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1. Chapter 1. Governance and Quality Assurance  
 

This chapter relates to the following Quality Assurance guidelines from Barrow Training’s 
accrediting bodies: 

 Governance and Management of Quality (QQI Core Statutory Quality Assurance 
Guideline 1) 

 Documented Approach to Quality Assurance (QQI Core Statutory Quality Assurance 
Guideline 2) 

 Organisational Structure and Management (PHECC Quality Assurance Theme 1) 
 

1.1 Quality Assurance System 
 

Barrow Training is committed to ensuring the highest standards of governance, management 
and educational quality through: 

 Implementation of clear management, monitoring and reporting structures for all 
activities 

 Adherence to legislative and accrediting body policy requirements 

 The appointment and development of high-quality staff in educational development, 
delivery and administrative roles 

 Operating under best practice and compliance with all relevant legislation e.g. data 
protection, health and safety, equality etc 
 

Barrow Training FET programmes are subjected to rigorous monitoring and review processes. 
The centre is committed to self-assessment and external review and will undergo audits and 
reviews by external accreditation bodies in an open, honest and positive manner. This is to 
ensure that policies and procedures remain fit for purpose, relevant and compliant with 
changes to statutory, legal and accrediting body requirements. These are outlined in Section 
13. 

Through our QA policies and procedures, we have established a coherent framework for the 
provision of a high quality and professional system of training and education.  

Barrow Training recognises the importance of Quality Assurance throughout the whole 
company. This is recognised in our attainment of quality standards such as ISO 9001 (2015). 
Our Quality Assurance system is backed up with operation manuals with Standard Operating 
procedures (SOPs) for internal use. 

This quality framework enables us to deliver our further education and training programmes to 
the highest standards while also conforming to national and international best practice policies, 
procedures and guidelines and statutory regulations. 

Quality Assurance is embedded into all aspects of the Barrow Training organisation including: 

 Corporate – Finance, health & safety, human resources, sales and marketing, 
consultancy, and business operations  
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 Academic – Teaching, assessment, curriculum, learning environment and technologies,  
and learner support services 
 

All Barrow staff are allocated relevant responsibilities and roles in the implementation of 
quality assurance procedures. The Board of Management ensures accountability. 

The Barrow Quality Assurance System is guided by: 

 The Awards Qualifications and Quality Assurance (Education and Training) Act 2012, 
Qualifications and Quality Assurance (Education and Training) (Amendment) Act 2019, 
and QQI guidelines and criteria for Quality Assurance Procedures 

 Assessment and Standards – QQI 
 PHECC Core Guidelines 
 Criteria for Quality Assurance of Assessment 2013 
 ISO 9001 (2015) standards and guidelines 

 

1.2 Corporate Governance 
 
The Board of Management’s core task is to facilitate the delivery of products and services to 
meet learners needs while meeting all legal and stakeholder requirements. The Board of 
Management manages and controls the overall business affairs of Barrow Training in five 
functional areas – training and education, sales and marketing, human resources, business 
consultancy and finance.  
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1.3 Governance and Management of Quality 

1.3.1 Organisational Structure  
The diagram below outlines the organisational structure of Barrow Training. 
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1.3.2 Board of Management 
The primary roles of the Board of Management (BOM) are  

 Management,  
 Governance,  
 Implementation & review of the policies and procedures of the Company.    

Many of these are derived from legal and insurance obligations and others which will ensure 
the efficient and effective operation of the business. The BOM at all times must maintain the 
ethos of the company and ensure that principles of equality and the right of learners and staff 
are respected. The BOM will ensure that the company at all times demonstrates respect and 
promote respect for the diversity of values, beliefs, traditions, languages and ways of life in 
society. 

It is the Board’s duty to introduce A Code of Behaviour for staff and learners ensuring: 

 The standards of behaviour that shall be observed by staff and learners 
 Measures that may be taken when a staff member/learner fails or refuses to 

observe those standards. 

The board shall meet monthly and may convene additional meetings as may be necessary in 
the discharge of its duties. A meeting of a board may be convened at the request in writing by 
any member. 

The role of the BOM includes: 

 Review that the management system, standard operating procedures & quality process 
is working for the company 

 Monitor and review that the management system is effective and achieving desired 
result 

 Review monthly management reports (QF 717 to QF 719) 
 Auditing/Risk management/Appeals/Tutor, employee or learner grievance  
 Allow Senior Management team to gather and review information of Objectives, assess 

trends, check on status of improvement projects 
 Analyse results of feedback 
 Provide ongoing performance and progress reviews on planned objectives.   
 Ensure clear separation of academic and commercial interest by ensuring the 

appropriate personnel are on academic committees and sub-committees. This relates to 
both operational and decision-making processes. 

 Acknowledge existing and external expertise and use this knowledge in decision making 
when appropriate.  

 

1.3.2.1 Structure of Meetings 
Staff meetings will be held monthly. All staff will be notified in writing of the date and time of a 
meeting by the CEO. An agenda and copy of the previous meeting minutes will accompany this 
notice. A staff meeting may be held in the absence of staff members if there are a majority of 
staff present. 
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1.3.3 Quality Assurance Committee 
The role of the Quality Assurance Committee is to ensure that transparent, fair and consistent 
procedures (in line with National Standards) are applied in all decisions relating to academic 
activities. The Quality Assurance Committee will review matters that may include (but are not 
limited to) the following: 

 Responsible for academic regulations 
 Contribute to policy development and implementation  
 Provide Subject Matter expertise 
 New programme proposal approval 
 Review Core report documents such as self-evaluation, monitoring, external 

authentication reports etc 
 Review reports/recommendations from any sub committees 
 Review and approve Quality Assurance Guidelines 
 Assist the management team if required, including those that are deemed academic 

objectives and goals 
 Review annual programme reviews and feedback from awarding bodies and make 

recommendations 
 Review cases of any academic misconduct/plagiarism 
 Review relevant reports from external bodies and authenticators 
 Review appeals of examination and assessment grades 
 Review and approve decisions relating to learner appeals, assessment malpractice, 

complaints etc 
 Review statistics/trends in relation to assessment results using QBS and other reports 
 Approve validation applications before submission to QQI. 
 Monitoring and review of operational activities.  

1.3.3.1 Selection of Quality Assurance Committee 
The Quality Assurance Committee members will be selected on the basis of expertise under the 
terms and conditions as set out in the QQI Statutory Quality Assurance Guidelines (April 2016) 
in compliance with the Qualifications and Quality Assurance (Education and Training) 
(Amendment) Act 2019. 

1.3.3.2 Membership of Quality Assurance Committee 
 A Chairperson – a person with suitable qualifications who is external to the business. 

Qualifications, a qualification of level 8 or higher on the National Framework of 
Qualifications and at least 10 years’ experience in the field of adult education or 
relevant industry/sectoral experience. 

 Independent further education professional 
 Independent TEL expert 
 Barrow Training Quality Assurance Manager. 
 Tutor representatives who is also a course leader from Healthcare, Childcare and 

Hospitality. 
 Learner representative (past participant) 
 Secretary (take minutes)  
 Validation expert (when required) 
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1.3.3.3 Management Process 
The Quality Assurance Committee will operate under delegated authority from Senior 
Management (BOM). The Committee may investigate any matter (within its terms of 
reference), needed to review any Quality Assurance resources and information it considers 
necessary. The Quality Assurance Committee is authorised to seek the information it requires 
from the BOM or other Barrow employee which to enable it to carry out the necessary duties. 

Elected committee members can serve a term of three years. There is the option of a second 
term of service for any of the independent committee members. 

1.3.3.4 Structure of Meetings 
Meetings will be scheduled twice a year (extra meetings can be scheduled for unplanned or 
exceptional circumstances if required). An agenda will be sent out to all committee members 2 
weeks in advance accompanied by previous meetings and any other documents needed for 
review at the meeting. A quorum of 5 is needed to make any decisions. If there is a specific 
issue to be discussed, sub-committees (e.g. results approval panel, programme development 
committee etc) or visitors may be invited for that period relevant to them only. Minutes of the 
meeting will be given to the Chairperson within one week of the meeting. Once approved by 
the chairperson they will be circulated to all committee members. The Quality Assurance 
Manager will report back to the BOM and other relevant committees or employees.  

1.3.3.5 Format of Meetings 
The committee will follow the agreed agenda. All recommendations will be recorded by the 
secretary, with actions assigned accompanied by timelines. Decisions will be based on the 
majority of the committee (votes may be held if needed). The Chairperson will have the 
deciding vote if there is a split vote.  

Members are permitted to communicate digitally by Zoom or Microsoft Teams if necessary but 
only as a last resort as face to face is preferable for this meeting. 

 

1.3.4 Programme Development Committee 
The purpose of the programme development team is to critically reflect on all aspects of the 
programme, including operational management and quality enhancement using the systematic 
training cycle as its framework. The committee will meet twice per year (extra meetings can be 
added if required).  The Programme Development team will review a programme (or a group 
of programmes) of learning, develop and make recommendations for the implementation for 
these in line with validation and revalidation. The Programme Development committee is a 
sub-committee of the Quality Assurance Committee.  

1.3.4.1 Role of Programme Development Committee 
 Identify requirements of the programme e.g. entry criteria, learning hours, assessment 

criteria      
 Ensuring maintenance of the academic standard of the award 
 Develop content for programme including programme descriptor, full learner resource 

pack, assessment strategies, briefs and marking schemes, tutor programme 
specification, exams and workbooks (where relevant). 

 Self-Evaluation against QQI criteria 
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 Review Core report documents such as self-evaluation, monitoring, external 
authentication reports etc 

 Monitor all progress and improvements of the awards through desk top review, 
monitoring, learner and tutor meetings 

 Review of current education and training programmes, including assessments 
 Review information to learners about each programme 
 Consult with other providers in respect of transfer and progression options 
 Get approval from Quality Assurance Committee for any significant programme changes 

and before submission to QQI or other accreditation body for validation or re-validation. 

1.3.4.2 Membership of Programme Development Committee 
 Programme Manager (Barrow employee). 
 Quality Assurance Manager 
 Relevant Tutor representatives who is also a course leader from Healthcare, 

Childcare, Hospitality and Online. 
 Training Manager 
 Subject Matter experts (when required) 
 Employer Representatives (when required) 
 Learner Representatives (when required) 

1.3.4.3 Structure of Meetings 
Meetings will meet twice time a year (extra meetings can be scheduled for unplanned or 
exceptional circumstances if required). An agenda will be sent out to all committee members 2 
weeks in advance accompanied by previous meetings and any other documents needed for 
review or discussion at the meeting. Members can make amendments to the agenda at this 
point (min 1 week in advance of meeting). Minutes of the meeting will be given to the 
Chairperson within one week of the meeting. Once approved by the chairperson they will be 
circulated to all committee members. The Quality Assurance Manager will report back to the 
BOM and other relevant committees or employees. Members are permitted to communicate 
digitally by Zoom or Teams if necessary. 

1.3.4.4 Format of Meetings 
The committee will follow the agreed agenda. A chairperson and secretary will be voted who 
will take this role for a year. All recommendations will be recorded by the secretary, with 
actions assigned accompanied by timelines.  

 

1.3.5 Programme Review Committee 
The Programme Review Committee is concerned with the quality, standards and monitoring of 
QQI and PHECC courses delivered by Barrow Training. They are responsible for the oversight of 
all QQI and PHECC programmes. The Programme Review Committee will periodically review 
programmes to maintain standards and ensure compliance, and make recommendations to 
enhance and improve the programmes to ensure they are fit for purpose. They will also 
provide advice, support and guidance to management, tutors, and staff on the development 
and delivery of all Barrow programmes. 

This committee is a sub-committee for the Quality Assurance Committee. The Barrow Training 
audit schedule is developed at the beginning of each year. The centre will ensure that all 
procedures are evaluated at least once in a 12-month period. Our audit schedule (QF 220) is 
reviewed twice annually and approved by the Board of Management before implementation.  
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1.3.5.1 Role of Programme Review Committee 
 Provide advice, support and guidance to management on the development and delivery 

of programmes 
 Provide advice, support and guidance to tutors on the on the development and delivery 

of programmes 
 To ensure all programmes (including Blended Learning programmes) are being 

delivered in line with QQI Core Guidelines 
 To ensure all programmes (including Blended Learning programmes) are being 

delivered within scope of QQI Certificate of Validation. 
 To report back and advise the Quality Assurance Committee on the delivery of existing 

programmes 
 To make recommendations on the programmes for continuous improvement and to 

ensure they are fit for purpose 
 Provide expert advice to the Quality Assurance Committee 
 Participate in scheduled self-assessments and programme review cycles 
 Review recommendations to the Quality Assurance Committee and ensure that 

responses from programme evaluations are being implemented.  
 Review and report/make recommendations on thematic programme policy papers 

received from QQI and PHECC as they arise 
 Review the programme development in the context of the requirements of employers, 

industry, professional bodies and the Irish economy  
 Evaluate feedback mechanisms for learners and tutors and the processes for acting on 

this feedback 
 Evaluate the physical facilities and resources provided for the delivery of training 

programmes 
 Evaluate formal links with industry, businesses and the community 
 Review any research activities and their impact on teaching and learning 

 

1.3.5.2 Membership of Programme Review Committee 
 Quality Assurance Manager 
 Tutor representatives who is also a programme leader from Healthcare, Childcare, 

Hospitality and Online  
 Educational Consultant (External)  - Chairperson 
 Training Manager 
 Subject Matter experts (when required) 
 Employer Representatives (when required) 
 Learner Representatives (when required) 

 

1.3.5.3 Structure of Meetings 
The committee will meet twice a year (extra meetings can be scheduled for unplanned or 
exceptional circumstances if required) at least 6 weeks in advance of the Quality Assurance 
Committee. An agenda will be sent out to all committee members 2 weeks in advance 
accompanied by previous meetings and any other documents needed for review or discussion 
at the meeting. Members can make amendments to the agenda at this point (min 1 week in 
advance of meeting). Minutes of the meeting will be given to the Chairperson within one week 
of the meeting. Once approved by the chairperson they will be circulated to all committee 
members.  
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The chair of the Programme Review Committee will prepare a report for the Quality Assurance 
Committee. Items for review or items that require further consideration will be flagged as 
agenda items for the next Quality Assurance Committee meeting. 

Members are permitted to communicate digitally by Zoom or Teams if necessary. 

1.3.5.4 Format of Meetings 
A full self-assessment of programmes and services is scheduled by Barrow Training every five 
years. Within this period programmes are reviewed/monitored from a variety of perspectives 
using the data gathered during a typical course delivery schedule. Data used to review 
programmes should include: 

 Learner Evaluations 
 Tutor Evaluations  
 Programme Descriptor and Tutor notes 
 Programme resources 
 Scheme of works 
 Attendance records 
 Daily reports 
 Retention rates 
 Completion rates 
 Certification rates 
 Grade distribution and benchmarking 
 QQI analytics and benchmarking 
 Course meeting records 
 IV Panel reports 
 EA Panel reports 
 RAP minutes 
 QQI Validation reports 
 Any other relevant reports or feedback from external experts or stakeholders. 

 

1.3.6 Results Approval Panel 
 
The purpose of the results approval panel is to confirm that assessment of learner evidence 
and authentication of assessment results (including internal verification and external 
authentication) has been carried out in line with the provider’s quality assurance process.   
It confirms fairness and consistency in Barrow Training’s assessment process and ensures the 
validity of the results produced. 
All learner results are provisional until approved by the Results Approval Panel. 
This panel is a sub-committee of the Quality Assurance Committee. 
 

1.3.6.1 Role of Results Approval Panel 
 

 To meet and review and approve assessment results 
 To ensure that the Results approval process has been followed and all the required 

documentation is in place.  
 Review all relevant internal verifications reports and external authentication reports  
 Sign off on approved results before submission to QQI or PHECC, 
 Identify any issues arising in relation to the results and make recommendations for 

corrective action 
 Meet with Quality Assurance Committee if requested as a sub panel. 
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 Complete report  which can be used for Barrows self-evaluation process and internal 
monitoring process 

 Assessment procedures are observed 
 To ensure there is consistency amongst tutors (especially modules where a number of 

different tutors deliver) 
 To ensure correct application of administrative procedures 
 To check all applicable evidence is available 
 To note any irregularities and report to the Quality Assurance Manager 
 To review all relevant reports and make recommendations to the Quality Assurance 

Manager 
 To review any learner complaints or requests and to ensure they are resolved 

satisfactorily 

1.3.6.2 Terms of Reference 
 
The panel will be comprised of minimum 3 (max 6) personnel. Min 1 will be an independent 
further education/education expert. 
The remaining panel members will be comprised of tutors and programme leaders. The Chair 
will be the Quality Assurance Manager. The Chair will have the responsibility of appointing 
members to the panel and to ensure there are no conflict of interest and to ensure impartial 
and unbiased decision making. 
All panel members will be instructed to carry out their duties without bias and will be asked to 
sign a confidentiality agreement. 
Their decision is to be based on the evidence presented to them only. 
A note taker to be assigned and a report to be prepared and signed off by all members of the 
panel. If the panel does not agree, the chairperson has the casting vote (only if the votes are 
split). 
If the panel does not agree, it will be brought to the Quality Assurance Committee. However, 
panel members are advised that every reasonable attempt to agree should be sought. 
All evidence/documentation should be returned to the chair at the end of the meeting and 
securely disposed of.  
 

1.3.6.3 Structure 
 
Quality Assurance Manager calls a meeting (typically three times annually in line with Barrow’s 
submission policy). 
The QA manager is to ensure that the following reports are distributed to the panel members 
prior to start – IV reports, EA reports, Evaluation reports (tutor and learner), QBS provisional 
results, learner meeting records. 
The panel to discuss each module’s results. Asked to focus on areas of concern and areas of 
good practice.  
The panel will consider the evidence and approve/sign off on the final results. 
All decision to be recorded in RAP minutes which are to be distributed to all panel members 
within 1 week. 
The Chair is responsible for ensuring any issues are recorded in Non-Conformance Log and for 
bringing to the attention of the Quality Assurance Committee. 
 
Members are permitted to communicate digitally by Zoom or Microsoft Teams if necessary. 
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1.3.7 Quality Panel 
 
The role of the Quality Panel is to ensure all quality standards are adhered to in relation to QQI 
and PHECC programmes. They will ensure that all procedures in relation to certifying body 
validation are adhered to and meet the required specifications. 
 
They are responsible for: 
 
 Updating all relevant stakeholders in relation to programme development, delivery and 

assessment 
 Updating and following the agreed Quality Assurance Manual 
 Providing advice, support, guidance and training to Barrow staff, management and tutors 

in quality assurance practices  
 Confirming that all quality assurance guidelines in relation to QQI and PHECC are being 

applied and implemented in practice 
 Ensuring compliance and monitoring effectiveness at all stages of the learner journey with 

Barrow Training 
 Monitoring statistics on learner enrolments, retention, completion and progression, and 

capturing on the information management system 
 Reviewing and approving suggestions or amendments by the Allocations Committee and 

programme management committee. 
 Reviewing (at regular intervals) compliance on active courses and programmes. 
 Approving any minor updates to the QA or QA process. 

 
The panel will ensure that any changes or decisions on Quality are within the scope of their 
remit. Any large or significant changes are brought forward by the Quality Assurance Manager 
to the Quality Assurance Committee for approval.  
 

1.3.7.1 Membership 
 
The Quality Panel will consist of the Training Manager, Quality Assurance Manager, TEL 
Manager and any other relevant administrative staff. 
 

1.3.7.2 Frequency of Meetings 
 
The panel will meet at least once a month. Additional meetings can be held if required.  
 
The chairperson will document minutes from each meeting and distribute to all participants. 
The Quality Manager is responsible for documenting and presenting any items that need to be 
brought to the Quality Assurance Committee for guidance, support, or approval. 
 

1.3.8 Allocations Committee 
 
The Allocations Committee is a sub-committee of the Quality Panel. Membership shall comprise 
of the Training Manager, Quality Assurance Manager, TEL Manager and any other relevant 
administrative staff. 
The committee will meet at least once a month and it is accepted that this meeting can take 
place during the monthly Quality Panel Meeting. Additional meetings can be held if required. All 
minutes will be documented and distributed.  
This committee is responsible for overseeing and approving the resources required for the 
successful delivery of current and future programmes. The costs associated with the resources 
needed for these courses are communicated to the Director of Strategic Planning and Finance. 
The Quality Assurance Manager is responsible for documenting and presenting any items that 
need to be brought to the Quality Assurance Committee for guidance, support, or approval. 
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1.3.9 Programme Management Committee 
 
The Programme Management Committee is a sub-committee of the Quality Panel. Membership 
shall comprise of the Training Manager, Quality Assurance Manager, TEL Manager and any 
other relevant administrative staff. 
The committee will meet at least once a month and it is accepted that this meeting can take 
place during the monthly Quality Panel Meeting. Additional meetings can be held if required. All 
minutes will be documented and distributed.  
This committee is responsible for successful programme management which can include 
scheduling, tutors, venue, learner resources etc. The Quality Assurance Manager is responsible 
for documenting and presenting any items that need to be brought to the Quality Assurance 
Committee for guidance, support or approval. 
 

1.3.10 Individuals’ Roles and Responsibilities 
The following roles exist within the organisation: 

 CEO 
 Director of Strategic Planning and Finance 
 Director of Training 
 Quality Assurance Manager 
 Training Manager 
 Project Manager 
 Technology-Enhanced Learning (TEL) Manager 
 Senior Training Administrator 
 Tutors 
 External Authenticator 

The responsibilities listed below are of the personnel identified in the list above. These 
responsibilities are not exhaustive. 

CEO 

 Overview of company operationally and financially 
 Quality assurance and clinical governance overview 
 Working in partnership with Board of Management in strategic development of company 
 Building and maintaining an effective management team 
 Develop and direct the implementation of policies and procedures to ensure that Barrow 

complies with all health and safety and other statutory regulations 
 Human resource management, including staff recruitment, retention and appraisal 
 Manage new projects and company direction 
 Provide training and guidance to team 
 Representing Barrow Training at networking events and conferences 

 

Director of Strategic Planning and Finance 

 Overall responsibility for the financial affairs of the company 
 Ensure the finances are managed prudently, responsibly and legally 
 Review the monthly and end of year financial reports 
 Advise the board on any matters relating to finance 
 Financial planning and management to ensure the company operates effectively and 

training programmes are viable 
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 Working in partnership with other two Directors in strategic development of company 
 Working with the individual managers to explore possible new activities for the company 
 Seek out new opportunities for the company 
 Keep the board informed of developments in the training sector 
 Pedagogical advisor to Programme Development Committee 
 Resident adult career guidance counsellor 
 Representing Barrow Training at networking events and conferences 
 Reports directly to CEO 

 

Director of Training  

 Working in partnership with Board of Management in strategic development of company 
 Building and maintaining an effective management team 
 Resource allocation of teaching and admin staff 
 Overall responsibility for Health and Safety systems supporting Barrow staff and learners 
 Human resource management, including staff recruitment, retention and appraisal 
 Management of external relations, including accrediting bodies, and 

establishing/maintaining strategic alliances 
 Management of the company IT and IT support system 
 Data protection officer 
 Representing Barrow Training at networking events and conferences 
 Reports directly to CEO 

 

Quality Assurance Manager 

This person will act as the primary point of contact for communications between Barrow 
Training and external awarding bodies and will have overall responsibility for QA on a day to 
day basis, management of the centre’s QA system and reporting to the Board of Management 
on a monthly basis. 

 Ensure all staff are aware of and comply with Barrow Training QA procedures, including 
management, administration support staff, tutors and learners 

 Oversight of programme validation, monitoring and review 
 Point of contact for awarding bodies 
 Monitoring of overall learner journey from enrolment to certification 
 Management of new programme development 
 Management of assessment process, including lead internal verifier and organisation of 

external authentication process and results approval panels 
 Provision of assessment information to tutors, learners, etc. 
 Management of Quality Assurance system 
 Planning and implementation of learning technologies in the company 
 Representing Barrow Training at networking events and conferences 
 Reports directly to Director of Training 

 

Training Manager  

This person will perform the key administration functions relating to the delivery of training. 
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 Development of programme timetables and schedules 
 Communication of programme details to tutors, learners, QA Manager and administration 

support, and recording of these activities 
 Provision of assessment information to tutors, learners, etc. 
 Administrative support for internal verifiers, external authenticators and external quality 

assurers 
 Maintaining relevant records and documents securely 
 Approval of assessment venues 
 Co-ordinating the various learner supports, including arranging special accommodation 

requests, by learners and monitoring their effectiveness 
 Ensuring the assessment material and resources are securely stored and distributed 
 Representing Barrow Training at networking events and conferences 
 Reports directly to Director of Training 

Technology-Enhanced Learning (TEL) Manager 

 Learner Management System management 
 Preparation and organising of face-to-face days between tutor and learners 
 Releasing online content to learners  
 Learner support online 
 Liaising with managers and supervisors, as well as blended learning tutors 
 Uploading and reviewing course content on the online platform in line with Blended 

Learning guidelines 
 Member of programme development committee, where required 
 Representing Barrow Training at networking events and conferences  
 Reports directly to Director of Training 

 

Project Manager 

 Planning and monitoring projects 
 Managing administration deadlines 
 Responsible for applications via eTenders– the Irish Government’s electronic tendering 

platform – and Activelink  
 Reporting on overall progress and use of resources 
 Maintaining tutor supports  
 Managing project risks 
 Managing contracted training 
 Member of programme development committee, where required 
 Representing Barrow Training at networking events and conferences 
 Reports directly to Director of Training 

 

Senior Training Administrator  

 Providing support to tutors in programme delivery and planning 
 Primary point of contact for current and potential learners 
 Learner support 
 Management of learner registrations 
 Approval and co-ordination of training venues 
 Management of training material requirements 
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 Reporting of learner and tutor feedback to QA Manager 
 Representing Barrow Training at networking events and conferences 
 Reports directly to Training Manager 

 

Programme Tutor 

 Delivery of teaching and assessment of learners 
 Integration of relevant research into course delivery 
 Update Training Manager on new resources to update learner resources 
 Contribute to the development, planning and implementation of high-quality resources and 

curriculum 
 Grading of assessment 
 Maintaining Barrow Training’s agreed quality standards 
 Feedback and mentoring of learners 
 Liaising with administration and management staff on an ongoing basis 
 New programme identification 
 Participating in programme board meetings and other meetings when assigned by Barrow 
 Reports directly to Quality Assurance Manager 

 

Internal Verification Officer 

 Confirm that Barrow Training assessment procedures were adhered to across the range of 
assessment activities from planning to finalising results  

 Ensure learning has been assessed using the techniques and instruments as indicated in 
the validated programme 

 Check the accuracy of assessment results to ensure learner evidence exists, and that 
results, and grades are correctly computed and recorded 

 Monitor assessment results 
 Produce an internal verification report outlining the outcome of the internal verification 

process  
 Ensure 100% of Barrow Training assessments have been internally verified 
 Maintain Barrow Training’s agreed quality standards with its accrediting bodies 
 See Section 7.1 of SOP 201 Operations Manual Procedure for guidelines 
 Reports directly to Quality Assurance Manager 

External Authenticator 

 Confirm the fair and consistent assessment of learners consistent with the provider’s 
procedures and with QQI/PHECC policy 

 Review internal verification report(s) and authenticate the findings/outcomes 
 Apply a sampling strategy to moderate assessment results  
 Visit Barrow Training and meet with appropriate staff 
 Identify any issues/irregularities in relation to the Assessment Process 
 Recommend results for approval 
 Produce an external authentication report using the template provided by Barrow Training 
 Maintain Barrow Training’s agreed quality standards 
 Reports directly to Quality Assurance Manager 
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1.4 Evaluating the Effectiveness of the Quality Assurance System 
 

The effectiveness of the Quality Assurance system is measured by: 

1. Ongoing Quality Audits 
2. Programme Review 
3. Accreditation Body Review 

 

1.4.1 Ongoing Quality Audits 
Our audit schedule is developed at the beginning of each year. The centre will ensure that all 
procedures are evaluated at least once in a 12-month period. 

Our audit schedule (QF 220) is reviewed twice annually and approved by the Board of 
Management.  

1.4.2 Programme Review 
Barrow Training undertakes a review of each QQI programme (suite of programmes) on a 5-
year interval – Programmatic review.  It is the responsibility of the Board of Management and 
is managed by the Quality Assurance Manager. 

 Analyse efficiency and effectiveness of each validated programme (to include learner 
numbers, retention, pass rates, and progression) 

 Review the programme development in the context of the requirements of employers, 
industry, professional bodies and the Irish economy  

 Evaluate feedback mechanisms for learners and tutors and the processes for acting on this 
feedback 

 Evaluate the physical facilities and resources provided for the delivery of the programme 
 Evaluate formal links with industry, businesses and the community 
 Review any research activities and their impact on teaching and learning 
 Evaluate projections for the following 5 years 

 

1.4.3 Accreditation Body Review 
All providers offering QQI and PHECC awards are subject to external quality assurance review 
of their institutions. Such reviews are carried out by QQI or PHECC at 5-year intervals. 

The Quality Assurance Manager is responsible for the review process and consists of the 
following: 

1. Accrediting body sets terms of reference 
2. Self-evaluation by Barrow Training 
3. Visit by expert panel/member appointed by accrediting body 
4. Implementation plan and response by Barrow Training 
5. Panel report and published, where applicable 
6. Follow up report submitted by Barrow Training 
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1.5 Embedding a Quality Culture 
Barrow Training is committed to the active development of a culture that recognises the 
importance of quality, quality assurance, quality improvement and enhancement. The centre 
has a strategy in place to develop the continuous enhancement of quality in all its activities:  

 Regular review of annual key performance indicators (KPIs), business plans and goals 
 Consultation with all stakeholders in the development of policy and procedures 
 An organisation wide approach to the implementation of quality assurance procedures to 

encourage a sense of ownership of quality amongst staff 
 Policies and procedures are designed in consultation with those involved in their 

implementation 

Customer satisfaction and the quality of services are key, with all staff members encouraged 
to contribute feedback and suggestions for process improvements during monthly Board of 
Management and team meetings.  

Progress in embedding a quality culture is measured by the Board of Management using the 
following methods:  

 Day-to-day monitoring  
 Staff performance appraisals 
 Stakeholder feedback 
 Learner surveys 
 Internal and external audits 
 Conformity with QA procedures 
 Staff training and professional development 

 
 

1.6 Legislative Requirements 

Barrow Training Board of Management is committed to ensuring that all within the company 
are aware of the need to meet customer requirements in line with applicable legal and 
regulatory requirements.  

In addition, the Board of Management ensures that requirements under Employment, Labour 
and Equality Law are met in full, while the Quality Assurance Committee ensures that 
programmes of education and training are delivered in line with the criteria set out by QQI and 
PHECC. The committees keep abreast of all pending legislation and updates to existing 
legislation by email notification from insurance companies, HSA, QQI and PHECC. Barrow 
Training has commissioned the services of a HR Consultant to aid the implementation of this 
policy. 

The following legislation is relevant to Barrow Training in relation to Employment, Labour and 
Equality: 

 Terms of Employment (Information) Acts 1994–2014  
 Employment (Miscellaneous Provisions) Act, 2018 
 Regulation (EU) 2016/679 (General Data Protection Regulation) 
 Safety, Health and Welfare at Work Act, 2005 
 National Minimum Wage Act, 2000 
 Payment of Wages Act, 1991 
 Minimum Notice and Terms of Employment Acts, 1973–2005 
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 Industrial Relations (Amendment) Act, 2015 
 Organisation of Working Time Act, 1997 
 Organisation of Working Time (Records) (Prescribed Form and Exemptions) Regulations, 

2001 
 Maternity Protection Act, 1994 
 Maternity Protection (Amendment) Act, 2004 
 Paternity Leave and Benefit Act, 2016 
 Adoptive Leave Act, 2005 
 Parental Leave Acts, 1998-2019 
 Parent’s Leave and Benefit Act, 2019 
 Carer's Leave Act, 2001 
 Employment Equality Acts, 1998–2015 
 Equality (Miscellaneous Provisions) Act, 2015 
 Protection of Employees (Part-Time Work) Act, 2001 
 Protection of Employees (Fixed Term Work) Act, 2003 
 Protected Disclosures Act, 2014 
 European Communities (Protection of Employees on Transfer of Undertakings) Regulations, 

2003 
 Redundancy Payments Acts, 1967–2014 
 Protection of Employment (Exceptional Collective Redundancies and Related Matters) Act, 

2007 
 Unfair Dismissals Acts, 1977–2015 
 Workplace Relations Act, 2015 
 Mediation Act, 2017 

The following legislation is relevant to Barrow Training in relation to education and awarding 
bodies: 

 Education Act, 1998 
 Further Education and Training Act, 2013  
 Qualifications and Quality Assurance (Education and Training) (Amendment) Act 2019 
 S.I. No. 109 of 2000 - The Pre-Hospital Emergency Care Council, (Establishment) Order, 

2000 
 S.I. No. 575 of 2004 - The Pre-Hospital Emergency Care Council, (Establishment) Order 

2000, (Amendment) Order, 2004 
 

1.7 Documentation 
Barrow Training aims to provide a comprehensive QA system that is fully documented, and 
which sets out the centre’s commitment to quality delivery and continuous improvement.  

Barrow Training has a fully documented quality assurance system. All our processes and 
associated procedures are documented. This confirms the centre’s commitment to quality in 
relation to: 

 New Programme Development 
 Programme Provision 
 Evaluation 
 Continuous Improvement  

Barrow Training holds the following quality assurance accreditations: 
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1. Quality and Qualifications Ireland (QQI) since 2010 
2. ISO 9001 (2015) certification since 2016 
3. Pre-Hospital and Emergency Care Council (PHECC) since 2018 

The centre’s quality assurance procedures are informed by the above accreditation guidelines, 
as well as legislative requirements outlined in section 1.6. These procedures are available for 
viewing by the public on our website www.barrowtraining.ie/about/quality-assurance as a PDF 
file. Staff are provided with a copy as part of their induction.  

Our aim is to promote a culture of quality, facilitate diversity, support innovation and 
demonstrate accountability. All processes are documented in our operations manuals (internal 
access only) and are available on our master list of files (QF01). This file is accessible to all 
staff and is updated regularly, as required. 

 

1.8 Operation Manuals 
Barrow has a library of standard operating procedure manuals (SOPs) for all activities and 
procedures that include: 

Manual SOP 
Number 

Blended Learning programmes 203 
Sage procedures 209 
General operations Manual 201 
Certified programmes 204 
Procedures for ETB Contracted Training Courses 202 
VERI integrated Training System 214 
Course Development and Evaluation 211 
Purchasing Suppliers and Sub Contractors 210 
Marketing and Tendering 207 
QQI procedures 205 
PHECC Programmes 216 
Documents Record Electronic Data Control 101 
Management Review 102 
Auditing 103 
Control of Non-Conformance 104 
Corrective Action Procedures 105 
Human Resources and Training procedures 106 
Customer satisfaction and Complaints Procedures 107 
Planning Change 108 
Risk Management 109 
Procedure for Determining Context in the List of 
Interested Parties 

110 

 

1.9 Quality Assurance Policies and Procedures 
The Quality Assurance Manager has responsibility for documenting QA procedures within the 
organisation and ensures that all policies and procedures are fit for purpose. The QA Manager 
reports their findings directly to the Board of Management.  

This process is assisted by the Training Manager and the Director of Training, and the QA 
Manager will also co-opt specific individuals with articular knowledge and experience to assist 
with the development and review of policies and procedures. All work undertaken by the QA 
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Manager and other relevant personnel is subject to review and approved by the Board of 
Management. Learners, tutors and staff are informed of the policies and procedures that are 
relevant to them in an induction presentation and are provided with a handbook for reference. 

 

1.9.1 Policy Templates 
Polices and standard operating procedures (SOPs) are version controlled and date marked. 
This monitoring process ensures that polices continue to meet the needs of the company, 
customers and stakeholders.  

The common template will include: 

 Policy Title 
 Date 
 Version Number 
 Name of Creator 
 Description of change 
 Policy details and review date 

As a controlled document, the current version of each policy is logged in the Master list file. 

Barrow Training implement a strict document control and ownership system. All QA documents 
are owned and controlled by the QA Manager.  The QA Manager uses internal audits and 
ongoing reviews to monitor the effectiveness of each process during the course of the year. 

 

1.9.2 Internal Audits 
Barrow Training conducts internal audits at planned intervals to provide information on 
whether the quality management system: 

a) conforms to the organisation’s own requirements of ISO 9001 within its scope 
b) is effectively implemented and maintained 

Barrow Training shall:  

a) Plan, establish, implement, and maintain the audit programme including frequency 
methods responsibilities planning requirements and reporting taking into consideration 
the importance of the processes changes affecting the organisation and the results of 
previous audits 

b) Define audit criteria and scope for each audit 
c) Select auditors and conduct audits to ensure impartial and objective audit process 
d) Ensure results of audits are reported to relevant management 
e) Take necessary correction and corrective actions without undue delay 
f) Retain evidence of audit program implementation and audit results (Mandatory 

documented information) 

Barrow Training operates a company-wide audit programme that serves the following 
purposes: 

 Determination if company policies, procedures and systems are effectively implemented 
 Identification of non-conformances 
 Verification of effective correction of all identified non-conformances 
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A fully documented procedure is in place – SOP 106 - Auditing. 
 

1.10 Risk 
 

1.10.1 Actions to Address Risks and Opportunities in Training and Education  
Matters arising during ongoing monitoring will provide an opportunity to assess programme-
related risks. Areas of concern identified during ongoing monitoring and programme review will 
trigger appropriate intervention to ensure the achievement of all Barrow Training programme 
objectives.  

End-of-programme surveys will acknowledge programme strengths and highlight potential 
areas for development and improvement before the next scheduled iteration of the 
programme.  

All recommendations from programme reviews and ongoing monitoring will be presented to 
the Quality Assurance Committee and Board of Management. 

1.10.2 Actions to Address Risks and Opportunities in the Organisational Context  
 
The Board of Management Team of Barrow Training have completed a full risk assessment of 
the business taking into consideration the context (internal and external factors and 
conditions) of the organisation, along with the relevant requirements of their interested parties 
and how this may impact on the company’s Quality Management System.  
The results of the risk assessments have been documented within the company business Risk 
Register (QF199).  
The Risk Register outlines the potential threats to the ongoing operation of the organisation, 
and what mitigation measures are in place to minimise the likely occurrence of these threats. 
The methodology of how the company identifies both its risks and opportunities related to the 
QMS are addressed according to the procedure for addressing risks and opportunities (SOP 
109 Risk Management).   

Barrow Training has planned actions to address both risks and opportunities and has fully 
integrated and implemented the actions into its QMS processes. Barrow Training evaluates the 
effectiveness of these actions on an ongoing basis.   

High risks identified in the risk register will also be discussed during the annual Board of 
Management review. 

 

1.11 Management Review 
A Management Review is undertaken by the Board of Management on an annual basis to 
ensure continued suitability, adequacy and effectiveness of the Quality Management System 
and alignment with the strategic direction of the organisation.    

Related Procedure: SOP 102       Management Review. 

 

  


