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5.1 Learning and Teaching Strategy

The Learning, Teaching and Assessment Strategy is a strategy document, not a policy,
and is maintained separately. Current institutional strategies are published on the NCI
website.

5.2 Blended Learning

Superseded. This section no longer applies. Blended and online delivery is now governed
by the Policy on Blended and Online Learning Programmes.

5.3 Work-Based Learning

Work-based learning is defined as credit bearing learning that takes place in a workplace
setting and is a mandatory element of a programme of study. As such, work-based
learning can be of any duration. At present, NCI delivers work-based learning in the
following formats, either as the primary mode or a component part of a programme’s
learning and teaching strategy:

e Collaborative arrangements to provide in-company training

e Accredited placements offered as part of undergraduate degrees

e Industry based projects/dissertations offered on postgraduate degrees
e Apprenticeship programmes

NC/I’s policy on work-based learning has been developed to ensure that the learning
environment is managed using the same principles as the traditional learning
environment. Accordingly, this policy is informed by the following principles:

e All activities must be consistent with the College’s strategic plans, (ideally) arise from
School plans and be congruent with the School’s existing academic provision, bringing
clear benefits to all those involved;

e All activities should only be delivered with other organisations that have

o the academic OR professional standing to successfully contribute to or deliver
programmes of study to appropriate academic and professional standards;

o the financial standing to sustain them;
adequate infrastructure facilities and resources to support them, including
appropriate staffing; and

o the legal standing to contract to their delivery;

e All activities should be equivalent in quality and standards to comparable programmes
delivered solely by the College, and be comparable in student learning, support and
experiences to those programmes based solely at NCI; and

e All activities should give adequate opportunity for student representation and
feedback;


https://www.ncirl.ie/About/Governance-Reports/NCI-Strategies
https://www.ncirl.ie/About/Governance-Reports/NCI-Strategies
https://ncisupporthub.ncirl.ie/hc/en-ie/articles/21894958687388-Policy-on-Blended-and-Online-Learning-Programmes

Programmes delivered solely through, or that consist of components of, work-based
learning are subject to the College’s existing processes for programme monitoring. The
Vice Dean of the School is responsible for ensuring that the annual School Report and
contains the observations and recommendations of the relevant Programme Reviews,
which contain the outcomes of the Programme Committee Meeting, the Class
Representative Meeting, External Examiner reports and learner feedback surveys. Such
programmes are also subject to revalidation every 5 years using the programme
revalidation process.

5.3.1 Learning Environment

The work-based learning environment should be safe and appropriate to the learning
taking place. All environments should be appropriately vetted and due diligence carried
out on prospective employers. Atri-party agreement between the learner, the employer
and NCI must be completed in all cases. In the unlikely event of a minor or vulnerable
adult going on placement, the appropriate child protection arrangements should be put
in place.

Please refer to Chapter 3 (Section 3.6.13) on the due diligence process conducted when
developing programmes delivered through collaborative provision for further information
on how the learning environment is assessed prior to the delivery of programmes
involving work-based learning. Chapter 3 (3.6.9) also provides details on the quality
assurance system that ensures the standards of this learning-environment are
maintained as the programme is delivered.

5.3.2 Consistency of Learning

Each learner must be visited in accordance with the programme validation requirements
by the academic supervisor/placement supervisor to ensure that the learning outcomes
associated with work-based learning can be achieved.

The ratio of learners to academic supervisor/placement supervisor will normally be no
more than 8:1 or the equivalent of a module workload in the case of supervisors who are
undertaking only this role. All supervisors, placement tutors and workplace mentors
must be appropriately briefed on the nature of the programme, the nature of the learning
and how this is being managed at NCI. Those involved in assessing learners must have
undertaken training at NClI.

All supervisors, placement tutors and workplace mentors must be appropriately briefed
onthe nature of the programme, the nature of the learning and how this is being managed
at NCI. Those involved in assessing learners must have undertaken training at NCI.



5.3.3 Assessment of Work-Based Learning

All assessment of work-based learning is subject to NCI’s quality assurance procedures
for assessment. Work-based learning must be designed so that judgement is not
dependent on a single marker and that it can be externally examined.

Work-based learning may or may not be graded. When considering the grading of work-
based learning, consideration should be given to impact on the award classification of
the learner, the experience and expertise in assessment of those grading the work and
the level of the programme.

5.3.4 Information Provisions

Each learner shall receive a placement handbook or in the case of apprentices, a
programme handbook, outlining the processes, expectations of them as a learner and
the responsibilities of NCI and the employer. Each workplace mentor shall receive a
handbook outlining the processes, expectations of them as an employer and the
responsibilities of NCl and the learner.

5.3.5 Data Protection and Intellectual Property

When designing work-based learning, the nature and types of data that must be shared
for the placement to be effective should be made clear to both the learner and the
employer. The data that may need to be shared between the employer and NCI may
include but is not limited to:

e Attendance data

e Results data

e Commercially sensitive information for the purposes of validating assessment
outcomes

e Submissions of student’s work-based assessment

5.3.6 Roles and Responsibilities

The following individuals have particular responsibilities concerning the monitoring and
maintenance of academic standards in work-based learning activities.



5.3.6.1 Academic Supervisor

The Academic Supervisoris based at NCl and is responsible for supervising the learner’s
successful completion of the work-based learning modules as set out in the programme
schedule. In particular, they will liaise with the workplace mentor to review the delivery
of the programme and the development of the learner, paying close attention to the
Minimum Intended Programme Learning Outcomes and the Minimum Intended Module
Learning Outcomes, as appropriate, and assessing the learner’s achievement of these
as evidenced through the learner’s submitted evidence.

5.3.6.2 Workplace Mentor

The Workplace Mentoris an experienced officer within the organisation where the learner
is completing their work-based learning. They are responsible for supporting the
learner’s personal development and encouraging theirindependent learning by providing
confidential feedback to reinforce what the learner does well and to identify the areas
where they need to improve. Ultimately, the Workplace Mentor assist the learner in
taking increased initiative for their own learning and development, and greater
responsibility for managing the mentoring relationship.

The Workplace Mentor also supports the development of the learner by leveraging
internal learning and development opportunities that are relevant to the learning
outcomes of the programme/module(s); challenging the learner to demonstrate what
they have learned and correct any misunderstandings; and facilitating the learner in
reinforcing knowledge by working on tasks where they can directly apply their learning.

5.3.6.3 The Placement Tutor

The Placement Tutor supports and evaluates student teachers during the placement by
means of meetings, site visits and portfolio assessments. The Placement Tutors work
with the Module Leader and the Programme Director and are members of the Programme
Team.

5.3.6.4 Placement Co-Ordinator

The placement co-ordinator has overall administrative responsibility for the placements.
They assign Placement Tutors to each student. They monitor progress and make sure
that students and Placement Tutors keep up-to-date submissions. The placement co-
ordinator will also act as liaison with the placement setting.



5.3.6.5 Mentor Teacher

An experienced professional who works in the co-operating institution and who agrees
to act as a mentor for the student teacher while he or she is fulfilling the placement.

5.3.7 Learning and Teaching Standards

The following standards must be met when delivering blended learning programmes
and/or content.

1. MIPLOs and Minimum Intended Module Learning Outcomes (MIMLOs) should be
the same regardless of the mode of delivery unless approved during the
programme validation and explicitly specified programme schedule.

2. Lecturers should apply good pedagogic design to their production and planning of
student learning activities. This is achieved by mapping such activities against the
MIPLOS and/or MIMLOs

3. Where possible, the amount of student contact hours should be the same. In a
blended learning context, “contact hours” are designated as:

a. Learning events where learners have opportunities to ask questions
contiguously, i.e. conventional classroom or online class environment

b. Guided learning activities, i.e. interactive exercises that are pedagogically
designed to enable the student to achieve a specific learning outcome)

4. Learners should be provided with opportunities to review archived instructional
materials for revision and assignment purposes.

5.3.8 Staff Training and Support

To ensure the above standards are consistently met, staff are provided with ongoing
support and continuing professional development opportunities in the area of
technology mediated and technology enhanced learning, in particular in the design,
production and implementation of learning and teaching strategies suited to NCI’s VLE.

Any staff member asked to participate in online delivery is required to undertake training
sessions aimed at improving online pedagogy and ensuring consistent and appropriate
teaching methodologies, regardless of prior online delivery experience outside of NCI.



Please refer to Section 5.4 below for further information regarding the professional
development opportunities for faculty in the areas of learning and teaching.

5.3.8.1 Synchronous Online Delivery

Training on the use of the virtual classroom platform is currently modelled on University
of Maryland Sloan online training. It addresses 5 key competencies

e System training

e Avoiding standard practice
e Discussing motivation

e Course design

e Institutional support

Modules set for synchronous online delivery must be discussed with an instructional
designer. This provides the lecturer with an opportunity to become cognisant of how module
delivery may have to vary in an online mode, while also allowing for discussion with, and
feedback from an expert regarding the planned learning and teaching strategy, and the
resources available.

Each module will have a Learning Experience Monitor (LEM) assigned for the first 2-3
weeks of delivery. The LEM will be an individual trained in pedagogical approaches for
online delivery who will assist lecturers in refining their technique and navigating the
online system. They will also advise the IT department if there are any technical issues
that require monitoring.

5.3.8.2 Asynchronous Online Delivery

Content developed for asynchronous delivery is subject to the following process:

1. Development of Traditional Content

a. The module developer develops content in accordance with the approved
module descriptor in traditional text and/or slide style. This includes
instructions with respect to assessments and how formative assessment
should be accommodated.

b. Slides and accompanying text are proof read by a second reader who is a
subject expertin the area

2. Treatment by the instructional designer.



a. The content is then reviewed by the instructional designer and converted
into appropriate content using the VLE or other SCORM based tools.

3. Thevoice recordingis prepared to be overlaid on the content.

The choice of content to be delivered in this manner should be chosen carefully as the
resources required to maintain and update this type of delivery are significant. This mode
is suitable for historical and/or theoretical concepts that are not likely to change
frequently.

5.4 Continuing Professional Development

NClrecognises theimportance of teaching and learning for both its students and its staff.
Furthermore, the College also appreciates that in order to be a teaching and learning
institution, its staff must be provided with opportunities to learn and to use this learning
to inform their teaching practices. For these reasons, NCI places great emphasis on
building its capacity to increase existing, and develop new knowledge, through
engagement in advanced research and professional activities, and the provision of
professional development opportunities. The learning thus achieved can then be utilised
by staff in their teaching activities, such as, programme design, development and
delivery; curriculum and module content; and facilitating student engagement.

Having a faculty that is fully engaged with developing best practices, facilitating
independent learning and knowledge dissemination, and involved in collaborative
enhancement sets an excellent example for the College and encourages a similar
attitude in the student community. In addition, providing teaching staff with continuing
professional development opportunities in the area of learning and teaching further
strengthens the College’s commitment to realising ‘students as partners’ in the
development, delivery and enhancement of its academic programmes.

5.4.1 Centre for Research and Innovation in Learning and Teaching (CRILT)

CRILT coordinates the teaching enhancement services provided to all teaching staff at
NCI. At the core of this service is the Teaching Enhancement course available on the
College’s Virtual Learning Environment (VLE). This course is available to all new and
existing faculty and associate faculty, and addresses the six competence areas
identified for accomplished teaching by the CRILT. These are:

e Teaching Effectiveness
e Reflection on Practice
e Student-Centeredness



e Digital Capacity
e Assessment
e How College Works

CRILT provides professional development workshops and specialist seminars in each of
the above areas to improve the College’s capacity to provide an excellent student
learning experience informed by the principles of reflective practice and continuous
enhancement. Proficiency in the above competence areas is demonstrated by staff
accessing the online resources and completing the associated activities.

CRILT also coordinates the induction of new teaching staff through its “New to Teaching”
seminar series, which addresses assessment and feedback, teaching strategies, and
developing teaching skills. New teaching staff can also request to meet with a specialist
teaching practice mentor to address a particular area of concern.

As the Postgraduate Diploma in Learning and Teaching is delivered through CRILT, the
centre has accessto awide range of scholarship on best practices. These are often made
available to teaching staff in the form of online resources accessed through the Teaching
Enhancement course on NCI’s VLE. Furthermore, its ‘Accomplished Teacher’ workshop
is specifically designed for NCI teaching staff and those involved in supporting student
learning. This workshop provides staff with the opportunity to share best practices in the
area of learning and teaching, and facilitates collaborative learning in the six core
competency areas mentioned above. CRILT are also responsible for implementing the
‘Accomplished Teacher’ framework. Please refer to Chapter 8 (Section 8.3.2.2) for
further information about this framework and to Chapter 8 (Section 8.3.2.3) to
understand how the above professional development opportunity is mapped against the
appointment criteria for faculty at different grades.

5.5 Guidelines for Programme Delivery

Identifying and responding to the needs of all our learners equally and conscientiously;
providing a learning environment that facilitates increased student engagement in
learning, teaching and assessment activities; and developing a culture where students
are partners in the quality assurance system and quality enhancement initiatives are
some of the core activities outlined in the college’s Learning, Teaching and Assessment
Strategy. Accordingly, NCI has developed the following policies, guidelines and
associated procedures to address some of the practical considerations that must be
maintained when delivering programmes that respond to learners’ requirements in an
environment conducive to effective learning, teaching and assessment practices.
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5.5.1 Publication of Programme Information

The publication of programme information should be carried out with reference to the
Policy on Public Information

5.5.1.1 Full-Time Programmes

Full-time programme information is made available for the production of marketing
material 18 months prior to the intake date. Any programmes that are not yet approved
by QQIl should not be advertised in the prospectus unless the validation has been applied
for using the processes described in the Policy on the Development & Validation of
Programmes Leading to HE awards. If this is the case, all materials for this programme
should prominently and clearly specify that programme validation is pending using the
phrase ‘Subject to QQI validation’. If the programme is not yet approved only a broad
indicative outline of the curriculum should be included in any pre-publicity materials.
Detailed curricula should not be published until validated.

5.5.1.2 Part-time Programmes

Part-time programme information is made available for the production of marketing
material 9 months prior to the expected intake date. Any programmes that are not yet
approved should not be advertised in the prospectus unless the programme submission
document has been submitted to the awarding body using the processes described
above. If this is the case, all materials for this programme should prominently and
clearly specify that programme validation is pending using the phrase ‘Subject to QQI
validation. If the programme is not yet approved only a broad indicative outline of the
curriculum should be included in any pre-publicity materials. Detailed curricula should
not be published until validated.

5.5.2 Admission & Registration

Learners may not be admitted or registered on a programme that has not been through
the validation process as outlined above. The Certificate of Validation or equivalent
documentation must be received prior to admission and registration unless permission
is received from the awarding body.

Offers may be made to applicants pending validation of the programme. Offers should
not be made unless the programme has been submitted to the awarding body for
validation.

11



5.5.3 Annual Planning and Agreement of Schedule of Programme Delivery

As part of the annual budgeting cycle, the schedule of expected overall programme
delivery is agreed by Executive Group. This will be based on the strategic plan of the
College and operational considerations such as availability of location, expected market
demand etc.

Figure 1 outlines the process and interplay between the relevant functions within the
College throughout this process.

Full-time Programmes

The schedule for full-time programme delivery is set 18 months ahead of the expected
intake date. It should be available by mid-March. Executive Group may opt to remove a
programme from the advertised set of programmes based on application information
made available in March preceding the intake date. Due to the impact on the CAO
process, this decision must be taken in time for the change of mind process in July. All
applicants to this programme should be contacted.

Part-time Programmes

The schedule for part-time programme delivery is set 9 months ahead of the expected
intake date. This schedule will include indicative days, timeframes, locations and
expected intake per cohort

12
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5.5.4 Decisions to Cease Delivery of a Programme
5.5.4.1 Cessation of an Approved Programme

Where an Approved Programme does not operate for two years or more due to lack of
learner demand, the Programme Committee may decide not to include the Programme
in the next Programmatic Review for revalidation.

The decision to withdraw a programme from CAO or not to offer a programme in a
particular year due to lack of demand is taken by Executive Group, having consulted with
the Dean of School concerned.

It is National College of Ireland’s policy that should a programme commence, it will be
offered to completion for the specific intake of students.

5.5.4.2 Non-Commencement of an Offered Programme

In cases where an offered programme may not run for reasons such as non-viable
numbers, unsuitability of location or unavailability of appropriate teaching staff, learners
are offered the following.

e Transferto the same programme at another NClI location if appropriate

Or

e Full refund on fees paid for that academic year and appropriate guidance as to
other education options.

In such cases, the decision to not run a programme in such cases as above is made at
least 5 working days prior to the proposed start date for programmes at levels 5-6 of the
National Qualifications Framework. For all other programmes, the decision is made at
least 10 working days prior to the proposed start date. Refunds are made to those
persons or organisations that originally paid the programme fee.

Prospective Learners are notified in all correspondence and publications that
programmes may not commence for reasons such as those outlined above.

5.5.4.3 Cessation of a Programme that has Commenced

In exceptional cases where a programme is terminated after it has commenced and prior
to the normal completion of the programme for reasons such as non-viable numbers,
unsuitability of location or unavailability of appropriate teaching staff, learners will be
offered the following options

16



e Transfer to the same course at another NCI location if appropriate

Or

e Endeavour to facilitate transfer to a similar programme with another provider
using procedures agreed under the HECA PEL Scheme Action plan

Or

e Full refund on fees paid for that academic year and appropriate guidance as to
other education options

Where appropriate, a statement of credit will be provided for successful completion of
modules. Refunds are made to those persons or organisations that originally paid the
fee.

5.5.5 Notification of Resources Required to Support Teaching & Learning

A report on additional software, hardware and information resources shall be made
available to the IT department and Library & Information Service as part of the annual
budgeting process.

5.5.6 Teaching Assignments & Timetables

Teaching assignments for the following year (all semesters) should be made by 28"
February (for September — May delivery) or 30" September (February-December
delivery). This is completed by the Dean or Vice Dean of School as appropriate.

These assignments will be made based on decisions made regarding programme
delivery for the following year and expected intakes. Expected intake should be
calculated based on previous years’ trends of intake/retention and/or completion.

The Dean of School will provide detail of any resourcing requirements to the HR
Department by 28™ February (for September — May delivery) or 30" September (February-
December delivery).

Teaching assignment, capacity requirements and arrangements for tutorials should be
provided to the Central Timetabling Office by 28" February (for September—May delivery)
or 30" September (February-December delivery).

5.5.6.1 Subject Teams and Module Owners

For modules that are shared across multiple programmes, module owners must be
identified by each School.

17



5.5.6.2 Notification of Module Teams

Arising from the assignment of teaching loads, module teams will be identified for
modules that are shared by several programmes. Details of the module teams will be
provided to all faculty via the staff portal

5.5.6.3 Notification of Programme Teams

Arising from the assignment of teaching loads, programme teams will be identified and
details provided to all faculty via the staff portal

5.5.7 Scheduling of Teaching Activities

To ensure that all learners at NCI are provided with the same high standard of learning
opportunities and within learning environments that are suited to their requirements, the
following policy and associated procedures have been developed for the scheduling of
teaching activities.

NCI also recognises the importance that effective scheduling of teaching activities plays
in enhancing the student experience. Therefore, the following conditions apply when
compiling the academic timetable.

5.5.7.1 General Principles

When compiling the timetable of learning activities for the College, the Central Timetable
Office (CTO) employs the following general principles:

e Public Holidays, Good Friday and the Christmas Closedown period are not
considered teaching days. Please refer to Academic Calendar for exact dates.

e Teaching activity starts sharply on the hour. All rooms should be vacated five
minutes to the hour to allow time for students to vacate the room and enable the
following session to start on time.

e Teaching activities take precedence over non-teaching activities. Bookings for
Open Days may be requested as part of the timetable construction process
however, due to the demand on teaching space there is no guarantee that rooms
required will be available.

e All teaching activity must be recorded in Syllabus+ and attached to relevant
student sets. No teaching activity must be recorded as an ad hoc booking.
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e All campus space designated as teaching space is considered owned by CTO in
Syllabus+ and the CTO has responsibility and authority to allocate this teaching
space in accordance with this policy.

e Teaching activities will not be arbitrarily scheduled atthe same time every yearvia
rolling over of activity bookings in Syllabus+.

5.5.7.2 Priority Scheduling

Teaching activities are scheduled within priority blocks to ensure that teaching activities with
specific requirements or constraints are given the resources that they need. Priority is as
follows:

1. Teaching activities with set timetables as their times and dates are inflexible.
2. Any activity that requires to be scheduled at a specific time of the day.
3. All other teaching activities.

5.5.7.3 Daytime Programmes (Full-time and Part-time)

The teaching hours for daytime programmes at NCl are 9am - 6pm Monday - Friday, with
the following conditions:

e (lasses on a Wednesday must finish at 1pm to facilitate student recreation;

e Students and teaching staff will have at least one hour free from 12pm - 2pm
each day; and

e Classes will only be scheduled during the 5pm-6pm timeslot on a needs must
basis.

To enhance the student experience, NCl also endeavours to ensure that:

e No more than 4 consecutive hours of teaching activity will be scheduled for all
students

e No more than 3 consecutive hours of teaching will be scheduled for School of
Business where possible

e No more than 2 hours of consecutive teaching in the same module will be
scheduled. Daytime block delivery is an exception to this.

e The time between students start and end times on a particular teaching day will
not exceed 9 hours.

e Compulsory learning activities do not clash with optional academic activities

e Alearner will not be scheduled for just 1 hour of teaching on a single day, where
possible and permitted by resources

e A learner will not have more than 2 hours between scheduled teaching on any
given day, where possible and permitted by resources
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e Teaching activities for Higher Certificates in the School of Business are not
scheduled before 10am, where possible and permitted by resources

e Tutorials, Labs and Practicals are scheduled after the relevant lecture(s) but
ideally not on the same day

5.5.7.4 Evening Programmes (Part-time)

The teaching hours for part-time evening programmes are 6pm — 10pm Monday - Friday
and 9am - 6pm Saturday with the following conditions:

e Atleast a1 hour break will be scheduled between 12pm - 2pm on Saturdays for
both students and teaching staff

e Evening classes will not commence before 6pm on any given weekday, exceptin
exceptional circumstances. In these cases, the relevant school must submit a
request to the CTO by the published deadline

e No teaching activities will take place after 10pm Monday - Friday or anytime on
Sundays.

5.5.7.5 Daytime Block Delivery

The teaching hours for programmes that include the block delivery of learning content
are 9am - 6pm Monday — Saturday with the following conditions:

e students are generally scheduled for a maximum of 3 days in a single week
e students are scheduled for either one or two 3-4 hour blocks a day with a
maximum of an hour break between blocks for lunch

5.5.8 Teaching Load and Availability

While NCI recognises that poorly scheduled teaching activities can have adverse effects
on student experience, the college also acknowledges that the requirements of teaching
staff must also be considered to ensure a high standard of teaching activities for all
learners. For this reason, the CTO adheres to the following conditions when compiling
the schedule of teaching activities.

¢ No regular, ongoing teaching activities are scheduled between 1pm — 6pm on
Wednesdays to facilitate meetings and other activities.

e If a staff member is scheduled to teach until 10pm on a given evening, then
generally they will not be scheduled until the end of the morning the next day,
except by agreement between the staff member and the Dean of School.
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Teaching staff can be assigned a maximum of four hours continuous teaching
activity before a break is scheduled.

The time between teaching staff starting and ending teaching on a particular
teaching day will not exceed 9 hours, except by agreement between the staff
member and the Dean of School.

No teaching day can exceed 12 hours from start to finish.

5.5.8.1 Faculty

The CTO adheres to the following conditions relating to teaching load and availability

when scheduling teaching activities that are delivered by Faculty.

Whether a faculty member is assigned to teach a daytime, evening or block
module, or a combination of delivery modes, is decided by the Deans of School.
Once a faculty member has been allocated a daytime, evening or block module
to teach, it will be assumed by the CTO that they are fully schedulable during the
teaching times for these delivery modes indicated above.

On the assumption above, Faculty assigned to only teach on full time daytime
modules can be scheduled up to 5 of the 5 teaching days. Faculty assigned to
evening modules or a combination of evening and daytime modules can be
scheduled for 5 of the 6 teaching days, except by agreement between the staff
member and the Dean of School.

Any Faculty member that would like to request a reduction in their availability for
the standard teaching times listed above, due to such things as research activity,
must request this in writing to their Dean of School and then this must be
communicated to the CTO by the agreed deadline.

The standard teaching load per week for Faculty Staffis 12 hours, and Faculty can
expect to be scheduled up to those 12 hours. For Faculty members with agreed
higher teachings loads, they will be scheduled up to the maximum agreed.

Any reductions in teaching loads, due to such things as research activity, must be
formally agreed with the Dean of School and communicated to the CTO within the
agreed deadline.

5.5.8.2 Associate Faculty

The CTO adheres to the following conditions relating to teaching load and availability
when scheduling teaching activities that are delivered by Associate Faculty.
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e Associate Faculty availability will be taken into account when scheduling, but
there can be no guarantee that all teaching activity assigned to associate faculty
can be timetabled within their notified availability.

e 2 hoursisthe minimum of hours that can be scheduled in one day.

e Within an Associate Faculty’s availability, and within the guidelines of this policy,
Associate Faculty can expect to be scheduled within the full range of teaching
hours listed above, although they will only be scheduled for a maximum of 5 of the
6 teaching days, except by agreement between the staff member and the Dean of
School.

e There is no stated minimum or maximum teaching hours that Associate Faculty
can be scheduled for during the week, although normally Associate Faculty will
not be scheduled for less than two hours per week of teaching activity and no
more than 18 hours per week of teaching activity, unless approved by the Dean of
School.

5.5.9 Postponement of Lecture/Late Start

Classes should be postponed only in the case of emergency and missed lectures must
be made up. In the case of known non-attendance, faculty should arrange to swop with
colleagues and/or arrange alternative sessions with students.

5.5.10 Assessment

NCI policy and process for assessment is detailed in Chapter 4 of the QA Handbook.
Assessment should be carried out in accordance with this policy and process.

5.5.10.1 Annual Agreement of Module & Programme Assessment Strategy

The Programme Team, both the current iteration and those who are due to deliver the
programme the following year, will meet before the commencement of term to review the
current programme and module assessment strategy. The assessment strategy for the
following year should be agreed no later than the 30" of June (for September — May
delivery) or 31%t October for (February — December delivery). This will allow time for
faculty to prepare and for the support services (e.g. disability support, IT) to ensure that
the assessment strategy can be supported.

This annual review refers only to the nature of the assessment instrument or the number
of coursework elements. Proposals to change the overall assessment structure and/or
the weighting of assessment must be processed through the module modification
process as outlined in Chapter 3 (3.8.3).
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Consideration will be required for the co-ordination of the inputs of module teams in
agreeing assessment strategies for shared modules.

5.5.10.2 Variation in Assessment

Itis College policy that the assessment strategy for shared modules will be the same for
the purposes of consistency and quality assurance. However, it is recognised under the
principles of assessment that in some circumstances a variation in assessment may be
required e.g to allow for blended delivery, international delivery, learners with specific
learning needs or other pedagogical reasons. Such variation shall be approved at the
original validation or through differential validation as appropriate. If a validation process
is not being undertaken, proposals for variation in assessment should be submitted to
the module owner. This will then be reviewed at subject team level from which a
recommendation will be made to the School Committee.

This recommendation will be approved at the Academic Standards & Policy Committee.

5.5.11 Programme Information
5.5.11.1 The Programme Handbook

Purpose

The programme handbook provides information to the student on his/her programme.
The programme handbook will refer to common information for the programme, i.e.
programme learning outcomes, award information, contact details for key services
policy for late submission, policy for extensions, deferrals etc. In order to ensure that
learners are fully aware of requirements, it is good practice to cross reference the
module guide to the programme guide and/or to the student portal.

Approval of the Programme Handbook

The programme handbook is approved annually by the Programme Director and forms
part of the initial validation documentation set. . In the case of programmes that may
have more than 1 person dealing with different cohorts of learner on the same
programme, the School will appoint the director who should take responsibility for the
completion on the handbook.

Publication of the Programme Handbook
The programme handbook should be published electronically on the student portal. It
should be available priorto the commencement of teaching and at orientation/induction.
A template for completion of the Programme Handbook is available in Appendix 1.
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5.5.11.2 The Module Handbook

In accordance with best practice, European Standards & Guidelines for Quality
Assurance and Assessment & Standards (2015), the module handbook has been created
to supplement the approved module descriptor. The guide gives more specific guidance
to learners about what they can expect from class, the basis of their assessment and
what is expected of them in terms of class participation and wider reading etc. as
appropriate to their module. In many cases this information already exists and individual
lecturers have been provided it in a number of ways. This handbook brings these
practices together into one common template for use by all. The module handbook is
closely linked to the programme handbook.

Whilst all sections of the outline will be appropriate to all modules, there will be variance
in the detail required to ensure full information is provided to learners. Technical and
numerate modules may not require much guidance as to readings. However, learners
should be referred to appropriate examples of computing codes, mathematical models
etc.

Variations in Assessment of Common/Shared Modules

Where a module is delivered over multiple programmes or delivery modes, it is
recognised that there will be variances in the specific weeks that a subject is dealt with,
submission dates of assignments or under approved circumstances the assessment
structure or assignment brief may vary. Where a module falls into this category, lecturers
are encouraged to collaborate on the module guide and agree variations to ensure that
learners are provided with the correct information.

Approval of the Module Handbook

The module handbook is approved by the module owner. The module owner is appointed
by the School to ensure the academic integrity of the module as it is taught across the
College.

Publication of the Module Handbook

The module handbook may be made available in hard copy, on Moodle or on the student
portal. Whilst it is preferable that a common place is used e.g. Moodle, it is recognised
that this may not be feasible for this initial implementation. The information on the
handbook may be placed on Moodle as a document download or the Moodle week by
week schedule can be used to provide the same information.

A template for completion of the Module Handbook is available in Appendix 2.
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5.5.12 Use of Moodle

It is expected that all faculty will make use of Moodle as a single point of contact for
module information. Faculty may opt to use Moodle in different ways but at a minimum,
the following information should be made available:

e Linkto programme handbook
e Linkto programme and module details on Coursebuilder
e Linktothe module handbook

5.5.13 Feedback to learners

Faculty should identify the date that feedback will be provided on all formative and
summative assessment. This will normally be within 3 weeks of the assessment in the
case of coursework. If for unforeseen circumstances the published date cannot be met,
faculty should inform learners in good time.

The feedback provided to learners should be detailed and constructive.

Formal feedback days are available for end of semester examinations. These dates
should be agreed as part of the academic calendar and published. A student may request
formal feedback of examination scripts at the end of each semester (or assessment
period in the case of non semesterised programmes). This should not be confused with
requests for review or recheck which take place at the end of the second semester.

5.5.14 Communication with learners
5.5.14.1Use of email/SMS texting

Learners should be emailed using the contact functionality within QuercusPlus. This
ensures a record of the correspondence with the learner/class group is maintained.

1. Broadcast SMS texting or emailing of current students is to be used in the
following circumstances only:

a. Notification of a cancelled class
b. Notification of a change in class time
Reminder of critical deadline eg closing date for Careers events,
graduation deadlines
d. Reminder of student services/learning development seminars
Notification that examination results are published
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f. Notification that the publication of examinations results has been delayed
g. Notification of registration dates
h. Notification of change in library opening hours

Broadcast SMS texting or emailing of applicants is to be used in the following
circumstance only

a. Notification of interview

b. Notification of interview change

c. Reminder of deadline for acceptance of offers

d. Notification of registration dates

Broadcast SMS texting or emailing of prospective students is to be used in the
following circumstance only

a. Invitation to open days

b. Invitation to recruitment events

c. Invitation to revision events

Broadcast SMS texting or emailing of graduates/alumni is to be used in the
following circumstance only

a. Invitation to alumni/graduate seminars

b. Invitation to alumni/graduate reunions

The use of Broadcast SMS or email facility should not be used for any other
reason. The Registrar must approve use of this facility and the
student/prospective student/ phone number/email address for any other reason

5.5.14.2 Source of Telephone Number and email address

Current Students/Applicants

1.

2.

3.

The telephone number used will be that as stated in the student record held on
QuercusPlus

The email address used will the students current NCl email address or in the case
of applicants, the email address provided by the applicant

The student will be automatically enrolled on the above services at registration or
application. (this will be actioned using the Application/Registration Checks
option on QuercusPlus — true = opt in; false = opt out. Acceptance of the service
is to be incorporated into the Registration /Application form
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4. During the year or the recruitment process, the student/applicant may opt out of
these services and must do so at the Academic Affairs office by filling in the
withdrawal of SMS service form

5. ltisthe duty of the Director of Student Services to ensure that this is actioned on
NCI systems

Prospective Students

1. The contactnumber oremail address used will be that as provided by the prospective
student for the particular service that the contact number was sent for

2. The prospective students may opt out of the service atany point using an unsubscribe
text or form (to be clarified)

3. Itis the duty of the Director of Marketing to ensure that processes are in place to
ensure that this opt out is actioned on NCI systems

4. Therecord of numbers is to be stripped at the end of each recruitment season

Graduates/Alumni
1. The telephone number/email address used will be that as stated in the alumni record
held on QuercusPlus /Alumni office system
2. The graduate will be enrolled on these services if they optto do so
3. The graduate must opt out of these services and must do so at the Alumni office by
filling in the withdrawal of SMS service form
4. ltisthe duty of the Alumni Officer to ensure that this is actioned on NCI systems

Content
The content of any text or email will comply with normal business practices and data

protection/freedom of information legislation.

5.5.14.3 Methodology

Email
Faculty should use the messaging functionality for classes in QuercusPlus.
Administrative staff should use the distribution lists provided by the IT department

SMS
All staff should use the information supplied by reports from the MIS system and the XIAM

texting service. Note, that SMS messages should only be sentto those students who have
agreed to be contacted in this manner.
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This policy appliesto the use of Email and SMS in the context of generalinformation being
provided to a group of students. When corresponding with an individual student, normal
business rules apply

5.5.15 Recording Learning Events

The use by learners of devices to record learning events is strictly prohibited. However, it
is permitted in exceptional circumstances and to enhance access and engagement for
learners with a disability or learning/health difficulty. The following policy and procedure
applies to audio recording only; visual recording is permitted in no circumstances
outside of the blended learning context and for formal assessment purposes.

Academic staff can provide personal permission to a learner to record their lecture
and/or tutorial if they wish to do so. There is no obligation for academic staff to provide
such permission. However, academic staff are obliged to allow audio recordings of their
learning events for learners authorised by the Disability Office and in accordance with
their educational needs assessment.

Learners who are not authorised by the Disability Office to record lectures and/or
tutorials must request permission from the relevant academic member of staff prior to
the learning event taking place. Where a learner records a lecture without seeking and
obtaining prior approval it will be treated as misconduct, which will result in the College
taking disciplinary action against the student(s) responsible.

Teaching staff who wish to record their own lectures for professional development
purposes may do so only after advising the learners present. A learner may request that
a lecturer stop recording in order to protect confidentiality and personal data.

5.5.15.1 Reasonable Accommodation

NCI is committed to the principles established by the Equal Status Act 2000 and
Disability Act 2005 to make reasonable accommodation to learners with a disability. The
use of recording devices, i.e. dictaphones or computer-based recording devices, in
lectures and/or tutorials should normally be allowed by academic staff once the learner
has been deemed eligible by the Disability Office (DO) through an Educational Needs
Assessment (ENA). The ENA must indicate which accommodation is the most suitable
to that learner’s requirements and recording will only be permitted under those
circumstances. Academic staff will be informed of this authorisation and the rationale
for this via the ENA report, which will be supplied electronically to Programme

Coordinators.
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Learners authorised by the Disability Office to use a recording device in lectures and/or
tutorials must agree to the following conditions in writing. The original student
agreements by the DO and a copy will be attached to the student record. If a learner has
not signed the agreement, they will not be authorised to use a recording device.

a) recordings are for personal use only and for the purpose of private study. No
further use is permitted. Students must not transfer, disseminate, publish in
another media, or otherwise disclose the recording to any third party including
the National College of Ireland;

b) the processing of any personal data is in accordance with GDPR (2016);

c) the lecturer concerned retains the rights to any recording made of a lecture
and/or tutorial and also owns the rights to the electronic distribution of a
lecture and/or tutorial. Any unauthorised commercial exploitation of recorded
material by the NCI or student is prohibited;

d) any recorded material used in a written assessment must be acknowledged
and correctly referenced within their text. If the learner does not understand
how to do this correctly, they should seek advice from appropriate academic
or library staff;

e) misuse of recorded material, including but not limited to unauthorised re-
distribution, disclosure, dissemination, publication on any mediaincluding but
not limited to social network sites, will be deemed a form of misconduct, which
will result in the College taking disciplinary action against the student(s)
responsible; and

f) all recordings must be stored securely in read-only format and with password
protection. They must be destroyed after the successful completion of the
course.

When recording a learning event, the learner must be aware that:

e other students in the lecture and/or tutorial are to be informed by the lecturer
that recording is taking place and that such recording is solely for a student’s
private study and that it will be destroyed on completion of the module;

e 0N occasions, where sensitive issues or personal experiences are being
discussed, lecturers or other students can insist that recording stops in order
to protect confidentiality and personal data. In this event, all recording
devices will be switched off immediately;

o where a lecturer feels that a recording is negatively affecting the quality of the
students’ discussion then he/she may direct that recording cease; and

e recorded lectures and/or tutorial or seminar discussions may not be used in
any way that brings into disrepute or intends to bring into disrepute the Faculty
member, other Lecturers, or students whose comments are recorded as a part
of the teaching activity and where it is used in this way, it shall be treated as a
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form of misconduct which will result in the College taking disciplinary action
against the student(s) concerned.

5.5.15.2 Blended Learning Programmes

By their nature, blended learning programmes are designed to be recorded and archived for
further and future use. Learners enrolled on such programmes will, at registration, consent
to this recording and archiving. The conditions outlined above do not apply to these
programmes. However, learners enrolled on a blended learning programme may insist that
recording be ceased where sensitive issues or personal experiences are being discussed.

5.6 Policy on Student Attendance and Engagement

Superseded. This section no longer applies. Attendance and engagement is now
governed by the Student Attendance and Engagement Policy

5.7 Student Engagement and Quality Enhancement

While students are ultimately responsible for their level of engagement with the
academic components of their programmes, i.e. the teaching, learning and assessment
activities, such a limited understanding of student engagement can have a negative
impact on learners’ experience of the institution as a whole during their period of study.
However, even within this very limited understanding, student engagementis dependent
on certain institutional conditions, cultures and policies that either allow or preclude
more active involvement of learners’ in their studies. For this reason, it is important to
adoptthe definition of student engagement proposed by Enhancing Student Engagement
in Decision-Making (2016), which refers to student involvement in decision-making
processes in higher education institutions in relation to governance and management,
quality assurance, and teaching and learning. This report builds on V. Trowler and P.
Trolwer’s definition of student engagement as:

The investment of time, effort and other relevant resources by both students and
their institutions intended to optimise the student experience and enhance the
learning outcomes and development of students, and the performance and
reputation of the institution.’

Student engagement, therefore, refers to one of the core components of quality
assurance and enhancement: the involvement of students as partners within a learning
community during the development, delivery and review of programmes and their
associated teaching, learning and assessment activities. Accordingly, NCl subscribes to
the findings of the above report, in particular that student engagement can be greater
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facilitated within institutions that position themselves as a site of democratic
citizenship, a learning community and a critical institution.

Perhaps the most significant outcome of the Enhancing Student Engagement in
Decision-Making (2016) report was the establishment of the National Student
Engagement Programme (NStEP), which aims to assist higher education institutes in
building capacity to embed the principles needed to develop a culture of student
engagement, primarily in the areas of quality assurance, teaching and learning, and
governance and management.

5.7.1 National Student Engagement Programme

The National Student Engagement Programme (NStEP) is intended to develop student
capabilities and assist higher education institutions build capacity to allow for enhanced
engagement. NStEP operates according to the principles proposed by the Working Group
on Student Engagement in Irish Higher Education. These guiding principles are:

1. Democracy: The institution will adhere to democratic principles, and will
encourage these principles in staff, students, and in wider society.

2. Student as partner: The implications of perceiving students as partners, rather
than as consumers are substantial and deep. The student as partner is an active
member of an institution with which s/he shares a strong sense of allegiance and
commitment.

3. Inclusivity and diversity: Institutions will actively seek to gain insights and
contributions from all sectors of the academic community in their governance
and decision-making processes. This will go beyond the formal legislative
requirements, to provide myriad formal and informal engagement opportunities.
As institutions become more socially and culturally diverse, student unions will
work to ensure that the diverse nature of the student body is represented on the
executive team.

4. Transparency: Institutions will be transparent in the life-cycle of their decision-
making processes, while student unions will be transparent in their internal lines
of governance, and in the relationship between elected officers and permanent
staff. They will ensure that suitable measures are in place to facilitate knowledge
transfer from year to year.

5. Students as co-creators: Students will be expected to take responsibility for their
own learning. Irish HEIs will embrace innovative teaching and learning techniques
which value active involvement from the students.

6. Collegiality and parity of esteem: Irish HEIs and student unions will promote
collegiality between staff and students across the institution. Central to
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collegiality is the development of an open and trustful relationship between
individual staff and students within the institution.

7. Professionalism and support: Students and their representatives will contribute
fully and actin a professional manner when they are involved in the structures and
processes of the HEI. This professionalism is the joint responsibility of the
institution and student union. The institution will recognise that staff and student
members on committees may have different life experiences and areas of
expertise but all are equally valued in the ongoing evolution of the institution. It
will be the responsibility of the institution to provide the necessary supports to the
student representatives as to enable them to fulfil their role.

8. Feedback and feedback loop: Institutions will welcome and encourage open and
promptfeedback from students. Suitable measures will be putin place across the
institution to ensure that students are facilitated in providing feedback in a safe
and valued manner. Feedback practices will be transparent and the feedback
loop will be closed in a timely fashion.

9. Self-criticism and enhancement: Student unions and institutions will continue to
be self-critical of their student engagement practices. They will use evidence-
based techniques to assess and critique the effectiveness of their strategies for
building a culture of engagement.

10. Consistency: Institutions and student unions will ensure that values and
practices with regard to student engagement are applied consistently through
particular institutions and across institutions, and may put procedures in place to
allow departments to share good practice measures.

Not only does NCI recognise these principles in terms of its own short-term goals and
long-term objectives regarding student engagement, the college was one of five HEls
involved in the pilot phase of assessing our own institutional capacity for student
engagement and identifying areas for enhancement towards improved practice.

The institutional analysis outputs from the pilot phase were compared and five common
themes were identified. These themes were developed into projects each lead by one of
the institutions which completed the pilot. The working titles of the projects are:

The Role and Recruitment of Class Representatives

The Design, Review and Delivery of Programmes

Student Feedback Opportunities, Data and Follow Up

Students in formal System Level Procedures, Strategy and Decision-Making
Staff Roles and Capacity Building

Ok wbd=

NCl is the lead institution for Project 1, which aims to develop:

e A set of national guidelines on how the role of class representative should be
defined in accordance with the requirements and characteristics of the
institution;
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e Best practice case studies for the recruitment of class representatives;

e Analyses of existing systems to mentor and monitor the retention of class
representatives;

e Examples of how class representatives can be recognised and rewarded by their
institutions; and

e Strategies for utilising the class representative mechanism to realise the long-
term objective of installing students as partners in quality assurance and
enhancement.

NC/I’s involvement in NStEP since the very beginning testifies to the college’s active role
in developing student capabilities to engage in quality enhancement, quality assurance
and other related activities at all levels of the higher education system, and in developing
processes and resources to strengthen the value placed on student engagement and
support the sharing of best practices.

5.7.2 Learner Feedback

Effective and prompt learner feedback plays a crucial role in NCI’s Quality Assurance
system and, in particular, the quality enhancementinitiatives therein. Following a review,
conducted in 2015, of the learner feedback mechanisms operating in NCI, the College
focused its attention on improving learner feedback processes in accordance with the
‘virtuous circle’ principle. This effective practice involves four stages: (i) promotion of
feedback mechanism, (ii) completion of feedback activity, (iii) evaluation of data and (iv)
actions supported by ongoing communication with feedback participants.

5.7.2.1 Module Evaluations

Module evaluations are the primary internal source of learner feedback regarding the
delivery of academic programmes in NCI. This mechanism is designed to obtain learners’
views on the academic content of a module and the teaching activities through which it
was delivered. Students are invited to complete their module evaluations during Week 8
(or equivalent for block teaching) of each semester. The quantitative responses and
qualitative feedback provided by students is anonymised and aggregated. This
information is then compiled in areport thatis sent directly to individual lecturers. These
reports are then reviewed by the lecturer and their respective Dean of School.

The Quality Assurance and Statistical Services (QASS) Office coordinates the module
evaluation mechanism. Gathering students’ views on the delivery of their programmes
during Week 8 of each semester is intended to facilitate module conveners reviewing the
feedback and responding effectively to the concerns of learners. Receiving learner in
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such a prompt manneris crucialto NCl being seen to be responding to the opinions of its
students through the responses of its teaching staff to their module evaluations and any
quality enhancements initiatives they may implement as a result. The QASS Office also
compiles the module evaluation reports at programme and school level, which are then
presented to the Programme Committee and School Committee, respectively. This
serves to close the feedback loop by providing those responsible for the delivery, review
and enhancement of academic programmes with examples of best practice and areas
for immediate improvement. Please refer to Chapter 7 (7.18) for further information on
how the learner feedback gathered through module evaluations is used in the context of
NCI’s Quality Assurance system.

5.7.2.2 lIrish Survey of Student Engagement

NCI has participated in the Irish Survey of Student Engagement (ISSE) since the 2013/14
academic year. In contrast to the feedback obtained via module evaluations, the data
obtained via ISSE allows NCI to compare its institutional feedback to national standards.
ISSE now plays an increasingly prominent role in the academic calendar of the 27 Higher
Education Institutions (HEIs) that participate as it provides them with effective and
prompt feedback from learners atthe beginning and the end of their studies. ISSE surveys
learners in the first and final years of their studies, therefore useful information regarding
trends and trajectories across the entire student lifecycle can be obtained. By assisting
HEls to understand their own performance regarding student engagement in the context
of other providers’ in the sector, ISSE provides potential opportunities for the
identification and sharing of best practices for enhancing student engagement between
HEls.

Each participating institution receives quantitative data and qualitative responses
regarding student engagement from its own students. Since 2016, the Quality Assurance
and Statistical Services (QASS) Office has analysed this information against both
national standards and HEIs of acomparable size. The QASS Office presents its analyses
of the local institutional report to the Learning, Teaching and Assessment Committee
(LTAC), focusing on the following areas:

1. Response rates

2. Levels of student participation in/outside the classroom

3. Learnerinteraction with and support from staff

4. Feedback to/from staff regarding teaching and assessment activities

As the LTAC is attended by the Director of the Centre for Research and Innovation in
Learning and Teaching (CRILT), the Deans and Vice Deans of each School, and two
student representatives, this occasion is an important example of closing the feedback
loop as the various stakeholders involved in enhancing student engagement are
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informed of and can discuss NCI’s performance in comparison to previous years and
other providers in the sector to identify good practices and potential improvements that
can then be communicated to the entire college community.

By collecting data on students’ engagement with the learning and teaching
environments, ISSE provides institutions with the data required to make evidence-based
decisions in this area. It also functions to improve learner feedback by:

e increasing transparency in relation to the student experience in higher education
institutions

e enabling direct student input on levels of engagement and satisfaction with their
higher education institution

e identifying good practice that enhances the student experience

e assisting institutions to identify issues and challenges affecting the student
experience

e serving as a guide for continual enhancement of institutions’ teaching and
learning and student engagement

e documenting the experiences of the student population, thus enabling year on
year comparisons of key performance indicators

e providing insight into student opinion on important issues of higher education
policy and practice

e facilitating comparison with other higher education systems internationally

The data gathered by ISSE and disseminated amongst higher education institutions, in
conjunction with the research presented in Enhancing Student Engagement in Decision-
Making (2016), has been crucial to developing and foregrounding the objectives the
National Student Engagement Programme (NStEP). Like ISSE, NStEP is a collaborative
partnership involving the Higher Education Authority (HEA), Quality and Qualifications
Ireland (QQI) and the Union of Students in Ireland (USI), with working groups consisting
of institutions’ and students’ representatives managing the national projects. Please
refer to Section 5.7.1 above for further information on NStEP.

5.8 Prevention and Resolution of Bullying and Harassment
(Students)

Superseded. This section no longer applies. See the Student Policy on Prevention and
Resolution of Bullying & Harassment.
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5.9 Student Complaints Procedure

Superseded. This section no longer applies. See the Student Complaints Procedure on
the NCI website.

5.10 Disciplinary Policy & Procedures

Superseded. This section no longer applies. General student discipline is now governed
by the Disciplinary Policy and Procedure. Disciplinary matters arising from breaches of
assessment are governed by the assessment-domain Disciplinary Policy.

5.11 Drugs and Alcohol Policy

Superseded. This section no longer applies. Alcohol and drugs are now governed by the
Intoxicants Policy and smoking by the Smoking Policy.

5.12 Policy on Recording of Learning Events
5.12.1 General Policy

The general policy is that the use by students of recording devices to record learning
events is prohibited and only in exceptional circumstances will their use be permitted.
This policy applies to audio events only. Visual recording is not permitted outside of the
blended learning context.

If academic staff wish to allow any student to record their lecture and/or tutorial for
personal use, then they are free to do so; but there is no obligation to do so in any case
other than those authorised by the Disability Office in accordance with an educational
needs assessment.

Students who are not authorised by the Disability Office to record lectures and/or
tutorials must request permission from the relevant academic member of staff prior to
the lecture and/or tutorial taking place. Where a student records a lecture without
seeking and obtaining prior approval it will be treated as misconduct which will result in
the College taking disciplinary action against the student(s) concerned.

Recordings undertaken in this context are subject to the conditions of recording outlined
in below.

Teaching staff who wish to record their own lectures for the purposes of professional
development and improving their teaching may do so but they must advise students that
they are doing so. A student may request that a lecturer stop recording in order to protect
confidentiality and personal data.
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5.12.2 Students with a disability or learning difficulty

The College is committed to the principles established by the Equal Status Act 2000 and
Disability Act 2005 to make reasonable accommodation to students with a disability.
The use of recording devices (for example, dictaphones, or computer-based recording
devices) in lectures and/or tutorials should normally be allowed by academic staff if the
student has been deemed eligible, by the Disability Office (DO) through an educational
needs assessment, because of their disability. The educational needs assessment must
indicate which accommodation is the most suitable. Only in these circumstances will a
recording device be provided.

Academic staff will be informed of this authorisation and the rationale for this via the
Educational Needs Assessment (ENA) report which will be electronically supplied to
relevant lecturers and programme co-ordinators via email and via NCI360

Students who are authorised by the Disability Office in accordance with an educational
needs assessment to use a recording device in lectures and/or tutorials will be obliged
to agree in writing to the conditions of recording as outlined in 1.3.

The original student agreements are to be held by the AT Office and a copy will be
attached to the student record on NCI360. If a student has not signed the agreement,
then he or she will not be authorised to use a recording device until this takes place

5.12.3 Conditions of Recording Lectures and/or Tutorials

Recordings are for personal use only and for the purpose of private study. No further use
is permitted. Students must not transfer, disseminate, publish in any media or otherwise
disclose the recording to any third party including the National College of Ireland;

The processing of any personal data is in accordance with the Data Protection Act 2018.

The lecturer concerned owns the rights to any recording made of a lecture and/or tutorial
and also owns the rights to the electronic distribution of a lecture and/or tutorial. Any
unauthorised commercial exploitation of recorded material by the NCI or student is
prohibited;

Any recorded material used in a written assessment must be acknowledged and
correctly referenced within their text and, if the student does not understand how to do
this correctly, they should seek advice from appropriate academic or library staff;

Misuse of recorded material (including but not limited to unauthorised re-distribution,
disclosure, dissemination, publication on any media including but not limited to social
network sites) will be deemed a form of misconduct which will resultin the College taking
disciplinary action against the student(s) concerned;

Allrecordings must be stored securely, inread only format and password protected. They
must be destroyed after the successful completion of the course.
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In relation to the recording of the lecture and/or tutorial:-

5.12.4

other students in the lecture and/or tutorial are to be informed by the lecturer
that recording is taking place and that such recording is solely for a student’s
private study and that it will be destroyed on completion of the module;

on occasions, where sensitive issues or personal experiences are being
discussed, lecturers or other students can insist that recording stops in order
to protect confidentiality and personal data. In this event, all recording
devices will be switched off immediately;

where a lecturer feels that a recording is negatively affecting the quality of the
students’ discussion then he/she may direct that recording cease;

recorded lectures and/or tutorial or seminar discussions may not be used in
any way that brings into disrepute or intends to bring into disrepute the Faculty
member, other Lecturers, or students whose comments are recorded as a part
of the teaching activity and where it is used in this way, it shall be treated as a
form of misconduct which will result in the College taking disciplinary action
against the student(s) concerned.

Blended Learning Programmes

By their nature, blended learning programmes are designed to be recorded and
archived for further and future use. Students enrolled on such programmes will at
registration, consent to this recording and archiving.

The conditions outlined in above do not apply to these programmes, however students
enrolled on a blended learning programme may insist that recording be ceased where
sensitive issues or personal experiences are being discussed.

5.13 Visual Recording

Other than in the case of formal (formative & summative) assessment, the use of visual
recording is prohibited outside of the Blended Learning context.

5.13.1

Reference Sources:

University of St. Andrews 15.2; Recording lectures & tutorials

http://www.st-andrews.ac.uk/staff/policy/tlac/miscellaneous/recording/

Blended Learning NCI student portal;
https://myncistudent.ncirl.ie/ITFacilitiesServices/Doclib/Blended%20l earning%201T%

20Support.aspx
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Policies from AIT; TCD; UCC were also consulted and are available on the portal for
review at

https://myncistaff.ncirl.ie/departments/qass/Consultation%20Documents/Forms/Alllt
ems.aspx?RootFolder=%2fdepartments%2fgass%2fConsultation%20Documents%2fR
ecording%200f%20learning%20events%2fOther%20College%20policies&FolderCTID=
&View=%7bB3DE944E%2d534E%2d4882%2d8934%2d80D19D3A538A%7d

Related material
JISC (2010) Recording Lectures: Legal Considerations

http://www.jisclegal.ac.uk/Portals/12/Documents/PDFs/Recording%20Lectures.pdf
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Mational
College
Ireland

Certificate in Social Protection Studies Learner

Handbook

1.1 Introduction

This Programme Guide has been compiled to provide you with a readily accessible source of vital
information relevant to all aspects of your experience at NCl. Consequently, it is an extremely important
document, should be kept in a safe place and referred to throughout the year. Please also consult

https://www.ncirl.ie/Students for additional and supplementary information.

1.2 Key Contacts

1.2.1 Who's Who

Title Role Contact Details
Programme The Programme Director is
Director responsible for academic issues and
decisions relating to the course. She
will liaise with the student group as
needed and will deal with individual
queries by appointment only.
Programme The Programme Coordinator is

Co-ordinator

responsible for administrative
issues and decisions relating to the
course.

student cards

Vice-Dean for [The Vice-Dean has oversight of the

Undergraduate |day to day management of all

Studies undergraduate programmes.

Fees Office The Fees Office deals with allfees  [Elaine Coburn / Sandra
Issues. Lally 4498566 / 4498569

fees@ncirl.ie
Student This office covers the administrative [studentservices@ncirl.ie
Services function of the College: registration,

Exams Office

The Exams Office coordinate
examination timetables and process
and publish final exam results

Sinead Kavanagh /
Isabelle Caulfield
4498524 / 4498553

exams@ncirl.ie

Learning*
Support

[Mathematics Support

Jonathan Lambert

(Maths Support)

4498245
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Academic Support

Jonathan.lambert@ncirl.ie

Dr Mike Goldrick

4498650

(Learning Support & Development)
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Title

Role

Learning Support Tutor

Disability Officer

Contact Details

studentsupport@ncirl.ie

Catherine Elliott
6599208

Karen Mooney

6599269

catherine.elliott@ncirl.ie

karen.mooney@ncirl.ie

Careers

an
d Opportunities
Officer

Caroline
Kennedy 4498526

careers@ncirl.ie

Library

Mary Buckley:
Librarian 4498509
Tim Lawless: Deputy
Librarian 4498590

library@ncirl.ie

Registrar

The Registrar deals with requests for
exam deferrals, academic
plagiarism issues, and individual
student cases. He is responsible for

the services within the College.

John McGarrigle
4498514

jmcgarrigle@ncirl.ie

1.22Programme Codes

The programme code for the <Programme Title> is xxxxx

1.28Programme Co Coordinator’s Office Hours

The programme coordinators office is open from 9am to 12pm, 2pm to 4pm and 5pm to 6.30pm from
Monday to Thursday, from 9am to 12pm and 2pm to 4pm on Fridays and from 9.30am to 2.30pm on

Saturdays. The office is located on the third floor of the research side of the college.

1.2:4Programme Director’s Appointment System

Meetings with the Programme Director are strictly by appointment only. If you wish to arrange an
appointment, please contact the course director by phone or email, leaving your contact details and

suggested times when you are free to meet.
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1.2.5 €ollege Communication

The College will send official notices to your NCI student e-mail address. Please note that
communication will not be sent to students’ personal email addresses. It is therefore extremely
important that you check into your NCl account regularly.

Your Moodle site will include a programme information page which will contain important details
regarding your course such as CA deadlines and contact details. The School of Business Moodle site will
provide information on general matters for the attention of all School of Business students. It is very
important that you these pages are consulted frequently throughout your programme.

The student portal provides you with information on your course, college resources such as the library, IT
facilities, the Careers Office, Exams and Student Support. You will also find information on the College’s
academic regulations and you can access your personal details through MyDetails

1.3 Teaching and Learning in the <School of Business/School of Computing>

Teaching and Learning is a collaborative process involving learners, lecturers and academic support
staff. YOU are at the centre of this process, and your success depends on your active engagement with
it. Below we list some of the things you can expect from us, and some of the things that we expect from
YOU.

You can expect the School to:

1. Treat all learners with dignity and respect

2. Provide academic support and guidance

3. Provide appropriate teaching and learning materials

4. Provide a Module Handbook for each Module studies

5. Assess your learning in ways that are fair, consistent and valid

6. Assure fair and consistent enforcement of all College rules and procedures
In turn, we expect YOU to:

=

Treat all College staff and students with dignity and respect
Take responsibility for your own learning

Attend all classes, tutorials and other learning sessions
Make proper use of all learning resources provided
Attempt honestly all assessment set on your programme

ok wnN

Abide by all College rules and procedures

2)<Programme Title>
Provide a brief summary of the programme objectives and outcomes.

2.1 What the Programme Does The objectives of the programme are:
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2.2 Programme Structure

2.3 Modules and Objectives

Provide brief outline of each of the modules. Use Section 5 of the validated programme document to
support this sections as applicable

2.3.1 $tage level outline
Stage label [Stage synopsis

Zé_.g_gules for electives

NE)__Z)._%B dule-level outline

Stage label |Module title Module synopsis
2.3.4 Assessment
Module

No of Credits [Assessment

Please Note



i If there are changes to the above, you will be notified. In addition, the changes will be
notified on Moodle and class representatives will be informed.

ii.  Students must submit their projects by the date due unless an extension has been granted in
writing from the Programme Co-ordinator. Extensions will only be granted in exceptional
circumstances, i.e. a bereavement or a medically certified illness, and the Programme Co-
ordinator must be made aware of the above. All projects must be submitted to the College
on or before the due date. All projects and assignments must be submitted on Moodle using
the Turnitin function. The Turnitin receipt is your proof of submission.

2.4 How You Will be Taught

The School uses a variety of teaching methods, in accordance with the rules, policies and procedures of
the College. All students should read these notes which explain what is required in lectures, tutorials
and other teaching sessions.

Students should be aware that there is a clear link between attendance at and engagement in learning
session, and performance in modules.

2.4.1 Lectures:

You should attend lectures as these provide the framework for your studies. All lecturers will provide
learning materials on Moodle but these are intended to supplement, not supplant, the lecture itself,
which will be wider-ranging and provide support for your own study. You should not expect to be able to
note down everything that is said in lectures, and copying things down verbatim will distract you from
the more important task of listening. The lectures are there to stimulate interest and further study. They
are not primarily sessions in which lecturers dictate information.

2.4.2 Blended Learning

Components of this programme may be delivered in Blended Learning modes. NCI’s E-Learning Strategy
defines “Blended Learning” as: the integrated combination of a number of pedagogic approaches —
usually traditional learning with e-learning approaches. In this definition the important words are
integrated combination — this means that blended learning is not a collection or mixture of pedagogic
approaches — it is the planned and appropriate use of different media, learning environments and
teaching scenarios to deliver more engaging and useful learning experiences.

The rationale for incorporating blended learning includes:

e Flexible and adaptive learning to suit students’ needs
e Expanded collaboration and goal-oriented activities
e Promoting self-directed and autonomous learning

e (Catering for individual learners through engagement and multiple modes of learning (e.g.
visualisation, animation, simulation, narrative and interactivity)

e Supporting effective teaching strategies such as problem based learning, meaningful
contexts and case studies, learner collaboration, open and continuous assessments,
simulations, learning by doing and many others.
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Programmes that are delivered in Blended Learning Mode (also called Flexible Learning) utilise the
College’s Learning Management System (Moodle) and virtual classroom technology (Adobe Connect)
platform to present, organise and manage student learning activities.

Instructional settings to be used in the delivery of this Programme
e Traditional class

o Digital or Virtual Class — fixed time schedule with opportunities for student interaction
e Digital Actions — online activities that are time flexible

¢ Independent Learning — students’ self-directed learning using online, print and other
sources.

e Collaborations — student collaborating with others

NCI’s Standards for Blended Learning

e Students are advised in advance of commencement of the course of the technical
requirements and pre-requisite skills for effective participation on the course.

e Students are provided with support during course induction on how to use the learning
technologies associated with the course

e NCl provides technical support for College systems (e.g. LMS, virtual class room, Student
Portal, etc.). Students are provided with technical support during College opening hours
including a telephone helpline for off-campus users.

e Itis the responsibility of students to ensure that they have the required local access and
technical facilities when they are participating off-campus.

e Programme and module learning outcomes and associate assessments are the same for all
modes of delivery except where specifically specified and approved.

e Lecturers are encouraged to apply good pedagogic design to their production and planning
student learning activities — this is achieved by mapping such activities against learning
outcomes.

e Further training and ongoing professional development is provided to college staff in the use
of new technologies in teaching and learning.

e  Where possible, the amount of student contact hours should be the same —in a Blended
Learning context “contact hours” are designated as times where students have
opportunities to ask questions contiguously (immediately following on).

e Students should be provided with opportunities to review archived instructional sequences
for revision purposes.

e Student assignments are to be submitted electronically through the LMS andTurnitin
software unless otherwise specified.
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2.5 Attendance

In line with the National College of Ireland’s policy on monitoring & engagement of students, the College
expects all its student population to attend their respective timetabled classes. For the purposes of this
policy, classes include lectures, tutorials, seminars, workshops and critiques

If a student identifies particular challenges during their studies which may impact upon the successful
completion of the Programme, the Department will seek to put appropriate supports in place for them.

2.6 Overall Award

The following QQIl grading scheme is used for the programme. “Overall award” refers to the
classification of the programme, which is an average of the Final/Award year marks obtained.

Mark % Grade Overall Award

Please ensure that any special regulations for a programme are clearly identified.

2.7 How Assessments are Managed

Assessment provides you with your record of achievement. Assessment must be seen as objective,
meaningful and fair by all stakeholders, including students and staff, Regulatory and Professional
bodies, potential employers and many others. It follows that the management of assessments and their
strict regulation, is of great importance.

Assessments are set by the tutor(s) delivering individual modules. Questions and model solutions are
reviewed by other academic staff and by the External Examiner for the Programme. This is to ensure
that assessments are fair, consistent, and appropriate to the level of study, and broadly comparable to
similar assessments at other third level institutions.

Assessments are marked by the tutor(s) delivering individual modules. A sample of all assessments is
second marked by other academic staff and by the External Examiner for the Programme. This is to
ensure that marking is fair, consistent, and appropriate to the level of study, and broadly comparable to
similar assessments at other third level institutions.

All assessments in the College are marked anonymously.

Other forms of assessment

Specific regulations will apply to different forms of assessment, and these will be given to the student
along with the assessment of the task itself. These generally will specify submission dates and such
matters as length and presentation. There are, however, some common regulations.

e Where a word count is specified assignments will be accepted 10% under or over.

e Unless otherwise specified, all assignments must be submitted via “Turnitin”, the College’s
online system for checking the originality of student work.
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e Where a group assignment is set provision must be made for the identification and marking
of individual student input.

2.7.1 How Your Work is Assessed and Managed
Assessments

Assessment is how your achievements are evaluated, and they determine the marks you are given, and,
ultimately, the award you receive. The pass mark for all modules is 40%. Students must pass all modules
in each stage before they can progress to the next. Where modules are failed, opportunities will be given
for assessments to be repeated.

Assessments may be summative (a mark will be awarded that will contribute to the module mark), or
formative (feedback is provided but no mark given that contributes to the module mark). Whether
Summative of Formative every assessment MUST be attempted or the student will FAIL the module
outright — unless there is good cause; see the section on regulations below.

Each module is assessed differently and the appropriate details will be available under the relevant
Module in Moodle.

Assessments are generally made up of essay or projects, continuous assessment and presentations.
Students will find some modules require a mandatory pass mark in each component of assessment.
Module lecturers will identify if this is the case at the start of the programme. Students must attempt all
elements of the module assessment given by the lecturer.

Marking Criteria

In the interest of fairness and consistency the College has developed general criteria for summative
assessments of all kinds. The mark you receive will reflect these criteria.
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Distinction - Pass (70- 100%)
« Demonstrates an outstanding range and depth of knowledge.
« Demonstrates a high degree of original and independent thinking based on wide range of
Sources
= Demonstrates an outstanding ability to integrate theoretical and practical material
« Answers are extremely well formulated and directly related to the problem presented

Merit grade 1 — Pass (60-69%)
« Demonstrates a very good range and depth of knowledge.
+ Demonstrates a substantial degree of original and independent thinking based on a good
range of sources
« Demonstrates a very good ability to integrate theoretical and practical material
+ Answers are well formulatad and relate to the problem presented

Merit Grade 2 — Pass [50-593%)
+ Demonstrates a good range and depth of knowledge.
+« Demonstrates a degree of criginal and independent thinking based on a range of sources
« Demonstrates a good ability to integrate theoretical and practical material
+ Answers are reasonably well formulated and relate to the problem presented

Pass - Pass (40-39%2)
« Demonstrates a barely adequate range and depth of knowledge.
« Demonstrates a very limited capacity for independent thinking based on very narrow range of
Sources
+  Some attempt to integrate theoretical and practical material
= Answers use material indiscriminately and sometimes inaccurately with minimal relationship to
the problem presented
+ The minimal standard for an award at this level
Compensation Band — may be accepted as a pass mark subject to certain terms and conditions
[35-39%)
+ Shows some evidence of grasp of material and/or skills, but is not applied appropriately or
where relevant; there may be misconceptions but nevertheless shows some evidence of an
elementary grasp of issues

Fail (D-345¢)

= Does not mest any of the thresholds of the learning cutcomes
« Insufficient range and depth of knowledge or comprehension
« Little or no engagement with sources of learning

* No capacity to use knowledge to address issues or problems|

2.7.2 Project Extensions

Project extensions are only granted in exceptional circumstances, namely personal illness and
bereavement of a close family member. The personal illness must be medically certified. The extension
must be requested in writing, at least one week before the project deadline, and submitted to the
Programme Co-Ordinator.
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2.7.3 Project Penalties

e Inthe case of an extension not being requested, not being granted or being exceeded, the
following penalties apply to each essay / project:

e Up to one day late from the date and time of submission, 3% of the mark will be deducted.

e Up to one week late from the time and date of submission 10% of the mark awarded for the
essay / project will be deducted.

e For every week after the first week and up to the third a further 10% will be deductedfrom
the mark awarded.

e Any essay / project received after a three-week period will attain a zero mark.

2.7.4 Referencing and Plagiarism

Failure to reference materials used in projects can lead to charges of plagiarism and subsequent
disciplinary action. There is a Harvard Reference Guide provided by the library and this should be used at
all times.

Avoiding problems with Plagiarism, Poor Scholarship and Collusion

Plagiarism is copying another’s published or unpublished work, including material found on the Internet
and representing it as your own, and is a disciplinary offence under College Regulations. Students found
guilty of this offence will be penalised and may be reported to the Plagiarism Committee. It is very
important that all quotations are acknowledged and referenced to avoid charges of plagiarism.

Collusion, where two or more students work together, without the prior authorisation of the course
tutor or supervisor, to produce the same piece of work, and them attempt to present this work as
entirely their own work, is also a disciplinary offence.

The School takes both offences extremely seriously, and you should expect to be caught and punished if
you plagiarise or collude.

Poor scholarship may consist of poor referencing, but where there is clearly no intention to deceive.
This may be penalised in the mark you receive. Poor scholarship may also consist of very close
paraphrasing of published work, or the over-use of long quotations (such that your own contribution is
unclear) and will receive a low mark.

2.7.5 Feedback

Feedback on projects is provided at the lecturer’s discretion and may take the form of a general session
during lecture time.

Difficulties with Assessments (timeframes and content)

If a student is having difficulties with assessments, they must notify the SDU liaison person as early as
possible. DSP will work closely with NCI (lecturers and support team) to ensure that the student is fully
supported in achieving a successful outcome.
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3. Facilities and Services available to you

Being at College should be an enjoyable time, but there may be occasions when support and guidance
are required. Your programme team will be able to help you with problems you may experience at
College and in particular any difficulties you may be having with your coursework. The Learning Support
team can provide non-academic pastoral advice and guidance.

As a registered student of NCI, you can avail of all services and support facilities available to students.
Information on these services is available on the College website and include the following:

3.1 Library

The Norma Smurfit Library in National College of Ireland will provide you with the key academic material
needed in order to make your college career a success. The Library section of the NCI websit
(www.ncirl.ie/library) provides students with the comprehensive information on research tools, using
the library and e-information so please ensure you review all information on the Student Portal at the
start of the academic year. Your student card will become your library card so it is important you pick up
your student card at registration. A comprehensive student support service is available postal library
service is available to Off-Campus students. In addition, a huge number of academic journals are
available through the library in on-line format. Details are given in induction or enquire at the library
desk.

3.2 IT Facilities and Services

The NCI IT Department is responsible for providing IT services and support to all students. For more
information about the IT facilities, user guides and updates refer to the IT Facilities and Services section
of the website; www.ncirl.ie/campus/student-services/IT-Services. If you encounter any difficulties or
have any queries in relation to your IT Services, you are requested to contact the IT Support desk: 01
4498671/ 01 4498667 or itsupport@ncirl.ie.

3.3 Mathematics Support Service

The Mathematics Support Service provide an informal environment for students who are experiencing
difficulties where they can improve their understanding of and confidence in mathematical concepts.
The service provides workshops and one-to-one sessions throughout the year. The service is free to all
students in NCl and you can attend as often as you wish.

3.4 Learning Support

The Learning Support Service is centred on some core areas such as academic writing, reading,
researching, studying, note-taking, exam revision and aiding students in all areas of academic
advancement.

3.5 Disability Support

National College of Ireland believes that one of the most important first steps for students with
disabilities is to be sure that you can access supports in an open, relaxed, friendly and confidential
manner. In order for the College to help you achieve these first steps please contact our Disability
Support Officer in order to arrange a first meeting by calling 01 4599269. If you need to talk to someone
about a matter regarding day-to-day life beyond the lecture theatre, or if you have any medical, social
or well-being concerns, the Disability Support Officer will be more than happy to meet with you and
provide personal support and guidance.

3.6 Medical and Counselling Service

College and work life can sometimes produce a great deal of stress. The reasons for this can range from
a heavy workload and imminent deadlines, to difficulties of a personal nature. The Counselling Service
provides an opportunity to discuss any difficulties you may be experiencing with a qualified
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person. The counsellor will help by listening without judgement, offering new perspectives and working
with you on strategies that are right for you.

3.7 Careers and Opportunities

National College of Ireland provides students with a comprehensive Careers Advice Service and provides
classes and individual support on job-hunting strategies, creating CV’s, cover letters, preparing for
interviews and holds a number of careers fairs, and events throughout the year.

3.8 Moodle

Moodle is the virtual learning environment used at NCI and the location where you will find information
on your programme, notes for lectures or other announcements

3.9 NCiI360

NCI360 is where you can submit helpdesk calls to IT or submit requests for extensions to deadlines or to
complete personal circumstances forms if you have difficulty meeting deadlines or attending
assessments.

4. Issues and Complaints

4.1 How You Should Manage Difficult Personal Circumstances

You will see from the regulations surrounding assessment that personal circumstances affecting
attendance, your capacity to study, or any form of assessment need to be clearly communicated to the
College. This should be done by submitting a Personal Circumstances Form using NCI360

The Personal Circumstances 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 in terms of your assessments, which may then be brought to the
attention of the Examinations Board.

Please note that your submission will only be taken into account in terms of the assessments you specify
on this form, and cannot then be used for a review of results or appeal purposes. Details of modules
affected must be clearly noted on the form.

Please ensure that you have also informed your employer of any personal circumstances you may be
experiencing if it has an impact on your role in the organisation.

4.1.1 Submitting a Personal Circumstances Form for Continuous Assessments

This includes all assessments throughout each Semester e.g., project work, presentations and class
tests.

This form should be used if you wish to submit medical documentation or bring attention to any
personal circumstances because you were/will be absent for your continuous assessment or you believe
your performance was affected in your continuous assessment or you wish to have an extension to your
continuous assessment.

In the case of a projects/assignments, the deadline for submission of this form is two days prior to the
assessment hand-in-date. In the case of class tests /presentations, the deadline for submission of this
form is not later than two days after the assessment date.
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Please note that it is the responsibility of the student to ensure that they comply with the correct
procedures or your form will not be processed.

This form must be completed and submitted to the Programme Coordinators Office within the relevant
timeline stated. Where a project is affected an extension will be given with a new submission date
confirmed by either the lecturer or the Programme Coordinator, where an in class assessment is affected
your lecturer/Programme Coordinator will confirm whether you will be required to take another
assessment in place of the assessment missed of if there are any other requirements of the student to
make up for this missed assessment. This communication will normally be sent about one week after
the assessment has taken place.

In the case of an acute illness or an accident this process is very straightforward for students. Where

circumstances are more complex, or indeed personal, students often delay submitting the form. This is a

mistake. It is always in your interests to keep the College informed of any difficulties you may face, and that

will help the college to make sure you get the appropriate support.

4.2 Expressing a concern regarding your Programme of Study

The following process is designed to resolve concerns as speedily and effectively as possible. Most
concerns can be addressed successfully in informal means (before writing a formal complaint); however,
if informal resolution is unsuccessful, the formal process is available.

If you have a concern, we expect you to express it, and not someone else. If you name another person in
expressing a concern, they have a right to know what is said about them as soon as possible, and who
is raising the issue. Any fear of retaliation as a result of raising a concern will not be tolerated.
Confidentiality will be maintained when appropriate. All concerns are taken seriously. It is assumed they
are legitimate. If an expressed concern is found to be malicious the College may have to consider
disciplinary proceedings.

We will respectfully deal with each concern and deal with it in the context of our policies and resources.
There are five steps in expressing a concern:
Step 1: approach the person responsible for the concern.

You should first address concerns directly to the person responsible to attempt to resolve the matter
informally

Step 2: approach the person responsible for the area about which you have the concern.

This may be the Course Director, Head of Department/School or Head of relevant Service. Many
concerns can be dealt with informally by explanation and discussion. If you need help in expressing the
concern, or are reluctant to approach the person(s) responsible, you can seek advice from the Course
Director, Student Services Officer, the Students’ Union Executive or the Registrar.

Step 3: make a formal complaint in writing.

If you are unable to resolve the concern informally by discussion and explanation you can lodge a formal
complaint with the Registrar. A formal complaint must be in writing. Please give the relevant Service
the following details in a letter:

e Your name and contact details
e The nature of the concern

e What action, if any, has already been taken by you to attempt to resolve the concern
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e Any prior action by the College in regard to this concern

e say what would be expected to be done to resolve the complaint

The written formal complaint will be sent to:
o The appropriate Head of School if the complaint is about academic matters
o All other formal complaints should be sent to the Registrar

Step 4: acknowledgement of the complaint.

You can expect to receive a written acknowledgement of the complaint within 20 (Twenty)
working days of its receipt. You will be kept informed if there is undue delay in coming to
a conclusion on the complaint. If the person dealing with the complaint thinks it would be
better dealt with by someone else, or that it should be dealt with under some other
procedure, you will be informed what is happening.

Step 5: investigation of the complaint and response

The complaint will be investigated as quickly as possible and you will receive a written
response upon completion of that investigation that details what action, if any, is to be
taken.

4.3 Appeals

If you remain dissatisfied after the conclusion of the investigation described above, you
can write to the President who will investigate him/herself or will identify a suitable person
(or body), who has not been involved in dealing with the complaint, to investigate further.
Please note that the President cannot be involved in complaints at an earlier stage. The
President is the final point of appeal within the College and complaints addressed to
him/her which have not previously been investigated by the Registrar normally will be
referred to the appropriate person.

4.4 Monitoring and feedback

All formal complaints will be monitored. Annual reports on complaints will be made to the
President and presented to Academic Council for consideration.

You have the right to feel safe where you learn and where you work. If you think you are
being mistreated by another employee or your employer you should contact a member of
your HR Department. If you think you have been hurt or ill-treated by another student or
a member of the College Staff you should follow the steps above.

Similarly, if you have a complaint to make in relation to your workplace, you should contact
the relevant member of staff (HR or Line Manager) and follow their procedures as advised.
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5.15 Appendix 2: Module Handbook Template

QASS - Module Guide

—~—

N National
Colleger
Ireland

The Module Guide
Purpose:

In accordance with best practice, European Standards & Guidelines for Quality
Assurance and Assessment & Standards (2015), the module guide has been
created to supplement the approved module descriptor. The guide gives more
specific guidance to learners about what they can expect from class, the basis
of their assessment and what is expected of them in terms of class
participation and wider reading etc. as appropriate to their module. In many
cases this information already exists and individual lecturers have been
provided it in a number of ways. This guide brings these practices together into

one common template for use by all.

The module guide is closely linked to the programme guide. Generally speaking
the programme guide will refer to common information across all modules, e.g.
policy for late submission, policy for extensions, deferrals etc. In order to
ensure that learners are fully aware of requirements, it is good practice to cross
reference the module guide to the programme guide and/or to the student

portal.

Whilst all sections of the outline will be appropriate to all modules, there will be
variance in the detail required to ensure full information is provided to learners.
Technical and numerate modules may not require much guidance as to

readings. However, learners should be referred to appropriate examples of
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computing codes, mathematical models etc.

Variations with common modules

Where a module is delivered over multiple programmes or delivery modes, it
is recognised that there will be variances in the specific weeks that a subject
is dealt with, submission dates of assignments or under approved
circumstances the assessment structure or assighment brief may vary. Where
a modaule falls into this category, lecturers are encouraged to collaborate on
the module guide and agree variations to ensure that learners are provided

with the correct information.

Approval of the Module Guide

The module guide is approved by the module owner. The module owner is
appointed by the School to ensure the academic integrity of the module as

itis taught across the College.

Publication of the Module Guide

The module guide may be made available in hard copy, on Moodle or on the
student portal. Whilst it is preferable that a common place is used e.g. Moodle,
itis recognised that this may not be feasible for this initial implementation. The
information on the guilde may be placed on Moodle as a document download or
the Moodle week by week schedule can be used to provide the same

information.

<Module

Title> Module
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Guide

This pack contains the following important information. Keep it in a safe place,

and refer toitin order to plan your work.

Lecturer: <Lecturer
Name> Email

Xxxxxxx@ncirl.ie

Telephone <phone humber>
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1. Aims, Learning Outcomes and Key Skills

1.1 Aims:

Guidance Note: This will come from the approved module descriptor

1.2 Student learning outcomes

Guidance Note: this will come from the approved module descriptor. Note

that these link into the overall programme learning outcomes.

1.3 Key Skills:

Guidance Note: Although not formally listed in the module descriptor, refer to
the transferable skills matrix prepared for the Programme that this module is
contributing to. Reflect on what skills the learner will gain from participating in
the module. An example from the Industrial Relations subject area is outlined

below

Key skills developed in the study of this module include

For example:

e Understanding a range of different ideas: developed through
independent reading

e Argument and analysis: developed through the essay assighment and
tutorial exercises

e Presentational skills: developed through oral, structured
presentationsin tutorials

e Team working skills: developed through preparation for
presentations in tutorials

2. Module Introduction

Guidance Note: Insert a paragraph here introducing the module/subject. Outline

its context within the programme and as a whole.

2.1 Delivery Outline

60



Guidance Note: Outline the week by week or other structured

timescale as appropriate outline of the module

E.g.: From the Industrial Relations subject area

e Lectures one to five introduce the module and Collective Bargaining, and
outline the place of Industrial Relations in the social sciences, and analyses

the employment relationship.
e Lecture sixis a stand alone lecture on planning and writing assignments.
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e Lectures seven to thirteen introduce the role of the state in the regulation
of Industrial Relations, the development of collective labour law, and the
institutional structures to resolve conflict introduced consequent on the
1990 Industrial Relations Act

e Lectures fourteen to nineteen introduce Trade Unions, their structure,
governance, membership changes, and their role in Industrial Relations
at the workplace

e Lecture twenty deals with Employer Associations

e Lectures twenty one and twenty two analyse the origins and types of
industrial conflict

e Theremaining lectures are devoted to a reprise of the main themes and
exam preparation

Lectures are supplemented by tutorials which all students are expected to
attend. Tutorials require students to do preparatory work and are aimed to

reinforce lectures and readings by

e The completion of set exercises
e Collaborative workin groups in order to
o Develop and embed useful definitions
o Explore current examples of Industrial Relations issues
o Aid students in developing analytical and presentation skills

2.2 Teaching and Assessment

Guidance Note: This section should clearly outline the teaching and
assessment strategy of the module and how this relates to the programme
strategy. Refer to the original validation document if necessary. If assessment
is integrated it should refer to its associated module(s). Clear guidance should
be given to marking schemes that will be used. This will be outlined Chapter 4

of the QA handbook.

The assessment strategy should outline to students elements of coursework
that must be passed either as individual assessments or aggregate
coursework. This will depend on the learning outcomes of the module and how

those learning outcomes are being assessed.

It should outline how the assessment will be repeated if the module is failed as a

whole. e.g. will an examination assess learning outcomes that were originally
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assessed via project.

This section must now also refer to the assessment of any learner
requesting exemption of this module by virtue of prior accredited or

experiential learning.

Example from the Industrial Relations subject area

The course will be taught through a combination of lectures and tutorials, and
will be assessed by means of an essay 1,500 words in length (30% of marks)

and a 2 hour examination (70% of marks).

To pass the module, students must achieve at least 40% of the total marks
available over both assessment. Students must attempt both the essay

and the examination.

Students who do not pass the module in the 1=attempt will be required to sit an
examination. Any marks achieved in the essay in the 1+attempt will be carried

forward.

The tutorials for this module are structured around student discussions on
the topic designated for the session in question. All students will be expected
to take part in class activities during this course and, while activities are not
formally assessed, comments and constructive criticism of a formative
nature will be given in order to help you improve your presentation and

communication skills.

Students will be expected to read in advance of the tutorial, and to complete
tutorial exercises. If you attend a tutorial not having read the required material,

you will not gain any benefit from the session.

Attendance at tutorials is extremely important. You will find that lecture and
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reading material is supplemented by discussion in tutorials, and this will also
be directed at module assessment. Attendance at, and active participationin
tutorials will help you achieve the module learning outcomes. An attendance

register will be taken.

2.3 Learning Resources

Guidance Note: This is not simply a reading list. Describe for example, the
context of a particular resource and how resources should be used. Refer to all
resources available, not just text books.. Note that the approved module
descriptor may now contain obsolete or out of date references, so ensure that
you are referring to the latest edition or that weblinks are not broken prior to
providing to learners.
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3. Lectures

Guidance Note: The following section outlines what each lecture will cover. It
also should refer to the reading required that will support that lecture etc.

An example from the Industrial Relations subject area

3.1 Lecture 1:

Introduction. Module structure & assessment. Set library & news exercises.

3.2 Lecture 2:

What do we mean by the ‘Employment Relationship’? The nature of the

employment contract: unequal power, conflict & job regulation.

Reading

Chapter 1in Wallace et. al. (the core text book). This chapter forms the
background to lectures 1-5. Start it NOW!

Edwards P ‘The Employment Relationship’ section in Edwards P (ed.)
Industrial Relations: Theory & Practice In Britain (Chapter 1). Library
location 331.0941

Flanders A. Management & Unions pages 132-139. Library location

331.0941 Rose Employment Relations pages 2-20 Library location 331

etc
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3.3 Indicative Timetable

Week Indicative Content as Time Time Tutorials Group 1

per schedule above Group 2

10

1

12

13
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4. Module Assignment (30%)

Guidance Note: Provide details of any coursework required, including
instructions on submission i.e. to whom, date and time. Note current
processes are being reviewed to include electronic submission via Moodle

4.1 Feedback:

Guidance Note: Outline when the learner can reasonable expect feedback on
their work and how that feedback will be provided. Note: If there is a change to
this as a result of circumstances, ensure learners are fully briefed.

4.2 Plagiarism

Guidance Note: The text below is an extract from the assessment regulations
and should be included in all module handbooks and referred to at every

appropriate opportunity.

Plagiarism arises when extracts from someone else’s work are used without
acknowledgement, i.e. in the case of written work , not italicised, not setin
quotation marks and not referenced. This is not limited to text but can also
include graphics, tables, photographs, video, music and computer code.
Plagiarism is also submitting the same piece of work for assessment under

multiple modules;

Plagiarism is not an acceptable practice and will cause a piece of work to be
penalised or regarded as null.

The submission of plagiarised materials for assessment purposes is
fraudulent and all suspected cases will be investigated and dealt with

appropriately by the College following the procedures outlined in the
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Assessment Regulations and with reference to the Code of Discipline

If perpetrated on a substantial scale, especially with intention, disqualification
from an assessment, examination or award may occur.

All work submitted by students for assessment purposes is accepted on the
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understanding that it is their own work and written in their own words except
where explicitly referenced using the accepted norms and formats of the
appropriate academic discipline. NCI’s house style of referencing is the
Harvard Style. Guidance on the use of the Harvard Style can be found in the

library and on the student portal.

4.3 Guidelines on Essay Writing

Guidance Note: You may refer the learner to other resources available

on the student portal, in the library or include your own section here.

An example from the Business area is shown below

The following guidelines are intended to help you prepare and write your
essays, and should be used in addition to guidance given in your module
outline. Essays are intended to develop students' analytical powers, their
ability to construct a coherent and logical argument, and their understanding
of the varied literature on a particular subject. The feedback we can give you
on essays should enable you to constantly develop and refine your critical

faculties throughout the degree course.

These guidelines address the two main technical components of a good

essay: structure and style.

4.4 Essay Structure

We recommend that all students follow these guidelines (which are precisely

that) on essay structure, before they start writing the essay itself. The structure

should have three main components: an Introduction, a Main Part, and a
Conclusion. Note that it is not necessary to use sub-headings, although you

may find these helpful in structuring your essay. The question is ‘addressed’
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rather than ‘answered’, in an organised analytical argument. Observe the word

limit (plus or minus 10%).

1. Introduction

This should cover the following:

Discussion of title - your understanding of what the question is asking, and

the definition of any relevant terms.

Summary of your argument.

Indication of your

conclusion.

Be careful not to allow the introduction to become over-long. This wastes

space in an essay of 1000 to 2000 words.
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2. Main Part

The Main Part should concentrate on a number of major themes - for
example, three or four. Once you go over this sort of number, it becomes
more difficult for the reader to assimilate, and the essay starts to take on the

shape of a shopping list.

Do not merely summarize the readings and/or your notes from lectures. Use the
readings to support and develop an argument of your own, not as a substitute for

analysis. Assess alternative theories and evidence if the essay title requires this.

If you draw on your own experience, it must be to illustrate an argument in

your essay, not as a substitute for argument.

2. Conclusion

This pulls together and summarizes the major findings of the Main Part. It may

also indicate any implications of your argument. Do not introduce new material.

When you are clear about the conclusion that you have reached, it you may
integrate this into the Introduction, so that the main thrust of your argument s
spelled out at the beginning of your essay. This will clarify the discussion in the

Main Part.

It is helpful to construct an Essay Plan before writing the essay. This should
indicate the main points of the Introduction, the key points from each theme in
the Main Part, and your conclusions and any consequences flowing from them.
This will ensure that you have a clear overview of your essay before writing it.

You are encouraged to discuss essay plans with the module lecturer or tutor.

4.5 Style

The following guidelines are not exhaustive, but should help you with general

and stylistic points. All essays must be referenced, with a bibliography at the
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end.

All concepts, figures and other evidence, using the ‘Harvard’ system as
explained here. In the text of your essay you should refer to the surname only
of the author(s), and then the date of publication, and the page number: e.g.

(Nolan 1983:303), especially for quotes.
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Bibliography - at the end of the essay, you should have a section marked
Bibliography where all your references should be listed in full and

alphabetically by surname, e.g:

o Nolan P. (1983), ‘The Firm and Labour Market Behaviour’, in

Bain G. (ed), Industrial Relations in Britain (Blackwell, Oxford).
o Mecllroy J. (1988), Trade Unions in Britain Today

(Manchester University Press).

Statistics - when referring to data and statistics, use rounded numbers in the
text. For example, if the cited figure is 13,201, either put 13,000 or "just over
13,000". Unless there is a good reason, you should avoid decimal places - so

put 49% rather than 48.8%.

Do not copy other student’s essays. This is a disciplinary offence.

Quotes - do not over-quote. Stringing quotes together, however good they are,
is no substitute for developing your argument in your own words, with your own
emphasis. A judicious use of quotes, where it enhances the point you wish to
make, is all that is needed. Where you do quote, do not quote paragraphs; often
single sentences, or even phrases, contain the essential point you want. You
should never insert bits of the literature into your essay without using this proper
system of quotation or acknowledgement as this may be interpreted as
plagiarism by the marker. Where you refer to an author’s work, you should still

give the full reference: author, date, page.

An essay should not consist of a series of paragraphs beginning, ‘Jones/Smith

argues....’. Focus upon concepts, issues, cases, with reference to authors.

Avoid assertions, vagueness, and value-judgements.

For example:
o ‘itis well know that’ (assertion - statement withoutevidence)

o ‘some union leaders have said’ (vague - imprecise statement)
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o ‘unfortunately, Fianna Fail s still in government’ (value-judgement)

Historical material - too much of this is often reproduced in essays. As with
other evidence, it should be used selectively to illustrate arguments, not to
avoid making them. In social science essays, historical exposition does not
usually constitute an argument in its own right, so it should not be used as one

of the major themes, but
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in support of each of the themes. Finally, historical material can easily impose
its own structure on the writer - i.e. chronological - and, when reproduced,

makes the essay far too descriptive, rather than analytical.

Check your grammar and spelling. Do not use paragraphs either too short or

too long; each should be a coherent unit.

Typing and Word-processing - Quite apart from the fact that a typed essay looks
better and is easier to read, using word-processing facilities enables you to
correct and alter your work without having to rewrite the entire essay. Any skills
that you pick up in typing and/or word-processing are almost certain to be

useful to you in your future career and a useful addition to your c.v.
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