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SECTION 1A 
Welcome to Kingstown College 

 

1.0 Quality Assurance within Kingstown College 
 

Kingstown College (“Kingstown”) is a QQI-recognised training provider, originally 

established in 2006 as Executive Coaching Solutions Limited. We have grown to offer a suite 

of leadership development, management, coaching and mentoring programmes throughout the 

year at venues in Ireland and Europe and also online. We have adopted a process of continuous 

improvement and innovation to develop programmes for a range of learners. Kingstown 

provides an unrivalled opportunity for highly rewarding training for managers and other 

professionals in key areas of industry, services and professional activities.  Our success has 

been built around a team of skilled and committed staff in both commercial and academic 

departments, supported by a proven management team and governed by a Board of Directors; 

all supported by a robust financial foundation and strong business model. 

Our parent company, Executive Coaching Solutions Ltd., holds quality assurance agreements 

with the Quality and Qualifications Ireland (QQI), The European Mentoring and Coaching 

Council and the International Coach Federation (ICF) through which we accredit all our 

courses.  

 

1.1 Scope of the Quality Assurance System  
 

The following legislation and regulations applies to the College:  Qualifications And Quality 

Assurance (Education And Training) Act 2012  and Qualifications and Quality Assurance 

(Education and Training) (Amendment) 2019 

 

The Quality Assurance (QA) system at Kingstown College has been developed to support the 

development and delivery of quality products and services for Kingstown’s learners and a range 

of other stakeholders, including staff, potential learners, external authenticators and members 

of review panels. 

 

The scope of the Quality Assurance (QA) system outlined in this handbook covers 11 main 

policy areas, informed by: 

 

• Core Statutory Quality Assurance Guidelines published by QQI (April 2016); 

• Sector Specific Quality Assurance Guidelines – Independent/Private; and 

• Statutory QA Guidelines for Blended Learning Programmes 

• QQI Quality Assuring Assessment Guidelines for Providers Revised 2013 

 

 

In addition, we have also revised and updated our policies and procedures in compliance 

with: 

 

• General Data Protection Regulation (GDPR) 2018 

• Safety, Health and Welfare at Work Act 2005 

http://www.irishstatutebook.ie/eli/2012/act/28/enacted/en/html
http://www.irishstatutebook.ie/eli/2012/act/28/enacted/en/html
http://www.irishstatutebook.ie/eli/2019/act/32/enacted/en/html
http://www.irishstatutebook.ie/eli/2019/act/32/enacted/en/html
http://www.qqi.ie/Downloads/Core%20Statutory%20Quality%20Assurance%20Guidelines.pdf
https://www.qqi.ie/Downloads/Sector%20Specific%20Quality%20Assurance%20Guidelines%20V2.pdf
https://www.qqi.ie/Publications/Publications/Statutory%20QA%20Guidelines%20for%20Blended%20Learning%20Programmes.pdf
https://www.qqi.ie/Downloads/Quality%20Assuring%20Assessment%20-%20Guidelines%20for%20Providers%2C%20Revised%202013.pdf
http://www.irishstatutebook.ie/eli/2018/act/7/enacted/en/html
https://www.hsa.ie/eng/Topics/Managing_Health_and_Safety/Safety,_Health_and_Welfare_at_Work_Act_2005/
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• Employment Equality Acts 1998–2015 

• Equal Status Acts 2000-2015 

• Statement of Approved scope of Provision from QQI dated 22nd October 2021 

 

The QA system has been designed as a comprehensive, integrated system, which meets the 

requirements of learners, QQI and other stakeholders in the delivery of Kingstown’s 

programmes. The QA system is established in appropriate alignment to QQI’s Core and Sector 

Specific Quality Assurance Guidelines. 

 

1.2 Kingstown College – Background and Context 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1. Evolution of Organisation 

 

Kingstown College, which originally traded as Executive Coaching Solutions Limited 

(“ECSL”), was formed in 2006 by directors, Edward Boland and Paula King.  It is a registered 

company in the Republic of Ireland  (CRO #421966).   

 

We are the first coach training college in Ireland to have received the prestigious Quality 

Assurance Award from the European Mentoring and Coaching Council and the Approved 

Coaching Specific Training Hours (ACSTH) from the International Coach Federation 

(ICF).  

 

Kingstown College was established to serve a gap in the market identified by the parent 

company ECSL.  As a provider of executive coaching services, ECSL noticed an increase in 

demand and shortage of qualified coaches.  

 

In response to this need, ECSL went on to design and deliver programmes to educate coaches 

and mentors.  The programmes were designed to align with international professional standards 

of International Coach Federation (ICF) and European Mentoring and Coaching Council 

(EMCC). To further our commitment to quality and high standards, ECSL preferred that the 

 

2009 
 

2021 

 

2006 

The Company was set up by two directors 

– Paula King and Edward Boland.  The 

company originally traded as Executive 

Coaching Solutions Ltd. 

The Company was re-branded as 

Kingstown College in recognition 

of growth and the introduction of 

new products. 

 

The Company now operates as Executive 

Coaching Solutions Ltd, trading as 

Kingstown College.  It is a profitable 

organisation with a turnover of over €1 

million annually. 

https://www.citizensinformation.ie/en/employment/equality_in_work/equality_in_the_workplace.html
https://www.ihrec.ie/guides-and-tools/human-rights-and-equality-in-the-provision-of-good-and-services/what-does-the-law-say/equal-status-acts/
http://www.emccouncil.org/ie/en/
https://coachfederation.org/accredit-a-program/acsth-accreditation
https://coachfederation.org/accredit-a-program/acsth-accreditation
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programmes had a connection to the National Framework of Qualifications through QQI in 

order to evidence the quality of the content and the standard of the assessments. 

 

ECSL re-branded itself as Kingstown College in 2009.  Since then Kingstown College has 

established relationships with many organisations as a training partner through direct 

engagement or through a tender process and has expanded the offering to include other QQI 

programmes such as the Training and Development Special Purpose Award.  

 

Each year individual learners also choose to study with Kingstown College at one of the many 

venues around Ireland including Dublin, Cork, Galway, Dundalk and Limerick. The 

programmes are also offered in other locations around the world including Brussels, where 

learners can avail of the international professional accreditations held by Kingstown College 

and the credits connected to the National Framework of Qualifications.  

 

As the demand for education in this specialist area continues to grow, Kingstown College plans 

to expand the offering to other countries and regions and views the engagement with QQI as 

an important component to assuring quality for the learner, wherever in the world they decide 

to study.  

 

 

1.2.1 Mission Statement 
 

Kingstown College is dedicated to being a global leader in Executive/Life/Corporate Wellness 

and Mental Health and Wellbeing coaching and education through applied professional skills 

development aligned to international best practice. In achieving this mission, Kingstown 

College: 

 

• Provides professional and accredited skills training to learners from a diverse background;  

• Creates a unique, open and inclusive environment that encourages personal and 

professional growth; and, 

• Challenges learners, staff and communities to live complete, healthy, prosperous and 

balanced lives. 

 

1.2.2 Vision and Values 
 

Our Vision is to promote excellence in learning and become a trusted educational partner for 

our learners throughout the world by providing the most cutting edge education supported by 

the most up-to-date technology.   

 

Kingstown College values are: 

 

• Compassion: We integrate empathy and kindness into all of our actions and accept you as 

you are. 

• Holistic: We engage every person – learner, employee, client, or partner – as multi-faceted 

and complex and recognize that each person needs must be considered in the context of 

their environment, personality and life situation. 

• Respect: We recognize the diversity of identities and experiences and treat each person 

with honesty, dignity, fairness, accountability, and integrity. 
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• Community: We create a learning community which supports each person and encourages 

all our learners and Alumni to become the best versions of themselves. 

• Connection: We recognize the human need for connection and know that we learn and 

grow by working together in more ways than we can alone. 

• Learning: Whether through education or other transformative experiences, we believe that 

personal development is an integral process towards a better self. 

 

1.2.3 Scope of Provision 
 

Special purpose and minor awards at Level 6 of the NFQ: 

 
Programme 

code 

Associated 

award codes 

Programme Title Major, Special 

Purpose or Minor 

Date validated 

PG17476 6N2925 Certificate in Coaching Practice 

& Ethics 

Minor 05/02/2014 

PG15209 6S3372 Training and Development  Special 

Purpose 

21/02/2013 

Kingstown successfully went through  the Reengagement process with QQI and the approval 

date for this is 19/10/2021. 

 

Kingstown is at the forefront of the coaching and coaching education profession and delivers 

cutting-edge programmes reflecting International Best Practice. We actively monitor the needs 

of our learners and feedback from other internal and external stakeholders to ensure continuous 

improvement of our programmes and our delivery methods.  Based on the success of 

Kingstown’s face-to-face diploma programmes, we evolved to adopt both online and blended 

learning delivery approaches.   Learners now have a choice of programme delivery methods:   

face-to-face, online or blended learning.   We bring the same high quality commitment to all 

programmes regardless of delivery method and ensure learners are well supported throughout 

their learning journey. 

 

1.3 Governance and Management 
  

Governance at Kingstown consists of the systems, principles and processes by which the 

College is directed and controlled. The underlying principles are based on managing the 

organisation with integrity, fairness, being transparent in all transactions, making all necessary 

disclosures and complying with legal requirements. 

 

The practice of good governance in Kingstown encourages a greater awareness of all the varied 

stakeholders and their differing needs as well as enhanced service delivery and greater 

accountability. The system of governance is aligned with the mission and strategy of 

Kingstown and is integral to the strength of the culture and operational policies and procedures.  

 

Executive Coaching Solutions Ltd, trading as Kingstown College, is registered in Ireland as a 

Private Company Limited by Shares. 

 

The ultimate responsibility for good governance in Kingstown rests with the Board of 

Directors. As well as having two Executive Directors, the inclusion of independent externally-

appointed Non-executive Directors (NEDs) on the board brings a greater balance of power, 



 11 

complementary skills and experience and supplementary input to strategy and business 

development. In carrying out its responsibilities, the Board of Directors is supported by a 

Management Board and an Academic Committee. Kingstown is cognisant of the fact that in 

order to avoid conflicts of interest and to maintain an independent decision-making 

environment in the best interests of the organisation and all stakeholders, it is imperative that 

the commercial and academic sides of the business are managed independently of each other. 

 

The commercial side of the business takes decisions with regards to sales, marketing and 

finance and manages a team supporting the related operational processes. The academic part 

of the business is responsible for the quality and delivery of course material, thereby supporting 

the mission through creating a unique, open and inclusive environment that encourages 

personal and professional growth of employees and learners.  

 

Through maintaining an independent decision-making environment the vision for the College 

is supported i.e. “to promote excellence in learning and become a trusted educational partner 

for our learners throughout the world by providing the most cutting edge education supported 

by the most up-to-date technology”.  

 

To further support the vision, Kingstown engages and partners with external advisors who are 

deeply committed to learning, development and education in the field of coaching and 

mentoring. Having strong voices from the external academic community further strengthens 

the drive to fulfil the vision, while in parallel ensuring a sound and sustainable financial 

structure. 

 

Kingstown College is committed to developing and maintaining a governance and 

organisational structure that is effective, flexible, sustainable, transparent and viable. To ensure 

commercial and academic decision making remain separate, Kingstown has a governance 

structure in place made up of:  

 

1)  Commercial Governance 

2)  Academic Governance 

 

Commercial Governance 

 

Kingstown’s Management Board has primary responsibility for overseeing business strategy 

and operations including: 

• Strategic direction and planning 

• Financial reporting 

• Resources, logistics and implementation of operating policies 

• Sales and Marketing 

• Personnel, recruitment and HR 

• Monitoring of quality, legal requirements and risk management 

 

Academic Governance 

 

The Kingstown College Management Board approved the Terms of Reference for an Academic 

Committee in 2009. The same has been revised based on the inputs of the QQI committee 

during the re-engagement process in December 2020 and was approved by the Management 

Board on the 28th of January 2021 The Academic Committee oversees all matters relating to 

academic activities within Kingstown College.   This ensures learner interests are protected and 
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there are no conflicts of interests with the commercial side of the business.  Quality assurance 

policies and procedures in respect of maintaining high quality standard in the provision of 

academic programmes falls under the remit of the Academic Committee.  
 

1.4 Risk Management 
 

As specified in the QQI guidelines, procedures are in place for identification, assessment and 

management of risk. This ensures that consideration of risk extends to: 

 

- Maintaining academic integrity 

- The avoidance of academic or other fraud associated with  provision and other services 

- Planning to ensure capacity to provided adequate services to the number and type of 

students recruited.  

- The Management Board is aware of its accountability for the effectiveness of the 

Kingstown’s Quality Assurance system. As part of its responsibility, the Board 

undertakes regular risk assessments (e.g. as part of a SWOT analysis), maintains a Risk 

Register (KC-QA1-3000), and ensures compliance with all legal responsibilities. These 

help to ensure that Kingstown is able to deliver its training and education services 

consistently, in line with learner and other stakeholder expectations and requirements. 

In particular, any risks in relation to the integrity of qualifications within Kingstown’s 

processes are considered, with appropriate risk mitigation measures put in place.   

 

The Risk mitigation measures include but are not limited to: 

• Programme provision which is monitored by the Academic Committee. 

• Succession Planning of Key personnel. Having a robust succession planning process is 

recognised as being imperative to an ongoing stable and sustainable organisation. It is 

acknowledged that employees may naturally, at some point in time, leave the 

organisation and to enable continuation of services, an organised and planned approach 

to their successors is required. This is made possible by having an up-to-date 

organisation chart with associated clearly documented roles and responsibilities. 

Procedures document the specific tasks of each role and these are kept up-to-date should 

anything change in the way a role is carried out.  
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1.5 Risk Management Procedure 

 
 
Purpose 

To ensure that we have effective systems in place to identify, evaluate, monitor, mitigate and report on 

risk  

 

Responsibility 

• The Operations Director has overall responsibility for managing and reporting on risk and the 

maintenance of the risk register  

 

• The Quality Assurance (QA) Manager is responsible for identifying and assessing 

Academic/Programme Related risk and maintenance of this section of the risk register    

 

Procedure 

• The Operations Director, working with the other members of the Management Board; 

 
o Undertakes a biannual risk assessment (e.g., as part of a SWOT analysis) 

o Maintains a Risk Register (KC-QA1-3000) 

o Maintain an Accident and Incident Log and  

o Ensures compliance with all legal responsibilities. 

o Reports on risk management to the Board of Directors  

 

As part of the biannual risk assessment the following tasks are undertaken;  

o Establish the context - what are the most likely threats to the operation of the College? 

o Identify the risks - what can happen and how can it happen? 

o Analyse the risks - what is the likelihood and consequences of the risks occurring? 

o Evaluate the risks - assess the major and minor risks for mitigation measures 

o Treat the risks - develop mitigation measures which help to prevent and/or mitigate the 
impact of the risk 

 

The risk register names the risk/s, records the likelihood of its occurrence, possible consequences 

(ranked low to high), possible mitigation strategies and assigning ownership of the risk to an individual 

in the College.  

 

 

We categorise risk under the following headings 

• Governance and Strategic 

• Academic/Programme Related 

• Operational 

• Environmental or External 

• Compliance (Legal or Regulatory) 

Procedure 
Risk Management 
 

Associated Policy Governance 

Version No and Date  KCP-QA-1 012021 Owner 

Quality 

Assurance 

(QA) 

Manager 

Adoption Date 04/02/2021 Review Date  05/02/2022 
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• Financial 

 

The Academic Committee reviews the section of the risk register which related to academic/programme 

related risk at meetings of the committee 

 

The programme design team identifies what are the most likely threats and risks, estimates the 

likelihood and consequences of the risks occurring, assessed the magnitude of the risks for mitigation 

measures and develop mitigation measures which help to prevent and/or mitigate the impact of the risk 

and assigns ownership of the risk to a specific staff member to deal with add the programme design 

stage.  

 

 
Supporting Documents 

• Kingstown College Risk Register  

• Accident and Incident Log 

• Risk Assessment Form 

• Training Facilities Checklist 

1.6 Health and Safety 
 

Kingstown College is committed to providing a safe and healthy work and learning  

environment and to ensuring the health, safety and well-being of our staff, tutors and learners, 

during both face-to-face and blended/online learning programmes. The Management Board has 

overall responsibility for ensuring health and safety and for compliance with relevant 

legislation. The Academic Committee is responsible for maintaining oversight of the health 

and safety of tutors and learners specifically. 

 

• Any potential risks to health and safety is documented on our Risk Register.  

• Information on health and safety is included in the Learner and Tutor Handbooks and 

is highlighted at induction by the tutor. 

• The Operations Manager maintains an accident and incident register. 

• We have appropriate insurances in place  

• The training venues we use must be comfortable, accessible, well-ventilated, quiet, 

clean, safe and well serviced and conducive to training and learning and must comply 

with health and safety legislation. 

• The Operations Manager reviews a copy of venues’ safety statement and risk 

assessment in advance of agreeing a training venue.  

• Staff and tutors are trained on health and safety requirements at Induction 
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1.7 Organisational Structure, Roles and Responsibilities 
 

The Kingstown organisation is led by the Board of Directors who are ultimately responsible 

for good governance and the proper strategic functioning of the organisation. The Board is 

supported by both commercial and academic teams, ensuring operational and financial 

soundness as well as adhering to the mission of being a global leader in coaching education. 

Please see Figure 2: Organisation Structure of Kingstown College for greater detail. The 

strategy, operation and knowledge base of the internal team is enhanced through collaboration 

with international external subject matter experts. 

 

All staff within Kingstown College are assigned clear roles and responsibilities which 

provides greater accountability and gives ownership to staff of the part they play in the 

delivery of our programmes and overall learner experience.   This also allows for personal 

growth and improvement opportunities for staff as well as involvement in the feedback and 

continuous improvement of the programmes and the business as whole. The individual roles 

are outlined in detail below. 

 

 
 
 

 

FIGURE 2:  Organisation Structure of Kingstown College 

 

 

Board of Directors 

Executive Directors 

Non-Exective Directors 
(External)

Management Board

Operations 

Manager

Finance Officer

Financial Consultant 
(External)

Marketing  & Sales

Manager 

Online Marketing Support

Sales Executive

Academic Committee Chair 
(External)

Academic Director

Programme 

Leader 

Learner Support 

Coordinator
Tutors Course Coordinator IT Support

Administrative 

Assistant

Content Producers (External 
Subject Matter Experts)

Internal Assessor Internal Verifier

Results Approval Panel

Academic Committee
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1.7.1 Senior Managers and Quality Assurance 
The organisational structure is overseen by the Executive Board which includes the Managing 

Directors and the Non-Executive Directors.  

 

In addition, there is a Quality Assurance (QA) Manager who assists the Academic Director 

and Operations Manager in monitoring and ensuring that quality assurance policies and 

procedures are properly implemented and adhered to.   

 

Operations Manager 
The Operations Manager has a cross-functional role 

Operations Manager - Devolved QA Responsibilities 

 

• Overall responsibility for ensuring quality and the  promotion of a culture of quality and 

an appropriate learning environment  

• Ensure that the QA system is resourced and implemented 

• Ensure that the QA Manager has the time, training and resources to coordinate the 

implementation of the QA system to a high standard 

• Oversee the management of the Risk, Incident/Accident and Complaints Registers  

• Membership of programme boards and other relevant panels 

• Maintaining and developing relationships with awarding and accrediting bodies 

• Acts as the main point of contact with QQI for Kingstown and is responsible for the 

timely distribution of communication from QQI to the relevant staff members in the 

College 

• Acts as the Data Protection Officer for the College 

• Is responsible for the approval of training venues/sites/virtual platforms to ensure highest 

quality environments for program delivery. 

• Is responsible for the maintenance of all agreements with external vendors who provide 

the above. 

 

Academic Director 
The Academic Director is responsible for decision making related to the Academic processes. 

This ensures separation of the Governance and Academic structure at Kingstown College. 

• Member of Academic Committee and Programme Management team 

• Responsible for implementing Programmes of Education policy: 

o Reviews programme proposals and brings them to the Management Board for their 

approval  

o Appoints programme design teams 

o Approves new programmes 

• Identifies any academic risks 

 

Quality Assurance (QA) Manager 

• Member of the Management Board and Academic Committee and heads up the 

Programme Management team 

• Works in support of the Academic Committee to ensure that quality assurance standards 

are being met and procedures followed across the organization 
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• Carries out Internal QA review of all QA system documentation, annually, or as specified 

awarding body 

• Monitors and controls all policies, procedures and supporting documents; ensure that all 

policies and procedures remain fit for purpose 

• Liaises with other individuals internally (e.g. sales & marketing, finance) or externally 

(external experts) in the development of policies and procedures or when amendments are 

required 

• Where policies are to be shared publicly, approves the request prior to any information 

being sent out 

• Signs off on final documentation in the case of amendments or presents amendments to 

Academic Committee for approval where significant amendments are required 

• Monitors the adequacy and effectiveness of all learner supports 

• Reviews published programme information; updates, edits and enhances it on a regular 

basis, quarterly at a minimum and arranges for it to be published in appropriate media 

• Is responsible for monitoring of information published on the QQI register of providers 

and the database of awards and programmes relating to Kingstown 

• Reviews the QQI website, in particular the FAQ, News and Events and Publications 

sections, on a monthly basis 

• Compiles final report for Self-Evaluation process 

• Membership of the Academic Committee and programme design teams 

• Ensure that quality assurance standards are being met and procedures followed across 

the College 

• Production, management, control and updating of all quality assurance documents with 

input from users of the QAS. 

• Liaises with other individuals internally (e.g., sales & marketing, finance) or externally 

(external experts) in the development of policies and procedures or when amendments 

are required 

• Present QA documentation to the Academic Committee for approval where significant 

amendments are required 

• Monitor information published on the QQI website relating to Kingstown College 

• Compile programme reviews and self-evaluation reports and present them to the 

Academic Committee 

• Monitor the implementation of quality enhancement plans 

 
1.6.2 Training and Education - Roles and Responsibilities 
All roles within Training and Education are assigned to cover the full end-to-end delivery of 

Kingstown’s courses; encompassing development, delivery, assessment and evaluation and 

learner supports. 

 

Programme Director 

A Programme Director is assigned to oversee one or more courses. The Programme 

Director is responsible for: 

 

• Member of the Academic Committee and the Programme Management team 
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• Provides feedback and suggestions for new procedures or programme 

improvements 

to QA Manager 

• Is responsible for the provision of information to applicants for their programme  

• Monitor the learner supports and resources 

• Reviews Programme Descriptor annually or more frequently as part of the annual 

programme review and highlights if adjustments are required 

• Has overall responsibility for the approval of public information related to 

programme provision  

• Responsible for management and recognition of prior learning 

• Oversees teaching and learning activities 

• Oversees the work of the Internal Verifier and ensures that the Internal Verifier 

has adequate time and resources to complete internal verification to a high 

standard. 

• Convenes meetings of the Results Approval Panel  

• Double-checks all data for certification purposes for accuracy and reliability prior 

to requesting certification. 
 
 

 

Lead Tutor/Tutor 

Where more than one Tutor is delivering a course, one will be named Lead Tutor and as 

the name suggests, will take the lead in the delivery of the programme.  Lead Tutor/Tutor 

are responsible for: 

 

• Member of the Programme Management team 

• Deliver programmes to a high standard 

• Fulfilment of VERI requirements for course delivery (e.g. checking attendance, 

learning outcomes) 

• Induct learners using Kingstown’s induction presentation 

• Act as the main and primary point of contact for learners throughout the 

programme  

• Support and guide learners 

• Contribute feedback and suggestions for programme improvement 

 

Learner Support Coordinator 

Our Learner Support Coordinator is responsible for the following: 

 

• Member of the Programme Management team 

• Monitor and maintain Kingstown range of learner supports and resources 

• Act as the first point of contact for learners or applicants with regard to learner 

support  

• Management of reasonable accommodation/compassionate consideration 

processes 

• Deal with learner complaints 

• Monitor health and safety of learners 

• Ensure that published information regarding learner supports is accurate and 

complete 
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IT Support 

IT Support is responsible for the following: 

 

• Manage online communication systems such as email through Office 365 

• Manage in-house IT requirements such as password changes,  tech support (minor 

issues) 

• Provide recommendations for IT and website related issues as required 

• Design and publish course content on the Moodle platform 

• Design course content for powerpoint presentations and course manuals 

• Research new methods of online course delivery 

• Manage design and updates of college websites 

 

 

Content Producer 

The Content Producer is responsible for the following: 

 

• Creating course content for new programs 

• Updating any changes to course content, eg. slides, supporting material 

• Creating presentation slides and programme materials ready for use for tutors and 

learners 

 

 

Internal Assessor  

• Member of the Results Approval Panel and the Programme Management team 

• Reviews and makes decisions on requests for submission extensions 

• Mark and grade assessments and oversee the marking and grading of other 

assessors 

• Ensures compliance with assessment procedures which reflect Kingstown and 

QQI requirements  

• Ensures consistency in marking and grading 

• Organises and ensures the integrity of skills assessments 

• Manages reasonable accommodation requests and arrangements  

• Supports learners who fail to achieve required pass standard in an assessment 
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Internal Verifier 

• Verifies that all assessment procedures have been applied and monitors the 

outcome of the assessment process. 

• Thoroughly checks all data for certification purposes for accuracy and reliability 

before it is submitted to the awarding body  

• Undertakes verification using Kingstown’s documented sampling strategy  

• monitors any irregularities or deviations from the normal distribution of marks and 

highlights any concerns to the Academic Director. 

• Produce Internal Verification reports 

• Makes arrangements for external authentication and liaises with the External 

Authenticator before, during and after his/her visit.  

• Maintains a  Record of Assisted Learners and make it available to the External 

Authenticator 

• Attends Results Approval Panel meetings to present the Internal Verification 

report and discuss issues highlighted  

• Makes results available to learners 

• Coordinates the assessment appeal process 

• Submits learner results to QQI via the QBS 

• Maintenance/safe destruction of assessment materials  

1.6.3 Sales and Marketing - Roles and Responsibilities 
 

Sales and Marketing activities includes the promotion of the College and courses in existing 

markets, developing new markets and overseeing the use of the brand across all functions of 

the College. 

 

 

Marketing Manager 

The Marketing Manager is responsible for the following: 
 

• Is responsible for the quality and timeliness of the published information 

• Planning and delivering promotional or information evenings about programmes 

offered 

• Creates and executes a content plan for social media and websites for branding 

and sales purposes 

• Ensure website and social media platforms are updated on a weekly basis 

• Ensure all references to QQI and the NFQ that we publish are clear and accurate 

and that we QQI Brand Guidelines 

• Designing brochures and other printed or digital material 

• Writing text copy for website, social media, articles, promotional emails etc. 

• Creating email campaigns  

• Advises on use of our brand logo  

• Liaises with digital agencies, printers and other third party providers 
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Online Marketing Support  

The Online Marketing Support role supports the Marketing Manager and is responsible for 

the following: 
 

• Website maintenance and campaign updates 

• Implementation of online advertising and promotional strategies 

• Monitoring sales trends, consumer behaviour, website analytics and SEO; 

providing feedback to Marketing Manager 

• Oversee social media content 

1.6.4 Finance and Operations - Roles and Responsibilities 
 

In order to delivery high quality service to learners and other stakeholders, the College must 

ensure resources are available for the effective operation of the business. 

 

Finance Officer 

The Finance Officer is responsible for the following: 
 

• Bookkeeping:  accounts payable, accounts receivable, staff payroll etc. 

• Processing course fee payments from learners  

• Providing documentation to learners which may be required for employer funding 

including invoices 

• Providing documentation to learners who may be applying for funding through 

INTREO 

• Generating reports and financial statements as required by Directors 

• Liaising with External Finance Advisors or Auditors 

 

 

Course Coordinator 

• Attends all Management Board and Academic Committee meetings and maintains 

minutes, reports and all other documentation and ensures the timely distribution of 

documentation, agendas and meeting notifications 

• Member of the Programme Management team 

• Distributes and collates programme feedback questionnaires to learners and tutors 

• Works with the Internal Assessor to organise the skills assessments and 

coordinates scheduled times with learners 

• Secure distribution of award certificates 

• Maintains email list through which Kingstown College communicates upcoming 

events, programme offerings and closing dates 

• Assists QA Manager in the review of programme information 

• Is the Admin for the VERI system and controls access 

 

 

 

 

 

 

 



 22 

Administrative Assistant 

The Administrative Assistant reports into the Course Coordinator and provides 

administrative support to all functions of the College.  The role is responsible for the 

following: 

 

• General office duties including phone answering, email, ordering office supplies 

• Assisting Course Coordinator, Finance Officer and Marketing Executive with 

admin support 

• Preparing course manuals, binders  

• Preparing printed materials for promotional purposes 

• Booking venues for meetings, events and courses 

• Responsible for ensuring that all online platforms used for the programs are secure 

and follow GDPR norms and guidance for EU. 

• Responding to general enquires about courses, including general learner enquiries  
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SECTION 1B 
Governance and Management of Quality 

 

1.7 Policy Statement 
 

The Kingstown College (‘Kingstown’) governance structure ensures academic and commercial 

activities within the organisation remain separate and that there is a comprehensive system in 

place to support effective monitoring and continuous improvement of quality across the 

organisation.  QQI policies and procedures are reflected clearly in all the governance structures. 

 

1.8 Policy Responsibility 
 

The policy owners are the Management Board. 

All board, committee and panel members commit to carrying out of roles and responsibilities 

outlined in their Terms of Reference. 

 

1.9 Governance Structure 
 

Kingstown College (‘Kingstown’) is committed to ensuring the highest quality assurance in all 

its activities.  Our goal is to ensure overall quality in the programme delivery to learners as 

well as to other stakeholders.  

 

The governance structure of Kingstown College is as shown in figure 3. The Board of Directors 

is ultimately responsible for managing governance within the organisation supported by the 

Management Board and the Academic Committee. To further strengthen independence, 

transparency and balanced mix of skillsets, independent and external partners are engaged at 

all levels.  

FIGURE 3: Governance Structure  

Management Board Academic Committee 

BOARD OF 

DIRECTORS 
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1.10     Board of Directors 

 
The Board of Directors constitutes of Executive and Non-executive members. 

Purpose  

• Body of Directors with statutory and fiduciary responsibilities for the proper corporate 

governance of the College.  

• The Board of Directors appoints the Management Board and an Academic Council to which 

it delegates authority for the effective academic governance and oversight of the College. 

 

Terms of Reference 
Board of Directors  

Approved by 

Executive Board 

Associated Policy Governance Approval Date: 12/12/2020 

Version Number and Date V1.0 Effective From:12/12/2020 

Owner  Review Date:13/12/2021 

 

Role 

To provide corporate decision-making and governance 

 

Membership 

Directors are appointed for a fixed term. Thereafter they retire or are reappointed. The 

Board of Directors consists of executive and non-executive members.  
• Two executive directors 

• A minimum of two non-executive members 

 

The role of the non-executive members is to provide independence and strategic oversight 

 

Responsibilities  

• Appointment of the Academic Council. 

• Review the company’s internal controls and risk management policies.  

• Appraise the operating performance and approve major, investment and contractual 

decisions.  

• Supervising overall budgetary planning and strategies  

• Ensure that the College is stable and in good financial standing  

• Ensures compliance with corporate best practice and the requirements of the regulatory 

authorities in Ireland.  

• Receives reports from Management Board and approve or recommend changes 

 

Meetings and Decision-Making 

• The Board meets four times a year  

• A quorum is all four members. 

• Decisions are made by consensus (i.e., members are satisfied with the decision even though 

it may not be their first choice). If consensus is not possible, the Chair makes the final 

decision. 

• The Course Coordinator provides administrative support to the Board; attends all meetings 

and maintains minutes, reports and all other documentation and ensures the timely 

distribution of documentation, agendas and meeting notifications. 

 

Supporting Documents 

• BOD Meeting Agenda Template 
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Report Schedule 

 

Report/Document Title To/From Frequency Presented by 

Academic Committee 

Meeting Report  

To the BOD  Following 

each meeting  

Academic Committee 

Chair 

Management Board 

Meeting Minutes 

 

To the BOD Following 

each meeting 

Managing Director 

Results Approval Panel 

Reports 

To the BOD Each 

certification 

Quality Assurance 

(QA) Manager 

Academic Quality Report To: the BOD Annually Quality Assurance 

(QA) Manager 

 

 1.11 Management Board  
 

The main responsibility of the Management Board is to provide leadership to Kingstown 

College, setting the strategic direction to guide and direct the activities of the organisation.  It 

ensures the effective management of the College while monitoring activities to ensure they are 

in keeping with its mission, objectives and values. 

 

 

Terms of Reference Management Board Approved by                           

Board of Directors 

 

Associated Policy Governance Approval Date: 03/01/2021 

Version Number and Date V1.0.3 Effective From:03/01/2021 

Owner  Review Date:04/01/2022 

 

Role 

The Management Board has delegated responsibility from the Board of Directors for the 

day-to-day management and running of the organisation, and the implementation of the 

strategic plan.  

 

Membership 

• Managing Directors 

• Quality Assurance (QA) Manager 

• Finance Officer 

• External Financial Consultant 
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Responsibilities 

• Monitor College activities to ensure they are in keeping with its mission, objectives 

and values. 

• Embed a culture of continuous quality improvement throughout the College 

 

• Develop and implement the College’s strategic plan and monitor progress against 

strategic goals  

• Monitor and manage finances   

• Consider and manage the adequacy of human and other resources and ensure that 

that appropriate facilities and supports are in place. Review of new programme 

proposals and make recommendations to progress.  

• Recruitment, staff management and development (with input from the Academic 

Board for academic staff) 

• Succession planning for key personnel 

 

• Oversee marketing and business development 

• Compliance and risk management - ensures compliance with all relevant legal and 

regulatory requirements; identify and act on risks identified 

 

Meetings 

• The Board meets quarterly 

 

• A quorum is at least 4 members. 

 

• Decisions are made by consensus (i.e., members are satisfied with the decision even 

though it may not be their first choice). If consensus is not possible, the Chair 

makes the final decision. 

 

• The Quality Assurance (QA) Manager maintains minutes, reports and all other 

documentation and ensures the timely distribution of documentation, agendas and 

meeting notifications. 

  

Governance and Authority 

 

The Management Board reports to the Board of Directors 

 

Report Schedule 

Report/Document Title To/From Frequency Presented by 

Management board meeting 

report 

BOD After each 

meeting 

Managing Director 
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Academic Committee 

Report 

To Management 

Board 

After each  

Academic 

Committee 

meeting 

Quality Assurance 

(QA) Manager 

Results Approval Panel 

Report 

To Management 

Board 

Each 

certification 

Quality Assurance 

(QA) Manager 

 

1.12 Academic Committee 
 

Terms of Reference Academic Committee Approved by: 

Board of 

Directors/Management 

Board 

Associated Policy Governance Approval Date:28/01/21 

Version Number and Date V1.0.3 Effective From: 28/01/21 

Owner  Review Date:29/01/22 

 

Role 

To oversee all academic matters of Kingstown College and to protect the interests of 

learners 

 

Membership 

o Chair (Non-executive director) 

o Academic Director  

o Programme Director 

o Tutor  

o Quality Manager 

o Learner/recent graduate 

o Two external independent members 

 

Selection Criteria for External Independent Members 

External independent members are appointed by the Board of Directors.  

The term of office for this role is 3 years.   

External independent members must have; 

o A qualification at Level 8 or higher on the National Framework of Qualifications 

and 

o Experience, including pedagogical experience, in training and education.  

 

Responsibilities  

o Review the findings and approve of changes generated by the ongoing 

monitoring procedures relating to academic matters  

o Review the operation of the programme team including staffing levels  

o Approval of QA reports prior to publication  

o Approval of QA documentation 

o Review of new programme proposals and make recommendations to progress 

o Review of programme documentation, applications for validation and other 

submissions prior to submission to QQI (if any member/s of the Academic 

Committee had been involved in the development of the programme 



 28 

documentation presented to the Academic Committee they are not involved in 

the review or approval of it, they declare a conflict of interest at the outset of 

the meeting and excuse themselves from the meeting during discussions of the 

programme) 

o Approve the appointment of External Authenticators and External Evaluators 

o Monitor the implementation of the QA system 

o Monitor risk relating to programme provision  

 

Meetings 

o The Academic Committee meets every quarter. 

o A quorum is a minimum of 80% of the members to include the two external 

members 

o Decisions are made by consensus (i.e., members are satisfied with the decision 

even though it may not be their first choice). If consensus is not possible, the 

Chair makes the final decision. 

o The Course Co-Ordinator attends all meetings and maintains minutes, reports 

and all other documentation and ensures the timely distribution of 

documentation, agendas, meeting notifications and minutes. 

 

Governance and Authority 

 

The Academic Committee reports to the Management Board/Board of Directors with the 

Chair acting as the formal link between the Academic Committee and the Board of 

Directors  

 

Supporting Documents 

• Academic Committee meeting agenda 

• Academic Committee Report Template 

• Academic Quality Report Template 

 

Report Schedule 

Report/Document Title To/From Frequency Presented by 

Academic Committee 

Meeting Report  

To the BOD  Following 

each meeting  

Chair 

Programme Report/quality 

enhancement plans  

 

To: Academic 

Committee 

Annually Academic Director 

Academic Quality Report To: Academic 

Committee 

Each meeting Quality Assurance 

(QA) Manager 
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1.13 Results Approval Panel  
 

Terms of Reference Results Approval Panel Approved by:              

Academic Committee 

Management Board 

 

Associated Policy Assessment Approval Date: 20/12/2020 

Version Number and Date V1.0 Effective From:21/12/2020 

Owner  Review Date: 20/12/2021 

 

Membership 

 

• External Member of the Academic Committee (Chair) 

• Academic Director 

• Tutor  

• Quality Assurance (QA) Manager 

 

The term of office for the independent member is 3 years.   

 

Selection Criteria for External Member 

This external member is appointed by the Academic Committee and assumes that role of 

Chair.  

The term of office is 3 years.   

 

This external member must have; 
• a qualification at Level 8 or higher on the National Framework of Qualifications and 

• experience, including pedagogical experience, in training and education.  

 

Roles and Responsibilities 

• Review and act on the internal verification and external authentication reports 

• Monitor the implementation of QQI assessment guidelines, policy and regulations  

• Review and approve assessment results and final sign off on results 

• Identify any issues arising in relation to the assessment results or from the internal 

verification and external authentication reports and make recommendations for 

corrective action. 

• Agree to the submission of results to QQI to request certification 

• Agree to the issue of approved results to learners 

• Monitors assessment-related risk 

• Focus on areas of concern and make suggestions for appropriate corrective action if 

required. 

• Sign the Results approval form for all relevant learners. 

  

Meetings 

• The panel meets at the end of each certification period 

• A quorum is all members 

• Panel members make their decisions based on the documented information 

provided to them before and during the meeting. 
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• Decisions are made by consensus (i.e., members are satisfied with the decision 

even though it may not be their first choice). If consensus is not possible, the Chair 

makes the final decision. 

• The Course Co-Ordinator attends all meetings and maintains minutes, reports and 

all other documentation and ensures the timely distribution of documentation, 

agendas and meeting notifications.  

• The Course Co-Ordinator drafts minutes and a RAP report which is signed by the 

Chair which form part of assessment record. They are retained and made available 

for monitoring purposes.  

 

Governance and Authority 

• The RAP takes directions from and reports to the Academic Committee.  

• The Academic Committee has the right to alter the composition and operation of the 

RAP. 

• These Terms of Reference may be amended, varied or modified only after 

consultation and agreement by the Academic Committee.  

 

Supporting Documents 

RAP Meeting Agenda 

RAP Report Template 

 

Report Schedule 

Report/Document Title To/From Frequency Presented by 

RAP Report/  

Improvement Plan 

To Academic 

Board 

Following 

each meeting 

of the RAP 

Chair 

External Authentication 

Report 

To RAP At each 

meeting of the 

RAP 

External 

Authenticator/Internal 

Verifier 

Internal Verification Report To RAP At each 

meeting of the 

RAP 

Internal Verifier 

 

 

1.14 Management of Quality Assurance 
 

Kingstown College is committed to maintaining high quality standards in all its activities.  The 

Academic Committee monitors QA policies and procedures and can bring forward 

recommendations to the Management Board based on its own research, evaluation and 

findings.  The QA Manager works in support of the Academic Committee to ensure that quality 

assurance standards are being met and procedures followed across the organisation. 

The QA Manager is also part of the Operation Reviews to ensure that quality assurance 

standards are maintained in the delivery of the programs and all aspects related to it including 

but not limited to the venue, course materials etc. 

 

All staff, tutors and learners are made aware of our Quality Assurance system and requirements 

at Induction.  
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1.15 Internal QA Review 
 

Kingstown College carries out an annual internal QA review. The aim is to objectively review 

the effectiveness of Kingstown’s processes and activities identifying opportunities for 

improvement and monitoring adherence to QA requirements.  The review of all QA system 

documentation is carried out by the QA Manager annually, or a specified awarding body. 

 

1.16 Embedding a Quality Culture 
 

Kingstown College is committed to developing and embedding a quality culture throughout 

the organisation through a number of ways including: 

 

• Induction and training of staff 

• Continuous Professional Development for staff and tutors 

• Quality is highlighted at staff and programme management team meetings 

• Staff and learner handbooks 

• Use of VERI 

• Regular reference to the QA Handbook 

 

At the heart of what we do is a commitment to learner satisfaction and the provision of quality 

services, therefore all staff, tutors and learners are encouraged to contribute feedback and 

suggestions for process improvement. 
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SECTION 2 
Documented Approach to Quality Assurance  

2.0  Quality Assurance at Kingstown College 

Kingstown College is a QQI accredited centre providing coaching certification programs which 

are also recognised by EMCC and ICF. Kingstown is known as one of Ireland’s leading 

providers for their contribution in this space. 

Our programs are designed for a wide range of learners with a focus on in-class, online and 

blended learning channels. The core QQI principles of Quality govern our fundamentals and 

aid us in providing high quality programs. The remit of Quality Assurance is sustained through 

a team of skilled and committed tutors and a proven Management team which is supported by 

a strong business model. 

2.1  Purpose and Scope of the Quality Assurance System 

The Quality Assurance system at Kingstown College has been developed to support the 

delivery of quality products and services for the learners and other stakeholders, including staff, 

potential learners, external authenticators and members of review panels. 

Steps have been taken to embed a Quality assurance culture within the organisation, covering 

both corporate activities and academic domains. All members of the Kingstown College team 

have clearly defined roles and responsibilities, with a focus on serving the individual learner 

as the ultimate consumer of our coaching programs. 

Management and academic leaders within Kingstown College monitor and review quality 

through both formal and informal channels. These initiatives are described within this QQI 

Quality Assurance System manual which has been designed to be the primary source of quality 

assurance policies and procedures as they relate to QQI programmes.  

Kingstown College is also accredited by other awarding bodies for the delivery of the coaching 

programs. Therefore, the specific requirements of these bodies (European Mentoring and 

Coaching Council and the International Coaching Federation), have also influenced the manner 

in which Kingstown’s quality assurance regime has evolved. 

2. 2  Scope of Quality Assurance 

The scope of the Quality Assurance (QA) system covers 11 main policy areas, informed by: 

- Core Statutory Quality Assurance Guidelines published by QQI  

- Statutory QA Guidelines for Blended Learning Programmes. 

- Sector Specific Quality Assurance Guidelines – Independent/Private; and 

- QQI Quality Assuring Assessment Guidelines for Providers Revised 2013 

The QA system has been designed as a comprehensive, integrated system, which meets 

the requirements of learners, QQI and other stakeholders in the delivery of our programs.   

https://www.qqi.ie/Downloads/Sector%20Specific%20Quality%20Assurance%20Guidelines%20V2.pdf
https://www.qqi.ie/Downloads/Quality%20Assuring%20Assessment%20-%20Guidelines%20for%20Providers%2C%20Revised%202013.pdf
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2.3 Responsibility  
 

The policy owner is the Academic Committee.   

The policy is managed by the Quality Assurance (QA) Manager. 

All staff are responsible for ensuring that policies, procedures and supporting documentation, 

forms and templates being adhered to, circulated or in use are the most up-to-date versions. 

 

2.4 Documented Approach to Quality Assurance 
 

The quality assurance system is fully documented and there is provision to ensure  robust 

monitoring of documented policies and for the assurance of the quality and standards of 

provision as outlined by QQI. 

Given the scale of the business, monitoring and controlling of all policies, procedures and 

supporting documents within Kingstown College rests with our QA Manager.  The main 

responsibility of the QA Manager is to ensure that all policies and procedures remain fit for 

purpose.  The QA Manager will also monitor the accessibility of documentation to ensure that 

only current versions are available and in use. 

 

2.5 Document Controls 
 

All QA documentation, including the QA Document Register (KC-QA2-1000), are overseen 

and managed by the QA Manager who ensures:  

  

• documents are updated  

• changes are made and revision status tracked 

• control document access and distribution 

• prevent use of obsolete documents and ensure proper archiving of 

outdated documents 

 

The QA Document Register is a comprehensive list of policies and procedures including 

supporting documents, forms and templates and is used to log current versions of each.   

 

As part of this QA system review, Kingstown College has adopted new version control 

labelling. The same has been updated as below: 

 

 

Polices                 - Policies are labelled in the header with the Version # (e.g.. V1.0)     

                                         and date 

Procedures/Processes  - Version are labelled and shows MONTH/YEAR last  

                                         reviewed 

      - Labelled KCP for Kingstown College procedure/process, the QA  

                                         guideline it relates to (QA#) and 4-digit number (e.g. KCP-QA2 – 

                                        1000) 

Templates & Forms    - Version number is in the footer and is labelled as KC for   

                                         Kingstown College, the QA guideline it relates to (QA#) and 4-digit    

                                         number (e.g. KC-QA2 -1000) 
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2.6 Document Reviews and Input 
 

The QA Manager reviews all QA documents regularly; at least annually as part of the annual 

review in order to ensure they remain compliant, effective and fit for purpose.  The following 

can have a bearing on whether policies, procedures and documents require updating:  

 

• Staff and tutor feedback (formal and informal) 

• Learner feedback   (online survey using Survey Monkey) 

• Feedback from External Evaluator or any other external consultant/subject matter 

expert  

• Self-evaluations 

• Monitoring reports by awarding bodies 

• Complaints 

• Changes in awarding bodies requirements 

• Changes in legislation  

• Internal changes to structure, process, etc.  

• Outcomes of Risk analysis  

• Health & Safety 

 

Staff participation is encouraged and helps in promoting a culture of quality within Kingstown.  

Staff, tutor and learner and other stakeholder feedback is all part of QA policy development 

and helps in supporting innovation.  Staff, programme directors and tutors are encouraged to 

submit any suggestions for new procedures or improvements to the QA Manager.  The QA 

Manager may liaise with other individuals internally (e.g. sales & marketing, finance) or 

externally (external experts) in the development of policies and procedures.   

 

2.7  Internal QA Audits 

An audit schedule is developed each year with the aim of providing an objective review of the 

effectiveness of Kingstown’s processes and identifying opportunities for improvement. The 

Internal QA auditors meet with team members, following an audit template which is used to:  

•  Monitor and review current processes, together with their alignment with QA policies;  

•  Check that staff are following the system by seeking evidence of any variation in expected 

outputs;  

•  Discuss any bottlenecks or operational constraints; and  

•  Assess how effective the overall process is in meeting stakeholders’ expectations and 

Kingstown’s commitment to quality provision.  
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2.8 Accessibility and Distribution  
 

All Quality Assurance documents are made available to staff on a shared drive.  Policies and 

procedures applicable to programme delivery are also available to programme directors, tutors 

and learners through the VERI system.  

The VERI system was introduced to further ensure adherence to documented QQI guidelines. 

The system provides a wide platform of services ranging from ensuring standardization of 

learning outcomes to tutor agreements to Learner information like attendance. 

 

Where policies are to be shared publicly, they are made available in a useable format such as 

on the Kingstown College website and if requested, by email.  Such requests should be 

forwarded to the QA Manager for approval prior to sending out the information as some 

documents may not be suitable for general distribution. 

 

Detailed policies with step-by-step procedures which are fundamental to the learner experience 

are available in: 

1. The Tutor Handbook 

2. The Learner Handbook 

These  are made available to students and tutors on the website and attention is drawn to the 

QQI aspects as appropriate, throughout program delivery. 

 

2.9 Amendments 
 

Where amendments are required to a policy, procedure, template or form, the following 

process will be followed: 

 

a) Any suggestions or issues should be forwarded to the QA Manager for consideration.   

b) The QA Manager will use the QA Tracking Sheet (KC-QA2-2000) to record all items for 

consideration, actions assigned, actions assigned to, amendment/amendment type, sign-

off of amendment and version number/date. 

c) The QA Manager will review and may consult with other relevant parties to determine the 

course of action required in relation to the issue/recommendation. 

d) If an amendment is recommended directions are given by the QA Manager and the final 

sign-off is made solely by the QA Manager.  

e) In the event that a significant amendment is required there may be a need to present the 

document/s to the Academic Committee especially in instances where external expertise 

is required to develop a policy or a procedure.  

 

Where changes are made to policies, procedures and documents, the QA Manager will update 

the QA Document Register (KC-QA2-1000) and also the QA Tracking Sheet (KC-QA2-

2000) and ensure that the files are added to the shared drive and any old versions archived. 

 

2.10 Training and Implementation  
 

Kingstown College has an induction process which helps all staff, programme directors and 

tutors become familiar with the company’s policies and procedures.   We provide ongoing 

support through the staff/tutor probation period. In addition, where significant changes are 

required additional training/instruction will be provided.  
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With the adoption of the VERI system, programme directors and tutors agree to a QA 

Agreement online.   In addition, the VERI system provides a standardised and consistent 

approach to the delivery and management of programmes by tutors thereby ensuring they 

adhere to quality assurance requirements. 

Teaching and Administrative staff are key stakeholders in providing support to ensure 

implementation of QA in the day-to-day running of Kingstown College. 

 

 

 
 

Figure.3.   Day-to-Day implementation of QA at Kingstown College 
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2.11 Review, Update and Academic Approval of QA Policies and Procedures  
 

 

 

Purpose 

• To evaluate the effectiveness of Kingstown’s QA system and documentation and 

processes and identify opportunities for improvement. 

• Assess how effective the QA system is in meeting stakeholders’ expectations and 

ensuring quality provision 

 

Responsibility 

• The Academic Committee approves major changes to the QA system 

• The QA Manager is responsible for reviewing and updating policies and procedures 

and ensuring that all QA documents remain fit for purpose 

 

Procedure 

• The QA Manager undertakes an annual  review of  the effectiveness of the QA 

system and all documents which make up the system,  using a whole-of-College 

approach. 

• The following documents are reviewed as part of this audit; QA manual, procedures 

handbook, organisation and governance charts, terms of reference, learner and tutor 

handbooks, complaint, incidents and accidents  and appeals registers, supporting 

documents, form and templates 

• All users of the system; learners, tutors, support staff, members of governance units 

and management are asked for input and suggestions for new procedures or 

improvements to the existing system e.g., draft copy of the revised tutor handbook is 

sent to tutors for their input 

• The QA Manager  consults internally (e.g., sales and marketing, finance) or 

externally (e.g., eLearning consultant) in the review if this input is needed. 

• The existing system is benchmarked against prevailing QQI requirements and 

updated to take account of any changes in QQI guidelines 

• All documented procedures are reviewed and their alignment with QA policies 

confirmed 

• The findings of the reviews are divided into  

• Minor changes/revisions to the system and 

• Significant changes/ revisions 

• The QA Manager present details of significant changes/ revisions to the Academic 

Committee  for approval.  

• Following the review, the QA Manager; 

• Version control documents to ensure that only current versions are available 

for use. 

Procedure 
Review, Update and Academic Approval of QA Policies and 

Procedures  

Associated Policy Management of Quality 

Version No and Date KCP-QA4-012021 Owner 
QA 

Manager 

Adoption Date 03/02/2021 Review Date  04/02/2022 
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• Archives/deletes outdated or obsolete documents  

• Updates the revision history 

• Updates the Tutor QA Folder 

• Updates all QA documents on the shared drive, the Veri platform  and those 

shared publicly, on the website 

• Updates the QA Document Register (log of current versions of policies and 

procedures, handbooks, guidelines supporting documents, reference 

documents, forms and templates) if not documents are introduced/names 

changed/documents deleted from the system 

• Records details of changes on QA Tracking Sheet (KC-QA2-2000)   

 

• If changes made impact on the QA responsibilities of any member/s of the 

programme team, particularly the tutors, the QA Manager organises a 

workshop/briefing to discuss the changes. If the changes are minor, the QA Manager 

communicates details of the changes by email or at regular programme team meetings 

• Final sign-off of documents is made solely by the QA Manager who approves 

documents for adequacy prior to issue 

 

 

 

 

Supporting Documents 

Revision History 

 

Reference Document 

- QQI Core Statutory Quality Assurance Guidelines  

- QQI Statutory QA Guidelines for Blended Learning Programmes. 

- Sector Specific Quality Assurance Guidelines – Independent/Private 

- QQI Quality Assuring Assessment Guidelines for Providers Revised 2013 

 

 

  

https://www.qqi.ie/Downloads/Sector%20Specific%20Quality%20Assurance%20Guidelines%20V2.pdf
https://www.qqi.ie/Downloads/Quality%20Assuring%20Assessment%20-%20Guidelines%20for%20Providers%2C%20Revised%202013.pdf
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SECTION 3 
Programmes of Education and Training 

 
3.0 Policy Statement 
 

It is the policy of Kingstown College to design, deliver and review programmes which are of a 

high national and international academic standard, and simultaneously equip learners with the 

real-world skills and experience to be of immediate value in their work or life application. 

 
3.1 Policy Responsibility 
 

The policy owner is Academic Committee.  The policy is implemented by the Academic 

Director. 

 
3.2 Programme Design and Approval Process 
 

In keeping with QQI guidelines and following a needs identification, as explained below, new 

programs are evaluated by the appropriate decision making structures, in this case the 

Academic Director and the Academic Committee. 

 
 

3.3 Needs Identification 
 
At Kingstown, we proactively carry out research to keep abreast of any new trends and 

opportunities.  

 

 The identification of needs or an opportunity involves two sources: 
 

• External Sources - industry, alumni, learners, peers or conference attendees may identify 

a training or education requirement through listening to presentations, discussions or 

feedback. 

• Internal Sources - through internal processes which review existing programmes, staff, 

tutors or Academic Committee may identify a need which may not be met by updating the 

existing programme, but rather is best delivered as a separate offering.  

 

When a need/gap is identified, the internal or external sources, also known as a programme 

proposer requests the Programme Preliminary Submission form (KC-QA3-2000) from the 

Kingstown administration team and completes the form and submits it to the Academic 

Director, who considers the content and presents it to the Academic Committee with a 

recommendation.  

 

The Programme Preliminary Submission form includes: 
 

• a description of the identified need/opportunity 

• how it was identified 
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• how it should be accommodated in an existing programme, and/or incorporated in 

a new programme offering 

 

The decision to progress with programme design is made by the Academic Committee based 

on the recommendation of the Academic Director.  The Academic Committee may look for 

further detail such as: 

• The key issues that the programme is dealing with 

• Aims and objectives of the proposed programme 

• Is the course accredited 

• Timescales 

• Research requirements 

• Budget 

• Difficulties which may arise in the development of the programme 

 

The Academic Committee appoints a Programme Leader who heads up the Programme Design 

team, sets out a timeline and makes a recommendation for budget to the Management 

Committee. 

 

3.4 Programme Design 
 

In keeping with QQI guidelines, all programs are designed with overall program objectives and 

program strategies that are in line with the Kingstown College strategy and have explicit 

intended learning outcomes. They are designed and developed in line with the requirements of 

the National Framework of Qualifications and procedures on Access, Transfer and Progression. 

Program design at Kingstown College begins based on instructions from the Academic 

Committee; the Academic Director may appoint a research lead to begin evaluating alternative 

solutions available in the market, assessing feasibility of design, delivery and review, and/or 

researching programme content.  

 

Information sources available for research stage may include: 

 

• Client queries and feedback 

• Minutes from meetings both internal and external 

• Media including newspapers, business magazines, internet etc. 

• Training companies 

• Interviews with current and potential stakeholders 

• Questionnaires  

• Surveys 

• Academic Research 

 

All programmes are designed to maximize the learners’ experience and skill development.  The 

results of the research which was triggered by the identification of a need form the basis for the 

programme design. 

All relevant stakeholders’ input will be considered in the design of the programme. 

The figure below outlines the process that Kingstown College follows in the design 
and approval of programmes. 
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3.5 Programme Design  and Approval Procedure 

Scope 

All programmes and courses 

Procedure 

• When a new programme is proposed following needs identification, the proposer 

completes a Programme Preliminary Submission form (KC-QA3-2000), submits it to 

the Academic Director who assesses the viability of the programme and the College’s  

capacity to develop and deliver the programme  

• The Academic Director presents the proposal to the Academic Committee  

• The Academic Committee accepts or rejects the proposal;  if the proposal is 

accepted; the Academic Committee gives the go ahead for programme design.  

• The Academic Director ensures that the resources and budget are in place and 

agrees a timeframe for development and design of the programme with a 

programme design team. 

• Membership of the programme design team typically consists of the Programme 

Leader, the Quality Assurance (QA) Manager and other subject matter experts as 

required. 

• The Programme Leader appointed must be able to provide disciplinary leadership.  

• The Programme Design Team engages with internal and external experts and key 

stakeholders in relation to course content, international best practice, and industry 

experience as required throughout the process of development. 

• The training expertise required, the modes of training delivery and learning, 

assessment methods designed to meet the needs of learner profile and transfer and 

progression options open are considered and addressed at the programme design 

stage. 
 

• The design team undertakes a risk assessment as part of the design process and any 

identified risk is added to the risk register when the programme is signed off for 

delivery. 
 

• The programme design team examines  transfer and progression options, and the 
Programme Leader consults with other providers in respect of such options if 
feasible options exist. 

 

Procedure 
Programme Design and Approval  
 

Associated Policy Programmes of Education and Training 

Version No and Date  KCP-QA1-v3.102021 Owner 

Quality 

Assurance 

(QA) 

Manager 

Adoption Date 01/01/2021 Review Date  01/01/2022 
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• The Programme Leader (or other designated members of the design team) may 
consult with employers, other accreditation bodies, professional membership 
organisations or other significant stakeholders in respect of programme outcomes 
and content  

• The team also considers learners with specific needs and designs, programme 

structures and materials which are user friendly and accessible to all learners insofar 

as this is practicable. 

• The design process can vary to meet the requirements of different awarding bodies 

based on the specific requirements of the awarding body. 

• When the design process is complete, the Programme Leader draws up a 

Programme Descriptor and presents it to the Academic Committee.  

• Any member/s of the programme design team who are also members of the 

Academic Committee are not involved in the review or approval of it, they declare 

a conflict of interest and excuse themselves from discussions about the 

programme 

• The Academic Committee may suggest edits/changes or amendments before 

approval is granted or may request further information/clarification or raise queries.  

If so, these are addressed by the programme design team and the Programme 

Leader makes the required changes made to the Programme Descriptor 

• A final commercial approval of the programme documentation, inclusive of 

resource requirements and budgets is done at this stage by the Management Board 

which consists of the Managing Directors, the Finance Officer, the External 

Financial Consultant and the QA Manager. 

• The Academic Committee signs off the programme for delivery (self-accredited 

programmes) or submission to the awarding body. 

• If the programme is being submitted to an awarding body for approval/validation, 

the Quality Assurance (QA) Manager signs off on the application and the 

Programme Leader prepares an application based on awarding body requirements. 

•  

Supporting Documents  

• Programme Preliminary Submission form (KC-QA3-2000) 

• Programme Descriptor Template 

Reference Documents  

• QQI Policies and Criteria for Validation of Programmes 2016 

• Guidelines for Preparing Programme Descriptors for FET Programmes leading to 
CAS awards (QQI) 

 
 

 

https://www.qqi.ie/Publications/Publications/Initial_Validation_policy_7_10_13.pdf
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3.6 Revalidation of programmes 
 

All programmes leading to QQI awards are submitted to QQI for revalidation in line with 

QQI timelines.  The Academic Director is responsible for revalidation processes. 

 

3.7 Programme Delivery 

Once a new programme has been approved through QQI’s validation process, a panel of 

suitably qualified tutors are made responsible for delivery of the same. Recruitment policies 

are in place to ensure that the learning experience and academic suitability of potential tutors 

is of the highest standards. 

The Programme Team comprises of the Quality Manager, Lead Tutors, Tutors, Operations 

Manager and Course Administrators. The Academic Committee has overall responsibility for 

the delivery of validated programmes through the Programme Team.  

When delivering a course, Kingstown College will consider the following information: 

3.7.a Selection of Suitable Training Venues 

Programmes are delivered by Kingstown College in suitable venues which meet the needs of 

the programme delivery, as well as the health and safety and accessibility requirements. Venue 

suitability is approved by the Academic Director who assesses all premises to ensure suitability 

and compliance with standards laid out for selection of venues, prior to securing the venue. A 

suitability checklist for the same is available and needs to be duly completed and submitted for 

approval. 

 

3.7.b Tutor Availability 

Should a tutor become unavoidably unavailable to deliver a programme at short notice, a 

replacement tutor steps in immediately to cover. We have a tutor WhatsApp group for 

messaging tutors. Availability is confirmed in advance at the weekly tutor meetings (usually 

held via ZOOM).  All tutors are qualified to deliver our programmes therefore there is no 

problem with replacing a tutor. Access to resources on VERI enables the stand-in/replacement 

tutors to review and access the programme materials and learner progress, quickly and easily.   

3.7.c Lesson Plans 

Lesson plans are made available to tutors through the VERI platform by Programme Director(s) 

prior to delivery. This ensures consistency across all venues and also allows learners the 

flexibility to access classes at alternative venues/days, knowing what content to expect.  

3.7.d Attendance 

Kingstown College expects 100% attendance of learners.   Attendance records are maintained 

on VERI. 

3.8 Programme Review and Monitoring 
 

The Programme Management team reviews content, delivery and supports. The team reports 

into the Academic Committee and is headed up by the QA Manager.  The team is comprised 
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of all those who are involved in programme operations; including, Academic Director, 

Programme Director, all tutors, Learner Support, Course Coordinator and Internal Assessor. 

 

The Course Coordinator will distribute and collate a questionnaire to learners and tutors. The 

questionnaire will be designed and reviewed by the Programme Management team. The results 

of the questionnaire will be discussed at the team meeting. 

 

The Programme Management team submits an annual programme report to the Academic 

Committee the following information: 
 
 

• Number of Learners 

• Number of non-standard learners 

• Assessment results 

• Retention rates 

• Progression and transfer 

• Attendance Levels 

• Number of Learners with Successful Completion of the Course 

• Aspects of content and delivery which are working well 

• Aspects of content and delivery which require alternative content or delivery 

method 

• Any emerging trends, observations, or potential training needs 

 

3.9 Learner Admissions and Progression Opportunities: 
 

Entry requirements and progression opportunities for each program are documented clearly.  

These also form part of the web marketing and related promotional materials for the course, 

with clear information on program titles, the awarding body (QQI), access routes and outline 

of content being made available to learners and other stakeholders. 

Admission requirements are framed by reference to a clear and consistent approach for all 

learners. The minimum entry admission requirements for each individual programme are set 

out by the Programme Design team and are detailed in the Programme Descriptor (KC-QA3-

3000) which is approved by the Academic Committee. These requirements may include (but 

not limited to): 

 

• Academic Qualifications 

• Professional Qualifications 

• Accreditation 

• Experience 

The overall aim is to ensure that new learners joining a programme have the capacity to achieve 

the learning outcomes of the course. Learner information is gathered at the time of seeking 

entry through google forms on the Kingstown College website, which is documented through 

a questionnaire tracked within the CRM system. This is designed to support potential learners 

in determining their requirements and capabilities as part of the registration and enrolment 

process.  
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3.9.1   Information Provision to Applicants 

 

The Programme Director is responsible for the provision of information for their programme.  

The Academic Director has overall responsibility for the provision of information within 

Kingstown College. 

All programme outlines will clearly lay out the following details: 

 

• Programme Content 

• Programme Structure and duration e.g. entry and exit points 

• Award title and type where appropriate 

• Awarding body where appropriate 

• Entry requirements where appropriate 

• Assessment criteria where appropriate 

• Programme adaptations and/or learner supports available 

• Mechanisms for giving and receiving feedback on learning progress 

• Programme fees, grants and associated regulations where applicable 

 

Our website and promotional information also contains detailed information on our 

programmes and supports to enable prospective and active learners to access what is on offer 

by Kingstown College.  Learners can also access the Learner Handbook (KCP-QA5-1000) 

through their Moodle portal.  The Learner Handbook provides details such as: 

 

• List of supports and how to access them 

• List of learner rights and responsibilities and policies where applicable 

• Complaints/Grievance Procedure 

• Health & Safety Information 

• Events of relevance to learners 

 

This information is available electronically but can also be made available in hardcopy. 

 

Our website contains up-to-date information on all the programmes offered to learners detailing 

how learners can access these programmes.   

3.9.2   Appeal Process related to admissions 

 

If any applicant is refused admission, they are advised of the reason(s) by the Academic 

Director.  If they are unhappy with the decision, they can appeal it following the process 

outlined below: 

 

• Appeal in writing providing full details of situation. 

• A thorough, impartial review is undertaken by an independent expert in the Academic 

Committee.  Every effort will be made to deal with the appeal within 10 working days 

of the date the written appeal is received.  Where this is not practicable, the appellant 

will be so advised. 

• Where an appeal is upheld, there will be a commitment to a smooth entry to the 

programme.  In the event of the programme having commenced, 1-to-1 training will be 

provided for any programme content missed during the appeal process.  

• Learner Support Coordinator maintains a record of admission appeals and outcomes. 
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3.10   Recognition of Prior Learning 
 

Procedures are in place for the recognition of prior learning (RPL) in relation to access to 

programmes. Any RPL requests are handled on a case-by-case basis, including recognition of 

QQI and non-QQI awards, plus matching programme learning outcomes against previously 

completed qualifications. We recognise prior certified learning and experiential learning for 

entry to programmes. 

Many of Kingstown College’s programmes are delivered through blended learning so learners 

are provided with a login email to access the course. Learners are also informed of any 

exemption process in relation to prior learning.  

Learners who successfully complete a QQI component module will also have further learning 

opportunities within a learner progression pathway (e.g. studying for further modules). 

The Academic Director is responsible for management of the recognition of prior learning.   

Kingstown College is committed to facilitating access of learners by recognising prior 

knowledge, skills and competence of an applicant howsoever acquired.  

   

A learner may seek entry to a programme where he/she does not meet the standard entry criteria 

on the basis of prior learning.  All applications are considered on a case-by-case basis and 

applicants are interviewed by the Academic Director. An applicant must be able to demonstrate 

that he/she has the capacity to successfully complete the programme.   

 

Kingstown’s procedures and recognition of prior learning for entry to programmes is approved 

by QQI at the point of programme validation within the context of our agreed quality assurance 

policy.  Details are set out in the Validation Manual/Programme Descriptor (KC-QA3-3000). 

 

3.11 Transfer and Progression 
 

Learners have the following options: 

 

1. Continue their learning through Kingstown College with professional qualifications 

accredited by the European Mentoring and Coaching Council and/or the International 

Coach Federation.  

2. Transfer within Kingstown to other programmes at the same level on the NFQ. 

3. Transfer or progress to programmes provided by other further or higher education 

institutes who offer programmes in related areas leading to awards on the NFQ. 

Transfer and progression options are explored at the programme design stage and are written 

into the validation manual/programme descriptor when agree by QQI as part of the validation 

process. As far as possible, we will ensure a seamless transfer or progression within the NFQ 

system.  

 

Information on transfer and progression routes is included on programme brochures. 

 

Transfer and progression is explained in the Learner Handbook (KCP-QA5-1000) and is 

addressed by the tutor at induction. 
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The Academic Director, tutors and other members of the programme management team are 

available to meet with learners on a one-to-one basis to discuss their specific plans for transfer 

and progression. 
 

 

 

 

 

 

 

 

 

                       

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3   : Overview of Programme Admission, Progression & RPL 
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SECTION 4 
Staff Recruitment, Management & 
Development 

 

4.0 Policy Statement 

Kingstown College is committed to recruiting, managing and developing staff and tutors who will 

support the College in order to: 

 

• Achieve our strategic goals and fulfil our Mission 

• Meet the academic, operational and quality requirements of the College 

• Achieve high standards of programme provision 

 

We comply with all legal requirements and with relevant legislation and best practice 

standards.   

 

4.1 Policy Responsibility 

The policy owners is the Management Board. 

The Academic Committee is responsible for maintaining oversight of programme staffing 

and advises the Management Board accordingly. 

 

4.2 Staff Recruitment 
 

Key principles of staff recruitment and selection: 

 

• Practice and procedures are as open and as barrier free as possible. 

• Application forms and other supporting material are free of personal questions or requests 

for information from which inferences could be drawn as to the status of an individual 

that are irrelevant to the job description. 

• Selection criteria are kept under review to ensure that they are justifiable for the effective 

execution of the role. 

• More than one person is involved in short-listing and selection for interview, and all 

involved are trained in equal opportunities. 

• Interviews are conducted on an objective basis and deal only with the applicant’s 

suitability for the job and ability to meet the job requirements. 

• Questions and selection tests relate to the requirements of the job and are carried out by 

staff trained in carrying out the tests and the assessment of results. 

• All applications are subject to confidential monitoring system using only the approved 

form. 

• As an equal opportunity employer, any applicant who declares that they have a disability 

and who satisfies the job description and person specification, is offered an interview. 
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4.3 Staff Development 
 

Kingstown College provides all staff with training and development opportunities by 

providing a challenging environment and ensuring the provision of up-to-date information, 

education and training. This enables staff to develop skills, abilities and competencies they 

need in order to fulfil the specific requirements of the role as well as contributing to each 

individuals personal and professional development.  

 

The Management Board is ultimately responsible for oversight of all staff training and 

development related activities and ensures that financial and other resources are in place to 

support the Continuing Professional Development (CPD) programme. 

 

The Academic Committee is responsible for maintaining oversight of CPD which is related to 

the quality of programme provision and academic competencies. 

 

• All training needs are identified 

• An annual budget is allocated 

• All necessary training is carried out 

• All necessary documentation is updated and available 

 

All new staff are inducted to give them a good understanding of Kingstown College and its 

policies and practices contained within the Staff / Tutor Handbook (KCP-QA4-1000) and 

Quality Assurance Handbook.  Kingstown aims to ensure that staff induction is dealt with in 

an organised and consistent manner to enable staff to be introduced into their new role and 

working environment quickly so that they can contribute effectively as soon as possible.  

Induction training should be carried out using Kingstown’s Staff Induction Checklist (KC-

QA4-1000) which also includes general guidelines for the induction process. 

 

Regular and appropriate training will be provided to all staff on an on-going basis as required.  

Each staff member has a responsibility to keep themselves informed about developments in 

their own field or area of work. They should give thought to their own training and 

development needs and career aspirations and be prepared to devote time and energy to meet 

those needs. Kingstown has a responsibility to ensure that mechanisms are in place to 

facilitate the CPD of all staff.  All staff will be provided with equal access to training and 

development opportunities, which are job related and linked to the College’s strategy and 

mission.  All training costs must be approved before a programme booking can be made. 

 

• On an annual basis, in conjunction with the staff members Manager, a Personal 

Development Plan (KC-QA4-5000) is prepared outlining the competencies and skills 

required for each employee to satisfactorily complete their role. 

• A Personal Development Plan is completed for each individual highlighting areas for 

development.   

• The Personal Development Plan should be updated as the development year progresses. 

 

Note: Some of the Tutors are self-employed, and go through all requirements as per this 

section 4 and as per an internal employee. Self-employed tutors are inducted, monitored 

and managed in the same way as internal employees. (Details in Tutor Handbook) 
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4.4 Recruitment of Tutors 
 

The hiring of suitably qualified tutors is one of the most important processes at Kingstown 

College, as they form the backbone of the organisation. This process ensures that the quality 

of the tutors we contract is on par with the industry standards in accordance with EMCC and 

ICF competencies. 

 

Hiring Process: i.  Relevant advertisements on social media 

   ii. Referrals 

 

Qualifications to be a Tutor at Kingstown: 

i. Graduate/Masters’ Degree in relevant field 

ii. Coaching certification from EMCC, ICF or other internationally recognised bodies 

iii. Background in people related skills could be teaching, training, leadership roles, 

counselling or any other related profession. 

iv. We have a programme-specific statement of tutor qualifications for each programme 

setting out clearly the qualifications required, which is made available to applicants in 

the advertisement and on the college website as applicable. 

 

 

Interview Process: 

i. The Interview Panel consists of the Directors of the College and two Senior Tutors  

ii. The Interview is aligned to assess the competencies and expected behaviour based on 

EMCC, ICF and Kingstown requirements 

iii. Candidates go through two rounds of interview: 

1.  Panel Interview 

2.  Presentation if qualifying in Panel interview 

 

4.5 Continuing Professional Development - Tutors 
 

• All tutors have to attend Supervision 4 times a year with a qualified Supervisor 

• All tutors have to attend at least 3 of the 4 in-service days organised for tutors. 

• Membership of professional bodies, for example EMCC, ICF 

• Attendance at conferences and seminars, presentation of papers and research at 

conferences 

• Tutors are encouraged to attend relevant conferences, webinars and Masterclasses with 

thought-leaders, organised by Kingstown College.   

• We are also involved in LinkedIn and Facebook groups and staff and tutors/coaches are 

encouraged to contribute to the Kingstown Coaching magazine. 

 

4.6 Support for Tutors 
 

• VERI – managing programme delivery and communicating with learners 

• The Academic Director hosts a weekly tutors’ meeting to address any issues and monitor 

availability 

• We have a Tutors WhatsApp group to facilitate tutor exchanges and networking 
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Training process and on-going development 

• Once hired, all Tutors have to sign a contract and the confidentiality agreements. 

• All Tutors are trained and capable of delivering all programmes offered by Kingstown 

College.  
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SECTION 5  
Teaching and Learning 

 

Kingstown college is fully committed to monitoring the learning experience on an ongoing 

basis with a view to improving the quality of its teaching and learning across its programmes. 

In addition, a process of objective review and continuous improvement seeks out opportunities 

to improve the quality of delivery across all Kingstown College programs 

5.0 Policy Statement 
Kingstown College believes that learner success and empowering them to make a positive 

impact as professionals are key goals.  High quality teaching and learning provision is essential 

to achieving these goals and meeting learner needs. A supportive and empowering learning 

environment is also an essential element in creating a high-quality learner experience, leading 

in turn to achievement and success.   

 

Our learners can expect: 

• A learning experience that challenges them and opens up career opportunities 

• Programmes that allow them to progress on their chosen career path. 

• To learn from committed, knowledgeable and skilled staff 

• High quality physical facilities and supportive learning environments  

• To be treated as partners in the learning process where learners have specific 

responsibilities and take ownership of their learning 

Based on QQI guidelines we promote an open community that values critical reflection and 

fosters personal and professional development for both learners and staff. Staff are 

appropriately qualified and experienced. There are processes in place to ensure that the content 

of programs reflects advances in the relevant disciplines and that the pedagogic style 

incorporates national and international effective practice. 

 

5.1 Policy Responsibility 
 

The Academic Director is responsible for overseeing teaching and learning activities. 

This policy is also intended to guide the College in managing potential risks and vulnerabilities 

posed by the arrangements for Blended 

 Learning programmes and in particular to safeguard academic standards in such programmes. 

The College ensures that the in-person and online components of its teaching provision and learning 

are supported by fit-for-purpose organisational infrastructure and processes. 

The College has responsibility for: 

• Providing appropriate Learning Resources, Facilities, and Technology that supports 

Blended Learning. 

• Ensuring equality of opportunity for learners who are assessed, including the provision of 

evidence.
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• Providing a Safe, Secure, and Inclusive Environment for all members of the College’s 

community. 

• Ensuring that all eAssessments, ePortfolios and eVerification systems are secure, 

moveable and meet the required evidence needs. 

• Ensuring that appropriate recovery plans are developed for all eAssessments, ePortfolios and 

eVerification  processes. 

 

5.2  Scope 

5.2.a. This policy applies to the delivery of programmes leading to a QQI award or to 

specified credits towards an award on the NFQ . 

5.2.b.This policy supports the College in developing flexible learning opportunities in 

professional and continuing education programmes. 

 

5.3 Teaching and Learning Strategies 
 

Kingstown College approaches teaching and learning with the needs of the learner in mind and 

is focused on delivering programmes with a comprehensive support system in place with the 

purpose of facilitating effective learning. We are committed to achieving this through the use of 

a variety of teaching strategies including:  

 

• Modelling – after teaching learners about certain tools/models, tutors may demonstrate 

through role play how to apply what they have learned in real life scenarios. 

• Feedback – Tutors encourage learner participation and feedback in a classroom environment 

as it helps everyone embed what they have learned. 

• Experiential learning (role plays) – a key aspect of the learner experience is the use of 

role-plays where learners are given that opportunity to apply what they have learned by 

coaching their peers. 

• Cooperative learning (break-out groups) – Most classes begin with learners being put into 

groups to discuss and recap the learnings from the previous class.  Tutors also use breakout 

groups throughout the class to encourage discussion amongst learners. 

• Classroom discussion – Tutors encourage discussion during class to enhance learning and 

improve the understanding of models/tools and how to use them. 

• Reflective learning – As part of their studies, learners are encouraged to reflect on their own 

personal development and progress by keeping reflective journals.   This is an essential part 

of improving their self-awareness, self-evaluation and identifying areas for further 

improvement. 
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5.4. Blended Learning 

5.4.1 Strategic and Institutional Context: 
- In accordance with QQI (2018)1, Guideline 3. 1, the College’s blended learning strategy takes 

account of the existing and planned development of Blended Learning provision. 

 

- This policy is developed in the context of the College’s current Strategic Plan and Strategic 

Goals, as well as its Teaching, Learning and Assessment Strategy and its Access, Transfer and 

Progression Strategy. The development of this has included assessing the emerging risks and 

challenges to successful delivery of Blended Learning programmes and Programme components. 

The development of the College’s strategy on Blended learning is associated with the 

development of a Strategic Plan beginning in 2020. 

5.4.2.Legal and Policy Context: 

KINGSTOWN College complies with the requirements of Quality and Qualifications Ireland 

(QQI) Quality Assurance guidelines in the development of QA procedures and in the development 

of programmes of education and training. This policy addresses the QQI regulations applicable to the 

College as an independent or private provider of higher education. When intending to provide 

Blended Learning programmes, a provider must have regard to the QA guidelines on Blended Learning 

prior to seeking approval of their QA procedures. 

This policy on Blended Learning provision is consistent with QQI standards, guidelines, policies and 

criteria relating to programmes and awards, in particular: 

• QQI’s Statutory Quality Assurance guidelines for Providers of Blended Learning Programmes 

(2018) 

• QQI’s policy on QA (core) Guidelines (QQI, 2018). 

• QQI’s Core Validation Policies and Criteria 

 

This policy takes account of emerging discourses in Professional Body regulations, 

This policy addresses the legislative and regulatory requirements that govern 

the College’s use of Blended Learning, in particular: 

• Data Protection (including  GDPR) 

• IACP Course Accreditation and Monitoring Regulations. 

5.5 Purpose. 

• The purpose of this policy is to set out the principles and processes which apply to the 

development, delivery and monitoring of programmes of study leading to an award or to 

specified credits towards an award which are to be delivered through Blended Learning. 

 

• The College is committed to providing flexible, adaptive, and personalized learning spaces 

through a blend of face-to-face and online strategies. The principles and processes set out in 

this policy are intended to facilitate access to and participation in its higher education, and to 

ensure a high quality, consistent, learning experience for all learners taking part in Blended 

Learning programmes that Programmes. 
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• This policy is also intended to guide the College in managing potential risks and 

vulnerabilities posed by the arrangements for Blended Learning programmes and in particular 

to safeguard academic standards in such programmes. 

 

5.6. Definition of Blended Learning 
 
QQI defines blended learning as “the integration of classroom face-to-face learning experiences 
with online learning experiences”. Blended learning combines classroom teaching with online 
learning, drawing on the strengths of each learning space. KINGSTOWN College has adopted this 
definition and worked towards its implementation in all aspects.  

Our strategy for blended learning has been developed in the context of the College’s current 
strategic plan, as well as our teaching, learning and assessment strategy and is informed by and 
designed to be compliant with QQI’s Statutory Quality Assurance guidelines for Providers of Blended 
Learning Programmes (2018) and the IACP Course Accreditation and Monitoring Regulations. The 
College is committed to providing flexible, adaptive, and personalised learning opportunities 
through a blend of face-to-face and online modes of delivery to ensuring a high quality, 
consistent, learning experience for learners. We recognise that blended delivery has particular 
and distinctive features in comparison with conventional classroom learning environments. 
These include:  

• Learners are located remotely from other learners, tutors and assessors 

• Learners may seek to access course content through different channels so course 
materials must be configured to function in different learning environments (e.g., 
desktop PC at home, smartphones etc. 

• Learners need to engage with the learning resources provided. Eg. the e-learning 
platform - Moodle and the Kingstown College App platform. 

 
Principles that inform our approach to blended learning 
 

• The learner is the centre of the learning process in all modalities 

• Technology is used to creatively enhance the learner experience and  strengthen 
teaching, learning and assessment. Our aim is to create an effective model of delivery 
that blends high-quality tutor-supported face-to-face provision with interactive online 
learning activities.  

• The aim is to get the balance right between programme design which considers learner 
needs, disciplinary requirement and pedagogic practices. 

• Tutors and support staff must possess the knowledge and skills to effectively facilitate 
online teaching, learning and community building 

• Social interaction between learners and between tutors and learners is an important 
component of the  learning journey  

 
Blended Learning in Kingstown College 
Generally, our blended learning programmes include: 
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• Face-to-face tuition in a traditional classroom setting 

• Live and recorded webinars/virtual classroom sessions using Zoom 

• Use of the Moodle Learning Management System (LMS) to support virtual learning 
spaces and discussion and other forums. Synergy is our e-Learning partner for the LMS 
interphase. 

• Use of technology to promote and facilitate collaboration and social interaction 
between learners and create a social space 

• Online activities to support formative assessment 

• Assessment submitted, marked, and returned to learners with feedback through 
Moodle 

Kingstown College have developed their LMS to provide learners with a complete and enriching 
learner experience. Our key strategic drivers are based on best practices in the industry and have 
been benchmarked against the same. Our aim is to ensure that learners have: 
 

• Accessibility – Kingstown College has created an international training footprint, 
supporting a wide geographical spread of learners within Ireland and internationally, 
therefore blended learning will provide access to a high-quality training and education 
experience.   

• Flexibility - We attract learners from a diversity of backgrounds, and many have family 
commitments. Blended learning facilities our learners in accessing our training. Blended 
learning also supports the mix of learning styles in our training through the various 
methods utilized e.g., video presentation and group work.  

• Programme Material -  
o Learners  have easy access to up-to-date ,comprehensive and detailed course 

material when they register and log onto our LMS.   
 

Kingstown College IT Infrastructure 
o Moodle learning management system (LMS) 
o Zoom – delivery of training live webinars/virtual classroom and one-to-one 

meetings 
o ACT is used for registration and student information 

o For secure storage of student information there is an additional platform 
called KC-Root 

o A new CRM is in implementation phase 

 
 
 
 
 
 
 
Assuring the Quality of Online Content 
 

• The Academic Director is responsible  for quality of blended learning provision which 
includes the online content.  
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• We invite feedback from learners and tutors specifically in relation to  the quality of the 
online content, the online learning environment, the supports we have in place 

• The instructional designer, the Academic Director and the Quality Manager review online 
content before it is rolled out. 

• The instructional designer is developing  a Quality Assurance Checklist for Evaluating 
Online Learning which will include standards for online learning materials and resources 

 
Staff Development for Blended Learning 

 

• Tutors must have the necessary knowledge and experience of blended delivery to deliver 

a blended learning programme. Details of the knowledge and experience requirements 

are set out in the statement of required qualifications. 

• WE have a specific induction programme for tutors on blended learning programmes  

• Staff supporting online learners must have experience of online provision or, if not, we 

provide training as part of our CPD programme. 

• We are reviewing our staff/tutor CPD programme to ensure that it includes pedagogic 

and technical training for blended learning. 

• We contract the services of specialists in educational technology and instructional design 

and pedagogy to support our blended learning provision. These specialists are available 

to support out tutors. 

• The Academic Director is responsible for monitoring learner engagement with the online 

learning resources and attendance in the virtual classroom.  

 
Pedagogic Implications for Programme Development in Blended Learning Context 
 

• Programme design teams (PDT) have input from an instructional designer who has 
knowledge and experience of pedagogical theories and teaching approaches used to 
support technology enhanced learning.  

• At outset of the design process, the PDT considers the programme learning outcomes 
and learner profile carefully before deciding which, if any, of the learning activities will 
be delivered online  

• The PDT maps these activities to the learning outcomes and set out clear instructions as  
to how the learner must complete these activities  

• The instructional designer is a key member of the programme design team and takes the 
lead, with the subject matter expert, on the design of the curriculum on blended learning 
programmes 

 
 
Capacity and Resource Planning for Blended Learning 
 

• The Board of Directors has delegated responsibility for all capacity and resource planning 
including blended learning provision to the Management Board.   

• The Management Board has allocated a budget for investment in IT infrastructure and 
the human resources needed to provide a blended learning model of delivery to a high 
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standard to include the use of external specialists, CDP to develop the capacity of tutors 
and staff in relation to blended learning pedagogies and learning design frameworks, and 
learner support  

• The Academic Board maintains oversight of internal capacity and resources available to 
support blended learning.  

• The QA Manager has overall responsibility for overseeing the quality of training provision 
in all modalities. The QA manager is supported in this task by our eLearning partner in 
relation to blended learning. The eLearning partner is Synergy. 

 

5.7 Learner Supports and Resources for Blended Learning 
 
Supports for learners on blended learning programme are detailed in programme information 
sources such as the learner handbook, the College website, the LMS, the College App and are 
signposted throughout the programme. These include:  
 

• Dedicated IT support 

• Guidelines for online learners 

• Induction: Personalised induction with the Lead tutor following registration where 
questions and issues around course material/ coaching tools/ coaching practice are 
discussed.   

• Regular scheduled online one-to-one Zoom meetings/telephone calls with the tutor are 
for support, feedback on progress and practical guidance around the programme 
material and their coaching practice. 

• Support of the Learner Support Coordinator to non-academic/technical queries 

• Coaching Practice: Online learners are required to practice their coaching tools in real 
life.  Their tutor assists them with the organisation and logistics of coaching practice 

• Online Collaboration: Our tutors encourage learners to research, share and discuss views 
on content and topics by facilitating and moderating online collaborative forums and 
discussion groups 

• The Kingstown College Community App. : As part of the blended learning strategy to 
provide students with a flexible and adaptive learning opportunity ,we launched a 
College App in 2020 with the aim of developing and facilitating  a community of practice. 
The App allows for easy interaction and fosters a sense of community. The KC Community 
App is accessible by invite only. Learners can create their personal account and access all 
features. These features include: 

o The App works on phone/ desktop computer/laptop.  
o Students can make their voice heard and comment, post and connect with 

colleagues through the app.  
o It allows students to advertise their professional practice in the pro-bono 

coaching group 
o Allows access to the webinar recordings in the resources folder which has NEW 

content added weekly 
o Engage with other members of the Kingstown Community 
o Ask questions, look for advice & inspire others  
o  Refresh the coaching toolbox with new tools added regularly 



 
 

    60 

o Immerse in Live Streams  
o Stay up to date with EMCC and ICF news and updates 
o Be the first to hear about upcoming events 
o All students must acknowledge and sign the below documents before they are 

allowed access: 
o Privacy Policy 
o Terms and Conditions 

 

Friday Morning Webinars 
 
The Friday Morning webinars are a regular feature at Kingstown College which offer a 
personalised online experience to the students.  

o The webinars are facilitated by subject matter experts 
o It provides an area of psychological safety for coaching professionals to explore 

their potential in the community 
It is also a  key part of the CSR initiatives of the college 

5.7.1 Implementation of Learner Supports 

 

The policy owner is the Academic Committee.   Academic Director is responsible for learner 

supports. 

All Kingstown staff have responsibilities, directly or indirectly, in providing learner support and 

therefore should be aware of their roles and responsibilities in providing quality service to all 

learners. 

5.7.2 Reasonable Accommodation/compassionate consideration 

We accommodate special needs insofar as this is practicable and meets the programme 

requirements, to ensure that learners who may need additional support can access our 

programmes. Examples of accommodations (this list is not exhaustive and any learner presenting 

with any other support need will be accommodated within reason to the best of our ability) include 

• Physical modifications to the training sites e.g. seating arrangements etc. 

• Learning materials provided in accessible format 

• Additional time allocated to complete assessments 

• Alternative assessment formats 

• Advice on Access, Transfer and Progression 

•  Learners can access the full range of supports in the Learner Handbook (KCP-QA5- 

1000), on Moodle and at an academic induction. 

• The adequacy and effectiveness of all supports are monitored by QA Manager and 

reported on by the Academic Director to the Academic Committee who may recommend 

enhancements 

• Programme Directors and tutors are required to monitor the supports and resources 

• Supports and resources are detailed in the Programme Descriptor (KC-QA3-3000) 
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5.7.3. Reasonable Accommodation/compassionate consideration Procedure 

 

Purpose 

To provide training which is accessible to individuals with additional or diverse needs and 

other non-standard applicants insofar as this is possible and practicable.  

Responsibility 

• The Learner Support Coordinator coordinates reasonable 

accommodation/compassionate consideration requests and arrangements  

 

• The tutor is responsible for implementing the agreed arrangements and monitoring 

learner progress  

 

Definitions 

• Reasonable Accommodation 

 

• Compassionate Consideration 

 

Procedure 

The College’s  Equality and Diversity Policy clearly sets out our commitment to facilitating 

diversity and difference 

 

There is a question on our programme application form asking applicants if they have any 

additional support needs. We also encourage learners to approach their tutor of other staff 

member at any point of a programme if they wish to highlight a specific need.  

 

We deal with requests for reasonable accommodation on a case-by-case basis.  

 

The Course Coordinator brings any such requests or application forms to the attention of the 

Learner Support Coordinator 

 

We explain reasonable accommodation/compassionate consideration in the Learner Handbook 

(KCP-QA5- 1000), on Moodle and at induction. 

 

Procedure Reasonable Accommodation/Compassionate Consideration  

Associated 

Policy/Policies 

• Teaching and Learning 

• Assessment 

• Equality and Diversity 

Version No and Date  KCP-QA0.1 012021 Owner 

Quality 

Assurance 

(QA) 

Manager 

Adoption Date 03/02/2021 Review Date  03/02.2022 
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The learner submits a request to the Learner Support Coordinator based on his/her specific 

circumstances with proof of the same using the College’s Application for Reasonable 

Accommodation/Compassionate Consideration Form 

 

The Learner Support Coordinator reviews applications and may contact the learner to discuss 

the request, gets advice and input from the Quality Officer and/or the Academic Director if 

needed 

 

The request is granted/modified/rejected based on the outcomes of this discussion and/or the 

application. 

 

 

The Learner Support Coordinator  

• Agrees arrangements with the learner 

• Confirms that the resources are in place to implement the arrangements 

• Advises the tutor accordingly  

• Communicates the decision to the learner in writing setting out arrangements 

• Communicates the decision to the learner in writing setting out reasons if reasonable 

accommodation is not granted 

• Records details of the arrangements on the learner record and our Record of Assisted 

Learners 

 

The tutor implements the agreed arrangements, monitors progress and brings any concerns to 

the attention of the Learner Support Coordinator 

 

Examples of supports we can make available to learners (this list is not exhaustive, and we will 

accommodate any learner requesting support to the best of our ability) 

 

o Physical modifications to the training location e.g., seating arrangements etc. 

o Learning materials provided in accessible format  

o Additional time to complete assessments. 

 

The Quality Manager informs the external authenticator and the results approval panel if 

reasonable accommodation for assessment has been provided for a learner. 

 

 

Supporting Documents 

• Application for Reasonable Accommodation/compassionate Consideration Form 

• Record of Assisted Learners 

 

 

 

 

Reference Documents 

• Ahead’s Teaching and Learning; Making learning accessible for learners with 

disabilities in further education 

• Equality and Diversity Policy 
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5.7.4 Pastoral Care 

In addition to providing educational supports, we also support learners’ general wellbeing. 

Personal and emotional support is available to students by Kingstown College staff (e.g. tutors, 

mentors, advisors, Student Support). The Learner Support Coordinator, is responsible for inquiries 

about pastoral care issues from international and non-international learners. The QQI Code of 

Practice for Provision of Education and Training to International Learners is referenced when 

relevant. 

5.8 Training Locations and Facilities  

Programmes are delivered by Kingstown College in suitable venues which meet the needs of the 

programme delivery, as well as the health and safety and accessibility requirements. Venue 

suitability is approved by the Academic Director who assesses all premises to ensure suitability 

and compliance with standards laid out for selection of venues, prior to securing the venue. A 

suitability checklist for the same is available and needs to be duly completed and submitted for 

approval. 

 

• Checklist for suitability of Training Facilities 

5.9 Establishing and Maintaining a Community of Practice (CoP) 
 

Kingstown College’s vision is to create a learning environment that values critical reflection and 

fosters personal and professional development for learners, tutors, staff and alumni. Kingstown 

envisages this continuum of learning to extend beyond certification and offers learners the 

opportunity to develop their relationship with Kingstown as an alumnus by encouraging their 

active participation in a Community of Practice (CoP). 

 

 
 

  

Aims of the Community of Practice 

 

• Update on changes that impact on the coaching profession 

/Users/prasaddeshpande/Desktop/QQI%20Resubmission/Documents%20to%20be%20submitted%20with%20response/Checklist%20for%20Suitability%20of%20Training%20Facilities%20V2%20022021.pdf
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• Support the development of coaches as professional practitioners  

• Facilitate informal learning and networking between alumni 

• Open access to broader community and occupational learning resources  

• Maintain communication and develop relationships with alumni 

• Evaluate the impact of Kingstown programmes on alumni careers  

• Identify additional training needs  

• Inform alumni of opportunities arising for further study/professional development 

• Inform Kingstown QA processes including programme review, revalidation and 

programme planning 

 

How it Works 

 

• Graduates are introduced to the CoP following certification 

• Graduates are invited to attend continuing professional development and educational 

events /functions organised and hosted by Kingstown College and associated 

organisations 

• All Graduates are invited to refresh their learning through attendance at any of the 

Modules of the course they have studied following graduation at no cost to them 

• Graduates are invited to contribute to the Kingstown College Coaching Magazine and 

also receive a free copy of the magazine 

• Graduates are invited to Group Coaching Supervision on a Bi-Monthly basis  

 

5.10 Facilitating Diversity 
 

Kingstown is committed to equality of access and attainment among learners and proactively 

seeks to promote equality and facilitate diversity. One of the College’s stated values is Respect: 

We recognize the diversity of identities and experiences and treat each person with honesty, 

dignity, fairness, accountability, and integrity. We aim to provide training which is accessible to 

all learners including those individuals with additional or diverse needs and other non-standard 

applicants insofar as this is possible and practicable.  

 

Ideally, we identify the diverse needs of learners at the application stage but also encourage 

learners to approach their tutor of other staff member at any point of a programme if they wish to 

highlight a specific need. We consider each request on a case-by-case basis. While we make every 

effort to accommodate special needs and non-standard learners, we can only respond to requests 

that are reasonable and practicable and applicants must meet minimum entry requirements for the 

programme.  

 

 

Key Steps 

 

• We have an Equality and Diversity Policy which clearly sets out the Kingstown’s 

commitment to facilitating diversity and difference 

 

• We provide equality and diversity training as part of staff induction and on an ongoing basis 

to ensure staff are aware of equality and diversity issues and have the capacity to 
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accommodate diversity. 

 

• Equality and diversity is addressed in the Learner and Staff/Tutor handbooks and at 

induction. 

 

• We provide information on the range of supports available to learners and how they can be 

accessed at Induction and on Moodle 

 

• The tutors ask learners at programme commencement if they have any additional support 

needs. 

 

• The programme design teams bear in mind the needs of all the potential participants when 

designing training sessions and training materials 

 

• We provide pre-entry information about the content, assessment and demands of each 

programme to help applicants make an informed choice about participation.  

 

• There is a question on our programme application form asking applicants if they have any 

additional support needs. In addition, learners can disclose any additional support needs at 

any point during the programme. 

 

• The applicant is responsible for requesting reasonable accommodation and for providing 

documentation that verifies and confirms their need.   

 

• Individual learners’ needs are reviewed and identified at the start of the programme and 

appropriate resources and/or strategies provided to respond to those needs effectively. 

 

• Examples of supports that Kingstown can make available to learners (this list is not 

exhaustive and any learner requesting support will be accommodated within reason to the 

best of our ability) 

 

o Physical modifications to the training location e.g. seating arrangements etc. 

o Learning materials provided in accessible format where possible. 

o Additional time to complete assessments. 

 

The Internal Verifier informs the External Authenticator and the Results Approval Panel if 

reasonable accommodation for assessment has been provided for a learner. 

 

5.11 Learner Complaints 
 

We welcome comments, suggestions and complaints about our performance and regard 

complaints as opportunities to review programmes, practice, procedures and identify areas for 

improvement. Complaints may come from learners, staff, trainers, employers, awarding bodies, 

statutory agencies and the general public.  The College recognises and upholds learners’ right to 

make a complaint in the event that they feel they have been mistreated or disadvantaged in any 

way. We take all valid complaints seriously and strive to achieve speedy, equitable, timely and 

courteous solutions doing everything we can to resolve complaints informally and at the earliest 

possible opportunity. If this is not possible, a formal complaint can be made through our 
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Complaints Procedure (KCP-QA5-2000). All complaints are reviewed in a fair and consistent 

manner and resolved to the complainant’s satisfaction, insofar as this is possible.  
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SECTION 6 
Assessment of Learners 

 
6.0 Policy Statement 
 

We believe that all learners are entitled to fair, consistent and transparent assessment processes 

and procedures with regard to any assessment that they undertake with Kingstown College. We 

have procedures in place to ensure that learners are provided with information regarding 

assessment at appropriate times. We ensure that learners receive timely and constructive feedback 

on assessment. We provide learners with the opportunity to appeal results. We identify and meet 

the needs of learners with specific requirement insofar as this is practical.  

 

This policy is framed on the QQI guidelines which ensure that the assessment framework 

establishes our philosophy on and approach to, the assessment of learners in both formal 

assessments (where it leads to certification) and in-house assessment. It also addresses the 

administration of assessment by the provider. 

 

We are committed to carrying out the assessment that:  

 

• Meets the needs of our learners 

• Meets the needs of the professions we support 

• Is clearly understood by our tutors, learners and all members of our programme teams 

• Fair to our learners in terms of access and process 

• Fit-for-purpose in offering recognised certification to our learners 

• Consistent with our mission  

• Meets the requirements of our awarding bodies. 

 
6.1 Policy Responsibility 
 

The policy owner is the Academic Committee. 

 

6.2 Reference Documents 
• QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013 

• NFQ grid level of indicators 

• QQI grading criteria 

• FETAC Guidelines for Internal Verification 

• QBS Quick Guide for Certification V1 

• Key Dates and Information - Awards and Certification (published annually) 

• QQI Guide on How to Reset/change QBS Password   
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6.3 Assessment Responsibility 
 

The Academic Director is responsible for the coordination and implementation of all assessment 

processes.   

 

6.4 Overview of the Assessment Process 
 

6.4.1  Assessment  

• We develop and implement assessment policies, processes and procedures and agree 

them with QQI. 

• Programme design team devises assessment instruments, marking schemes and 

assessment criteria as part of programme design.  

• A member of the internal assessment team marks and grades the learner evidence.   

• The Academic Director records outcomes. 
 

6.4.2  Authentication  

• The Internal Verifier verifies that all assessment procedures have been applied and 

monitors the outcome of the assessment process. 

• The Academic Board assigns an External Authenticator on the advice of the 

Academic Director. 

• The External Authenticator moderates assessment results by sampling learner 

evidence according to the College’s sampling strategy (KC-QA6-1000).  

6.4.3 The Assessment Process 

6.4.3 a. Planning Assessment 

 

Kingstown’s assessment briefs, assessment criteria and marking schemes are developed at the 

programme design stage in accordance with QQI guidelines, award specifications and to suit our 

learner profile.  They are included in the Programme Descriptor (KC-QA3-3000) which is 

approved by the Academic Committee and reviewed annually or more frequently by the 

Programme Director as part of the annual programme review, and adjusted, where possible and 

practicable. 

 

All tutors and assessors have a copy of QQI Quality Assuring Assessment Guidelines for 

Providers Revised 2013 and a copy of Kingstown’s QA Handbook each programme in advance 

of the programme commencing.  

 

• The assignment submission dates are set. 

• Programme and assessment schedules are created with dates for submissions. 

• Assessment briefs and guidelines for completing assignments are uploaded to Moodle. 

• Learning outcomes are entered on VERI. 

• The Course Coordinator, working with the Internal Assessor, organises the skills 

assessments and coordinate scheduled times with learners. 
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• An Assessment Criteria worksheet (KC-QA6-2000) containing guidelines for assessment 

is distributed to the assessor team.   

• The assessment team meet to deal with any queries which may arise related to assessment.  

Arrangements with learners with special assessment needs is also discussed at this 

meeting. 

 

6.4.4 Information to Learners 
 

As part of the learner induction process, learners are given full details of how the programme is 

assessed and their responsibilities in the assessment process.   Tutors walk learners through a 

presentation on the first day of the programme and direct them to guidelines for completing 

assignments outlined in the appendices of their workbook and on Moodle.  Details of assessment 

regulations are also contained in the Learner Handbook (KCP-QA5-1000).  Learners are made 

aware of: 

 

• QQI award to which the programme leads 

• EMCC and ICF accreditation requirements 

• Programme outline 

• Assessment schedule 

• Assignment Guidelines 

• Marking and Grading 

• Standards of academic conduct expected 

• Appeals and repeat processes 

• Reasonable accommodation and compassionate consideration provisions 

• Provision of formative and summative assessment 

 

6.4.5 Submission of Assignments 

6.4.5 a. Guidelines for Completing assignments  
These are made available to students and reiterated from the induction program onwards.  

Guidelines for completing assignments are outlined in the appendices in the workbook that 

learners receive on the first day of their programme.   Tutors review these requirements with 

learners as part of the first day’s agenda.     

 

6.4.5.b. Submitting Assignments 
Tutors are responsible for providing information on how to submit the assignments and the date 

which the assignment must be received. They are supported by a Learner Support representative 

in doing this. 

All assignments are submitted by either completing them through the  E-learning 

portal (www.ecoaching.ie), such as reflective logs, questionnaires, or by uploading them through 

the portal, in the case of book and journal reviews. Any issues with the E-learning portal, are 

handled by the Learner Support team. 

All submission must include the following details: 
Full name, confirmation of the programme location and programme start date. It should also be 

accompanied by the Plagiarism declaration which is available on the e-learning site. 

 

http://www.ecoaching.ie/
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6.4.5.c. Submission Deadlines 
 

Learners must adhere to deadlines set for submission of their assignments.   Should a situation 

arise where a learner cannot submit their assignment by the deadline date, an extension may be 

granted at the discretion of Internal Assessor.  The learner should contact the Learner Support 

Coordinator in advance of the deadline date with the following information: 

 

• reason for their request 

• details of the assignment(s) will be delayed and the expected date(s) of 

submission  

 

Learner Support Coordinator reviews the request with the Internal Assessor and/or Academic 

Director and the learner receives a reply confirming acceptance of the proposed submission date 

or an alternative date may be given. 

 

Where a learner fails to submit their assignments within the agreed upon timeframe, it is assumed 

that they have withdrawn from the programme. These learners may reapply to Kingstown College 

in writing to have their assignments submitted with another group; however, learners who choose 

this option may be required to attend part of another programme to ensure that all learning 

outcomes have been achieved. 

6.6 Security of Assessment Materials and Related Processes     
 

Kingstown has systems and processes in place to ensure the security and integrity of: 

 

• Assessment processes 

• Assessment materials 

• Assessment records 

• Assessment evidence 

 

Assessment materials refer to any documentation associated with the planning, conducting and 

concluding of the assessment process. Examples of assessment materials include; Assessment 

briefs, Solutions/Marking schemes/Model answers and Practical/Skills Demonstration 

instructions 

Assessment evidence refers to any evidence (hard copy, soft copy, artefacts, etc.) which forms 

part of a programme assessment. 

 

Assessment records include paper documentation, certification records, learner records, results 

sheet, electronic records / files, databases, photographs and/or digital footage. 

 

The Academic Director ensures that: 

 

• Assessors and learners are aware of their responsibility in relation to the integrity and 

security of assessment  

• Assessment storage facilities are secure with authorised access only 

• Assessors and learners are fully familiar with our policy in relation to academic 

misconduct  
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The Internal Assessor is responsible for: 

 

• compliance with assessment procedures which reflect Kingstown and QQI requirements  

• taking due care with assessment materials while in her possession so that assessment 

integrity is not compromised 

• compliance with arrangements for the retention and secure storage of assessment 

materials and assessment evidence 

 

Learners are responsible for conducting their studies honestly, ethically and in accordance with 

accepted standards of academic conduct.  Examples of academic misconduct include plagiarism, 

presenting falsified or improperly obtained data or being assisted in the presentation of 

assessment tasks. 

 

Assessment evidence submitted via Moodle:  

 

Kingstown College understands the importance of confidentiality and is dedicated to 

maintaining the security and integrity of all assessment materials and processes.  In this way, it 

is the policy of the company to: 

 

• Maintain all assessment materials in a secure location which is only accessible to 

management and primary programme contributors. (Moodle/VERI) 

• Have the required IT security measures in place to maintain the integrity of data held in 

electronic formats. 

 

Skills assessments are recorded via Zoom and monitored by a tutor.   At the start of the 

assessment, learners are asked to verify their name and programme venue and start date.   

Recordings are secure and accessed and viewed only by the assessor, the Academic Director, the 

Internal Verifier and the External Authenticator. 

 

6.7 Security around Internal Verification and External Authentication 

 

The Internal Verifier thoroughly check all data for certification purposes for accuracy and 

reliability through the authentication and results approval processes before it is submitted to the 

awarding body for certification. During the External Authentication process, only authorised 

staff have access to assessment evidence. On completion of the process, the Internal Verifier 

moves assessment material to appropriate secure storage space to facilitate ease of access in the 

event of learner appeals.  

 

6.8 Maintenance and Storage of Assessment Evidence 
 

On conclusion of the Results Approval Panel meeting, the Internal Verifier securely disposes 

(e.g. shredded/deleted from the relevant drive) of hardcopies of all assessments and related 

materials, which have been ratified by the Panel except materials pertaining to a learner who has 

appealed result (these are securely retained until the completion of the appeals process 

timeframe and then destroyed). The College retain all assessment records in line with current 

legislation and GDPR (General Data Protection Regulation) maximum terms, guidelines issued 

by the awarding body or due to regulatory/legal requirement. 
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6.9  Results Approval  
 

The Result Approval Panel ensures the fair and consistent assessment of learners. Results approval 

occurs after external authentication and before the learners work is submitted to QQI through the 

QBS certification 

The results approval  process applies to assessments leading to a QQI award to learners. All learner 

results are provisional until approved by the Results Approval Panel. 

 

It is prohibited to process the learners’ work for certification until the RAP process has been 

completed. The QA Manager must sign off on the group summary assessment sheet and all items 

signed off must be recorded in the RAP minutes 

6.9.1 Role of the Results Approval Panel (RAP) 
 

a. The RAP must ensure that all assessments submitted to it are comprehensively reviewed 

and that an internal verification of the learners work and the results have taken place. 

b. An internal verification report must be completed for each group of learners being 

examined. 

c. Role of the RAP Panel is to ensure that: 

i. Results are quality assured and signed off by authorised personnel prior to 

submission to QQI 

ii. Appropriate decisions are made about the outcome of the assessment, verification 

and authentication processes 

iii. Assessment procedures are observed and there is evidence of consistency 

amongst tutors 

iv. There is ample evidence of record keeping and thorough application of the 

assessment and administrative procedures. 

v. All suspected irregularities have been highlighted to the QA Manager 

vi. Any recheck outcomes which are unsatisfactory to the learner are reviewed, 

assigned actions and signed off. 

 

6.9.2 Terms of Reference for the Results Approval Panel: 
 

Governance and Authority 

• The RAP takes directions from and reports to the Academic Committee.  

• The Academic Committee has the right to alter the composition and operation of the 

RAP. 

• These Terms of Reference may be amended, varied or modified only after 

consultation and agreement by the Academic Committee.  

 

The Terms of reference for the Results Approval Panel  can be found in Section 1B – 

Governance and Management of Quality. Section 1.13 

Results Approval Panel members will be directed to carry out their duties without bias and will 

make their decisions based on the documented information provided to the panel.  
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6.10 Results Approval Procedure 

 

 

Purpose of results approval process 

 

To ensure that results are fully quality assured and signed off by the provider prior to 

submission to QQI for certification.  This involves the establishment of a results approval panel 

and includes systems for submitting learner data and results. (QQI Quality Assuring 

Assessment Guidelines for Providers Revised 2013. Results approval occurs after external 

authentication and before the assessment results are submitted to QQI for certification. 

Scope 

 

The results approval process applies to all assessment on programmes leading to awards on 

the NFQ 

 

 

Responsibility 

Academic Director 

 

 

Procedure- Functioning of Results Approval Panel 

 

• The Academic Director convenes a Results Approval Panel meeting for each 

certification period and invites the external authenticator to attend the meeting to 

comment on the outcomes of results moderation against national standards and to help 

identify strengths, gaps and areas for improvement (if feasible). 

• The role and responsibilities of the Panel are clearly set out in the RAP terms of 

reference 

• The Course Co-ordinator attends all meetings and provides administrative support to 

the panel  

• The Course Co-ordinator issues an agenda and supporting documents to members of 

the panel at least seven working days in advance of the meeting  

• The Quality Manager records details of any issues identified, and improvements 

recommended at the meeting and structures them in the form of a Quality Improvement 

Plan (QIP) 

• The Quality Manager also records examples of best practice identified during the 

authentication process with a view to sharing these with relevant staff/tutors.  

Procedure 
Results Approval 

 

Associated Policy Assessment 

Version No and Date  KCP-QA1.2-012021 Owner 
Academic 

Director 

Adoption Date 03/01/2021 Review Date  03/01/2022 
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• The Quality Manager monitors the implementation of this plan on an ongoing basis.  

And progress on the implementation of the plan is reviewed at the subsequent panel 

meeting/s  

• The Panel may make recommendations for corrective action to address concerns if 

irregularities are identified  

• The Panel approves the results having discussed and considered the authentication 

reports  

• The Course Coordinator prepares meeting reports which are signed by the Chair and 

retained for monitoring purposes.  

• The Chair also signs the Results Summary Sheets and the Final Approved Results. 

This signature is the authorisation to submit the approved results to request 

certification.   

• Following approval of results by the RAP, the Quality Manager and the Course 

Coordinator double-check the certification data for accuracy and reliability prior to 

requesting certification. 

• The Quality Manager retains copies of final summary sheets indicating any 

amendments and records of learner results submitted to QQI. 

• The Quality Manger presents copies of RAP reports and highlights significant issues 

arising from RAP meetings to the Academic Committee 

 

Issue and Submission of Results following the RAP meeting 

 

The Course Coordinator  

 

• Submits the approved results to QQI via the QBS  

• Confirms that all elements of the authentication process have been implemented and 

adhered when requesting certification. 

• Prints the Statements of Results from the QBS  

• Ensures that there is Statement of results for each learner.  

• Issues the results to learners via email flagging the facility to have the assessment 

outcome rechecked or to submit an appeal 

• Maintains records 

 

Supporting Documents 

 

• Results Approval Panel Terms of Reference 

• Results Approval Panel Meeting Agenda 

• Results Approval Panel Report Template  

 

Reference Documents 

 

• QQI Key Dates and Information - Awards and Certification (published annually) 

• QQI Quality Assuring Assessment, Guidelines for Providers, Revised 2013 

 

 
 

file:///C:/Users/Hartnett/Dropbox/2.%20Current%20Clients/RACE%20QA%20Services/Support%20Documents/RAP%20Meeting%20Agenda%20Template%2015012021.docx
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6.11 Appeals Process  
To ensure that the Learner has a fair chance of looking at their assessment, we have in place the Appeals 

Process.  
 

Following QQI, Kingstown College adopts the following definition of an Appeal, “An appeal is a request 

for a review of a decision made by the academic body responsible for student progression, assessment 

and awards.”   

The appeals policy includes appeals and processes in relation to online and blended learning. 

The Appeals Process enables the learner to appeal: 

•  The assessment process, if they perceive that there have been any irregularities/inequality in 

its implementation; and/or the assessment result.  

Kingstown College will ensure the following:  

o Information will be given to all Learners on the Appeals Process, via the Pre- Course 

Information available on the website and also as part of the course induction.  

o The Appeals Process includes the procedures and deadlines for submitting an appeal.  

o Learners are informed of their right to appeal their result and must follow the 

relevant process.  

6.12 Assessment Appeals Procedure 
 

 

Purpose 

To enable the learner to appeal:  

• The assessment process, if they perceive that there have been any 

irregularities/inequality in its implementation; and/or  

• The assessment results. 

Scope 

All assessment 

 

Definition 

An appeal is a request for a review of a decision made by the academic body responsible for 

student progression, assessment and awards.  

 

Procedure Assessment Appeals  

Associated Policy/Policies Assessment 

Version No and Date  KCP-QA1-012021 Owner 
Quality 
Assurance 
(QA) Manager 

Adoption Date 01/02/2021 Review Date  01/02/2022 
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Assessment Recheck  

A recheck of the administrative operation of checking the recording and the calculation of 

marks.   

 

 

Assessment Review  

A review is a re-consideration in detail of all or part of existing assessment material by the 

internal assessor and external authenticator 

 

 

Procedure for Assessment Recheck 

We let learners know about their right to appeal at induction, in the learner handbook and 

when we issue provisional/approved results 

We allow learners up to 10 days following receipt of approved results to lodge an appeal.  

 

Only results approved by the RAP can be appealed by the learner. 

 

 

Assessment Recheck: How to apply? 

 

To apply for a recheck the learner must complete the Recheck Application Form and return it 

the Learner Support Coordinator no later than ten days after receipt of results.   We do not 

accept Late applications  

 

The Learner Support -Coordinator reviews the relevant assessment material/s and arranges 

for an independent verification of the recording and the calculation of marks awarded and 

informs the learner of the outcome. 

 

 

Procedure for Assessment Review 

Learners should apply for feedback before requesting an assessment review.   A learner must 

submit a detailed written submission using the Review Application Form before a review is 

granted. The submission must clearly identify the element or elements of the assessment for 

which the review is being sought. It must also detail the grounds on which the review is sought 

and must contain all information which the learners wish to have considered in the review. The 

only evidence which may be presented by the learner at appeal is that which has already been 

presented for assessment. No new evidence may be added by the learner for the appeal 

An application for a review will only be considered if it is based on one of the following 

grounds:  

   

• The assessment regulations were not properly implemented. 

• The regulations do not adequately cover the learner's case.  

• The Results Approval Panel were unaware of compassionate circumstances related to 

the learner's assessment situation were made known to the Training Unit by the 

learner prior to or during the course of the assessment concerned  
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The application for a review, consisting of documentation and supporting evidence submitted 

by the learner, is considered by the Results Approval Panel.  

 

The learner has the right to appear personally before the Panel and to be accompanied, if 

desired. 

 

The Results Approval Panel makes known its decision in writing to the learner. This decision 

cannot be appealed. Learners are advised that the outcome of a review may result in the 

same, a higher or lower mark being awarded. The Results Approval Panel or any member 

thereof cannot adjudicate on grade reviews or appeals. This is done by an Independent 

Assessor who submits his findings. 

 

 

 

Appeals Process  

An appeal is assigned to an independent appeals assessor. The individual/assessor who made 

the original assessment decision cannot be the person appointed to assess the learner appeal. 

The appeal assessor must have subject matter expertise. 

The decision of the appeal- assessor is final 

The Internal Verifier  

• Logs the appeal application from the learner, logs it and submits it to the assigned 

Independent Appeals Assessor 

• Informs the awarding body of the result change (if there is a change) 

• Informs the learner of Independent Appeals Assessor’s decision within the agreed 

timeframe 

 

The Learner 

• Details the grounds for appeal (assessment result appeal or assessment process 

appeal) 

• Notes the timeframe for appeal   

• Lodges an appeal using the appeal application form  

 

The Independent Appeals Assessor; 

• Examines the learner appeal 

• Investigates whether agreed assessment procedures were followed 

• Decides on the appeal  

• Makes the decision available to the Internal Verifier within the agreed timeframe. 

 
 

Outcome of the Appeal Process: 

The Learner Support Coordinator 

• Let’s the appeallant know if there is no change to the grade within 5 working days of the 

decision 
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• Writes to the learner indicating the outcome of the appeal if the appeal is upheld within 5 

working days of the decision 

• Informs QQI of the change in grade immediately   

• Request an amended certificate. 

• Maintains a record of appeals and outcomes. 

 

Supporting Documents  

• Recheck Application Form  

• Review Application Form  

• Assessment Appeals Application Form 

Reference Documents  

• QQI Quality Assuring Assessment Guidelines for Providers Revised 2013 (Section 6, Pages 

29 and 30) 

 

6.13 Dealing with Plagiarism 
 

Definition 

Plagiarism is the presentation of someone else’s ideas, arguments, concepts or work as one’s 

own by failing to reference or acknowledge it properly. 

 

• We promote a culture which values and supports academic integrity and we have procedures 

in place to prevent, detect, combat and deter plagiarism.  

• We give guidance to tutors and assessors in what constitutes plagiarism, the degrees of 

plagiarism and on the distinction between acceptable collaboration with others and collusion 

in plagiarism. 

• We make learners aware of the consequences of plagiarism at Induction, in the Learner 

Handbook (KCP-QA5-1000)  and on Moodle 

• We make guidelines on how to avoid plagiarism available to learners  

• We make tutors and assessors aware of the protocols we have in place for investigating cases 

where plagiarism is suspected, and the level of evidence required before an accusation can 

be considered  

• We design assessment strategies to minimise the possibility of plagiarism and provide 

training, guidance and support to programme design teams in the design of assessments 

instruments so as to minimise the opportunity for plagiarism. 

• We use Turnitin plagiarism detection software to help us to immediately identify the 

percentage of matched text in an assignment. Turnitin provides us with an overview of 

where the content of the assignment matches to. All found matches between assignments and 

related sources are highlighted on the assignments 

• Accepting unwarranted support from others e.g. work colleagues or graduates of our 

programmes in preparing continuous assessment elements which are submitted as one’s own 

work is a form of plagiarism. 

 

 

 

file:///C:/Users/0005437s/Dropbox/2.%20Current%20Clients/CMSE/QAS/6.%20Assessment/Reference/Quality%20Assuring%20Assessment%20-%20Guidelines%20for%20Providers,%20Revised%202013.pdf


 
 

    79 

6.14 Reasonable Accommodation/Compassionate Consideration 
 

Kingstown makes reasonable accommodation and compassionate consideration available to 

cater for learners with individual needs who may otherwise be excluded from demonstrating 

their achievements of the standards being assessed.  The procedure is as follows: 

 

• The learner submits a request to the College based on his/her specific circumstances with 

proof of the same. 

• The learner, the Internal Assessor and the Programme Director may meet to discuss the 

request.  

• The request is granted/modified/rejected based on the outcomes of this interview or on the 

application. 

• The Internal Assessor agrees arrangements and advises the tutor accordingly 

 

The College makes every effort to accommodate learners’ needs where possible and where the 

request is reasonable. 

 

The Course Coordinator maintains a Record of Assisted Learners. 

6.15 Repeat of Assessment 
 

In the event of a learner’s failure to achieve the required pass standard in an assessment.  They 

are provided with full feedback outlining their development needs by the Internal Assessor.  A 

development plan is put in place to help them achieve the standard required.  In this situation, 

Internal Assessor monitors their progress on a monthly basis. 

6.16 Consistency of Marking and Grading 
 

The Internal Assessor oversees the marking and grading of all assessments and undertakes most 

of it herself. The Internal Assessor and all members of the assessor team working under her 

direction use the same assessment instruments and marking schemes which results in a 

standardised approach to assessment and consistency in marking and grading. 

6.17 Issue of Award Certificates 
 

Once we receive the QQI certificates, the Course Coordinator scans them to each learner’s file for 

record keeping purposes and then contacts learners to confirm their address before posting the 

certificates to them. 

6.18 Return of Certification Data 
 

It is the responsibility of the Academic Director to ensure all assessment data is accurate, 

consistent and reliable prior to submission to QQI for certification purposes.  The Chair of the 

Results Approval Panel signs before they are submitted to the awarding body for certification.  

The College uses VERI to automatically upload certification data to QQI’s QBS system. VERI is 

GDPR compliant. 

 

Following approval by the Results Approval Panel, the Academic Director and the Internal 

Verifier double-check all data for certification purposes for accuracy and reliability prior to 
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requesting certification. The Internal Verifier confirms that Kingstown has implemented all 

elements of the authentication process and adhered to all agreed procedures at the point of 

requesting certification for learners. 

 

The Internal Verifier then makes results available to learners. 

 

6.19 Feedback to Learners 
 

The method of providing feedback to learners is as follows: 

 

• A copy of the feedback is provided to the learner following each assessment. This is 

uploaded on the Moodle site for learners to log in and access.  

• Should a learner request further feedback, he/she can contact us and the Internal 

Assessor will arrange a time to discuss their feedback in more detail.  Kingstown will 

assist learners in their continued development through learner supports provided. 

 

6.19.1 Formative Feedback 

 

Tutors provide learners with appropriate, timely and constructive feedback on assessment which 

informs their participation on the programme and helps to ensure a successful outcome. Tutors 

provide formative feedback on a one-to-one basis and/or group basis to learners at various stages 

throughout the programmes.  Feedback helps learners to address areas for development and gaps 

in their learning and can used by learners to improve on their summative assignments.  

 

Learners are asked for their views of the quality and adequacy of the feedback they received on 

the Learner Evaluation Form. 
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                          SECTION 7 
                   Support for Learners 
 

 

7.0 Policy Statement 
In keeping with our vision and values to promote excellence in learning and become a trusted 

educational partner for our learners, Kingstown College (“Kingstown”) is committed to providing 

learners with a range of supports throughout their learning journey.   

 

All employees, tutors, learners and other stakeholders are encourage to provide feedback both 

formally and informally as to ways we can continuously improve the supports we provide. 

 

7.1 Policy Owner(s) 
 

The policy owner is the Academic Committee. 

 

7.2 Support for Learners 
 

Our commitment to supporting our learners is evidenced across many aspects of our quality 

assurance system. Learner support guidelines are included in the following:  

 

1. Learner handbook  (KCP-QA5-001) 

2. Tutor handbook 

3. Access to Reasonable Accommodations as set out in (Section 6, Part 6.6) and Fair & 

Consistent Assessment of Learners  (Section 6, Part 6.7) 

4. E-coaching site (Moodle) and VERI platform (Access to online resources for selected 

programmes)  

5. Company Website – www.kingstowncollege.ie 

6. Course Evaluation Forms (Section 9)  

7. Facilities that are accessible and fit for purpose / Facilities Checklist (NLTS 83) (Section 5)  

8. Equality Policy  (KCP-QA4-002) 

9. Course Leaders to monitor effectiveness of resources and supports through VERI reporting 

10. Learner Portfolios outline assessment instructions and learner supports available for each 

module  

11. Cross Moderation to ensure consistency of delivery and standards 

12. QQI Website  www.qqi.ie 

13. Requests for Additional Supports (NLTS 022) - (Section 6)  

14. Individual Learning Plans (NLTS 027) - (Section 6)  

15. Extension Requests (NLTS 0053) - (Section 6)  

16. Tutorial Requests (NLTS 088) -(Section 6) 

 

7.3 Access to services related to programmes 

http://www.kingstowncollege.ie/
http://www.qqi.ie/
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In addition to a dedicated Learner Support and Mentor, learners have access to support through 

the e-coaching platform Moodle, VERI platform and the Learner Handbook which they received 

at the commencement of their programme. 

 

7.4 Policy Responsibility 
 

The policy owner is the Academic Committee. 
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SECTION 8 
Information and Data Management 

 
8.0 Policy Statement 
 

This policy outlines the Kingstown College approach to information and data management.  

Information is a critical asset of Kingstown. We recognize that accurate, timely, relevant, and 

properly protected information is essential to the success of our academic and administrative 

activities.  

 

Kingstown College is committed to ensuring: 

 

• our approach to information and data management complies with relevant legislation; 

• all staff and tutors and those handling data are aware of legislative and procedural 

requirements and maintain and respect the integrity, security and proper use of all data; 

• all accesses to, uses of, and processing of information is performed in a secure manner;  

• safeguarding of personal or sensitive information; 

• the maintenance of our IT systems and their integrity; ensuring business continuity; and 

• the management of the complete lifecycle of all information in line with Data Protection 

and requirements of QQI and other interested parties. 

 

8.1 Policy Responsibility 
 

The owner of this policy is the Management Board.   

 

8.2 Information & Data Management Systems 
 

Kingstown College use a number of systems to support effective delivery, communication and 

sharing of information with learners, tutors and other stakeholders.   These systems include: 
 

 

Microsoft 365 Primarily for email, word processing and spreadsheets to support both 

day-to-day office work and mobile working 

VERI VERI software which supports and tracks the delivery of programmes to 

ensure consistency and compliance.  It provides us with data including 

learner histories, attendance reports, completion of courses, QBS uploads.  

From mid-2020 Veri will also be used to enrol and register learners. VERI 

is designed around the QQI core guidelines and provides us with greater 

consistency and reliability of information.   Our continued migration to 

VERI in 2020 will provide further reporting and tracking functionality.  

Our goal is to move towards greater reporting capabilities. 

The Course Coordinator is the Admin for the VERI system and controls 

access. 
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Synergy - 

Moodle 

Synergy is our e-learning partner and the e-learning platform if known as 

Moodle.  All learners are given access upon commencement of their 

programme. 
 

All MIS systems are password protected and have built in firewall and backup ensuring security 

and reliability.  Data is backed up to a cloud server for disaster recovery purposes. 

 

8.3 Records Maintenance and Retention 
 

All learners’ records and data on learner participation and achievement throughout the 

programme are maintained securely by Kingstown College and in accordance with the General 

Data Protection Regulation (GDPR) 2018.   Any subsequent programmes completed are added 

to the individual learner record.   Kingstown College promotes a paperless environment and 

learner assignments, records and assessment are stored electronically (on Moodle/VERI).  If an 

instance arises where hardcopies are necessary, hardcopy documents are kept in secure files or 

otherwise shredded after use. Any learner Information held in a digital format is retained for 5 

years in order to support the delivery of current or any future training or education services, in 

accordance with the Data Protection and Privacy Policy.  Should an individual wish to have their 

information removed prior to this period, they can submit a request to us in writing, as is their 

right under GDPR.  

  

Responsibility for the retention and removal of records rests with Operations Manager.   A full 

audit of learner records is completed on an annual basis. 

 

8.4 Data Protection and Privacy Policy 
 

In order to fulfil our contracts and deliver our services to learners and other interested parties, 

Kingstown collects and maintains some personal data.  This data is controlled internally to 

ensure its safety and integrity and can include: 

 

• Learner name; 

• Learner address; PPS number; 

• Telephone number(s); Email address; 

• Date of birth; 

• Course/programme of study; 

• Module and certification results; and 

• Employer (if relevant). 

 

To make awards, QQI requires Kingstown to provide the PPSN of each learner enrolled on a 

validated programme in order for QQI to make an award to that learner, and to retain a record of 

each award made to each learner.  QQI retains this data so that a learner can confirm with it at 

any point that such an award was made.   Kingstown will collect and use a learner’s PPSN solely 

for this purpose.   

 

In compliance with Data Protection guidelines, Kingstown College has a Data Protection & 

Privacy Policy (KCP-QA8-4000) available on both our website 

https://www.kingstowncollege.ie/privacy-policy/  and in our Learner Handbook (KCP-QA5-

https://www.kingstowncollege.ie/privacy-policy/
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1000).  The policy provides learners and other interested parties with detailed information 

relating to the collection, storage and use of all personal information. 

 

Kingstown College maintains and shares data in accordance with Data Protection Act 2018/ 

General Data Protection Regulation (EU) 2016/679, with a Data Protection Officer having 

oversight of this area.  The Managing Director acts as the Data Protection Officer for the 

College. 

 

8.5 Management Information Systems 
 

Schedule of Reports Presented to Governance Units 

 

Governance Units 

 

1. Management Board  

2. Academic Committee (also acts as the Results Approval Panel and the Programme 

Approval Panel)  

 

Report Title To:/From Frequency Presented by 

Quality Report to include; 

• Programme Reports 

• Quality 

enhancement plans  

 

To  Annually Academic Director 

Risk Register To At each 

meeting 

Operations Director 

Self-Evaluation 

Reports/Programmatic 

Reviews 

 

To 

Every 5 years QA Manager/Self-

Evaluation 

Coordinator 

New Programme Proposals  To AS they arise Academic Director 

Applications for 

Validation/Validation 

Manuals 

To AS they arise 

prior to 

submission to 

awarding body 

Academic Director 

Results Approval Panel 

(RAP) reports  

To Following 

each RAP 

meeting  

Academic Director 

External monitoring reports 

and implementation / action 

plans arising  

 

To As they arise  

QA Manager 

 

Feedback from awarding 

bodies 

To As it arises QA Manager 

 

External Authentication 

reports 

To Results 

Approval Panel 

(RAP) 

Each 

certification 

period 

 

Academic 

Director/External 

Authenticator 
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Internal Verification reports To Results 

Approval Panel 

(RAP) 

Each 

certification 

period  

Internal Verifier 

Academic Board Reports To: Management 

Board 

Following 

each meeting 

Academic Director 

 

Schedule of reports for publication 

 

Report Title Published Where Frequency Approved by 

Quality Reports website Annually QA Manager 

QQI Panel reports website As they arise QA Manager 

External Monitoring reports website As they arise QA Manager 
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SECTION 9 
Public Information and Communication 

 

9.0 Policy Statement 
 

Kingstown College is committed to accurate and ethical communication with applicants, learners, 

alumni, awarding bodies and all stakeholders.  To achieve this with outbound communication, 

Kingstown College: 
  

• approves all information before publication 

• ensures that all information published electronically or in hardcopy is timely and up-to-

date and accurate 

 

We are committed to providing current and prospective learners with up-to-date information on 

programmes and associated services to enable them to make informed decisions and facilitate the 

successful participation in the programmes.  

 

9.1 Policy Responsibility 
 

The policy owner is the Management Board. 

 

9.2 Public Information 
 

Kingstown College presents information to the public through the following channels: 

 

Websites 

www.kingstowncollege.ie is the main college website where general information is available 

about all programmes, faculty, accreditation, QQI and the NFQ and quality assurance. 

 

We make the following publicly available through our website. The Marketing Executive is 

responsible for the quality and timeliness of the published information. 

 

• Annual Reports and Annual accounts 

• Quality assurance policies 

• Programme brochures 

• Information on programmes and services 

• Validation Reports 

• Self-Evaluation Reports  

• Monitoring Reports (by awarding bodies) 

 
 

The College’s two other websites, www.diplomaincoaching.ie and www.diplomaincoaching.be, 

are focused on the coaching Diploma offered by Kingstown College.  

 

http://www.kingstowncollege.ie/
http://www.diplomaincoaching.ie/
http://www.diplomaincoaching.be/
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Social Media 

Facebook https://www.facebook.com/eCoaching/ 

Linkedin https://www.linkedin.com/school/kingstowncollege/ 

are used to present and share information about upcoming events and programmes. 

Our website and social media platforms are updated on a weekly basis by the Marketing 

Executive with all programme-related information being approved in advance by Academic 

Director.  

 

Email List 

The general public are invited to join an email list through which Kingstown College 

communicates upcoming events, programme offerings and closing dates.  This database is 

managed by the Course Coordinator. 

 

Coaching Magazine 

Published annually, all articles published in the magazine are written by learners, alumni and 

Kingstown faculty. The aim of the magazine is to promote best practice. 

 

Introduction to Coaching Workshops    (Face-to-Face and via Webinar) 

Anyone interested in studying with Kingstown College is invited to attend an Introduction to 

Coaching Workshop free-of-charge which is offered at several locations around Ireland and 

online through webinar. The purpose of these workshops is to provide a sample of programme 

content and to inform them about how the voluntary accreditation process operates. These 

events in particular ensure that when a learner registers for a course they are more confident that 

it is the correct choice for themselves and their career. 

 

Programme Brochures 

While most information is made available online, Kingstown College also produce programme 

brochures which contain information including the programme title, an overview of content and 

fees, whether the programme leads to an award, the name of the awarding body, the title of the 

award, award type and level of the NFQ (if applicable) and procedures for access, transfer and 

progression.  All information is approved by the Academic Director. 

 

Course Schedules 

The location and dates of courses offered by Kingstown College is published in a Course 

Schedule which is available on the websites and is sent by email to interested learners.  

 

Information Available to Prospective Students  

Under the terms of Section 67 of the Qualifications Act 2012 all provider institutions are 

requested to specify: 

 

• Details of the award 

• Name of the awarding body 

• Title of the award 

• Whether the award is recognised within the NFQ 

• Level of that recognition  

• Whether the award is a Major, Minor, Special Purpose or Supplemental  

• Where the programme does not entitle the learner to an award that face. 

https://www.facebook.com/eCoaching/
https://www.linkedin.com/school/kingstowncollege/
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• A statement of the procedures for access, transfer and progression under Section 56 

which apply to the programme 

 

These details are published regarding programmes leading to QQI awards. 

  

Publication of Programme Information 

The Academic Director is responsible for the accuracy and honesty of all published programme 

information. The QA Manager, working with each Programme Director, reviews the programme 

information; updates, edits and enhances it on a regular basis, quarterly at a minimum and 

arranges for it to be published in appropriate media.  Programme information is confirmed and 

made available for the production of marketing materials 3 months prior to the start date of a 

course. 

9.3 Learner Information 
 

The following documents are provided to all learners, before or at the commencement of a 

programme: 

 

• Learner Handbook 

• Learner induction presentation 

• A programme handbook/learner handbook 

• A programme timetable/assessment plan  

• Details of appeals and complaints procedures 

• Guidance notes for assessment activity  

 

All learners are inducted at the beginning of the course/programme by the tutor at the outset of 

the programme using Kingstown’s standard induction presentation. The aim of induction is to 

ensure that learners have all the necessary information regarding the programme and the supports 

that are in place which will help to ensure to a successful outcome.  

 

• Programme and assessment timetable are distributed and discussed at Induction 

• Information on assessment 

• Information on Moodle 

• Information regarding access, transfer and progression is published in programme 

brochures and on the website – programme-specific information is published under each 

course heading. 

 

The tutor is the main and primary point of contact for learners throughout the programme and are 

expected to respond to all requests for programme and programme related information. If the tutor 

is not in a position to provide the required information themselves, they signpost the learner to 

whoever is in the best position to help them or redirect the query themselves. 

 

9.4 Publication of Quality Assurance Evaluation Reports 
 

We publish key findings from QA evaluation reports in an easily accessible format and location 

on the Kingstown website as soon as practicable after the evaluation event and in line with 

awarding body requirements. 
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Information Related to QQI 

As a provider recognised by QQI, we comply with QQI’s requirements regarding the provision of 

information related to QQI provision. We are aware that if we provide enrolled learners with 

information which is false or misleading in a material respect, we are committing an offence. We 

are committed to responding and addressing any concerns that QQI may bring to our attention as 

a matter of urgency. The Marketing Executive is responsible for this and for ensuring that all 

references to QQI and the NFQ that we publish are clear and accurate and that we use only the 

current versions of the NFQ graphic and the QQI award brand following the QQI Brand 

Guidelines. The QA Manager is responsible for monitoring the information published on the QQI 

register of providers and the database of awards and programmes relating to Kingstown.  This is 

done annually at a minimum in line with the annual quality review.  The QA Manager also reviews 

the QQI website, in particular the FAQ, News and Events and Publications sections, on a monthly 

basis.  

 

The Course Coordinator acts as the main point of contact with QQI for Kingstown and is 

responsible for the timely distribution of communication from QQI to the relevant staff members 

in the College. 
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SECTION 10 
Other Parties Involved in Education & Training 

 

10.0 Policy Statement 
 

It is the policy of Kingstown College (“Kingstown”) to engage with providers and partners 

which enhance the content, delivery and credibility the courses offered, for the benefit of the 

learner. 

 

This is achieved by: 

 

• Dialogue with statutory and accrediting bodies (including QQI, ICF and EMCC) to evaluate 

best practice 

• Sourcing venues to offer classroom based learning at several regional locations 

• Engaging external tutors who will bring relevant industry experience 

• Researching and evaluating providers and partners offering alternative courses, course 

delivery methods (including online and blended learning), or any other benefit to the 

learning experience. 

 

10.1 Policy Responsibility 
 

The policy owner is the Management Board.   

 

10.2 Peer Relationships (with the Broader Education and Training Community) 
 

Kingstown College engages with the Education and Training Community through attending 

events hosted by National Quality organisations such as QQI, professional accreditation bodies 

such as European Mentoring and Coaching Council and International Coach Federation, and 

Industry Bodies such as Enterprise Ireland. 

 

10.3 External Partnerships and second providers 
 

Kingstown College is a provider of internationally accredited professional courses in coaching 

and mentoring. As these subjects are focused on people skills, it is beneficial to offer a classroom 

environment where practicable at various locations in various countries. To achieve this, 

Kingstown College will engage with partners and providers which are suitable for facilitating the 

delivery the course content and have knowledge of the region.  

 

With the success of the programmes, part of the plan for expansion will be to develop external 

partnerships looking to other markets as part of the expansion strategy. We will be developing a 

formalised structure to ensure our standards and quality are carried through to partners and 

providers.  
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Note: As a result of the review of the Quality Assurance process, Kingstown College will be 

developing a standardised approach to sourcing and selecting external partners and providers. 

10.4 Managing Conflicts of interest 
 

Any third party providers or partners will be asked to declare any conflict of interest at the time 

of contracting, and will be required to declare any conflicts which subsequently arise. 

 

10.5 External Panelists, Examiners and Authenticators 
 

Kingstown College is committed to engaging with external contributors who enhance the learning 

experience. External panelists, examiners and authenticators are involved at various stages of the 

learner journey to ensure expert opinion is involved in programme design, assessment and review. 

 

External advisors and contributors are invited or contracted by Director level of Kingstown 

College. An example of existing external contributors include: 

 

• Dr Jim Loughrey 

As an external authenticator, Dr Jim Loughery provides independent reviews of assessments 

and feedback to Kingstown College on his observations. 

 

• Professor David Clutterbuck 

A founder of the European Mentoring and Coaching Council, Professor Clutterbuck is an 

internationally recognised expert in Coaching and Mentoring. He is consulted by Kingstown 

College in relation to course content, international best practice, and industry experience. 
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SECTION 11 
Self-Evaluation, Monitoring and Review 

 

11.0 Policy Statement 
 

As outlined in the QQI guidelines, review and self-evaluation of quality, including review of 

programs , is a fundamental part of our Quality Assurance system. Kingstown College 

(‘Kingstown’) is committed to continuous improvement and to applying a structured and 

systematic process to explore, reflect and report on the effectiveness of all of their activities.  In 

order to ensure this, we undertake a formal review of the QA system annually and undertake a 

self-evaluation of programmes regular basis. The purpose of such evaluation is to review, evaluate 

and report on the education, training programs, research and related services provided by us. In 

doing so, existing effective practices are identified and maintained, while areas needing 

improvement are addressed. 

 

Evaluation is a structure and systematic process to explore, reflect and report on the effectiveness 

of training provision. 

 

11.1 Policy Responsibility 
 

The owner of this policy is the Academic Committee. The policy is managed by the Academic 

Director. 

 

11.2 Self-Evaluation Process 
 

The Academic Director is responsible for coordination and implementing all self-evaluation 

processes.   

 

The Academic Committee appoints the Self-Evaluation team.   

 

The Academic Committee agrees the terms of reference for the self-evaluation exercise as 

presented by the Academic Director. 

 

All programmes undergo self-evaluation every three years in order to monitor their progress 

against their validation objectives. Members of the Self-Evaluation Team must have: 

 

• Training and industry experience in the provision of training services and programmes 

offered by Kingstown. 

• Experience in two or more of the following areas: 

o Programme Design 

o Programme Delivery 

o Programme Evaluation 

o Cross Moderation of Standards 
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o External Verification of Standards 

o Auditing of Quality Systems 

o Centre Accreditation 

• An external evaluator is also appointed by the Academic Director following agreement 

by the Academic Committee.  The external evaluator appointed must meet Kingstown’s 

stated selection criteria. 

 

We undertake self-evaluations of all programmes every five years, at a minimum.  More 

frequent evaluations may take place if significant changes need to be made to a programme.  

The focus of the Self-Evaluations is generally on a specific programme in terms of content, etc. 

and on the broad area of the QA system and its effectiveness in relation to the programme being 

evaluated. 

 

11.3 Learner/Alumni Involvement and Input into Self-Evaluation Exercises 
 

• Learner/alumni membership of the Self-Evaluation Panel 

• Detailed analysis of learner feedback over the period of evaluation 

• Review of complaints, appeals and testimonials 

• Conducting focus group meeting of Learners 

• One-to-one interviews with a random selection of learners/alumni 

• Feedback from the Community of Practice 

 

11.4 Involvement of an External Expert Evaluator 
 

Self-evaluation benefits from insights and input of an External Evaluator who is independent of 

Kingstown.  The person appointed must meet our stated selection criteria and their appointment 

must be agreed by the Academic Committee as part of the terms of reference for the Self-

Evaluation exercise. 

 

11.4.1 Selection Criteria 

 

• Must be independent of Kingstown College 

• Have a qualification of level 8 or higher on the NFQ related to the subject matter of the 

programme/s being evaluated  

• Professional experience in Kingstown areas of expertise  

• Be objective in their recommendations for programme improvements and programme 

strengths  

• Be able to benchmark the programme/s against national and international standards  

 

The Academic Director and the External Evaluator agree the terms and conditions of the 

engagement, Kingstown expectations and how the External Evaluator will approach the self-

evaluation exercise. 
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11.5 Evaluation Methodology 
 

• The Academic Director appoints a Self-Evaluation team which will include employees and 

associates who have experience in the design, delivery or evaluation of training programmes. 

• The Self-Evaluation team will evaluate the programme against the Self-Evaluation Checklist 

(KC-QA11-1000).   

• The Self-Evaluation team prepares an initial report based on their evaluation.  The report 

includes the identified strengths and weaknesses of the programme together with agreed 

recommendations for improvements/enhancements and changes.    

• The report is reviewed by the External Evaluation. 

• The report is presented to the Academic Director and/or external evaluator who will conduct 

a final evaluation through consultation with all relevant stakeholders and a review of the 

findings of the Self-Evaluation team. 

• A final report will be compiled by the QA Manager. 

• Recommendations outlined in the report will form the basis of a Programme Improvement 

Plan (PIP) (KC-QA11-2000).  The PIP will identify each individual recommendation and 

provide a detailed action step(s) to address the issue identified.All evaluations will be in-

depth and involve the following protocols: 

 

• Involvement – All programme contributors will be notified of the evaluation at least one 

month in advance of the evaluation. 

• Approach – Kingstown is committed to the completion of a full and fair evaluation.  All 

evaluation reports will identify the successful practices in conjunction with outlining 

recommendations for improvements. 

• Evidence Based Evaluation – All evaluations will be based on objective evidence.  All 

findings are based on recorded, objective information. 

• Sampling – Where appropriate, sampling will be utilised to examine programme and service 

activity.  Samples taken will be representative of the sample group. 

• Quantitative Data – Kingstown will utilise their IT records and other relative quantitative 

data to develop a full evaluation. 

• Confidentiality – Programme and service evaluations will seek to evaluate the processes 

and activities related to the programme(s) and services.  It is our aim not to identify 

individual contributors in our evaluation report. 

• Improvement – The aim of all evaluations is to improve our services offerings to maximise 

the benefit to the client, learners and stakeholders.  In this way, all recommendations will be 

actioned upon by management within three months of the evaluation report completion. 
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APPENDIX A 
 

Statement of Required Qualifications – Coaching 
 

• Graduate/Masters’ Degree in relevant field  

• Coaching certification from EMCC, ICF or other internationally recognised body 

• Background in people related skills - teaching, training, leadership roles, counselling or 

related profession.  

• Minimum 10-15 years of work experience in coaching or related fields such as 

mentoring or roles that required similar skill sets. 

• QQI or relevant international qualification 

• Capable of delivering the programme as specified in the Programme Descriptor  

• A recognised training qualification (minimum Level 6 on the NFQ or equivalent).  

• A minimum of three years’ experience of training/instructing adult learners 

• Ability be able to draw from own practical work experience to enhance training 

• Excellent facilitation, presentation, interpersonal and communication skills.  

• Willing to avail of, and engage in, Continuing Professional Development (CPD) 

activities 

• Adept at using Microsoft PowerPoint and some knowledge of using platforms like Zoom 

would be an advantage 

 

 

Desirable but not essential 

• Experience of delivering training under an quality assurance framework 

• Graduates of the Advanced Diploma in Personal, Leadership and Executive Coaching or 

Mental Health and Wellbeing Program offered by Kingstown College 
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