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4. Chapter 4. Human Resources Management  
 

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

 Staff Recruitment, Management and Development (QQI Core Statutory Quality 
Assurance Guideline 4) 

 Other Parties involved in Education and Training (QQI Core Statutory Quality 
Assurance Guideline 10) 

 Human Resource Management (PHECC Quality Assurance Theme 3) 

 

4.1 Policy Statement 
Barrow Training is committed to ensuring procedures for recruitment and selection of staff will 
ensure they are suitably qualified and skilled. Barrow Training will ensure that all staff are 
reviewed and provided with constructive feedback and encouraged to engage with Continuing 
Professional Development (CPD). Barrow Training have commissioned the services of a HR 
Consultant, to aid the implementation of this policy. 

4.2 Recruitment and Selection Procedure of Academic and Administrative Staff  
Vacancies arise among administrative staff based on changing or additional organisational 
needs as identified by the Board of Management, while vacancies arise among academic staff 
based on programme requirements as identified by the Training Manager. When an academic 
or administrative vacancy arises, a job specification and associated selection criteria for that 
particular role is devised by the Director of Training and approved by the Board of 
Management prior to advertising. Posts will be advertised in regional newspapers, on the 
Careers section of the Barrow Training website, social media platforms, and online recruitment 
websites such as Indeed. Candidates are then shortlisted and approved by the Board of 
Management prior to interviews taking place. 

All interview candidates are required to provide copies of relevant qualifications and a signed 
passport photograph which are kept together with their Curriculum Vitae and other relevant 
documentation such as interview sheet (QF 729 – Appendix 1). 

Selection criteria for Barrow Training administration staff as follows: 

 Qualifications – Staff members must have a qualification in a relevant field 
OR 

 Experience – Staff members must have minimum 2 years work experience in a relevant 
field 

 Reference checks – Minimum two references must be provided. Referees will be 
contacted by members of the Board of Management prior to appointment.  

Selection criteria for Barrow Training tutors as follows: 

 Qualifications – Tutor must have minimum QQI Level 6 Special Purpose Award in 
Training & Development/Train the Trainer or equivalent pedagogical qualification, e.g. 
First Aid Response Instructor, Instructing Manual Handling qualification. This must 
supplement a qualification in the tutor’s specific area of expertise, minimum one level 
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above the level of delivery. Best practice would require a minimum Level 8 degree in 
the area. 

 Experience – Tutors must have minimum 2 years training experience prior to delivering 
accredited programmes for Barrow Training. This can be offered to new tutors in the 
form of non-accredited programmes.  
Tutors delivering blended learning programmes must have demonstrated excellent IT 
skills. 

 Reference checks – At least two referees must be contacted. References will be based 
on training delivery experience.  In the event of new tutors with no previous 
experience, an academic and/or character reference will be required. 
 

Tutors are not employed on a full contract of employment basis. Tutors are advised during 
induction that Barrow Training cannot guarantee work, the hours are part time on an ad hoc 
basis as required.  

A large tutor panel exists for each area of expertise within Barrow Training’s scope which 
allows Barrow Training to cater for situations where a tutor originally due to deliver training is 
no longer available. Emergency out of hours contact information is provided to tutors on 
induction should these situations arise. The following contingency measures are in place should 
the need arise: 

 Tutor contacts Barrow Training staff member to advise of inability to deliver training as 
scheduled 

 Staff member contacts Training Manager to advise 
 Training Manager contacts all inducted and qualified tutors to check availability for 

cover 
 Training Manager provides new tutor with full programme briefing via Microsoft 

Teams/Zoom or by phone 
 New tutor is met by a member of the Programme Management Committee at training 

venue prior to deliver any relevant paperwork  
 

4.3 Induction, Training and CPD 
 

4.3.1 Induction Process 
Prior to commencement of employment, it is mandatory for the academic and administrative 
staff to complete an induction process. The staff member must attend an induction workshop 
which includes a presentation outlining role and responsibilities, policies and procedures, and 
code of conduct (QF37 for administrative staff; QF38 for academic staff). This is further 
detailed in a handbook (QF40 for administrative staff; QF41 for academic staff) which is part of 
the induction pack presented to staff members on the day. Introduction to QQI and PHECC 
programmes forms an integral part of the induction process. Induction for administrative staff 
is completed on the first day of employment by the Director of Training. Academic staff 
inductions are scheduled once per quarter, or as required, and are facilitated by the Quality 
Assurance Manager. An induction checklist (QF 54 – Appendix 2) is completed and maintained 
to safeguard compliance with all aspects of this procedure and a declaration confirming 
understanding and agreement must be signed following this induction. 
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Any updates made to the system are communicated to administrative staff by email, followed 
up with a meeting, and to tutors in the quarterly newsletter, followed up with a meeting. 

During the induction workshop, incoming academic staff will be asked to review the official 
programme documents together with all associated material such as learner handouts and 
assessment briefs. To ensure that the tutor has a clear understanding of the assessment 
standards required, they may be asked to assess an assessment element (project or case 
study) using specific grading criteria. The grade and associated marking scheme are reviewed 
by the Quality Assurance Manager and feedback is provided. Further assessment material may 
be cross moderated until such time that the required grading standard is met by the tutor. If a 
tutor does not meet the requirement of minimum 2 years training experience prior to 
delivering accredited programmes for Barrow Training, they will first deliver non-accredited 
programmes to gain teaching experience. 

If the tutor is employed to deliver training via blended learning, tutors receive an induction 
from the TEL Manager in addition to the induction delivered by Quality Assurance Manager. 
This covers the processes and procedures relevant to this mode of delivery. A separate 
checklist (QF726 – Appendix 3) is completed and stored in the employee’s file. 

The Director of Training and Quality Assurance Manager will have the responsibility of verifying 
the authenticity of a potential tutor’s qualifications and references.  

 

4.3.2 Staff Training and CPD 
Barrow Training will ensure that all staff are reviewed and provided with constructive feedback 
and encouraged to engage in Continuous Professional Development. Barrow Training will 
foster a culture of enthusiasm for CPD for all staff, academic and administrative. This will be 
achieved by each staff member having an Annual Performance Review with an Individual 
Learning and Development Plan (QF 53).  

Barrow Training will also organise relevant CPD workshops, training and networking events as 
it sees fit. Where necessary, specific training to support programme or organisational 
development is organised by Barrow Training. All tutors are also afforded the opportunity to 
attend any Barrow Training programme. Tutors are expected to keep up to date with research 
and changes in legislation in their area of expertise. 

A tutor training day in each category, e.g. hospitality, healthcare, childcare, is organised by 
Barrow Training at least once a year. All staff involved in the delivery of these programmes are 
expected to attend and make suggestions on items to be included on the agenda. The event 
usually includes workshops, presentations and discussions between Barrow staff, programme 
leaders and tutors. This provides the opportunity for academic staff to provide feedback and 
suggestions for programme improvements, as well as to engage with others in their field of 
learning. This day is scheduled with plenty of advance notice to ensure availability and 
involvement of as many tutors as possible.  

Statistics/trends in relation to assessment results identified by the external authenticator, 
results approval panel and/or QA Committee are discussed, and action taken, if required. All 
who attend are asked to complete an evaluation form and provide suggestions for future 
events. Details of attendance of such training and other relevant information is added to the 
tutor’s CPD log.  
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Tutors receive a quarterly newsletter from Barrow Training which is compiled and issued by the 
Quality Assurance Manager. This includes updates on the organisation, legislation, learner and 
tutor resources, networking events or upcoming training. 

 

4.4 Performance Management 
The purpose of procedures in this area is to ensure that staff receive constructive feedback on 
their performance in order to allow them to identify key strengths and areas for improvement 
and agree action plans where necessary. 

4.4.1 Monitoring Effectiveness of Tutors 
A number of feedback mechanisms are used in the monitoring of effectiveness of tutors: 

 Learner end of course evaluation forms (QF 24)  
 Tutor end of course evaluation form (QF 25) 
 Monitoring reports from QA manager (QF 104 – Appendix 4) 
 Cross moderation and second marking exercises 
 Attendance/retention rates 
 Internal verification reports 
 External authenticator reports 
 Company feedback (for programmes delivered in-house) 
 Performance review 
 Peer review 

In addition to the formal methods of evaluation above, tutors are asked to review learner 
course assessments during the programme and at the end of each programme. This affords 
the tutor the opportunity to reflect on and review the effectiveness of his/her work and seek 
improvement, as well as providing ongoing review of the programme content. The Training 
Manager will identify any adverse course performance and any issues are logged as a non-
conformance in the incident database (QF 14).  

4.4.1.1 Supports for Poorly Performing Tutors 
The Director of Training will discuss the shortcomings with the tutor and an action plan will be 
put in place to address any issues to include shadowing and further training. Subsequent 
feedback is noted to evaluate if improvements have been made. All records of interventions 
and supports (formal and informal) are retained by Barrow Training.  

Any tutor who fails to meet the required standards for the position following application of 
formal and informal interventions will be subject to dismissal by Barrow Training. 

 

4.4.2 Disciplinary Procedure 

4.4.2.1 Purpose 
The purpose of the disciplinary procedure is help and encourage all employees to achieve and 
maintain standards of conduct and performance by making them aware of any shortcomings 
and identify how the necessary improvements can be achieved. The objective of such a 
procedure is to give employees the opportunity to improve their behaviour/performance. 

The delivery of a high-quality service requires all employees to adhere to high standards of 
work performance, conduct and attendance. All Managers are responsible for making 
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employees aware of the standards of attendance, work and conduct expected from them and 
for dealing with shortcomings promptly and fairly. In general, the employee’s immediate 
Manager will deal with deficiencies on an informal basis through discussion, appropriate 
assistance and informal counselling rather than through the formal disciplinary procedure. If, 
following the informal counselling stage, the employee continues to fail to meet the required 
standards then the disciplinary procedure should be invoked. Depending on the severity of the 
complaint in any individual case, the Company reserves the right to skip a step or steps of the 
procedure. 

An employee will have the right to appeal against any disciplinary penalty. 

4.4.2.2 Scope 
This policy applies to all Barrow Training & Consultancy Ltd. employees and aims to ensure 
consistent and fair treatment for all. The full disciplinary procedure applies only to those who 
have successfully passed their review period. This procedure is intended as a statement of 
current Company policy and commitment to operating a fair and consistent procedure in 
relation to all its employees, taking into account the Code of Practice on Disciplinary 
Procedures (SI 146 of 2000) as may be amended from time to time. The Company reserves 
the right to amend the procedure as necessary in line with any amendments made to the Code 
of Practice. 

The company recognises three types of misconduct – minor misconduct, major misconduct, 
and gross misconduct. The penalty for gross misconduct will normally be dismissal without 
notice or payment in lieu of notice. Examples of conduct which may lead to disciplinary action 
under this procedure include: 

Minor Misconduct 

 Careless work / poor effort at work 
 Absenteeism 
 Lateness 
 Failure to comply / adhere to Absence Notification and Certification procedure. 
 Returning from tea breaks and lunch breaks late 
 Misuse of the telephone / mobile phone / computer incl. WhatsApp messages 
 Failure to wear uniform / dress code 
 Excessive time away from the job 
 Failure to maintain a tidy and safe working environment 

Major Misconduct 

 Unsatisfactory attitude to customers 
 Serious neglect of safety / hygiene / security rules 
 Smoking in prohibited areas 
 Leaving premises during working hours without permission 
 Neglect causing damage to or loss of company’s customers or another employee’s 

property 
 Gossiping and / or rumour spreading about another staff member or customers 
 Use of foul language 
 Performance of duties below an acceptable standard 
 Wilful or excessive wastage of material 
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Gross Misconduct 

 Theft 
 Removal of company property whether of monetary value or not, without prior written 

consent 
 Unauthorised discounting of stock 
 Refusal to carry out duties or reasonable work instructions 
 Disclosing confidential business or client information to a third party 
 Intoxication induced by alcohol or drugs 
 Fraud 
 Falsification of company documents 
 Deliberately ignoring safety / hygiene / security rules and thereby endangering one’s 

own safety or another’s physical wellbeing or safety 
 Wilful damage to or gross negligence of companies, customers, or another employee’s 

property 
 Physically violent behaviour 
 Undertaking work in competition with own employer 
 Distribution of drugs 

These lists are not exhaustive, and management reserves the right to decide how misconduct 
may be categorised. Each incident will be managed case by case. 

4.4.2.3 Procedure 
Pre-procedure stage – informal counselling 

Counselling is an informal method of dealing with shortcomings in an employee’s attendance, 
work or conduct without invoking the formal disciplinary procedure. The objective of the 
counselling is to ensure that employees understand what is expected from them and to provide 
an opportunity to discuss any aspects of the job which may be causing them difficulties. 
Counselling alerts the employee to his/ her shortcomings and is an opportunity to decide what 
measures should be taken to bring about the required improvements. 

1. The line manager/supervisor or nominee will request an informal meeting with the 
employee to discuss performance, attendance or conduct issues 

2. The employee shall be given precise details of the specific aspects of his/ her 
attendance, work or conduct that requires improvement 

3. The employee shall be given an opportunity to respond and careful consideration shall 
be given to any explanations given. 

4. Having made the employee aware of deficiencies in his/her attendance, work or 
conduct, the employee’s line supervisor/manager or nominee shall identify any 
measures that can be taken to assist the employee and formulate an agreed action plan 
for achieving improvements. 

5. Details of the counselling interview and any follow up action agreed shall be 
documented and signed by both parties 

Investigation 

If the necessary improvements have not been made by the employee, despite informal 
counselling, the supervisor/manager or nominee may request an investigation meeting with 
the employee and HR. Following this meeting a decision will be made as to whether the matter 



 

89 
©Barrow Consultancy & Training 

 

will be brought through the formal disciplinary procedure. This will be communicated in writing 
to the employee. 

It is important to note the following stages will be followed for reoccurring instances, however 
for isolated instances management have the right to determine what stage the sanction will be 
issued. 

An isolated incident can fall into any of the four stages. 

Formal Disciplinary Procedure 

Stage 1 – Verbal Warning 

1. If the necessary improvements have not been made by the employee, despite informal 
counselling, the matter will be referred to stage 1 – verbal warning. 

2. The supervisor/manager or nominee will notify the employee in writing, that they are 
required to attend a disciplinary hearing. 

3. The written notification will include the following information: 
a) The time, date & place of the hearing. 
b) The purpose of the meeting, that it is a formal disciplinary hearing under the Company 

disciplinary procedure. 
c) The precise nature of the complaint. 
d) A copy of any documentation that may be relied upon at the hearing e.g. attendance 

records. 
e) The right to be accompanied by a work colleague. 
4. The employee will be advised of the precise nature of the complaint. No decision will be 

made until the employee has been given a full opportunity to state their side of the 
matter. No decision will be made at the meeting. Any warning issued will outline the 
improvements required and the timescale for improvement. 

5. S/he will be advised that the verbal warning constitutes the first stage of the 
disciplinary procedure and failure to improve may result in further disciplinary action 
under Stage Two of the disciplinary procedure. 

6. A written record of the verbal warning will be issued to the employee and kept on the 
employee’s personnel file. 

7. The written record will be disregarded for disciplinary purposes after 6 months, subject 
to satisfactory improvement during this period. 

8. The employee will have the right to appeal the verbal warning to a level of management 
higher than the original decision maker. 

9. Appeals must be made in writing setting out the grounds for appeal within 5 days of the 
employee being notified of the decision, referenced to a five-day Monday to Friday 
working week. 

Stage 2 – Written Warning 

If the necessary improvements have not been made by the employee, the matter will be 
referred to Stage Two – Written Warning. 

1. The senior manager/ or nominee will notify the employee in writing, that they are 
required to attend a disciplinary hearing. 

2. The written notification will include the following information: 
a) The time, date and place of the hearing. 
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b) The purpose of the meeting, that it is a formal disciplinary hearing under the Company 
disciplinary procedure. 

c) The precise nature of the complaint. 
d) A copy of any documentation that may be relied upon at the hearing e.g. attendance 

records. 
e) The right to be accompanied by a work colleague. 
3. The employee will be given sufficient notice of the hearing to enable him/her to arrange 

for representation and prepare a response. 
4. The employee will be advised of the precise nature of the complaint and any warning 

issued will detail the improvements required and the timescale for improvements. 
5. S/he will be advised that the written warning constitutes the second stage of the 

disciplinary procedure and failure to improve may result in the issuing of a final written 
warning under Stage Three of the disciplinary procedure. 

6. A written record of the warning will be issued to the employee and kept on the 
employee’s personnel file. 

7. The written record will be disregarded for disciplinary purposes after 12 months, subject 
to satisfactory improvement during this period. 

8. The employee will have the right to appeal the written warning to a level of 
management higher than the original decision maker. 

9. Appeals must be made in writing setting out the grounds for appeal within 5 days, of 
the employee being notified of the decision, referenced to a five-day Monday to Friday 
working week. 

Stage 3 – Final Written Warning 

If the necessary improvements have not been made by the employee, the matter will be 
referred to Stage Three – Final Written Warning. 

1. HR or his/her nominee will notify the employee in writing, that they’re required to 
attend a disciplinary hearing. 

2. The written notification will include the following information: 
a) The time, date and place of the hearing. 
b) The status of the meeting, that it is a formal disciplinary hearing under the Company 

disciplinary procedure. 
c) The precise nature of the complaint. 
d) A copy of any documentation that may be relied upon at the hearing e.g. attendance 

records. 
e) The right to be accompanied by a work colleague. 
3. The employee will be given sufficient notice of the hearing to enable him/her to arrange 

for representation and prepare a response. 
4. The employee will be advised of the precise nature of the complaint and any warning 

issued will detail the improvements required and the timescale for improvement. 
5. The warning will also advise that failure to improve may lead to dismissal or some other 

sanction short of dismissal under Stage Four of the disciplinary procedure. 
6. A written record of the final warning will be issued to the employee and kept on the 

employee’s personnel file 
7. The written warning will be disregarded for disciplinary purposes after 12 months 

subject to satisfactory improvement during this period. This period may be extended in 
exceptional circumstances with the sanction of the HR Dept or his/her nominee and will 
be communicated to the employee in writing. 
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8. The employee will have the right to appeal the final written warning to a level of 
management higher than the original decision maker. 

9. Appeals must be made in writing setting out the grounds for appeal within 5 days of the 
employee being notified of the decision, referenced to a five-day Monday to Friday 
working week. 

Stage 4 – Dismissal 

If an employee fails to make the necessary improvements and meet the required standards of 
work, conduct or attendance following the issuing of a final written warning or these is a case 
of serious misconduct, the matter will be referred to Stage Four – Dismissal. 

1. In all cases of alleged serious or gross misconduct, a full investigation will be carried 
out. 

2. HR Dept. or his/her nominee will notify the employee in writing, that they are required 
to attend a disciplinary hearing 

3. The written notification will include the following information: 
a) The time, date and place of the hearing. 
b) The status of the meeting, that it is a formal disciplinary hearing under the Company 

disciplinary procedure. 
c) The precise nature of the complaint. 
d) A copy of any documentation that may be relied upon at the hearing e.g. attendance 

records. 
e) The right to be accompanied by a union representative or work colleague. 
4. The clear terms of reference for the investigation. 
5. The employee will be given sufficient notice of the hearing to enable him/her to arrange 

for representation and prepare a response. 
6. The employee will be notified of the precise nature of the complaint and the possible 

outcomes, dismissal or action short of dismissal. 
7. A written record of the decision will be issued to the employee and kept on the 

employee’s personnel file. 
8. The employee will have the right to appeal the decision to a Director or his/ her 

nominee. The appeals hearing is not intended to repeat the investigation process but to 
address specific issues which the employee feels have received insufficient 
consideration during the disciplinary process such as: 

 Mitigating circumstances; and/or 
 Procedural deficiencies 
9. Appeals must be made in writing setting out the grounds for appeal within 5 days of the 

employee being notified of the decision, referenced to a five-day Monday to Friday 
working week. 

10. The appeals hearing will normally be held within 10 working days of the appeal being 
lodged referenced to a five-day Monday to Friday working week. The Director or his/her 
nominee will hear all appeals and his/her decision shall be final. 

11. Where an appeal against dismissal fails, the effective date of termination shall be the 
date on which the employee was originally dismissed. 

Gross Misconduct 

In cases of gross misconduct, the company may immediately dismiss an employee without 
recourse to all of the steps as outlined above in the disciplinary procedure. In cases where it is 
warranted, the company may suspend an employee with pay in order to facilitate an 
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investigation. Suspension with pay is a precautionary measure and not a disciplinary sanction. 
During any period of suspension an employee will be refused access to any of the Company’s 
premises without the prior consent of the Company and will be subject to such other 
reasonable conditions as the Company may impose. 

Following investigation and appropriate disciplinary process, the company may decide either to 
impose another form of discipline, such as suspension without pay and/or final written warning 
without recourse or termination. 

Gross Misconduct is an act of misconduct which is considered serious enough to result in 
summary dismissal. Summary dismissal is dismissal without notice or payment in lieu of 
notice. 

The following list includes (but is not confined to) examples of the circumstances which will be 
regarded as ‘Gross Misconduct’. Please note that this list is not exhaustive. 

 Theft 
 Deliberate damage of property 
 Falsification of records or reports 
 Fraud or deliberate falsification of documents 
 Gross negligence or dereliction of duties 
 Gross insubordination 
 Incapacity to perform duties due to being under the influence of alcohol, un-prescribed 

drugs or misuse of prescribed medication 
 Serious breach of health & safety rules 
 Serious breaches of confidentiality (for instance, unauthorized IT systems access) 
 Serious bullying, sexual harassment, or harassment against a member of staff 
 Violent behaviour towards a member of staff, client or member of the public 
 Sexual assault 
 Downloading/disseminating pornographic material from the internet 
 Circulation of offensive, obscene or indecent e-mails 

4.4.2.4 Appeals Process 
Where an employee feels that action taken under this procedure is unjustified or unfair, they 
shall have the right of appeal. All appeals must be made, in writing, within 5 working days to 
the HR Dept. stating the basis of the appeal. Appeal hearings will be held within 14 days of 
receipt of appeal. Any disciplinary action will stand until and unless the outcome of the appeal 
overturns the disciplinary action. 

If desired, at the Appeal Hearing the employee concerned shall have the right to be 
accompanied by a fellow employee of their choice. 

Where it is not appropriate or possible to involve HR or any other person named above in 
conducting the procedure, another person may be substituted by the Company for that person, 
as is appropriate in the particular circumstances. 

The result of the Appeal Hearing shall be notified to the employee within 5 working days of the 
hearing, in writing. 

This decision will end the appeals procedure. 
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4.5 Equality, Diversity & Inclusion 
Barrow Training is an Equal Opportunity Employer. All members of staff, tutors and learners 
have a role under the Equality, Diversity and Inclusion Policy, in that they are responsible for 
their own behaviour but also responsible for ensuring that they carry out their role in line with 
this policy. This includes: 

 Being aware of the policy 
 Attending training 
 Treating others with dignity and respect 
 Ensuring that during work, teaching content and resources should demonstrate 

sensitivity to equality and diversity issues 
 Comply with the policy 

 
The Board of Management will ensure that: 

 They take a leadership role in equality, diversity and inclusion issues 
 They promote the policy 
 Equality is promoted 
 Discrimination is prevented 
 Human Rights of everyone are protected 
 Everyone is treated fairly across the 9 Grounds 
 Prompt action is taken over alleged discrimination or harassment 
 All staff are offered training on equality, diversity and inclusion matters  
 External contractors are made aware of their responsibilities in relation to equality, 

diversity and inclusion 
 

Barrow Training will ensure the following: 
 All staff undergo appropriate equality training for their role 
 Staff are encouraged to discuss equality and diversity issues and raise any concerns 

they may have with the Board of Management 
 Staff are supported in their role if they are supporting a learner with any equality, 

diversity or inclusion issues they may have 
 

Where a member of staff or learner perceives that they have been unfairly treated in respect 
of the 9 grounds, the following steps are in place: 

1. Report the concern to the Quality Assurance Manager in Barrow Training 
(quality@barrowtraining.ie 059 972 1416) 

2. If the Quality Assurance Manager is involved in the concern, report to the Training 
Manager (admin@barrowtraining.ie)  

3. Document the concerns on Discrimination Report Form (QF713 – Appendix 5) 
4. Barrow Training will investigate the report and, if evidence proves the report to be 

true, will operate a disciplinary procedure as outlined in section 6.4.2 
 

 

4.6 Other Parties involved in Education and Training 
Barrow Training collaborates and shares information openly with other providers where 
possible. This allows for benchmarking between providers which Barrow Training deems an 
invaluable quality assurance mechanism. 
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4.6.1 Peer Relationships 
Barrow Training recognises the importance of collaboration and the sharing of information with 
peers as an effective quality assurance tool. Opportunities to develop and enhance Barrow 
Training’s relationship with peers include the following: 

 Engagement with other education and training providers in further education and 
higher education in programme development 

 Working with Education and Training Boards 
 Attending conferences and seminars to meet with other experts in the area 
 Benchmarking exercises with other education and training providers 

 

4.6.2 External Authenticators 

4.6.2.1 Role 
The External Authenticator reports to the Quality Assurance Manager. External authentication 
provides independent, authoritative confirmation of fair and consistent assessment of learners 
in accordance with national standards.  
 
This process establishes the credibility of Barrow Training’s assessment processes and ensures 
that assessment results have been marked in a valid and reliable way and are compliant with 
the requirements for the award. 
 
Barrow Training will have at least one External Authenticator in any one submission period, 
and will be assigned depending on the following: 

 the number of learners 
 the number, range and diversity of awards being offered – all award areas must have 

an external authenticator assigned per annum 
 

4.6.2.2 Recruitment and Requirements 
External authenticators are recruited prior to a submission period. The authenticators list on 
the QBS is used to recruit an authenticator in the relevant field.  
 
If these authenticators are not available to complete this process, or if the requirement is for a 
different accrediting body, the Barrow Training database is utilised.  
 
Otherwise, the role is advertised externally. A job specification and associated selection criteria 
for the particular role is devised by the Director of Training and approved by the Board of 
Management prior to advertising. Posts will be advertised in regional newspapers, on the 
Careers section of the Barrow Training website, social media platforms, and online recruitment 
websites such as Indeed and JobAlert.  
 
Candidates are then shortlisted and approved by the Board of Management prior to interviews 
taking place. All interview candidates are required to provide copies of relevant qualifications, 
photographic proof of identification, a tax compliance certificate and a signed passport 
photograph which are kept together with their Curriculum Vitae and other relevant 
documentation such as interview sheet (QF 65). 
 
Requirements for this role are as follows: 

 Independent of Barrow Training   
 Excellent attention to detail 
 Excellent communication and report-writing skills 
 Familiarity with provider’s assessment policies and procedures, and accrediting body’s 

code of practice 
 Technical/subject matter expertise within the relevant award area 
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 Previous experience of delivering programme assessment or work in the relevant field 
 Agree to undertake appropriate training and attend appropriate briefings 
 Must not have delivered training for Barrow Training previously 

 
4.6.2.3 Responsibilities  
 Confirm the fair and consistent assessment of learners consistent with the provider’s 

procedures and with accrediting body’s 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 
 

 

4.6.3 Accreditation Bodies 
Barrow Training currently offers programmes accredited by QQI and PHECC. Any proposal for a 
new programme partnership must be reviewed and approved by the Quality Assurance 
Committee. The proposal is considered under the following headings, prior to forming a 
Programme Development Committee: 

 Barrow Training scope of practice 
 Quality assurance 
 Financial implications 
 Legal implications 
 Risk 

 
 

4.6.4 Collaborative Partnerships 
Barrow Training does not engage in collaborative provision with other providers and must 
submit QA procedures to the relevant accrediting body for this purpose and secure approval, 
prior to engaging in any collaborative provision in the future. 
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4.7 Appendix 1 – QF729 Interview Sheet (V1, February 2020) 
 

INTERVIEW ASSESSMENT AND SCORING RECORD 

Role:      

Location:                                                                                                                          

Date:  

Interviewee Name: 

Interviewee Address: 

Interviewer Names:  

 

QUALITIES/SKILLS Weight Score 
1 - 10 

Total 
Score 

A relevant qualification 5   
Experience in office administration 5   
Experience in dealing with the general public 5   
Excellent communication and interpersonal skills as 
evidence at interview 

5   

Understanding of the work undertaken by Barrow 
Training  

5   

Knowledge of IT, social media 5   
Excellent IT skills, e.g. excel spreadsheets, PowerPoint 5   
Knowledge of GDPR 5   
Ability to work under pressure 5   
Flexibility 5   
Total score    

 

Comments  

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 

 

Interviewer’s Signature: ___________________________________ 

Interviewer’s Signature: ___________________________________ 

Interviewer’s Signature: ___________________________________ 
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4.8 Appendix 2 – QF54 Staff Induction Checklist (V9, July 2020) 
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4.9 Appendix 3 – QF726 Blended Learning Tutor Induction Checklist (V1, 
February 2020) 
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4.10 Appendix 4 – QF104 Tutor Monitoring Report (V6, January 2020) 
 

Tutor Monitoring Visit Report 

Programme Title:  

Course/Component:  

Venue:   

Start Date:  

Date of Monitoring Visit:  

Time arrived:  

Time departed:  

Number of Participants:  

 
 

 
 
 

 
 
 

Tutor:  

Barrow Contact: Vicky Nolan, QA Manager 

Phone: 059 972 1416 

Email: vicky@barrowtraining.ie 

Checklist for Monitor 

Please tick box as appropriate: 

Tutor wearing Barrow lanyard  Photos taken (with written consent)  

Quote/testimonial obtained from 
supervisor 

 Quote/testimonial obtained from 
learner 

 

Learners asked to check in on 
Facebook 

 Learners asked to complete review 
on Facebook and Google 

 

Schedules provided  Thank you address  

All necessary equipment/resources 
available and in working order 

 Notes: 
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The tutor has demonstrated the following before the course: Evaluator’s 
Initials 

Learner Profiles  Takes individual intellectual and physical 
differences of learners into consideration prior to 
course delivery. 

 

 Knows the support systems available to learners 
with particular learning difficulties and makes 
learners aware (e.g. Dyslexia, Sight or Hearing 
difficulties). 

 

 

Learning Process  Creates appropriate learning situations, taking the 
cycle of adult learning into consideration. 

 

 

Learning Styles  Incorporates an appreciation of varied learning 
styles in the training programme. 

 

 Adapts training presentation to meet the needs of 
particular learning styles. 

 

The tutor has demonstrated the following during the course: 
Evaluator’s 
Initials 

Training 
Programmes 
Preparation 

 Has the ability to prepare and plan training.   

Motivation  Supports learners by utilising the most 
appropriate motivational approaches for any given 
learning situation. 

 

 

Communication  Makes appropriate use of basic communications 
theory to exchange information and stimulate 
insight in individuals and groups. 

 Displays a basic understanding of communication 
theory, two-way communication and interaction 
and incorporate this into the training event. 

 Checks for understanding, the asking of probing 
questions and the promotion of discussion. 

 

 

Feedback  Gives and receives feedback in the training 
situation so that it is constructive, can be 
understood and can be acted upon. 

 Delivers feedback in a constructive non-personal 
manner. Understands the benefits of 
constructive/positive modes of feedback and to 
deliver feedback in a manner that encourages 
learner self-evaluation and improvement. 
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Training / Visual 
Aids 

 Operates overhead projectors, slide projectors, 
video projectors, whiteboards, chalkboard and flip 
charts. Designs and uses appropriate visual aids. 

 

 

Presentation Skills  Prepares a lesson plan and organises the delivery 
of the information in a logically structured 
manner. 

 Plans and presents structured talks and 
demonstrations; organises discussion groups and 
facilitates training sessions. 

 Delivers a lesson, making effective use of voice, 
eye contact, interaction, and checks for 
understanding, physical positioning 

 Facilitates group sessions and promotes 
participation by learners in group discussions. 

 

 

Equality Matters  Identifies characteristics used as a pretext for 
unequal treatment. Aware of legal requirements 
as regards equality in training. Uses appropriate 
language in relation to equal treatment for men 
and women, for people with disabilities and for 
other groups. 

 

The tutor has demonstrated the following after the course: 
Evaluator’s 
Initials 

Evaluation & 
Assessment 

 Determines the appropriate evaluation level. 
Formulates and interprets an appropriate training 
evaluation instrument. Objectively assesses 
learner progress. 

 

 
 
 

 

Tutor’s Comments: 

 

 

 

 

 

Signature of Tutor: _______________________ 

 

Date: _________________ 
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Evaluator’s Comments: 

 

 

 

 

 

 

Signature of Evaluator: _______________________ 

 

Date: _________________ 
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4.11 Appendix 5 – QF713 Discrimination Report Form (V1, December 2019) 

Discrimination Report Form 

 

Name of referrer: _____________________________________ 

Phone:   _____________________________________ 

Email:   _____________________________________ 

 

Details of concern – please include details of who treated you unfairly, where and when the 

incident(s) occurred, and a full description of the incident, including evidence:    

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________ 

 

Please tick which of the 9 grounds for discrimination this report falls under: 

Gender      Age 

Civil status      Disability 

Family status      Race 

Sexual orientation     Religion  

Membership of the Traveling Community 

 

Date concern reported to Barrow Training:  ____________________ 

 

Signed (referrer):  _____________________________________ 

Date:    _____________________________________ 

 

Signed (Barrow Training):  _____________________________________ 

Date:    _____________________________________ 


