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5. Chapter 5. Teaching, Learning and Assessment 
 

This chapter relates to 
accrediting bodies: 

 Teaching and Learning (QQI Core Statutory Quality Assurance Guideline 5) 
 Assessment of Learning (QQI Core Statutory Quality Assurance Guideline 6) 
 Learning Environment (PHECC Quality Assurance Theme 2) 

 

5.1 Teaching and Learning Strategy 
The strategy for teaching and learning at Barrow Training is designed to achieve learner-
centred learning that empowers individual learners and ensures continuously evolving 
innovative approaches to teaching and learning, support and guidance structures and 
programmes. 

The overall approach to teaching and learning will integrate core principles of adult education:  

 Acknowledge the prior experience of the learner and integrate this experience into the 
learning process 

 Reflection as an integrated and active process 
 Learners take ownership and responsibility for their own learning 
 Formative assessment and feedback where learners will be given the opportunity to 

discuss their own performance and plan improvements for future efforts 
 Constructive pedagogy where knowledge is created together, and all theories/models 

are subject to critique of real-life application 

The foundations for Barrow Training s Teaching and Learning Strategy are: 

 Learning outcomes 
 Establishing a learner-centred culture 
 Ensuring fairness and consistency 
 Promoting the continuous improvement of the learning process 

 

5.1.1 Learning Outcomes 
Learning outcomes are sets of competences, expressing what the learner will know, 
understand or be able to do after completion of a process of learning, long or short (European 

) 

Learning outcomes focus on what the learner has achieved rather than merely focussing on the 
content of what has been taught. Learning outcomes focus on what the learner can 
demonstrate at the end of a learning activity. (Writing and Using Learning Outcomes: A Practical 

) 

The minimum intended programme learning outcomes (MIPLOs) and minimum intended 
module learning outcomes (MIMLOs), while important and intrinsic to the programme, do not 
define it. All programmes offered by Barrow Training will have an associated set of MIPLOs and 
MIMLOs. Learning outcomes at programme and module level will be used as the basis on which 
decisions regarding teaching, learning and assessment approaches will be used. During the 
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monitoring and review stage, MIPLOs and MIMLOs reviewed by the Director of Training, 
tutoring staff and SMEs. 

 

5.1.2 Establishing a Learner-Centred Culture 
Barrow Training will equip learners with the knowledge, skills and competencies to be 
employable and to ensure that they are prepared for career flexibility and progression in their 
chosen field. Barrow Training will engage, stimulate and challenge learners to prepare them to 
learn independently and think critically. 

 Barrow Training will continuously update its Quality Assurance policies and procedures 
to reflect a learner-centred approach 

 Barrow Training will ensure that the number of learners participating on a programme 
is manageable (maximum 16 learners) so that individual learner attention is 
safeguarded 

 Barrow Training will establish a centre for teaching and learning. This will provide, 
resources, training and guidance on teaching and learning e.g. tutor CPD meetings, 
tutor newsletters, networking events 

 

5.1.3 Ensuring Fairness and Consistency 
All Barrow Training learners will be treated with fairness and consistency while responding to 
the individual needs of learners, in line with the Equality, Diversity & Inclusion Policy (QF712). 
Barrow Training will promote a culture of continuous reflection and planning on teaching and 
learning strategies to achieve an appropriate mix of teaching and learning styles, methods of 
assessment, and organisation of courses. 

Equality seeks to advance equality of opportunity in access to employment or a programme of 
study, training, development and career opportunities without any direct or indirect 
discrimination, or conscious or unconscious biases.  Equality is ensuring individuals or groups 
of individuals are not treated less favourably, on the basis of the 9 grounds for discrimination, 
which are: 

1. Gender 
2. Civil status: single, married, divorced, etc. 
3. 

the main carer or parent of a person with a disability 
4. Sexual orientation 
5. Religion 
6. Age 
7. Disability 
8. Race 
9. Being a member of the traveling community 

At this time, Barrow Training is not in a position to offer training to learners outside of Ireland. 
All applicants must have a good standard of the English language. Learners who undertake a 
blended learning programme must also have basic computer skills, e.g. opening an internet 
page, following simple instructions, opening a Word document.  
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5.1.4 Promoting the Continuous Improvement of the Learning Process 
Barrow Training programmes will be intellectually stimulating, challenging and relevant to the 
employability of the learner. Learner support systems will be maintained that facilitate a high-
quality experience for all learners, irrespective of their location and their mode of study. 

To achieve this Barrow Training will promote and develop active and reflective teaching and 
learning techniques, develop learning materials (resource books) that are academically sound 
and engaging.  

Barrow Training invite all learners to complete an evaluation form (QF 24) at the end of each 
programme which includes a section on the learning experience. This feedback is used in the 
continuous improvement of programmes. Additionally, the Quality Assurance Manager makes 
unannounced and scheduled site visits to programmes. The assessment form (QF 104) 
requires an evaluation of the learning experience. All feedback is returned to the Programme 
Development Committee and Quality Assurance Committee. 

 

5.2 Teaching and Learning Environment 
 

Barrow Training incorporates a variety of delivery modes into its training and education 
programmes. These are depicted in the figure below: 
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5.2.1 Training Venues 
Barrow Training will ensure that training venues are designed so that they meet the 
requirement for which they are intended.  

Lighting All rooms will have the lighting appropriate to their use 
 

Accessibility Access for people with a disability (including special arrangements) 
where required shall be in accordance with national legislation, or 
reasonable accommodation made as appropriate 
 

Health & 
Safety 

All venues will comply with legislative requirements relating to 
health and safety. This will include insurance, risk assessments, 
safety statements, escape routes, fire drills, emergency contacts 
and ensuring this information is communicated to both tutors and 
learners. 
 

Equipment Venues for theory assessments and skills demonstrations will satisfy 
the following: 

 Desks/chairs set out in examination format 
 Space to display clock and examination regulations 
 Sufficient space and breakout rooms for skills demonstrations 
 Access to appropriate toilet facilities 
 Appropriate waiting areas 

 
 

The relevant manager will identify and make booking arrangements with appropriate venues 
that satisfy the required standards. They will be aware of and will communicate any specific 
requirement beyond the minimum standard. Bookings will only be confirmed upon completion 
of a site visit to determine the suitability of the venue and completion of the Venue and 
Training Room Checklist (QF 261  Appendix 1). At every rebooking of an existing approved 
venue, the venue will be required to confirm that they continue to meet the minimum 
standards and must inform Barrow Training of any changes.  

Learners are requested to submit online feedback relating to venues after each module. This 
feedback is collated by the relevant manager. Any issues or concerns will be notified to the 
Training Manager. Issues will be listed in the corrective action database. Tutors are also 
requested to submit feedback when they are asked to rate the on-site teaching venue and 
facilities at the end of each delivery instance (QF25). 

The venue will be notified of concerns where corrective actions need to be taken. All concerns 
and issues are recorded in the incident database (QF14) and will consider these when planning 
venue bookings for the next sitting. 

See Chapter 3. Blended Learning for further information on the Blended Learning environment. 

 

5.3 Complaints and Grievance Procedure 
Staff, tutors and learners are made aware of the complaints and grievance procedure in their 
respective handbooks. 
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5.3.1 Purpose 
This policy outlines the procedure for an employee or customer to raise a complaint concerning 
work related matters so that the issue may be addressed fairly and promptly and as close as 
possible to the point of origin, without disruption to work duties.  

The benefits of such a procedure are that it prevents an accumulation of minor issues and 
ensures that the issues are resolved as speedily and fairly as possible. Failure to resolve 
grievances without undue delay and in a fair and reasonable manner may result in a minor 
grievance being escalated unnecessarily. 

laints raised by 
employees and customers either informally or under the formal grievance procedure. Managers 
are expected to handle all complaints in a manner that respects the right of the employee or 
customer to air his/her grievances.  

If an employee or customer feels sufficiently aggrieved to raise a formal complaint, then the 
Board of Management is responsible for taking the complaint seriously. Managers are required 
to address grievances at the lowest level possible and to give careful consideration to the 

  case before reaching a decision. Where a complaint is 
not upheld, the employee/customer is entitled to a clear explanation as to how the decision 
was reached. 

  

Third party referrals should be viewed as a last resort  having exhausted the internal stages of 
the grievance procedure. In the event that an employee or customer refers the matter to a 
third party, the Manager must respect their rights to exercise his/her statutory entitlement to 
seek redress by co-operating fully with proceedings and maintain normal working 
relationships.    

Managers have a duty to ensure that no employee suffers detrimental treatment as a result of 
raising a formal complaint either internally or to a third party.  

  

5.3.2 Scope 
This policy applies to all Barrow Training employees regardless of length of service and all 
Barrow Training customers.  

Barrow Training is committed to promoting and maintaining good employee and customer 
relations. The grievance procedure does not cover claims for improvements in existing terms 
and conditions of employment which are of general application. 

If an employee or customer has difficulty at any stage of the Grievance Procedure because of a 
disability or because English is not their first language, the employee should discuss the 
situation with his/her immediate Manager to whom he/she reports or, in the case of a 
customer, should report to the Training Manager. If the complaint relates to the Training 
Manager, then the customer may request to speak to another member of Barrow Training staff 
who can then liaise with Management to appoint someone else. 
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5.3.3 Informal Procedure 
Most routine complaints are capable of being resolved on an informal basis without recourse to 
the formal grievance procedure. 

1. The employee should raise the matter informally with his/her immediate Manager 
before invoking the formal grievance procedure.  
The customer should raise the matter informally to the Training Manager. 

2. If the complaint relates to the  immediate Manager, the employee may 
discuss the matter informally with their HR representative.  
If the complaint relates to the Training Manager, then the customer may 
request to speak to another member of Barrow Training staff who can then liaise with 
the Board of Management. 

3. An informal discussion is to take place with the employee and supervisor/manager, or 
the customer and Training Manager. 

4. Written records of the informal discussion and agreements must be kept by the relevant 
Manager. 

5. The company may opt to use an external facilitator/mediator to resolve the matters 
informally. 
 

5.3.4 Formal Procedure 
If the matter has not been resolved satisfactorily through the informal discussions, the 
employee or customer may raise a formal complaint under the grievance procedure. 

5.3.4.1 Investigations 
or 

grievance. The level of any investigation required will depend on the nature of the 
allegations and will vary from case to case. It may involve interviewing and taking statements 
from the employee or customer and any witnesses, and/or reviewing relevant documents. The 

reports or someone else appointed by Barrow Training. In the case of a customer, the Training 
Manager will conduct the investigation or, if necessary, someone else appointed by Barrow 
Training. 

The employee or customer must co-operate fully and promptly in any investigation. This may 
include informing Barrow Training of the names of any relevant witnesses, disclosing any 

investigation. 

Barrow Training may initiate an investigation before holding a formal grievance meeting where 
the company considers this appropriate. In other cases, the company may hold a grievance 
meeting before deciding what investigation (if any) to carry out. In those cases, the company 
will hold a further formal grievance meeting with the employee or customer after the 

 

5.3.4.2 Right to be Accompanied 
The employee or customer may bring a companion to any grievance meeting under this 
procedure. In the case of an employee, the companion must be a colleague. The identity of the 
chosen companion must be reported to the relevant manager, in good time before the 
meeting. 
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At the meeting, the companion may make representations to the immediate Manager or 
nominee and ask questions but should not answer questions on behalf of the employee or 
customer. The employee or customer may talk privately with the companion at any time 
during the meeting. 

If the chosen companion is unavailable at the time a meeting is scheduled and will not be 
available for more than five working days afterwards, Barrow Training may ask the employee 
or customer to choose someone else. 

ligation to 
do so. If a colleague agrees to do so they will be allowed reasonable time off from their duties 
without loss of pay to act as a companion. Barrow Training may, at its discretion, allow the 
employee to bring a companion who is not a colleague (for example, a member of the 

overcome a disability, or if the employee has difficulty 
understanding English. 

5.3.4.3 Stage 1 
1. The employee or customer refers the complaint in writing to the Manager. This should 

contain a detailed description of the nature of the complaint, including any relevant 
details (facts/dates) and names of individuals involved. In some situations, the 
supervisor/manager or nominee may ask the employee or customer to provide further 
information. 

2. If the grievance involves personal or other sensitive issues, which the employee 
considers inappropriate to raise directly with the supervisor/manager the employee may 
seek advice from HR. The customer may request to speak to another member of 
Barrow Training staff who can then liaise with the Board of Management. 

3. The Manager or nominee will arrange a grievance meeting to discuss the matter not 
later than 7 working days, referenced to a five-day Monday to Friday working week. 

4. The Manager or nominee will advise the employee or customer in writing of the date, 
time and venue for the grievance meeting and his/her right to be accompanied by a 
representative. 

5. The Manager or nominee conducting the hearing should establish the precise details of 
the complaint in advance in order to check any policies or rules prevalent to the matter. 

6. The purpose of the grievance meeting is to enable the employee or customer to explain 
the grievance and how he/she thinks it should be resolved, and to assist the Company 
to reach a decision based on the available evidence and the representations that have 
been made by the employee or customer. 

7. The Manager or nominee should arrange for a colleague to attend to take notes and act 
as a witness. 

8. The Manager or nominee will hear the complaint. Written records must be kept by the 
Manager or their nominee. 

9. The Manager or nominee will convey the decision in writing to the employee or 
customer within 7 working days. 

10. The Company may opt to use an external facilitator/mediator to resolve informally. 

5.3.4.4 Stage 2 
Should the issue remain unresolved following stage 1, the employee may refer the matter in 
writing to HR. This must be submitted within 5 working days referenced to a five-day Monday 
to Friday working week. Customer complaints move directly to Stage 3. 
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1. The HR representative or their nominee will arrange a grievance meeting to discuss the 
matter no later than 7 working days, referenced to a five-day Monday to Friday working 
week, following receipt of the complaint. 

2. The HR representative or their nominee will notify the employee in writing of the date, 
time and venue for the grievance meeting and his/her right to be accompanied by a 
representative. 

3. The HR representative or their nominee should establish precise details of the complaint 
in advance in order to check any policies or files relevant to the matter. 

4. The HR representative or their nominee will arrange for a colleague to attend, take 
notes and act as a witness. 

5. The HR representative or their nominee will hear the complaint. 
6. Written records must be kept by the HR representative. 
7. The HR representative or their nominee will convey the decision in writing to the 

employee within 7 working days. 

5.3.4.5 Stage 3 
If the matter remains unresolved after stage two in the case of an employee or stage one in 
the case of a customer, the matter may be referred in writing to the Directors of the Company. 
This must be submitted within 5 working days, referenced to a five-day Monday to Friday 
working week. 

1. The Directors will arrange a grievance meeting to discuss the matter not later than 7 
working days, referenced to a five-day Monday to Friday working week, following the 
complaint. 

2. The Directors will advise the employee or customer in writing of the date, time and 
venue for the grievance meeting and his/her right to a representative. 

3. The Directors or their nominee conducting the hearing should establish the precise 
details of the complaint in advance, in order to check any policies or rules relevant to 
the matter. 

4. The Directors or their nominee should arrange for a colleague to attend the hearing, 
take notes and act as a witness. 

5. Written notes must be kept by the Directors or their nominee. 

The Directors will convey the decision in writing to the employee or customer within 7 working 
days, referenced to a five-day Monday to Friday working week. This decision will be final. 

 

5.4 Policy on Assessment 
Barrow Training is committed to a fair and consistent assessment process. Barrow Training 
therefore develop and comply with procedures for the fair and consistent assessment of 
learners in line with the relevant standards and guidelines as set out by our accrediting bodies.  
Barrow Training will ensure that assessment tools are fit for purpose, and that learners will 
receive formative feedback and ongoing support in a timely manner. Barrow Training will 
publish all relevant criteria and regulations. By doing so, Barrow Training will ensure validity 
and reliability of assessment tools and methodologies.  
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5.4.1 Assessment of Learning 
Assessment of learning incorporates formative and summative assessment. Assessment of 
learning is a judgement, estimation or evaluation of a learner s knowledge, skills and 
competence by comparison with a standard base. Learner assessment may be used to:  

 determine entitlement to a qualification (e.g. summative assessment) 
 confirm learning progress (by the learner or by another) 
 to determ  
 identify gaps in learning (to, e.g., enable and inform the development of formative 

feedback to the learner or to adapt learning strategy) 
 help determine special educational or training needs (e.g. diagnostic assessment) 
 provide a learning opportunity 
 inform the evaluation of the quality of a programme of education and training 
 recognise experiential learning 
 support the learner to monitor their own progress 
 determine eligibility to enrol on a programme 

 

5.4.2 Principles of Assessment 
Assessment principles are organised under six themes (QQI Assessment and Standards, 
Revised 2013) 

a) Learners are responsible for demonstrating their learner achievement 
b) Assessment support standards are based on learning outcomes 
c) Assessment promotes and supports effective teaching and learning 
d) Assessment procedures are credible 
e) Assessment methods are reviewed and renewed as necessary to adapt to evolving 

requirements 
f) Learners are well informed about how and why they are assessed 

 

Barrow Training Assessment principles are: (QQI Green Policy on Assessment of Learners and 
Learning, March 2018) 

a) Assessment will be valid, reliable and effective 
b) Assessment and feedback will empower learners to become self-regulated learners 
c) Assessment and feedback will be clear and understandable by staff and learners 
d) Decisions on assessment and feedback will be guided by a programme-level approach 
e) Assessment and feedback approaches will foster partnership between staff and learners 
f) Learners will experience a diverse range of assessment methods, including, where 

relevant, authentic and work-based assessments 
g) Assessment and feedback will be manageable for staff and learners 
h) Assessment and feedback will be enhanced through staff engaging in related 

professional development, including engagement in scholarship in this area 
i) Assessment and feedback will be supported by enabling policies 
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5.5 Marking and Grading 
Barrow Training s assessment strategy is developed at programme design stage and should: 

 Link the programme assessment instruments (formative and summative) to the MIPLOs 
and MIMLOs 

 Describe and provide a rationale for each choice of assessment task 
 Describe specific special regulations associated with a programme, i.e. learner may be 

required to achieve a minimum grade in each assessment 
 Match the programme assessment instruments to the requirement of Barrow Training s 

grading system 
 Ensure the programme workload is balanced and distributed, and that the effort 

required is proportionate to the credit allocated 
 Relate to the programme s teaching and learning strategy 

(QQI Assessment and Standards, Revised 2013) 

Marking criteria is confirmed in the form of marking schemes and associated rubrics for each 
assessment element. This will ensure accuracy and consistency of standards across all 
tutors/internal examiners. 

Once graded, assessment material is subject to internal verification (maximum 2-week 
process). Borderline or failed grades may be passed onto internal cross moderation. All 
assessed work is subject to an external, independent evaluation/moderation by an external 
authenticator. Once the assessment material has been verified and evaluated, and marks 
approved by the external authenticator they will be submitted to the results approval panel. 
Assessment results that has been passed through each of these stages is then submitted to 
the relevant awarding body for certification. 

 

5.6 Assessment Strategies 
Assessment strategies are developed by the programme development committee at 
programme design stage in line with the QQI programme descriptor. The committee also 
reviews these strategies on an ongoing basis.  

Grading criteria of QQI assessments as follows: 

Distinction 80% - 100% 
Merit  65% - 79% 
Pass  50% - 64% 
Refer  0% - 49% 
 
 

5.7 Assessment Procedures 
Assessment procedures are provided to each learner at the start of the programme in the 
learner handbook. These procedures cover all aspects of assessment including marks and 
standards relating to the programme, rules regarding submission of course work, procedures 
relating to extensions and deferrals, and information relating to plagiarism and assessment 
malpractice. 
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Barrow Training abide by best practice principles for assessment: 

 Setting and sharing the learning outcomes for each module and programme 
 Sharing criteria for success for each assessment 
 Providing feedback 

 

5.7.1 Types of Assessment 

Assessment plays a key role in the learning outcome approach by Barrow Training. Assessment 
tasks are seen as a primary means of learning and will provide the opportunity for 
demonstrating the learning outcomes in an integrated and realistic setting. Barrow Training 
aims to provide a balance of formative and summative assessment in its training and 
education programmes. The outcomes of these assessments provide an opportunity for the 
learner to give and receive feedback and aid their progress.  

Formative assessments are conducted in class, usually devised by the tutors, and are usually 
informal, with no associated module marks or weighting. This type of assessment may include 
group-work exercises in class to include role-play, problem-solving and presentations, quizzes 
or mock exams, and peer feedback activities. This is an inclusive approach to assessment 
which supports learners in reflecting on their own learning. 

Summative assessments normally take place at the end of a module and measure the extent 
to which a learner has met the learning outcomes. Examples of this type of assessment include 
exams, skills demonstrations, assignments, projects and portfolios. The result of these 
assessments will contribute to the leaners overall grade for the module. 
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5.7.1.1 Assessment Methodologies 
It is important to link learning outcomes to assessment methods. Barrow Training uses a range 
of assessments to achieve learning outcomes which are linked to the Accrediting Body 
Assessment Criteria and are outlined below: 

Type of Learning Outcome Assessment Methodology 
Communicating Oral presentation 

Role play 
Group work 
Written presentation 

Make judgements and think critically Review 
Assignment 
Report 

Solving problems Group work 
Case study 
Problem scenario 

Demonstrate knowledge and 
understanding 

Report 
Quiz 
Assignment 
Case study 
Exam 

Developing/managing yourself Self-Evaluation 
Group work/project 
Learning journal 

Performing procedures and 
demonstrating techniques 

Role play 
Demonstration 

 

5.7.2 Responsibilities relating to Assessment 
All summative assessments are validated internally and externally. The tutor and the Quality 
Assurance Manager are responsible for the assessment of learners.  

Approval for new assessment instruments are developed by the programme development 
committee and reviewed by the quality assurance committee. Pending recommendations, 
these will be submitted to the Board of Management for ratification before a proposal is 
submitted to the accrediting body. 

 

5.7.3 Examinations Procedures 
All examinations in Barrow Training adhere to the procedures and standards are required by 
the respective awarding body. If an exam forms part of the course paperwork, it will be issued 
to the tutor in a separate sealed envelope and stamped with the Barrow Training stamp. The 
exam date must be clearly written on the envelope along with the statement must be opened 

.  The version used is logged on the Barrow Training system and the 
versions of exams are alternated. This envelope must be stored securely by the tutor. 

Learners are made aware of the exam code of conduct during their induction presentation and 
in their learner handbook. This is reiterated to the learner immediately prior to the exam. 
Tutors must then return corrected exams to the Barrow Training office by registered post. Any 
spare exam papers are also returned and are shredded and destroyed. 

If a learner is unsuccessful in their examination, they may repeat the exam within two weeks 
of their first attempt (maximum of 3 attempts). If the learner requires a repeat examination, 
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their grade will be capped at a Merit. This may result in postponement of Certification until the 
next submission date.  per sitting. 

 

5.7.4 Assessment of Skills  
Skills demonstrations that form part of the assessment for classroom-based modules are 
completed during class time. Learners completing their training and education programmes 
through blended learning are invited to a skills demonstration day, where they will meet with 
their tutor for assessment.  

Skills demonstration days for learners completing a blended learning programme are 
scheduled one day per month in the Barrow Training classroom by the TEL Manager. Offsite 
skills demonstration days are organised as required. 

All skills demonstrations that form part of the assessment are photographed or, preferably, 
video recorded to be presented as evidence. If the module includes a skills assessment, 
learners sign a consent form (QF223  Appendix 2) which confirms that they understand that 
video recordings/photographs of their skills demonstration will be submitted as part of their 
assessment for certification in line with GDPR requirements.  

Evidence of skills demonstrations are stored in an encrypted file and made available only to 
those involved in the certification process, i.e. tutor, internal verifier, external authenticator 
and results approval panel. The maximum timeframe for these to be stored is nine months. 
After this time, skills demonstrations are deleted from the Barrow Training system. 

Learners who complete skills demonstrations in the workplace must also present 
video/photographic evidence, as appropriate. Skills such as these are quality assured by the 
workplace supervisor, and a report is compiled as part of the assessment. 

 

5.7.5 Recording Receipt of Assessments  
Learners are issued with a written receipt when an assignment is submitted to the Barrow 
Training office. This receipt is presented in hard copy if submitted in person, or an email is sent 
if submitted by post. Date of receipt is recorded into our Learner Management System by the 
Senior Training Administrator. 

Assignments are stored in a secure location in the Barrow Training office and the tutor is 
advised that they are now available for collection. Alternatively, the assignments are posted to 
the tutor via registered post. Tutors are aware of the requirement to return corrected 
assignments in person or by registered post. 

 

5.7.6 Assessment Extensions 
Extensions are granted in exceptional circumstances and must be requested at least three 
days in advance of the deadline date.  
The learner must submit the request in writing using the extension request form (QF520  
Appendix 3) to the Quality Assurance Manager. Valid reasons include bereavement, serious 
illness, an accident or other serious personal issues. Where possible, these should be 
supported by documentary evidence.  
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The application is reviewed by the Quality Assurance Manager and the supporting tutor. A 
decision is made and communicated to the learner within 1 working day by the Quality 
Assurance Manager. 
 

5.7.7 Security and Integrity of Assessment 
Barrow Training recognises the importance of the security arrangements for its assessment 
procedures to ensure its integrity. These procedures are monitored for effectiveness by the 
internal Quality Panel. Tutors and learners alike are provided with examination and assessment 
guidelines during induction, which is reiterated in their respective handbooks. Examination 
versions are recorded in the exam log. ScanMyEssay is used on all modules in order to identify 
plagiarism in written assignments. Additionally, learners are asked to sign a declaration on the 
Front Cover for Portfolio of Assessment (QF36  Appendix 4) stating that all work included is 
their own. 

This is also of particular relevance to learners completing blended learning programmes. 
Learners on the LMS must upload a profile picture for identification purposes, as well as 
presenting photographic proof of identification, e.g. passport, driving licence, when attending 
classroom-based days. 

Technological developments have driven changes in both the nature of academic cheating and 
in the level of detection rates. Contract cheating is a term used to refer to the practice of 
companies that sell bespoke assignments, essays and theses which learners may then submit 
for assessment, as their own work.  

A new provision was included in the Qualifications and Quality Assurance (Education and 
Training) (Amendment) Act 2019 which empowers QQI to prosecute those who facilitate 
academic cheating, under the following headings: 

 Impersonation  
 Provision of cheating services 
 Advertising cheating services 
 Publishing advertisements for cheating services 

 
 

5.7.8 Assessment Malpractice 
Assessment malpractice includes any act that may undermine the integrity or validity of the 
assessment.  

In cases where tutors suspect assessment malpractice, the matter should be reported to the 
Quality Assurance Manager. If there is insufficient evidence, then no further action will be 
taken. Otherwise the Quality Assurance Manager and tutor, with appropriate witnesses, will 
conduct a preliminary investigation, which will include (an) interview(s) with the learner(s) 
concerned. If there is insufficient evidence of an offence, then no further action will be taken. 
If sufficient evidence that an offence has been committed exists, the Quality Assurance 
Manager will decide on a course of action, which may include any of the following: 

 Reduction in the mark (including a mark of 0) for the work affected                             
 Resubmission of the work subject to a reduced maximum mark awardable of grade 

Pass                                     
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 Referral of the matter to the Director of Training who will review the case and 
recommend a disciplinary action 

Examples of assessment malpractice include the following: 

 Plagiarism 
 Impersonation of another learner 
 Fabrication of evidence 
 Wrongly obtaining secure assessment materials, e.g. examination paper 
 Behaving in such a way that would undermine the assessment process, e.g. mobile 

phone use during an exam, communication with others during an exam, bringing 
prohibited materials into the exam centre  
 

5.7.8.1 Plagiarism 
Plagiarism is the practice of taking someone else's work or ideas and passing them off as one's 
own. It is dishonest, unethical and unprofessional. Barrow Training uses effective anti-

 Work submitted 
for assessment may be subject to electronic or other detection methods. All work must go 
through the ScanMyEssay plagiarism check.  

 

5.7.9 Grading Assessments 
Tutors are the primary examiners of assessment. Barrow Training ensure that there is 
transparency in grading. Feedback is recorded for each assignment by the tutor on the 
Assignment Front Cover Sheet (QF 36). The main purpose of the feedback is to enable the 
learner to use the assignment process effectively in preparation for future assessments and to 
ensure transparency. 

Grading criteria as outlined in QQI Quality Assuring Assessment Guidelines for Providers 
(2013) is used to inform tutors as to what a learner must attain in order to achieve a particular 
grade at each level. emes set out for each 
module. 

 

5.7.10 Internal Verification  
Internal verification is the process by which Barrow Training assessment policies and 
procedures relating to planning, managing and completing all aspects of assessment practices 
are monitored and checked internally by Barrow Training itself. 
Barrow Training completes 100% internal verification of its courses. 
Barrow Training may have more than one Internal Verifier in any one submission period, 
depending on the following: 

 the number of learners 
 the number, range and diversity of awards being offered 

 
Responsibilities of the internal verifier include the following: 
 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 
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 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 (QF100) outlining the outcome of the internal 

verification process  
Section 7.1 of SOP 201 Operations Manual Procedure details the step-buy-step procedure for 
internal verification. 
 
 
 

5.7.11 Grade Rechecks 
 
Should a learner consider that they may have been assigned an incorrect grade, they may 
request a recheck of the grade within two weeks of their provisional results becoming 
available. To request a recheck, the learner must contact the Quality Assurance Manager at 
quality@barrowtraining.ie.   
 
The following procedure should be followed by the tutor responsible for the relevant module: 
 

 Review the exam script and the original assignment submission(s)  
 Regrade the exam script and assignment to establish whether or not the original 

mark/grade awarded was correct 
 Check to ensure that marks given to individual elements of the assessment are included 

in the total marks 
 Check that the original total mark, where applicable, is accurate and that the grade 

awarded is correct 
 The tutor shall pass the marking sheet to the programme lead for their authorisation 

and they shall return the approved marking sheet to the tutor. Grades may be changed 
to lower or higher grades or may remain the same.  

 
The tutor shall return the rechecked assessment to the Quality Assurance Manager, with their 
decision noted, within two weeks from the time the request is lodged. 
 
 

5.7.12 Cross Moderation 
A sample of each module will be subjected to cross moderation prior to submission for 
certification. A sample is chosen and checked by field of 
learning. 

Where the lead assessor identifies a difference in the standard of marking greater than 5% but 
no greater than 10%, then the lead assessor has the authority to alter the mark awarded. 
Where a significant difference is identified, the mark will be altered, and relevant tutors will be 
invited for further training.   

 

5.7.13 External Authentication 
A sample of the assessments will be reviewed by an external authenticator prior to submission 
for certification. The role of the external authenticator is as follows:  

 

procedures and with QQI/PHECC policy 
 Review internal verification report(s) and authenticate the findings/outcomes 
 Apply a sampling strategy to moderate assessment results  
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 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 

(QF101) 
  

Any feedback received is communicated to the relevant tutors by the Quality Assurance 
Manager during a tutor training day. Changes and recommendations for any future delivery 
will also be reviewed and considered by the Results Approval Panel. 

 

5.7.14 Results Approval  
The purpose of the Results Approval Process is to ensure that results are quality assured 
entirely and signed off by Barrow Training prior to submission to the relevant awarding body. 
The Results Approval Process ensures that appropriate decisions are taken regarding the 
outcome of the assessment and authentication processes, i.e. the internal verification and 
external authentication processes. 
In the event that the external authenticator has concerns regarding the results, a report will be 
submitted to Barrow Training outlining these concerns and identifying the irregularities found. 
Barrow Training must then instigate appropriate corrective action, as decided upon by the 
Results Approval Panel. 
 
Responsibilities of the results approval panel include the following: 

 Meet as required to review and approve assessment results 
 Review reports of the internal verification and external authentication processes 
 Agree to the submission of final results to the relevant accrediting body for certification 
  
 Identify any issues arising in relation to the results and make recommendations for 

corrective action 
 

5.7.15 Result Appeals  
It is the policy of Barrow Training to provide arrangements for appeals in relation to 
assessment results and to ensure that they are dealt with in a thorough, fair, transparent and 
timely way. Learners are informed of their right to appeal during induction. 

Upon receipt of the final result for a module, a learner who wishes to appeal the grade 
awarded should contact the Quality Assurance Manager.  The learner can appeal the 
assessment process itself they believe there were irregularities or inequality in its 
implementation, e.g. an examination was not conducted in accordance with the regulations, an 
administrative error in assessment procedures occurred which made a real and substantial 
difference to their result. The learner can appeal the results of their assessment if they feel 
that: 

 There was a substantial error of judgement or miscalculation on the part of the tutor 
 Their performance in the assessment was adversely affected by illness or other factors, 

which they were unable or unwilling to divulge prior to completion of the assessment 
 The tutor did not give sufficient weight to any extenuating circumstances previously 

notified to Barrow Training, or did not meet the request for reasonable accommodation 
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A request for an appeal must be submitted in writing using the Appeals Request Form (QF145 
 Appendix 5) to the Quality Assurance Manager not later than the date specified in the letter 

accompanying results. 
if the appeal is successful. Further submission of evidence is not allowed at this stage. 

The assessment material for the module is issued to the lead assessor for review. If the lead 
assessor is the original assessor, another assessor will be appointed. 

The Quality Assurance Manager will inform the learner in writing of the outcome of the recheck 
within 15 working days. The relevant tutor will also be notified of the outcome within this 
timeframe. 

The potential outcomes of the appeals process are as follows: 

 Result upgrade or downgrade  the relevant accrediting body will be requested to 
amend database and issue new certificate accordingly 

 No grade changes 
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5.8 Appendix 1  QF261 Venue and Training Room Checklist (V3, October 
2018) 

Venue and Training Room Checklist 
 
 
Name & Address of Venue: __________________________________________ 
 
Course:      __________________________________________ 
 
Date :     __________________________________________ 
 

Item  Comments Actions Needed 
 

Room Size for 20 participants (should be 
>720 sq. feet per/67 Sq. Stanford Space 
planning guidelines 2003) 
Is it fit for purpose? 
Is there sufficient space for all students to be 
tested at same time? 

  

 
Does it have Universal Access approved by 
Fire Safety Officer? 
e.g. access to all & understood by all 
http://www.access4all.ie/UniversalAccess.htm  

  

 
Course Specific Requirements? 
 

  

 
Electronic Trunk/Sockets 
 

  

 
Wired for Internet Access 
 

  

 
Are proper tables & chairs to be supplied by 
host or trainer & quality? 

  

 
Quality of Overhead Lighting 
 

  

 
Wired for Overhead Projector? 
 

  

 
Is there a projector screen or sufficient white 
wall surface? 

  

 
Computer Facilities 
 

  

 
Heating/Ventilation & controls 
 

  

 
Windows (Glare) 

  

 
Good acoustics & sound proofing 
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Adequate sanitary & toilet facilities  who 
ensures toilet paper, etc 
 

  

 
Is there a Safety Statement for the facility?  
Will a Risk Assessment be done prior to the 
course? Who will do it? 
 

  

 
Separate Canteen Facilities with cups, tables, 
chairs, Burco boiler, etc   
 

  

 
Cleaning Arrangements  how often & what is 
the routine? 
 

  

 
Smoking area? 
 

  

 
Location secure  consider getting to/from 
locality & undesirable persons entering  

  

 
Access to public transport  get specific 
details e.g. bus numbers, etc. 

  

 
Car parking  view locations 
 

  

Facility Contact Person Name and Contact 
Details 
 

  

Other best practices including: 
 Notice Board 
 Clock for tutor 
 Photocopying facility 
 Lockers/ personal storage 
 Breakout area(s) 
 Local shop access 

  

 
Approved? YES  NO 
 
Signed by:  __________________________  Date:  ________________ 

To be followed up on: 
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5.9 Appendix 2  QF223 Learner Consent Form (V7, July 2020) 

Learner Consent Form 
 
Barrow Training require your permission to complete certain tasks.  
It is important that you read this form carefully. 
 
Please tick below as appropriate:     

1. Barrow Training tutors and assessors are required to collect and retain digitally 
recorded evidence for the purposes of the assessment process.  Barrow Training have 
established the lawful purpose for processing this data is under Article 6 1(b) of the 
General Data Protection Regulation i.e. this recording is necessary for the completion of 
your course/exams. 
 
Recorded digital evidence includes any video and/or audio recordings. Assessment 
techniques that commonly require the use of video and audio include assessments that 
involve skills demonstrations and practical examinations. 
 
This digital evidence 
and presented to the internal verification process, then the external authentication 
process, and, retained until after the appeals process has elapsed, after which all 
evidence will be securely disposed of. 
 
I acknowledge and confirm that I have read and understand the above terms 
and conditions. 

 
2. Where applicable, if my supervisor/manager has booked and paid for me to 

attend this course, I give my consent that my results/certificates and all 
correspondence in relation to my place on this course will be sent directly to 
them.  

 
3. I permit Barrow Consultancy & Training to take and use any 

videos/photographs/images of me for use in the production of marketing, 
competitions, promotional material for future courses, or any other document, 
and use on social media. 

 
 
Please note that not all will be applicable to you depending on what course you are 
doing and how it was booked. 

             
 

Name:  ___________________________________________________ 
 
Course: ___________________________________________________ 
 
Signed: ___________________________________________________ 
 
Date:  ___________________________________________________ 
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5.10 Appendix 3  QF520 Extension Request Form (V8, October 2019) 

Extension Request Form 

 
Important Notes: 
 Please complete this form in full 
 Once completed, please submit this request (via email to admin@barrowtraining.ie,  or 

in person at Barrow Training, High Street, Bagenalstown, Carlow). DO NOT ATTACH 
YOUR ASSIGNMENT 

 You should keep a copy of your request 
 Requests should be made at least 3 days before assignment due date 
 Requests should include appropriate supporting documentation 
 No coursework will be accepted/marked after the submission date has passed 
 Each application will be judged individually on its own merits 

   
Learner Name: ___________________________ 
 
Assignment Extension              Online Module Access Extension  
 
Phone:  ___________________________ 
 
Email Address: ___________________________ 
 
Address:  ___________________________ 
 
   ___________________________ 
 
   ___________________________ 
 
   ___________________________ 
 
Date of Birth: _______/________/__________ 
 
Course Title:    ___________________________ 
 
Tutor Name:  ___________________________ 
 
 
Reason for Extension? (Evidence Attached) 
 
___________________________________________________________ 
 
___________________________________________________________ 
 
___________________________________________________________ 
 
___________________________________________________________ 
 
 
Signed (Learner):  ______________________ 
 
Date:    ______________________ 
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1. Fees Include 
Course fees include tuition on the day(s) and all relevant course material, tea, coffee/refreshments and 
certification.   If you receive your QQI Major award after completing just 1 module with Barrow Training 
the cost of this is not included. l 6 will apply in such 

-month extension on QQI 
-

cancellation/re-scheduling of Skills Demos/exams. A r  
2. Protection for Enrolled Learners (PEL) 
Barrow Training has appropriate arrangements in place for the protection of learners on QQI programmes 
which have a duration of three months or longer, should Barrow Training unexpectedly cease to provide 
such a QQI programme. To comply with this, Barrow Training has taken out insurance policies with Study 
and Protect with O Driscoll O Neill Insurance which is underwritten by Hiscox Insurance Plc. 
https://www.studyandprotect.com/unilanding.aspx?AspxAutoDetectCookieSupport=1 Our Enrolled 
Learner Protection (PEL) insurance policy meets the needs of the Education Act 2019 which is recognized 
by the Department of Education and approved by QQI. PEL is payable prior to the start of the programme 
by the learner. Cost for PEL on application.    
 

 

Office Use Only: 

 

Extension Approved: Yes      No                   New Due Date:____________________ 

Fee received:   Yes      No                    

PEL submitted:  Yes      No                    
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5.11 Appendix 4  QF36 Front Cover for Portfolio of Assessment (V5, December 
2018) 

Front Cover for Portfolio of Assessment 

 
Module Name _______________________ QQI Level  ______ 
 
 
Learner Name: ___________________________ 
 
(Please write clearly in block capitals as this name will be on your certificate.) 
 
Location of Training: ___________________________ 
   
Tutor:   ___________________________ 
 
I confirm that this is entirely my own work except where referenced (refer with Barrow Training 
referencing procedure as outlined in handbook) 

 
I am aware that my work will not be assessed and of the associated consequences if plagiarism is 
identified. 
 

work submission, deadlines, plagiarism and malpractice. 
 

I confirm that I have retained a copy of this course work for my own personal use and in the event of 
being requested for an additional copy by Barrow Training for whatever reason. It is not Barrow 

 
 
I understand that in order for the award to be made, I am required to submit my personal information to 
Barrow Training for onward submission of that information to QQI.   
 
I understand that QQI will retain this data indefinitely for the purpose of verification and confirmation of 
my QQI award, for example to employers, to other training providers and to myself. There may be 
circumstances where I give permission to have this information shared, for example with CAO. 
 

This declaration must be signed by the learner. Assignments without this form will not be 
accepted by course tutor. 

 
Signed (Learner): _______________________________ (Mandatory) 
 
Submission Date: _______________________________ 
 
TUTOR- Please provide overall assignment feedback, which will be provided to the 
learner and the EA indicating where marks were lost of where improvements could 
be made. 
 
 

 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
Tutor Signature ____________________ 
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5.12 Appendix 5  QF145 Appeals Request Form (V2, July 2020) 

Appeals Request Form 
 
Name:  ________________________________ 
 
Phone:  ________________________________ 
 
Email:  ________________________________ 
 
Please complete the details below and return by email to quality@barrowtraining.ie or by post to FAO 
Quality Assurance Manager, Barrow Training, High Street, Bagenalstown, Co. Carlow, R21 TH22. The 
Quality Assurance Manager will inform you in writing of the outcome of the appeal within 15 working 
days. 
 
I completed the module:  _________________________________  

On the date:    _________________________________ 

I received the grade of: _________________________________ 

On the date:    _________________________________ 

My tutor was:   _________________________________ 

 
I would like to appeal this result on the grounds that: 
(Select all that apply) 
 

 There were irregularities or inequality in the implementation of the assessment process. 
 

 There was a substantial error of judgement or miscalculation on the part of the tutor. 
 

 My performance in the assessment was adversely affected by illness or other factors, 
which I was unable or unwilling to divulge prior to completion of the assessment. 
 

 The tutor did not give sufficient weight to any extenuating circumstances previously 
notified to Barrow Training or did not meet the request for reasonable accommodation. 
 
Please give details: ________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________ 

 
Ple   
I understand that this fee is refundable if the appeal is successful. 
 
_______________________________  ____________________ 
Signed       Date 
  


