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FOREWORD 

MANAGING DIRECTOR 

 

It gives me great pleasure to introduce and welcome you to the Education and 
Training policies and procedures from DX2 Training Solutions.  

This manual has been produced for the benefit of all staff and stakeholders. It 
contains important information on policies, procedures and regulations that are 
relevant to our organisation. We invite you to make yourself aware of its contents 
and to use it as a reference tool when the need arises. 

Through our Education and Training services we strive to continually develop and 
provide a wide range of quality learning opportunities that will enable learners to 
realise their full potential.  

Our programmes are available nationwide and have been developed with the input 
and support of field experts for the benefit of the learner. 

We cater for a broad cross-section of learners, providing adults with learning 
opportunities for vocational, professional and personal development purposes. We 
provide learners with the opportunity to up-skill and re-train in both a full-time and 
part-time format.  

I am confident that we can provide learners with the educational experience that 
best suits their individual needs and circumstances. It is my hope this manual clearly 
outlines our commitments and processes to ensure a rewarding learning experience 
is delivered to all.  

Daniel Davern 

Managing Director – DX2 Training Solutions Ltd.  
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ABBREVIATIONS USED  

 

DX2  DX2 Training Solutions Limited  

QQI  Quality and Qualifications Ireland 

PHECC  Pre-Hospital Emergency Care Council 

NAEMT   National Association of Emergency Medical Technicians 

NFQ  National Framework of Qualifications 

QA  Quality Assurance 

KPI  Key Performance Indicator  

AOC  Academic Oversight Committee 

PDC  Programme Development Committee 

MD  Managing Director  

DTQA  Director of Training and Quality Assurance 

PD  Programme Director 

LMS  Learning Management System 

CRM  Customer Relationship Management 
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1.1 MISSION STATEMENT  

 

Our mission is to enhance the knowledge and skills of our clients through comprehensive and up to 
date programmes and services designed to improve the health, safety and education of our clients 
and their organisations, companies, clubs, communities and families.  

We will provide the most up to date training and services achieved through our ongoing evaluations 
thus ensuring that our clients receive the most relevant training and services.  

We will work in consultation with recognised bodies and our clients ensuring that the programmes 
we offer are specifically designed or thoughtfully adapted to suit their learning and workplace 
outcomes taking care to understand the most appropriate methods to deliver the material.  

We are dedicated to increasing the health and safety knowledge, skills and status of our clients by 
utilising the vast experience of our staff which comprises of Doctors, Advanced Paramedics, 
Paramedics, EMT's, Physiotherapists, Training Instructors, Fire Engineers and Fire Officers.  

We treat all of our clients with the highest levels of care and respect, visible through our friendly yet 
professional and person-centered approach to all aspects of our business.  
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1.2 PRE-HOSPITAL EMERGENCY CARE MISSION STATEMENT  

 

Our mission relating to Pre-Hospital Emergency Care is to:  

1. Deliver a quality service to learners so as to contribute to raising standards of pre-hospital 
emergency care to increasingly higher levels thus ensuring a safer environment for members 
of the public.  

2. Provide assurance to learners through our affiliation with recognised bodies that 
programmes available are above an acceptable level of quality.  

3. Proactively improve our services through consultation with recognised bodies ensuring 
adherence to the most relevant clinical practice guidelines.  

4. Provide a clear progression path to learners ensuring they have the opportunity to further 
their education and level of training.  

5. Proactively improve our service by adding new relevant programmes to our programme list 
in an effort to further the knowledge and skills of learners in the field of pre-hospital 
emergency care.  

 

Our mission is visible through our clear and transparent policies and procedures outlined in our 
quality assurance document.  

Our Pre-hospital emergency care mission is derived from our company's overall mission statement.  
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1.3 INTRODUCTION TO DX2 TRAINING SOLUTIONS   

Welcome to DX2 Training Solutions. 

DX2 Training Solutions is an Irish owned and run family business, founded in 2010.  Our 
organisation agreed quality assurance with QQI (Then FETAC) in 2011. Our main business activity is 
health and safety and emergency response training. We offer a range of nationally and 
internationally accredited programmes and also design bespoke programmes to meet an identified 
need for our clients when required. Other accrediting bodies with which we have agreed quality 
assurance include The Pre-hospital Emergency Care Council (PHECC), National Association for 
Emergency Medical Technicians (NAEMT) and FutureQuals (UK). 
 
Our goal is to provide our clients with the ability to maintain an optimum level of safety and 
security within their organisation, meeting legislative requirements and reducing unnecessary risk 
and cost through risk elimination and reduction. We also aim to provide our learners with a 
supportive learning environment, which is underpinned by inclusivity and equality. 
 
Our relationship with QQI has evolved over the past number of years particularly with the transition 
of Occupational First Aid on the common awards system to First Aid Response with PHECC (which is 
a programme we continue to deliver today).  

We envision our relationship to evolve further again with QQI to deliver a broader range of training 
within our area of expertise. We have the scope to retain our Quality Assurance agreement and 
support a range of learners to achieve an award which is recognised on the National Framework of 
Qualifications. 

We have integrated Quality Assurance policies and procedures in place which are managed through 
our dedicated QA Director which filters through the company into the daily activities of every 
member of our team.  It is imperative to our organisation that we have a Quality Assurance system 
that is fit for purpose, is user friendly and works effectively within the context of our organisation 
as a working document.  
 

Learners entering onto our programmes are both mature and young adult learners who have either 
an interest in this area of study, are working in a related role and are wishing to improve their 
knowledge, skill and competence and persons who wish to achieve a recognised qualification within 
a field that they are working. 

Entry requirements are typically leaving certificate and/or relevant life/work experience. It is a 
requirement that learners demonstrate a reasonable level of literacy, numeracy and interpersonal 
skills. Participants will be expected to engage in some independent learning/practical work outside 
of the formal learning structure of the programmes.  Learners are required to problem solve 
independently and as to work as part of a range of different groups, accepting personal and 
collaborative responsibility for the quality of the outcome.   
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Equal opportunities are provided to learners from a range of social and cultural backgrounds and we 
provide practical support where possible to achieve this. 
DX2 Training Solutions are continually developing and improving our programmes through self-
evaluation processes and to reflect legislative changes, best practice and to meet the changing needs 
of our clients/learners. 
 
We are focused on growing our organisation  and supporting other local businesses in the process, 
to that end we engage with Fingal Dublin Chamber of Commerce, Fingal Chamber Skillnet, Business 
Network International and Local Enterprise Office Fingal. 
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1.4 SERVICE QUALITY   

Service quality within DX2 Training is underpinned by the below five principles. These core 
principles have been derived from the years of experience that we have within the training industry 
and the commitment of our staff team.  

Equality- equal access to all programmes of training  

Community- strong links of with industry stakeholders  

Experience- highly qualified & experienced training and support teams  

Understanding- supporting learners on an individual basis, helping them set and achieve personal 
goals  

Consistency- Fixed training team to ensure consistency and to promote the DX2 Training solutions 
culture and learning experience for all learners  

 

1.5 LEARNER CHARTER 

DX2 Training Solutions is committed to the highest standards of service delivery in Education and 
Training. The learner charter is designed to support a progressive learning environment.  

The learner charter emphasises the importance of collaboration and cooperation between the learner 
and members of our staff team. Our objective is to build an open, friendly, learner centred 
environment that promotes best practice through shared values such as inclusivity, respect and 
equality.  

The learner and DX2 Training Solutions have a collaborative relationship under the charter that 
requires certain expectations to be met on both sides.  
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WHAT THE LEARNER CAN EXPECT FROM DX2 TRAINING SOLUTIONS: 

• The highest standards in training that is relevant, updated and is always delivered by subject 
matter experts. 

• Safe, clean and accessible training environment that endeavours to cater for persons with 
specific additional needs.  

• A friendly respectful and supportive learning environment with quality resources that is 
learner centred, well organised and sets clear objectives  

• A learning environment that is resourced with the most up to date equipment and 
technology to enhance the learning experience  

• A robust quality assurance system in place which is underpinned by policies and procedures 
that direct the daily tasks within our organisation.  

• An inclusive learning environment which is free of discrimination and promotes diversity 
and where the rights of all who engage our services are protected  

• Support and guidance which begins before programme commencement and continues 
throughout the duration of training and beyond.  

• Transparent guidance regarding expectations over the programme of training  
• To be provided with all necessary information and resources including class schedules and 

timetables, policies and procedures, assessment briefs and schedules.  
• Information and assistance from our friendly administrative and support team  
• Opportunities to discuss issues or concerns and provide feedback one to one with training 

staff and management  
• Robust complaints and appeals procedures which aim to resolve issues that may arise fairly 

and without undue delay.  
• An undertaking to provide confidential communication  
• An assurance not to share any personal identifiable information with third parties  
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WHAT DX2 TRAINING SOLUTIONS EXPECTS FROM THE LEARNER: 

• Understand	and	comply	with	our	organisations	policies	and	procedures		
• Ensure	all	information	provided	to	the	organisation	is	correct	and	up	to	date		
• Commit	to	your	chosen	programme	of	training	and	participate	fully	including	classes,	

online	tutorials,	meetings,	events	and	placements		
• Engage	with	training	staff	and	prepare	for	classes		
• Treat	all	persons	within	our	organisation	respectfully		
• Do	not	engage	in	behaviour	that	has	the	potential	to	affect	the	safety	or	physical,	and	

emotional	wellbeing	of	any	person	associated	with	our	organisation.	DX2	Training	
Solutions	has	zero	tolerance	towards	incidents	of	harassment,	violence	or	intentional	
disruption.		

• Disclose	any	information	that	has	the	potential	to	affect	your	participation	in	your	
programme.		

• Complete	all	registration	documentation	on	time	and	submit	to	the	relevant	department		
• Do	not	make	a	false	or	misleading	allegation	or	complaint	against	any	learner	or	member	

of	staff		
• Respect	the	organisations	facilities	and	resources		
• Conform	to	the	organisations	internet	usage	policy		
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1.6 TRAINING DELIVERY MODES: 

DX2	Training	Solutions	operate	within	the	Health,	Emergency	care	and	Education	sectors.	We	update	programmes	
on	an	ongoing	basis	to	ensure	best	practice	and	learner	success.		

DX2	Training	solutions	offer	a	range	of	programmes	face	to	face	and	through	blended	learning	to	meet	the	diverse	
requirements	of	perspective	learners	and	providing	learning	and	upskilling	opportunities	to	those	who	may	not	
have	the	opportunity	to	access	programmes	of	Education	and	Training.	 

 

1.7 FACE TO FACE LEARNING: 

Face	to	face	learning	remains	the	primary	mode	of	delivery	within	our	organisation	due	to	the	practical	nature	of	
many	of	our	programmes.	There	are	some	key	reasons	why	we	utilise	this	training	mode	for	the	delivery	of	our	
programmes	including:	 

Focus:	Attending	a	live	session	affords	the	learner	with	dedicated	uninterrupted	time	to	focus	on	learning.	 

Practical	opportunities:	provides	learners	with	opportunities	to	practice	physical	skills	with	immediate	feedback	
from	instructor.	 

Problem	solving:	An	instructor	may	notice	that	a	learner/learners	are	having	difficulty	with	a	particular	part	of	the	
lesson/activity	and	they	can	immediately	try	a	different	approach	to	assist	with	the	achievement	of	learning	
outcomes.	 

Promotes	discussion:	While	blended	learning	also	provides	opportunities	to	ask	questions	and	seek	clarifications	
the	social	nature	of	face	to	face	learning	can	promote	a	deeper	analysis	by	learners	of	the	subject	matter	in	
question.	 
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1.8 BLENDED LEARNING: 

DX2 Training solutions offer a blended learning delivery option where possible combining online 
learning with face to face learning. Our programme content has been designed to combine 
asynchronous learning with synchronous learning opportunities to maximise learner engagement 
and provide opportunities for learners to engage in partial learning outside of the training room 
environment.  

DX2 Training Solutions promotes an inclusive approach to Education and Training. Blended learning 
allows our organisation to eliminate barriers and increase potential learner opportunities through: 

Flexibility: Many of the learners that access our programmes have existing commitments to work 
and family, thus the flexibility of blended learning provides an opportunity to engage in 
programmes of Education and Training  

Learning styles: Our organisation utilises both the online and face to face components of 
programmes to facilitate a range of learning opportunities taking into account different learning 
styles.  

Accessibility: Blended learning allows our organisation to reach a broader range of learners 
nationwide.  

Efficiency: Efficient delivery of training to a broad audience and utilise digital assets such as learning 
resources uploaded to learning management system, pre-recorded video tutorials, chat features 
(both group and private).  

Technology: Allows a range of functions to support learning.  
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SECTION TWO- QUALITY ASSURANCE SYSTEM 

The Quality Assurance System covers 12 main policy areas listed below: 

No  Policy Area Overview  Policy Owner  

1 Governance and 
Management of 
Quality  

Quality oversight of all areas of 
the organisation and Management 
structures  

DTAC AOC  

 
2 Documented 

Approach to Quality 
Assurance 

Policies and procedures to 
provide a framework to QA within 
DX2 Training Solutions  

DTAC AOC  

 
3 Programmes of 

Education and 
Training  

The development, delivery and 
review of programmes  

AOC PD  

 
4 Staff Recruitment, 

Management and 
Development  

The recruitment & selection of 
our team and the training and 
development opportunities 
provided  

MD  

 

5 Teaching and 
Learning  

Providing training and creating a 
learner centred environment  

AOC PD  

 
6 Assessment of 

Learners  
Checking learning progress and 
evaluating progress for awards.  

AOC  

 
7 Supports for learners  Supporting learners to achieve 

their full potential on 
programmes  

AOC  

 
8 Information and Data 

Management  
Collecting and safeguarding data  MD 

9 Public Information 
and communication  

Providing clear and transparent 
information to learners and other 
stakeholders  

MD  AOC 

10 Other parties 
involved in education 
and training  

Engaging with the broader 
Education and Training 
community  

DTQA  AOC 

11 Self-evaluation, 
monitoring and 
review  

Reflecting reviewing and 
monitoring all activity relating to 
programmes and quality 
management  

DTQA  AOC 

12 Academic Integrity  Providing a framework to ensure 
matters of Academic Integrity are 
defined clearly, prevented where 
possible and identified breeches 
are resolved fairly.  

AOC 
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1.GOVERNANCE   

DX2 Training Solutions has updated its quality assurance system to ensure a separation of corporate 

governance and academic decision making. DX2 corporate governance policy describes the 

leadership and management of the organisation by the company Directors. The Directors support 

the Managing Director with non-academic matters in accordance with the mission of the 

organisation.  

Academic separation is now evident through the appointment of the Academic Oversight 

Committee, who are responsible for the governing of all academic affairs  and is the primary 

decision making body for academic matters within DX2 Training Solutions.   

In addition to an updated policy area with associated procedures on “Programmes of Education and 

Training” a flow chart illustrating the programme validation process and separation of responsibility 

has been developed.  
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1.1 PROGRAMME VALIDATION 

 

Fig 1.1 
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Fig 1.1- Programme Validation  

DX2 has developed key performance indicators aligning to our mission to measure the effectiveness 
of our policies and procedures. These KPI’s are reviewed periodically at management & faculty 
meetings with action items arising from review delegated to appropriate committees or team 
members for completion.  

DX2 quality management system is integrated into the daily operations of the institution. Each 
member of the organisation has responsibilities and drives the development of processes relevant to 
their area of expertise within the institution. DX2 QMS is flexible and encompasses quality assurance 
agreements with multiple stakeholders requiring clear lines of governance and accountability to 
ensure compliance with all applicable standards.  
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ORGANISATIONAL CHART  

FIG 1.2 
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1.2 GOVERNANCE AND MANAGEMENT  

DX2 Training Solutions are committed to the separation of academic and commercial decision 
making.  The governance of our organisation is separated into two distinct areas with clearly 
defined roles and responsibilities  

• Academic Governance  
• Corporate Governance  
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1.4  ACADEMIC GOVERNANCE  

Academic Oversight Committee Role & Function: 

The Academic Oversight Committee has been established to ensure a level of segregation and ensure 
academic integrity on all programmes. The role of the AOC is to determine academic policies, course 
approvals and learning delivery, thereby leaving the Management Board to focus on business 
operations.  

The Academic Oversight Committee meets twice annually or as required, acting as the key 
organisation-level quality assurance monitoring and decision-making forum for academic 
programmes. The responsibility for quality assurance rests with all committees in DX2 and The AOC 
shall approve quality-related policies and procedures in respect of the academic standards for all 
areas of programme delivery and assessment. This will protect the overall integrity of the academic 
process. The AOC will liaise directly with the Programme Development Committee through the 
Director of Training and Quality Assurance on all aspects of programme design, development, 
delivery and evaluation. 

Academic Oversight Committee Terms of Reference  

Context: 

The Academic Oversight Committee ensures the segregation of academic and business needs, 
ensuring academic integrity on DX2 Programmes. 

Terms of Reference  

Subject to any general or particular direction that may from time to time be given by the board, the 
Academic Oversight Committee is charged by the board: 

• To consider and advise the board, through powers delegated by the Board, upon all academic 
matters and questions affecting the educational policy of DX2, the organisation of teaching, 
examining, and courses of instruction, including the following: (i) matters concerning 
academic co-operation between DX2 and any other body. 

• To maintain an overview of DX2’s academic strategies, policies and procedures pertaining to 
the following: teaching and learning; definition and maintenance of academic standards; 
examinations and assessment; innovations in educational practice; programme development 
and review; student behaviour and discipline; student experience; academic staff 
development; quality management and enhancement. 
 

• In discharging the foregoing responsibilities, to: (i) set up working groups etc to assist the 
Academic Oversight Committee; (ii) prescribe their terms of reference and constitution; (iii) 
maintain an overview of all matters falling within their purview. 
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• To maintain an overview of the work of the following standing committees, (i) Programme 
Development Committee; (ii) Results Approval Panel. 
 

• To receive the Minutes of all meetings of standing committees and working groups etc as 
applicable to academic processes. In addition to the review of grade analysis, IV, EA reports, 
Leaner and faculty feedback. 
 

• To report to the Board by submission the Minutes of each meeting of Academic Oversight 
Committee. 

 

Reporting Structure: 

The Academic Oversight Committee is a decision making body, having autonomy on programme 
development approval, delivery strategies and review processes as per quality assurance processes. 
The AOC shall provide a report to the board of directors on activates and material changes of 
programmes. 

 

Membership of the Academic Oversight Committee: 

The Academic Oversight Committee members are selected based on qualifications and skill sets best 
suited to fulfil the role required. The Academic Oversight Committee members are selected in line 
with the AOC Structure outlined in graph format below.  

Frequency of Engagement: 

The Academic Oversight Committee meets biannually and as often as required throughout the 
calendar year 

AOC Committee Members 2021 

Chair      – Angela Cunningham Further Education Representative 

Member – Noel Davidson Further Education Representative 

Member – Dermot Murray Faculty Representative DX2  

Member – Josh Fitzsimons Learner Representative External  

Member – Dr Willem Stassen Higher Education Representative  

Member – Dr Niall Conroy Medical Advisor  

Secretary – Aileen Alyward – Minute Taking (Non member) 
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1.5 CORPORATE GOVERNANCE  

Board of Directors- Terms of Reference 

The role and responsibilities, which include the functions and the processes of the Board are clearly 
set out by the Board’s Terms of Reference. The Board must ensure that the Directors are aware of 
their the DX2 corporate governance policy and associated procedures.   

The principal responsibilities of the Board are as follows:   

• Review and adopt the strategic plan for the company, including addressing the company’s 
business strategies on promoting sustainability and goal setting. 

• Approve management proposal of monitoring the implementation of strategic plan by 
management. 

• Review and evaluate key policies adopted by the company.  
• Oversee the conduct of the company’s business and operations, and evaluate whether its 

businesses are being properly managed. 
• Identify principal business risks faced by the company and ensure the implementation of 

appropriate internal controls and mitigating measures to address such risks.  
• Provides leadership to enable the Company’s business objectives to be met within the 

framework of internal controls as described herein. 
• Ensure that all candidates appointed to the Board are of sufficient calibre, including having 

in place a process to provide for the orderly succession of the members of the Board and 
diversity (including gender diversity). 

• Establish Board committees and be responsible for all decisions made by the committees;   
• Oversee the implementation of stakeholder communication.   
• Review the adequacy and integrity of the company’s internal control and management 

information systems, including systems for compliance with applicable laws, regulations, 
rules, directives and guidelines on a quarterly basis. 

• Deliberate on proposals presented and recommended, including those proposed by its 
committees on a quarterly basis; and review the updates on the Company’s corporate social 
responsibilities and sustainability initiatives on a quarterly basis.   

The Board also assumes the following functions:   

• Reviewing the Company’s performance on a quarterly basis;   
• Receiving updates on various business operations from the Management;   
• Bringing independent judgment and scrutiny to decisions taken by the Board and providing 

objective challenges to the Management;   
• Approving the declaration of dividends and approval of financial statements, including 

accounting policies of the company. There is a schedule of key matters reserved for the 
Board for its deliberation and decision to ensure the direction and control of the company 
businesses are in its hands. Key matters reserved for the Board for decision comprise of the 
following:   

• Reviewing and adoption of Company’s strategic plan and review and approval of annual 
budget;   

• Acquisition and disposal or closure of businesses;    
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• Declaration of dividends and approval of financial statements, including accounting policies 
of the company;   

• Establishment of new businesses;   
• Capital investment and disposal of tangible assets from existing businesses to third party;   
• Financing of the company’s activities;   
• Any corporate restructuring not covered by the abovementioned paragraphs. 

Process of the Board    

The Board is chaired by the Managing Director and the Board meets at least four (4) times a year 
scheduled in every quarter. If required, additional meetings will be scheduled. The quorum for the 
Board meeting shall be at least four (4) members present at the meeting.     

The companies Committees have the authority to examine specific issues within their respective 
terms of reference as approved by the Board and report to the Board with their recommendations or 
decisions. The Company Secretary of the Company acts as the Secretary of the Board who shall be in 
attendance and shall record the proceedings of the meeting. The Board may invite any employee of 
the Company to attend its meetings. It also has access to any form of independent professional 
advice, information and the advice and services of the Company Secretary, if and when required in 
carrying out its function. 

All deliberations and decisions taken by Committees are documented and approved by the 
respective Chair of the Committees. The report and recommendation of the Board Committees are 
included as agenda items for deliberation at the meetings of the Board. The ultimate responsibility 
for decision making, however, lies with the Board.   
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1.6: EMBEDDING A QUALITY CULTURE  

DX2 Training Solutions aims to create a positive internal environment attributed to 
the continuous improvement of processes to ensure that the needs of learners, staff 
and all other stakeholders are effectively met. 

We promote a culture of open communication and actively encourage feedback and 
improvement suggestions from staff members, clients and learners 

DX2 Training Solutions provides quality training to all staff members to familiarise 
them with the Quality Assurance system.  Line managers provide more in-depth 
training relating to policy and procedural areas within the area the staff member 
works.  

We implement document control to ensure that there is organisational accountability 
for records and data and provide a sense of ownership amongst staff. 

The effectiveness of the embedding of a quality culture is measured by Senior 
management and the Academic Oversight Committee through the review of Staff 
Progress, Development and Review reports, staff feedback, learner feedback, client 
feedback and reports generated from internal and external evaluations, reviews and 
audits. 
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1.7  ROLES & DESCRIPTORS:  

Director of Training & Quality Assurance: 

The role of the Director of Training and Quality Assurance is to coordinate and 
manage the quality assurance arrangements between DX2 and the accrediting body. 
The director of training & QA shall chair any Quality Assurance meetings in addition 
to responsibilities afforded to the role in Corporate Governance and other specific 
policies and procedures, such as learner complaints.  

The Director of Training and Quality Assurance will have responsibility for 
legislation compliance checks and updates as required within the scope of the role. 
The Director of Training and Quality Assurance has responsibility for the review and 
consideration of reports related to quality within the organisation, the review of staff 
feedback on programme directors’ reports and faculty meeting minutes, learner 
feedback reports, learner and action item outcomes and resource development. 

Programme Directors: 

The role of the Programme Director is to implement the organisation examinations 
and assessments in line with policies and procedures specific to the programme and 
ensure marking is fair and consistent in line with policy including assisting with 
learner appeals as per policy, in addition to the overall coordination of delivery and 
evaluation of each programme for which they act in this role.  

Programme Directors are selected for each programme based on the specific 
qualifications and skill sets required to fulfil the role. Programme directors shall 
ensure a programme director's report is completed post programme delivery and 
assessment paying particular attention to feedback on quality issues, feedback, 
outcomes and resources.  

Facilitator: 

The role of Educational Facilitator carries responsibility for the education, 
development and assessment of Faculty members and Faculty Learners. This level of 
the Faculty will be accountable for training and assessing all Teaching Faculty 
qualifications (Educational Awards).  

This particular role will ensure maintenance of the qualification process and of 
Continuous Professional Development (CPD). The Facilitator shall sit on the PDC and 
RAP as appropriate. DX2 currently employs 3 PHECC facilitators. 
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Internal Verifier :  

The role & responsibilities of the Internal Verifier . 

• Understand the process of assessment and verification within the context of 
quality improvement.  

• Have a relevant occupational background which can be related to the 
professional area to be verified.  

• Ensure health, safety and environmental protection procedures are applied 
within learning and assessment arrangements.  

• Apply and monitor equal opportunities and access procedures throughout all 
learning and assessment procedures  

• Have a clear understanding of the standards to which learners are being 
trained and assessed and ensure that any related queries or issues are 
managed/resolved effectively.  

• Work with other Faculty members to ensure standardisation of teaching and 
assessment practices.  

• Follow agreed procedures for the recording, storing, reporting and managing 
confidentiality of information ensuring, it is maintained in line with PHECC 
requirements and any legal imperatives including data protection.  

• Ensure ongoing monitoring and evaluation of internal formative assessment 
procedures.  

• Establish and implement quality assurance/improvement procedures to meet 
those required in Council Rules.  

• Ensuring external quality improvement requirements are met.  
• Provide documentary evidence of each programme when meeting with the 

External Verifier.  

The Internal Verifier is appointed annually based on the qualifications and skill sets 
required to fulfill the role. The IV process is conducted monthly or additionally as 
required. 
 

 

 

 

 

 

 

 

 

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 24 

External Authentication: 

The role and responsibilities of the External Authenticator are outlined in the EA 
report document, including a checklist and code of conduct appropriate to the role. 
An appropriate EA shall be selected on an Annual basis and EA shall be conducted 
monthly or additionally as required. 

DX2 defines External Authentication as the process that aims “to provide 
independent authoritative confirmation of fair and consistent assessment of 
learners, in accordance with national standards”.  (Quality Assuring Assessment, 
Guidelines for Providers, May 2007, p29). 

 

External Authenticator Requirements: 

1. The authenticator must be available for site visits  
2. Be available to attend briefings and upskilling events when required  
3. Have experience in the areas of Quality Assurance in Education and Training 

and have an understanding of good practice within assessment processes. 
 

Rate of pay 

Rates of pay are in line with the consultant rates applied by DX2 Training Solutions 
including milage and overnight accommodation bursaries as required. 

 

Termination of engagement: 

DX2 Training Solutions reserves the right to terminate engagement with an External 
Authenticator including removing them from the pool of approved authenticators 
with which the organisation engages.  

 

Role and Responsibilities: 

1. Attend and complete the site visit on the agreed date/time. 
2. Select a sample in line with DX2 Training Solutions Sampling strategy  
3. Check that all evidence provided is cross referenced with the requirements 

within the agreed sample  
4. Review grades awarded to learner(s) 
5. Review assessment techniques and practice against award standard 
6. Review Internal Verification report(s) 
7. Conduct a closing meeting with all relevant staff members  
8. Correspond with the DTQA as required. 
9. The External Authenticator assigned by DX2 Training Solutions must be 

independent of the centre to which they are assigned.  The External 
Authenticator has a responsibility to declare any conflict of interest which 
may arise that could compromise the integrity of the process  

10. Treat all documentation, reports and  communication surrounding the 
process as confidential. 
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Selecting the External Authenticator 

DX2 Training Solutions will select suitably qualified External Authenticator/s.  

The External Authenticator will moderate results for awards in fields/sub fields in 
which the Authenticator has broad subject matter expertise. Given their professional 
status it is expected that all External Authenticators will possess the expertise 
necessary to moderate results in general areas, for example, Communications.  In 
selecting an appropriate External Authenticator, care will be taken by DX2 Training 
Solutions to ensure the Authenticator: 

• Has technical/subject matter expertise within the appropriate award 
area/field of learning 

• Has experience of delivering programme assessment or work in the 
industry/field 

• Agrees to undertake appropriate training and to attend appropriate briefings 
• Has the qualities necessary to interact with learners, assessors and senior 

staff members, as appropriate 
• Has administrative and I.T. skills 
• Can undertake to operate within the code of practice and guidelines issued 

by QQI, PHECC, NAEMT and/or FutureQuals 
• Is available to  DX2 Training Solutions at appropriate times 
• Is independent of the centre to which s/he is assigned  
• Informs DX2 of any potential conflict of interest that may compromise their 

role 

Timeframe for External Authentication 

External Authentication is part of DX2 Training Solutions Quality Assuring 
Assessment Process and will take place after the learners have been assessed and 
after the Internal Verification Process.  External Authentication will take place before 
the Results Approval Process is implemented.  In planning for External 
Authentication consideration will be given to the following: 

• The other assessment related processes: Internal Verification, Results 
Approval, Requesting Certification and Appeals 

•  DX2 Training Solutions deadlines and key dates 
• QQI deadlines and key dates 
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The External Authentication process: 

1. All programme delivered to learners under DX2 Training Solutions’ Quality 
Assurance agreement with QQI will be subject to External Authentication. 

2. The Director of Training and Quality Assurance will appoint a suitable 
External Authenticator with broad subject matter expertise in the area they 
are undertaking authentication and who has experience conducting external 
authentication. 

3. The Director of Training and Quality Assurance will contact the EA to agree a 
suitable time and to select a sample in line with DX2 Training Solutions 
Sampling Strategy. 

4. The External Authenticator will attend the location on the agreed date/time. 
5. The DTQA will arrange a secure room for the EA and make available all 

requested materials from the agreed sample. 
6. The EA will complete DX2 Training Solutions External Authenticator report 

which will acknowledge areas of good practice, identify areas that have the 
potential to threaten the integrity of the assessment or certification process. 

7. The External Authenticator will submit the completed report to the DTQA 
within five working days of visiting the location. 

Documentation to be available for the External Authentication Process 

• Relevant award specifications and validated programme modules 
• All relevant assessment instruments and appropriate supporting 

documentation, for example, briefs, examination papers, marking schemes 
and outline solutions 

• The assessment plan/s 
• All learner assessment evidence 
• All learner assessment results recorded on Provisional Results Sheet/s 
• List of assessors per programme module and/or class group 
• Internal Verification Report/s 
• DX2 Training Solutions sampling strategy 
• Appropriate equipment to moderate assessment evidence produced in a 

multi-media format must also be provided, as appropriate. 

 

Conducting External Authentication 

 
1. Moderate the assessment results by reviewing the learner evidence yielded by 

DX2 Training Solutions Sampling Strategy 
2. Report back to the DX2 Training Solutions by completing  DX2 Training 

Solutions External Authentication Report – 
3. In order to moderate the assessment results, the External Authenticator will: 
• Review the award standards  
• Review the awarding body grading criteria 
• Confirm assessment techniques and instruments are appropriate  
• Ensure consistency with the award requirements 
• Confirm the assessment criteria and marking sheets are appropriate 
• Review a sample of learner evidence and results to ensure consistency with 

the award standard and grading criteria 
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Other external experts: 

From time to time DX2 Training Solutions will be required to engage the services of 
an external expert.  An external expert will be appointed where an issue has arisen 
relating to academic matters that requires investigation and a judgment to be made 
following the outcome such investigations.  

Reporting: 

The external expert will report to the Academic Oversight Committee and the 
Director of Training and Quality Assurance  

Terms of Reference: 

1. Attend an agreed location on an agreed date and time 
2. Meet with the Director of Training and Quality Assurance and any other 

relevant staff members to gather information relating to the case(s) which are 
under review 

3. The Director of Training and Quality Assurance will make a secure, quiet 
room available for the duration of the investigation. 

4. Review all relevant evidence including documentation, reports and 
communication relating to the case(s) 

5. With the assistance of the office management team arrange to meet/phone 
any person who can provide additional information relating to the case(s). 

6. The external expert will provide feedback on the case(s) in question and make 
recommendations as to how the matter should be resolved including 
directive on the steps that need to be taken to provide a fair resolution to the 
case(s) 

7. The findings and recommendations are reported directly to the Academic 
Oversight Committee in a written report, no more than five working day after 
the completion of visits to the agreed location  

Roles and responsibilities  

1. Attend and complete the site visit on the agreed time and date 
2. Review all evidence presented and ensure all steps outlined in the 

organisations policies and procedures have been applied fairly and 
consistently. 

3. Examine policies and procedures referenced in the case to ensure that they 
are robust and fit for purpose  

4. Review all evidence including relevant documentation, communication 
between persons involved internal reports, interviews 

5. Correspond with DTQA and AOC as required  
6. The external expert must be independent of the centre.    
7. Any conflict of interest that arises must be declared 
8. Treat all documentation and information relating to their role as confidential.  
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Responder Level Instructors and Educational Award Holders: 
 
These shall have the role of training faculty, who’s responsibilities and roles are 
outlined in the DX2 Faculty member job description, contract of employment in 
addition to specific roles required under each quality assurance policy applicable to 
their programmes for delivery. 
 
 
 
Role and responsibilities of the Medical Advisor:  
 
The Medical advisors’ responsibilities are but are limited to:  

1. Oversight of the medical education content of the EMS courses ensuring that 
the curriculum conforms to PHECC education and training standards and 
current CPGs. Taking into account legislation and the associated risk. 

2. Active participation in the quality evaluation of courses including annual self- 
assessment and reporting requirements.  

3. Input in recruitment of faculty members.  
4. Attendance on PHECC’s Medical Advisory Committee or other working 

groups on request. 
5. Guest lecturing as required.  
6. Quality review and reporting on programme content, faculty member 

delivery, assessment and associated risk. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 29 

Results Approval Panel Role & Function: 

The role of the Results Approval Panel is reviewing the contribution/ 
recommendations of the Internal Verifier and external authentication reports, they 
shall also ensure the accuracy and consistency of results prior to recommendation 
for certification.   

The panel is chaired by a DX2 Facilitator whose role here is to oversee and direct the 
work of the panel ensuring adherence to quality assurance guidelines and 
communicate with stakeholders such as EA, IV and faculty members. The role of the 
secretary is to maintain minutes of the RAP meetings and distribute information as 
required. The members of the committee fulfil the primary objective of ensuring 
accuracy and consistency of results and provide authoritative confirmation that all 
quality processes have been followed.  

The Results Approval Panel meets monthly or as required by certification needs. The 
RAP shall be convened for all programmes delivered by DX2 Training Solutions with 
the exception of programmes assessed directly by accreditors. Committee members 
are appointed annually in line with the structure for RAP formation included in 
Graph format below. 

Context:  

The Results Approval Panel is the final step in quality assuring assessment prior to 
recommendation for certification. The Results Approval Panel shall ensure the 
accuracy and consistency of results prior to certification. 

Terms of Reference: 

1. The Results Approval Panel must ensure that all assessments submitted 
to it are comprehensively reviewed, that an Internal Verification of the 
learners’ work, and the results have taken place. 

2. That an EA report has been completed and is available for review 
additionally The RAP will ensure: 

3. Results are quality assured and signed off by authorised personnel prior 
to submission to an accreditation body or awarding certification   

4. Appropriate decisions are made about the outcome of the assessment, 
verification and authentication processes.  

5. There is ample evidence of record keeping and thorough application of 
assessment and administrative procedures.  

6. Issues arising from the IV report are noted and listed for action by the 
Director of Training and Quality Assurance with the appropriate 
committee.  

7. Any appeal outcomes which are unsatisfactory to the learner are 
reviewed– assign actions or sign off decisions.  
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Reporting Structure: 

The Results Approval Panel is a decision-making body, having autonomy on 
certification recommendations. The RAP shall provide feedback reports via the 
Director of Training and Quality Assurance to the Academic Oversight Committee 
and Programme Development Committees as appropriate.  

 

Membership of the Results Approval Panel: 

The Results Approval Panel members are selected from experienced multi-
disciplined staff to ensure a broad spectrum of knowledge and experience is 
available to the panel, ensuring informed moderation of all DX2 programme results. 

 

RAP Committee Members 2021: 

Chair  – Terry Dore Facilitator DX2 

Member - Derek Fox Facilitator DX2 

Member  - Noel Marrey Faculty Member DX2 

Member – Shaun Oliphant Faculty Member DX2 

Secretary – Aileen Alwyard - Administration 

 

Frequency of Engagement: 

The Results Approval Panel meets monthly and as often as required throughout the 
calendar year 
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Programme Development Committee Role & Function: 

The role of the Programme Development Committee is to identify the need for, 
design, develop, review, amend and evaluate training programmes offered by DX2 
training solutions in line with current standards and developing needs. In addition, 
the PDC shall assess the committee is chaired by an elected member whose role here 
is to oversee and direct the work of the committee ensuring appropriate standards 
and quality assurance arrangements are provided for in line with guidance from the 
Academic Oversight Committee.  

The role of the secretary is to maintain minutes of the PDC meetings and distribute 
information as required, this role is filled by DX2 office manager. The members of 
the committee fulfil the primary objectives as set at each meeting and are 
responsible for collaborating with applicable stakeholders. 

The Programme Development Committee meets biannually and as often as required 
through ought the calendar year. Committee members are appointed based on 
specific subject matter expertise and in line with the structure for PDC formation 
included in graph format below.  

Programme Development Committee Terms of Reference  

Context: 

Each programme will have a Programme Development Committee to undertake, 
responsibility for programme development, delivery, monitoring and evaluation in 
accordance with the latest guidance from accreditation bodies and in line with DX2 
QA. 

• To develop curriculum, content and assessment materials for programmes in 
conjunction with the Academic Oversight Committee. 

• To monitor the implementation of programme as per agreed programme 
descriptor. 

• To review annually or as often as required the structure, content, entry 
requirements, curriculum and assessment strategies of the programme; to 
include reports such as faculty feedback, leaner feedback, grade analysis, IV 
& EA reports and any other reports required for effective evaluation. 

• To review annually or as often as required resources needed to deliver the 
programme and support in the delivery of modules and assessment 

• To ensure that all proposed changes to Programmes are dealt with as per 
Quality Assurance procedures 

• To ensure that any proposed minor changes are recorded in the minutes of 
the faculty meeting at which they were discussed, and sent to the Director of 
Training and Quality Assurance for review and the Academic Oversight 
Committee for approval, prior to being incorporated into the running of the 
Programme 

• To participate in the Quality Assurance Procedures as defined and agreed by 
the Academic Oversight Committee in relation to internal evaluation of 
programme/s and to participate in such periodic external peer reviews as 
required  
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Reporting Structure: 

Programme Development Committees are not decision-making bodies. Proposed 
changes emerging from meetings are referred to the Director of Training and Quality 
Assurance for review and to the Academic Oversight Committee for approval before 
implementation.  

Membership of Programme Development Committees:  

• Faculty Member - Chair  

• Faculty Member - Member  

• Office Manager – Secretary Minute taking only non-voting member 

• Faculty Member – Member 

• Medical Advisor - Member 

• External Subject Mater Expert - Member 

Medical Advisor and External Subject Mater Expert positions are subject to 
requirement of programme 

 

Frequency of Engagement: 

The Programme Development Committee meets biannually and as often as required 
throughout the calendar year 
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Fig 1.7a 

 

 

 

 

 

 

 

Fig 1.7b 

 

 

 

 

 

 

 

 

 

Fig 1.7c 
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2. DOCUMENTED APPROACH TO QUALITY 
ASSURANCE    

Purpose: 

The ‘Documented Approach to Quality Assurance’ policy and procedures outlines 
DX2 Training Solutions’ commitment to ensuring that continuous quality 
improvement is an integral part of our organisational culture. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions is committed to achieving the highest standards of quality in 
training leading to awards recognised by Quality and Qualifications Ireland, Pre-
Hospital Emergency Care Council, National Association of Emergency Medical 
Technicians & FutureQuals in line with the Qualifications and Quality Assurance 
(Education and Training) Act 2012.   

To ensure that we deliver programmes and services that meet requirements and 
expectations of our awarding bodies and learners we confirm that all of our 
programmes conform to the relevant Education and Training standards and quality 
assurance procedures. 

We endeavour to continually improve our quality systems in line with developments 
in best practice. We are committed to quality delivery and continuous improvement  

Version Control: 

 

 

 

Document name  Documented Approach to Quality Assurance  

Version reference  1.2 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 23/03/2021 

Review Date  23/03/2022 
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Procedure 
Title: 2.1 

V 1.2  

Documenting Policies and 
Procedures  

Date: 

22/03/2021 

 

Purpose: 

This procedure outlines how policies, procedures and other quality assurance related 
documents have been developed to support the academic and corporate activities 
within our organisation 

Related Documentation: 

Quality Assurance Manual 

Methods used to carry out this procedure: 

• A new policy and/or procedure is developed when the need arises at an 
organisational level, when accrediting bodies have a requirement to 
document a policy and when legislation requires the formal documentation 
of a policy or procedure.  

• The Quality Assurance document is developed & prepared by the Director of 
Training and Quality Assurance using awarding body Quality Assurance 
Guidelines and other relevant supplementary guidelines. 

• Our policies and procedures are dated, version controlled and have defined 
monitoring method and frequency ensuring our policies are continually 
evolving. 

• The following titles are used in most policy areas: Policy Title and number,  
Purpose, Scope, Policy statement, Version controls, Procedure Title(s) 
Publication date, Methods used to carry out the procedure, Monitoring, Roles 
and Responsibilities, Related Documentation, Contacts and Review  

• The Academic Oversight Committee review draft policies and procedures and 
make a recommendation  to the author to approve, amend or revise the draft. 

• Once approved internally documents are submitted for review by awarding 
body. 

• Once approved by the awarding body our QA manual will be put into 
circulation and published on our company website by administration support 
team.  

• All staff members are provided with access to a copy of the policy and 
procedures manual upon entering into employment with DX2 Training 
Solutions. 

• Hard and soft copies of our QA manual are available to all stakeholders, 
including learners, through Programme Directors and the Administration 
support team. 

• All outdated policies and procedures are removed from circulation and 
publication by the Office Manager  
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Monitoring: 

Monitor Job Title: Directors 

Frequency: Ongoing  

Monitoring methods:  

This procedure is updated based on any changes or amendments in practice and 
criteria required by the organisation or affiliated bodies relevant to this procedure. 

Review and modification of this procedure when required or on the published review 
date. 
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Procedure 
Title: 2.2 

V 1.2  

Document Ownership and 
Controls  

Date: 

23/03/2021 

 

Purpose:  

To describe how DX2 Training Solutions’ document control and ownership system 
operates.  

Related Documentation: 

Quality Assurance Manual, programme versions, programme reviews 

Methods used to carry out this procedure: 

Quality Assurance Documentation- ownership and Monitoring  

• All Quality Assurance documents are owned and controlled by the Director of 
Training and Quality Assurance and are approved by the Academic Oversight 
Committee.  

• The Director of Training and Quality Assurance oversees the monitoring of 
the Quality Assurance system by conducting an annual audit.  

• Proposed changes must be approved by the Academic Oversight Committee 
in writing and relevant accrediting bodies must be informed of the update in 
writing.  

Programme Documentation ownership & monitoring  

• All programme related documentation and material are the responsibility by 
the relevant Programme Director.  

• Programme related documentation are reviewed regularly by the Programme 
Director to ensure that  documentation remains relevant.  

• A change may be considered when:  

o Feedback from faculty, Administrative Support Team members, 
learners or clients have flagged an issue arising.  

o Programme Directors or faculty have identified an issue or more 
effective measure to apply. 

o Stakeholders such as accrediting bodies may require a change.  

• Minor changes such as correction of information or clarification of 
information can be made by Programme Director with the assistance of the 
faculty team where required.  

• Any major adjustments must be allocated to an appointed Programme 
Review Team with the involvement of the Academic Oversight Committee 

Document storage and access:  

• Documents are stored in the organisations’ cloud drive and are password 
protected.  

• The Director of Training and Quality Assurance and other document owners 
have access to these files to make updates & changes, ensure correct version 
of document is in use and to remove/replace them as required. 

• Director of Training and Quality Assurance is responsible for  limiting and 
controlling document access to authorised persons only. A record is 
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generated automatically when documents are accessed for monitoring 
purposes. 

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: Ongoing  

Monitoring methods:  

This procedure is updated based on any changes or amendments in practice and 
criteria required by affiliated bodies relevant to this procedure.  

Review and Modification of this procedure when required or on the published review 
date. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 39 

Procedure 
Title: 2.3 

V 1.3 

Reports   Date: 

23/03/2021 

 

Purpose:  

This procedure outlines the process by which DX2 Training Solutions develops and 
submits reports to accrediting bodies relating to Quality Assurance.  

Related Documentation: 

Certificate activity reports, self-evaluation reports, programme improvement plans. 

Methods used to carry out this procedure: 

• Certificate Activity Reports are acquired from administration system when 
necessary or requested by authorised personnel through members of the 
administration support team.  

• An access record is maintained on the administration system  
• Self-Evaluation Reports are composed and submitted to Academic Oversight 

Committee by Programme Director for review at the end of each year.  
• Programme Director reviews & submits Programme Improvement Plan to 

Academic Oversight Committee after each self-evaluation report is conducted  
• Office Manager to update faculty register on hiring of new faculty member as 

required and once annually.  

Monitoring: 

Monitor Job Title: Directors 

Frequency: Ongoing  

Monitoring methods:  

This procedure is updated based on any changes or amendments in practice and 
criteria required by affiliated bodies relevant to this procedure.  

Review and Modification of this procedure when required or on the published review 
date 
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Roles and Responsibilities:  

• Managing Director- responsible for the approval of the development of a QA 
system 

 
• Director of Training and Quality Assurance – responsible for drafting QA 

documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 
• Programme Director-  Oversight of the implementation of this policy within 

the academic team  
 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 
• Office Manager- Oversight of the implementation of this policy within the 

administration support team 

 

Contacts: 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  
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3. PROGRAMMES OF EDUCATION AND 
TRAINING  

 

Purpose: 

The purpose of this policy is to ensure that all learners undertaking programmes 
with DX2 Training Solutions experience the highest standards of Education and 
Training appropriate to their needs. DX2 Training Solutions are dedicated to 
providing learner centered programmes that exceed the expectations of those that 
entrust our organisation with their training requirements  

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions are committed to providing the highest standards of 
Education and Training. Programmes of Education and Training will be developed 
and delivered by subject matter experts who additionally have achieved a recognised 
Education and Training qualification to ensure that the learner(s) needs are 
identified and met and that the programme aims and objectives are achieved.  

Our programmes are systematically monitored, evaluated and reviewed to ensure 
continuous improvement in order to meet education and training standards, 
legislative/regulatory requirements and best practice guidelines. 

 

Version Control: 

 

Document name  Programmes of Education and Training 

Version reference  1.9 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 22/04/2021 

Review Date  22/04/2022 
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Procedure 
Title: 3.1 

V 1.9 

Need Identification  Date: 

30/03/2021 

 

Purpose: 

The purpose of this procedure is to identify the education and training needs of 
current and prospective learners within the organisational scope and to respond to 
changes in trends, legislation and regulations in relation to the creation and 
maintenance of programmes. 

Related Documentation:  

Feedback reports, trend reviews, attendance record at trade shows and events, 
business case reports, blended learning policy. 

Methods used to carry out this procedure: 

• Feedback is requested from current and past learners, faculty members, 
administrative support staff, management team members and other relevant 
stakeholders  

• The feedback is analysed by the management team and trends and 
opportunities are identified. 

• Trends in prospective learner enquiries and employment trends are recorded 
and analysed by the management team 

• Trends, legislative changes, regulatory changes are brought forward to team 
meetings and onward to the Programme Development Committee where 
scope for new and amended programmes has been identified. 

• Directors develop business case for identified potential programmes.  If the 
programme is deemed commercially viable a proposal for programme 
development is sent to the Academic Oversight Committee.   

• The Academic Oversight Committee will review proposal(s) and make a 
recommendation to determine whether the proposal should progress to the 
programme development stage. 

• Upon recommendation to proceed by AOC, Directors will appoint a 
Programme Development Committee consisting of; Programme Director, 
qualified faculty members, external experts and a medical advisor where 
required 

 

Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance  

Frequency: Annually 

Monitoring methods:  

Review of evidence  

Minutes of faculty meetings 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 43 

Procedure 
Title: 3.2 

V 1.9 

Programme Design  Date: 

30/03/2021 

 

Purpose:  

The purpose of this procedure is to ensure that the programmes designed by DX2 
Training Solutions meet the criteria set out by the awarding body to which the 
programme is affiliated.   

Programmes are designed in a way that maximises the professional experience of the 
appointed Programme Development Committee using the most effective 
instructional methods.  

Related Documentation:  

Feedback from subject matter experts, programme evaluation record, organisational 
needs analysis, organisational capacity analysis, drafted budgets, role descriptors, 
completed draft programme documentation (timetable, lesson plans, equipment  
lists, programme materials, list of agreed placement sites), blended learning policy.  

Methods used to carry out this procedure: 

• Faculty members with relevant experience and qualifications are consulted 
and a request for expression of interest for programme development  is 
proposed. 

• If there is a shortfall of internal interest the Programme Director will seek 
expressions of interest from external candidates with relevant experience and 
subject matter expertise.  

• Programme Development Committee are appointed by Programme Director 
made up of the most suitability qualified personnel. 

• Learner feedback and faculty feedback is reviewed by the Programme 
Director. A report is generated to support the programme development 
process. 

• Programme Development Committee meet, roles are determined, members 
are appointed specific roles to facilitate the design of the programme 

• Programme design sessions assemble a minimum of twice weekly to develop 
the scaffolding of the programme  

• The programme content is developed, one module at a time with a primary 
focus on the learning outcomes. 

• Draft modules are reviewed and pre-approved by all team members before 
proceeding to the next module 

• Programme resources, support material and equipment are identified and 
recorded 

• Assessment schedule is then designed  
• Draft timetables are assembled  
• Blended learning options are considered  
• Placement arrangements are agreed, if applicable  
• Draft programme is submitted to Programme Director for initial review 
• Improvements initiated where required  
• Final draft developed for submission to Academic Oversight Committee 
• AOC make recommendation to approve/refuse the programme or 

recommend amendments be carried out 
• Recommendations considered and amendments made by Programme 

Development Committee. 
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• Quality Assurance policies and procedures underpinning programme 
activities are reviewed and amended where necessary.  

Monitoring: 

Monitor Job Title: Director or Training and Quality Assurance, Programme 
Development Committee 

Frequency: Annually 

Monitoring methods:  

Review of evidence  

Review of PDC meeting minutes  

Review of proposed vs developed programmes  
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Procedure 
Title: 3.3 

 

V 1.9 

Programme Approval    Date: 

 

30/03/2021 

 

Purpose:  

The purpose of this procedure is to ensure that programmes are reviewed and 
internally approved before being submitted to the awarding body for validation. 

Related Documentation:  

Final draft of programmes, Academic Oversight Committee recommendation, 
submission of programme. 

Methods used to carry out this procedure: 

• A presentation of the final draft of the programme is made by the 
Programme Director to the Academic Oversight Committee 

• Review of draft programme by Academic Oversight Committee and 
recommendation is made to submit for validation or refer back to 
Programme Development Committee or Directors depending on issues 
arising  

• The programme content is forwarded to the Directors with the 
recommendation and is signed off by Managing Director before submitted to 
awarding body for validation. 

Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance 

Frequency: Annually 

Monitoring methods:  

Review of evidence  

Minutes of staff meetings  
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Procedure 
Title: 3.4 

V 1.9 

Programme Planning   Date: 

30/03/2021 

 

Purpose:  

The purpose of this procedure is to ensure that programmes are planned in 
accordance with programme validation documents and underpinning quality 
assurance guidelines.  

Related Documentation:  

Training records, purchase orders, terms of agreement, programme schedules, 
faculty roster, equipment checklist, room set up instructions, equipment cleansing 
procedure, equipment maintenance procedure, external venue checklist, enrolment 
procedure, candidate selection criteria, entry criteria, interview records. 

Methods used to carry out this procedure: 

• All persons involved in the development, delivery, assessment, 
administration and evaluation of programmes will attend induction and 
upskilling training to ensure that they have a good working knowledge of the 
quality assurance guidelines  

• Training day scheduled when required to cover Quality Assurance Policies 
and procedures by Director of Training and Quality Assurance  

• Programme Director timetables programme- confirmation of dates, locations 
and assigned faculty members. 

• Programme Director selects and sources quality programme resources as 
specified in the programme design process  

• Office manager rosters faculty and support staff including facilitation for 
learner instructors where applicable. 

• Venue suitability assessment conducted for new training venues by member 
of the administration support team with the support of faculty members 
where necessary 

• Programme Director screens programme applications to ensure that the entry 
criteria has been met  

• Programme Director schedules pre programme interview with applicants 
when required  

• Successful programme applicants will be requested to register their essential 
learner information electronically prior to programme commencement 
(assistance will be available from DX2 Training Solutions administrative 
support team).  The information is stored within our secure administration 
system. 

• Where proof of prior learning is required original documents must be 
presented to administration support team to confirm and to secure a place 
on a programme. 

• Programme Director to contact learners to provide support and instruction 
regarding this process if required.  
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Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance, Programme 
Development Committee 

Frequency: Annually 

Monitoring methods:  

Review of evidence  

Minutes of staff meetings  
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Procedure 
Title: 3.5 

 

V 1.9 

Programme Delivery Date: 

 

31/03/2021 

 

Purpose:  

The purpose of this procedure is to ensure that appointed faculty and support staff 
have exemplary knowledge, experience and skill to deliver our programmes to the 
highest standards.  It further ensures due consideration has been given to the 
physical learning environment and selected programme resources and equipment.  

Related Documentation:  

Role descriptors for faculty positions, faculty qualifications, equipment and resource 
inventory list, lesson plans, programme schedules, assessment schedules, learner 
feedback, lesson plans, completed assessments, risk assessments, evaluation 
reports. 

Methods used to carry out this procedure: 

• The Programme Director identifies the most suitable faculty members with 
relevant qualifications and subject matter expertise and requests expressions 
of interest for programme delivery.  

• The assigned faculty members have a briefing day with the programme 
manager to plan and prepare for programme delivery including policy review, 
assessment and academic integrity guidelines & learner supports 

• Lesson plans are distributed by Programme Director to relevant faculty 
members to ensure a uniform approach to programme delivery. 

• Faculty members are briefed on relevant QA procedures by the Director of 
Training and Quality Assurance where required. 

• The learning environment is assessed by programme delivery team to ensure 
that the facilities and equipment are clean and in good working order. 

• Programme delivery team select assignments and intervals  
• Presentations are adapted when required (use of larger font, instructor 

microphone etc) 
• Pre learning assessments reviewed by Programme delivery team and the 

Programme Director 
• For contact days:  

o Faculty arrives at the delivery venue a minimum of 30 minutes before 
programme is scheduled to commence  

o Familiarise themselves with fire exits/toilet locations/break and hospitality 
arrangements  

o Ensure all equipment is set up for training and all necessary materials are 
available to participants  

o Cross check sign in sheet with pre programme register 

• For blended learning sessions: 

o Faculty member should be logged on to the host site 30 minutes prior to 
programme commencement and filter learners logging on into a virtual 
waiting room with welcome note and housekeeping guidelines.  
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o Instructor should review booking notes to become aware of any additional 
information provided by learners e.g., sickness, audio specification, 
technology support etc.  

o Faculty member should log in at least5 minutes prior to the start of the 
session  and introduce themselves and prepare to cross check attendees with 
sign in sheet.  

o When all learners are accounted for a check all for audio and visual clarity. 
  

• Scheduling of experiential learning and placements by Programme Director 
• Feedback is collected  
• Feedback is analysed by administration support team and management  

 

Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance & Programme 
Development Committee  

Frequency: Annually 

Monitoring methods:  

Review of evidence  
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Procedure 
Title: 3.6 

V 1.9 

Learner Records  Date: 

31/03/2021 

 

Purpose:  

The purpose of this procedure is to ensure that a secure system is established and 
maintained for records concerning attendance, participation, progression and 
certification in line with current Data Protection legislation.  

Related Documentation:  

Learner records, certification records, attendance records, assessment records. 

Methods used to carry out this procedure: 

• Relevant learner data collected and is kept on file with learner consent at 
point of registration (digitally).  This information is entered by the learner 
themselves and verified the administration support team.  

• Learner notes and mentor meeting minutes stored on the learners individual 
profile. 

• All certification records are stored within the organisations’ administration 
system  

• Assessment material: 

o Hard copies are stored in a locked cabinet with restricted access 
o Soft copies are stored on an encrypted cloud based system with 

restricted authorised access and password protection. 

• Programme Development information stored within the cloud based system. 

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: Annually 

Monitoring methods:  

Review of evidence 
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Procedure 
Title: 3.7 

 

V 1.9 

Learning facilities and 
resources  

Date: 

 

16/04/2021 

 

Purpose  

The purpose of this procedure is to ensure that safe and fit for purpose  resources 
and facilities are available to the staff members involved in programme delivery and 
to enrolled learners.  

Related Documentation: 

Record of works completed, communication records with facility management 
company, learner need identification, accessibility for new external venue, 
equipment check in-check out procedure  

Methods used to carry out this procedure: 

Annually  

• Safety statement reviewed by Managing Director  
• Risk assessments are then conducted/reviewed  
• Accessibility review carried out annually/when required on our own premises 

and prior to programme delivery on external premises for designated 
training. 

Daily  

• All staff members involved in the preparation of programme delivery must 
check in/check out resources in use to ensure timely collection, return and 
monitoring. 

• All resources used must be cleaned and disinfected by the staff member 
using the item after each use and returned to their designated storage 
location. 

• Staff members who find an issue with any component must report it to the 
Office manager. 

• The office manager will highlight repairs/replacements required with staff 
conducting equipment maintenance and/or management responsible for the 
procurement of new materials. 

• Needs assessment carried out by the Director of Training and Quality 
Assurance on all regularly used resources e.g. mannequins, AED trainers etc. 

Monitoring: 

Monitor Job Title: Directors, Programme Development Committee 

Frequency: Annually 

Monitoring methods:  

Review of evidence 
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Procedure 
Title: 3.8 

V 1.9 

Review of Programmes   Date: 

16/04/2021 

 

Purpose:  

The purpose of this procedure is to ensure that our programmes continue to meet 
current and prospective learner needs and expectations and further to remain 
relevant to education and training standards and best practice guidelines.  

Related Documentation: 

Evaluation forms, staff feedback form, schedule for self-evaluation of programmes, 
programme improvement plan, monitoring report.  

Methods used to carry out this procedure:  

Annually + 

• Data collected through monitoring and evaluation is analysed by the 
management team and the outcomes are reported to the Academic Oversight 
Committee. 

• In the event where significant programme adjustments are required a full 
self-evaluation of the programme will be prioritised and brought forward; 
self-evaluation on all programmes must be conducted a minimum of once 
every five years and a programme improvement plan is generated  

Ongoing  

• Faculty members must complete an electronic evaluation and feedback after 
each programme  

• 15% of all programmes are subject to live monitoring by the Director of 
Training and Quality Assurance.  A report is generated and shared with the 
Programme Director who will discuss the findings with the relevant faculty 
members  

• A programme review panel are appointed where minor changes have been 
recommended.  The panel will consist of programme faculty members,  
external evaluator and other stakeholders when required. 

• Programme lesson plans and content are reviewed and amended when a 
change to education and training standards has been made 

• All programme amendments are reviewed by the Academic Oversight 
Committee  

• Once a change has been approved an announcement is then made at the next 
faculty and staff meeting by the Programme Director to ensure a unified 
approach to the programme is achieved. 

• All prior versions of programme content are removed from circulation by the 
DTQA. 

Monitoring: 

Monitor Job Title: Directors, Programme Development Committee 

Frequency: Annually 
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Monitoring methods:  

Review of evidence 

 

Fig 3.8 
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Procedure 
Title: 3.9 

V 1.9 

Protection for Enrolled 

Learners  

Date: 

16/04/2021 

 

Purpose:  

The purpose of this procedure is to ensure that the necessary protections are in 
place for the learner in the event that the organisation ceases to provide a 
programme onto which persons are enrolled. 

Related Documentation: 

Validated programme information, programme schedules. 

Methods used to carry out this procedure:  

• In situations where a programme may not run and all other options have 
been exhausted, for reasons such as low registration uptake, issues arising 
with the venue scheduled for training or faculty unavailability learners are 
offered the following.  

Transfer to the same programme on an alternative date  

Or 

A full refund of fees paid  

• In situations where a programme must cease to continue enrolled learners 
are offered the following: 

Transfer to the same programme on an alternative date  

Or 

A full refund of fees paid 

• At present DX2 Training Solutions do not offer programmes leading to QQI 
awards of three months or more. We are aware that all QQI accredited 
programmes of Education and Training of 3 months or longer duration are 
required to have specific protection arrangements under section 65 (4) of the 
Qualifications and Quality Assurance (Education and Training) Act 2012.  
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Monitoring: 

Monitor Job Title: Directors of Training and Quality Assurance 

Frequency: Annually 

Monitoring methods: Review of monitoring outcomes, Minutes of staff meetings  
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Procedure 
Title: 3.10 

V 1.9 

Access, Transfer and 
Progression  

Date: 

16/04/2021 

 

Purpose:  

The purpose of this procedure is to ensure that programme entry arrangements are 
transparent, decisions regarding allocation of places are clear and that all learners 
are aware of progression and transfer opportunities where applicable. 

Related Documentation: 

RPL application form, RPL policy, programme schedule. 

Methods used to carry out this procedure:  

• Meeting entry criteria: Entry criteria for each programme is clearly specified 
with programme information on company website. 

• Access through RPL: Applicants are required to complete relevant 
application forms for consideration.  

• Transfer: Due to the QQI programme offering within or organisation we do 
not have the scope to facilitate internal programme transfer. Learners 
transferring to DX2 Training Solutions from another institution seeking 
advanced entry based on learning outcomes achieved, are treated as RPL 
applicants. 

• Progression: Learners  will be eligible to apply to undertake the next 
programme on the designated progression pathway on the National 
Framework of Qualifications once they have successfully completed a 
programme leading to an award.  
DX2 Training Solutions make progression opportunities available with 
specified additional requirements (where applicable) within the programme 
prospectus on our website. 
 
 

Monitoring: 

Monitor Job Title: Academic Oversight Committee, Director of Training and Quality 
Assurance  

Frequency: Annually 

Monitoring methods: Review of policy,  Review of Evidence 
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3.11	Recognition	of	Prior	Learning:	 

Prior Learning assessed by DX2 Training Solutions may be used to satisfy, or 
partially satisfy, programme admission criteria and/or to gain exemptions in 
approved programmes  

In assessing Prior Learning, the company will take account of:  

• Programmes provided by professional bodies, enterprises, private 
educational providers.  

• learning from work and/or other forms of practical experience.  
• learning from life experience.  

Supporting documentation must be produced for an assessment based on 
Recognition of Prior Learning to occur.  

The assessment of an application for RPL does not guarantee admission into a 
training programme.  

The submission of an application for RPL does not guarantee that an exemption will 
be granted.  
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Procedure 
Title: 3.11.1 

V 1.9 

Recognition of prior learning  

 

Date: 

16/04/2021 

 

 

Purpose:  

This procedure describes how DX2 Training Solutions recognise prior learner 
achievement of outcomes relevant to the programme on which they are applying to 
enter.  

Related Documentation: 

RPL application form, Exemptions on current programmes offered. 

Methods used Meeting entry criteria: to carry out this procedure:  

• When a learner commences a training programme their previous educational 
qualifications and experience are taken into account by the Programme 
Director, and where possible exemptions are considered.  

• A specific RPL form is available for each recognised training programme. 
Learners applying for RPL must complete the correct form and return it to 
DX2 Training Solutions for consideration a minimum of 14 days before 
programme commencement. These forms are provided through the 
Programme Director. 
 

Monitoring: 

Monitor Job Title: Programmme Director, Director of Training and Quality 
Assurance  

Frequency: When required 

Monitoring methods:  Review of RPL applications, Review of RPL outcomes  
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3.12	Blended	Learning	 

DX2	Training	Solutions	policy	for	the	delivery	of	programmes	leading	to	an	award	of	the	
organisation	which	is	delivered	and/or	assessed	through	a	means	which	may	not	require	the	
learner	to	physically	attended	a	fixed	venue	to	partake	in	predefined	components	of	the	
programme.	 

Our	aim	is	to	create	flexible	learning	opportunities	and	to	provide	additional	pathways	to	further	
education	and	training	 

This	policy	will	guide	DX2	Training	Solutions	in	managing	the	potential	challenges	and	risks	
associated	with	blended	learning	to	ensure	the	integrity	of	the	agreed	standards	of	the	award	and	
provide	a	framework	accessible	to	all	staff	members	involved	in	the	planning,	delivery	and	
assessment	of	blended	learning.	 

This	policy	covers	all	further	education	and	training	programmes	approved	for	delivery	through	
blended	learning	within	DX2	Training	Solutions.	 

DX2	Training	Solutions	is	compliant	with	legislation	and	regulations	including	the	Quality	and	
Qualifications	(Education	and	Training)	Act	2012.	 

Our	organisations’	policy	on	blended	learning	is	compliant	with	QQI	standards	and	guidelines.	 
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Procedure 
Title: 3.12.1 

 

V 1.2 

Strategy and Planning for 
Blended Learning  

Date: 

 

16/04/2021 

 

Purpose:  

The purpose of this procedure is to plan and structure the delivery of blended 
learning programmes which incorporate an online learning component.  

Related Documentation: 

Assessment schedules, lesson plans, faculty training records, faculty CV’s. 

Methods used Meeting entry criteria: to carry out this procedure:  

• Our blended learning strategy is developed by the Directors in consultation 
with the Programme Directors and faculty team and overseen by  Academic 
Oversight Committee  

• The Director of Training and Quality Assurance with the Programme 
Development Committee will review and amend (where necessary) policies, 
procedures, regulations and arrangements relating to programmes originally 
designed for face-to-face delivery considering financial viability, market 
demand, resources, appeals processes, complaints processes, assessments 
and processes for external experts.   

• Director of Training and Quality Assurance to review faculty records and 
identify needs within the organisation in relation to blended learning.  

• Conversion training opportunities will be provided to faculty members with 
subject matter expertise currently delivering the programme face to face to 
transition to blended learning.  The programme includes modules such as 
using technology, managing the virtual learning environment, protection of 
learners, child protection and GDPR. 

• Review of policies and procedures relating to the legal and regulatory 
obligations of our organisation and amended where necessary to ensure 
compatibility with the delivery of blended learning programmes. 

• Code of conduct for blended learning programmes and learning in the online 
environment is specifically addressed in the learner handbook.  

Assessment: 

• All formal assessment within our blended learning programmes will take 
place during the face-to-face component of our programmes. 

 

Monitoring: 

Monitor Job Title: Academic Oversight Committee 

Frequency: Annually 

Monitoring methods: Review of Evidence, Review of feedback 
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Procedure 
Title:  

3.12.1 

V 1.2 

Infrastructure and 
Resources  

Date: 

16/04/2021 

 

Purpose:  

To develop the appropriate infrastructure to support the effective delivery of the 
online components of our blended learning programmes. 

Related Documentation: 

Learner feedback, faculty feedback, device inventory, faculty training records, 
presentations for online delivery, programme schedule. 

Methods used Meeting entry criteria: to carry out this procedure:  

Administration and support:  

• DX2 Training Solutions use cloud-based services ensuring accessibility and 
compatibility across all devices, reliability, security and ease of access for 
learners and faculty  

• Learner registration, administration and communication is facilitated through 
the cloud-based system by administration support team, faculty team and 
other authorised persons  

• Enrolled learners can add information, provide feedback and make requests 
remotely through the administration system.  

• Technical support is available on demand to staff members from the host of 
our administration system.   

• Lesson plans and presentations are devised by the Programme Director with 
the support of experienced faculty members using online training methods 
and online schedules  

• Interactive whiteboard utilised during online sessions to conceptualise 
training for learners and maximise the delivery media to engage learner 
interest  

• Providing feedback to learners: Time allocated at the end of training sessions 
to provide private feedback and support one to one with learners periodically 
and when required. Chat conversations are archived until the completion of 
the programme. 

Contingency Planning:  

• DX2 Training Solutions has continuous access a backup cloud-based system 
with separate URL during the delivery of all online training.  

• Back up WIFI provided to all faculty members for the delivery of online 
learning.  

• Phone line to assist learners with technical issues e.g., logging on, turning on 
audio or camera. 

• Back up devices available to faculty members delivering online training. 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 63 

Monitoring: 

Monitor Job Title: Academic Oversight Committee 

Frequency: Annually 

Monitoring methods: Review of Evidence, Review of feedback 
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Roles and Responsibilities:  

• Managing Director- responsible for the approval of the development of a QA 
system 

 
• Director of Training and Quality Assurance – responsible for drafting QA 

documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 
• Programme Director-  Oversight of the implementation of this policy within 

the academic team  
 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 
• Office Manager- Oversight of the implementation of this policy within the 

administration support team 

 

Contacts: 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  
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4. STAFF RECRUITMENT, MANAGEMENT & 
DEVELOPMENT  

Purpose: 

The ‘Staff recruitment, management and development’ policy and procedures outline 
our commitment to attract, appoint and retain the most suitably qualified personnel 
to work within our organisation. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

It is the policy of DX2 Training Solutions to appoint the most suitably qualified and 
experienced personnel to work within our organisation, upholding our ethos and 
standards of practice. DX2 Training Solutions is an equal opportunities employer.  

Our aim is to provide all staff members with an equal opportunity to access 
professional development & upskilling in order to meet the needs and standards of 
DX2 Training Solutions, the learners that avail of the programmes and services 
delivered by the company and the external agencies with which we have agreed 
quality assurance.  

The staff recruitment and appointment process at DX2 Training Solutions meets all 
statutory obligations including the Employment Equality Acts 1998-2015.  

Version Control: 

 

Document name  Staff recruitment, Management and Development   

Version reference  1.11 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 04/05/2021 

Review Date  04/05/2022 
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Procedure 
Title: 4.1 

V 1.11 

Staff recruitment and 
Appointment  

Date: 

22/04/2021 

 

Purpose: 

This procedure outlines the process by which DX2 Training Solutions Limited 
recruits and appoints staff members in line with current Employment and Equality 
Legislation. 

Related Documentation:  

Recruitment budget, Prerequisites for position, candidate CV’s and cover letters, 
position advertisement, criteria for short listing, record of interviews held (12 
months) 

Methods used to carry out this procedure: 

• Directors and Programme Directors conduct recruitment needs assessment at 
the end of each calendar year for the upcoming year and produce a 
recruitment strategy and budget  

• Managing Director and/or Programme Director compose a job description 
which will specify the qualifications, personal attributes and experience 
necessary for each position considering subject matter expertise, 
instructional qualification and experience. online teaching experience 
(blended learning), use of technology experience.  

• Managing Director and/or Office Manager will advertise available positions 
internally and externally explicitly stating the necessary qualifications, 
knowledge and experience required for the position.  Job advertisements are 
made available to view on the organisations website, social media platforms 
and on external recruitment websites. 

• Managing Director with the approval of Academic Oversight Committee sets 
out criteria which is used in the short-listing of candidates. Notification of 
shortlisting sent to all candidates. 

• Interviews scheduled and conducted by relevantly trained personnel with 
subject matter expertise and HR experience  

• Interviews are conducted using DX2 Training Solutions Limited interview 
scoring system.  Records are retained for 12 months. 

• Candidates are selected and offered the position subject to the verification of 
all credentials & references. 

• References and Qualifications verified by interview panel  
• Contract of employment issued by Managing Director 
• Staff induction  process conducted before interaction with learners which will 

include training on all internal policies and procedures. 
• After induction new faculty members are required to assist on three 

programme delivery sessions before delivering programme content 
independently. 

• Director of Training & Quality Assurance reviews staff probation/progress 
review after 6 weeks and 6 months respectively. 

 

Monitoring: 
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Monitor Job Title: Directors 

Frequency: On-going 

Monitoring methods:  

The staff recruitment and appointment procedure is updated every two years and/or 
based on any changes or amendments in legislation and criteria required by 
affiliated bodies relevant to recruitment.  

Review and Modification of Staff Recruitment and appointment procedure when 
required.  
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Procedure 
Title: 4.2 

V 1.11 

Staff Induction  Date: 

22/04/2021 

 

Purpose:  

This procedure describes how DX2 Training Solutions implements the induction 
process with all new staff members ensuring that they are equipped with sufficient 
knowledge to carry out their role effectively.  

Related Documentation:  

Organisational induction content, employee handbook 

Methods used to carry out this procedure: 

• DX2 Training Solutions’ induction programme is created and updated by the 
Managing Director in conjunction with Programme Directors and 
administration support team. 

• All staff members are required to complete induction training before 
commencing in their role. 

• The Administration support team will schedule training for new staff 
members upon acceptance of role. 

• The induction programme includes organisational information, mission, 
governance and policies & procedures of the company. 

• Faculty engaging in the instruction of blended learning modules must 
complete additional training for the management of online training. 

• Employee handbooks are provided to all staff members on commencement of 
role with DX2 Training Solutions. 

• A standard probation process of 6 months applies to all new staff members 

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: On-going 

Monitoring methods:  

This procedure is updated based on any changes or amendments in practice and 
criteria required by affiliated bodies relevant to this procedure.  

Review and Modification of this procedure when required or on the published review 
date. 
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Procedure 
Title: 4.3 

V 1.11 

Professional Development and 
Monitoring  

Date: 

23/04/2021 

 

Purpose:  

This procedure describes how DX2 Training Solutions supports the professional 
development of all staff members in line with identified individual training goals and 
organisational requirements  

Related Documentation:  

Staff self-evaluation, programme monitoring forms, faculty verification, selection 
criteria, training plans, training attendance record, training records. 

Methods used to carry out this procedure: 

• Performance management- all staff members attend a meeting annually with 
Managing Director and/or their direct line manager in a mutually beneficial 
process to explore development and self- evaluate performance in the 
following areas:  

o Agreeing key performance goals  
o Identifying areas for improvement and development  
o Prioritising training and development needs and developing a plan to 

meet prioritised needs.  

• Faculty Monitoring:  
 

o Before the commencement of each programme faculty members must 
meet with Programme Director, or other appointed person for a 
handover of programme equipment & resources and to discuss any 
requirements specified by the learner group.  

o 15% of all training programmes delivered by DX2 Training Solutions 
will be attended by a member of the management team to monitor 
training.  

o DX2 Training Solutions programme monitoring form will be used to 
evaluate training delivered and faculty members will be provided with 
an opportunity to meet with the appointed monitor within one week 
of programme monitoring.  
 

• Training opportunities:  
 
DX2 Training Solutions periodically offers upskilling training to faculty 
members who wish to further their skillset and programme delivery capacity 
within the organisation. Applications are open to all qualified faculty 
members who meet the minimum entry requirements.  
 

o Applicants are selected based on suitability, expertise and availability 
through the Academic Oversight Committee.  

o Training is funded by DX2 Training Solutions.  
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• All Staff members are supported to further enhance their training. DX2 
Training Solutions welcomes applications for funding for programmes of 
professional development and upskilling that will enhance the training 
and/or associated services of the company.  
 

• DX2 Training Solutions have active memberships with Fingal Chamber of 
Commerce and Fingal LEO who offer subsidised training opportunities to its 
members which we make available to all staff members  
 

• Pedagogical and technical skills training for existing faculty members with 
subject matter expertise to transition to blended learning programme 
formats including the delivery and assessment of online education and 
training.  
 

• Administration staff training to support the effective execution and 
learner/faculty support for blended learning programmes with an online 
component.  
 
 

• Familiarisation training when a new technology is introduced is provided to 
all staff members involved in programme delivery/administration. 

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: On-going 

Monitoring methods:  

Review of training budgets 

Review of organisational need 

Review of faculty upskilling applications 
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Roles and Responsibilities:  

• Managing Director- responsible for the approval of the development of a QA 
system 
 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 
• Programme Director-  Oversight of the implementation of this policy within 

the academic team  
 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation 

 
• Office Manager- Oversight of the implementation of this policy within the 

administration support team 

 

Contacts: 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  
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5. TEACHING AND LEARNING  

Purpose: 

The purpose of this policy and procedures is to ensure that DX2 Training Solutions 
are providing relevant and engaging programmes which recognise the need for 
individualised supports. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions are committed to the continuous development of our 
programmes, We are committed to the investment of quality improvement in our 
teaching and learning practices which we have processes in place to continuously 
monitor, evaluate and improve. 

We continuously aim to provide a place for learners to reach their full potential and 
to achieve their personal and professional goals.  Our organisation is committed to 
providing an environment that is safe, inclusive and that recognises diversity. We 
actively engage with and invest in the ongoing professional development of our 
faculty and administrative support teams and recognise them as a valuable asset to 
our organisation.  

 

Version Control: 

 

 

 

Document name  Teaching and Learning   

Version reference  1.2 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 12/05/2021 

Review Date  12/05/2022 
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Procedure 
Title: 5.1 

V 1.2 

Promoting a learning Ethos  Date: 

10/05/2021 

 

 

Purpose: 

To promote a culture of lifelong learning and provide the most suitable supports 
where necessary, to enable learners to meet their full potential and achieve their 
education and training goals. 

Related Documentation: 

Learner records, equality policy, admissions policy, learner feedback, Academic 
Oversight Committee membership register, Quality Assurance Manual, learner 
complaints procedure & application form, learner appeals procedure & application 
form. 

Methods used to carry out this procedure: 

• Before training commences, learners are invited to complete registration 
forms on which they are provided with an opportunity to disclose any 
additional information that may impact their ability to fully participate in 
learning on the programme.  This information is communicated to the 
relevant faculty members on a ‘need to know’ basis. 

• Support measures, where necessary, are put in place by the administration 
and faculty team members before training begins and the measures are 
communicated with the learner directly to ensure that they are satisfactory. 

• On training days learners are welcomed personally by faculty team and 
provided with an opportunity to discuss any concerns in relation to set up of 
the physical environment before training begins. 

• A  variation of  delivery methods and stimuli are applied within all 
programmes: Programmes are designed taking into account different learning 
styles and a variation of stimuli and teaching methods (live training, blended 
learning, e-learning, mentoring, one to one and practical skills training, 
teamwork etc) are utilised throughout our programmes. 

• All learners who partake in any training programme will be provided with 
access to a learner handbook which explicitly states the roles and 
responsibilities of the learner and of DX2 Training Solutions as the training 
provider to ensure clarity. 

• DX2 Training Solutions have a Clearly documented procedure for the 
management of learner complaints. Administrative support staff & 
management are available to learners to assist with complaints in person 
over the phone/ by email.  

• The learner appeals procedure is clearly documented.  Administrative 
support staff and management are available to assist with the appeals 
process in person, over the phone or by email 
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Monitoring: 

Monitor Job Title: Directors, Academic Oversight Committee  

Frequency: Annually and as requested  

Monitoring methods:  

Review of learner feedback 

Review of policies and procedures  

Review of learner handbook 
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DX2 Adult Learning Principles

Androgoldgy 
Characteristics

Self Concept 
Learners 

mature from 
dependant to 
self directed 

Adult 
Learning 

Experience - 
experience 
becomes a 
resource for 

learning

Readiness to 
learn - 

development 
of tasks to 
socal roles

Orientation to 
learn - Shift 
from subject 

centre to 
problem 
centered

Internal 
Learning 

Motivation

Involved Adult 
Learners - 

Involve Learners 
in planning & 
Evaluation of 
thier training

Adult Learning 
Experiences - 

recorded for self 
evaluation 
including 
mistakes

Relevance - 
Immediate 

relevance to 
learners lives and 

roels 

Problem Based 
- Problem 

based learning 
with critical 

thinking 

 

Fig 5.1 
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Procedure 
Title: 5.2 

V 1.2  

The Learning Environment  Date: 

10/05/2021 

 

Purpose:  

This procedure describes how DX2 Training Solutions prepares the learning 
environment for effective programme delivery. 

Related Documentation:  

Lesson plans, resource checklist, resource maintenance list, learner feedback, room 
preparation checklist, location suitability checklist, learner request form. 

Methods used to carry out this procedure: 

• DX2 Training Solutions provides all learning resources centrally to ensure 
that every learner has access to resources of a consistent quality when 
completing a programme of training with our organisation.  

• Own premises and resources 
o Provide safe secure training environment that is fit for 

purpose and specifically prepared for each programme  
o All of our equipment is checked and sterilised after each 

training session. All required repairs are noted immediately to 
Programme Director and a repair is scheduled on the next 
available scheduled maintenance day.  

o Ongoing reciprocal relationship with suppliers of training 
literature and equipment.  

• Offsite facilities:  
 

o Offsite facilities are checked in advance of training using the 
location suitability checklist. 

o Our organisations’ own equipment is used during offsite training. 
o Faculty members wear a uniform to make them easily identifiable 

and presented in line with the company’s dress code for faculty 
members.   

o Faculty members  arrive 30 minutes before start time to conduct 
pre programme checks and familiarisation.  

o A point of contact available on location for support. This is pre-
arranged with the administration support team.  

o Use of preferred external venues list where a thorough venue 
inspection has been conducted and where an ongoing relationship 
is in place to support consistency in standards. 
 

• Blended Learning: 
o Provide notice to learners of own equipment and technology 

required to partake in online training 
o A dedicated technical support line is available during training 

sessions to support learners with login and use of the online 
training environment.  
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Monitoring: 

Monitor Job Title: Directors, Academic Oversight Committee  

Frequency: Annually and as required  

Monitoring methods:  

Review of learner feedback 

Review of policies and procedures  

Review of training records  

Review of programme information 
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Roles and Responsibilities:  

• Managing Director- responsible for the approval of the development of a QA 
system 
 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

• Programme Director-  Oversight of the implementation of this policy within 
the academic team  

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 

 

Contacts: 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 80 

6.ASSESSMENT OF LEARNERS 

Purpose: 

This policy has been developed to safeguard the validity and integrity of the 
assessment process within our organisation. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions’ assessment process is  transparent for both staff and 
learners and will be consistent with assessment briefs that have been approved.  DX2 
Training Solutions will take into account the individual needs of learners and will 
make reasonable accommodations where required without compromising the 
integrity of the assessment process.  

We aim to provide the most accurate assessment of learning acquired for each 
individual learner to ensure the highest standard of skill, knowledge and competence 
is demonstrated on the completion of each training programme.  

Our organisation ensures that there is authoritative confirmation of fair and 
consistent assessment of learners in accordance with national standards and in 
keeping with best practice in Prehospital emergency care procedures.  

Assessments will be carried out in accordance with the appropriate guidelines and 
internal procedures.  

Version Control: 

 

Document name  Assessment of Learners  

Version reference  1.9 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 17/05/2021 

Review Date  17/05/2022 
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Procedure 
Title: 6.1  

V 1.8 

Planning of Assessment  Date: 

15/05/2021 

 

Purpose: 

This procedure describes how DX2 Training Solutions plans for assessment before 
the commencement of each programme of training to ensure that the process is 
conducted fairly and consistently.  

Related Documentation:  

Assessment plans, Learner Assessment records, Lesson plans, assignment briefs, 
Marking schemes, Venue risk assessment, site suitability survey, faculty assignment 
record  

Methods used to carry out this procedure: 

• Assessments will be carried out for each learner on an individual and 
impartial basis.  DX2 Training Solutions applies the use of continuous 
assessment where feasible and utilises a formal assessment approach where 
appropriate in line with the programme requirements 

• All staff members within our organisation are provided with specific 
‘Assessment conduct’ training as part of initial induction to ensure the 
integrity of process. Our management team run a refresher programme 
annually and when required.  

• The Programme Development Committee will establish the assessment briefs 
during the programme development stages which are approved by the 
Academic Oversight Committee. 
 

• Before commencement of examinations: 
o Administration support team ensure assessment venue is fit for purpose 
o The relevant resources for assessment are designated including 

appropriate faculty as required in line with guidelines for assessment and 
education and training standards  

o A quarterly assessment material audit is carried ensure current approved 
examination template is utilised. 

o All staff members are required to notify a member of the management 
team if they have any information that they feel may compromise the 
integrity of the assessment process. 
 

• During examinations  
o Faculty members are appointed by the administration support team to 

ensure the validity, integrity and security of the assessment process  
o Ensure examination material is correct and complete prior to 

administration  
o All staff members are required to notify a member of the management 

team if they observe action or behaviour that they feel may compromise 
the integrity of the assessment process. 
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Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance  

Frequency: Quarterly  

Monitoring methods:  

Review meeting with Faculty Members.  

Review of learner assessment records.  
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Procedure 
Title: 6.2  

V 1.8 

Information to Learners  Date 

15/05/2021 

 

Purpose: 

This procedure describes the methods in place to ensure that each learner has access 
to complete and clear information on the assessment process including assessment 
methods, assessment timetable and appeals procedure.  

Related Documentation:  

Learner Handbook, Learner assessment timetable, programme introduction. 

Methods used to carry out this procedure: 

• All learners who partake in any training programme will be provided with 
access to a learner handbook which explicitly states the roles and 
responsibilities of the learner and of DX2 Training Solutions as the training 
provider. 

• Company website: Full programme information available on DX2 Training 
Solutions website including information on assessment for each training 
programme  

• Monitored and responsive telephone service, email & social media channels 
guaranteed during business hours 9.00am-5.00pm.   

• Before commencement of Examinations  
Administration support team and faculty ensure candidates are given 
examination logistics including date, time, venue, academic integrity 
information, format and structure. 
 

Monitoring: 

Monitor Job Title:   

Directors, Academic Oversight Committee 

Frequency:   

Annually and as required   

Monitoring methods:  

Consultation with learners (sample group), Review of learner handbook information 
on assessment, Review of website information on assessment, Analysis of learner 
and instructor feedback 
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Purpose: 

This procedure describes how DX2 Training Solutions ensures the security and 
integrity of all assessment related materials.  

Related Documentation:  

Assessment records, examination sheets, list of authorised personnel for document 
access. 

Methods used to carry out this procedure: 

• All hard copies of learner records will be stored securely in a locked cabinet 
within a secure storeroom. Access to these files is restricted to authorised 
personnel only.  

• All electronic learner records are stored within DX2 Training Solution’s 
secure administration system which is password protected with restricted 
access.  

• All assessment records must be retained with the relevant programme group 
securely as per learner records.  
 

• Before commencement Examinations: 
o Training marking schemes, assessment materials and solutions stored 

securely in locked cabinet within secure office with restricted access 
to ensure the integrity of the assessment process  

• After completion of examinations:  

o Each examination answer sheet is collected, accounted for and 
retained securely.  

o Each laminated question paper is returned, accounted for, and 
secured immediately upon return to DX2 offices.  

o Each laminated examiner answer matrix is accounted for and securely 
stored immediately upon return to DX2 office. 

Monitoring: 

Monitor Job Title:   

Director of Training and Quality Assurance & Academic Oversight Committee 

Frequency:  Annually   

Monitoring methods:  Review of assessment records, Review of learner feedback, 
Review of faculty feedback  

 

 

Procedure 
Title: 6.3 

 

V 1.8 

 Security of Assessment related 
processes and Material  

Date: 

 

15/05/2021 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 85 

Procedure 
Title: 6.4 

V 1.8 

 Reasonable Accommodation in 
Assessment  

Date: 

15/05/2021 

 

 

Purpose: 

This procedure describes the considerations and available supports that are in place 
for learners with special requirements/additional needs to ensure that they are 
facilitated to be assessed fairly. 

Related Documentation:  

Induction training programme, policy on reasonable adjustments and special 
considerations, lesson plans, learner handbook, assessment scheduling, venue 
suitability checklist, learner request form (assessment). 

Methods used to carry out this procedure: 

• Provision is made for learners to disclose confidentially any special 
requirements or concerns before the commencement on any training 
programme. Such disclosures can be made through the following means: 
o Individual learner signup link (with additional information request) 
o induction at beginning of each programme  
o Policy on reasonable adjustments and special considerations. 

• Clear information relating to the specific supports that can be offered to 
learners is available on the company website.  Our administrative support 
team is available to contact during office hours to provide further 
information on the supports available and how they can be accessed.  

• Programmes where feasible to be delivered in a range of training styles using 
a variety of training methodologies. 

• Compassionate accommodations are made for learners on a case by case 
basis to ensure assessment can be rescheduled at a time that is mutually 
practicable. 

• All premises used in the delivery of training programmes/assessment will be 
accessible to all physical abilities and adapted to enhance the learning and 
assessment process where reasonably practicable. A venue suitability 
checklist is completed prior to training by staff members.  

• Assessment data can be collected using a variety of techniques where the 
integrity of the learning outcome assessed is not compromised. Faculty 
members will inform learners of this service at the beginning of each 
programme.  Further information relating to this can be viewed on the 
company website.  
 

Monitoring: 

Monitor Job Title:  Directors 

Frequency:  Ongoing  

Monitoring methods:  

Minutes of Directors meeting. 
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Procedure 
Title: 6.5 

V 1.8 

Consistency of Marking 
between Assessors   

Date: 

16/05/2021 

 

 

Purpose: 

This procedure describes the how DX2 Training Solutions will ensure that marking 
on assessment will be consistent and fair and comply with the standards of 
accrediting bodies.  

Related Documentation:  

Marking schemes, answer matrix, staff training records. 

Methods used to carry out this procedure: 

• For each programme offered by our organisation, DX2 Training Solutions has 
an approved assessment brief and faculty guidelines which includes 
instructions on the modality of the assessment, clear marking scheme and 
examination answer matrix  

• All faculty members are provided with training on conducting assessment 
and the appeals process on induction and are provided with a copy of the 
Assessment and standards guidelines  

• Where changes are made to the assessment procedure/content all 
faculty/assessors will be informed in a timely manner and provided with an 
opportunity to contribute to meet with the Programme Development 
Committee to discuss the implications and application of amendments made.  

 

Monitoring: 

Monitor Job Title:  Managing Director, Academic Oversight Committee  

Director of Training & Quality Assurance  

Frequency: Annually/When required, Upon completion of each programme.  

Monitoring methods:  

Consultation with Faculty Members/assessors.  

Review of Learner assessment.  
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Procedure 
Title: 6.6 

V 1.8 

 

Internal Verification  

Date: 

16/05/2021 

 

 

Purpose: 

The purpose of this procedure is to support the appointed Internal Verifier  to carry 
out their role in accordance with DX2 Training Solutions’ Quality Assurance 
agreement on Internal Verification.  

Related Documentation:  

Faculty training records, Internal Verifier  guidelines, internal verification template, 
marking scheme, sampling strategy 

Methods used to carry out this procedure: 

• Faculty qualifications are listed on DX2 staff administration system. Only 
faculty who are suitably qualified will be assigned to delivery and assessment 
of the programme  

• An Internal Verifier  will be appointed at the end of each assessment period 
by the Director of Training and Quality Assurance, this must be a person who 
has not engaged with the learners or had involvement with assessment and is 
suitably qualified. 

• Internal Verifier  schedule agreed 
• Use of a prescribed Internal Verifier  report form to ensure that assessments 

are in compliance with DX2 Training Solution’s policies and procedures.  
• Verification of assessment will be conducted by the Internal Verifier  using 

the DX2 Training Solutions sampling strategy  
• The application of correct assessment technique is verified  
• Learner assessment evidence reviewed an cross examined with the marking 

scheme and provisional result awarded. 
• Recommendations are made regarding provisional results. 
• Report is forwarded to the Director of Training and Quality Assurance who 

will make the report available to the External Authenticator  

 

Monitoring:  

Monitor Job Title:  Results Approval Panel,  Academic Oversight Committee 

Frequency: On completion/ when required 

Monitoring methods:  

Review of Internal Verifier s reports  

Review of provisional results vs results altered. 
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Procedure 
Title: 6.7 

V 1.8 

 

External Authentication  

Date: 

16/05/2021 

 

 

Purpose: 

This Procedure describes steps taken by the organisation and the External 
Authenticator to carry out the external authentication process to ensure accurate 
assessment & Internal verification. 

Related Documentation:  

Sampling strategy, record of provisional results, internal verification report. 

Methods used to carry out this procedure: 

• An External Authenticator is appointed, qualifications and experience verified 

Authenticator should have:  

Subject matter expertise and/or currently work within an associated industry  

Relevant experience with programme delivery and assessment  

Complete and familiarisation training with DX2 Training Solutions.  

Excellent communication skills demonstrating the ability to communicate with 
persons at all levels throughout the organisation  

Relevant IT and administrative skills necessary to carry out the role effectively  

Availability to work within office hours of DX2 Training Solutions or other agreed 
times  

External Authenticators must be independent of the centre. 

• The External Authenticator will check to ensure Internal verification report is 
complete and all required assessment data is available and presented in 
alphabetical order for ease of viewing  

• A review of a sample group (using formula provided by DX2 Training 
Solutions) of learner assessment and the internal verification report.  

• Authenticator confirms/establishes provisional results and highlights any 
irregularities  

• External Authenticator will verify staff assessment training.  
• The External Authenticator will submit the report to the Director of Training 

and Quality Assurance who will forward it to the Results Approval Panel. 
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Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance, Academic Oversight 
Committee 

Frequency: On completion of programme/when required  

Monitoring methods: Records of results, review of External Authenticator 
report/irregularities noted, policy review  
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Procedure 
Title: 6.8 

 

V 1.8 

 

Learner Feedback 

Date: 

 

16/05/2021 

 

Purpose: 

This procedure details how DX2 Training Solutions provides assurance that the 
learners receive constructive feedback in relation to assessment throughout the 
programme 

Related Documentation:  

Programme schedule, staff verification record, meeting schedules. 

Methods used to carry out this procedure: 

• Faculty member meets with learners prior to commencement of the 
programme to provide comprehensive information emphasising the roles and 
responsibilities of the provider and the learner during the programme and in 
the assessment process.  

• A Programme Director is appointed to each programme who will serve as a 
mentor. Learners are encouraged to meet with the Programme Director 
regarding any matter relevant to their participation on the programme. 

• One to one meeting between faculty member and learner on completion of 
assignments to provide specific feedback. 

• Written feedback is provided to learners on their assessment sheets  detailing 
where specific marking has been awarded or deduced in accordance with the 
marking schemes. 

• Additional contact is available with support personnel within the 
organisation, including management and the administration support team, 
meetings can be arranged when required and upon request. 
 

Monitoring: 

Monitor Job Title: Academic Oversight Committee 

Frequency: Director of training and Annually, As required quality assurance 

Monitoring methods: Review of programme improvement recommendations  

Review of learner feedback Review of faculty feedback.  
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Procedure 
Title: 6.9 

V 1.8 

 

Learner Appeals  

Date: 

16/05/2021 

 

Purpose: 

This procedure describes how DX2 Training Solutions provides learners with the 
opportunity to appeal any result or decision that has been made relating to 
assessment that they believe to be an inaccurate representation of the work that they 
submitted.  

Related Documentation:  

Learner handbook, record of appeals, learner assessment records, learner appeals 
application  

Methods used to carry out this procedure: 

• Learners are informed on the commencement of each programme by their 
instructor of their right to appeal assessment results/decisions.  

• A Meeting is arranged for learners who wish to engage the appeals process 
with the Programme Director to explain the process and provide support 
where required. 

• The learner appeals application must be completed and sent to the Director 
of Training and Quality Assurance within three weeks of receipt of 
provisional result.  

• There is no fee required for learners who wish to engage in the appeals 
process. 

• An external expert is appointed to review and investigate all appeals and  
matters of suspected academic misconduct. 

• The external expert will report directly to the Academic Oversight Committee, 
making recommendations based on the outcome of the review of evidence.  

• A final decision is sanctioned by the AOC and is reported to the Results 
Approval Panel.  

• The learner will receive a letter from the Director of Training and Quality 
Assurance with  the outcome of the appeals process within three weeks of 
receipt of application. 

• If an amendment to the original result/decision is made, information will be 
noted on learner record and amended result entered for certification.  

• If the learner is not satisfied after the appeals process has been exhausted by 
DX2 Training Solutions, they may escalate a complaint to the awarding body 
if applicable.  

Monitoring: 

Monitor Job Title: Academic Oversight Committee, Directors  

Frequency: Annually  

Monitoring methods: Review of appeals data, Review of changes recommended  

Review of policy 
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Procedure 
Title: 6.10 

 

V 1.8 

 

Results Approval  

Date: 

 

16/05/2021 

 

Purpose: 

This procedure describes how DX2 Training Solutions ensures prior to certification 
that all results and assessment processes have been analysed and signed off to 
ensure quality accurate certification and integrity of awards.  

Related Documentation:  

Learner assessment records, Results Approval Panel report & recommendations.  

Methods used to carry out this procedure: 

• Results Approval Panel is composed of a minimum of 4 persons with subject 
matter expertise, chaired by a DX2 Facilitator or senior faculty member. 

• Results Approval Panel review documented information generated through 
the assessment process, internal verification and external authentication.  

• Panel will discuss results, highlight areas for improvement and make 
recommendations for corrective action if necessary  

• Final results will be approved and Results approval form completed and 
signed by the chair of the committee 

• Where panel members are unable to reach a unanimous outcome for results 
approval, disagreements will be noted.  

• The Director of Training and Quality Assurance must be notified of any noted 
or suspected instances of malpractice.  

• Results made available to Programme Director and learners on completion of 
this process. Learners are reminded of the appeals process.  

• Summary of Assessment forms are signed off by Managing Director and are 
then authorised for entry into the QBS system for certification by authorised 
members of the Administration Support Team. 

• All documents used during the results approval process must be returned to 
the Director of Quality Assurance at the end of the process  

Monitoring: 

Monitor Job Title: Director of Training & Quality Assurance, Academic Oversight 
Committee 

Frequency: Annually/When required 

Monitoring methods:  

Review of minutes of RAP meetings  

Review of approved results and instances of noted irregularities/malpractice  

Review of appeals made 
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Procedure 
Title: 6.11 

 

V 1.8 

 

Corrective Action 

Date: 

 

16/05/2021 

 

Purpose: 

This procedure describes how DX2 Training Solutions ensures that in the event of an 
error or omission occurring during the assessment process, the appropriate steps 
will be taken to ensure that the situation is resolved fairly. 

Related Documentation:  

Assessment guidelines, marking schemes, assessment corrective action plan, staff 
misconduct policy,  examination regulations, Academic integrity policy.  

Methods used to carry out this procedure: 

• The Internal Verifier /External Authenticator will highlight any noted error or 
omission that they find to have occurred during the assessment process.  

• Potential errors and omissions will be brought to the attention of the 
Programme Director and rectified accordingly in the report sent to the 
Results Approval Panel.  

• Any actual of alleged breach of guidelines/academic misconduct by faculty 
members, learners or assessors will be investigated by an appointed external 
expert who will report directly to the Academic Oversight Committee.  All 
noted breeches will be managed in line with the Academic Integrity policy 
and the  contract entered into by the person(s) involved with the organisation  

• Any errors or omissions found to affect the validity of programmes will be 
reported to Managing Director.  

• The Managing Director will make contact with awarding body for advice 
regarding appropriate action to be taken pertaining to the corrective action to 
be taken for retrospective awards. 
 

Monitoring: 

Monitor Job Title: Directors, Academic Oversight Committee 

Frequency: Annually/When required  

Monitoring methods: Review of certification processes  
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Procedure 
Title: 6.12 

 

V 1.8 

Certification and Awards 

 

Date: 

 

16/05/2021 

 

 

Purpose: 

This procedure describes how DX2 Training Solutions conducts its certification 
process for awards leading to a certificate from an accreditation partner.  

Related Documentation:  

Statement of result template, record of certification, Academic Integrity Policy  

Methods used to carry out this procedure: 

• Learners shall be informed as to the outcome of their assessment as soon as 
is reasonably practicable by the Programme Director with the support of the 
office administration support team following the implementation of 
examinations procedures  

• Certificates are issued to successful leaners by post after completion of QA 
process by the administration support team. 

• Any errors or omissions are shall be reported directly to the office manager 
who will verify information submitted to the awarding body. 

• If an administrative error has occurred (spelling, date, award name etc.) the 
office manager will contact the awarding body to notify them and 
return/destroy any invalid document as requested. 

• Any matter relating to the Academic Integrity of the award shall be 
investigated by applying the processed outlined in the Academic Integrity 
policy. 

Monitoring: 

Monitor Job Title: Directors, Academic Oversight Committee  

Frequency: Annually/When required  

Monitoring methods: Review of certification processes  
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Roles and Responsibilities:  

 

• Managing Director- responsible for the approval of the development of a QA 
system 

 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 
 

 
• Programme Director-  Oversight of the implementation of this policy within 

the academic team  

 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 
 
 

Contacts: 

 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

 

This policy will be reviewed annually  
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7 SUPPORTS FOR LEARNERS  

Purpose: 

The purpose of this policy is to provide support for all learners entering onto 
programmes of education and training with our organisation the supports that they 
require to achieve their full potential. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions are committed to providing all learners that enter onto 
programmes with our organisation with all support measures that are reasonably 
practicable.   

The careful  planning of  individual programmes is a vital component of this process 
and the potential needs of learners are considered in the programme design process. 
Our organisation takes a proactive solution focused approach to supporting learners 
and have the capacity to apply a broad range of additional supports when required.  

Learners requiring access to  additional supports are treated with confidentiality, 
dignity and respect by all staff members.  

Version Control: 

 

 

 

Document name  Supports for learners 

Version reference  1.2 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 07/07/2021 

Review Date  07/07/2022 
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Procedure 
Title: 7.1 

 

V 1.2 

Learner Supports and 
Perspectives  

Date: 

 

05/07/2021 

 

 

Purpose: 

This procedure describes the availability and implementation of the range of 
resources and services available to learners and information on accessing them. 

 

Related Documentation: 

Programme checklist, self-evaluation report, programme improvement plan, learner 
handbook, assistance request form,  Mission statement, Code of Conduct, Dignity 
and Respect policy 

 

Methods used to carry out this procedure: 

• Programme Resources: 
 

o All programme resources are reviewed annually through the self-
evaluation process and programme improvement plan. 

o A resource checklist is generated for each programme with the 
support of appointed subject matter experts detailing the reusable 
and expendable resources required to deliver the programme fully 
and effectively. 

o Any additional resource can be requested by Programme Directors as 
required through the Administration Support Team, requests which if 
refused are forwarded to the Academic Oversight Committee for 
further consideration. 

 

• Information to learners: 
 
Learners are informed about the supports and resources available to them 
through: 

o Welcome address at the beginning of the programme 
The Learner Handbook 

o DX2 Training Solutions Website 
o A full time support team available to provide additional  

information and support regarding additional supports required for 
learners. They can act as a point of communication from learners to 
programme instructors if desired. 

o An assistance request form is completed by learners wishing to avail 
of any additional supports to ensure the request is documented 
formally and to ensure the information is available in advance to all 
personnel who will come into contact with the learning during their 
time on the programme. 
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• Learner perspectives: 
DX2 Training Solutions value leaner opinions. We seek out leaner viewpoints 
before during and after the completion of training these include:  

o Open pre programme communication with Programme 
Director and Administration support team.  

o Feedback request upon programme completion  
o Online reviews  
o Annual learner focus groups  
o The Director of Quality Assurance compiles data annually 

relating to learner perspectives for review at Directors 
meeting, faculty meetings and Academic Oversight Committee 
meetings.  

• Staff Training: 

Staff members receive induction and ongoing training regarding the use of resources 
and the identification of supports.  

All staff are required to attend annual briefings that will cover the following 

o Equality 
o Organisation mission  
o Code of conduct  
o Dignity and respect in the learning environment  

 
• Mentorship: 

Learner groups are assigned a Programme Director who will fulfil the role of mentor 
for the learner group, advising, supporting and providing one to one support where 
necessary 

 
• Programme resources are available on an online learning platform for 

learners using blended learning options  
 

• A small library is available to learners onsite who would like to engage in 
further reading. Requests to borrow must be made in writing to the 
Programme Director, a return date will be agreed, and the Programme 
Director is responsible for follow up for late returns.  
 
 

• Technical support: 
 

o Technical support is available for learners availing of blended learning 
modules, Administrative Support Team members are available before 
and during online delivery to assist learners with technical queries 
relating to accessing and using the host platform  

o Learners can ask the instructor questions live on the platform via use 
of the comments section. Faculty members delivering online training 
complete platform familiarisation training and technical support for 
learners.  

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 99 

 

• Additional learner supports: 
 

o DX2 Training Solutions is committed to providing equal access to all 
learners regardless of gender, marital status, family status, disability, 
age, religion, sexual orientation, race, nationality, ethnic/national 
origins or membership of the travelling community.  We are 
committed to ensuring that the learning environment is as inclusive 
and as accessible as possible.  

o Our programmes are developed using a range of stimuli to support 
learner engagement and our introduction of video notes through 
Moodle in 2017 has supported this process.  

o Learners are provided with an opportunity before entering on to a 
course to discuss their individual needs with a member of our 
administration team. Where possible any additional needs that require 
action can be planned for in advance of the learner entering onto their 
chosen programme of study. 
 

• Our organisation can support learners on programmes in the following areas: 
 
o Computer literacy- provide hard notes on request and support with 

computer access on site for those who do not have access to the 
internet/use of the appropriate technology or skills to use same.  

o Literacy- Facilitating oral examinations where a literacy issue has been 
identified. 

o Language- We have a selection of our programme books available in 
different languages and can provide these where possible. 

o Physical- Assignment of accessible training room and ground level toilet 
facilities. Physical assistance with transfers and person handling can be 
provided by suitably trained personnel. 

o Mental health- Support learners with specific mental health needs to 
complete assessments alone if requested or at a time that is best for them 
e.g., completing the exam first/last where possible. 

o Sensory- Apply the use microphones to enhance audio and also utilised 
the ‘Hand Talk’ application to translate instructor speech to sign language 
using a virtual avatar on screen on a tablet provided to learner. 

o We welcome learners of all abilities/educational backgrounds provided 
the course prerequisites are achieved.  DX2 Training can provide adapted 
notes, earphones to control volume & provide additional breaks where 
required. 

o Religious- We have provided a space for use as prayer room on request 
o Breastfeeding- A quiet room can be allocated for 

breastfeeding/expressing 
o Financial/monetary- Approved provider with the SOLAS to deliver 

training for DSP funded candidates. A range of flexible payment options 
available to learners. 
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• Discrimination: 

Our organisation has a zero-tolerance policy regarding any form of discrimination.  
We have a clear and robust policy in place and a complaints procedure for any 
person to highlight an incident confidentially. 

Bullying/Harassment: Our organisation has a zero-tolerance policy regarding any 
form of bullying/harassment.  We have a clear and robust policy in place and a 
complaints procedure for any person that needs to highlight an incident 
confidentially. 

We provide equality training to all of our support staff and faculty to support this 
process. 

 

Monitoring: 

Monitor Job Title: Director of Training & Quality Assurance Academic Oversight 
Committee  

Frequency: Upon completion of each programme /Annually  

Monitoring methods: Review of resources Review of requests for 
supports/resources  
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Roles and Responsibilities:  

 

• Managing Director- responsible for the approval of the development of a QA 
system 

 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 

• Programme Director-  Oversight of the implementation of this policy within 
the academic team  

 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 

 

Contacts: 

 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

 

This policy will be reviewed annually  

 

 

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 102 

 

8.INFORMATION AND DATA MANAGEMENT  

Purpose:  

This policy relates to creation, maintenance, use and protection of information and 
records by our organisation and when these records are no longer required detailing 
how they are erased, destroyed and disposed of securely and within a defined 
timeframe.  

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions are committed to the implementation of best record 
management practices in accordance with the General Data Protection Regulations 
2018, Data Protection Act 1988, Data Protection (Amendment Act) 2003 & the 
Freedom of Information Act 1997. 

DX2 Training Solutions recognises that our organisation is entrusted with sensitive 
information and require that all staff members maintain and respect the security, 
integrity of this data and only access information for its appropriate and intended 
use. 

 

Version Control: 

 

 

 

Document name  Information and Data Management  

Version reference  1.2 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 07/07/2021 

Review Date  07/07/2022 
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Procedure 
Title: 8.1 

 

V 1.2 

Information Collection Date: 

 

25/06/2021 

 

Purpose: 

This procedure describes the range of information collected/processed by DX2 
Training Solutions and its purpose in fulfilling our role as a provider of further 
education and training. Our organisation is committed to functioning as a paperless 
office with a minimum of 80% of all data processed and stored electronically.  

Related Documentation: 

Programme presentations, organisational literature, Garda vetting forms. 

Methods used to carry out this procedure: 

• Hard Copy Documents: 
Including learner assignments, programme notes, correspondence with 
stakeholders, certificates and handwritten notes. Hard copy information is 
only collected and filed when there is no option to store electronically or 
where the authentication/verification of a document is required.  All staff 
members authorised to access this information must sign in and sign out the 
documents as they are being used.  Any noted discrepancy must be reported 
immediately to the office manager. Hard copy information is stored in a 
locked drawer with minimal authorised access. 
 

• Electronic Data: 
Collecting and storing data and information electronically is our 
organisations’ preferred method of collection and storage. Information that is 
stored electronically includes information entered onto our LMS, word 
processed documents, presentations, email communication, social media 
content, uploaded information to provider portals. 
 

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: Annually  

Monitoring methods: Audit of data on record, Renew of record retention schedule 
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Procedure 
Title: 8.2 

 

V 1.2 

Systems and Access  Date: 

 

25/06/2021 

 

Purpose: 

The purpose of this procedure is to detail the range of information management 
systems which our organisation utilises to support its operations and  
administration processes, compile information to assist with decision making 
support effective communication with learners and other stakeholders.  

Related Documentation: 

Programme presentations, email records, approved personnel access record. 

Methods used to carry out this procedure: 

• DX2 Administration System:  

DX2 Training Solutions have invested in our own bespoke, self- designed 
administration system which encompasses a CRM system and Learner management 
system.  Our system works to process all learner data, staff information and records, 
all programme information , enquiry information, renewal information, assessment 
information, company information, automated emails.  

DX2 engage the services of a private IT design and consultancy firm who maintain 
the system and update it as requested. We are on Version 4 of our system since its 
launch in 2016 and regularly invest in its enhancement.  

This system is encrypted using the most up to date data security system  

Our administration system has tiered access bands, and each staff member has a 
password protected login matched to the appropriate band level to fulfil their role 
effectively, this is set up when the initial access is granted and checked by a member 
of the management team before handover.  

• Microsoft office 365 

Emails, word processing activities, presentation creation, spreadsheets. Each staff 
member has their own email address and access to their own personal account. 
Staff members must keep their login details private and are requested to change 
them regularly  

The addresses ‘help@dx2training.ie’ and ‘admin@dx2training.ie’ can be accessed by 
all members of the administration and management team.  

• Moodle: 
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 DX2 Training Solutions use the Moodle platform to upload programme information 
including notes, video presentations and video notes (particularly for blended 
learning programmes)  

Access is granted at administrator level and at learner level.  

Only Administrative Support Team members have the authority to change the 
information uploaded and access is only granted to faculty members specifically 
assigned to a programme.  

• Cloud based- google drive:  

Password protected cloud-based file storage with encryption tied access to files 
which are password protected  

• Provider portal access:  

DX2 Training Solutions professionally engages with three awarding bodies (QQI, 
PHECC & NAEMT) that require information to be uploaded for the purposes of 
quality assurance, programme validation, self- evaluation, monitoring and 
certification.  

These portals are accessed through password protected links only by authorised 
administrative staff and management  

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: Annually  

Monitoring methods: Audit of data on record, Review of recording systems 
efficiency and gap analysis  
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Procedure 
Title: 8.3 

 

V 1.9 

Record Creation Date: 

 

25/06/2021 

 

 

Purpose: 

This	purpose	of	this	procedure	is	to	ensure	that	all	records	created	by	DX2	Training	Solutions	are	
processed	safely	and	securely	in	keeping	with	our	statutory	obligations.	 

Related Documentation: 

Learner records, draft documents, record maintenance procedures, risk assessment, 
staff training records. 

Methods used to carry out this procedure: 

• The	minimum	required	information	only	should	be	requested	from	individuals	during	
record	creation,	if	additional	information	is	supplied	this	must	be	immediately	erased	
and	the	data	subject	informed	of	same.	 

• Draft	Documents:	Draft	Documents	are	labelled	as	‘draft’.	As	soon	as	they	are	no	longer	
viable,	they	should	be	deleted	/shredded.	 

• Hard	copy	documents:	Hard	copy	records	must	be	catalogued	and	filed.	All	hard	copy	
documents	containing	personal	data	must	be	stored	in	a	locked	cabinet	with	access	only	
assigned	to	necessary	personnel.	 

• Hard	copy	documents	should	only	be	retained	for	the	necessary	timeframe	and	
shredded/destroyed	when	this	timeframe	lapses.	 

• Electronic	Documents:	 
All	staff	members	should	demonstrate	good	practice	when	creating	and	storing	
electronic	documents	including	the	use	of	password	protection	on	private	documents,	
utilising	a	backup	schedule,	regularly	deleting	unused	documents	and	displaying	caution	
when	opening	documents	where	the	integrity	of	the	source	cannot	be	verified.	 

• Video/audio/photographs:	Video	/audio/	photograph	of	any	person	is	a	record	of	their	
personal	information	and	are	subject	to	the	provisions	of	GDPR,	the	Data	Protection	Act	
and	Freedom	of	Information	Act.	 

• Written	consent	must	be	attained	by	staff	members	from	learners	before	capturing	
video/photograph/audio	sample	of	any	person.	 

• Digitally	produced/scanned	images	should	be	catalogued	and	filed	either	electronically	
or	in	a	hard	copy	format	 

• Duplication	of	records:	 
Duplication/photocopying	of	records	should	be	kept	to	a	minimum.	If	a	duplicate	is	
created,	this	should	be	noted	on	the	original	file.	 
Duplications	no	longer	required	should	be	destroyed.		
	

• Saving	electronic	records: 
All	records	created	should	be	saved	and	filed	using	the	correct	database.	Personal	
learner	and	staff	information	stored	electronically	must	be	stored	within	the	DX2	
Training	Solutions	Administration	system	which	is	has	been	purpose	built	to	ensure	the	
correct	storage	and	protection	of	learner	/staff	information.		
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Monitoring: 

Monitor Job Title: Directors 

Frequency: Annually 	

Monitoring methods: Audit	of	data	on	record,	Review	of	recording	systems	
efficiency	and	gap	analysis	 
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Procedure 
Title: 8.4 

 

V 1.9 

Record Maintenance  

 

Date: 

 

26/06/2021 

 

 

Purpose: 

The	purpose	of	this	procedure	is	to	ensure	that	all	records	held	by	DX2	Training	Solutions	are	
handled	and	maintained	in	a	safe	and	secure	way. 

Related Documentation: 

Record security guidelines 

Methods used to carry out this procedure: 

• Access:	 
All	records	have	controlled	access	by	named	authorised	staff	members	only.		
 

• Records	security: 
	All	records	must	be	stored	securely	when	not	immediately	required	.		It	is	the	
responsibility	of	each	staff	member	to	ensure	the	safekeeping	and	security	of	records	
accessed.		
 

• Record	Archiving:	 
Records	more	than	one	year	old	that	are	no	longer	active	and	require	retention	must	be	
archived.	If	an	archived	record	has	been	accessed	to	support	learner/staff	function	the	
record	should	be	returned	to	active	status	and	maintained	within	the	active	secure	
storage	system.	 

Monitoring: 

Monitor Job Title: Directors 

Frequency: Annually 	

Monitoring methods: Review	of	Record	security	guidelines 
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Procedure 
Title: 8.5 

 

V 1.3 

Management, Decision making 
and future planning  

 

 

26/06/2021 

 

 

Purpose: 

To	describe	how	information	collected	by	DX2	Training	Solutions	is	used	to	provide	a	range	of	
qualitative	and	quantitative	data	including	information	to	assist	in	decision	making	 

Related Documentation: 

Programme improvement plans, staff PDR forms, benchmarking outcome report. 

Methods used to carry out this procedure: 

• Self-evaluation 
The	following	data	is	used	to	assist	in	our	self-	evaluation	processes;	programme	
completion	rates,	result	analysis,	feedback	and	satisfaction	ratings	(learner,	faculty	and	
client),	learner	enrolments,	enquiries,	engagement	rates.	Self-evaluation	in	this	area	is	
conducted	by	approved	staff	members	and	overseen	by	the	Academic	Oversight	
Committee.	

• Staff	Performance,	Development	and	Review 
The	following	data	is	used	to	assist	in	our	PDR	process:	Learner	completion	rates,	Post	
programme	feedback,	results	analysis,	enquiries,	learner	engagement.	PDR’s	are	
conducted	with	all	members	of	the	staff	team	at	regular	defined	intervals.	

• Academic	Oversight	Committee	meetings/	Management	meetings: 
The	following	data	is	used	to	assist	in	monitoring	and	planning	exercises	and	to	review	
trends:	Learner	enrolments,	Programme	completion	rates,	results	analysis,	faculty	ratios,	
dropout	rates,	feedback	and	satisfaction	ratings	(learner,	faculty	and	client),	business	
resources.		
	
	

Monitoring: 

Monitor Job Title: Directors 

Frequency: Annually 

Monitoring methods: Review of record security guidelines  
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Procedure 
Title: 8.6 

 

V 1.9 

Record Protection  

 

 

26/06/2021 

 

 

Purpose: 

The purpose of this procedure is to ensure that the highest standards of protection 
and security are applied to all records retained by DX2 Training Solutions.  

Related Documentation: 

Record security guidelines, record retention schedule. 

Methods used to carry out this procedure: 

• All records created by DX2 Training Solutions are retained as long as they are 
required to meet the legal, administrative, financial and operational 
requirements of the organisation. Retention periods depend on different 
criteria including compliance with legislation and best practice.  

• Records Retention schedule is in place to ensure that records are 
archived/destroyed when required.  

• Destruction of records must be authorised by Director of Training & Quality 
Assurance or Managing Director.  Cross cutting shredder must be used when 
destroying records. A record destruction form must be completed and signed 
off by the person who authorised the destruction of records.  

• All persons involved in the management of records must complete Data 
Protection Awareness Training.  
All persons with authorised access to DX2 Training Solutions Electronic 
Database will receive specific IT training in the correct and safe use of the 
system.	 

 

Monitoring: 

Monitor Job Title: Directors 

Frequency: Every three years or as required  

Monitoring methods: Policy review, Review of records  
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Roles and Responsibilities:  

 

• Managing Director- responsible for the approval of the development of a QA 
system 

 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 

• Programme Director-  Oversight of the implementation of this policy within 
the academic team  

 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 

 

 

Contacts: 

 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  
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9.PUBLIC INFORMAITON AND 
COMMUNICATION   

Purpose:  

The purpose of this policy is to ensure that DX2 Training Solutions engages in 
transparent communication with all stakeholders. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions are committed to ensuring that all published information 
representing all organisational activity is accurate, clear and is the most up to date 
version.  

DX2 Training Solutions ensures that all information is approved before publication 
and is in keeping with our Quality Assurance processes.  

Version Control: 

 

 

 

 

 

Document name  Public Information and Communication  

Version reference  1.3 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 09/07/2021 

Review Date  09/07/2022 
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Procedure 
Title: 9.1 

 

V 1.2 

Public Information  Date: 

 

02/07/2021   

 

Purpose: 

This procedure outlines the process by which DX2 Training Solutions publishes 
public information relating to our organisational activity and ensures its accuracy.  

Related Documentation: 

Programme presentations, organisational literature, Garda vetting forms. 

Methods used to carry out this procedure: 

• Website information:  

Our website is our primary mode of communication with the public prior to active 
engagement. The website is maintained by the Managing Director of DX2 Training 
Solutions with the support of the Office manager. This information includes:  

Information relating to our organisation including mission, values, policies, staff 
profiles  

Information regarding programmes and services, upcoming programme information  

Accreditation information Quality Evaluation reports Testimonials 
Contact information  

PayPal is utilised to process and refund payments as required  

All information written for the website is checked by a second person for accuracy, 
grammar and spelling error before being sent for approval from Academic Oversight 
Committee.  

When approval is granted information is published live on the website.  

• Published programme information should include 

General programme information  

Clear learner expectations  

Entry Criteria  

Programme modules  

List of resources required specific to the programme  
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Certification and accreditation information  

Assessment information  

Information regarding fees and what is included  

Progression information  

Quality Assurance procedures  

Link to Quality Assured programmes provider registry with list of approved 
programmes.  

• Brochures/promotional flyers:  

DX2 Training Solutions from time to time will publish additional promotional 
information. The Managing Director and Office Manager are responsible for 
oversight of the publication of such material and for information relating to 
programme the final draft must be approved by the Academic Oversight Committee 
before print/circulation  

• Social Media:  

All information relating to programme content is hyperlinked to the information 
published on our company website.  

Social media posting is less formally managed however only Directors and Office 
Manager are authorised to post on behalf of the organisation.  

Post content is discussed at Management Team meetings and assigned informally as 
required.  

Monitoring: 

Monitor Job Title: Directors  

Frequency: Ongoing  

Monitoring methods: Review of website information, review of policies and 
procedures  
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Procedure 
Title: 9.2 

 

V 1.3 

Information for Learners  Date: 

 

02/07/2021   

 

Purpose: 

This procedure is in place to ensure that information provided to learners is 
adequate, consistent and transparent before, during and after engaging in 
programmes of education and training within our organisation  

Related Documentation: 

Programme information section on website, pre programme registration forms,  

Methods used to carry out this procedure: 

 External enquiries:  

Learner enquiries are managed by our administration support team which is led by 
our office manager. The administration support team will answer all questions 
within their remit and will refer some enquiries to other persons with specific 
required knowledge when necessary. Learners are always informed when this is the 
case and given and expected timeframe for reply. When requested we can provide 
information to learners through the following means:  

Email- our support email service ‘help@dx2training’. i.e., is manned 7 days per week  

Telephone: Our phone lines are live 5 days per week 9am-5pm with a voicemail 
service if contacted outside of office hours  

Live chat- website live chat to link instantly with persons viewing the website that 
require additional support  

Social media: Presence on Facebook & Twitter and have the capacity to direct 
message learners. Our social media channels are manned 7 days per week.  Enquiries 
are usually answered within 12 hours.  

All ongoing enquires are entered into the administration system and assigned to 
available staff members with subject matter expertise for follow up.  

Access transfer and Progression:  

Details for programme access, transfer and progression are listed within the 
programme information on our website.  

Our programme directors can provide additional or specific information over the 
phone when required.  
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Pre programme information:  

Pre programme information can be provided over the phone, by email or in person.  

Booking requests:  

Public programme bookings- Booked directly on our website or over the phone with 
a member of our administration support team  

Private programme bookings: Requested through the information page on our 
website, over the phone with our administration support team or in person if 
desired.  

All Booking requests are entered into our administration system and assigned a 
person for follow up.  

Learner enrolment:  

We utilise an automated registration process linked with our administration system 
which requests information from learners to be entered directly into the system. 
Assistance can be provided with this over the phone or the information can be added 
by our administration support team if desired.  

The terms and conditions of the programme are signed during this process.  

Learner handbook:  

All faculty members have a copy of the learner handbook during live training which 
is available for request.  

The learner Handbook is published on our LMS and can also be made available to 
learners by email on request  

During programme delivery:  

Learners are provided with an email address/phone number to contact the 
Programme Director and/or other nominated support person who will act as a 
mentor and direct point of contact through the programme duration  

Feedback/Evaluation:  

All learners are requested to complete programme evaluation forms upon 
completion.  

In the interest of gaining honest and reflective feedback the form is sent to the 
learner after their programme has been completed and they can fill in the entries 
anonymously and in their own time.  

The forms are returned directly to our administration system to preserve the 
anonymity of the author.  
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Monitoring: 

Monitor Job Title: Directors  

Frequency: Annually 

Monitoring methods: Review of policies and procedures, review of website, review of 
published learner information  
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Procedure 
Title: 9.3 

 

V 1.2 

Information for Staff Date: 

 

02/07/2021   

 

Purpose: 

This procedure outlines the process by which DX2 Training Solutions communicates 
important information with staff members required to effectively carry out their 
roles.  

Related Documentation: 

Employee handbook, Programme information section on website, training records  

Methods used to carry out this procedure: 

Employee handbook:  

Outlines all formal communication that staff are expected to engage in with the 
organisation, its learners and other stakeholders.  

Administration system:  

There is a staff section within the administration system which allows staff to 
update their own CVs and certificate information, provide programme feedback, 
access programme information, read memos, sign up for training days.  

Scheduling:  

We have a dedicated office team on hand to answer questions and support with 
programme queries and information, the office team manage faculty scheduling and 
assignment to programmes and training days as and when required. Communication 
is usually over the phone or text message and an email is sent directly to faculty 
members as soon as they are scheduled for programme delivery 

Monitoring: 

Monitor Job Title:  Directors 

Frequency: Ongoing  

Monitoring methods: Review of employee handbook, review of administration 
system, review of policies and procedures.  

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 119 

Roles and Responsibilities:  

 

• Managing Director- responsible for the approval of the development of a QA 
system 

 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 

• Programme Director-  Oversight of the implementation of this policy within 
the academic team  

 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 

 

Contacts: 

 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

 

Office Manager- 01 442 7650 / 087 0907881 

 

 

Policy Review: 

 

This policy will be reviewed annually  

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 120 

10.OTHER PARTIES INVOLVED IN 
EDUCATION AND TRAINING  

Purpose:  

The purpose of this policy is to ensure that all professionals who engage with our 
business demonstrate attributes that are consistent with our own ethical standards 
and academic philosophy.  

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions is committed to building and maintaining effective 
communication with its stakeholders in order to create a positive two-way 
relationship with other interested parties involved in Education and Training.  

Our organisation is continually evolving and we understand and appreciate the value 
of engagement with other professionals within the Education and Training sector.  

 

Version Control: 

 

 

 

 

Document name  Other Parties involved in Education and Training   

Version reference  1.3 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 12/08/2021 

Review Date  12/08/2022 
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Procedure 
Title: 10.1 

 

V 1.3 

Peer Relationships- Education 
and Training  

Date: 

 

05/08/2021   

 

Purpose: 

This procedure outlines the ways in which DX2 Training Solutions engages with peer 
organisations within the Further Education and Training community  

Related Documentation: 

Event attendance records, upcoming events schedule, programme information 
section on website, minutes of benchmarking meetings, written agreements with 
accrediting bodies, affiliate/membership information  

Methods used to carry out this procedure: 

• Conferences and Events:  

Attending and exhibiting at sector specific conferences, events and trade shows.  

The Director of Quality assurance monitors upcoming opportunities to actively 
engage within the FET community.  

• Engagement with awarding bodies nationally and internationally:  

Including QQI, PHECC, NAEMT  

Including contributions, attendance at events, workshops, feedback & suggestions  

• Benchmarking exercises with other FET providers:  

Compare organisational processes and share best practice recommendations  

Compare organisational performance and assessment data against organisations 
offering programmes leading to the same awards offered by DX2 Training Solutions.  

Leadership with international organisations:  

MD represents NAEMT in Ireland and attends annual events with other European 
parties.  

Alumni Mentor- Dublin City University  

Director of Training and Quality Assurance is registered with the learner mentor 
programme proving registration.  

Fingal chamber of commerce and Fingal LEO:  
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Engaging with FET peers who are fellow members of Fingal chamber of commerce 
and Fingal LEO at networking events and training days.  

 

Monitoring: 

Monitor Job Title:  Director of Training and Quality Assurance  

Frequency: Annually 

Monitoring methods: Review of event attendance registers, review of 
communication. 
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Procedure 
Title: 10.2 

 

V 1.3 

External Panelists examiners 
and authenticators  

Date: 

 

05/08/2021   

 

Purpose: 

This procedure outlines the ways in which DX2 Training Solutions engages the 
services of external Education and Training professionals when required  

Related Documentation: 

Event attendance records, role descriptors, terms of reference for external 
committee members.  

Methods used to carry out this procedure: 

• External Authenticators 

Recruitment and engagement:  

DX2 Training Solutions will select an External Authenticator who meets the criteria 
set our section 4.3.2 Criteria for selection of an External Authenticator in QQI’s 
Quality Assuring Assessment, Guidelines for providers 2013 and must be 
independent of our organisation and have no conflict of interest with DX2 Training 
Solutions.  

External Authenticators are required to moderate results for awards within their area 
of expertise.  

They are also required to have experience in delivering programme assessment.  

External Authenticators must be familiar with the accrediting body’s code of practice 
and guidelines and have the relevant competencies to carry out the role effectively 
including, effective communication skills, IT skills and administrative skills and are 
available to work with our DX2 Training Solutions within our hours of business. 

• External committee members:  

Recruitment and engagement:  

Evidence of academic qualifications and experience.  

Maintain the relevant competencies to carry out the role effectively including, 
effective communication skills, IT skills and administrative skills and are available to 
work with our DX2 Training Solutions within our hours of business.  

Demonstrate the ability to work as part of a team  
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Selection of external professionals:  

Selection of external candidates is the responsibility of the Directors with the 
assistance of the Office manager. Selection criteria is approved by the Academic 
Oversight Committee.  

Monitoring: 

Monitor Job Title:  Director of Training and Quality Assurance  

Frequency: Annually 

Monitoring methods: Review of event attendance registers, Review of 
communication  
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Procedure 
Title: 10.3 

 

V 1.3 

Relationships with Awarding 
Bodies   

Date: 

 

05/08/2021   

 

Purpose: 

This procedure describe the process undertaken when reviewing engagement 
opportunities with awarding bodies.  

Related Documentation: 

Review of external accreditor, business case, review of quality system. 

Methods used to carry out this procedure: 

• Compatibility considerations:  

DX2 Training Solutions will consider the compatibility of a partnership taking into 
account the following and how is aligns with our own position; vision and mission, 
equity and ethical standards, awarding capabilities offered and advancement 
opportunities to facilitate growth.  

• Legal and risk:  

Ensuring the accrediting body is in good legal and financial standing and has a 
robust quality assurance system in place to meet statutory requirements.  

• Business case/Learner demand:  

A business case will be conducted before engaging with any external accreditation 
partner to ensure that the opportunity has clear benefits to the learners who engage 
our organisation and that there is demand for the type of award offered.  

All business cases must be reviewed and approved by the Academic Oversight 
Committee.  

Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance  

Frequency: Annually 

Monitoring methods: Review of attendance registers, review of communication. 
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Procedure 
Title: 10.4 

 

V 1.4 

Managing Conflicts of Interest  Date: 

 

05/08/2021   

 

Purpose: 

To eliminate, reduce and manage situations where the academic/commercial 
integrity of our organisation has the potential to be compromised.  

Related Documentation: 

Disclosure form  

Methods used to carry out this procedure: 

• Full disclosure:  

All persons who have access to sensitive information within our organisation are 
asked to declare any known/potential/perceived conflicts of interest. This may 
include employees, contractors, external panelists, auditors.  

This information is passed over to the Academic Oversight Committee to review and 
to make a recommendation on whether there is an actual conflict of interest.  

In cases where there is a conflict of interest the offer of employment/contract of 
services is withdrawn.  

• Issues arising:  

The Director of Quality Assurance is responsible for managing any issues identified 
and will pass on the information to the Academic Oversight Committee for 
recommendations.  

If there is an immediate urgent concern the concerning activity will be suspended 
until a recommendation can be made in order to protect the academic/commercial 
integrity of the organisation  

• Intellectual Property: 

All intellectual property belonging to the organisation is subject to the protection of 
copyright legislation in Ireland  

Instances of breaches to this legislation are reported directly to the Managing 
Director and the Academic Oversight Committee are notified to determine actions 
required. 
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Monitoring: 

Monitor Job Title: Director of Training and Quality Assurance  

Frequency: Annually 

Monitoring methods: Review of any reports of COI, Review recommendations  
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Roles and Responsibilities:  

 

• Managing Director- responsible for the approval of the development of a QA 
system 

 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 

• Programme Director-  Oversight of the implementation of this policy within 
the academic team  

 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 

 

Contacts: 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  
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11.SELF-EVALUATION MONITORING AND 
REVIEW 

Purpose:  

DX2 Training Solutions  are committed to active engagement in the self-evaluation 
process to facilitate the evolution of our organisation to meet our learners present 
and future requirements form us as a provider of further education and training. 

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

It is the policy of DX2 Training Solutions to continually evaluate, monitor, review and 
improve the quality of programmes of education and training and the associated 
services that we offer, ensuring that areas for development are identified and 
actioned.  

We commit to ensure that our training programmes and services are of the highest 
standard and reflect best practice. We are committed to involving the learner in the 
evaluation process as a key stakeholder  

DX2 Training Solutions aim to use the findings of self-evaluation to enhance the 
delivery of programmes and to enhance our quality assurance guidelines & protocols 

Version Control: 

 

 

 

Document name  Self-Evaluation, Monitoring and Review  

Version reference  1.3 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 20/08/2021 

Review Date  20/08/2022 
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Procedure 
Title: 11.1 

 

V 1.2 

Internal self-monitoring of 
Programmes  

Date: 

 

15/08/2021   

 

Purpose: 

To evaluate the impact, success and progress of the programmes and associated 
services offered by DX2 Training Solutions and to identify areas for improvement.  

Related Documentation: 

Annual self-evaluation plan & schedule, self-evaluation report, KPI forms, 
programme improvement plan, briefing schedules. 

Methods used to carry out this procedure: 

• Annual self-evaluation plan developed by Director of Training and Quality 
Assurance and submitted to Academic Oversight Committee for approval  

• All programmes undergo self-evaluation every 5 years and/or when required 
to monitor progress against the programme objectives.  

• Self-evaluation planning is conducted prior to an evaluation period to appoint 
a team, allocate responsibility and to identify resources required to 
effectively carry out the actions necessary.  

• Key Performance Indicator’s for each programme are examined in the 
following areas:  

Quality  

Learner/client satisfaction Return learners/referrals  

Review of amendments and errors  

Review of Complaints Staff/faculty turnover  

Programme effectiveness: 

 Successful completion rates Number of drop offs Review of resources  

       Review of cancellations and special requests  

Review of administration practices  

Financial:  

Review of budget plan and variance  

Cost performance index  

Budget revision (if applicable)  
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Return on investment  

Time:  

Review time allocated to programme cycle  

Planned hours vs time spent  

Programme schedule adjustments  

Resource allocation/ resource conflict  

• Programme improvement plan is developed and forwarded to the Academic 
Oversight Committee for review and approve/ make recommendations or 
advise corrective actions.  

• Amendments identified through Programme improvement are actioned.  
 
Updates and amendments to Quality Assurance documentation actioned. 
 

• Forward copy of Programme improvement plan & self- evaluation report to 
QQI  

• Brief all associated staff and faculty regarding changes made during the 
evaluation process  
 

Monitoring: 

Monitor Job Title: Academic Oversight Committee 

Frequency: Annually (as required) 

Monitoring methods: Random sampling of reports completed within 12 months.  

 

 

 

 

 

 

 

 

 

 

 



DX2 Training Solutions Quality Assurance Manual      September 2021	
	 	 	 	   

 132 

Procedure 
Title: 11.2 

V 1.2 

Internal self-monitoring of 
Provider  

Date: 

15/08/2021   

 

 

Purpose: 

To reflect and consider the strengths and weaknesses within the organisation and to 
identify gaps that exist between our documented policies and procedures and our 
statutory and voluntary obligations and requirements  

Related Documentation: 

Annual self-evaluation plan & schedule, self-evaluation report, KPI forms, 
programme improvement plan, briefing schedules. 

Methods used to carry out this procedure: 

• Annual internal audit scheduled. Internal Audit team appointed made up of 
stakeholders including programme directors, faculty members, management 
team and administrative team. 

• Review of mission and values, policies and procedures and governance.  
• Review of QA reports and external reports  
• Review learner/client feedback and experiences  
• Review Human resources and staff satisfaction  
• Review of resources and infrastructure.  
• Review of risk assessments and legislative obligations  
• Internal Audit sent to Academic Oversight Committee to approve 

changes/make recommendations and signed off by the Managing Director  
• Once approved changes are actioned and all relevant stakeholders are briefed  
• Any change to Quality Assurance documentation is sent to relevant 

accrediting bodies.  

Monitoring: 

Monitor Job Title: Directors 

Frequency: Following each audit  

Monitoring methods: Review of evidence generated by audit  
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Procedure 
Title: 11.3 

 

V 1.2 

External Evaluation  Date: 

 

15/08/2021   

 

 

Purpose: 

To assess the long-term impact of the organisation and to identify areas of good 
practice and improvement at programme and organisational levels  

Related Documentation: 

Role descriptor, list of approved external evaluators, external evaluation report. 

Methods used to carry out this procedure: 

• From time to time an external evaluator may be appointed to provide 
critique, highlight areas of good practice and assist DX2 Training Solutions 
with the review of an area(s) of the organisation in an impartial way.  

To ensure impartiality, an external evaluator is appointed based on the following 
criteria and must have no internal involvement with the functioning of the 
organisation, subject matter expertise, professional experience and knowledge and 
understanding of Quality Assurance systems within the education and training 
sector  

• The external evaluator will conduct their review utilising DX2 Training 
Solutions external evaluator report form.  The report will detail areas of good 
practice, areas for improvement and specific advice and recommendations 
relating to the area under review.  

• Review of external evaluator reports and recommendations by Director of 
Training and Quality Assurance and Academic Oversight Committee. 

• Review of external stakeholder reports and feedback including QQI validation 
applications, addendums, applications for to amend scope of practice etc.  

• Review of external QA reports  
• All recommendations made must be reviews and approved by the Academic 

Oversight Committee before being signed off by the Managing Director  

Monitoring: 

Monitor Job Title: Academic Oversight Committee  

Frequency: Following each evaluation 

Monitoring methods: Review of evidence generated by evaluation. 
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Procedure 
Title: 11.4 

 

V 1.2 

Quality Improvement and 
Enhancement  

Date: 

 

15/08/2021   

 

Purpose: 

To evaluate and improve the overall experience that DX2 Training Solutions offer to  
learners that access our programmes and to the other stakeholders that interact with 
our organisation.  

Related Documentation: 

Academic Oversight Committee recommendations, progress and development 
reviews, induction training, programme monitoring reports. 

Methods used to carry out this procedure: 

• Benchmarking: 

Benchmarking exercises are conducted every three years with peer organisations to 
compare performance and analyse business processes.  

Review benchmarking data provided from awarding bodies, information derived 
from the review made available for self-evaluation of programme  

Draft report with findings and submit to Academic Oversight Committee for analysis 
and recommendations  

• Quality Training & staff self- evaluation:  

Provide all staff members with self- evaluation training as part of the induction 
process to promote a culture of self- reflection, goal setting and progression.  

Staff members are asked to self-evaluate their own performance at performance 
development and review meetings with their line manager which take place twice per 
year or when required.  

• Monitoring  

15% of all training programmes delivered by DX2 Training Solutions will be attended 
by a member of the management team to collect quality data. 

DX2 Training Solutions programme monitoring form will be used to evaluate training 
delivered and faculty members will be provided with an opportunity to meet with the 
appointed monitor within one week of programme monitoring to discuss the 
observations and to provide input into the evaluation process.  
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Monitoring: 

Monitor Job Title: Academic Oversight Committee  

Frequency: When required  

Monitoring methods: Application review, sample review of evaluations  
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Roles and Responsibilities:  

 

• Managing Director- responsible for the approval of the development of a QA 
system 

 

• Director of Training and Quality Assurance – responsible for drafting QA 
documents, finalising and presenting the plan to the Academic Oversight 
Committee 

 

• Programme Director-  Oversight of the implementation of this policy within 
the academic team  

 

• Academic Oversight Committee- responsible for the approval of this policy 
and the oversight of its implementation  

 

• Office Manager- Oversight of the implementation of this policy within the 
administration support team 

Contacts: 

Director of Training and Quality Assurance-  01 442 7650 / 087 9958018 

 

Office Manager- 01 442 7650 / 087 0907881 

 

Policy Review: 

This policy will be reviewed annually  
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12. ACADEMIC INTEGRITY  

Purpose: 

DX2 Training Solutions is dedicated to a culture of honesty and integrity amongst 
our faculty members, learners and supporting administrative team.  

The purpose of this policy is to provide a framework to ensure that academic 
standards and expectations are met. 

This policy defines academic misconduct and ensures that there are fair and 
consistent processes in place to identify breaches, investigate cases impartially and 
to deliver sanctions where required.   

Scope: 

This is an overarching policy that applies to the QA system throughout DX2 Training 
Solutions. 

Policy Statement: 

DX2 Training Solutions is committed to upholding Academic Integrity in line with 
the Qualifications and Quality Assurance (Education and Training)(Amendment) Act 
2019.  This is underpinned by honesty, trust and respect which is imbedded into the 
culture of our organisation.  

 DX2 Training Solutions expects its faculty members, learners and staff members to 
conduct themselves in a manner that is consistent with the mission of our 
organisation. 

Our faculty and administration support teams will support learners with 
understanding the standards of academic integrity expected and the sanctions that 
exist for academic misconduct. 

Violations of academic integrity undermines the learning process and discredits the 
achievements of learners who have conducted themselves honorably. 

All persons within our organisation are required to report suspected or known 
violations of the Academic Integrity policy. 
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Version Control: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Document name  Academic Integrity  

Version reference  1.1 

Document owner  Director of Training and Quality Assurance 

Approved by  Academic Oversight Committee 

Date 06/09/2021 

Review Date  06/09/2022 
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Faculty responsibility: 

Faulty members are responsible for familiarising themselves with the Academic 
Integrity policy and their associated role in its implementation which includes: 

• Attending organisational training and upskilling in relation to matters of 
Academic Integrity 

• Providing learners with information and assistance with the programme 
expectations and guidelines including those relating to academic integrity. 

• Promoting a learning environment where academic integrity is expected and 
respected 

• Identifying and actioning actual and alleged instances of academic 
misconduct  

• Conducting assessments to collect data in a manner which represents actual 
learner effort. 

• Provide opportunities for learners to discuss academic matters. 
• Provide honest feedback to learners 

 

Learner responsibility: 

Learners are responsible for familiarising themselves with the Academic Integrity 
policy and their associated role in its implementation which includes: 

• Following all programme rules and regulations related to academic integrity 
within the organisation  

• Seek clarification from faculty members if programme content or expectation 
is unclear.  

• Treat all persons encountered at our organisation with courtesy and respect. 
• Work submitted by learners should be their own and should acknowledge the 

work, research and ideas of others, which they cite, through referencing.  
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Violations of Academic Integrity: 

Plagiarism: 

Plagiarism is the failure to properly reference or acknowledge the work of others.  
This can include work presented in any documented format. Examples include: 

• Direct plagiarism- duplicating another person’s work 
• ‘Patchwork’ plagiarism- Sourcing material from various persons and 

rearranging, 
• Poor citation- incorrectly applying the use of citation marks 
• Paraphrasing & omitting citation- rephrasing the work of others without 

acknowledging the source of the original idea/concept 

Academic dishonesty: 

Academic dishonesty is an attempt to present work using dishonesty in order to gain 
an advantage. This can include: 

• Having someone write or plan a submission for you (including paying for 
such services) 

• Reproducing the work of another learner 
• Allowing other learners to reproduce your work  
• Using support materials such as websites, textbooks, notes without the 

permission of organisation. 

Academic Misrepresentation: 

• Presenting misleading information to gain an advantage e.g., providing 
misleading information regarding absences or late arrivals on the 
programme, misrepresenting experiences on work experiences or internships, 
using fabricated data in submissions. 

• Failure to disclose a criminal conviction where it is an admission criterion for 
participation on work placements or internships This includes convictions 
imposed after acceptance onto a programme within our organisaiton.  

Academic Interference:  

Academic interference is any action taken to gain advantage over other learners or to 
deliberately inhibit the progress of other learners: 

• Removing or vandalising any resource or piece of equipment that is made 
available for the use of all learners. 

• Being in possession of/circulating any unauthorized examination information 
or materials that have the capacity to compromise the integrity of the 
assessment process 

• Deliberate interference with other learners work e.g., destroying/altering the 
work of others  
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Attempts to access confidential information: 

• Attempts to access organisational devices or systems without authorisation. 

Noncompliance with internal inquiry: 

• Withholding information in an inquiry or investigation relating to academic 
integrity 

• Contributing false or misleading information to an inquiry or investigation 
relating to academic integrity. 
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Prior to Assessment: 

All faculty members must refer learners to and explain the academic integrity policy 
before assessment is conducted.  Learners will receive guidance on the 
recommended citing style (Harvard citing and referencing) prior to the allocation of 
any assignment.  

 

Protection from Academic misconduct: 

• A learner declaration must be completed and accompany every submission 
for assessment 

• Learners are provided with clear information, prior to assessment on learner 
roles and responsibilities during the assessment process and directed to the 
Academic Integrity policy.   

• Provide training on Academic best practice and misconduct to all staff 
members on induction and through regular upskilling   

• All submissions for assessment are subjected to an electronic analysis using 
bespoke software designed to trace plagiarised material.  

 

Reporting alleged breaches of academic integrity: 

All alleged breaches of academic integrity must be reported to the Academic 
Oversight Committee by the Programme Director through a written report.  The AOC 
may request further information from faculty members, the learner(s) who 
submitted the work and other learners where necessary.  The committee will 
determine whether the alleged incident meets the criteria of a breach to academic 
integrity and report directly to the Programme Director with the outcome and 
recommendations.  

Learner reporting: 

If a learner has information relating to the validity of an assessment piece submitted 
by themselves or another learner, it is requested that they report directly to the 
Programme Director. 

The Programme Director will request a meeting with the learner to compile a report 
outlining information of the alleged incident to submit to the Academic Oversight 
Committee.   

Learners are expected to cooperate fully with any investigation.  

Faculty/administration support team reporting 

If a concern relating to academic integrity has arisen and is noted by the faculty 
member/administrative support team member to whom the piece of work has been 
submitted/ or observation of potential exam misconduct, the alleged breach must be 
reported in writing to the Programme Director.  This report should include: 

• All relevant documentation relating to the submission by the learner  
• An outline of the alleged breach of academic integrity or instance of 

plagiarism. 
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Where there is clear evidence of an attempt to cheat during a formal examination, 
the staff member noting the incident at the examination location will, having 
consulted all other staff members present, warn the learner of their observation and 
allow the learner to complete the examination, removing all unauthorised materials 
at that time. At the end of the examination the observing staff member will inform 
the learner that a report, detailing the incident observed, will be submitted to the 
Programme Director immediately  

The Programme Director will ensure all relevant information is assembled and will 
submit the reports to the Academic Oversight Committee for investigation. 

Sanctions for breaches: 

Local penalties  

• A zero mark for the assignment submitted and a requirement to 
resubmit/resit the component. 

• A zero mark for the full assessment submitted and a requirement to 
resubmit/resit the complete assessment  

• A zero mark and a requirement to repeat the module on the next available 
opening. 

The sanction imposed must be made clear to the learner involved. 

Further penalties: 

If the Academic Oversight Committee find that the local sanctions are insufficient 
due to violations with the code of conduct within the organisation, the matter will be 
referred to the Director of Training and Quality Assurance who will follow the 
disciplinary process for violations to the code of conduct. 

A record of actual breeches will be recorded at organisational level. All information 
relating to investigated cases that are not upheld will be destroyed.  

Retrospective detection of breaches to academic integrity/plagiarism: 

Where cases of breaches to academic integrity are found after credits have been 
awarded, DX2 Training Solutions will inform the awarding body of the breach and 
comply with the awarding bodies recommendation including the revoking of credits 
and/or the award given.  DX2 Training Solution will inform the learner of the finding, 
investigation, notification to awarding body and the outcome/sanction imposed. 

Malicious reporting: 

Any false/misleading information provided in an investigation relating the Academic 
Integrity is a direct violation of the code of conduct within our organisaiton and will 
be referred to the Director of Training and Quality Assurance. 

Learner appeals: 

If a learner feels that the outcome of an investigation into matters of academic 
integrity does not reflect the work that they have submitted, they can activate the 
appeals process for learners which encompasses matters of academic integrity.  An 
external expert will be appointed to investigate and will report directly to the 
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Academic Oversight Committee. Please see ‘Learner Appeals’ procedure for further 
information and guidance.  

Related documentation: 

Code of conduct  

Learner Handbook 

Legislation: 

A provision has been included in the Qualifications and Quality Assurance 
(Education and Training) (Amendment) Act 2019. 

Section 43 of this legislation empowers QQI to prosecute those who facilitate 
academic cheating by: 

• Impersonation  
• Provision of cheating services  
• Advertising of cheating services  
• Publishing Advertisements for cheating services  

QQI is responsible for bringing prosecutions in relation to these offences.   

DX2 Training Solutions will report any suspected breeches of the legislation, 
including supporting evidence to QQI for investigation.  

Monitoring: 

Monitor Job Title: Academic Oversight Committee  

Frequency: Annually & As required  

Monitoring methods: Review of policy, review of incidents of academic integrity,  

 


