven Student Application Form Rev 1

The below details may be submitted via our online application systems

Refer to the College fees, refunds, and admissions policies together with UniHaven’s terms
and conditions as listed on the college website.

1. Personal Details

Title: (Mr/Mrs/Miss/Ms) First Name:

Last Name: Maiden Name:

Gender: Male/ Female Date of Birth:

Citizen of: Country of Birth:

Country of Residence: How long have you
lived there?

Main Contact Address for Correspondence:

Country

Home Contact Address (If different to above)

Country
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Main Contact Number

Email Address

Gender Date of Birth
Male (M) [] Day Month Year
Female (F) |:|

Emergency Contact Details

Contact Name:

Contact Phone:

Relationship with Emergency Contact

Do you have health conditions or
special needs which may affect your
studies or require us to make special
arrangements and to provide extra
support for you?

Yes |:|

2. Further Details

Have you lived in the Republic of Ireland
during the past three years?

If yes, please state the first date of entry
to the Republic of Ireland

Have you previously applied for a student visa for the Yes No
Republic of Ireland?

If YES was your visa approved? Yes No

Have you previously applied for a student visa for any Yes No
other country?

If YES was your visa approved? Yes No
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If your visa application was refused, please provide the details for the refusal.

3. Are you applying through an Agent?
If yes, please provide details of your Education Agent below.

Agent Contact Details

Agent Name:

Agent Email:
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4. Details of Course (s) To Which You Wish to Apply.

NB: online studies can be taken from any country and have flexible intake dates. (for further
information on courses available please visit www.unihaven.ie/pathways or contact Sandra
Traynor sandra@unihaven.ie)

Undergraduate Pathway

Course Name Course Stream Month/ Year of Entry
e.g. September/
January
UniHaven International Pathway Business [] September
Foundation programme
Engineering |:| January

IT |:| 2022

Health Sciences |:| 2023

OO000 0

Film and Media |:| 2024

Sport

Please indicate how you heard of these courses:
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5. University Progression.

University
Partner

University Course Title

Year of Entry

[] 2022
[] 2023
[ 2024

Please indicate how you heard of this course:

6. Work Experience & Qualifications Gained

Work Experience (please provide a personal CV outlining the roles and responsibilities)

Employer Type of Job Title Full Time/ From To Month/
Business Part Time Month/ Year
Year
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7. Qualifications Gained (Please provide copies of your certificates and ORIGINAL academic

transcripts)

Institution Name
& Country

Name of
Qualification

Start Date
(mm/yy)

Finish Date
(mm/yy)

Subjects

Results/
Grades

8.English Language Level: (Please provide copies of certificates)

Name of Test (SELT)

e.g. |ELTS, Cambridge

(CELA), TOEFL

Date of Test

Result

Certificate Number
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9. Financial Requirements & Funding

Have you read and understood the financial
requirements to study in Ireland?

|:| Yes

I:INO

Irish Student Visa Application Guidelines can be accessed here: Coming to study in Ireland
- Immigration Service Delivery (irishimmigration.ie). Full details and guidelines on the

financial requirements for visa applications can be found here: Information on Student
Finances - Immigration Service Delivery (irishimmigration.ie). The Online Visa application

form is also available here: AVATS (inis.gov.ie)

How do you propose to fund your studies?

Other

Yes No

Sponsored or Government Funded I:I I:I
Yes No

Privately Funded I:I I:I
Yes No

Financial Loan I:I I:I
I:I Yes I:I No

If sponsored or Government funded, please provide the Name (s) and Addresses of Sponsor/
funder (Please provide stamped references on letter headed paper).

Name

Address

Telephone Number

Email Address

What is the sponsor's relationship to you:
e.g. parent/family member, government
sponsorship

Why is your sponsor supporting you in your education abroad

How much financial support they will be providing
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10. Checklist for Application Documents

Please find attached the following supporting documents:

Copy of Passport.

Copy of high school and University (if any) academic transcripts.

An up-to-date CV showing work experience (required if there are any gap in your
study or if you have work experience.

Valid (recognized) English SELT qualification as proof of English.

If any previous visa application refusals copy of visa refusal letter.

If sponsored or Government funded, please provide stamped references on letter
headed paper.

11. Declaration

| confirm that the information given on this form is true, complete, and accurate and no
information requested, or other material information has been omitted. | understand that
the information provided will be held and processed by UniHaven Ltd under the Data
Protection Act (the Act) and | give my express consent to the processing of my sensitive
data by UniHaven as defined by the Act. | undertake to pay UniHaven by the due date, all
fees for tuition and other services and goods supplied to me by UniHaven, should my

application be successful.

Tick to confirm you have read and understood the above |:|
declaration

Date

Signature
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UFORMO15 Evidence of Disability Form Rev 1

Instructions for Completion
e Arelevant Medical Consultant/Specialist who has the training and experience
with the condition / disability must complete this form (please refer to UniHaven
Student Guide to Providing Evidence of Disability).
e This form must be stamped.
e All applicants must complete this form, with the exception of those with Specific
Learning Difficulties (e.g., Dyslexia), who must provide a recent Educational

Psychologist’s report.

1 Student Details

Please complete ALL sections below in TYPE or BLOCK capitals:

Name of student:

Date of Birth:

Phone Number:

2 Qualified Health Professional/Specialist

Name, Title of Consultant/Specialist:

Phone (including area code):

Position/Professional Credentials:

Date of Report:

If you are a GP or other health professional (not a Consultant or Specialist), please tick the
relevant box below:

| have a diagnosis on file from the appropriate consultant/specialist named above:

N.B. A copy of the document in which the diagnosis is confirmed must be attached to this

form.

OR

| can confirm that | have diagnosed this person with a disability e.g., depression/acute
anxiety:
The GP or other health professional should now complete sections 3-7 as appropriate
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3 Disability Information (to be completed by qualified health professional)
Disability type (please tick)

ADHD Neurological Autism Significant ongoing
Condition Spectrum illness
Disorder

Blind/visual Physical Dyspraxia Specific Learning
impairment Disability Difficulty
Mental Deaf/Hard of Specific Speech and
Health Hearing Learning Language
Condition Difficulty Communication

Disorder

Please state the specific name of the Disability
Date of Diagnosis/Onset of Disability

4 Please Briefly Describe the Course of the Condition i.e., will remain static, may have
periods of relapse/remission, may deteriorate.
Duration: Ongoing/Permanent

Temporary

Fluctuating

5 How does the disability/medical condition impact on the students’” ability to study and
participate (example, fatigue, concentration, pain, etc.)?

6 Please describe measures currently being taken to treat the disability (e.g., medication,

therapy)

7 What recommendations would you make for reasonable adjustments to enable equal

participation in Higher Education (e.g., examination accommodations, adaptive equipment

etc.)?
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8 Where a Consultant has completed this form, Consultant must complete the details below:
Consultant’s Signature: Date:

Official Stamp: This form must be completed and signed by the
appropriate professional. In addition, it should be stamped or
accompanied by a business card or headed paper.

Official Stamp: If a stamp is not available, this form should be
accompanied by a business card or headed paper.

9 Where a GP has completed this form, GP must complete the details below:

GP’s Signature: Date:

GP Registration Number:

Name of GP:

Official Stamp: This form must be completed and signed by the
appropriate professional. In addition, it should be stamped or
accompanied by a business card or headed paper.

Official Stamp: If a stamp is not available, this form should be
accompanied by a business card or headed paper.
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UniHaven Student Guide to Providing Evidence of Disability

Type of Disability

Type of Documentation

Appropriate Professional

Attention Deficit
Disorder (ADD) /
Attention Deficit
Hyperactivity Disorder
(ADHD).

Evidence of Disability
Form OR
Existing report

Consultant Psychiatrist
OR

Psychologist

OR

Neurologist

OR

Paediatrician

Autistic Spectrum
Disorder (including
Asperger’s Syndrome).

Evidence of Disability
Form

OR

Existing report

Consultant Psychiatrist
OR

Psychologist

OR

Neurologist

OR

Paediatrician

Blind/Vision Impaired

Evidence of Disability
Form

OR

Existing report.

N.B. Evidence from high
street retailers not
acceptable.

Ophthalmologist

OR

Ophthalmic Surgeon

OR

Letter from the National Council
for the Blind confirming
registration with the council.
OR

If a student has attended a
school for the Blind, a letter on
headed notepaper signed by the
principal which confirms
attendance at the school.

The evidence of disability must
confirm that:

The Best Corrected Visual Acuity
is equal to or less than 6/24
(Snellen) in one eye

OR

Near Vision N18 or less in one
eye.

OR

The Peripheral Field of Vision is
limited to the extent that it
interferes with normal visual
acquisition of visual material
e.g., Homonymous Hemianopia.
OR
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The Central Field of Vision is
limited to the extent that it
interferes with normal visual
acquisition of visual material
e.g., Stargardt’s Disease

OR

Cortical visual impairment as
part of a brain insult resulting in
an inability to process visual
information

Deaf/Hard of Hearing:

Evidence of Disability
Form

OR

Existing report

N.B. Evidence from high
street retailers not
acceptable.

An audiogram from a
professionally qualified
Audiologist and/or ENT
Consultant, with signature,
clearly indicating moderate to
profound bilateral hearing loss
(i.e. above 40dB).

OR

If a student has attended a
school for the Deaf, a letter on
headed notepaper signed by the
principal which confirms
attendance at the school.

Developmental Co-
ordination Disorder
(DCD) - Dyspraxia/
Dysgraphia.

Full psycho-
educational
assessment AND
Evidence of Disability
Form

OR

Existing report

Psychologist

AND

Occupational Therapist
OR

Neurologist

OR

Chartered Physiotherapist

Intellectual disability

Evidence of Disability
Form

OR

Existing report from
relevant Specialist

Relevant Specialist

Mental Health
Condition

Evidence of Disability
Form completed no more
than 5 years before point
of Needs Assessment.
OR

Existing report which
must be no older than 5
years at point of Needs
Assessment.

Consultant Psychiatrist
OR
Specialist Registrar.

Neurological Condition
(incl. Epilepsy and
Brain Injury).

Evidence of Disability
Form

OR

Existing report

Neurologist
OR
Other relevant Consultant
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Physical disability

Evidence of Disability
Form

OR

Existing report

Orthopaedic Consultant
OR

Other relevant consultant
appropriate to the disability/
condition

Significant ongoing
illness

Evidence of Disability
Form no more than 5
years before point of
Needs Assessment.

OR

Existing report which
must be no older than 5
years at point of Needs
Assessment.

Diabetes Type 1:
Endocrinologist

OR

Paediatrician.

Cystic Fibrosis (CF):
Consultant Respiratory
Physician

OR

Paediatrician.
Gastroenterology Conditions:
Gastroenterologist.

Other Conditions:

Relevant Consultant/
Specialist in area of condition

Speech and Language
Communication
Disorder

Evidence of Disability
Form

OR

Existing report

Speech and Language
Therapist

Specific Learning
Difficulty (incl.
Dyslexia &
Dyscalculia)

A full Psychological
Assessment Report.

Psychologist
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UFORMO008 UniHaven Admissions Appeal Form Rev 1

Full Name:

Address for Correspondence:

Phone Number:

Email:

Programme Title

Appeal Details
(@) Grounds for Appeal

Please indicate the relevant grounds on which you are making this appeal:

assessment process.

Incorrect process; specific evidence of irregularity in the College’s application

process.

Specified/stated grounds where the College’s decision was based on
misinterpretation of data or information provided as part of the application

(b) Supporting Statement

Please provide details or documentation in support of your appeal based on the grounds

you indicated above:

Date:

Declaration
By signing this document, you believe all information provided to be true.
Signed: Signed:
Date:
Student College Staff Member
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UFORMO007 Student Withdrawal Form

Before filling in this form, please discuss your decision to withdraw with your Teacher and/or
Programme Manager. We want you to make the right decision for yourself.

Personal Details

Full Name:

Address for
Correspondence:

Phone Number:

Email:

Programme Title:

Date of Withdrawal:

Reasons for Withdrawal

Please indicate the reason for your withdrawal

1: Employment

2: Medical

3: Financial

4: Did Not Like Programme

5: Other Reason

5: Not suited to programme

Please give a brief statement on your reasons for withdrawal

Declaration

| confirm that | am aware of options available to me other than withdrawal and that | am
aware of the implications of withdrawing from my programme of study.

Signed:

Student

Date:

Signed:

Date:

Staff Member
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UFORMO009 Student Deferral Form

Full Name:

Address for
Correspondence:

Phone Number:

Email:

Programme Title:

Deferral Details
Please provide details of the reason for your deferral request.

Declaration
By signing this document, you believe all information provided to be true.
Signed: Signed:
Date: Date:
Student Staff Member
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Garda Vetting Procedure

Quality Assurance Manual (QAM) Chapter 5

Document Name

Garda Vetting Procedure

Procedure Document Number

UPROO0O0T1

Version Reference

Rev.1

Document Owner

Academic Director

Roles with Aligned Responsibility

Child Protection Officer and all staff

Approved By Academic Council (AC)
Approval Date 2.3.2023
Date Procedure Becomes Active 1.4.2023
Revision Cycle Annually

Revision History/Amalgamation History

Revised for text errors post programme validation

Additional Information

N/A

References/ Supporting Documentation

UDOCOOO UniHaven Quality Assurance Manual Rev 2
UPOLO12 UniHaven QQI Garda Vetting Policy Rev 1
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1. Purpose

The purpose of this procedure is to outline how staff are Garda vetted at UniHaven.

2. Roles and Responsibilities
Vetting by the National Vetting Bureau is mandatory for all College staff because there is a
high likelihood that they will come in contact with children as defined under law, i.e., a
person under 18 years of age. In UniHaven, children will include children of visitors or staff
that may visit the college or offices as well as any students who have not yet turned 18 years
of age or older. It is a criminal offence for organisations to fail to carry out the necessary
vetting of such staff including all new and existing staff, hourly occasional staff, contractors,

and volunteers.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed timetables, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

3. Documentation

Vetting is now performed via online form submissions. The relevant link is located at

https://vetting.garda.ie/Application/About.
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4, Procedure

This procedure ties in with the Garda eVetting procedures referred to above. The key steps

are as follows:

o Step 1
o The staff member manually completes and forwards to the College’s Child
Protection Officer (Academic Director as an alternative) a Vetting Invitation
Form and provides proof of identity. A copy of this form is in the Appendix.
o Step2
o The College validates proof of identity and sends the staff member an e-mail
with a link attached inviting him/her to complete an e-Vetting Application
Form online using the eVetting online procedure.
e Step3
o The staff member completes a Vetting Application Form online and submits
it to the College.
o Step 4
o The College reviews the Vetting Application Form and submits it to the
National Vetting Bureau.
e Step5
o The National Vetting Bureau processes the application and forwards a
vetting disclosure to the College.
e Step6
o The College reviews the vetting disclosure and as soon as is practicable

provides a copy of the disclosure to the staff member.
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Appendix

UFORMO11 Garda Vetting Form Rev 1

IRISH VETTING SERVICES

Guidelines for completing Vetting Invitation Form (NVB 1)

Please read the following guidelines before completing this form.

Miscellaneous

The Form must be completed in full using BLOCK CAPITALS and writing must be clear and
legible. Ensure Email addresses are Clear, especially when using hyphen (-) and underscore ()
the digit zero and the capital letter O (i.e. 0 & O); and the digit one, the lowercase letter L and
the uppercase i (i.e. 1,1 & |

The Form MUST be completed in ball point pen.
Photocopies or Scanned vetting invitation forms will not be accepted.

All applicants are be required to provide documents to validate identity and current address —
see below

A completed form NVB3 — Parent / Guardian Consent Form - must accompany applications
from those under 18 years of age. The applicant must provide their Parent\Guardian Email
address and contact no on the application form (NVB 1) as the electronic correspondence will
issue to the Parent\Guardian of applicants under 18 years.

Personal Details

Please enter email address as the invitation to the e-vetting website will be sent to this. Current
address means the address you are currently residing at, to include eircode / postcode

Proof of Identification documentation required

Accepted forms of identity are as follows and you must submit both:

1. A certified copy" of your current passport or Driving Licence / New Learner Permit (new
credit card format only) and 2. Original letter/document confirming proof of address. The
proof of address can be a Utility Bill (e.g. gas, electricity, television, broadband) and must
be less than 6 months old. Printed online bills are acceptable. Mobile phone bills are not
acceptable.

LA “certified copy" is a photocopy of the original document certified as being a true copy by a competent authority (that is, signed
by a lawyer, Commissioner for Oaths, medical doctor, justice of the peace, university administrator, local law enforcement officer
e.g. Garda Siochéna, etc.). Photocopies of “certified copies™ will not be accepted.
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Role Being Vetted For

The role being applied for must be clearly stated and MUST relate to Children and/or
Vulnerable Persons. Generic terms such as “Volunteer” will not suffice.

Declaration of Application

The applicant must confirm their understanding and acceptance of the two statements by
signing the application form at Section 2 and ticking the box provided.

NOTE: The completed form MUST BE RETURNED to the person / organisation you received it from. 1t MUST

NOT be sent to Irish Vetting Services. The email link sent to applicants via email by the National Vetting Bureau

expires after 30 days if not accessed and the process must commence afresh, with additional costs involved.
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IRISH VETTING SERVICES

39 Milltowrn Manor, Monaleen, Limerick V94 P6CC Your Ref:
Complete & transmit form
with id documents to person
you received it from
Form NVB 1

Vetting Invitation

Section 1 — Personal Information

Under Sec 26(b) of the National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016, it is an offence to

make a false statement for the purpose of obtaining a vetting disclosure.

Forename(s):

Middle Name:

Surname:

Date Of Birth: / /

*Email Address:

*Contact Number:

Role Being Vetted For:

*Parent/Guardian
Details if U/18

Current Address:
Line 1:

Line 2:

Line 3:

Line 4:

Line 5:

Eircode/Postcode:
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Section 2 — Additional Information

L Irish Vetting Services on behalf of; UniHaven Ltd
Name of Organisation:

I have provided documentation to validate my identity as required and | consent to the making of this application and
to the disclosure of information by the National Vetting Bureau to the Liaison Person pursuant to Section 13(4)(e)
National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016. Please tick box O

Applicant’s

Signature: Date: / /

Note: The National Vetting Bureau will send you email with link to the e-vetting site to complete an ONLINE form.
The email will be from: evetting.donotreply@garda.ie. Complete immediately as the link expires after 30-days
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Data Protection Policy

Quality Assurance Manual (QAM) Chapter 9

Document Name

Data Protection Policy

Procedure Document
Number

UPOL020

Version Reference

Rev.1

Document Owner

Academic Director

Roles with Aligned

Flasmonsibily All staff, DPO

Approved By Academic Council (AC)

Approval Date 2.3.2023

Date Policy Becomes 1.4.2023

Active

Revision Cycle Annually

Revision

History/Amalgamation Revised for text errors post programme validation
History

Additional Information

N/A

References/ Supporting
Documentation

UDOCO000 UniHaven Quality Assurance Manual Rev 2

Statutory Quality Assurance Guidelines developed by QQI for use by
all Providers (2016)

Statutory Quality Assurance Guidelines developed by QQI for
Independent/Private Providers coming to QQI on a Voluntary Basis
(2016)

The Data Protection Acts 1988 and 2003 (as amended)

Data Protection Legislation including Article 5 guidelines on (GDPR)
General Privacy Data Regulations

A Guide for Data Controllers — Data Protection Commissioner

Data Protection Regulation 2018
https://www.dataprotection.ie/docs/ GDPR/1623.htm

European Communities (Electronic Communications Networks and
Services) (Privacy and Electronic Communications) Regulations 2011
(S.I. No. 336 of 2011)

Data Protection Commissioner (www.dataprotection.ie)

A Guide for Data Controllers (Office of the Data Protection
Commissioner)

http://www.dataprotection.ie/docs/a guide for data contollers/696.h
tm

Personal Data Security Breach Code of Practice (29 July 2011)
http://www.dataprotection.ie/docs/Data_Security Breach Code of Pr
actice/1082.htm

UPOLO21 UniHaven Privacy Policy Rev 1

UPOL022 UniHaven Cookie Policy Rev 1

UPOL023 UniHaven Data Retention Policy Rev 1

UPOL024 UniHaven Data Security Policy Rev 1
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LimpiAvES

1.

Policy Overview

This policy outlines the College’s policy on data protection so that it complies with relevant

GDPR legislation.

2. Policy Statement

The College is committed to protecting individuals' rights and privacy under QQI

requirements as follows':

Reliable information and data are available for informed decision-making and to
ensure the providers know what is working well and what needs attention.

Controls and structures are in place to generate named data/reports which are
communicated to staff and management for self-monitoring and planning purposes.

The information gathered reflects the context and mission of the provider.

The College also seeks to comply with relevant data protection legislation, especially the

Data Protection Act 2018. This bill

Entitled an Act to establish a body to be known as the Data Protection Commission.
To give further effect to Regulation (E.U.) 2016/679 of the European Parliament and
of the Council of 27 April 2016 on the protection of natural persons concerning the
processing of personal data and the free movement of such data, and repealing
Directive 95/46/E.C. (General Data Protection Regulation).

To give effect to Directive (E.U.) 2016/680 of the European Parliament and of the
Council of 27 April 2016 on the protection of natural persons about the processing
of personal data by competent authorities for the purposes of the prevention,
investigation, detection or prosecution of criminal offences or the execution of
criminal penalties, and the free movement of such data, and repealing Council
Framework Decision 2008/977/JHA.

To give further effect to the Convention for the Protection of Individuals regarding
Automatic Processing of Personal Data done at Strasbourg on the 28th day of January

1981 and for those and other purposes to amend the Data Protection Act 1988.

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016)
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e To provide for the consequential amendment of certain other enactments; and to

provide for related matters.

Data Protection is how individuals' privacy rights are safeguarded concerning their
personal data processing. The College needs to collect and use personal data about its
students, staff, and other individuals that it deals with as an international College. Those
individuals ("data subjects") have privacy rights about the processing of their personal
data. The College must, therefore, comply with the E.U. General Data Protection
Regulation ("GDPR”) and the Irish Data Protection Acts, 1988 to 2018 (the “DPA”) — known
collectively in this policy as “the Data Protection Acts”. The Data Protection Acts confer
rights on individuals as well as responsibilities on those who process personal data. This
policy applies to all College centres should it open more than one teaching centre in the

future.

This data protection policy sets out, in writing, how personal data on staff, students and
other individuals (e.g., parents, stakeholders etc.) is kept and how the data concerned is
protected. Personal data is subject to certain legal safeguards specified in the Data
Protection Act 2018. The Act imposes restrictions on how that data may be used. The policy
sets out the rules on data protection and the legal conditions that must be satisfied
concerning the obtaining, handling, processing, storage, transportation, and destruction
of personal data. This policy outlines College responsibilities in this regard and refers to
those other policies and procedures which deal with specific aspects of data protection. It
will be reviewed regularly in light of any legislative or other relevant indicators and

amended as needed.

Relevant definitions

e Data: means information in a form that can be processed. It includes automated
data (information on a computer or information recorded to put it on a computer)
and manual data (data that is kept as part of a relevant filing system, or with the

intention that it should form part of a relevant filing system).
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e Collection (of information) is the gathering, acquiring, or obtaining from any source
and by any means including, without limitation:
o Verbally.
o By letter or other written form.
o Electronically via a computer screen or email.
o By videotape or other electronic media.

e Relevant filing system means any set of information that, while not computerised, is
structured by reference to individuals or by reference to criteria relating to
individuals so that specific information relating to a particular individual is readily
accessible.

e Personal data means data relating to a living individual who is or can be identified
from the data or from the data in conjunction with other information that is in or is
likely to come into, the possession of the data controller.

e Data controllers are organisations or people who control and are responsible for
the personal data which they hold. They determine the purposes for which and
how any personal data is processed. They have a responsibility to establish
practices and policies in line with data protection legislation. The College is the
data controller of all personal data.

e Joint data controller is where two or more parties may properly exercise legal or de
facto control and responsibility for a given set of personal data. This situation is rare.

e Data processors include any organisations or people who process personal data on
behalf of a data controller. The staff of data controllers are excluded from this
definition, but it could include suppliers which handle personal data on behalf of
the College.

One company or person can be both a data controller and a data processor in
respect of distinct sets of personal data. For example, a payroll company would be
the data controller in respect of the data about its staff but would be the data
processor in respect of the payroll data it is processing for the staff of its client
companies.

To collect and process personal data " lawfully", the College must have a legal basis

for doing so. There are six available legal bases for processing. No single basis is

better or more important than the others — which basis is most appropriate to use

will depend on the purpose and the relationship with the individual. The six legal

bases set out in Article 6(1) of the GDPR are as follows:
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Processing shall be lawful only if and to the extent that at least one of the following
applies:

o The data subject has given consent to the processing of his or her personal
data for one or more specific purposes.

o Processing is necessary for the performance of a contract to which the data
subject is a party or to take steps at the request of the data subject before
entering a contract.

o Processing is necessary for compliance with a legal obligation to which the
controller is subject.

o Processing is necessary to protect the vital interests of the data subject or
another natural person.

o Processing is necessary for the performance of a task carried out in the
public interest or the exercise of official authority vested in the controller.

o Processing is necessary for the legitimate interests pursued by the controller
or by a third party, except where such interests are overridden by the
interests or fundamental rights and freedoms of the data subject which

require protection of personal data, in particular where the data subject is a
child.

The College must determine its legal basis before beginning to process personal
data and should document it in its data protection notifications. In cases where the

College relies on consent as a condition for processing personal data, it must:

o Obtain the data subject’s specific, informed and freely given consent.

o Ensure that the data subject gives consent by a statement or an explicit
affirmative action.

o Document that statement/affirmative action.

o Allow data subjects to withdraw their consent at any time without detriment
to their interests.

o Personal data means data relating to a living individual who can be identified from
that data (or from that data and other information in the possession of a Data
Controller). Personal data can be factual (such as a name, address, or date of birth),
or it can be an opinion (such as a performance review).

« Sensitive personal data includes information about a person's racial or ethnic origin,
political opinions, religious or philosophical beliefs, trade union membership, and

the processing of genetic data, bio-metric to uniquely identify a natural person, data
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concerning health or data concerning a natural person’s sex life or sexual orientation
shall be prohibited.

In the case of personal data relating to special categories of data, it is necessary for
the processing to be covered both by a legal basis and by a special category
condition set out in Article 9 of the GDPR. In the case of personal data relating to
criminal convictions and offences, it is necessary for the processing to be covered
both by a legal basis and by a separate condition for processing this data in
compliance with Article 10 of the GDPR. Both types of processing need to be

documented to demonstrate accountability and compliance.

e Health Information is a subset of sensitive personal data and includes a person's:
o Health or disability (past, present, or future).

e Processing is any activity that involves the use of the data. It includes obtaining,
recording, or holding the data or carrying out any operation or set of operations on
the data, including organising, amending, retrieving, using, disclosing, erasing or
destroying it. Processing also includes transferring personal data to third parties.

e Text messaging, or texting, is the Act of composing and sending brief, electronic
messages between two or more mobile phones or fixed or portable devices over a
phone network.

e Use means how information is used within an organisation.

3. Roles and Responsibilities
While the owner of this policy is the Data Protection Officer, all staff have a role to play in
protecting staff and student data, particularly academic staff, and admissions staff, and to
treat all personal data with great care. The Academic Director is responsible for ensuring
that policies are developed and maintained, that they remain fit for purpose, that they
remain in compliance with QQI guidelines, that they are updated as per agreed timetables,
and that they are being implemented as intended. In the latter context, the Academic
Director will inspect asample of policies each year to check for the correct implementation

and bring the findings to AC as part of the annual QA/QQI review and reporting process.
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4. Policy

Records

The following types of data are collected and stored as records at the College:

Staff records may be kept in manual record/filing system and electronic
format/filing system to facilitate the payment of staff for salaries and leave, learning
and development, role changes, grievance, and disciplinary matters etc. and
include:

o Name, address and contact details, PPS number.

o Original records of application and appointment.

o Record of appointments to roles.

o Details of approved absences (annual leave, career breaks, parental leave,
study leave etc.).

o Details of work record (qualifications, classes taught, subjects etc.).

o Details of complaints and/or grievances, including consultations or
competency discussions, action/improvement/evaluation plans, and
progress records.

Note: A record of grievances may be maintained, which is distinct from and separate

to individual staff files.

Student records may be kept in manual record/filing system and electronic
format/filing system to enable each student to develop his/her full potential, to
comply with legislative or administrative requirements, to ensure that eligible
students can benefit from the relevant additional teaching or financial supports, to
support the provision of information regarding visa applications to study in Ireland
or overseas, to enable parent/guardians to be contacted in the case of emergency,
to progress students to Higher Education Institution (HEI) partners etc.:
o The information that may be sought and recorded at enrolment includes:
= Name, address and contact details, passport number.
= Names and addresses of parents/guardians and their contact details.
* Education transcripts/proof of record.
» Racial, ethnic, or national origin.
= Anystudent disabilities or conditions that may impede their learning
at the College...see UPOLO18 UniHaven Learner Disability Policy Rev
1 for the way such information is sought and processed and used.

o Language assessments.
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o Attendance Records.

o Academic record - subjects studied, class assessments, and examination
results as recorded on official College records.

o Records of significant achievement.

o Records of disciplinary issues and/or sanctions imposed.

o Recordings of online delivered tutorials for making available to students to
replay for the benefit of their learning.

o Otherrecords, e.g., records of any serious injuries/accidents etc.

o Meeting records may be kept in manual record/filing system and electronic
format/filing system as a record of member details, minutes of meetings,
appointments, documenting decisions made by the relevant board, committee, or
council etc. that may include:

o Name, address, and contact details of each member attending.

o Records concerning appointments to the meeting body.

o Minutes of the meetings and correspondence to the meeting body may
include references to particular individuals, be they staff, students or

external individuals.

Conditions for Processing Special Categories of Personal Data

The GDPR sets out conditions for processing Special Categories of personal data. The
college must satisfy a lawful condition of personal processing data under Article 6 of the

GDPR as well as one under Article 9 to process these categories of data.

e The datasubject has given explicit consent to the processing of those personal data
for one or more specified purposes, except where Union or Member State law
provide that the prohibition referred to in paragraph 1 may not be lifted by the data
subject.

e Processing is necessary for carrying out the obligations and exercising specific
rights of the controller or of the data subject in the field of employment and social
security and social protection law in so far as it is authorised by Union or Member
State law or a collective agreement under Member State law providing for
appropriate safeguards for the fundamental rights and the interests of the data

subject.
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e Processing is necessary to protect the vital interests of the data subject or of another
natural person where the data subject is physically or legally incapable of giving
consent.

e Processing is carried out in the course of its legitimate activities with appropriate
safeguards by a foundation, association or any other not-for-profit body with a
political, philosophical, religious or trade union aim and on condition that the
processing relates solely to the members or former members of the body or to
persons who have regular contact with it in connection with its purposes and that
the personal data are not disclosed outside that body without the consent of the
data subjects.

e The processing relates to personal data, which are manifestly made public by the
data subject.

e Processing is necessary for the establishment, exercise or defence of legal claims
or whenever courts are acting in their judicial capacity.

e Processing is necessary for reasons of substantial public interest, based on Union
or Member State law which shall be proportionate to the aim pursued, respect the
essence of the right to data protection and provide for suitable and specific
measures to safeguard the fundamental rights and the interests of the data subject.

e Processing is necessary for preventive or occupational medicine, for the
assessment of the working capacity of the employee, medical diagnosis, the
provision of health or social care or treatment or the management of health or
social care systems and services based on Union or Member State law or under
contract with a health professional and subject to the conditions and safeguards
referred to in paragraph 3.

e Processing is necessary for reasons of public interest in the area of public health,
such as protecting against serious cross-border threats to health or ensuring high
standards of quality and safety of health care and medicinal products or medical
devices, based on Union or Member State law which provides for suitable and
specific measures to safeguard the rights and freedoms of the data subject, in
particular, professional secrecy.

e Processing is necessary for archiving purposes in the public interest, scientific or
historical research purposes or statistical purposes under Article 89(1) based on
Union or Member State law which shall be proportionate to the aim pursued,

respect the essence of the right to data protection and provide for suitable and
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specific measures to safeguard the fundamental rights and the interests of the data
subject.

e Personal data may be processed for the purposes referred to in point (h) of
paragraph 2 when those data are processed by or under the responsibility of a
professional subject to the obligation of professional secrecy under Union or
Member State law or rules established by national competent bodies or by another
person also subject to an obligation of secrecy under Union or Member State law

or regulations established by national competent bodies.

Note: There will be several additional grounds for processing special categories of
personal data (such as health data) under Irish law, in addition to those contained in Article
9 of the GDPR. Notably, these include a legal basis to process health data for insurance,
pension or mortgage purposes which, for the College, is limited to its need to collect
medical information relating to any students who present with sickness, illness, injury,
disabilities or conditions that may impede their learning and where a staff member needs
to complete an occupational health assessment to gauge their fitness for fulfilling their

employment role.

Conditions for Processing Personal Data About Criminal Convictions or Offences (Article

10

The GDPR rules for sensitive (special category) data do not apply to information about
criminal allegations, proceedings, or convictions. Instead, there are separate safeguards
for personal data relating to criminal convictions and offences or related security measures
set out in Article 10. To process personal data about criminal convictions or offences, the
College must have both a lawful basis under Article 6 and either legal authority or official
authority for the processing under Article 10. You must determine your condition for lawful
processing of offence data (or identify your official authority for the processing) before
you begin the processing, and you should document this. The Data Protection Bill deals
with this type of data in a similar way to special category data and sets out specific
conditions providing lawful authority for processing it. Article 10 also specifies that the
College can only keep a comprehensive register of criminal convictions if it is doing so

under the official authority's control.
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Details of arrangements in place to ensure compliance with the eight rules of data protection

The policy outlines the arrangements in place to ensure that all personal data records held
by the College are obtained, processed, used, and retained under the following eight rules

of data protection (based on the Data Protection Acts):

e Obtain and process information fairly and lawfully.

e Keep it only for one or more specified, explicit, and lawful purposes.
e Use and disclose it only in ways compatible with these purposes.

e Keep it safe and secure.

e Keep it accurate, complete, and up to date.

e Ensure thatitis adequate, relevant, and not excessive.

e Retain it for no longer than is necessary for the purpose or purposes.

e Give a copy of his/her personal data to that individual on request.

And, also:

e Not to transfer personal data to people or organisations without adequate

protection.

Obtain and process information fairly and lawfully

Procedures have been put in place to ensure that staff members, parents/guardians and
students are made fully aware when they provide personal information of the identity of
the persons who are collecting it, the purpose in collecting the data, the persons or
categories of persons to whom the data may be disclosed and any other information which
is necessary so that processing may be fair. The College will process personal data fairly
and under the fulfilment of its functions. This includes informing the data subject of the
purpose of collecting their data and anyone to whom the data may be disclosed or
transferred. Information obtained from a third party (e.g., a relative or guardian) is

governed by the same confidentiality rules as if it were obtained directly.

Obtaining information fairly and lawfully also includes obtaining their consent to obtaining

and processing their personal data (unless unable to do so, in which case its use must be
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to prevent injury or other damage to their health). Article 7 of the GDPR outlines the

conditions for consent as follows:

e Where the processing is based on consent, the College must be able to
demonstrate that the data subject has consented to the processing of his or her
personal data.

e |If the data subject's consent is given in the context of a written declaration which
also concerns other matters, the request for consent must be presented in amanner
that is distinguishable from the other matters, in an intelligible and easily accessible
form using clear and plain language. Any part of such a declaration that constitutes
an infringement of the regulation shall not be binding.

e The datasubject shall have the right to withdraw his or her consent at any time. The
withdrawal of consent shall not affect the lawfulness of processing based on
consent before its withdrawal. Before giving consent, the data subject shall be
informed thereof. It shall be as easy to withdraw as to give consent.

e When assessing whether consent is freely given, utmost account shall be taken of
whether, inter alia, the performance of a contract, including the provision of a
service, is conditional on consent to the processing of personal data that is not

necessary for the performance of that contract.

Lawful Basis for Processing (Article 6)

It is necessary under Article 6 of the GDPR to have a legal basis for processing ALL personal

data. There are six legal bases set out in the legislation:

e Consent from the individual
o The individual must give consent at the outset. Inferred consent is not
enough. Their consent must be freely given, and the withdrawal of their
consent should not have any adverse consequences for the individual.
e Necessary for the performance of a contract
o The contract must be between the controller and the data subject. The
data must be necessary for the performance of that contract or necessary
to take steps to enter a contract with the data subject. For example,

processing datarelating to an individual's qualifications and work history
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when considering entering into an employment contract, students
academic history and qualifications when they apply to study at the
College etc.
e Necessary for compliance with a legal obligation
o The College is required by statute to retain certain records, for example,

employment records, health & safety records.

Necessary to protect the vital interests of the individual or another natural person
o This ground is applied in essentially "life and death" situations, for
example, where it is necessary to provide personal data to the

emergency services in the case of an emergency.

Necessary for the performance of a task carried out in the public interest
o This may occur where the College carries out atask in the public interest
or in an exercise where official authority has been invested in the
College as a data controller. However, a data subject can object to this
lawful basis and challenge whether the processing is indeed in the public
interest.
e Necessary for the legitimate interests of the controller or a third party
o The processing is necessary for the College legitimate interests or the
legitimate interests of a third party unless there is a good reason to
protect the individual’s personal data which overrides those legitimate
interests and in the case of special categories of personal data, as
covered by one of the lawful bases as set out in Article 9(1) of the GDPR,
for example:
» Explicit consent from the individual.

— Necessary for legal obligations of the controller as an
employer insofar as it is authorised by E.U. or Irish law.

— Necessary to protect the vital interests of the data subject
where the data subject is physically or legally incapable of
giving consent.

» Data has been 'manifestly made public by the data subject
themselves.

— Necessary for medical or health reasons subject to any

applicable DPA measures and safeguards.
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— Necessary for the public interest' subject to any applicable

DPA measures and safeguards.

In the case of personal data relating to criminal convictions and offences, it must be

covered by a lawful basis as set out in the DPA.

Keep it only for one or more specified, explicit, and lawful purposes

e Those whose data is collected by the College are informed in advance about the
reason/s why it is collected and kept.

e The purpose for which the data is collected and kept is lawful.

e Staff are aware of the different sets of data that are kept, and the specific purpose

of each.

Use and disclose it only in ways compatible with these purposes.

The College_will only process personal data for the specific purposes notified to the data
subject when the data was first collected or for any other purposes specifically permitted
by the legislation. This means that personal data must not be collected for one purpose
and then used for another. If it becomes necessary to change the purpose for which the
data is processed, the data subject must be informed of the new purpose before any

processing occurs.

e Datais used only in ways consistent with the purpose/s for which it was obtained.

e Datais disclosed only in ways consistent with that purpose.

e Procedures are in place, which is following the Data Protection Acts, to facilitate the
transfer of information to HEI partners when students wish to progress to them, and
students will have given prior consent for this to occur.

e The College outlines the circumstances in which it will disclose personal data to
third parties to data subjects before the disclosure taking place.

e Procedures are in place under the Data Protection Acts to facilitate the transfer of
personal data abroad as international transfers

e Exceptions to disclosure rule:

o Data can be disclosed when required by law.
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o Data can generally be disclosed to an individual himself/herself or with

his/her consent.
e Referto UPOL009 UniHaven Staff Recruitment and Selection Policy Rev 1for the data
collected at the recruitment and selection stage including occupational health

assessments.

Keep it safe and secure.

The College will take appropriate security measures against unlawful or unauthorised
personal data processing and the accidental loss of, or damage to, personal data. It is aware
that high standards of security are essential for all personal data. Personal data may only
be transferred to a third-party data processor if that data processor agrees to comply with
our procedures and policies or puts in place adequate measures themselves. The College

commits that

e Appropriate security measures have been taken against unauthorised access to, or
alteration, disclosure or destruction of, the data and against their accidental loss or
destruction.

e Access to the information (including the authority to add/amend/delete records) is
restricted to authorised staff on a "need to know" basis.

e Has detailed who has access to what information based on this “need to know”
policy... see UPOL023 UniHaven Data Retention Policy Rev 1.

e AllIT and computer systems will be password protected and centrally managed by
the College IT provider.

e Information on computer screens and manual files will be kept out of view of callers
to College offices.

e Automatic backup procedures are in operation for computer held data, including
off-site back-ups... see UPOL024 UniHaven Data Security Policy Rev 1.

e All reasonable measures have been taken to ensure that staff know the security
measures at induction and comply with them.

e All waste papers, printouts etc. are disposed of carefully, including the shredding
of confidential information in College office shredders. Any bulk shredding of old
files will only be done via a registered shredding company that can certify

destruction...see UPOL023 UniHaven Data Retention Policy Rev 1.
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e Steps have been taken to ensure that no unauthorised person can access data from
computers no longer in use or subject to change of use as recorded on the College
IT register.

e Acontract IT company has been designated to be responsible for the security of all
IT servers and systems. Third-party IT providers are contractually responsible for
the security of their systems and GDPR compliance as either data controllers and/or
processors.

e Reviews of the measures and practices in place take place annually via EMT.

e Premises will be secured by lock, key, and alarm when unoccupied.

Keep it accurate, complete, and up to date.

Personal data must be accurate and kept up to date. All information that is incorrect or
misleading is not valid. The College will maintain procedures to ensure high data accuracy
levels, including checking data at the time of recording, correct any errors when advised

or discovered, and regular audits of records.

e Clerical and computer procedures are adequate to ensure high levels of data

accuracy.

e Appropriate procedures in place, including periodic review and audit, to ensure

that each data item is kept up to date.

Ensure that it is adequate, relevant, and not excessive for the purpose

Personal data will only be collected to the extent required for the specific purpose of the
data subject. Any data which is not necessary for that purpose will not be collected in the
first place. The College ensures that data is held as per UPOL023 UniHaven Data Retention
Policy Rev 1and that it

e |s held adequate concerning the purpose/s for which it is kept.
e Itis held relevant concerning the purpose/s for which it is kept.

e Is held not excessive concerning the purpose/s for which it is kept.
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Retain it for no longer than is necessary for the purpose or purposes

Personal data should not be kept longer than is necessary for the purpose. This means that
data should be destroyed or erased when it is no longer required. The College policy for
retention periods for personal data and procedures for disposal are outlined in UPOL023
UniHaven Data Retention Policy Rev 1. Retention times cannot be rigidly prescribed to
cover every possible situation. The College has exercised its judgement in this regard

concerning each category of records held.

Where litigation may potentially arise in the future (e.g. about accidents/personal injuries
involving staff, students or for accidents occurring on College property, the relevant
records should be retained until the probability of litigation eases. The statute of
limitations concerning personal injuries is currently two years. The limitation period for
other causes of action varies, but in most cases is not greater than six years. A limitation
period does not begin to run until the person concerned acquires knowledge of the facts
giving rise to the claim. In the case of minors, the limitation period does not begin to run
until they reach their 18" birthday or later if the date of knowledge postdates their 18"
birthday.

Give a copy of his/her personal data to an individual, on request and in line with the data
subject's rights

The College will maintain procedures to ensure that data subjects can exercise their rights

to:

e Request access to any data held about them by a data controller.

e Prevent the processing of their data for direct marketing purposes.

e Ask to have inaccurate data amended.

e Prevent processing that is likely to cause damage or distress to themselves or

anyone else.

To make an access request, an individual must refer to UPRO025 UniHaven Data Subject
Access Request Procedure Rev 1, apply in writing and give any details which might be
needed to help identify him/her and locate all the information that the College may keep
about him/her.
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Do not transfer personal data to people or organisations situated in countries without
adequate protection

The College will not transfer personal data to people or organisations in countries without
adequate protection. All College agreements will have data protection elements to them
and, where possible, will be subject to Irish or European data protection laws. The
minimum age at which consent can be legitimately obtained for processing and disclosure
of personal data is not defined in the Data Protection Acts. However, guidance material

published on the Data Protection Commissioner’s website states the following:

"As a general rule in the area of education, a student aged eighteen or older may give
consent themselves. A student aged from twelve up to and including seventeen should
give consent themselves and, in addition, consent should also be obtained from the
student’s parent or guardian. In the case of students under the age of twelve, consent of a
parent or guardian will suffice.”. Refer also to UPOLO17 UniHaven QQI Student Support

Policy Rev 1 for the College’s guardian nominee services to students who are minors.

Transfers to Third Countries (Outside the European Economic Area)

Flows of personal data to and from the European Union (the "E.U.") are necessary for
international trade and international cooperation. However, the transfer of such personal
data from the E.U. to controllers and processors located outside the E.U. in third countries
should not undermine the level of protection of the individuals concerned, with a third
country being any country outside the European Economic Area (the "EEA"). Therefore,
transfers to third countries or international organisations should be done in full
compliance with Chapter V of the General Data Protection Regulation, the "GDPR". Any
staff member who proposes to transfer data outside of the EEA should first consult with
the DPO to ensure suitable arrangements are made and necessary contracts and or

agreements are put in place in line with this policy.

The first thing to consider when transferring personal data to a third country is if there is
an "adequacy decision". An adequacy decision means that the European Commission has
decided that a third country or an international organisation ensures an adequate data

protection level. When assessing the adequacy of the level of protection, the European
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Commission considers elements such as the laws, respect for human rights and freedoms,
national security, data protection rules, the existence of a data protection authority and

binding commitments entered into by the country in respect of data protection.
The adoption of an adequacy decision involves:

e Aproposal from the European Commission;
e An opinion of the European Data Protection Board (“EDPB”);
e an approval from representatives of E.U. countries; and

e The adoption of the decision by the European Commissioners.

The effect of such a decision is that personal data can flow from the EEA to that third
country without any further safeguard being necessary. In other words, the transfer is the
same as if it was carried out within the E.U. A list of countries with an adequacy decision is
Andorra, Argentina, Canada (commercial organisations), Faroe Islands, Guernsey, Israel,
Isle of Man, Japan, Jersey, New Zealand, Switzerland, Uruguay, United States of America
(limited to the Privacy Shield framework — this is no longer available since July 2020) as

providing adequate protection.

In the absence of an adequacy decision, the GDPR does allow a transfer if the controller or

processor has provided “appropriate safeguards”. These safeguards may include:

e Standard data protection clauses: For most organisations, the most relevant
alternative legal basis to an adequacy decision would be these clauses. They are
model data protection clauses that the European Commission has approved and
enable the free flow of personal data when embedded in a contract. The clauses
contain contractual obligations on the Data Exporter and the Data Importer and
rights for the individuals whose personal data is transferred. Individuals can directly
enforce those rights against the Data Importer and the Data Exporter. These are
known as the ‘standard contractual clauses’. There are two sets of standard
contractual clauses for restricted transfers between a controller and a controller
and one set between a controller and a processor. The European Commission has
advised the EDPB that it plans to update the existing standard contractual clauses
for the GDPR. Until then, EU-based data controllers can still enter contracts that
include the standard contractual clauses based on the E.U. Directive 95/46/E.C.,

which pre-dated the GDPR.
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e Binding corporate rules “BCRs”: BCRs form a legally binding internal code of
conduct operating within a multinational group, which applies to transfers of
personal data from the group's EEA entities to the group's non-EEA entities. This
group may be a corporate group, or a group of undertakings engaged in a joint
economic activity, such as franchises or joint ventures. BCRs are legally binding data
protection rules with enforceable data subject rights contained in them, which the
competent Data Protection Authority approves. Two types of BCRs can be approved
- BCR for Controllers which are used by the group entity to transfer data that they
have responsibility for, such as employee or supplier data, and BCR for Processors
which are used by entities acting as processors for other controllers and are
normally added as an addendum to the Service Level Agreement or Processor
contract. Further provisions on the use of BCRs as an appropriate safeguard for
personal data transfers are set out in GDPR Article 47.

e Approved Codes of Conduct: The use of Codes of Conduct as a transfer tool, under
specific circumstances, has been introduced by the GDPR in Article 40 (3). Codes
are voluntary and set out specific data protection rules for categories of controllers
and processors. They can be a useful and effective accountability tool, providing a
detailed description of the most appropriate, legal, and ethical behaviour within a
sector. From a data protection viewpoint, codes can therefore operate as a rulebook
for controllers and processors who design and implement GDPR-compliant data
processing activities that give operational meaning to the principles of data
protection set out in European and national law. Codes of Conduct that relate to
personal data processing activities by controllers and processors in more than one
E.U. Member State, and for which the E.U. Commission has adopted an
implementing act, together with binding and enforceable commitments of the
controller or processor in the third country, could be used as a transfer tool in the
future. The EDPB is planning to issue separate specific guidance related to the use
of Codes of Conduct as a transfer tool later.

e Approved certification mechanisms: The ISO defines certification as “the provision
by an independent body of written assurance (a certificate) that the product, service
or system in question meets specific requirements”. Therefore, as introduced in the
GDPR in Article 42 (2), certification mechanisms may be developed to demonstrate
the existence of appropriate safeguards provided by controllers and processors in

third countries. These controllers and processors would also make binding and
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enforceable commitments to apply the safeguards, including data subject rights
provisions. The EDPB is also planning to issue separate specific guidance on using
certification mechanisms as a transfer tool.

e Alegallybinding and enforceable instrument between public authorities or bodies:
An organisation can make a restricted transfer if it is a public authority or body and
is transferring to another public authority or body and with both public authorities
have signed a contract or another instrument that is legally binding and enforceable
(Article 46 (2)(a) GDPR). This contract or instrument must include enforceable rights
and effective remedies for individuals whose personal data is transferred. This is
not an appropriate safeguard if either the transferring organisation or the receiver
is a private body or an individual. If a public authority or body does not have the
power to enter legally binding and enforceable arrangements, it may consider an
administrative arrangement that includes enforceable and effective individual
rights instead (Article 46 (3)(b) GDPR). The EDPB is currently working on updated

guidance about these transfer tools.

Article 49 — Derogations for specific situations

Derogations under Article 49 are exemptions from the general principle that personal data
may only be transferred to a third country if an adequate level of protection is provided for
in that third country. A Data Exporter should first endeavour to frame transfers with one of
the mechanisms guaranteeing adequate safeguards listed above and only in their absence
use the derogations provided in Article 49 (1). These derogations or exceptions allow
transfers in specific situations, such as based on consent, for the performance or
conclusion of a contract, for the exercise of legal claims, to protect the vital interests of the
data subject where they cannot give consent or for important reasons of public interest.
The EDPB guidance document on these derogations should always be consulted to ensure
that they could be relied upon for the specific scenarios that organisations are dealing with

issues.
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5. Procedures and Forms

The College Data Protection Impact Assessment Procedure outlines how to risk assess new
proposals/projects in a data protection context while the below procedures outline
procedures for data subject access requests and data security breach reporting with

relevant forms included in each.

e UPROO025 UniHaven Data Subject Access Request Procedure Rev 1
e UPROO026 UniHaven Data Security Breach and Reporting Procedure Rev 1
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Appendix

Data Protection Impact Assessment Procedure

A Data Protection Impact Assessment (DPIA) is a process to help to identify and minimise
the data protection risks of a project. It facilitates the systematic and comprehensive
analysis of data processing to identify and minimise data protection risks. It is an important
tool for building and demonstrating compliance with the GDPR (i.e., accountability).
Under the General Data Protection Regulation (GDPR), the College must carry out a DPIA
where a planned or existing processing operation is “likely to result in a high risk" to
individuals. Although GDPR provides examples of data processing that would fall into this
category, this is a non-exhaustive list. It is also good practice to do a DPIA for any other
major project that requires personal data processing. The purpose of this procedure is to

enable the College to identify when a DPIA is mandatory and how to carry out a DPIA.

All new projects and significant changes to existing systems/processes which require the
processing of personal data must perform at least step 1 of this procedure to determine if
a full DPIA is required. DPIAs should consider compliance risks but also broader risks to
the rights and freedoms of data subjects, including the potential for any significant social
or economic disadvantage. The focus is on the potential for harm —to individuals or society
at large, whether it is physical, material or non-material. To assess the level of risk, a DPIA
must consider both the likelihood and the severity of any impact on individuals. A DPIA
does not have to eradicate the risks but should help to minimise risks and assess whether

or not the remaining risks are justified.
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The DPIA Procedure

Step 1: Identify the Need for a DPIA/whether a DPIA is mandatory

The GDPR does not require a DPIA to be carried out for every processing operation, which
may result in risks for the rights and freedoms of natural persons. The carrying out of a
DPIA is only mandatory where personal data processing is " likely to result in a high risk to
the rights and freedoms of natural persons" (Article 35 GDPR). The GDPR provides (a non-
exhaustive list of) some examples of processing that would fall into this category. The
following should be taken into account when determining if the processing is high risk

and therefore requiring a DPIA or not.

You must do a DPIA if you plan to carry out one or more of the following:

1. Evaluation and scoring (including profiling and predicting), especially concerning a
data subject's performance at work, economic situation, health, personal
preferences, reliability or behaviour, location, or movements. An example would
be gathering social media profile datato generate profiles for contact directories or

marketing.

2. Automated decision-making with legal or similarly significant effects - Is a decision

made by automated means without any human involvement? An example would be
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deciding who is selected for an interview based on a recruitment aptitude test that

uses pre-programmed algorithms and criteria.

Systematic monitoring - including through a publicly accessible place on a large

scale. For example, using a camera to monitor driving behaviours on a road.

Sensitive data or data of highly personal nature —this includes special categories of

data as defined in Article 9:

o Racial or ethnic origin.

o Political opinions.

o Religious or philosophical beliefs.

o Trade union membership.

o Data concerning health.

o Dataconcerning a person’s sex life or sexual orientation.
o Genetic data.

o Biometric data.

o As well as criminal data as defined in Article 10. An example would be a hospital
keeping patient medical records or an organisation keeping an offender's

details.

Data processed on a large scale — while the term ‘large scale’ is not defined, the
regulators recommend the following is taken into account: (a) the number of data
subjects concerned; (b) the volume and range of data been processed; (c) the
duration and permanence of the processing; (d) the geographic extent of the
processing activity.

Datasets have been matched or combined — for example, two or more data
processing operations performed for different purposes and/or by different data
controllers been combined in a way that would exceed the reasonable expectation

of the data subject.

Data concerning vulnerable data subjects — For example, children are considered
unable to oppose or consent to the processing of personal data knowingly. Asylum

seekers would be considered vulnerable data subjects.

Innovative use or applying technological or organisational solutions —for example,
combining the use of fingerprint and face recognition for improved physical access

control.
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9. When processing prevents the data subject from exercising a right or using a
service or a contract — for example, processing a public area that people passing
cannot avoid or processing that aims to refuse data subjects access to a service or
contract (bank screens its customers against a credit reference database to decide

whether to offer a loan).

In cases where it is not clear if a DPIA should be carried out, the regulators' guidance is
that a DPIA should be carried out as it is a useful tool to comply with GDPR. Advice on
whether a DPIA should be carried out can be sought from DPO.

Step 2: Describe the Processing in a Systematic Way

Describe how and why you plan to use the personal data. Your description must include
“the nature, scope, context and purposes of the processing”.

The nature of the processing is what is planned to be done with the personal data. This

must include:

e How you collect the data is collected.

e How you store the data is stored.

e How you use the data is used.

e Who has access to the data?

e With whom is the data shared.

e Whether any processors are used.

e Retention periods.

e Security measures.

e Whether you are using any new technologies are being used.

e Whether you are using any novel types of processing are being used

e Which screening criteria have been identified as likely high risk.

The scope of the processing is what the processing covers. This must include:

e The nature of the personal data.
e The volume and variety of the personal data.

e The sensitivity of the personal data.
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e The extent and frequency of the processing.
e The duration of the processing.
e The number of data subjects involved.

e The geographical area covered.

The context of the processing is the wider picture, including internal and external factors

which might affect expectations or impact. This might include, for example:

e The source of the data.

e The nature of your relationship with the individuals.

e The extent to which individuals have control over their data.

e The extent to which individuals are likely to expect the processing.
e Whether they include children or other vulnerable people.

e Any previous experience of this type of processing.

e Anyrelevant advances in technology or security.

e Anycurrent issues of public concern.

e Whether you have considered and complied with relevant codes of practice.
The purpose of the processing is the reason why you want to process the personal data.
This must include:

e Tour legitimate interests, where relevant.
e The intended outcome for individuals.

e The expected benefits for you or society.

Step 3: Assess Necessity and Proportionality

You should consider:

e Do your plans help to achieve your purpose?

e Isthere any other reasonable way to achieve the same result?

e The lawful basis for the processing.

e How you will prevent function creep, i.e., using the data for more than the original
purpose.

e How you intend to ensure data quality.

e How you intend to ensure data minimisation.
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e How you intend to provide privacy information to individuals.
e How you implement and support individual’s rights.
e Measures to ensure your processors comply.

o Safeguards for international transfers.

Step 4: Consult with Stakeholders

The views of data subjects (or their representatives) should be sought unless there is a
good reason not to. In most cases, it should be possible to consult individuals in some
form. External stakeholders could include people who will be affected by the project and
members of the public. However, it is decided that it is not appropriate to consult
individuals, then this decision should be recorded as part of the DPIA with a clear
explanation. Suppose the DPIA covers the processing of personal data of existing contacts
(for example, existing students or staff). In that case, a consultation process to seek those

individuals or their representatives' views should be designed.

If the DPIA covers a plan to collect the personal data of individuals that have not yet been
identified, there may be a need to carry out a more public consultation process or targeted
research. This could take the form of carrying out market research with a certain
demographic or contacting relevant campaign or consumer groups for their views. If the
DPIA decision is at odds with the views of individuals, there is a need to document the
reasons for disregarding their views. If a data processor is used, there may be a need to ask

them for information and assistance.

Step 5: Identify and Assess Risks

Identify the potential risks that may arise. Consider the potential impact on individuals
and any harm or damage that might be caused by the processing — whether physical,

emotional or material. Look at whether the processing could contribute to:

e Inability to exercise rights (including but not limited to privacy rights).
e Inability to access services or opportunities.
e Loss of control over the use of personal data.

e discrimination.
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o Identity theft or fraud.

e Financial loss.

e Reputational damage.

e Physical harm.

e Loss of confidentiality.

e Re-identification of pseudonymised data.

e Any other significant economic or social disadvantage.

An assessment of the security risks should be included, including sources of risk and the
potential impact of each type of breach (including illegitimate access to, modification of or
loss of personal data). Having identified the risks, it is then necessary to assess which are
going to pose the greatest threat by looking at both the likelihood of the risk occurring

and the impact that might result. This provides the overall risk rating.

Step 6: Identify Controls and Actions

Against each risk identified, consider options for reducing that risk. Identify the current
controls (how is risk currently managed) and what further actions will be taken to reduce
the impact/likelihood and mitigate the risk. For example, some actions and controls that

could be implemented are:

e Deciding not to collect certain types of data.

e Reducing the scope of the processing.

e Reducing retention periods.

e Taking additional technological security measures.

e Training staff to ensure risks are anticipated and managed.
e Anonymising or pseudonymising data where possible.

e Writing internal guidance or processes to avoid risks.

e Adding a human element to review automated decisions.
e Using adifferent technology.

e Putting clear data-sharing agreements into place.

e Making changes to privacy notices.

e Offering individuals the chance to opt-out where appropriate;

e Implementing new systems to help individuals to exercise their rights.
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Step 7: Document Results

Record:

e What additional measures you plan to take.
e Whether each risk has been eliminated, reduced, or accepted.
o The overall level of residual risk after taking additional measures.

e Whether the Data Protection Commission needs to be consulted.

Risk does not always need to be eliminated. Some risks, and even high risk, are acceptable
given the benefits of the processing and the difficulties of mitigation. Record all reasons
for choosing a particular approach and any reasons for going against the views of

individuals or other consultees.

Step 8: Implement and Review

Integrate the outcomes of the DPIA back into the project plans. Identify any action points
and who is responsible for implementing them. Monitor the ongoing performance of the
DPIA. There may be a need to cycle through the process again before plans are finalised.
If a high risk has been accepted, either because it is not possible to mitigate or because the
mitigation costs are too high, there is a need to consult the Data Commissioner before

proceeding.
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1. Policy Overview
This policy outlines how the external examining processes are governed and operated in
practice on the UniHaven Level 5 Specific Purpose Certificate in International Foundation

Studies Programme (“the programme”).

2. Policy Statement
External examiners play a vital role in the wider context of quality assurance. Whether they
are reviewing the standard of examination papers or monitoring the academic standards
achieved within subjects or programmes, they ensure fairness and provide guarantees to
students and stakeholders that the College meets the relevant awards standards. The
external examiner should be satisfied that the minimum intended programme learning
outcomes accord with the relevant awards standards.' S/he should also be satisfied that the
summative assessment of students is valid and reliable to determine whether the standards
have been achieved by students and for classifying the qualifications under QQI

requirements.

External Examiners approve exam questions and the marking of them. They confirm that
the standard of assessments is consistent with that of QQI requirements for the
programme and in line with other providers who offer a similar programme.? They are also
members of the Exam Board. The Exam Board refers to the board of internal assessors and
external examiners at which recommendations concerning a student’s assessment results,

examination stage or award are approved.

External Examiners for the programme are appointed by the College under the
Qualifications and Quality Assurance (Education and Training) Act 2012. External examiners
act as independent guarantors of the examination process and are appointed by Academic
Council (AC) for a three-year term and will work with the College under the oversight of
the Academic Director. This is to ensure that the appointment is sufficiently long to allow

the external examiner to assess trends and sufficiently short to provide diversity and

' QQ)I Effective Practice Guidelines for External Examining Revised February 2015, section 1.4
2QQ)I Effective Practice Guidelines for External Examining Revised February 2015, section 1.4
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maintain the required level of independence®. Upon approval by AC, the candidate is
formally invited to become an External Examiner, is supplied with an External Examiners’
Induction Pack, and is invited to an induction process where details of the programme are
provided (e.g., module descriptors and assessment criteria). Examiners will be notified of
the timing of External Examiner activities as well as the terms and conditions of

appointment.

This policy complements UPOLO15 UniHaven Assessment and Awards Policy Rev 2 where
awards standard details are described. It also complements UPOL029 UniHaven
Collaborations and External Appointments Policy Rev 1 where nomination and agreement

forms can be found.

3. Roles and Responsibilities
The Academic Director is responsible for the appointment of External Examiners under the
auspices of AC. The Programme Manager, Teachers, internal assessors, and external
examiners together with members of the Exam Board and Appeals Board will implement
this policy for the benefit of students who can be assured that their assessments are being

marked and certification awarded in line with QQI requirements.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed timetables, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

3 QQ)I Effective Practice Guidelines for External Examining Revised February 2015, section 1.6
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4. Policy

Role of the External Examiner

The role of the external examiner is to provide independent confirmation of fair and
consistent assessment of students and to ensure consistency of assessment results with
national standards. Because the programme is designated as a Level 5 Specific Purpose

Award?, the QQI external examining requirements for FET awards® will apply.
External examiners will:

e Confirm the fair and consistent assessment of students consistent with the
College’s procedures and with QQI policy on quality assuring assessment.

e Review internal verification report(s) and authenticate the findings/outcomes.

e Apply a sampling strategy to moderate assessment results consistent with QQI
requirements®.

e Moderate assessment results under standards outlined in UPOLO15 UniHaven
Assessment and Awards Policy Rev 2.

e Visit the College and meet with the appropriate staff and students.

e Participate in the results approval process as per UPOLO15 UniHaven Assessment
and Awards Policy Rev 2.

e Identify any issues/irregularities concerning the assessment process.

e Recommend results for approval.

e Produce an external authentication report (see Appendix).

Criteria for Appointing External Examiners

The following criteria are adopted by the Academic Council for consideration during the

appointment of proposed External Examiners. External Examiners should”:

e Have experience in delivering programme assessments or work in the

industry/field.

e Agree to undertake appropriate training and attend appropriate briefings.

4QQI Awards Standards for Pre-Higher Education Foundation Awards for International Students (2015)

> Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 4.3.1
6 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 4.4
7Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), section 4.3.2
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e Have the qualities necessary to interact with learners, assessors and senior staff
members i.e., communication skills.

e Have administrative and IT skills e.g., report writing, time-management skills.

e Undertake to operate within the code of practice and guidelines issued by QQI®.

e Be available to the College at appropriate times.

e Beindependent of the College.

Also, External Examiners should:

e Have academic qualifications and/or professional expertise appropriate to the
programme being examined (minimum of an Honours Bachelor’s degree — NFQ
Level 8).

e Have at least 3 years of relevant academic experience.

e Have a willingness to devote time to their role.

e Have a willingness to arbitrate on or adjudicate on problem cases.

e Have a willingness to respond quickly to requests for comments on exam papers
and production of final reports within time deadlines.

e Be external to the College and must not be already a member of any of its other

boards or committees.

External Examiner Induction

Upon appointment by the Academic Council, External Examiners will be invited to an

induction process. Following the induction process, External Examiners should®:

e Know the College’s policy on external examination, including the reporting
requirements.

e Understand the mission of the College and its context (e.g., the Irish further and
higher education system).

e Be able to distinguish how the minimum intended programme learning outcomes
and actual learning outcomes attained by graduates compare and contrast with

similar programmes with which they are already familiar and with programmes in

8 Quality Assuring Assessment Guidelines for Providers Revised 2013 (Version 2 - revised 2018), Appendix 11
9 QQ)I Effective Practice Guidelines for External Examining Revised February 2015, section 3.2
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the same discipline for which suitable benchmarking data has been gathered by the
College.

e Know the overall structure of the programme.

e Be able to evaluate and critique the programme assessment strategy.

e Understand how the minimum intended programme learning outcomes relate to
the award standard, and how the award standard relates to the National Framework
of Qualifications (and, if the examiner is from outside Ireland, how the NFQ relates
to the other HE Qualifications Frameworks with which s/he may be familiar).

e Understand the programme assessment strategy and procedures, the grading
system and how awards are classified.

e Understand the principles of learning-outcome-based criterion-referenced

assessment.

Exam Board Meetings

At an agreed date after the examination period, the internal assessors and External
Examiners will meet to discuss assessment grades at Exam Board under the chairmanship
of the Academic Director. At least one External Examiner must be present. See UniHaven

Quality Assurance Manual Rev 2, chapter 2, for Exam Board full terms of reference.

e The Exam Board will be responsible for endorsing each set of results and for
deciding on recommendations concerning a module result or overall award.

e Examiners can expect a copy of each student’s result to be made available for review
on a table or broadsheet with other students’ results for the same course.
Examiners should see a student’s aggregate result for each module (combined
examination and continuous assessment score) and an overall result with
information indicating whether the student has passed, at which grade, if any
exemptions apply, has received a referred grade or has been recorded as
absent/deferred. Each set of results will be arranged according to programme,
module and subject.

e The Programme Manager or his/her nominee will lead the examiners in a review of
each set of results in a timely and efficient manner. Examiners are free to raise
queries during the meeting and get an opportunity to make any comments after the

completion of each set of results.
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e At the end of each set of results throughout the meeting, an official broadsheet of
results is circulated showing the results just approved. These should be signed by
the chairperson and the secretary. These sheets are usually available on white
paper.

e The secretary will keep arecord of any comments for later use.

e The signed broadsheets are sent to QQI for approval.

External Examiner Report

The external examiner issues a written report (UFORMO027 UniHaven External Examiner
Report Rev 1in the Appendix) report that addresses the following'®each time an individual
or a cohort of students is assessed. External Examiner reports and related correspondence
will be used extensively as part of the College’s programme and module reviews...see
UPOLO005 UniHaven Programme Review and Development Policy Rev 2 where, if necessary,
the College will make appropriate adjustments to the programme, a module or assessment

method, or future examination paper as recommended in an External Examiner Report.

e The evidence considered — includes meetings and interviews with students and
academic staff and others.

e The appropriateness of the College’s minimum intended programme learning
outcomes considering the external examiner’s experience and having regard to the
relevant awards standards and the NFQ.

e The External Examiner’s perception of the actual attainment of students.

e The External Examiner’s opinion of the quality of the programme (its teaching and
learning environment and its processes) as distinct from the intended programme
learning outcomes addressed previously, citing strengths and areas for
improvement.

e The quality of the assessment instruments (strategy, examination papers, etc.) and
grading rubrics/schemes etc.

e The fairness, consistency, and fitness for purpose (valid, reliable, authentic, robust)
of assessment procedures.

e The reliability of the College’s benchmarking of its assessment procedures.

e Appropriate national and international comparisons.

10QQI Effective Practice Guidelines for External Examining Revised February 2015, section 4.2
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e Any substantial concerns (even if they have already been communicated verbally)
so that these may be addressed and followed up by the College’s quality assurance
procedures.

e Evidence concerning the extent to which teaching, learning and assessment
arrangements have changed in response to the feedback provided by previous
External Examiners’ reports.

e Progress on recommendations in recent external examiner and other relevant

reports on the programme.

The External Examiner report is reviewed by the Programme Manager and Academic
Director in conjunction with the relevant internal assessors. Any issues raised by the
External Examiner are carefully considered and acted upon as appropriate. A summary of
issues raised with good practice commended is presented to the Academic Council. This
information also feeds into the programme development and review process via the
Programme Board. A formal response to the External Examiner’s report is prepared by the
Programme Manager within four weeks of receipt of the final report and approved by the

Academic Director.

External Examiners — Internal Assessor Conflict

It is not in the interests of the College, the External Examiner, or the internal assessor that
conflicts arise and are not resolved'. With the best of intentions on the part of all parties,
disagreements can occur, and conflicts identified by the Programme Manager that may
exist between External Examiners and internal assessors will be resolved as per the below

guidelines:

e The protection of the integrity of the College’s assessment grading and awards
standards in the interests of students is paramount and a resolution of the conflict
will be dealt with in this context without compromising the rights of the people
involved.

e Any conflict will be dealt with via Exam Board where the Academic Director, as

Chair, will consider all views and decide that all parties are expected to comply with.

1 QQI Effective Practice Guidelines for External Examining Revised February 2015, section 2.2
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5. Procedures and Forms
The Appendix contains the following External Examiner Report. Procedures for nominating
External examiners and the External Examiner Agreement signed by External Examiners as
they agree to take up this role with the College are contained in UPRO009 UniHaven

External Examiners and Members Selection Procedure Rev 1.
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UFORMO027 External Examiner’s Report Rev 1

Date

Programme Details

Programme Reference

Award Title:

Area Of Specialisation
(ISCED CODE):

02.3.1

Main Modes of Delivery
Offered:

Stage (1,2,3,4,..., or
Award Stage):

Semester (if applicable
indicate whether first or

second):

Classification
Distribution and
Trend

Current
Year

Previous
Year

Previous
Year

Previous
Year

Previous
Year

% H1/D

% H21/M1

% H22/M2

% P

Completion Rate
Data

Number who started
the programme

Number who started
the stage

Number who
completed the stage
(i.e. attempted final
stage

examinations)

External Examiner
Details

Name

Main Employment

Email address

Other contact details

Please consult Effective Practice Guideline for External Examining Revised
2015 and Assessment and Standards Revised 2013 for more detailed

information concerning expectations. If you require further guidance on

completing the report please contact the Academic Director, via the
following email address:
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In presenting opinions under the following headings the external examiner should make
national and international comparisons.

The text in red italics is explanatory material and may be deleted by the external
examiner when completing the report.

1 The Evidence Considered

The purpose of this section is to indicate how well informed the external examiner is
about the provider, the programme and its context. Summarise the documentary
evidence considered (seeEffective Practice Guideline for External Examining Revised
2015) and any visits, meetings and interviews with learners and academic staff and
others.

2 Minimum Intended Programme Learning Outcomes

The purpose of this section is to comment on the educational objectives including their
explicitness,appropriateness and consistency standards with the relevant awards
standards and the National Framework of Qualifications. If there are gaps these should
be identified. If the standard is too low this must be stated explicitly so that it can be
addressed.

3 Actual Attainment of Learners

This section should present external examiner’s informed perception of the actual
attainment oflearners (knowledge, skill and competence). This is the most important
finding of the external examining process. This should be based on consideration of:

« The provider’s assessment instruments (e.g. assessment strategies, examination
papers, markingschemes), procedures and findings

« Representative samples of learner responses to assessment tasks (e.g.
examination scripts,dissertations, etc.)

* Interviews with learners
« Benchmarking data prepared by the provider
« Anyother appropriate evidence

In presenting those perceptions the external examiner should make national and
international comparisons. Opinions (e.g. satisfaction with the actual attainment) should
be explained (e.g. byoutlining the rationale and criteria).

4 The Programme

Often external examiners’ experience of the programme might lead to suggestions
about particularaspects of the programme. This might involve the curriculum or the
approach to teaching and learning. This section should identify some notable strengths
and areas for improvement. It is not intended that the external examiner would attempt
to systematically review the programme.
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5 Assessment Procedures
The external examiner plays a vital role in the ongoing quality assurance and
enhancement ofassessment. This section should address:
« The quality of the assessment instruments (programme and module strategies,
examinationpapers, dissertation guidelines, etc.) and scoring rubrics/schemes etc.
 The fairness, consistency and fitness for purpose (valid, reliable, authentic,

robust) of assessmentprocedures.
 The reliability of the provider’s benchmarking of its assessment procedures.

6 Trends

Evidence concerning the extent to which teaching, learning and assessment
arrangements havechanged in response to the feedback provided by previous external
examiner reports; and

Progress on recommendations in recent external examiner and other relevant reports
on theprogramme.

7  Conclusions and Recommendations

External examiners’ signature, date
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Equality (Miscellaneous Provisions) Act 2015.

The Criminal Justice (Spent Convictions and Certain
Disclosures) Act 2015.

UPOLO12 UniHaven Garda Vetting Policy Rev 1
UPROO001 UniHaven Garda Vetting Procedure Rev 1
UPOLO014 UniHaven QQI Blended Learning Policy Rev 1
UPOL020 UniHaven Data Protection Policy Rev 1
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1.

Policy Overview

This policy outlines how the College recruits and selects staff. It exists to

Demonstrate a commitment to a fair, consistent and transparent process that duly
reflects the equality of opportunity in the College’s recruitment and selection
practices.

Ensure all applicants are considered based on their merits and relevant abilities for
any role in support of the College’s diversity and inclusion aims as an international
and multicultural education institution.

Provide a robust framework for the recruitment and selection of staff ensuring that

the most suitable candidate is appointed to each role.

2. Policy Statement

The College wishes to ensure that there is a systematic approach to the fair and transparent

recruitment of staff as guided by QQI', namely that procedures for recruitment address:

Roles, responsibilities, and codes of conduct.

Academic/professional/technical standards for all staff and how these are
maintained and enhanced.

Pedagogical standards for teaching staff and how these are maintained and
enhanced.

Benchmarking staff profiles (at a programme level) with those of similar providers.
Recruitment, selection, probation, and tenure.

Collection and use of regular and timely learner and other relevant feedback on the
teaching staff.

Pedagogical training and certification of teaching staff.

Performance management.

Besides, all recruitment and selection practices are performed in compliance with the

following Irish legislative requirements:

Employment (Miscellaneous Provisions) Act 2018:

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 4.1
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e Minimum Notice and Terms of Employment Acts 1973-2005.
e Industrial Relations (Amendment) Act 2015.
e Organisation of Working Time Act 1997.

e Organisation of Working Time (Records) (Prescribed Form and Exemptions)

Regulations 2001.

e Safety, Health and Welfare at Work Act 2005 (as amended): replaced the provisions
of the Safety, Health and Welfare Act 1989.

e The Employment Equality Acts 1998-2015.

e Equal Status Acts, 2000 to 2004.

e Equality (Miscellaneous Provisions) Act 2015.

e The CriminalJustice (Spent Convictions and Certain Disclosures) Act 2015.
e Protection of Employees (Part-Time Work) Act 2001.

e Protection of Employees (Fixed-Term Work) Act 2003.

e Caralnclusion Charter - https://caracentre.ie/sport-inclusion-disability-charter/.

3. Roles and Responsibilities

This policy is relevant to the recruitment and selection of all staff, whether full-time or part-
time, whether academic, managerial, or administrative. It is the responsibility of the HR,
DPO and People Officer (“People Officer”) or their designee to ensure that this policy is
implemented in full. The Programme Manager is responsible for ensuring that College staff
selection results in the appointment of staff who are a true reflection of the type of people-
centred educator it wants to be. All staff are expected to comply with UDCO005 UniHaven
Code of Ethics Rev 1.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being

implemented as intended. In the latter context, the Academic Director will inspect a
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sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

4. Policy
It is important to the high quality of education and student care that the College strives to
provide that academic and administrative staff have sufficient experience and expertise to
fulfil their designated roles. Recruiting the right staff helps to enhance the teaching and
learning environment for students such that they will achieve their academic and career
goals. Teaching and student support staff roles are critical to the levels of engagement
students have while studying at the College and the degree to which they are satisfied with
the overall study abroad experience while studying in Ireland. These roles are held by staff
who, as student-facing staff, are tasked with being the main point of contact with students
and are likely to be the ones most likely to detect and observe the learning or non-learning
issues that cause most concern to them. For these reasons, the recruitment and selection
of staff at the College are paramount to making sure that the College ethos, mission, values,

strategic priorities, and programme objectives are all achieved.

Principles

The College commits to:

e Operating a competitive recruitment process founded upon a fair, open and
transparent approach designed to enable the selection of the most suitable person
from the widest possible range of suitable applicants. It is mandatory for staff
involved in recruitment and selection to complete the following or equivalent
training to ensure a fair and impartial approach is taken to staff recruitment:

. Unconscious Bias (online) -
https://www.mslearning.microsoft.com/course/72169/launch.

. Recruit and Selection (online) -
https:/www.open.edu/openlearn/money-business/human-
resources/human-resources-recruitment-and-selection/content-
section-0?active-tab=description-tab.

e Ensuring that all candidates are treated fairly, with dignity, respect, and courtesy,

and ensuring a positive candidate experience.
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e Attracting and engaging staff from a wide and diverse background and proactively
seeks to avoid unfair bias in its processes. We encourage the recruitment of staff
with disabilities and will make reasonable adjustments at all stages of the
recruitment process as required.

e Promoting best practices in recruitment and selection and will continuously
develop innovative attraction and delivery strategies in our practices.

e Treating all documentation relating to applicants confidentially under data

protection legislation and our UPOL020 UniHaven Data Protection Policy Rev 1.

e Encouraging applications from all suitably qualified candidates. If necessary, the
successful candidate is required to provide appropriate documentary evidence of
their right to work in Ireland before taking up their employment.

e Ensuring academic staff are recruited with sufficient competence and expertise to
teach their assigned programme and modules including its Blended Learning
aspects®. An appraisal of the teaching (including assessment) ability of Teachers is a

key part of the selection procedures.

There are three key stages in the College’s recruitment and selection procedure, namely
Planning, Selection, and Verification and Offer. These procedures are outlined fully in

section 5.

Selection Criteria

The selection criteria for the key College roles are described below.

Academic Director Selection Criteria

e Essential Requirements
o Masters qualified with a recognised TEFL certification.
o 5+ years of teaching experience in a QQIl or equivalent accreditation
environment, at least 2 of which are in a multicultural environment.
o Curriculum design.
o 2+ years’ experience in managing programmes.

o Experience in online teaching, assessment, and support.

2 Statutory Quality Assurance Guidelines for Providers of Blended Learning Programmes, section 3.1.3
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O

O

Must be comfortable with change/flexibility, working on own initiative, working
in and with a small team.

Garda Vetting.

e Desirable Requirements

O

O

PhD with 2+ years of centre management experience.

Has taught overseas.

Programme Manager Selection Criteria

e Essential Requirements

@)

@)

O

Degree qualified at NFQ level 8 minimum.

3+ years of secondary, further, or higher education teaching experience in a
related discipline, at least 1 of which is in a multicultural environment.
Curriculum design with experience in teaching, assessment, and learning
support.

1+ years’ experience in managing programmes.

Must be comfortable with change/flexibility, working on own initiative, working
in and with a small team.

Garda Vetting.

e Desirable Requirements

o Masters qualified.
o A recognised TEFL certification (CELTA, Trinity TESOL or QQI Certificate in
Teaching English as a Second or Other Language (TESOL) - NFQ level 7 (Special

Purpose Award)).

o l+years’ experience in centre management.

o Teaching qualification.

Teacher Selection Criteria

e English Teachers
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o Essential Requirements
. Degree qualified at NFQ level 8 minimum.
. Recognised TEFL certification (CELTA, Trinity TESOL or QQI

Certificate in Teaching English as a Second or Other Language
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(TESOL) - NFQ level 7 (Special Purpose Award))

. English teaching experience — 3 years minimum.
. Experience in teaching, assessment and learning support.
. Garda Vetting.
o Desirable Requirements
. MA TESOL, Applied Linguistics, or related discipline.
. Teaching qualification.

e Academic Module Teachers
o Essential Requirements
. Degree qualified at NFQ level 8 minimum in a related discipline.
. 3+ years of secondary, further, or higher education teaching
experience in a related discipline, at least 1 of which is in a

multicultural environment.

. Experience in teaching, assessment and learning support.
. Garda Vetting.
o Desirable Requirements
. Postgraduate degree in a related discipline.
. Teaching qualification.

Student Support Officer Selection Criteria

. Essential Requirements

o Degree-qualified at NFQ level 7 minimum or equivalent work experience.

o Excellent administrative and organisational skills with the ability to prioritise
their work to meet deadlines.

o Good IT skills, experience working with MS Office.

o Excellent interpersonal skills including both verbal and written
communication.

o Garda vetting.
o Desirable Requirements

o Experience in a similar role with an international provider or higher

education institution.
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o Experience in working with and providing both administrative and pastoral

support to students.

5. Procedures and Forms

Planning

The recruitment and selection process will not commence until the need for a role has
been established consistent with the College strategic priorities and its budgetary
constraints. The Executive Management Team (EMT) signs off on all new roles. Before
signoff is secured, a Manager or Officer must present a business case to EMT to justify the

rationale for proposing any new role. This rationale should include at a minimum:

e The role proposer is tasked with refining the role description for the role outlining
the aim of the role, its key responsibilities, the skills, and competencies needed for
the role, the level of experience required and the required qualifications, both
essential and preferred.

e The workload rationale explaining why the workload relevant to the proposed role
cannot be done by someone else, by a reorganisation of workload allocations
among existing staff or by technology improvements that minimise existing staff
workloads...see also UPOLO11 Academic Workload Allocation Policy Rev 1 for
recommended workload allocation approaches.

e |If the proposed role is full time or part-time.

e The cost-benefit analysis relevant to the proposed role includes financial and non-
financial factors.

e |Ifthevacancyisforarole to befilled overseas (e.g., an overseas student recruitment
role), the same processes will apply but the terms and conditions will be a mix of
those relevant to Irish employment laws, terms and conditions and those required

to satisfy the legislation of the country in which the role will be located.

If EMT is satisfied with the rationale presented, the role is signed off together with the
salary band and benefits applying, as well as the advertising budget and location. All roles
will be open to internal and external applicants. Preparation for the selection stage then

starts.
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Selection

The role proposer consults with the People Officer who oversees the section process. The

following aspects of selection are key to the successful appointment of a new role holder

at the College:

e Advertising

o

(¢]

The People Officer is responsible for placing recruitment advertisements for
staff.

A budget will have been assigned by EMT.

An advertising location will have been guided by EMT, but all vacancies will
be advertised on internal and external company websites.

Adverts will utilise proactive and positive language, reflecting a desire to
attract diverse applicant pools and in line with staff training — see section 4.

Adverts will reflect the selection criteria for the role.

e C(Closing Date

o Vacancies will be advertised for between 2 and 4 weeks with the more senior

roles being advertised for a longer period.

e Membership of Selection Committee

o The People Officer will decide on the composition of the interview Selection

Committee. The People Officer will be one of a minimum of three
committee members, with at least one other being the Line Manager of the
role being filled, i.e. for Teachers, the Line Manager will be the Programme

Manager who is also a qualified teacher.

e Shortlisting
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The Selection Committee carries out the initial shortlisting of applications
by comparing evidence in the application against the essential and desirable
criteriafor the post as set out in the job description. Such decisions and their
rationale are recorded by the People Officer. It is important to remember
that individuals may challenge any shortlisting decision and may seek
feedback accordingly. Shortlisting decisions must be fair, objective, non-
discriminatory, and properly recorded.

Where a candidate does not meet one or more of the essential criteria, the

role must be re-advertised until suitable candidates have been identified.



Where many applicants appear to meet the essential criteria then the
desirable criteria should be used to identify those who are most suitable to
be invited for an interview.

The People Officer contacts interviewees, ideally at least three, and prepares

the interview assessment sheets for the interviews.

e The Interview

o
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All shortlisted candidates will be seen and considered by the same Selection
Committee and should typically be interviewed on the same day. Where this
is not possible, the interviews should be held over as short a period as
possible.

Video conferencing facilities are available and should be considered as
needed. Candidates will be offered additional support and will make
reasonable adjustments as required.

Before interviews being held, each member of the Selection Committee

should:

. Review the role description.
. Assess the application form/CV of each applicant.
. Review the essential & desirable criteria and identify areas for

further exploration/ questions and the sequencing of these.

. The People Officer will take responsibility for this discussion and
coordinate the question set and the allocation/ordering of these
via Committee members. All candidates should broadly be asked
the same set of questions.

Presentations on areas such as strategy, college management etc. are
included as part of the selection process for EMT and Academic
Management roles.

Presentations to assess pedagogical standards, teaching and assessment
ability, and teaching style are included as part of the selection process for
Teachers where Teachers will be asked to ‘teach’” a sample of programme
content on which they will be assessed by the interview panel.

Interview Assessment Forms mirroring the criteria from the role
descriptions will be prepared by the People Officer and supplied to all
Selection Committee members. After each interview, all members of the

Selection Committee should record their comments and rate each
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candidate against the pre-determined essential and desirable criteria from
the job description in the Interview Assessment Form.

o One Interview Assessment Form representing the collective view of the
Selection Committee should be completed for each candidate after the
interviews have concluded.

o Where consensus is reached by the Selection Committee, there is no need
for further discussion. Further discussion is however necessary where there
is not complete agreement on the interview assessment of each candidate.

o The interview outcome and justification for a recruitment decision should
be recorded on each form to ensure the process is suitably robust and
transparent. This will enable the College to demonstrate that the most
suitably qualified candidate is appointed along with the requisite
documentary record of the decision and will enable constructive feedback
to be provided to candidates on their request.

e Recommendation

o Once apreferred candidate has been identified by the Selection Committee,
the People Officer will formally notify EMT of the decision and seek their
approval to proceed. The EMT reserves the right to call for a second
interview and/or to have the CEO or Academic Director (as relevant to the
role) discuss the proposed role with the proposed candidate. Should a
second interview be required, it will follow the above process.

e The People Officer will issue all post-interview correspondence, including regret
communications. Once selected, all staff will be issued with a statement of
employment, an employment contract, and a copy of UDOCO007 UniHaven

Employee Handbook Rev 1 that forms a part of the contract.

Verification and Offer

The formal written offer of employment and written particulars of terms and conditions of
employment will be issued by the People Officer, typically following verbal or email
acceptance by the preferred candidate. The candidate is asked to accept the offer in
writing by a specified date. All offers are conditional on the successful candidate meeting

the following requirements:
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e Verification of qualifications

O

O

Original qualifications will be checked and verified by the People Officer.

If the evidence of any candidate’s qualifications shows that such candidates
do not meet the minimum selection criteria in this aspect, whether through
candidate oversight, error or through misinformation, such candidate will
no longer be considered for the role in question and may be dismissed or
removed from teaching duties if such fact is uncovered after being

appointed to arole.

e References

@)

The People Officer will seek at least two verbal employment references for
external candidates once approval has been given by the candidate.
References are not required for internal candidates.

The purpose of an employment reference is to obtain information about the
employment history of a candidate. References require to be treated with
caution due to the potential for bias whether favourable or unfavourable to
a candidate.

In the event of the People Officer or Line Manager having any concern
regarding a reference, they should discuss this immediately and resolve by
either seeking additional information from or about the candidate or
declining the candidate, in which case the second most suitable candidate

will be offered the role.

e Occupational Health (if appropriate)

O

An Occupational Health referral may be required for certain roles or where
any potential health issues have been identified during the recruitment

process.

« Garda Vetting (mandatory)

©)
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All candidates who are successfully appointed to a new role at the College
must have Garda Vetting because it teaches students under the age of 18.
Garda Vetting is completed as per UPOL012 UniHaven Garda Vetting Policy
Rev 1 and UPROO0O1 UniHaven Garda Vetting Procedure Rev 1 and is
coordinated by the Child Protection Officer.
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Appendix

Sample Job Advertisement - Academic Director

We are now hiring an experienced Academic Director to lead the academic function as it

established its network of overseas and local international teaching colleges and begins its

online programmes. The ideal candidates are flexible and experienced academic directors

with an international education background or academic managers who feel they are ready

to step up into a more senior role.

Essential Requirements

e Essential Requirements

(0]

O

(0]

o

Masters qualified.

Recognised TEFL certification.

5+ years of teaching experience in a QQI or equivalent accreditation
environment, at least 2 of which are in a multicultural environment.
Curriculum design.

2+ years experience in managing programmes.

Experience in online teaching assessment and support.

Must be comfortable with change/flexibility, working on own initiative, working
in and with a small team.

Garda Vetting.

e Desirable Requirements

o

o

O

PhD.
2+ years of centre management experience.

Has taught overseas.

Job Benefits

e Salaryrange: €TBC

e 25days annual leave
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Sample Role Description — Academic Director

Academic

Meeting UniHaven Academic Objectives

Business

Managing UniHaven Student Admission and Partner

Requirements

Compliance

Meeting UniHaven Quality Assurance and
Regulatory Compliance Objectives

Working with the CEO

e Promotion and Representation of the
College Externally.

e Leading all aspects of our Academic
Department.

e Overseeing Programme Review and
Development.

e Enhancing Teaching and Learning.

e Enhancing the Student Experience.

Working with the CEO and CRO

e Implementing UniHaven Strategic Objectives.

e Supporting the Efforts to Bring in Additional
Revenue.

e Setting, Monitoring and Control of College
Budgets.

e Management of Academic Workload and
Performance.

e Management of Academic Administration and
Structures.

e Academic Facilities and IT
Coordination/Management.

Working with the CEO

e Enforcing Academic Standards, Quality
Assurance and Student Policies.

e Managing and Updating College Policies.

e Upholding College Governance and
Accountability.

e Overseeing Accreditation Processes
including Programme Validation and
Revalidation in Ireland.

e Compliance with all UniHaven and Local
Legislative Requirements.

Staff

Valuing and Managing Staff in the Achievement of UniHaven Goals and Objectives

Working with the CEO

Taking Ownership of Academic Staff Recruitment, Evaluation and Retention.

Staff Development.
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Sample Interview Assessment Forms — For Academic Director Interviews 1 and 2 — To Be Modified for Other Roles

Key Questions

Expected Points to Mention

Very
Poor

Poor

Good

Very
Good

Excellent

Tell us your understanding of this role?

Thoughts generally

What appeals to you about the role that eld to you applying?

Desire for role

Tell us why you believe you are suited to the role?

Self-awareness v understanding of the role

Why do you want to want to work in this international
education industry

Industry knowledge

In the future, what do you believe are the greatest challenges
this industry will face?

Industry knowledge

What is your greatest failure and what did you learn from it?

Self-reflection and attitude to setbacks

What is the most important aspect of taking a programme and
creating deliverable content and timetable for it?

Know-how and student focus

What understanding do you have of QQI accreditation and
overseas equivalents?

Know-how

What experience have you of small business, startups, and
what do you think are the most important qualities for
someone to succeed in such environments?

Understand needs of small business, flexibility,
can-do, juggling....

What challenges and opportunities does online learning
present?

Student engagement, content
design/presentation, delivery

What are the key differences between teaching and managing
others to teach/managing academic units?

Academic, management, operations, finances,
facilitator

When were you most satisfied with your job?

What excites them

How would your colleagues describe you?

Self-awareness — modesty/self-criticism,

Overall Rating
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Key Questions

Expected Points to Mention

Very
Poor

Poor

Good

Very
Good

Excellen
t

Tell us what you expect to help UniHaven to achieve in the next
6 months (i.e. the pre-I/V request)

Key Priorities of Accreditations, Programme
Design for Online, Staff Hiring, Overseas
Oversight

Their approach to planning and stakeholders —
i.e. Gantts, process-driven etc.

Use of KPIs to measure success — which KPIs

What needs to happen for a programme to go from an outline to
being delivered in class virtually or physically?

Understanding of learning outcomes
Develop student-centred content
Hiring the right teachers and support staff

How do you approach the maintenance of very high QA
standards for our programmes and our overseas colleges

Focus on processes as required by accrediting
bodies

KPIs to evidence the assurance needed
Stakeholder surveys for feedback

Staff engaged, motivated, and bought into QA

How do you ensure that the academic division and staff uphold
our brand and our values in their working lives?

Being brand ambassadors

Walking the talk re our values

Being present with and for staff to have your ‘ear
to the ground’

How do you know if our colleges are meeting our academic
expectations?

Use of salient KPIs
Asking staff and students
Asking university partners

What do you do if you believe we are recruiting the wrong type
of student?

Gather evidence
Raise at senior level in a constructive manner

Overall Rating
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Offer Letter of Employment

(May be customised further to suit the role)

Date:
Employee Name:

Employee Address:

Dear p

| am pleased to offer you an appointment with our staff. This is a permanent position
subject to the satisfactory completion of a probationary period of six months for the start
of employment. The Company reserves the right to extend the probationary period, but

in any case, it will not be extended beyond 12 months.

During the probationary period, employment may be terminated at the Company's
absolute discretion. In such a case you will be entitled to 1 weeks’ notice, after the

completion of 13 weeks of service.

You are being offered a position in our team/department.
Position:

Your Position will be:

Your Manager will be:

Location: The company premises are at , where you shall

be presently employed, however, you may be relocated in the future

and you will be given notice before this occurring.

On your first day of employment with the company, you should

report to at am at the above address.

Commencement Date: Your appointment will commence on the

and will not continue beyond your 66" Birthday. (or some other

agreed year)
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Duties: Please refer to your Job Description attached.

Salary: Your salary will be € per annum, and will be paid

monthly/weekly/ by cheque/direct debit etc.

Hours of Work: The Company operates from to
Work hours are from to
You will be required to work hours per week.
Sick Pay: The Company does/does not (adjust before issuing) operate a sick pay

scheme. The company, therefore, is not obliged to pay you during any
absence on grounds of illness, and in such event, you should avail of the

appropriate Department of Social Protection benefits.

Law: Irish Law shall govern this agreement and disputes arising under or about it

should be subject to the exclusive jurisdiction of the Irish Courts.

I will be happy to go into more detail with you on the enclosed terms and conditions of
employment if you wish and if you have any queries, please do not hesitate to contact me

on

Please acknowledge acceptance of this offer on the terms stated by signing and returning
the enclosed copy of this letter. This offer of employment will remain open until pm

on

Yours sincerely,

Manager (on behalf of the Company)
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Data Retention Policy

Quality Assurance Manual (QAM) Chapter 9

Document Name

Data Retention Policy

Procedure
Document Number

UPOLO23

Version Reference

Rev.1

Document Owner

Academic Director

Roil i Nigiesl | o com BRG

Responsibility

Approved By Academic Council (AC)

Approval Date 2.3.2023

Date Policy

Becomes Active 1:4.2023

Revision Cycle Annually

Revision

History/Amalgamat | Revised for text errors post programme validation

ion History

Additional

Information N/A
UDOCO000 UniHaven Quality Assurance Manual Rev 2
Statutory Quality Assurance Guidelines developed by QQI for use by all
Providers (2016)
Statutory Quality Assurance Guidelines developed by QQI for
Independent/Private Providers coming to QQI on a Voluntary Basis (2016)
The Data Protection Acts 1988 and 2003 (as amended)
Data Protection Legislation including Article 5 guidelines on (GDPR)
General Privacy Data Regulations
UPOL020 UniHaven Data Retention Policy
UPOL024 UniHaven Data Security Policy

References/ A Guide for Data Controllers — Data Protection Commissioner

Supporting Data Protection Regulation 2018

Documentation https://www.dataprotection.ie/docs/ GDPR/1623.htm

European Communities (Electronic Communications Networks and Services)
(Privacy and Electronic Communications) Regulations 2011 (S.I. No. 336 of
2011)

Data Protection Commissioner (www.dataprotection.ie)

A Guide for Data Controllers (Office of the Data Protection Commissioner)
http://www.dataprotection.ie/docs/a_guide for data contollers/696.htm
Personal Data Security Breach Code of Practice (29 July 2011)
http://www.dataprotection.ie/docs/Data_Security Breach Code of Practice

/1082.htm
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1. Policy Overview

From the 25th of May 2018, the General Data Protection Regulation (the GDPR) impose
obligations on the College, as a Data Controller, to retain the data for no longer than is
necessary to achieve those purposes. This policy outlines the College’s policy to comply

with the GDPR requirements for data retention and data destruction.

2. Policy Statement
This policy is written in line with data protection requirements as outlined below and in

line with QQI requirements that call for the use of nominated data retention periods’.

Under GDPR, individuals have a right to be informed about how their personal data is
processed, used, stored, and destroyed. The GDPR sets out the information that the
College should supply to individuals and when individuals should be informed of this
information. The College is obliged to provide individuals with information on data
retention periods or criteria used to determine the retention periods and this policy has
been written to set out the College’s approach in these contexts. Under principle 7 of Data
Protection Law, the College will only retain personal data for as long as needed and under
any other legislative requirements on retention of such records. Should data need to be

retained for research or similar purposes, it will be fully anonymised before being retained.

The College will take steps to destroy personal data records securely as they become
redundant. At a minimum, there will be an annual review by business units of data that
may now be destroyed (as per the Retention Schedule in the Appendix), and action will be
taken accordingly. UPOL020 UniHaven Data Protection Policy Rev 1 outlines the different
types of data and provides the College’s overarching approach to data protection. This

policy should be read in tandem with it.

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 8.6
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3. Roles and Responsibilities
Our Data Protection Officer, in conjunction with our Executive Management Team (EMT),
is responsible for implementing this policy but all staff must comply with data protection
requirements generally for the benefit of students, staff and stakeholders from whom we
collect, process, and retain personal data. The Academic Director is responsible for
ensuring that policies are developed and maintained, that they remain fit for purpose, that
they remain in compliance with QQI guidelines, that they are updated as per agreed
timetables, and that they are being implemented as intended. In the latter context, the
Academic Director will inspect a sample of policies each year to check for the correct
implementation and bring the findings to AC as part of the annual QA/QQI review and

reporting process.

4. Policy

Grounds for processing

Under the GDPR, the College is required to provide data subjects with the legal grounds
or lawful basis that they are relying on for processing personal data. The legal grounds for

processing personal data are as follows:

e Consent.

e Performance of a contract.
e Legal obligation.

e Vital interest.

e Public interest.

e Legitimate interests.

The above grounds are explained in more detail in UPOL020 UniHaven Data Protection
Policy. If there is no justification for retaining personal information, then that information

should be routinely deleted.

Further Retention and Processing Consent

Information should never be kept just in case a use can be found for it in the future. If the
College wants to retain any personal data to help it to improve in any aspect, it must obtain

consent from the relevant data subject for further processing and retention. Further
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retention of the personal data should be lawful only when it is compatible with the
purposes for which it was originally collected. In this case, no separate legal basis is
required - it should be relied on where it is necessary, for exercising the right of freedom
of expression and information, for compliance with a legal obligation, for the performance
of a task carried out in the public interest or in the exercise of official authority vested in
the data controller, on the grounds of public interest in the area of public health, for
archiving purposes in the public interest, scientific or historical research purposes or

statistical purposes, or for the establishment, exercise or defence of legal claims.

Right of erasure

Individuals have the right to have their personal data erased and no longer processed in

the following circumstances:

e Where the personal data is no longer necessary concerning the purposes for which
they are collected or otherwise processed.

e Where adatasubject has withdrawn his or her consent or objects to the processing
of personal data concerning him or her.

e Where the processing of his or her personal data does not otherwise comply with
the GDPR.

e Where the data subject has given his or her consent as a child and is not fully aware
of the risks involved by the processing, and later wants to remove such personal
data, especially on the internet. The data subject should be able to exercise that

right even though he or she is no longer a child.

Retention Requirements

The College is required to retain certain records, usually for a specific amount of time. The
accidental or intentional destruction of these records during their specified retention

periods could result in the following consequences:

e Fines and penalties.
e Loss of rights.
e Obstruction of justice charges.

e Contempt of court charges.

41 Page



Serious disadvantages in litigation.

Certain records must be retained because they contain information that:

o Have enduring College value (for example, they provide a record of a
commercial transaction, evidence the College’s rights or obligations, protect
its legal interests or ensures operational continuity.

o Satisfies legal, accounting, or other regulatory requirements.

The College must balance these requirements with its statutory obligation to only keep
records for the period required and to comply with data protection principles. The
retention schedule in the Appendix sets out the relevant periods for the retention of

College data and documents.

Types of Data

The different types of data to include records, disposable information, personal data, and

confidential information belonging to others is outlined.

Records

A record is any type of information created, received or transmitted in the transaction of
the College day-to-day running, regardless of physical format. Examples of where the

various types of information are located are:

e Timetables and calendars.

e Tutorial or other learning support recordings.
e Computer programs.

e Contracts.

e Electronicfiles.

e E-mails.

e Handwritten notes.

e Invoices.

e Letters and other correspondence.

e Memoryin mobile phones and PDA:s.

¢ Online postings, such as on Facebook, Twitter, Instagram, LinkedIn, and other sites.
e Performance reviews.

e Voicemails.
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Any paper records and electronic files that are part of any of the categories listed in the
Records Retention Schedule contained in the Appendix must be retained for the
respective periods indicated. A record must not be retained beyond the period indicated
in the Record Retention Schedule unless a valid College reason (or a litigation hold or
other special situation) calls for its continued retention or in cases where further consent
for processing and retention has been secured from the relevant data subjects. Contact
the Data Protection Officer should further clarification be needed on a case-by-case basis

by emailing dpo@unihaven.ie.

Disposable Information

Disposable information consists of data that may be discarded or deleted at the discretion
of the user once it has served its temporary useful purpose and/or data that may be safely

destroyed because it is not a record as defined by this policy. Examples may include:

e Duplicates of originals that have not been annotated.

e Preliminary drafts of items such as but not limited to letters, memoranda, reports,
timetables, correspondence, programme content, assessment strategies and
informal notes that do not represent significant steps or decisions in the
preparation of an official record.

e Books, periodicals, manuals, learning and development material, and other printed
materials obtained from sources outside of the College and retained primarily for
reference purposes.

e Spam and junk mail.

Personal Data

Personal Data is defined as any data which can identify an individual either on its own or
when combined with other data which we possess. Some examples of personal data
include names and addresses, email addresses. See further information on personal data

in UPOL020 UniHaven Data Protection Policy Rev 1.
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Confidential Information Belonging to Others

Any confidential information that a staff member may have obtained from a source outside
of the College must not, so long as such information remains confidential, be disclosed to,
or used by the College. Unsolicited confidential information submitted to the College

should be refused, returned to the sender where possible and deleted.

The role of the Data Protection Officer in Data Retention

The responsibilities of the Data Protection Officer include advising the Academic Director

about:

e Arranging for the proper storage and retrieval of records, coordinating with outside
vendors where appropriate.

¢ Handling the destruction of records whose retention period has expired.

e Planning, developing and prescribing document disposal policies, systems,
standards, and procedures.

e Monitoring departmental compliance so that management and staff know how to
follow the document management procedures.

e Developing and implementing measures to ensure that it is clear what the College
is retaining and where it is stored, that only authorised users to have access to the
information, and that the College only retains the information it needs.

e Identifying essential records and establishing a disaster plan for each office and
department to ensure maximum availability of UniHaven’ records to re-establish
operations quickly and with minimal interruption and expense.

e Determining if the College’s document management program and its Records
Retention Schedule follows the relevant legislation.

e Ensuring that the maintenance, preservation, storage, and destruction of College
records is carried out under this policy and in line with QQI requirements for

information management.
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5. Procedures and Forms

UPROO012 UniHaven Data Subject Access Request Procedure Rev 1and UPROO013 UniHaven
Data Security Breach and Reporting Procedure Rev 1 complement this policy. The

procedure for records disposal as outlined below.

Record Disposal Procedure
The College acknowledges its duty to dispose of records securely and this will be done as

follows:

e When hard copy records are to be destroyed as per the Retention Schedule in the
Appendix, this should be done by a GDPR-compliant shredding provider and
records of such destruction kept for larger volumes or by College staff using the
College own office shredders for smaller volumes.

e When I.T. equipment becomes redundant, all storage devices associated with that
equipment must be securely destroyed by a GDPR-compliant computer equipment
destruction provider so that any data on the storage device may no longer be
retrieved. The contracting organisation should also sign off to certify that the
records were destroyed.

e Datathat is stored in electronic form and then destroyed should have any backup
copies of it destroyed simultaneously. When the original data is destroyed, any
backups that are not destroyed with it become the only copy and become subject
to the Data Regulations Acts' full requirements. The contracting organisation

should also sign off to certify that the records were destroyed.

e When records are destroyed, a register of destruction should be kept in perpetuity
so that there is always a back reference to what records were disposed of and when.
Where personal data is destroyed, the date of the destruction event should be
captured for each record, along with the procedure that was used, the person who
oversaw the destruction, their department, by whom the authority was given to
destroy the records, and the data subject’s name, contact details, and any other

relevant information that identifies them.
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Appendix

Record Retention Schedule

The College has outlined its retention periods for specific categories of records. Staff
should give special consideration to the categories of documents listed in the record
retention schedule below. Avoid retaining arecord if there is no College reason for doing

so and consult with the Data Protection Officer if unsure.
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1. College-wide Records

Owner

General class of Records held

1.1. General Administrative Records

CEO

CEO

CEO

Academic Director

Academic Director/
Programme Manager

CEO, Academic
Director
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Strategic Plans

Records of Board of Directors, EMT,
Academic Council and related committees,
e.g.,agenda, minutes, documents relating
to agenda items i.e., reports etc.

Institute organisational structure

Quality Assurance Manual, and associated
policies, procedures, forms, manuals, and
handbooks

Records of committees, e.g., agenda,
minutes, documents relating to agenda
items i.e., reports etc.

Institute risk register, local risk registers

Default retention period

Retained no longer than is necessary for
the purposes for which it was processed

Retained no longer than is necessary for
the purposes for which it was processed
Retain current until superseded

Retain current for 3 years or less if
superseded

Retain for 5 years, or until actions are
completed

Retain for 5 years after superseded

Final Disposition

Appropriate filing/archiving

Appropriate filing/archiving

Appropriate filing/archiving

Confidential shredding/secure
deletion of electronic records

Confidential shredding/secure
deletion of electronic records

Confidential shredding/secure
deletion of electronic records



Owner

CEO

Chair of Meeting

All

All

All
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General class of Records held

Projections and statistical analysis

Handwritten notes taken by recording
secretary present at meetings

General (non-HR) written
allegations/complaints; records
received/created because of investigating
allegations/complaints

Routine administration records

General correspondence, including emails

Default retention period

Retain for current plus 6 years

Retain until minutes have
been agreed and signed by
Chair at following meeting of
the committee

Retain for 5 years after
resolution of complaint from
date of last correspondence

Retain for current year, or
until they cease to be of
administrative use.

Retain for current year, or
until they cease to be of
administrative use

Final Disposition

Confidential shredding/secure
deletion of electronic records

Destroy confidentially as
appropriate.

Confidential shredding/secure
deletion of electronic records

Appraise and evaluate for secure
archiving where relevant
otherwise, confidential
shredding/secure deletion of
electronic records

Appraise and evaluate for secure
archiving where relevant
otherwise, confidential
shredding/secure deletion of
electronic records



Owner General class of Records held

1.2. Other Administration Records

Programme Manager Teaching allocations/timetables
All General correspondence including emails
Academic Director Annual Quality Reports, QQI reviews, QQI

Revalidation, Programme Annual Reports,
Programme Development, Programme
Accreditation
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Default retention period

Retained no longer than is
necessary for the purposes for
which it was processed

Retain for current year, or
until they have ceased to be of
administrative use

Retain for 5 years

Final Disposition

Appraise and evaluate for secure
archiving where relevant
otherwise, confidential
shredding/secure deletion of
electronic records

Appraise and evaluate for secure
archiving where relevant
otherwise, confidential shredding/
secure deletion of electronic
records

Confidential shredding/secure
deletion of electronic records



Owner

1.3. Legal Records

CEO

CEO

Academic Director

Chief Revenue Officer

Academic Director
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General class of Records held

Legal cases, advice, and correspondence

Copyright, business registration documents

Contracts for services, maintenance
contracts

Commercial contracts

Leases and rental agreements

Default retention period

Retain for 5 vyears after
resolution of complaint from

date of last correspondence

Retain indefinitely

Retained no longer than is
necessary for the purposes for
which it was processed

Retained no longer than is
necessary for the purposes for
which it was processed

Retained no longer than is
necessary for the purposes
for which it was processed

Final Disposition

Appropriate filing/archiving

Appropriate filing/archiving

Appropriate filing/archiving

Appropriate filing/archiving

Appropriate filing/archiving



2. Student Records

Owner General classes of records held
2.1. Applications and Applicants

Academic Director Records of successful applicants

Records of unsuccessful applicants where no
appeal was initiated

Academic Director

Unsuccessful applicant appeals submissions,
appeal committee reports/outcomes

Academic Director

Academic Director Collaboration agreements including agents
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Default retention period

Retain for duration of studies
plus 5 years

Retain for no longer than two
years. Anonymised applicant
data may be retained for as
long as required for
administrative or statistical
use.

Retain for 5 years following
completion of action

Retain for duration of
agreement plus 2 years

Final Disposition

Confidential shredding/secure
deletion of electronic records

Confidential shredding/secure
deletion of electronic records.

Confidential shredding/secure
deletion of electronic records.

Confidential shredding/secure
deletion of electronic records.



Owner

2.2. Enrolled Students

Programme Manager

Programme Manager

Programme Manager

Programme Manager

Programme Manager

Academic Director

CEO
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General classes of records held

Student registration record (incl. student
name, ID number, contact details on LMS
etc.)

Records including leave of absences,
deferral, transfer, readmission, exemptions,
student status etc.

Attendance forms and extenuating
circumstances forms

College correspondence with students

Records of student awards/scholarships,
prizes

Student discipline records

Student fees/financial: Records re student
fees, payment records, bank transfers

Default retention period

Retain for duration of studies
plus 3 years

Retain for duration of studies
plus 3 years

Retain for 12 months after the
end of the programme in the
academic year to which they

apply.

Retain for duration of studies
plus 3 years

Retained no longer than is
necessary for the purposes for
which it was processed

Retain for 5 years following
completion of action

Retain for duration of studies
plus 3 years

Final Disposition

Appropriate filing/archiving

Confidential shredding/secure deletion
of electronic records

Confidential shredding/secure deletion
of electronic records

Confidential shredding/secure deletion
of electronic records

Appropriate filing/securing, archiving.

Confidential shredding/secure deletion
of electronic records

Confidential shredding/secure deletion
of electronic records



Owner

General classes of records held

2.3. Examinations, results, graduation records

Programme Manager

Programme Manager

Academic Director

Academic Director

Academic Director

Academic Director

Academic Director

Academic Director

Programme Manager

Academic Director
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Examination papers (and related records i.e.,
recommended marking scheme, suggested
solutions etc. where relevant, grade
appeals/rechecks/reviews., scripts, coursework)

Final year projects and associate records, raw
data etc. Other records including raw data to be
retained within relevant department.

External Examiner Reports

External examiner correspondence, meetings,
records etc.

Records of module grades

Amendment to marks, published results/grade
alteration correspondence

Formal broadsheets

Examination board meeting records

Student academic transcript

Student data post-graduation

Default retention period

Retain for duration of
studies plus 3 years

Retain for 3 years
following deadline for
appeal

Retain for a minimum
of current year plus 3
years (until no longer
required)

Retain for current year
plus 3 years

Retain for duration of
studies plus 3 years
Retain for duration of
studies plus 3 years

Retain for duration of

studies plus 3 years
Retain for duration of
studies plus 3 years

Retain for duration of
studies plus 3 years

Retain for duration of
studies plus 3 years

Final Disposition

Appropriate filing/securing archiving

Confidential shredding/secure deletion of
electronic records

Appraise and evaluate for archiving where
relevant otherwise, confidential
shredding/secure deletion of electronic
records

Confidential shredding/secure deletion of
electronic records

Appropriate filing/secure archiving

Appropriate filing/secure archiving

Appropriate filing/secure archiving
Appropriate filing/secure archiving

Appropriate filing/secure archiving

Appropriate filing/secure archiving



3. Financial Records

Owner

CEO

CEO

CEO

CEO

CEO

CEO

CEO

CEO

CEO
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General classes of records held

Accounts Payable, e.g., invoices, VAT

Accounts Receivable, e.g., reconciliations,
aged debtors, creditors, bank details

Annual financial statements

Final budget reports

Registers —i.e., Risk register, IT Register, Fixed
Asset register

Insurance records to include claims

Rental, lease, use, occupancy

Pay-sheets, authorisation to deduct tax
details of staff, appointment details, pay
scales

Listings/payslips

Default retention period

Retain for current year plus 7
years plus additional time if
required by contract or policy or
agreement

Final disposition

Confidential shredding/secure
deletion of electronic records



4. People Records

Owner

General class of records held

4.1. Recruitment/competition files/selection committees

People Officer

People Officer

People Officer

People Officer

People Officer

People Officer
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Unsolicited applications for positions

Vacancy notification

Advert copies, job descriptions, selection
criteria

Candidates not qualified or shortlisted for
interview: Cover letters, application

forms/CV’s etc.

Applications and CV’s of candidates
shortlisted for interview but who did not
attend: Cover letters

Candidates shortlisted and who attend
interview but who are not successful or who
were successful but do not accept offer.

Interview board marking sheet Interview

board notes

Panel Recommendations by Selection
Committees

Default retention period

None

Retain for current year plus 5
years plus additional time if
required by consent

Final disposition

Confidential shredding



Owner

4.2. Staff Files
People Officer

People Officer
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General class of records held

May include such records such as:

Staff contact and ID details
Application form/CV/cover letter

Contract of employment (offer of
appointment, date appointed)

Evidence of education qualifications
References

Occupational health assessment
Probation forms

Salary

Termination notices

Learning and development records
Training records

Leave

Records relating to disciplinary actions taken

against employees HR allegations and complaints

Written allegations/complaints

Records received/created because of investigating

allegations/complaints

External employee relations claims, awards,

settlements

Default retention period Final disposition

Retain on personnel file for
duration of employment and

for 5 years after last salary Confidential shredding/secure
payment or as per policy or deletion of electronic files.
contract or settlement if

higher



Owner General class of records held

4.4. Occupational Health Records, Health and Safety

CEO Incident reports

e.g., Accident reports and dangerous
occurrence reports

CEO Occupational health reports not relating to
specific members of staff

CEO Safety audits, investigations, and safety
evaluation records where cases result in
significant changes to policy

CEO Notifications of personal accidents or

hazardous situations on campus (which result
in injuries/compensation claims)
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Default retention period

Retain for 7 years after date of
incident.

Retain for 7 years after date of
incident.

No longer than is necessary
for the purposes for
which it was processed

Please refer to “insurance”
section

Final disposition

Confidential shredding/secure
deletion of electronic files.

Appropriate filing/secure archiving
and confidential shredding/secure
deletion of electronic files

Appropriate filing/secure archiving.



5. Marketing Records

Owner General class of records held

5.0. Public Affairs and Communications

CRO College press releases
CRO PR Campaigns
CRO Formal records of ceremonies/functions,

e.g., honorary conferring’s VIP visits,
photographs, audio-visual recordings,
programmes of events as relevant

CRO Social media campaigns
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Default retention period

No longer than is necessary for the
purposes for which it was
processed

No longer than is necessary for the
purposes for which it was
processed

No longer than is necessary for the
purposes for which it was
processed

No longer than is necessary for the
purposes for which it was
processed

Final Disposition

Appropriate filing/secure
archiving.

Appropriate filing/secure
archiving.

Appropriate filing/secure

archiving.

Appropriate filing/secure
archiving.



UFORMO11 Garda Vetting Form Rev 1

IRISH VETTING SERVICES

Guidelines for completing Vetting Invitation Form (NVB 1)

Please read the following guidelines before completing this form.

Miscellaneous

The Form must be completed in full using BLOCK CAPITALS and writing must be clear and
legible. Ensure Email addresses are Clear, especially when using hyphen (-) and underscore ()
the digit zero and the capital letter O (i.e. 0 & O); and the digit one, the lowercase letter L and
the uppercase i (i.e. 1,1 & |

The Form MUST be completed in ball point pen.
Photocopies or Scanned vetting invitation forms will not be accepted.

All applicants are be required to provide documents to validate identity and current address —
see below

A completed form NVB3 — Parent / Guardian Consent Form - must accompany applications
from those under 18 years of age. The applicant must provide their Parent\Guardian Email
address and contact no on the application form (NVB 1) as the electronic correspondence will
issue to the Parent\Guardian of applicants under 18 years.

Personal Details

Please enter email address as the invitation to the e-vetting website will be sent to this. Current
address means the address you are currently residing at, to include eircode / postcode

Proof of Identification documentation required

Accepted forms of identity are as follows and you must submit both:

1. A certified copy of your current passport or Driving Licence / New Learner Permit (new
credit card format only) and 2. Original letter/document confirming proof of address. The
proof of address can be a Utility Bill (e.g. gas, electricity, television, broadband) and must
be less than 6 months old. Printed online bills are acceptable. Mobile phone bills are not
acceptable.

LA “certified copy" is a photocopy of the original document certified as being a true copy by a competent authority (that is, signed

by a lawyer, Commissioner for Oaths, medical doctor, justice of the peace, university administrator, local law enforcement officer
e.g. Garda Siochéna, etc.). Photocopies of “certified copies™ will not be accepted.
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Role Being Vetted For

The role being applied for must be clearly stated and MUST relate to Children and/or
Vulnerable Persons. Generic terms such as “Volunteer” will not suffice.

Declaration of Application

The applicant must confirm their understanding and acceptance of the two statements by
signing the application form at Section 2 and ticking the box provided.

NOTE: The completed form MUST BE RETURNED to the person / organisation you received it from. 1t MUST

NOT be sent to Irish Vetting Services. The email link sent to applicants via email by the National Vetting Bureau

expires after 30 days if not accessed and the process must commence afresh, with additional costs involved.
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IRISH VETTING SERVICES

39 Milltowrn Manor, Monaleen, Limerick V94 P6CC Your Ref:
Complete & transmit form
with id documents to person
you received it from
Form NVB 1

Vetting Invitation

Section 1 — Personal Information

Under Sec 26(b) of the National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016, it is an offence to

make a false statement for the purpose of obtaining a vetting disclosure.

Forename(s):

Middle Name:

Surname:

Date Of Birth: / /

*Email Address:

*Contact Number:

Role Being Vetted For:

*Parent/Guardian
Details if U/18

Current Address:
Line 1:

Line 2:

Line 3:

Line 4:

Line 5:

Eircode/Postcode:
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Section 2 — Additional Information

o Irish Vetting Services on behalf of; UniHaven Ltd
Name of Organisation:

I have provided documentation to validate my identity as required and | consent to the making of this application and
to the disclosure of information by the National Vetting Bureau to the Liaison Person pursuant to Section 13(4)(e)
National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016. Please tick box O

Applicant’s

Signature: Date: / /

Note: The National Vetting Bureau will send you email with link to the e-vetting site to complete an ONLINE form.
The email will be from: evetting.donotreply@garda.ie. Complete immediately as the link expires after 30-days
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Fees and Refund Policy

Quality Assurance Manual (QAM) Chapter 4

Document Name

Fees and Refund Policy

Procedure Document Number

UPOL008

Version Reference

Rev.1

Document Owner

Chief Revenue Officer

Roles with Aligned Responsibility

Chief Revenue Officer, Recruitment and Admissions
Officer

Approved By Academic Council (AC)
Approval Date 2.3.2023
Date Policy Becomes Active 1.4.2023
Revision Cycle Annually

Revision History/Amalgamation History

Revised to reflect UniHaven'’s course offerings being
limited to the Irish foundation programme only and
switching from Transfermate to Convera/Western
Union for payments

Additional Information

N/A

References/ Supporting Documentation

UDOCO000 UniHaven Quality Assurance Manual Rev 2
Qualifications and Quality Assurance (Education and
Training) Act 2012

Statutory Quality Assurance Guidelines developed by
QQI for use by all Providers (2016)

Statutory Quality Assurance Guidelines developed by
QQ)I for Independent/Private Providers coming to QQI
on a Voluntary Basis (2016)

Protection of Enrolled Learners (PEL): Protocols for the
Implementation of Part 6 of the 2012 Act, Guidelines
for Providers
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1. Policy Overview
The College is committed to providing transparent and up-to-date information to all
students regarding study costs for the UniHaven College Level 5 Specific Purpose
Certificate in International Foundation Studies programme (“the programme”), costs
associated with life as a student in Ireland, and when and how refunds will be considered

and granted.

2. Policy Statement
This policy is in line with the core guidelines of QQI' by setting out the fees which apply
to all students and the methods the College uses to collect these payments, as well as the
issuing of refunds. The tuition fees are based on fair benchmarked rates and reflect the
costs associated with the provision of a high-quality programme. Students will be aware
of tuition fees, tuition-related fees and additional costs which may be relevant for their

course of study at the College before they enrol in line with QQI requirements? as follows

e Providers shall provide information on compulsory fees for the full duration of the
programme from registration and admission to graduation or exit from the
programme. Where fees may change, this shall be clear to applicants in the
information provided.

e Providers shall provide information on the collection or payment of fees (including
sanctions for late payment and debt collection for sums of money owed).

e Providers shall establish a fees structure that supports the mission of the
organisation and reflects the costs associated with quality provision.

e Providers shall ensure that there are no additional fees or unexpected charges that
international learners have not been made aware of.

e Providers shall issue a receipt to international learners upon receipt of payment of
fees which will include a breakdown of fees paid.

e Providers shall establish and publish a policy on full and partial refunds. This policy
shall outline the conditions under which a refund will be granted (e.g., a refused

visa application in the case of a non-EEA learner).

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016)
2 Code of Practice for Provision of Programmes of Education and Training to International Learners (2015),
section 3.3
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e Providersshall provide information on any financial supports or resources that exist

within the organisation, or nationally, for international learners.

3. Roles and Responsibilities

This policy applies to all applicants and registered students at the College. The Chief

Executive Officer (brian@unihaven.ie) is responsible for the implementation of this policy.
The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

4. Policy

Fees

Any offer of a place is made on the understanding that the student has informed the
College that they/their parents/their guardians have sufficient funds to pay for their tuition
fees and all associated study fees in full and have the financial means to support
themselves for the entire duration of their programme. Where relevant and agreed, fees
on students’ behalf will be collected from their sponsors (i.e., Government, corporate etc.)
but only when such agreements have been confirmed in writing. All fees outlined are
associated with the programme and services only. They do not include the fees for the HEI

partner programme that a student intends to progress to.

Mandatory student fees include (some may be banded together when promoting the

programme)

e Tuition fees.

e Registration fees.

e Examination fees.

e Fees for programme books, online resources, online study platforms and so on.

e Administration fees relevant to college procedures such as admission appeals,

assessment reviews/rechecks, rebooking fees etc.
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e Progression Fees.
e Learner protection fees.

e Maedical insurance fees.

Optional additional fees include fees for support services to include:

e Airport transfers.
e Accommodation arrangements.

e Guardian nominee services.

Should there be any change in fees from those stated, students will be informed in advance

as a matter of urgency.

Tuition Fees

The tuition fees are the core fee payable by the student for the academic programme,
teaching and use of College facilities. Proof of the payment of fees must be made to
facilitate visa applications. This applies to all nationalities who need a study visa. If by way
of exception only, a payment plan is offered to an applicant, a non-refundable deposit of
€6,000 will be a minimum initial fee payment. For visa purposes, a deposit of €6,000 must

be paid as the minimum payment.

Registration Fees

A registration fee applies to all students registering on the programme to cover the

administration costs of enrolling and registering students both with the College and with

QQl.

Examination Fees

Examination fees are charged to students to cover the administration cost of running
exams, external examiner fees and use of facilities. Repeat examination fees of €50 will be

applicable, where relevant.
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Programme Materials

The fee for course materials includes books, library facility access, and learning
materials/resources that students will use for classwork, homework and assignments. Fees
charged also cover IT resources that are needed to support student learning such as Office

365, online learning platforms and so on.

Progression Fees

Progression fees include the fees incurred from submitting applications and related

information to partner universities on behalf of students.

Learner Protection Fee

Protection of Enrolled Learner (PEL) fees are a compulsory requirement for providers of
programmes of 3 months duration or longer and where the student has paid the
programme fees>. It demands that providers put in place arrangements to ensure that if a
programme of education and training ceases prematurely, students will be able to
complete asimilar programme with another provider, or have their monies refunded. The
College will arrange individual learner protection insurance policies on behalf of all
students. UPOL002 UniHaven Learner Protection Policy Rev 1 provides more detail about

what fees will be refunded and how refunds will be processed.

Medical Insurance

Students requiring a visa to study in Ireland must have medical insurance arranged for the
entire duration of their programme as per visa requirements. Private medical insurance
should provide cover for accident and/or disease and should cover the student for any
period of hospitalisation. The College will arrange such insurances on behalf of students

unless the student can show evidence of having such equivalent policy themselves and it

3 Protection of Enrolled Learners (PEL): Protocols for the Implementation of Part 6 of the 2012 Act, Guidelines
for Providers
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is in English. See the Department of Justice website for more details: Private Medical

Insurance - Immigration Service Delivery (irishimmigration.ie).

Appeals and Reviews/Rechecks

A fee of €50 will apply to students appealing an admissions decision, an assessment
decision, or a grading decision. However, this will be refunded if the appeal is successful.

See UPROO15 UniHaven Assessment Policy Rev 1 for more detail about these processes.

Optional Airport Transfer

Airport collections can be arranged by the College for students to help them get to their
accommodation and the College on their first visit and to help them to acclimatise
generally without feeling lost in a new country. Only reputable airport transfer companies

will be used and only for students aged 18 or older, i.e. not minors.

Optional Accommodation and Arrangement Fee

Host family accommodation is arranged in four-week blocks on behalf of students with the
homestay accommodation fee including meals and utilities. All accommodation bookings
are subject to a non-refundable arrangement fee that the College charges on behalf of our
homestay partners. Other than booking deposits, all homestay fees are paid directly to the
provider. If homestay is cancelled two weeks or more in advance of the commencement
of accommodation, the standard homestay Fee will be refunded. If the homestay is
cancelled less than two weeks in advance of the commencement of accommodation, no

refund will be made.

The College will also make available corporate student accommodation, but students will
pay for such accommodation directly to the providers concerned. Should a student
require hotel or hostel accommodation during their studies, the Student Support Officer
will be happy to suggest some locations informing them, however, that temporary

accommodation can be expensive for long periods. Should a student not wish to avail of
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homestay during their time at the College, rental is also an option. Prices for this can vary
greatly depending on location and utilities may not be included. Again, we will advise the

student as best as we can as is relevant to their needs and circumstances.

Optional Re-Booking Fee

Each time a student requests a change of type of accommodation or transport after initial
booking, the College may charge a non-refundable re-booking fee of €50, which is payable

immediately.

Optional Guardian Nomineeship Services

Guardian nominee of minor students will be facilitated by an approved Guardian Nominee
company. Students apply directly to this provider. The College will only provide an

introduction and some information about the service to students.

Irish Visa Office Fee and Finance Information

Visa Processing Fee — Payable to Immigration Authorities

Visa application fees are generally payable while applying for an Irish study visa of 90
days or more in duration. See the Department of Justice website information on fees

here: Preclearance and entry visas fees - Immigration Service Delivery (irishimmigration.ie).

Financial Requirements While Studying in Ireland

Students must show they have sufficient funds to support their stay in Ireland without
recourse to public funds, or the reliance on casual employment. They must show evidence
that they have immediate access to at least €7,000. This is the estimated cost of living in
Ireland for a student for one academic year. Students must also demonstrate that you
and/or their sponsor(s) have ready access to at least €7,000 for each subsequent year of

their studies in addition to course fees for each of those years. Please note:

71 Page


https://www.irishimmigration.ie/preclearance-and-entry-visas-fees/

LINI %

*All visa-required students who intend commencing their studies in Ireland after 01 July 2023,
will be required to show evidence that they have access to at least €10,000 per year of their
studlies. If the duration of the course is less than 6 months, they must have access to €700 per

month of their stay or €4,200, whichever is the lesser.

Collection of College Fees

To ensure accessibility and security for all, payment of fees can be done from the student’s
home country by Convera/Western Union or by direct bank transfer on request. No cash
payments are acceptable. Students are responsible for any bank charges incurred when
paying for their programme. All students will be issued a receipt of payment once it has

been received.

Fee Non-Payments

Non-payment of fees may result in students being expelled from the programme. Enrolled
students who have not paid their fees within one calendar month of the date by which they
should have paid will be dealt with under UPRO010 UniHaven Student Complaints and
Disciplinary Procedure Rev 1. The exception to this is where sponsors have paid on
students’ behalf. The CEO will deal with corporate or government sponsors but if fees
become non-payments, students may be expelled consequently. Such decisions will be

made by the Executive Management Team.

Late Payments

Late payment of fees will be dealt with by the CEO who will follow up with the
student/parent/guardian/sponsor as relevant. If the fees are not paid on time, then they will

be classified as non-payments and will be dealt with as above.

Financial Supports

The College will be working with Manati Student Funding (http:/www.manati.co.za/) to

make financial supports available to South African students to help them to pay for our
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fees. Students will voluntarily enter agreements to repay any student loans with Manati

Student Funding, not with the College.

Cost of Living in Ireland

A good guide to the costs associated with travelling to, living in and studying in Ireland are

outlined in Education in Ireland’s website: https://www.educationinireland.com/en/Living-

in-lreland/Before-Arrival/Living-Costs/. This website also provides excellent information on

accommodation, transport etc. Full cost of living fees is made available on the College

website www.unihaven.ie and in the Student Handbook.

Refunds

UniHaven will refund students under certain conditions less a non-refundable

administration charge of €300.

e Should a programme not go ahead as planned, an applicant will be offered a full
refund with no administration charge.

e Should a student have received an entry visa refusal, a full fee refund will be given
less an administration charge of €300.

e Should a student decide more than four weeks in advance that they do not wish to
take their place on their course, a fee refund will be given less an administration
charge of €300.

e Should a student decide less than four weeks in advance that they do not wish to
take their place on their course, no refund will be given unless the student can
provide evidence of extenuating circumstances e.g., a medical certificate.

e Where astudent decides to withdraw from the programme for any reason once the
programme has commenced, no refund will be paid unless the student can provide
evidence of extenuating circumstances e.g., a medical certificate.

e If the College is unable to complete the programme, refunds will be dealt with as

per UPOL002 UniHaven Learner Protection Policy Rev 1.

Refunds will not be provided in the following circumstances:
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e Where an offer was made based on incorrect or incomplete information being

supplied by a student, having registered at UniHaven.

e  Where astudent whose entitlement to attend the programme is terminated due to

academic or other forms (e.g., gross) of misconduct.

O

Students found to have been guilty of academic misconduct will be subject
to serious penalties up to and including withdrawal from the
programme...see UPRO008 Academic Misconduct Procedure Rev 1. In such
cases, that withstand an appeal, there will be no entitlement to a refund or
readmission.

Where a student who, after an investigation, has been expelled for
disciplinary reasons. UPROO10 UniHaven Student Complaints and
Disciplinary Procedure Rev 1 describes how such incidents will be dealt
with. Students must pay the full cost of any damage they cause to property,
whether at the college, their accommodation or elsewhere should they be
found guilty of causing such damage. In such cases that withstand an appeal,
there will be no entitlement to a refund or readmission.

Where a student is expelled as a result of unacceptable attendance as
described in UPROO11 UniHaven Attendance Monitoring Procedure Rev 1.
In such cases that withstand an appeal, there will be no entitlement to a

refund or readmission.

e Where astudent is in breach of government regulation or rules governing his/her

student or study status in Ireland.

e Where a studentis convicted of a criminal offence in the jurisdiction of the

Republic of Ireland.

Withdrawals

Programme withdrawals and whether refunds apply are dealt with as per UPOL007 Student

Recruitment and Admissions Policy Rev 2.

101 Page



5. Procedures and Forms

Payments and Refund Procedure

The procedure applies to all applicants and registered students at the College.
Responsibility for executing this procedure belongs to the Recruitment and Admissions
Officer.

Payment Collection

Payments for the College programme and associated fees are to be made through Convera,
a secure GDPR compliant third-party provider of payment services. See full details on the
College website. Payments can also be accommodated by direct bank transfer. Should

students wish to do so, they should email studywithus@unihaven.ie and our staff will help

to make the direct transfer payment.

Non-Payments

Non-payment of fees may result in students being expelled from the programme. Students
who have not paid their fees within one calendar month of the date by which they should
have paid, which will have been communicated in advance, will be emailed by the College
to request immediate payment. The exception to this is where sponsors have paid on

students’ behalf in which case they will be emailed instead.

If fee requests are ignored and become non-payments, students may be expelled as a
result. Such decisions will be made by the College’s Executive Management Team (EMT)

and are final.

Late Payments

The relevant student/parent/guardian/sponsor will be emailed to request immediate
payment. If the fees are not paid on time, then they will be classified as non-payments and

dealt with as above.

Refunds
Refunds will only be issued in certain circumstances as described in this policy document.
Refunds are processed by the College within 20 working days from receipt of a complete

refund request. Ensure that visa refusal and supporting documentation evidence are
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included. Refunds will only be paid to the originating bank that was used for the initial
payments. To apply for a refund, a Refund Request Form will need to be submitted to
studywithus@unihaven.ie together with supporting documentation as listed below. A copy

of this form is in the Appendix.

Visa refusal
e Visarefusal letter from the Irish authorities.
e Payment confirmation receipt(s) from the originating bank account (sometimes

called *Swift Receipt or *MT103).

e College payment receipt(s).

Fail to meet English language/academic requirements
e English language certificate or academic documents.
e Payment confirmation receipt(s) from the originating bank account (sometimes

called *Swift Receipt or *MT103).

e College payment receipt(s).

All other reasons
e Payment confirmation receipt(s) from the originating bank account (sometimes
called *Swift Receipt or *MT103).
e College payment receipt(s).
* Payment confirmation receipt(s) must show the originating bank details. If not, we will

require a copy of the bank statement for the account showing the payment to UniHaven.

Refunds will be reimbursed in Euro or the same currency as the fees were originally
demanded and via the same payment method as the original payment was made. In the
case of bank transfer, refunds must be issued to a bank account in the country of origin of
the original payment(s). Where the applicant is requesting a refund based on a visa refusal
or failure to meet entry requirements, a refund will only be processed once all supporting

evidence has been provided to the College.
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Please return the fully completed form by email to studywithus@unihaven.ie.

Refunds will only be processed where the student has attached the College fees receipt

and MT103 or swift copy plus other supporting documentation as relevant.

Student details

Appendix

UFORMO023 Refund Request Form Rev 1

First Name

Surname

Phone Number

Email

Address

Programme

Method of Payment

Bank Transfer

Convera
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Please give details regarding the reason for the refund request

Refund details (only to be completed where the payment was made by Bank Transfer)

Bank details

Account holder name

Bank

Bank Address

Branch Code

Account Number

Swift Code
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1. Policy Overview
The purpose of this policy is to ensure that fair, consistent and appropriate access, transfer,
and progression opportunities are made available to College applicants and students who
wish to study the UniHaven Level 5 Specific Purpose Certificate in International Studies

Programme (“the programme”).

2. Policy Statement
QQ)I requires that information relating to programmes and arrangements for access,
transfer and progression are available to prospective students before enrolment'. For the
College with one foundation pathway programme that falls under the Further Education
and Training category, there is no requirement for award credit®. The relevant criteria are

arranged under the headings of

e Entry arrangements...i.e., access.
e Progression and transfer routes.

e Information provision.

With specific reference to access, transfer and progression, the following meanings are

inferred in the context of this policy:

e Access is the process by which a student may gain access to and participate in the
programme.

e Transfer is the process by which a student may transfer from one programme to
another programme, having received recognition for knowledge, skill or
competence acquired.

e Progression is the process by which a student may enter another education

programme on successful completion of the College programme.

The College seeks to admit all applicants who fulfil the minimum entry requirements for

the programme and is committed to providing prospective learners with all information,

1 QQI Policy Restatement - Policy and Criteria for Access, Transfer and Progression in Relation to Learners for
Providers of Further and Higher Education and Training (2015)

2QQI Policy Restatement - Policy and Criteria for Access, Transfer and Progression in Relation to Learners for
Providers of Further and Higher Education and Training (2015), section 2.
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criteria, and procedures necessary to allow them to make informed decisions regarding
their chosen programme of study. Additional guidelines are published for those seeking
additional supports or accommodations for the reason of a disability or medical

conditions.

3. Roles and Responsibilities
Admissions Board advises on entry criteria for the Academic Director to make
determinations on (see QAM, section 2.3.2.6). The Academic Director has overall
responsibility for ensuring that this policy is implemented as part of College recruitment,
admissions, and progression processes in conjunction with the Recruitment and

Admissions Officer. This policy applies to all applicants and students.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

4. Policy

Access

Access is the process by which applicants enter the programme to become registered
students. Applicants must have achieved at least the minimum requirement for entry into
the programme. Should the programme be oversubscribed, the College will discuss the
potential for applicants that it cannot accommodate, assuming deferral is also not an
option, to take up aplace in its Irish partner HEI’s foundation programme or, as a last resort,

an Irish competitor’s QQI foundation programme.
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Minimum Entry Requirements

The entry criteria listed below are designed to ensure that all applicants interested in
studying the programme will not only have a reasonable expectation of successfully
completing the programme but also doing so in such a way as to meet the entry criteria for

the undergraduate degree programme they wish to study at the partner HEI.

o Age
o Applicants must normally be 17 years old but will be 18 years old by the end
of the programme.
e Academic
o Applicants must hold a certificate of secondary education at GCSE level or
equivalent to include a minimum pass grade in maths and a minimum pass
grade in four other subjects. For a detailed list of entry criteriaon a

country-by-country basis, see the College website.
e English Language

o All applicants whose first language is not English and who have not been
educated through the medium of English must be able to show English

language ability as follows:

* An English level of Council of Europe B1+ Proficiency Level®*
/IGCSE C/IELTS 5.0 or equivalent.

= [ELTS 5.0 overall with no less than 5.0 in the written component
and 4.5 in the listening, speaking, and reading components.

o In certain circumstance, results in examinations other than those outlined
above may be accepted as proof of competence in the English language as
decided on by the Academic Director under the oversight of the Admissions
Board.

o English language certification must have been awarded within two years of

start date of the programme.

3 https://www.coe.int/en/web/common-european-framework-reference-languages/table-1-cefr-3.3-common-
reference-levels-global-scale
4QQI Awards Standards for Pre-Higher Education Foundation Awards for International Students (2015)
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Entry requirements will be available to applicants on the College website in advance of

applying for a place on the programme as per UPOL026 UniHaven Communications Policy.

Recognition of Prior Learning

Recognition of Prior Learning (RPL) is a method of assessment (leading to the award of
credit) that considers whether learners can demonstrate that they can meet the assessment
requirements for a unit through knowledge, understanding or skills they already possess,
and so do not need to develop through a course of learning. RPL encompasses all forms
of prior learning, including formal learning, and non-formal learning (learning outside the

formal education system), through the workplace and experience.

To comply with QQI requirements, RPL must be considered for any student who wishes to
access the programme”. The College must also comply with Irish study visa requirements
for Level 5(NFQ) programmes as set out by the Department of Justice where students must
study in class for at least 15 hours a week with an attendance rate of a minimum of 85%?°.
The College must also make sure that students successfully complete the programme with
120 FET credits to be eligible for the QQI Level 5 (NFQ) Certificate in International
Foundation Studies award which in turn facilitates progression to year one of the HEI
partner undergraduate degree programmes. With these contexts in mind, the College will
discuss RPL with partner HEIs to explore the extent, if any, to which RPL applies to a given
applicant's request but such RPL will be conditional on the student passing the programme
and complying with the above visa requirements. In the case of English language, RPL will
not be available due to the need for students to satisfy minimum in-class hours of 15 per
week which is not possible if students are not studying the English language modules. An
example of permitted RPL might be where the HEI partner deems an applicant’s Physics
score to be sufficient to study an Engineering degree but, to successfully complete the
College programme in a visa-compliant way, the student may need to study Biology

instead, it being acomplementary alternative module for the degree to which the applicant

> Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016)
bhttp://www.inis.gov.ie/en/INIS/Guidelines% 20for% 20Language% 20and% 20Non-

Degree% 20Programme% 20Students.pdf/Files/ Guidelines% 20for% 20Language% 20and% 20Non-
Degree% 20Programme% 20Students.pdf
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wishes to study at the partner HEI. All student requests for RPL must be submitted in writing
to the Academic Director at the admissions stage and will be considered in the context of
this policy and subsequently decided on by the Academic Director in conjunction with the
HEI partner on a case-by-case basis. If an applicant chooses to appeal an admissions RPL
decision, they are entitled to do so. All admissions appeals must be made by email to the
Academic Director, within five working days of the decision being communicated. The
admissions appeal procedure is outlined in Section 5 of UPOL007 UniHaven Student

Recruitment and Admissions Policy Rev 2.

Applicants with Disabilities

The College is dedicated to implementing a policy of equal opportunities for students with
disabilities. Applicants should disclose their disabilities during the application process
because non-disclosure may limit their access to appropriate services, procedures,
accommodations and supports. Further details on the College disability policy are detailed

in our UPOLO18 UniHaven Learner Disability Policy Rev 1.

Transfer

A student can transfer internally from one programme pathway stream to another if the
modules of study and the completion of same allow in the context of both the learning the
student has already completed to date and the entry requirements of the HEI degree they
seek to progress to. Pathway stream transfers must be requested in the first four weeks of
the programme to reduce the potential for negative impacts and allow for a natural transfer
opportunity. In exceptional cases, a pathway stream transfer will be considered after the
first 4 weeks. The stream transfer request would normally only be considered where a

natural transfer opportunity occurs, i.e., at the end of a term or a semester.

Any student who wishes to discuss a pathway stream transfer should, in the first instance,
raise the matter with their Programme Manager. For the student to make an informed

decision, academic guidance will be provided, detailing the options available and the
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process that needs to be followed. Should the student wish to proceed with a transfer
application, this should be put in writing to the Academic Director by email who will

determine the suitability of the request under the direction of the Admissions Board.

Transfers from and to similar level 5 Specific Purpose Certificate in International
Foundation Studies programmes may be considered. Students should discuss such
requests with the Academic Director who will consider such requests in good faith.
Transfer into the programme can be considered as RPL and will be dealt with as per the

process outlined in the RPL section of this policy.

Progression

As a pathway provider, students have decided while enrolling with the College what HEI
and degree they wish to study post programme assuming successful completion of same
and subject to the students securing the necessary visa to enter Ireland. Progression to a
programme of education and training leading to awards at levels 6, 7 and 8 on the NFQ will
be possible when students successfully complete the programme and achieve any specific
requirements as specified by the receiving programme or institution. Decisions on the
progression of students into undergraduate programmes at the UniHaven College Partner

HEls are ultimately made by the respective partner universities and institutions.

At the admissions stage, applicants will be advised about the degree options at their
chosen HEI, what language and academic school requirements they must have, and what
grades higher than the programme's standard Pass grade (i.e., 50%) they should achieve in
each module, if relevant. All such requirements will be outlined in the Conditional Offer
Letter (COL) that applicants will receive and must sign to accept the offer of a place on the
programme subject to meeting all stated College and HEIl Partner requirements. See

UPOL007 UniHaven Student Recruitment and Admissions Policy Rev 1 for full information.

Information Provision

Before commencing the programmes, and before any payments are accepted from or on

behalf of an applicant in respect of the programme, applicants will be informed of relevant
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access, transfer, progression, and other salient programme-related information as per

UPOL026 UniHaven Communications Policy Rev 1 and under the below QQI

requirements’

= All providers are to inform learners commencing programmes of the name of the

awarding body and the title, award-type and framework level designation of the

award associated with that programme.

All providers, for each programme, will publish in a standard and accessible format:

O

The arrangements for eligibility to enter, including a statement of the
knowledge, skill and competence needed by the learner as a basis for
successful participation in the programme.

Arrangements to assess learner’s eligibility to enter.

Further selection arrangements, where these apply.

A statement of arrangements available for recognition of prior learning, for
entry to each of their programmes, and access to an award.

Possibilities for transfer and/or progression associated with the programme,
including any relevant specific progression linkages.

Details of learning support available for specific learner groups such as

learners with disabilities, or learners whose mother tongue is not English.

All information and publicity documentation referring to a programme leading to

an award will include a statement of the arrangements for entry, and a description

of the transfer/progression possibilities into and out of the programme.

Any supplementary document (i.e., certificate or diploma supplement to promote

transparency of an award) issued by providers with independent awarding powers

will include information about:

O

O

The placing of the award in the national framework of qualifications — the
name of the awarding body and the title, award type, and framework level
designation of the award.

The transfer and progression opportunities associated with the award.

7QQI Policy Restatement - Policy and Criteria for Access, Transfer and Progression in Relation to Learners for
Providers of Further and Higher Education and Training (2015)
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5. Procedures and Forms
UPOL007 UniHaven Student Recruitment and Admissions Policy Rev 2 and associated
procedures/forms outline the core steps which enable applicants to become enrolled and
registered students and that are underpinned by the principles of fair access, progression,

and transfer opportunities.
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1. Policy Overview
The main aim of this policy is to provide managers and staff with aframework that supports
and encourages their development in line with the delivery of the College’s objectives. In
this context, staff development applies to full time and part-time staff, temporary and

permanent, and consists of anyone or all the following:

e Induction.
e Continuing Professional Development (CPD).
e Performance-related Development.

e Exit Interviews.

Development activities that have no direct relevance to the individual’s role nor the

College’s core objectives are not within the remit of this policy.

2. Policy Statement
Staff learning and development (“development”) refers to the policies, practices, and
procedures used to develop the knowledge, skills, and competencies of staff to improve
their confidence, competence, and effectiveness. This policy will play a critical role in
building the capability of the College’s academic offerings. Staff development approaches
are tailored to the nature of the College, i.e., an international education company for

multicultural students in line with QQI requirements’, as follows

e Offer opportunities for and promote the professional development of teaching
staff.

e Encourage scholarly activity, as appropriate, to strengthen the link between
education, teaching and research.

e Encourage activity to strengthen the links between education, teaching, research,
and other developments within fields.

e Encourage innovation in teaching methods and the use of new technologies.

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 4.3
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Providers shall ensure that staff are provided with training and support regarding
intercultural competence to facilitate appropriate and effective delivery of services

to international learners.?

The overall College approach to the development of its staff is guided by the following

commitments:

The College is committed to providing staff with development opportunities
backed by sufficient budgets for same to ensure that staff can contribute fully to
the achievement of their own and the College’s development aims.

The Executive Management Team (EMT) members and department managers (‘Line
Mangers’) are provided with the skills, knowledge, and competencies they need to
work in partnership with their staff to support their continuous development.

All staff — permanent, contract, temporary, and part-time - have equitable access to
staff development opportunities, appropriate to their role and aligned to their
objectives.

All internal developmental activities will support the need to heighten awareness
of equality, diversity, and inclusion issues. Where relevant, this will be reflected in
the design, content, and delivery of each activity.

The College is subject to several statutory regulations — examples include health
and safety, employment law, child protection etc. - and it must ensure that staff are
trained to levels appropriate to their roles to comply with such legislative
requirements. Participation in certain staff development activities will, therefore, be
mandatory.

All proposed staff development activity must be approved in advance by the
Academic Director for academic staff and the CEO for non-academic staff who will
approve the activity and the budget, the latter against pre-assigned staff
development budgets.

Line Managers are expected to encourage all staff to partake in internal and external
staff development opportunities relevant to their identified development needs.
Staff must take responsibility for their development. In addition to undertaking

mandatory and relevant training, they are expected to avail of the development

2 Code of Practice for Provision of Programmes of Education and Training to International Learners (2015),
section 3.4.3
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opportunities provided to enable them to keep their skills updated, to respond
flexibly to changing College learning approaches and needs, and to actively partake
in development opportunities as relevant to their role and the learning
communities they are encouraged to be members of. This includes but is not
limited to development concerning the use of technology in blended learning

contexts?.

3. Roles and Responsibilities
Academic and support staff are those that will benefit most from this policy. While the
policy owner is our HR, DPO and People Officer (“People Officer”) in the context of
ensuring that the College implements the correct policies in the right way both for the
College and to satisfy QQI requirements, the critical roles in the implementation of this
policy are Line Managers. It is these leaders who will determine the satisfaction levels of
staff that in turn, when positive, will improve the satisfaction levels of students. It is
important to College senior management that staff are treated well, are valued, and are

given every opportunity to improve their working lives while working at the College.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQ)I review and reporting process.

3 Statutory Quality Assurance Guidelines for Providers of Blended Learning Programmes, section 3.1.3
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4. Policy
Identifying Needs
Staff development needs are identified in several ways with responsibilities specific to the

respective roles described below.

e Line Managers are expected to discuss staff development needs with each of their
staff at least annually as part of the staff performance management process...see
UPROO003 UniHaven Performance Management Procedure Rev 1.

e The needs of new staff should be identified within one week of taking up their role
subject to the probation clause in their employment contract.

e The needs of staff transferring to a new role within the College should be discussed
with them within four weeks of them taking up the new position.

e Needs are identified by departments during the annual College review cycle.

e Needs are identified from Line Manager observations and requests.

e Needs are identified from staff requests from committee/team membership and
normal working activities. Needs may be identified throughout the year and the
College planning processes will retain flexibility for agreement of additional
development needs as they become necessary.

e Staff development needs may emanate from Programme Board reviews.

People Officer

The People Officer is responsible for:

e Effective staff development provision, from clarifying the need, to design and
selecting methods, through to the delivery and evaluation of interventions.

e Providing all Line Managers and those involved in the identification and
prioritisation of staff development activities with the relevant support.

e Providing an advisory service to Line Managers and staff on external developments
within the staff development field.

e Offering guidance on the external provision of staff development interventions.

e Providing the mechanisms to ensure accurate training records are maintained.

e Evaluating staff development activities to assure and enhance their quality.
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Line Managers

Line Managers are responsible for:

e Ensuring that individuals have the opportunity at regular intervals, to discuss their
development needs and identifying appropriate development opportunities.

e Giving staff constructive, honest, and timely feedback on their performance in line
with UPRO003 UniHaven Performance Management Procedure Rev 1.

e Identifying individual and team development needs that take account of both the
college goals and the aspirations of individuals.

e Establishing priorities taking account of individual and College priorities and any
change to priorities, and making appropriate provision to meet them within the
resources available.

e Where appropriate, approving attendance at relevant staff development activities
and making appropriate provision for the release of staff from their duties.

e Briefing and de-briefing their staff who participate in staff development activities,
to facilitate effective consolidation of their learning and in some cases

dissemination more widely.

Individual Staff Members

Individual staff members are responsible for:

e Reflecting at regular intervals upon their performance in their current roles and
future career aspirations and identifying their appropriate development needs.

e Discussing these with their Line Manager during their Performance Review
Meetings to establish priorities concerning their personal, team or college
objectives.

e For the upkeep and maintenance of their personal development portfolio as
evidence of their development and progression.

e Applying newly developed knowledge and skills to their work and careers while
taking advantage of available developmental opportunities within the College and
as part of external learning communities.

*  Where difficulties occur, raising issues with their Line Manager in the first instance.
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Exit Interviews

Exit Interviews aim to double-check that what we have offered staff in their time

with us has been delivered and, if not, what needs to be done to address the gaps.

The People Officer conducts all exit interviews and feeds back salient information
to the relevant Line Manager. Any significant or major areas of feedback that
indicate a major break down in College policy or procedures will be brought to the

attention of both the Academic Director and EMT.

Developmental Opportunities Available at UniHaven

Developmental opportunities are one of the following:

Induction.
Continuing Professional Development (CPD).

Performance-related Development.

UFORMO18 Learning and Development Request Form Rev 1 is used for staff to request a

development opportunity or activity...see Appendix.

Induction

Induction includes but is not limited to

Informational Presentations — background and contextual information about the
College, the organisational structure, key roles and so on.

Cultural and intercultural awareness training given the mix of international
students in the classroom.

Policies and procedures to include the UniHaven Quality Assurance Manual Rev 2,
UDOCO007 UniHaven Employee Handbook Rev 1, UDOCO001 UniHaven Programme
Handbook Rev 2, and UPOLO31 UniHaven Protected Disclosures Policy Rev 1
including all associated policies, procedures and key documents.

Mentoring — mentors will be appointed to all new staff to guide them in their early

weeks and months in the College and longer where necessary.
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Shadowing/Observations — to help new starters fully understand how teaching,
assessment and administration policies and procedures are implemented at the
College, a mix of shadowing and peer observations will be scheduled.

IT —to include logins, usernames, passwords, for Office 365, Zoom, LMS, and the
library IT system and how such systems work and integrate generally.
Facilities/Premises Walkabout — to get new starters fully spatially aware of their
surroundings and the facilities available to both them and our students.

Health, Safety, Welfare and Emergency Procedures — as outlined in our health and

safety policy but also those emergency procedures provided to us by our landlord.

Continuing Professional Development (CPD)

CPD includes formal training programmes and events related to a particular role,

completed either internally or externally. Teachers, full time, part-time, temporary or

permanent, will be provided with training in teaching, tutoring, and other relevant skills

with activities categorised as

Academic - to include teaching and learning methods, pedagogy improvements,
curriculum design, becoming a part of a community of teachers both within and
external to the College.

Technical —to include our learning management system, library systems, IT systems
and so on.

People - to include formal or informal learning about staff and student
communications, multicultural teaching and awareness, emotional intelligence,

student mental health issues and so on.

Performance Management

Performance management will not be linked to remuneration but instead relies on
the development of staff for job, role, vocational and career development purposes.
Line Managers conduct formal Performance Review Meetings (PRM) with staff on a
1:1 basis at least annually where staff can both give and get formal feedback on their
performance with a future-oriented goal setting and action planning ethos. See
UPROO003 UniHaven Performance Management Procedure Rev 1 for the full

description of this process.
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e Line Managers are expected to provide both praise and recognition of things done
well and constructive feedback around areas that need to be addressed on a timely
basis. Both types of feedback should not be left until the formal PRM to do.
Consequently, formal PRM’s should not involve long discussions about past
performance unless any lingering or unaddressed issue remains despite previous

attempts to address the same and needs a more formal intervention.

5. Procedures and Forms

This policy is supported by UPRO003 UniHaven Staff Performance Management Procedure
Rev 1 and associated forms together with UFORMO18 Learning and Development Request
Form Rev 1in the Appendix.
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APPENDIX

UFORMO18 Learning and Development Request Form Rev 1

(only when costs exceed €50)

Line Manager:

Requesting department/section:

Staff Member name:

Date request was made:

Context

Learning and development need:

Business goal and benefit:

How does the learning and development requested align with company or College

objectives?

Desired behavioural/skills improvement:
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What data/metric do you wish to improve?

Learning and Development Request

Brief learning and development description:

Learning topic/name:

Desired date:

Subject matter expert names:

Additional notes:

Learning and Development Sign-Off

Line Manager Sign Off —where line manager has secured signoff from EMT or a senior

member of EMT: Name:

Date:
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1. Policy Overview
This policy aims to set out the College approach to teaching and learning in the context of
a multicultural classroom and international education provision that combines the best of

in-class and online approaches.

2. Policy Statement
This policy is designed to achieve, on behalf of all students and staff, the highest standard
of international education regarding the learning approaches designed to deliver the
specific module and programme learning outcomes and how e-learning contributes to the
student study experience. The College aims to create a positive and supportive learning

environment where student can flourish in line with QQI guidelines' as follows

e Respects and attends to the diversity of learners and their needs, enabling flexible
learning pathways.

e Considers the use of different modes of delivery, where appropriate.

e Flexibly uses a variety of pedagogical methods that are evaluated and monitored
and adjusted accordingly.

e Encourages a sense of autonomy in the learner, while encouraging adequate
guidance and support for the learner.

e Promotes mutual respect within the learner-teacher relationship.

e Has procedures for dealing with learner complaints.

e Has procedures for dealing with learner appeals.

The College’s aspirations for excellent teaching and learning aims to create a teaching and

learning culture that

e Works to achieve high levels of student engagement via flexibility of programme
delivery, modularisation, and the deployment of state-of-the-art online learning
technology to promote an excellent standard of blended learning and teaching
supported by excellent learning analytics in line with QQl’s blending learning

guidelines? by being integrated with this overall teaching and learning policy.

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 5.2
2 Statutory Quality Assurance Guidelines for Providers of Blended Learning Programmes, section 3.1
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e Empowers students to be autonomous learners that will be very well prepared for
the third level education that they will progress to.

e Promotes high-quality teaching (encompassing a wide range of practices and
methods) and pedagogies which encourage active, independent, learning, in which

the roles and responsibilities of staff and students are clear.

e Establishes an inclusive college that promotes diversity in the student population
through active and balanced recruitment approaches in conjunction with College

recruitment agents.

3. Roles and Responsibilities
This policy is especially applicable to our Teachers under the direction and oversight of
the Academic Director and Programme Manager. Ultimately, the beneficiaries of this
policy will be students who will benefit from best practice teaching and learning. The
Academic Director is responsible for ensuring that policies are developed and maintained,
that they remain fit for purpose, that they remain in compliance with QQI guidelines, that
they are updated as per agreed timetables, and that they are being implemented as
intended. In the latter context, the Academic Director will inspect a sample of policies each
year to check for the correct implementation and bring the findings to AC as part of the

annual QA/QQI review and reporting process.

4. Policy

Programme

e The College teaches a single programme that is overseen by Programme Board.

e The programme and associated award comply with the National Framework of
Qualifications (NFQ) classification and UPOLO15 UniHaven Assessment and Awards
Policy Rev 1 as a Specific Purpose Level 5 Certificate in International Foundation
Studies award.

e The programme and modules are described in terms of minimum intended
programme learning outcomes (“MIPLOs”), credits, and its corresponding NFQ

level as per the QQI programme validation specifications?®.

3QQI’s Awards Standards for Pre-Higher Education Awards for International Students (2015)
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e All students and staff should be clear as to the workload associated with the
modules that need to be completed in terms of total learning hours and
teaching/tutorial contact hours before teaching and learning of that module
commence. It is particularly important to clarify to students the expectations
required of them in terms of individual learning beyond simple class contact time

or assessment requirements.

e The College’s Recognition of Prior Learning (RPL) policy included in UPOL006
UniHaven Access, Transfer and Progression Policy Rev 2 enables applicants for
programmes to seek recognition of previous study or professional experience.

e For full programme details see UPOL005 UniHaven Programme Review and

Development Policy Rev 2.

Learning Outcomes

Learning outcomes are sets of competencies, expressing what the student will know,
understand or be able to do after completion of a module or programme with a focus on
what the student has achieved rather than merely focussing on the content of what has
been taught. Students need to be able to demonstrate attainment of key competencies
and knowledge before being judged to have successfully completed a programme of

learning in line with QQI requirements®.

MIPLOs are more general statements used to refer to the overall attributes, skills, and
knowledge of graduates of a given programme. They provide a means of demonstrating
the integration of the modules, module components, and personal learning and
development that will result from successful participation in the programme. In line with

the above programme and learning outcome module requirements:

e The programme will have an associated set of MIPLOs.
e All modules have minimum intended module learning outcomes (“MIMLOs”) that
described what the student will have learned from each module component and

link back to the programme MIPLOs.

4Policies and criteria for the validation of programmes of education and training (2017)
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e Learning outcomes at both the programme and module level should be used as the
basis on which decisions are made regarding (a) approaches to teaching and
learning, and (b) the selection of assessment methods.

e Programme Board will consider the extent and effectiveness to which learning
outcomes are being employed in curricular development and course provision and
ensure that over-and under-assessment is avoided. See also UPOLO15 UniHaven
Assessment and Awards Policy Rev 1.

e Programme Board will examine the extent to which the MIPLOs and MIMLOs are
being achieved when reviewing courses, assessment, and student performance.
See Programme Board Terms of Reference with the capacity to seek external
teaching and learning expertise in Chapter 2 of the Quality Assurance Manual Rev

2.

Approaches to Teaching & Learning

One of the major advantages of having articulated learning outcomes is that they provide
an opportunity to be deliberate yet creative in the selection of teaching methods used in
any given module or programme. There has been, in recent times, considerable growth in
the diversity of teaching and learning methods to which students are exposed. However,
traditional expository lectures still dominate much of higher education and over-reliance
on such traditional approaches can somewhat negate student engagement and motivation.
For these reasons, the College’s teaching and learning approaches will be driven by a
desire to maximise student engagement and learning effectiveness with the ultimate twin
intentions of providing the student with a thorough education that academically prepares
them for higher education study but one that also provides an excellent study (abroad)

experience.

The pathway approach where students are recruited to study the College programme on
the assumption that they are doing so to get access to degree programmes at one of its
Higher Education Institution (HEI) partners places a responsibility on the Teachers and
Programme Manager to employ a range of teaching and learning approaches that mirror
those used by these partners. Such approaches, for example, may include

problem/enquiry-based learning, individual/team project work, blended learning,
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laboratory practical’s, project work, skills workshops, participative large class meetings
(i.e., classes with opportunities for discussion and activity), learning communities, peer
mentoring groups, and presentations. The increasing range of technologies available to
support learning will be effective if systematically integrated within a blended learning
experience or used, perhaps, to free up time within lectures and classes to allow for amore
communicative and participative approach for both Teachers and students. The College’s
chosen learning management system, Claned, will aid this approach through its ability to
allow students to socialise online, to pre-read class material, to post-class question and
digest material, and to do so in a manner that allows ease of access to Teacher input. This
system also provides learning analytics that measures student engagement and learning
effectiveness as students engage the programme content. See the following policies for
more on the College’s approaches regarding blended learning and learning analytics...
UPOLO14 UniHaven Blended Learning Policy and UPOL025 UniHaven Learning Analytics
Policy.

As a general guide, the College expects that, in line with QQI requirements,

e Teachers will select appropriate methods of teaching and promoting student
learning based on the specified MIMPLOs and MIMLOs and link these also with
approaches to assessment. Programme and assessment documentation will outline
the methods to be used in addressing the intended learning outcomes”.

e Teachers will provide timely formative feedback to students regularly and not just
limited to formal assessment feedback®.

e Programme Board will review the teaching and learning methodologies, student
impact and learning effectiveness to identify potential areas for development and,
where necessary, development and resource requirements.

e Curriculum development and review will consider the student learning experience
and identify how the different blend of teaching methods and technologies serves
the overall programme aims and intended learning outcomes.

e The learning management system will be available to support the delivery and

assessment of all modules and to all registered students. New and emerging

5 Policies and criteria for the validation of programmes of education and training (2017), section 17.2 and 17.9
¢ Policies and criteria for the validation of programmes of education and training (2017), section 17.9.e
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technologies will be explored and suggestions from Teachers will be discussed at
Programme Board.

e Thesselection of and use of premises and facilities is done in ways that maximise the
creation of good quality learning spaces.

e The wider learning infrastructure that includes the library and IT facilities will be

resourced appropriately to support teaching and learning aims.

The more specific guidance for staff as to the types of teaching, learning and assessment
strategies and approaches in use at the College are outlined in UDOCO012 UniHaven
Teaching, Learning and Assessment Strategy Rev O which was developed as part of the

programme validation stage and approved by QQI.

Programme Board

Programme Board is responsible for the monitoring, review and improvement of teaching

and learning at the College. Specifically, its aims include to:

e Develop and enhance this teaching and learning policy. It may recommend changes
and improvements to exist policies and procedures related to teaching, learning
and assessment.

e To improve teaching, learning and assessment in practice within the College. It
evaluates staff CPD needs to include blended learning and assessment
aspects...refer to UPOLO10 UniHaven Staff Learning and Development Policy Rev 1.

e Monitor and review the curriculum, learning and teaching, student development
and achievement, student engagement, assessment, and academic standards.
Monitoring and evaluation of the quality of teaching, assessment and learning are
achieved by the assessment of internal data from various sources such as annual
module reviews, periodic programme reviews, student surveys, and reports on
progression rates. Once approved, the Programme Board monitors the
implementation of any improvements that are introduced and evaluates the
success of any changes in anticipation of further development.

e Seek to enhance the quality of student learning opportunities. The highest quality

and most effective teaching and learning experiences and approaches will be
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captured at Programme Board. Such approaches and experiences will feed into the
board’s recommendations for teaching and learning enhancement that will
subsequently be implemented either on a pilot or a full-time basis. These must
include live examples of good-quality student learning experiences and not just

those captured from a teacher’s perspective.

Student Expectations and Feedback

Students must be encouraged to be independent, autonomous learners as they prepare
themselves for progression to degree programmes post programme completion at the
College. While College staff will do their best to care for and academically progress
students as much as possible, students need to take responsibility for their learning and
their behaviour while learning at the College. Students are expected to behave as per the
recommendations below to ensure that their learning journey is fruitful for them and

respectful of fellow students, staff, and facilities.

e Be familiar with the programme and general information provided and check
relevant notice boards, messaging, and e-mails regularly.

e Seek clarification for anything they do not understand.

e Participate in learning and social opportunities provided for them by the College.

e Work to the best of their abilities.

e Be aware of all programme requirements and observe them including withdrawal,
deferral, and appeal procedures...see UPOL007 UniHaven Student Recruitment
and Admissions Policy.

e Observe College rules and regulations on plagiarism, cheating, collusion,
fabrication of data, breach of copyright...see UPOLO15 UniHaven Assessment and
Awards Policy Rev 2 and UPRO008 UniHaven Academic Misconduct Procedure Rev
1.

e Make themselves available for academic feedback when requested.

e Attend designated lectures, programme assessments, tutorials, seminars, or other
timetabled activities associated with the programme in a punctual manner.

e Submit all written assignments, practicals, or other coursework within the specified

time limits.
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Treat all staff, fellow students, and visitors with courtesy and respect regardless of
gender, marital status, age, disability, race, religion, sexual orientation, family status,
or membership of the Traveller Community.

Respect College property, environment and facilities, its neighbours,
accommodation providers and the local community.

Take every precaution to ensure that they behave in a safe and considerate manner
towards all staff and students.

Adhere to all College regulations in the student handbook concerning drugs,

alcohol, and smoking.

If students have any cause for concern, they should

Provide information on any additional needs they may have in a timely fashion.
Be proactive in seeking any support they may need.

Be aware of the College’s complaints and disciplinary procedures...see UPROO010

UniHaven Student Complaints and Disciplinary Procedure Rev 1.

Use the complaints procedures fairly and appropriately.

Student feedback is vital to College staff understanding how students are navigating their

way through the programme materials and assessments, formative and summative. To

ensure that student feedback is gathered and valued to help with teaching and learning

enhancement, feedback will be collected as follows:

Student Representation

o A Student Representative is a student chosen for each UniHaven
programme stream (i.e., Business, Humanities, Health Sciences, Media etc.)
to facilitate interaction between staff and students regarding programme-
related matters and student-support-related matters. Essentially, the
student representative is the point of contact for a particular programme or
class/module on behalf of peer students.

o The student representative will receive training to explain the role and
responsibilities and will receive support from the Student Support Officer
as to how best to fill this important student-voice role. Meetings will be held
monthly to gain feedback on classes and the programme, student wellbeing

and any issues students may be encountering.
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e Student Surveys
o Separate from the student representative forum, feedback will be sought
from students through surveys that will be generated each semester and at
the end of the programme as follows:

»= Engagement surveys: to find out more about the student experience
at the College and to get an insight into student opinions on the
broader study abroad College experience to include the programme,
teaching facilities and technologies, student support services, social
programme activities, and accommodation.

= An overall experience survey will be conducted at the end of the
programme to enable students to give feedback and
recommendations based on College experience throughout the full
academic year and to allow for any change in experience from the

start of the programme through to its end.

Learning Monitoring

Learning will be monitored to enable improved feedback to be given to students to help
with their learning and to help the teachers to know if their style and way of teaching are

effective or not in line with QQI requirements’. Methods used include

e Teaching survey: to get student feedback on teaching methods, modules and
content, assessments, and homework, to include the blended learning aspects.

e Assessment data: to include formative and summative assessment grades to check
students” academic progress throughout the modules and the programme.

e Retention data: to include deferrals, leaves of absence, withdrawals to monitor if
and why students may temporarily or permanently leave the programme.

e Learning analytics: for online pre-work and post-class work distributed through the
online learning management system. The system itself collects and reports data
analytics around learning effectiveness through this medium and student
engagement with each other, with their Teachers and with the content itself. A full
description of the type of data collected and how it is used is provided in UPOL025

UniHaven Learning Analytics Policy Rev 1.

7 Policies and criteria for the validation of programmes of education and training (2017), section 17.9.d
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Student Attendance: To comply with Department of Justice (INIS) regulations,
students from outside the European Economic Area (EEA) are required to attend a
minimum of 85% of all classes. Attendance is recorded for every class and
monitored regularly. Poor attendance is a serious issue and will be followed up
immediately. If not addressed, it can lead to warnings up to and including dismissal
from the programme and/or visa withdrawals. UPROO11 UniHaven Attendance
Monitoring Procedure Rev 1 outlines the steps involved in this process and is

available on the College website and in the student handbook.

Progression data: to include what number/percentage of students who completed
the programme successfully and the number/percentage of students who
progressed to their selected degree programme as planned when they first enrolled
with the College, i.e., access to the degree from the pathway they chose has been

successfully achieved.

5. Procedures and Forms

Programme Board terms of reference are outlined in the UniHaven Quality Assurance

Manual Rev 2, Chapter 2. The following policies and procedures complement this policy:

UPOL007 UniHaven Student Recruitment and Admissions Policy Rev 2.
UPOLO14 UniHaven QQI Blended Learning Policy Rev 1.

UPOLO15 UniHaven Assessment and Awards Policy Rev 2.

UPOLO025 UniHaven Learning Analytics Policy Rev 1.

UPROO008 UniHaven Academic Misconduct Procedure Rev 1.

UPROO11 UniHaven Attendance Monitoring Procedure Rev 1.
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UDOCO003 UniHaven Agent Handbook

Welcome Note

| wish to welcome you to UniHaven’s expanding team! We are excited at the prospect of
bringing education to as wide an international audience as possible. We truly believe that
the pathways we have set up with super university partners will enable you to provide a
compelling product to your markets and territories. We believe our pricing is fair and that
it deliberately positions us as a quality education provider in a high-quality tier just under

the premium segment of the market which is where we are happy being positioned.

We take very seriously our duties, obligations and expectation under Irish and
international laws and will, therefore, hold all recruitment agents to the highest standards
of ethics and responsible work in their collaborations with us. These aspects are non-

negotiable.

We look forward to you/your company having a positive and fruitful relationship with

UniHaven, one based on trust, hard work and appropriate levels of reward for us all.
Kind regards

Brian McDonald, CEO
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About UniHaven

UniHaven is a proudly Irish company providing proactive pathways to tertiary education
placements for overseas students. The focus is on upskilling individuals with means to
study and a willingness to travel and experience university life. The company provides a
haven for students where safety and security are always the priority. Starting with the result
in mind, UniHaven provides students with specific pathways of study at select universities

that allows them to achieve their education, life and career goals.

Vision and Mission of UniHaven

The vision is to create an international network of destination universities, provider
universities, recruitment partners and education suppliers who will work symbiotically
with UniHaven to widen access to university education on a global scale. Through these
pathway programmes, the mission is to provide as many future international

student graduates as possible with the skills they need for successful careers.

Contract

As a contracted education partner agent of UniHaven, the College requires you to sign an
Agent Agreement. This clearly states the Terms and Conditions of working as a partner
agency of the College supplemented by the expectations laid out in this handbook. It is
important that you are familiar with the contents of this document and you will have a copy

of the contract to keep for your reference.

The contract is valid for one year and is renewable and reviewable on an annual basis.
When the expiry date is due, the Chief Revenue Officer will review your company’s
performance and renew your contract if satisfied with your efforts. Contracts are reviewed

annually against set performance benchmarks that include:

e Student feedback ratings.
e The number of students enrolled per year - five minimum.

e Visarefusal rates.
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e Quality of applications.
e Compliance with UniHaven brand and marketing guidelines.
e Compliance with this agent handbook and the expectations set out in this

document.

Partner Agent Role & Job Description
The following responsibilities summarise the agent role with UniHaven:

e Working in partnership together to deliver the best service to the student.

e Demonstrate a clear understanding of the College programmes, facilities and
services and ensure accurate up to date is used in all promotional material.

e To provide impartial advice to students regarding suitability for programmes and
provide reliable guidance on entry requirements for study and the application
process.

e To protect the interests of minors.

e Help applicants to complete application forms accurately and submitting them on
the applicant's behalf.

e Encourage appropriate applications.

e Making enquiries on behalf of the applicant and communicating responses.

e Keeping up to date with current visa regulations and helping the student with all
aspects of applying for the visa. A record of all visa documentation must be
maintained.

e Assisting applicants in making travel arrangements.

e To offer supportive counselling services to all applicants during their application
and maintaining contact after they have arrived.

e Informing applicants of all relevant pre-arrival and induction information including
deadline dates.

e Act in the best interest of the student and the College, maintaining high standards
of professional conduct at all times.

e Maintain the confidentiality and integrity of information about applicants and

communications with applicants, complying with data protection laws.
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Sources of Information

UniHaven will keep you updated with any changes; for example, programme starts, fees,
staff, and any new information by sending out emails. There may be updates that need to
be added to this manual at times. These will be sent to you electronically as and when

necessary. The most up-to-date and easiest place to get information from is the company

website www.unihaven.ie. This should be one of your first points of contact when you have

a query as most of the time you will be able to find the answer here.

Communication with UniHaven

Your point of contact for all student queries will be studywithus@unihaven.ie. Agent

commercial arrangement queries should be directed to agentenquiries@unihaven.ie.

You must:

e Maintain consistent communication with the team regarding the progress of each
applicant.

e Inform the College of any changes to your company that may affect your working
relationship with UniHaven.

e Complete progress forms and reports on your recruitment activities on an annual
basis or when your contract is due to be reviewed.

e Have a good level of English, knowledge of the international market and education
systems, as well as experience working within the education system and knowledge
of visa application processes.

e Keep your own counsellors up to date on any changes in procedures and

programmes available at the College.
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Promotion

UniHaven promotes the College through several marketing channels and may depend on

your local market knowledge to help us identify opportunities.

Education fairs and Exhibitions

UniHaven will attend fairs and exhibitions in your country from time to time. You may be
asked for your assistance during these events in the form of advertising, providing staff at
the stands and nurturing the recruited applicants after the fair. The College will provide
the materials that are required at any event. Under your contract, if you are requested to
help in this manner, then you may be entitled to claim commission on any student that

meets the conditions set out in this manual.

Social Media

The college social media channels are also a good resource for prospective applicants to

gain an insight into the College. The current social media channels of the College are:

e Facebook.
e LinkedIn.
o Twitter.

e Instagram.

e Online events.
UniHaven is happy to participate in virtual events when appropriate. If the College takes

part in an online exhibition targeted at a specific region, it will encourage students to get

in contact with their local representatives.
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Programmes

Up-to-date information on the degree programmes students will progress to is available
online on the respective university’s website, as well as in prospectuses and other
promotional materials. All regulated qualifications are recognised internationally and
follow the guidelines and conditions set out by Quality and Qualifications Ireland (QQI).

Here are some examples of the College’s progression opportunities, and if you would like

to receive further details, please contact studywithus@unihaven.ie.

QQI Level 5 Specific Entry to the first year of e Business
Purpose Certificate in university degree * Management
) ) e Marketing
International Foundation programmes that lead to o Law
Sudies — Business and awards at levels 6, 7 and 8 e Arts
Humanties Pathway Stream | on the Irish National * Social S.c.lences
e Humanities
Framework of e Hospitality
Qualifications (NFQ).
QQI Level 5 Specific Entry to the first year of e Engineering
Purpose Certificate in university degree * Science
) ] e Medical
International Foundation programmes that lead to e Sports
Sudies — Engineering and awards at levels 6, 7 and 8 e Compuet Science
Science Pathway Stream on the Irish National * Data Saenge
e Cybersecurity
Framework of
Qualifications (NFQ).
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Entry requirements

The entry criteria listed below are designed to ensure that all applicants interested in
studying the programme will not only have a reasonable expectation of successfully
completing the programme but also doing so in such a way as to meet the entry criteria for

the undergraduate degree programme they wish to study at the partner HEI.
o Age

o Applicants must normally be 17 years old but will be 18 years old by the end

of the programme.

e Academic

o Applicants must hold a certificate of secondary education at GCSE level or
equivalent to include a minimum pass grade in maths and a minimum pass
grade in four other subjects. For a detailed list of entry criteria on a country-

by-country basis, email studywithus@unihaven.ie.

e English Language

o All applicants whose first language is not English and who have not been
educated through the medium of English must be able to show English

language ability as follows:

* An English level of Council of Europe B1+ Proficiency Level'?

/IGCSE C/IELTS 5.0 or equivalent.

= |ELTS 5.0 overall with no less than 5.0 in the written component

and 4.5 in the listening, speaking, and reading components.

o In certain circumstance, results in examinations other than those outlined
above may be accepted as proof of competence in the English language as
decided on by the Academic Director under the oversight of the Admissions

Board.

1 https://www.coe.int/en/web/common-european-framework-reference-languages/table-1-cefr-3.3-common-reference-
levels-global-scale
2.QQl Awards Standards for Pre-Higher Education Foundation Awards for International Students (2015)
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o English language certification must have been awarded within two years of

start date of the programme.

Application Procedure

Once your student has chosen the programme that they wish to apply for, they need to
complete an application form and provide the supportive documents required. Each
application will be evaluated against the determined entry criteria by the admissions team.
Once completed, the recruitment and admissions office will notify you of the outcome via
email. The applicant must accept or decline the offer in writing within 14 days of receiving
the offer. Students offered a place on a UniHaven programme will be given a conditional

offer letter from the College and the destination university.

Fees

The fees for all programmes will be published by the College and distributed to your
offices as soon as they are available each year. Fees are also available on the website. The
specific programme fee for a student’s chosen programme will be stated on their offer

letter. This will explain the fee structure.

Commission

To claim commission payments, your agency should forward an invoice directly to

agentenquiries@unihaven.ie which contains the following:

e Name and Address of your agency.

e Contact Number of your agency.

e Names of students.

e Commission Claimed for each student.

e Account details that the commission should be paid to.
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Ethics Code

UniHaven place business ethics and corporate social responsibility at the forefront of all
business dealings, including those with suppliers, both direct and indirect, recognising
that they are key stakeholders in the success of the business. Not surprisingly, the
requirements are very high; the College expects its suppliers to share the company's legal,
ethical, and moral expectations and to be quality driven. This section sets out these
requirements and how the College expects your compliance with the same. In return, the
company strives to be afair and honest partner, firmly believing that relationships built on

trust and integrity will be sustainable and beneficial for all.

There are three areas where College would like your support and commitment with a
minimum expectation being the compliance with all applicable local and international
legislation and compliance with the London Statement? on which this code is based in all

aspects at all times.

e People and Community
o To support and respect the protection of human rights within their areas of
influence.
o To prohibit all forms of modern slavery, including Forced Labour - Bonded
Labour - Compulsory Labour - Child Labour.
o To support the principles of Equality, Fairness, Inclusion and Respect when
dealing with the recruitment and selection of employees.
e Governance and Compliance
o To comply with the concepts, principles, and recommendations in the
Organisation for Economic Co-operation and Development Guidelines for
Multinational Enterprises.
o Tocomplywith all relevant Irish legislation and also legalisation in countries
where UniHaven operates as outlined in and implied from written

agreements.

3 https://www.britishcouncil.org/sites/default/files/london_statement.pdf
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The College looks to seek assurance that agents are working to expected levels in several

different ways depending upon:

e The legislative requirements associated with the service you are providing.
e The source country of the services and the risk that poses.

e The level of spend.

Please note that UniHaven may terminate an agreement with an agent who violates this
Code/the London Statement or refuses, if asked, to take part in a remediation plan. The
College will also cease to deal with agents who do not demonstrate that they meet the
ethical and corporate social responsibility standards or compliance with relevant laws.
Likewise, the College looks to reward and recognise excellent performance and innovation

with its agents.

The College will communicate the Code to all agents regularly. As the risk profile increases,
the College will step up assurance processes proportionally to include one, some or all the

following methods:

e Direct communication and agent sign off.

e Specific contract clauses.

e Completion of a Supplier Code of Conduct questionnaire.

e Third-party to Code of Conduct questionnaire assessment where required.

e Physical audit of promotional material, processes, and procedures.

Please note site visits, if required, will be specifically agreed upon with both parties before

commencement to demonstrate compliance and to provide transparency.
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Behaviour and Performance

Agent behaviour and performance will be monitored by the Chief Revenue Officer

supported by the Recruitment and Admissions Officer, especially by

e Analysing the quality of student applications in terms of their quality, accuracy,
timeliness, and completion.

e Considering feedback from applicants in cases where they have a different
understanding of the programme and its requirements to those communicated to
Agents publicly and directly via College correspondence thereby highlighting
potential misleading Agent communication.

e Spot-checking Agent publications and communications for accuracy with College

Agent agreements and requirements.

Any concerns or issues identified will be dealt with as a matter of urgency by the Chief
Revenue Officer with action taken ranging from correction up to and including contract
termination as allowed for under the terms of UDOCO009 UniHaven Agent Agreement Rev

1.

Review of Agent/Exit Option

o Agent performance will be reviewed annually evaluated against that which was
agreed upon in their Agent Agreement.

e This review will determine whether to renew the contract with or without
conditions or whether to consider termination of the agreement.
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1. Policy Overview
This policy is designed to outline how self-evaluation, monitoring, and review of the
UniHaven International Foundation Pathway Programme (“the programme”) is

undertaken and is a key element of the College’s overall quality assurance (QA) system.

2. Policy Statement
The purpose of internal review, self-evaluation and monitoring is to provide the adequate
internal mechanisms necessary for ensuring the quality of provision and the maintenance
of the highest academic standards at the College. This self-evaluation, monitoring and
review policy forms an important part of the College quality assurance system that will
inform the ongoing cycle of continuous improvement. Internal reviews, self-evaluation
and monitoring policy and procedures are formal processes that are carried out at regular

intervals and are used as inputs into future external reviews.

The College has primary responsibility for the quality of the provision of the programme,
the implementation and evaluation of QA procedures and their ongoing enhancement.
This is supported via routine monitoring by QQI. Routine monitoring is designed to assist
the College in demonstrating the effective implementation of its QA procedures,
supporting public confidence. Monitoring in this context in line with QQI requirements'
includes:

e Provider-owned internal review, self-evaluation, and monitoring.

¢ Internal self-monitoring.

e Self-evaluation, improvement, and enhancement.

e Provider-owned quality assurance engages with external quality assurance. Annual

evaluation of the College’s governance and quality assurance infrastructure is

completed through the production of an Annual Quality Report (AQR)%

This is in line with the QQI quality framework below?.

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 11
2 https://www.qqi.ie/Articles/Pages/Annual-Institutional-Quality-Report.aspx
3 Policy for Cyclical Review of Higher Education Institutions (2016)

21 Page



‘f_ﬂ\\

i
g sy i

)
g

UNIHAYEN

igure 2: Quality framewaork for voluntary providers

T
m

Qal
Issue QA Guidelines
Approve QA procedures

HEI
QA procedures

Qal
ASCERTAIN, Programme validation

Programme review

MAINTAIN, Monitoring
IMPROVE AND

EVALUATE HEI
Internal monitoring

CYCLICAL
EXTERNAL
REVIEW

ENHANCEMENT
EVENTS
ACTIVITIES

Qal
Institutional review

INTERNAL
REVIEW

HEI

Internal reviews and
other quality assurance
procedures
Reporting on internal
quality assurance
Publishing reports

(Source: Policy for Cyclical Review of Higher Education Institutions, QQI, 2016, p.4)

3. Roles and Responsibilities
It will be the responsibility of the Programme Manager to ensure that the programme is
being sufficiently monitored, evaluated, and reviewed in ways that inform ongoing
programme development and at frequencies that assure the College itself, QQI,
stakeholders and students that a continuous improvement ethos is at the centre of the
College’s approach to QA. The Academic Director is responsible for ensuring that policies
are developed and maintained, that they remain fit for purpose, that they remain in
compliance with QQI guidelines, that they are updated as per agreed timetables, and that
they are being implemented as intended. In the latter context, the Academic Director will
inspect a sample of policies each year to check for the correct implementation and bring

the findings to AC as part of the annual QA/QQI review and reporting process.
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It is the responsibility of the Recruitment and Admissions Officer in conjunction with the
Chief Revenue Officer to perform annual reviews of agent arrangements including
auditing their use of College information and how they offer our products generally to

applicants and their families. See also UPOL027 UniHaven Agent Policy Rev 1.

4. Policy
The College has established quality assurance procedures, systems, and processes for
obtaining feedback from internal and external sources to further improve and maintain the
quality of education that we provide. This policy outlines four types of monitoring and
reviews mechanisms, namely:

e Programme Monitoring and Review.

e Student Reviews.

e Auditing Processes.

e External Collaborator Monitoring and Review.

Programme Monitoring and Review
Programme monitoring and review were undertaken as per QQI requirements* and as
described in UPOLOO5 UniHaven Programme Review and Development Policy Rev 2 and is

taken as an opportunity to:

e Ensure that the programme remains appropriate, and create a supportive and
effective learning environment.

e Ensure that the programme achieves the objectives set for it and responds to the
needs of learners and the changing needs of society.

e Review the learner workload.

e Review learner progression and completion rates.

e Review the effectiveness of procedures for the assessment of learners.

e Inform updates of the programme content to include delivery modes, teaching and
learning methods, blended learning approaches, learning supports and resources,

and information provided to learners.

e Update stakeholders relevant to the programme.

4 Policy for Cyclical Review of Higher Education Institutions (2016)
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e Review quality assurance arrangements that are specific to the programme.

Regular programme monitoring provides information for periodic programme review. The
information collected is analysed and the programme is adapted to ensure it is up to date.
Revised programme specifications are published as per UPOL026 UniHaven

Communications Policy Rev 1.

Data and feedback are collected through the following mechanisms:

e External examiner reports at Exam Board...see Quality Assurance Manual Rev 2,
chapter 2 for full terms of reference.

e Academic staff feedback via normal staff management and through staff
representation at the various College boards and committees...see Quality
Assurance Manual Rev 2, chapter 2.

e Student teaching surveys...see UPOLO17 UniHaven Student Support Policy Rev 2.

e Student Representative meetings...see UPOLO17 UniHaven Student Support Policy
Rev 2.

e Alumnisurveys...see UPOLO17 UniHaven Student Support Policy Rev 2.

e Admissions data... UPOL025 UniHaven Learning Analytics Policy Rev 1.

e Assessment trends and analysis...see UPOL025 UniHaven Learning Analytics Policy
Rev 1.

e Student progression to HEl partner programmes... see UPOL025 UniHaven

Learning Analytics Policy Rev 1.

Delivery and effectiveness of programmes are monitored in the first instance through
Programme Board, which take place 2 times per semester and are chaired by the
Programme Manager as outlined in UPOL005 UniHaven Programme Development Policy
Rev 2. Academic Council (AC) takes recommendations from Programme Board meetings
as part of its overall oversight of programme delivery to ensure consistency of approach in
teaching, learning and assessment. Formal reports are collated and submitted annually to
AC as follows:

e Programme (including modules, blended learning, facilities, premises etc.) review and
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validation.
e Admissions.
e Exams and assessments.
e Teaching and learning.
e Retention, progression, and completion data.

e Academic appointments.

This data feeds into formal Programme Review through QQI and ultimately feeds into the
AQR. The College is committed to annual reporting of quality assurance activities to QQI

as an independent provider.

Permitted Changes and Updates to QQI Accredited Programmes

As per QQI requirements, there are limits as to what may be changed before a modified
programme must be submitted to QQI for validation as a new programme®. An extensive
(i.e., very substantial) change to a programme is one that effectively results in a new

programme that must be validated as such. Examples of extensive change would be:

e Undermining anything essential to support the original validation decision.
e Elimination of any core intended programme learning outcomes.

e Achange in the pre-requisite learning requirements for a given programme.

Changes that cannot be made to QQI validated programmes within validation include, but
are not limited, to:

e Entryrequirements.

e Programme learning outcomes.

e Programme title.

e NFQ level.

e The Award.

e FET credits.

>QQI Policies and Criteria for Validation of Programmes of Education and Training (2017), section 8
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QA Review

AC meets at least four times a year to review policies, programmes, and updates to QA
policies and procedures as outlined in UniHaven Quality Assurance Manual Rev 2, chapter
2. Significant changes to QA policies and procedures are referred to QQI. The College will
publish QA evaluation reports on its website as per UPOL026 UniHaven Communications

Policy Rev 1, to include:

e QQI Re-Engagement Report.
e Programme Review Reports.
¢ On-going Internal Reviews.

e Annual Quality Reports.

The College is committed to annual reporting of quality assurance activities to QQI as an

independent provider.

Student Review

An annual review of student services and associated activities will be completed by the

Student Support Officer in conjunction with the Programme Manager to include

e Programme progression data regarding the degree to which students are
progressing to their chosen HEI degree programme (the Programme Manager will
deal with in-programme progression) ...see UPOL025 UniHaven Learning Analytics
Policy Rev 1.

e Student registration status, attendance, deferrals, and withdrawals data to identify
any issues that lead to student absence from the programme for significant intervals
or permanently...see UPOL025 UniHaven Learning Analytics Policy Rev 1.

e Activity engagement data...using student surveys to uncover their satisfaction with
student support activities...see UPOLO17 UniHaven Student Support Policy Rev 2.

e Students’ satisfaction data...from student satisfaction surveys to uncover how well
they believe they have been cared for while studying in the College with an
emphasis on the non-academic supports provided...see UPOLO17 UniHaven

Student Support Policy Rev 2.
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Student Review Reports are drafted and sent to AC for review and action as part of the

annual programme review process.

QA Auditing Processes

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed timetables, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

External Collaborator Monitoring and Review

Annual monitoring and review of all collaborative arrangements will be undertaken as part
of the annual review cycle that leads to the production of the Annual Quality Report for
QQI. This will include HEI partner reviews as outlined in the Quality Assurance Manual

Rev 2, chapter 12, section 12.3.5.

5. Procedures and Forms
The following policies contain procedures and forms that relate to the implementation of

this policy:

e UPOLOO5 UniHaven Programme Review and Development Policy Rev 2.

e UPOLO17 UniHaven Student Support Policy Rev 2.

e UPOLO25 UniHaven Learning Analytics Policy Rev 1.

e UPOLO026 UniHaven Communications Policy Rev 1.

e UPOLO27 UniHaven Agent Policy Rev 1.

e UPOLO029 UniHaven Collaborations and External Appointments Policy Rev 1.
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actice/1082.htm
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1. Purpose
This procedure outlines how the College handles data breaches as classified under GDPR.
A personal data breach means a breach of security leading to the accidental or unlawful
destruction, loss, alteration, or unauthorised disclosure of, or access to, personal data. The
term ‘personal data’ means any information concerning or relating to an identified or
identifiable individual. Personal data breaches include incidents that are the result of both
accidents (such as sending an email to the wrong recipient) and deliberate acts (such as
phishing attacks to gain access to customer data). See UPOL020 UniHaven Data Protection
Policy Rev 1 and UPOL025 UniHaven Learning Analytics Policy Rev 1 for more information
on the type of data that the College collects, why it collects it, whose personal data it is and

how it is stored.

The Data Protection Commissioner (DPC) guides data protection breaches on its website,
under the section "Personal Data Security Breach Code of Practice". Reference can be
found under Article 33 and Article 34. A breach (or potential breach - i.e., when the
personal data is "at-risk" of unauthorised disclosure) of personal data should be reported
to the DPC as soon as the College becomes aware of the incident and within 72 hours. This
timeframe includes weekends and bank holidays. The College must inform affected
individuals without undue delay if the data breach is likely to result in a high risk to their

privacy. As such, any data breach must be dealt with immediately and appropriately.

A personal data breach occurs in incidents where personal data is lost, destroyed,
corrupted, or illegitimately disclosed. This includes, for example, situations where
someone accesses personal data or passes them on without proper authorisation, or where
personal data are rendered unavailable through encryption by ransomware, or accidental
loss or destruction. In short, a personal data breach is a security incident that negatively
impacts the confidentiality, integrity, or availability of personal data, with the consequence
that the College is unable to ensure compliance with the principles relating to the
processing of personal data as outlined in Article 5 GDPR. It is important to note that whilst
all personal data breaches are security incidents, not all security incidents are necessarily

personal data breaches.
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2. Target Audience and Staff Involved in Implementation
The Data Protection Officer (DPO) has responsibility for implementing this procedure in
conjunction with the CEO and Academic Director for the benefit of those from whom
personal data has been collected including students, staff, and stakeholders. The Data
Protection Officer (DPO) must be made aware of breaches or potential breaches and will

communicate with the DPC as necessary. The DPO is contactable at dpo@unihaven.ie.

3. Documentation

The following guidelines and policies are relevant to the implementation of this policy:

e UPOL020 UniHaven Data Protection Policy Rev 1

e UPOLO023 UniHaven Data Retention Policy Rev 1

e UPOLO024 UniHaven Data Security Policy Rev 1

e UPOLO025 UniHaven Learning Analytics Policy Rev 1

e https://www.dataprotection.ie/sites/default/files/uploads/2019-
10/Data%20Breach%20Notification_Practical%20Guidance_Oct19.pdf

UFORMO022 UniHaven Personal Data Breach Report Form Rev 1is used in conjunction with

this procedure.

4. Procedure

When reporting to the DPC, the following elements should be taken into consideration:

e The amount and nature of the personal data that has been compromised.

e The action being taken to secure and/or recover the personal data that has been
compromised.

e The action being taken to inform those affected by the incident, or the reasons for the
decision not to do so.

e The action being taken to limit damage or distress to those affected by the incident.

e Achronology of the events leading up to the loss of control of the personal data.

e The measures being taken to prevent a repetition of the incident.
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An incident gives rise to a risk of unauthorised disclosure, loss, destruction, or personal
data alteration. In manual or electronic form, the data controller must consider informing
those affected. Such information permits data subjects to consider the consequences for
each of them individually and to take appropriate measures. Inappropriate cases, data
controllers should also notify organisations that may be in a position to assist in protecting
data subjects, including, where relevant, An Garda Stoch6na, financial institutions etc. It is
imperative that all College staff and students immediately report any potential or

suspected data breach to dpo@unihaven.ie . If unsure whether an incident is a data breach

or not please refer to the guidance set out within this document and consult with the DPO.

This procedure applies to all processors of College-controlled personal data, including:

e Anyindividual who is employed by the College or is engaged by the College or who
has access to college-controlled or processed personal data in the course of their
employment.

e Any student who has access to College-controlled or processed personal data
during their studies for administrative, research and/or any other purpose.

e Individuals who are not directly employed by the College, but who are employed
by contractors (or subcontractors) and who have access to college-controlled or

processed personal data in the course of their duties for the college.

This procedure applies to:

e All personal data processed by the College in any format (including electronic and
paper records), whether used in the workplace, stored on portable devices and
media, transported from the workplace physically or electronically, or accessed
remotely.

e Personal data held on all College IT Systems/Servers is managed centrally by our IT
provider, and locally by staff.

e AnyotherITsystems, including email and cloud-based platforms on which College-

controlled or processed personal data is processed.
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Whether an incident giving rise to the suspected data breach involves personal data must
be determined on a case-by-case basis. If an incident does not involve personal data, it is
not a data breach per the GDPR definition. Furthermore, not all data incidents involving

personal data will be data breaches. For example:

e The personal data is securely encrypted or anonymised to make the personal data
unintelligible.

e There is a full, up-to-date backup of the personal data (in cases of accidental
destruction).

If there is any doubt as to whether a data breach has occurred, the DPO should be

consulted immediately.

Reporting Procedure

If a staff member becomes aware of an actual, potential, or suspected data breach, they
must report the incident to their Line Manager immediately. The line manager must then
immediately report the incident to the DPO. After reporting the incident, the relevant Line
Manager must complete UFORMO022 UniHaven Personal Data Breach Report Form Rev 1
(see Appendix) and forward it to the DPO as soon as possible.

The DPO is responsible for keeping a written record of all potential or suspected data
breaches that are notified to him/her (including those that are not notified to the Data
Protection Commission or the affected individuals). For this purpose, the Personal Data
Breach Report Form must be completed satisfactorily. This will enable all the relevant
details of the incident to be recorded consistently and communicated on a need-to-know
basis to the relevant staff so that prompt and appropriate action can be taken to resolve

the incident.

Upon receiving notification of a data breach, the DPO shall, in conjunction with

appropriate members of staff, take the following steps when responding to the incident:
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Step 1: Identification and initial assessment of the incident
Step 2: Containment & recovery

Step 3: Risk assessment

Step 4: Notification

Step 5: Evaluation & response

Step 1: Identification & initial assessment of the incident

If any staff member considers that a data breach has, or might have, occurred, they must
report the incident immediately to their Line Manager who in turn will complete the
UFORMO022 UniHaven Personal Data Breach Report Form Rev 1. The Personal Data Breach

Report Form will assist the DPO in conducting an initial assessment of the incident.

This assessment will consider:

e Whether adata breach has taken place.

e The nature of the personal data involved in the breach (i.e., whether sensitive or
confidential personal data is involved).

e The cause of the breach.

e The extent of the breach (i.e., the number of individuals affected).

e The potential harms to which affected individuals may be exposed.

e Any steps that may be taken to contain the breach.

Following this initial assessment of the incident, the DPO may, according to the severity of
the incident, consult with the CEO and decide if it is necessary to appoint a group of

relevant managers/officers to assist with the investigation and containment process.

Step 2: Containment & recovery

In the event of a data breach, immediate and appropriate steps must be taken to limit the

extent of the breach. The data breach owner, with support from the DPO, must quickly
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take appropriate steps to ascertain full details of the breach, determine whether the breach

is still occurring, recover any losses and limit the damage. Steps might include:

e Establish who within the College needs to be made aware of the breach (e.g., IT
supplier, particular units) and inform them of their expected role in containing the
breach (e.g., isolating a compromised section of the network).

e Establish whether there is anything that can be done to recover any losses and limit
the damage caused by the breach.

e Where appropriate, inform the GardaH(e.g., in cases involving criminal activity).

e If aninappropriate enquiry is received staff should attempt to obtain the enquirer’s
name/contact details and confirm that they will ring the enquirer back. The CEO
should be informed to deal with any media enquiries that may result.

e The use of backups to restore lost, damaged, or stolen information.

e If bank details have been lost/stolen, consider contacting banks directly for advice
on preventing fraudulent use.

e Ifthe data breach includes any entry codes or passwords then these codes must be
changed immediately, and the relevant organisations and members of staff

informed.

Step 3: Risk assessment

The DPO, in conjunction with relevant staff, will use the information provided in the
Personal Data Breach Report Form to fulfil the requirement to assess the potential adverse
consequences for individuals, including how likely such adverse consequences are to
materialise and how serious or substantial they are likely to be. This assessment should
consider the likelihood of risks taking place and the severity of such risks is to be

categorised as no risk/risk / high risk under the detailed criteria below:

e Type of breach: A data breach may include any unauthorised or accidental
disclosure, loss, destruction, damage, or any other form of unauthorised,
accidental, or unlawful access to, collection, use, recording, storing, or distribution
of personal data. What type of data breach has or may have occurred? Does the
breach consist of a breach of confidentiality relating to personal data? Is there a
temporary or permanent lack of availability or access to personal data and if

temporary, how long will it be before it is restored?
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e Nature of personal data: Is the relevant personal data sensitive in nature? The more
sensitive the personal data the higher the risk of a data breach. The utility of the
relevant information may also indicate a higher risk to the affected individuals.

e Scale and volume of personal data affected: The higher the volume of the personal
data records and the number of individuals potentially affected will usually create
a higher risk.

e Ease of identification: The ease of identifying the relevant individuals based on the
personal data will likely increase the risk of identity theft, fraud, and reputational
damage.

e Security measures: Are the risks arising from the breach limited because of inherent
security measures, such as encryption, where the confidentiality of the key is still
intact, and the data is unintelligible to a third party?

e Containment measures: Have any containment measures been implemented which
mean that the data breach is unlikely to present a risk to the individuals affected?

e Other factors: Other relevant factors in assessing the risk to individuals is whether
those individuals affected by the data breach have any special characteristics (for
example children or vulnerable adults).

e The severity of risk: Based on the above criteria and any other relevant factors, the
DPO should assess the severity of the risk in terms of the potential consequences
to the individuals affected by the data breach.

e Likelihood of the risk(s) materialising: Once the data breach has occurred, the DPO
must objectively assess the likelihood of the potential risks materialising and this
should form part of the risk assessment. An assessment of the risks for the college,
including strategic and operational, legal, financial, and reputational risks may also
be prepared. The DPO should immediately consult with the CEO for breaches that
have been identified as medium or high risk and those that are more likely to have
ahigh impact on the College’s strategic, operational, legal, financial, or reputational

aspects.

Step 4: Notification

Under Article 33 GDPR, the college must report a data breach, if deemed reportable, to the
Data Protection Commission within 72 hours of becoming aware of the breach. This

timeframe includes weekends and bank holidays. If the relevant details surrounding the
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data breach are not clear within the initial 72-hour notification period, an initial notification
should be made to the Data Protection Commission. Subsequent notifications can be
made to the Data Protection Commission in phases. Consideration as to whether
communication to affected individuals is required should be addressed when notifying the
Data Protection Commission. All contact with the Data Protection Commission should be
made through the DPO. If a decision is made to not report a breach, a summary record of
the incident with an explanation of the basis for not informing the Data Protection

Commission will be retained by the DPO.

Under Article 34 GDPR UniHaven must inform affected individuals without undue delay if
the data breach is likely to result in a high risk to their privacy. Where the DPO assesses
that there is a high risk to the rights and freedoms of individuals because of the data
breach, then the existence of the data breach should be communicated to the affected
individuals without undue delay. Any such communication should inform the affected
individuals of relevant measures that they can take to reduce the risks to them and any
negative consequences arising from the data breach. The DPO should determine the most
appropriate and effective means of communicating the data breach to the affected
individuals, if necessary, engaging the CEO to establish how best to deal with the
communications issues that have emerged. Notification should have a clear purpose, e.g.,
to enable individuals who may have been affected to take steps to protect themselves (e.g.,
by cancelling a credit card or changing a password), to allow regulatory bodies to perform
their functions, provide advice and deal with complaints, etc. In each case, the notification

should include as a minimum:

e Adescription of the nature of the breach.

e Adescription of the likely consequences of the breach.

e How and when the breach occurred.

e What data was involved?

e A description of the measures taken or proposed to be taken by the College to

address the breach.

e The name and contact details of the DPO and other contact points.
The DPO in conjunction with the CEO should consider, and seek advice as appropriate, as
to whether there are any other relevant notification requirements required (such as to the

Garday insurers, external legal advisers etc.).
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Step 5: Evaluation & response

Certain data breaches will require further detailed investigation after the initial
investigation period, which may involve external IT, legal and other support, as appropriate
to ascertain the full extent of the data breach, its causes, and likely consequences and to
effectively contain the breach. The effect of the data breach must be monitored, and the
risks re-evaluated throughout this period. It may be necessary to agree to a phased

notification program with the Data Protection Commission in these instances.

Step 6. Learning lessons

In the aftermath of a data breach, a post-incident review of the incident should take place
to ensure that the steps taken during the incident were appropriate and effective, and to
identify any areas that may be improved in future, such as updating policies and
procedures or addressing systematic issues if they arise, to reduce the recurrence of similar
data breaches and to ensure that appropriate technical and organisational security
measures are put in place. A Breach Follow-Up Action Plan for data breaches and near
misses should be completed and will form part of the investigation process. The action
plan should clearly outline the lessons learnt, the controls agreed to reduce the risk of a
further reoccurrence, a lead member of staff and a completion date. The case will not be

considered closed until all actions agreed upon have been completed.

5. Quality Control
The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.
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APPENDIX

UFORMO022 Personal Data Breach Report Form Rev 1

Please act promptly to report any data security breaches. If you discover a data security breach, please
notify your line manager immediately. Line managers need to complete Section 1 of this form and email

it to the DPO at dpo@unihaven.ie.

Section 1: Notification of Data Security Breach To be completed by the Line Manager of the
person reporting the incident

Date incident was discovered:

Date(s) of incident:

Place of incident:

Name of person reporting the incident:

Contact details of the person reporting the
incident (email address, telephone number,
etc.):

Brief description of the incident or details of
the information lost:

The number of Data Subjects affected if
known:

Has any personal data been placed at risk? If,
so please provide details

Brief description of any action taken at the
time of discovery:

P —
For college use

Received by:

On (date):

Forwarded for action to:

On (date):

111 Page


mailto:dpo@unihaven.ie

Section 2: Assessment of Severity

To be completed by DPO in consultation with the
Line Manager affected by the breach.

Details of the IT systems, equipment, devices,
and records involved in the security breach:

Details of information loss:

What is the nature of the information lost?

How much data has been lost? If laptop
lost/stolen: how recently was the laptop
backed up onto central IT systems?

Is the information unique? Will its loss have
adverse operational, research, financial legal,
liability or reputational consequences for the
college or third parties?

How many data subjects are affected?

Is the data bound by any contractual security
arrangements e.g., to student sponsors?

What is the nature of the sensitivity of the
data? Please provide details of any types of
information that fall into any of the following
categories:

HIGH-RISK personal data
o Sensitive personal data (as defined in the

Data Protection Acts) relating to a living,

identifiable individual’s

a) racial or ethnic origin.

b) political opinions or religious or
philosophical beliefs.

¢) membership of atrade union.

d) physical or mental health or condition
or sexual life.

e) commission or alleged commission of
any offence.

f) proceedings for an offence committed
or alleged to have been committed by
the data subject, the disposal of such
proceedings or the sentence of any
court in such proceedings.

o Information that could be used to commit
identity fraud such as personal bank
account and other financial information
and national identifiers, such as Personal
Public Service Numbers (PPSNs) and
copies of passports and visas.

o Personal information relating to
vulnerable adults and children.
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o Detailed profiles of individuals including
information about work performance,
salaries or personal life that would cause
significant damage or distress to that
person if disclosed.

o Spreadsheets of marks or grades
obtained by students, information about
individual cases of student discipline or
sensitive negotiations which could
adversely affect individuals.

o Security information that would
compromise the safety of individuals if
disclosed.

Category of the incident (Lo Risk, Risk, Hi
Risk):

Reported to CEO:

If Risk or Hi Risk, date escalated by DPO to
the CEO/Executive Management Team

Signature:

Date:
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1. Policy Overview
This policy outlines the policy on the identification and management of potential

collaborators and the appointment of external members at UniHaven College.

2. Policy Statement
Consistent with national policy in Ireland, the College’s Level 5 Specific Purpose Certificate
in International Foundation Studies award for its UniHaven Level 5 Specific Purpose
Certificate in International Foundation Studies Programme (“the programme”) that is
made on the National Framework of Qualifications (NFQ) is intended to promote mutual
recognition and confidence in the learning outcomes attained by its students.
Collaboration arrangements are organised with reputable individuals and/or bodies and
are subject to the College’s quality assurance procedures in line with the following QQI

requirements:

e “The quality assurance procedures include explicit criteria and procedures for the
recruitment and engagement of external, independent, national and international
experts (where appropriate), including the selection and recruitment of expert
panel members. Ethical guidelines relating to the selection and participation of
such external experts are provided to the experts. These require a declaration by
the external expert of any interests that could conflict, or might appear to conflict,
with the role or responsibilities proposed by the provider. Independence and
expertise are reviewed each time a person is engaged because both are subject to
change. The names and affiliations of expert panellists, examiners and
authenticators and other external experts associated with the provider are collated
and monitored by the provider” .

e Legal, reputation and compliance requirements?

o Is the provider a legal entity, with education and training as a principal
function?
o Isthe legal entity a identified legal person, having rights and responsibilities

under the law?

! Statutory Quality Assurance Guidelines developed by QQI for use by all Providers (2016), section 10.3
2 Statutory Quality Assurance Guidelines developed by QQI for Independent/Private Providers coming to
QQI on a Voluntary Basis (2016), section 9
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Has the provider specified its dependencies, collaborations, obligations,
parent organisations, and subsidiaries?

Has the provider declared any third-party relationships and partnerships?
Does the provider comply with applicable regulations and legislation in all
jurisdictions in which it operates?

Is the provider in good standing in the qualifications systems and education
and training systems in any jurisdictions in which it operates (or in which its
parents or subsidiaries operate) or enrols learners, or in which it has
arrangements with awarding bodies, quality assurance agencies,
qualifications authorities, ministries of education and training, professional

bodies, and regulators?

e Resource, governance, and structural requirements?

@)

O

Is the provider stable and in good financial standing?

Does the provider have a reasonable business case for sustainable
provision?

Does the provider have fit-for-purpose governance, management and
decision-making structures?

Does the provider have arrangements for providing required information to
the voluntary provider?

Does the provider have the capacity to deliver education and training as
demonstrated through experience and atrack record in providing education
and training programmes?

Does the provider have sufficient resources, as well as corporate, structural
and internal quality assurance systems in place, to sustainably provide

education and training programmes?

e Programme development and provision requirements*

O

O

Does the provider have a fit-for-purpose and stable complement of
education and training staff?

Does the provider have fit-for-purpose premises, facilities, and resources?

3 Statutory Quality Assurance Guidelines developed by QQI for Independent/Private Providers coming to
QQI on a Voluntary Basis (2016), section 9
4 Statutory Quality Assurance Guidelines developed by QQI for Independent/Private Providers coming to
QQI on a Voluntary Basis (2016), section 9
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o Does the provider have structures and resources to underpin the fair and
consistent assessment of learner achievement?
o Does the provider have arrangements for the protection of enrolled

learners?

The College does not currently engage any other provider as a collaborative provider for
the running of the programme in Ireland nor does it intend to run the QQI programme
online or overseas. Should it do so, the above requirements will be met. External
collaborations are, therefore, limited to the Higher Education Institution (HEI) partners
who accept students who successfully complete their studies with the College, external
council/board/committee members, and overseas recruitment agents who help to recruit
international students for study in Ireland. All such collaborations are subject to the quality
assurance guidelines outlined in this policy and are referred to as external

collaborations/collaborators as opposed to collaborative provisions.

3. Roles and Responsibilities
The CEO has ultimate responsibility for all external collaborations with delegated authority
afforded to the Chief Revenue Officer for recruitment agents and commercial partners and

the Academic Director (AD) for academic collaborators.

4. Policy
The College is acutely aware of its responsibility for promoting, developing, and
maintaining the academic reputation and high standing of Irish higher education and
awards. In fulfilling this responsibility, it will apply, as a minimum, the same quality
assurance standards to its work with its education collaborators as it does to the quality
assurance of its internal academic provisions. The College's general guidelines for working

with external collaborators include the following:

e The establishment and approval of external collaborators are subject to appropriate
academic, legal, and financial due diligence, and risk assessment as appropriate in

the context of the nature of the collaboration.
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e External collaborator relationships should be established and conducted in a spirit
of collective ownership, mutual respect, trust, openness, and transparency.

e Overseas collaborations should accommodate cultural and local differences having
due regard for ethical considerations, including respecting the rights of students,
staff, and partners.

e Collaborative relationships should incorporate flexibility and allow for continuous
dialogue and interaction among the partners, to facilitate evolution and
development in response to challenges posed by a dynamic national and
international higher education environment.

e Aformal written agreement is required.

e The College expects that all external collaborators will affirm their individual and
collective responsibility to uphold College academic standards and quality

assurance.

HEI Partners

Students who successfully complete the programme and who meet HEI entry and visa
requirements will progress to HEI partner institutions. The College will perform its due
diligence on its academic, legal, and financial standing to ensure that it is satisfied that the
HEI partner does not present an undue risk to the College. The risks and opportunities
relevant to working in collaboration with such HEI partners will be assessed and decided
on at Executive Management Team (EMT) meetings in the context of the College’s strategic
priorities as would any significant new business proposal on the proposal from AC in an
academic context and the Chief Revenue Officer in a commercial context. Such risk will be

scrutinised using UPOLO03 UniHaven Risk Management Policy Rev 1.

A Memorandum of Understanding (MoU) and, if an MoU is not needed, a Memorandum
of Agreement (MoA) or Agency Agreement will be necessary to outline the duties,
responsibilities, and non-responsibilities of each party in written agreement form and to
confirm commercial arrangements. Such agreements must be signed by both parties
before any formal programme or pathway advertisement, student recruitment, or

programme delivery covered by such collaborations shall begin.
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HEl partner arrangements are reviewed annually through the HEl Partner Review
Committees, one for each respective HEI partner. Details of this committee are set out

below.

Purpose

The purpose of the HEI Partner Review Committee is to review student progression to the
respective HEI partners, to review the College-HEl Partner academic standards and
progression, and to review lessons learned generally with a view to enhancing the
partnership on an annual basis. This review will feed into the College’s annual self-

monitoring and review processes with its findings included in the Annual Quality Report

to QQI.

Key Responsibilities

This committee will conduct annual reviews with HEI partners under this formalised

structure and associated roles. Its key responsibilities include:

e Student Progression Reviews.

o Reviews the quantity of students who have successfully progressed from the
College to the HEI partner and from year 1 of the HEI partner degree to
subsequent years to include the number of conditional offers issued to
UniHaven students.

o Reviews and considers HEI feedback about the quality of students who have
successfully progressed.

o Reviews the pastoral or other needs of any students who are progressing
subject to students’ permission.

o Reviews any student-related feedback.

e Academic Reviews

o Reviews respective institution programme entry criteria to ensure they are
aligned and, where necessary, updates the respective QA documentation to
reflect any changes that may be needed.

o To ensure that academic standards have been maintained as planned.

o Reviews any other relevant academic feedback.
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e Partnership Enhancement
o Discusses ways to further enhance the relationship between the College
and the HEI partners to provide the best opportunities and outcomes to

students.

Membership

Its membership will include:

e Academic Director (Chair).

e Programme Manager.

e CEO.

e Other College members as relevant.

e ACollege graduate attending the HEI partner.

e HEI Partner senior representative (normally the International Officer/Manager).

Additional HEI Partner representatives may attend as necessary.

Frequency of meetings
Annually.

Receives reports/information from

e Programme Manager for student admissions, academic performance and HEI

partner progression data.

e HEl partner representative for HEI partner data, feedback, and insights.

Reports to

e AC for academic reports and recommendations.

e EMTregarding any resource requirements, where relevant.
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External Council/Board/Committee Members

e The following guidelines should apply to the selection and appointment of external
members to all College boards, AC, and committees. Any staff member can
complete the External Examiner/Member Nomination Form (see Appendix) by
stating how anominee meets the selection criteria below. External members of any
board must have

o Academic qualifications and/or professional expertise appropriate to the
role they will fill.

o At least 5 years of relevant industrial, commercial, or academic experience
depending on the expertise needed.

o At least 10 years of academic experience is needed for the Independent
Chair of AC role. See UniHaven Quality Assurance Manual Rev 2, chapter 2
for the full requirements for the Independent Chair of AC role.

o Awillingness to devote time to their role.

o Awillingness to arbitrate on or adjudicate on problem cases.

o Awillingness to respond quickly to requests for information.

A period of appointment of not more than three years is envisaged for external
appointments. The reappointment of external appointees who have completed a three-
year term will be considered by the College in exceptional cases only. If an external
appointee must withdraw their services during the three years of appointment due to
professional or personal reasons, we will identify and appoint a suitable replacement
promptly. A completed and signed UFORMO021 UniHaven External Examiner/Member
Nomination Form Rev 1 and External Examiner/Member Declaration (for nominees) and
Agreement Rev 1 must be provided. Nominee credentials are then assessed at AC. All
appointments are approved by the Academic Director under the auspices of AC before

taking up the respective roles.

Recruitment Agents

The securing of agreed services from overseas recruitment agents is the responsibility of
the Chief Revenue Officer. In all cases, a background check of such agents is necessary,

and a written agency agreement must be signed by the College and the respective
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recruitment agent outlining areas such as commercial terms, confidentiality and mutual
responsibilities before any recruitment activity begins. See UPOL027 UniHaven Agent
Policy Rev 1 for full guidelines on the selection, management, and review of recruitment

agents.

Annual Monitoring and Review

Annual monitoring and review of all collaborative arrangements will be undertaken as part
of the annual review cycle. HEIl partner reviews will take place via the respective HEI

Partner Review Committees. All review findings will feed into the Annual Quality Report

for QQI.

5. Procedures and Forms

This procedure addresses the processes involved in inducting external individuals to the
roles of members/chairs of any College board or committee. UFORMO021 UniHaven
External Examiner/Member Nomination Form Rev 1 and the External Examiner/Member
Agreement Rev 1 should be used in conjunction with this procedure, and both are attached

in the Appendix.

On approval of an External Member and prior to induction the following material will be

supplied:

e The mission of the College and its context.

e The overall structure of the programme.

e Programme Title.

e Invitation to Induction.

e Asigned duplicate copy of the External Examiner/Member Agreement.
e Name and contact details of all relevant College staff.

e Dates of the relevant Board, Committee, and Council meetings that the member

will partake in.
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APPENDIX

UFORMO021 UniHaven External Examiner/Member Nomination Form Rev 1

Name of Nominee: |

Academic Qualifications:

Professional expertise:

Areas of specialisation:
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Place of work / Address:

Telephone:

Email:

Summary of relevant experience:

Academic Year and Programme(s),
subject(s) to be examined:

Other information:

Has the nominee agreed to act as Yes No

proposed?

Proposal made by: Name:
Title:

Signed: Date:

Academic Director Approval of Nominee Name:

on Behalf of UniHaven AC for a period of

3 years, subject to written agreement

including conflict of interest

statement/signature.

Signed: Date:
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l,

External Examiner/Member Declaration and Agreement

(PRINT NAME), agree to be bound by UniHaven College’s

(“the College”) agreement terms as outlined below.

Start Date of Agreement:

| declare that

| have expertise and experience in relevance to the role | will now hold with the
College and as provided to the College as part of my nomination process.

| comply with all relevant requirements laid down by the relevant statutory bodies.
I am not engaged in any reciprocal external relationship between the College and
my department or institution.

I have not had close involvement with the College during the last three years as, for
example, a member of staff, a member of AC or as a student.

I have no conflict of interest in taking up this role or, where there is a potential for
conflict of interest, | have declared as much.

I am aware that my term of appointment will be a maximum of three years starting
on the start date listed in this agreement and that my re-appointment would be
considered by the College in exceptional cases only.

If I must withdraw my services during the three years of appointment due to
professional or personal reasons, | accept that the College will identify and appoint
asuitable replacement in a timely manner.

As relevant to External Examiners, | do not hold more than two concurrent
substantive external examinership, including the one at the College, nor will | do
so without the prior agreement of the College.

As relevant to External Examiners, | agree to be bound by UPOL016 UniHaven
External Examining Policy including the potential early termination of this
agreement should | be found guilty of misconduct.

Signatures

Date

External Member

Date:

Academic Director on behalf of Academic Council
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1. Policy Overview
This policy has been adopted by the College to promote best practice in child protection
within the College and to inform staff and students of their obligations to recognise child

protection and welfare concerns and to respond appropriately.

2. Policy Statement
Children in the College and the context of this policy includes any student who has not yet
reached age 18 at the time they first produce evidence of age (i.e., birth certificate,
passport, and other documents showing actual proof of age) to any member of staff.
Consequently, the children referred to in this document will primarily be the minority of
college students who are under 18 at the time of enrolment. The policy does include,
however, children who may come into the College for staff and student activities. However,
it is also noted that staff and students may also encounter children through activities
related to their employment or learning with the College and this policy is also intended

to guide those situations, insofar as is appropriate.

This policy is intended to ensure compliance with the Children First Act 2015 (the Act) and
is based on Children First: National Guidance for the Protection and Welfare of Children
2017. The Act places several statutory obligations on specific groups of professionals and
particular organisations providing services to children. Through the provisions of the Act,

it is intended to:

Raise awareness of child abuse and neglect.
e Provide for mandatory reporting by key professionals.
e Improve child safeguarding arrangements in organisations providing services to

children.

e Provide for cooperation and information-sharing between agencies when Tusla —

Child and Family Agency (Tusla), is undertaking child protection.

The legislation also contains a provision that removes the defence of reasonable
chastisement concerning corporal punishment as part of court proceedings. The policy

intent is that the legislation will operate side-by-side with the existing non-statutory
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obligations provided for in Children First: National Guidance for the Protection and
Welfare of Children (2017). The Criminal Justice (Withholding of Information on Offences
against Children and Vulnerable Persons) Act, 2012 and the National Vetting Bureau
(Children and Vulnerable Persons) Acts, 2012 - 2016 are additional key pieces of

complementary legislation designed to improve child safety and protection.

This policy also includes the area of guardian nominee where the College agrees for an
external guardian nominee provider to provide students who have not yet turned 18 years
of age with an out hours and emergency contact service that will be triggered should
students need any kind of personal, visa, and/or medical/health care outside of normal

college operating hours.

3. Roles and Responsibilities
A child is a person under the age of 18, excluding a person who is or has been married.
This policy applies to all students who have yet to turn 18 years of age who study with us
in Ireland and any children who may visit our college for college-related activities. It is the
responsibility of all staff at all levels, full-time, or part-time, and our students to read and
comply with the contents of this policy and to implement this policy in full. This policy will
be circulated to all staff and students. Those joining the organisation will receive it as part

of their induction.

It is UniHaven’s responsibility to implement this policy, appoint a Child Protection Officer
and generally ensure the promotion of the protection of children within the company and
the college. Garda vetting is part of our recruitment process as per UPOL012 UniHaven
Garda Vetting Policy. The Child Protection Officer will be required to attend specialised

training in the area and to keep up to date.

Certain recruitment activities carried out by the admissions staff will involve contact with
children who are second-level students. These activities include staff potentially visiting

schools, attending education fairs or inviting second-level students to College events.
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When staff attend a second-level school, s/he should ensure that the schoolteacher
remains present in the classroom. When events take place within the College, these events
should be clearly publicin nature and there should not be private or one-to-one mentoring
sessions away from the public areas. If a second-level student under the age of 18 wishes
to meet any staff member, this should not be done on aone-to-one basis except in a public

space.

The Academic Director is responsible for ensuring that policies are developed and
maintained, that they remain fit for purpose, that they remain in compliance with QQI
guidelines, that they are updated as per agreed schedules, and that they are being
implemented as intended. In the latter context, the Academic Director will inspect a
sample of policies each year to check for the correct implementation and bring the findings

to AC as part of the annual QA/QQI review and reporting process.

4. Policy

Types of Abuse and Identification of Abuse

These descriptions of the different types of abuse and how to identify them are taken from
Children First: National Guidance for the Protection and Welfare of Children 2017. Child
abuse can be categorised into four different types: neglect, emotional abuse, physical
abuse and sexual abuse. A child may be subjected to one or more forms of abuse at any
given time. Abuse and neglect can occur within the family, in the community or an
institutional setting. The abuser may be someone known to the child or a stranger and can
be an adult or another child. In a situation where abuse is alleged to have been carried out
by another child, it should be considered a child welfare and protection issue for both
children, and child protection procedures should be followed for both the victim and the
alleged abuser. The important factor in deciding whether the behaviour is abuse or neglect

is the impact of that behaviour on the child rather than the intention of the adult.
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The definitions of neglect and abuse presented in this section are not legal definitions.
They are intended to describe ways in which a child might experience abuse and how this

abuse may be recognised.

Neglect

Child neglect is the most frequently reported category of abuse, both in Ireland and
internationally. Ongoing chronic neglect is recognised as being extremely harmful to the
development and well-being of the child and may have serious long-term negative
consequences. Neglect occurs when a child does not receive adequate care or supervision
to the extent that the child is harmed physically or developmentally. It is generally defined
in terms of an omission of care, where a child’s health, development or welfare is impaired
by being deprived of food, clothing, warmth, hygiene, medical care, intellectual
stimulation or supervision and safety. Emotional neglect may also lead to the child having
attachment difficulties. The extent of the damage to the child’s health, development or
welfare is influenced by a range of factors. These factors include the extent, if any, of
positive influence in the child’s life as well as the age of the child and the frequency and
consistency of neglect. A reasonable concern for the child’s welfare would exist when
neglect becomes typical of the relationship between the child and the parent or carer. This
may become apparent where the child is seen over a period, or the effects of neglect may
be obvious based on having seen the child once. The following are features of child

neglect:

e Children being left alone without adequate care and supervision.

e Malnourishment, lacking food, unsuitable food, or erratic feeding.

e Non-organic failure to thrive, i.e., a child not gaining weight due not only to
malnutrition but also emotional deprivation.

e Failure to provide adequate care for the child’s medical and developmental needs,
including intellectual stimulation.

e Inadequate living conditions — unhygienic conditions, environmental issues,

including lack of adequate heating and furniture.
e Lack of adequate clothing.

e Inattention to basic hygiene.
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e Lack of protection and exposure to danger, including moral danger, or lack of
supervision appropriate to the child’s age.

e Persistent failure to attend school.

e Abandonment or desertion.

Emotional Abuse

Emotional abuse is the systematic emotional or psychological ill-treatment of a child as part
of the overall relationship between a caregiver and a child. Once-off and occasional
difficulties between a parent/carer and child are not considered emotional abuse. Abuse
occurs when a child’s basic need for attention, affection, approval, consistency, and
security are not met, due to incapacity or indifference from their parent or caregiver.
Emotional abuse can also occur when adults responsible for taking care of children are
unaware of and unable (for a range of reasons) to meet their children’s emotional and
developmental needs. Emotional abuse is not easy to recognise because the effects are not
easily seen. A reasonable concern for the child’s welfare would exist when the behaviour
becomes typical of the relationship between the child and the parent or carer. Emotional

abuse may be seen in some of the following ways:

e Rejection.

e Lack of comfort and love.

e Lack of attachment.

e Lack of proper stimulation (e.g., fun and play).

e Lack of continuity of care (e.g., frequent moves, particularly unplanned).

e Continuous lack of praise and encouragement.

e Persistent criticism, sarcasm, hostility or blaming of the child.

e Bullying.

e Conditional parenting in which care or affection of a child depends on his or her
behaviours or actions.

e [Extreme overprotectiveness.

e Inappropriate non-physical punishment (e.g., locking child in the bedroom).

e Ongoing family conflicts and family violence.

e Seriously inappropriate expectations of a child relative to his/her age and stage of

development.
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e There may be no physical signs of emotional abuse unless it occurs with another

type of abuse.

A child may show signs of emotional abuse through their actions or emotions in several
ways. These include insecure attachment, unhappiness, low self-esteem, educational and
developmental underachievement, risk taking and aggressive behaviour. It should be
noted that no one indicator is conclusive evidence of emotional abuse. Emotional abuse is
more likely to impact negatively on a child where it is persistent over time and where there

is a lack of other protective factors.

Physical Abuse

Physical abuse is when someone deliberately hurts a child physically or puts them at risk
of being physically hurt. It may occur as a single incident or as a pattern of incidents. A
reasonable concern exists where the child’s health and/or development is, maybe, or has
been damaged as a result of suspected physical abuse. Physical abuse can include the

following:

e Physical punishment.

e Beating, slapping, hitting, or kicking.

e Pushing, shaking, or throwing.

e Pinching, biting, choking, or hair-pulling.
e Use of excessive force in handling.

e Deliberate poisoning.

e Suffocation.

e Fabricated/induced illness.

e Female genital mutilation.

Sexual Abuse

Sexual abuse occurs when a child is used by another person for his or her gratification or
arousal, or for that of others. It includes the child being involved in sexual acts
(masturbation, fondling, oral or penetrative sex) or exposing the child to sexual activity

directly or through pornography. Child sexual abuse may cover a wide spectrum of abusive

71 Page



activities. It rarely involves just asingle incident and, in some instances, occurs over several
years. Child sexual abuse most commonly happens within the family, including older

siblings and extended family members.

Cases of sexual abuse mainly come to light through disclosure by the child or his or her
siblings/friends, from the suspicions of an adult, and/or by physical symptoms. Examples

of child sexual abuse include the following:

e Anysexual act intentionally performed in the presence of a child.

e An invitation to sexual touching or intentional touching or molesting of a child’s
body whether by a person or object for sexual arousal or gratification.

e Masturbation in the presence of a child or the involvement of a child in an act of
masturbation.

e Sexual intercourse with a child, whether oral, vaginal, or anal.

e Sexual exploitation of a child, which includes:

o Inviting, inducing, or coercing a child to engage in prostitution or the
production of child pornography [for example, exhibition, modelling or
posing for sexual arousal, gratification, or sexual act, including its recording
(on film, videotape or other media) or the manipulation, for those purposes,
of an image by computer or other means].

o Inviting, coercing, or inducing a child to participate in, or to observe, any
sexual, indecent, or obscene act.

o Showing sexually explicit material to children, which is often a feature of the
‘grooming’ process by perpetrators of abuse.

e Exposing a child to inappropriate or abusive material through information and

communication technology.

e Consensual sexual activity involving an adult and an underage person.
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Overview

As a general guide, the College commits to the following child-centred approach to child

protection:

e The protection of children must always come first.

e Children should be protected, treated with respect, listened to, and have their own
views taken into consideration.

e Our staff and students must raise concerns about the behaviour of others which
may be harmful to children.

e Tusla should be informed without delay when there are reasonable grounds for
concern that a child may have been, is being or is at risk of being abused or
neglected.

e Best practices should be adopted to minimise the possibility of harm or accidents
happening to children.

e This policy complements and supports other College staff and student policies.

e While due regard will be paid to the above guidelines and this policy generally,
interactions with UniHaven students who have not yet turned 18 years of age will

generally be based on the normal rules applying to all students.

Good College practice when in contact with children includes:

e Being visible when working with children whenever possible. Concerning students
who are under 18, it is recognised that a one-to-one situation might be necessary to
protect the student’s right to privacy and confidentiality. Staff should use their
professional judgement when in such a situation and should try, where reasonably
possible to avoid being alone with a child and, if it is necessary, leave the door to

the room ajar unless it breaches trust and confidentiality.
e Treat all children equally and with respect and dignity.
e Listen to what children say and involve them in decision making where appropriate.
e Provide encouragement, support, and praise.

e Adopt the safest possible practices to minimise the possibility of harm or accidents

happening to children.

e Demonstrate exemplary behaviour in the presence of children.
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e Never use physical punishment.

e Never make unnecessary physical contact with a child.

e Never exchange personal details with a child such as phone numbers, e-mail,
Facebook, Twitter, or other social media accounts and follow UPOL028 UniHaven

Email, Social Media and Marketing Policy Rev 1.

e Always refer child abuse, welfare, and safety issues to the Child Protection Officer.
If an employee or student is inhibited for any reason in reporting the incident
internally to the Child Protection Officer or where they are dissatisfied with the

response, they should contact Tusla or An Garda Stoch6na.

5. Procedures and Forms
This procedure details how child protection concerns are raised and dealt with at the
College remembering that a ‘child” under Irish legislation is any person aged under 18 years
of age and that children in the context of College activities could be students, children of
staff, children of visitors etc. as described in this Child Protection Policy. While the Child
Protection Officer is responsible for the policy and procedures attaching to child welfare
responsibilities, all staff are expected to be familiar enough with this policy and procedure
to ensure that all children are fully protected in their engagement with the College, its staff,

its students and its stakeholders under the legal requirements in this area.

Reporting

Duty to Report

Staff and students must be alert to the possibility that children with whom they are in
contact could be victims of abuse and should report their concerns to the Child Protection
Officer in the first instance. A report should be made to Tusla when there are reasonable
grounds for concern that a child may have been, is being or is at risk of being abused or

neglected. Reasonable grounds for a child protection or welfare concern include:

e Evidence, for example, an injury or behaviour, that is consistent with abuse and is

unlikely to have been caused in any other way.

e Any concern about possible sexual abuse.

101 Page



LINIHAY ES

e Consistent signs that a child is suffering from emotional or physical neglect.
e Achild saying or indicating by other means that he or she has been abused.
e Admission or indication by an adult or a child of an alleged abuse they committed.

e An account from a person who saw the child being abused.

All staff and students are encouraged to discuss any concerns with the Child Protection
Officer. If the Child Protection Officer is not available, staff and students should report
reasonable concerns directly to Tusla, or if the child is in immediate danger, to An Garda

Stochbna.

Making a Report to the Child Protection Officer

Any staff member or student who suspects child abuse should report this to the Child

Protection Officer. Such a report should contain:

. Details of the child and the suspected abuse.
. Enough information to establish the basis of the concerns.
. An accurate record of their observations and/or the conversation with the child

or other person (if any).

The Child Protection Officer will receive and assess all such reports. The role of the Child
Protection Officer is not to investigate or interview relevant parties, but to assess whether
the information available demonstrates a reasonable concern of abuse or neglect. Once
the Child Protection Officer is satisfied that a report meets the required threshold, he or
she will report it to Tusla without delay. In those cases where the Child Protection Officer
decides not to report concerns to Tusla or An Garda Stoch6bna, the staff member or student
who raised the concerns should be given a clear written statement of the reasons why the
Child Protection Officer is not taking such action. The staff member or student should be
advised 