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PREAMBLE  

 

Dublin Business School (DBS), incorporating Portobello College is the largest independent 

College in Ireland and provides a comprehensive range of undergraduate, postgraduate, 

executive education and professional programmes. The college is owned by Kaplan Inc., 

the education division of The Washington Post Company. 

 

The College comprises three academic schools; The Schools of Arts, Business and Law 

and the Professional School.  DBS offers academic programmes both at undergraduate and 

postgraduate level. 

 

DBS has been a designated institution of the Higher Education and Training Awards 

Council (HETAC, formerly the National Council for Educational Awards) since 1992. 

 

DBS has been an Accredited Institution of Liverpool John Moores University (LJMU) 

since 1995.  This has been extended to cover postgraduate programmes since 2008.  DBS 

complies fully with LJMU quality assurance procedures and conducts periodic 

programmatic reviews in line with LJMU policies and requirements. An academic 

representative from LJMU is a member of the DBS Academic Board.  

 

The academic programmes are accredited by HETAC, LJMU or the University of Wales, 

or jointly by HETAC and LJMU or HETAC and the University of Wales. 

 

The Professional School is a Platinum Approved Learning Partner of the Association of 

Chartered Certified Accountants (ACCA), and an Approved Learning Partner of the 

Chartered Institute of Management Accountants (CIMA). 

 

DBS also incorporates the European Business School (EBS). EBS offers a variety of 

undergraduate and postgraduate courses for óstudy abroadô students, and is a member of 

European Business Schools International (EBSI).  
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1. INTRODUCTION  

 

Dublin Business School has established procedures for quality assurance for the purpose of 

further improving and maintaining the quality of education and training which is provided, 

organised or procured by the Council (HETAC), in accordance with section 28 of the 

Qualifications (Education and Training) Act, 1999. These procedures, in accordance with 

the Act, include those for: 

 

 evaluation at regular intervals of the programme of education and training concerned, 

(including evaluation by persons who are competent to make national and international 

comparisons in that respect) 

 evaluation by learners of that programme 

 evaluation of services related to that programme 

 

The Academic Quality Assurance Handbook is the definitive source of all DBS 

 

 academic and quality policies 

 academic and quality procedures, and 

 associated forms required to access those procedures -  

 

in order to meet the requirements of the legislation and the requirements of our 

awarding/accrediting bodies. 

 

Many of the quality policies, systems, processes and procedures described in this manual 

have been in place in DBS for a considerable period of time, and underpin the design, 

delivery and assessment of all academic programmes delivered by the College. Formal and 

comprehensive documentation of these arrangements provides the definitive reference for 

internal DBS personnel and also provides essential evidence that DBS continues to satisfy 

external requirements and standards for the quality provision of programmes. 

 

The document is owned and maintained by the Registrarôs Office, and its implementation 

across all Schools within DBS is supported by the Academic Monitoring and Review Sub-

committee. The handbook is intended to be: 

 

 comprehensive 

 accessible 

 easy to read 

 easy to use 

 a complete source of all regulations, forms and templates required to discharge the 

academic functions of the College and assure standards are adhered to. 

 

Quality arrangements are kept under continuous review and such review is an ongoing 

feature of the quality management systems and processes at DBS. Periodic and regular 

review, modernisation and general improvement of structures, systems, processes and 

procedures is necessary for continued effective development, delivery and assessment of 

programmes of education and training. The student learning experience is impacted not just 

by the direct teaching, learning and assessment processes, but is also strongly influenced by 
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many related factors, such as the physical environment, the learning support provided, and 

the general engagement of each student with college life. 

 

Each section is laid out to include: 

 

 Statement of intent (or short introduction) 

 Policy 

 Procedure 

 Links to appropriate forms  

 References  

Where a committee is referred to, it is accompanied by the terms of reference and 

membership. Standard agenda items are included if that committee is a formal part of the 

reporting mechanism (e.g. CRM, and BoS), there is also a glossary of acronyms. 

 

All terminology and acronyms are consistent and applied uniformly across the DBS 

academic and professional schools. The principles of HETAC/NQAI and QAA have been 

adhered to, so that all DBS policies and procedures satisfy the requirements of all 

accrediting bodies without, necessarily, referencing the specific procedures. 

 

Throughout this handbook, the ability of DBS to guarantee academic quality and standards 

for students and to meet student requirements and the mechanisms for monitoring and 

reviewing such quality are prioritised. DBS has always prided itself on maintaining a close 

relationship with its students and in paying particular attention to student well being. This 

Quality Assurance Handbook makes an important statement as to the intent of the College 

to continue to prioritise student needs and requirements in a manner that strives for the 

highest quality and standards of student care. 

 

The DBS Quality Assurance Handbook is reviewed and updated annually. All associated 

forms and templates are numbered according to the appropriate chapter of the QAH, and 

the current versions are held on the S:\ drive under Registrarôs Office/Quality Assurance 

Handbook. 
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2. GOVERNANCE, ORGANISATION AND ADMINISTRATION  

 

2.1 BOARDS AND COMMITTEE S 

 

In discharging their responsibilities executive management are supported by a number of 

boards and committees. The Academic Board is the governing body of the academic affairs 

of DBS. In this sense, all other boards and committees report to the Academic Board on 

academic matters. DBS has the following permanent boards and committees, with the 

overarching responsibility as identified Figure 1. 

 

Each committee or board must add value to the work of the executive management team 

and must add value to the Schools in terms of academic quality, academic standing, 

academic management or academic development.  

 

 

Figure 1: Academic Committee Structure 

 

Each Board and Committee has a chairperson with primary responsibility for the efficient 

functioning of the Board or Committee, and for ensuring that the board or committee 

discharges its responsibilities in accordance with its terms of reference.  
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2.1.1 ACADEMIC BOARD 

 

Role 

 

The Academic Board has responsibility for academic quality and standards and is the 

governing body of the academic affairs of the College.  

 

Functions 

 

The main functions of the Academic Board are: 

 

Á Establishing and monitoring academic policies and academic standards concerning 

Ğ Teaching, learning and assessment 

Ğ Student admission and progression 

Ğ Staff development and research 

Ğ Academic resources 

Á Approval of 

Ğ New programmes and amendments to programmes 

Ğ Academic regulations 

Ğ Academic staff appointments 

Ğ Academic quality and standards 

Á Oversight of reporting requirements and liaison arrangements with HETAC, 

Liverpool John Moores University, University of Wales, and other external 

accrediting bodies, including approval of relevant reports. 

Á Provision of academic advice and support to the Executive. 

 

The Board may appoint sub-committees, accountable to the Board, to assist with some 

functions. 

 

Membership 

 

The membership of Academic Board is as follows: 

 

 Independent Chairperson 

 Chief Executive Officer 

 Academic Director 

 Registrar 

 Heads of Academic Schools  

 Heads of Academic Departments  

 Head Librarian 

 Quality Officer (on appointment) 

 Head of Student Services 

 Dean, Faculty of Business and Law, LJMU  

 

Up to two other members may be co-opted at the discretion of the Board. 
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Meetings 

 

The Academic Board holds three meetings in each academic year. 

 

2.1.2 SCHOOL EXECUTIVE BOARD 

 

Role 

 

The role of the DBS School Executive Board is to ensure effective coordination of all 

aspects of academic management and operations throughout DBS. 

 

The School Executive Board provides a forum for 

Á review and confirmation of academic objectives, plans, priorities and standards 

Á clarification of executive responsibilities for implementation of plans 

Á monitoring academic management and operations throughout DBS, including review of 

operational reports and monitoring operational performance 

Á monitoring academic quality and standards and promoting standards of excellence 

Á monitoring academic developments and implementation of special projects 

Á review of academic and operational issues, agreeing appropriate responses and ensuring 

that corrective action is taken in a timely and effective manner 

Á developing and supporting effective co-operation between members of the Board and 

effective liaison between the various schools and departments 

Á processing of plans and proposals, as and when appropriate, for consideration by 

ACPAD, Academic Board and / or the DBS Senior Management Group. 

 

Function 

 

An important function of the School Executive Board is the establishment of a shared 

culture, shared values and a shared understanding of roles throughout DBS. 

 

Operation of the DBS School Executive Board 

 

The focus of the School Executive Board is on the following areas of academic and 

operational priority 

Á Students/Student Progression: The primary goal of students ï gaining the qualification 

for which they have registered. 

Á Programmes: The quality and standard of programmes and the integrity of academic 

awards, including compliance with the standards, processes, procedures and general 

requirements of awarding bodies. 

Á Staffing: Management and staffing of programmes, including monitoring staff 

performance and supporting the operation, retention and development of academic staff. 

Á Teaching, learning and assessment: Appropriate strategies and standards for 

coordination of teaching, learning and assessment. 

Á Customer Service: Commitment to high standards of customer service across all areas of 

operation. 
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Á Academic Management and Support: The standards, structures, processes and 

procedures required to deliver effective coordination of all aspects of academic 

management and support.  

 

The School Executive Board meets regularly throughout the academic year, usually at 

monthly intervals, with additional meetings arranged as required to deal with particular 

issues as they arise. 

 

Agenda 

 

The agenda at School Executive Board meetings is focused on the areas of academic and 

operational priority outlined above and include review of plans, priorities, ongoing 

developments, issues, actions and outcomes. 

 

Each member of the School Executive Board may be required to present a progress report 

at each meeting. Progress reports include an update on current plans, progress with 

implementation, an outline of academic and operational issues, and the actions being taken 

to address them. 

 

In reviewing progress reports, the main concern of the School Executive Board is to:  

 

 ensure that there is a consistent focus on objectives, plans and standards throughout 

DBS 

 ensure that issues are identified and that actions are being taken to address them 

 provide support for individual executives in discharging their responsibilities. 

 

Appropriate arrangements are put in place as required for submission and review of 

progress reports from committees dealing with matters relevant to the role of the School 

Executive Board. 

 

The minutes of each meeting outline the action points agreed and identify responsibility for 

implementation. 

 

Membership 

 

The membership of the School Executive Board is as follows: 

 

 CEO (Chair)/*  

 Academic Director 

 Registrar 

 Heads of Academic Schools 

 Heads of Academic Departments  

 Head of Professional School 

 Head of English Department 

 Academic Director, European Business School (EBS) 

 Head Librarian 
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*The CEO is acting as interim Chair for 2008/2009. The Academic Director will assume 

this role in 2009. 

 

2.1.3 BOARDS OF STUDIES 

The Board of Studies (BoS) is the main forum for annual routine programme monitoring 

and review within the academic schools. The academic function of the school, such as; 

teaching, design of new programmes, curriculum development and assessment is supported 

by the Board of Studies. All programmes and modules leading to an award within each 

school are assigned to a Board of Studies. Further details of the composition and operation 

of the Boards of Studies is in section 4.6. 

 

2.1.4 OPERATION  OF COLLEGE BOARDS/SUB-COMMITTEES  

All boards/committees, whether at College, School, Department or other level, have 

prescribed membership, meeting schedules, and clear terms of reference as to their 

responsibilities and authority. It is the objective of DBS that the interrelationships between 

all boards, committees, and personnel should be unambiguous. An annual review of 

committees, conducted by the next superior committee on behalf of Academic Board, is 

instituted to fulfil this objective. 

 

Minutes are prepared for all boards/committees meetings in accordance with agreed 

procedures and these minutes, which are retained by the board/committee secretary, are 

available for inspection by any member. The minutes of meetings record attendance, 

decisions made by the meeting, and actions required. The Master Copy of complete 

meeting documentation is held in the office of the committee chairperson. 
 

It is DBS policy that a member of a committee shall not disclose to any person, not a 

member of that committee, the nature of the discussion of the meeting.  Communication of 

the decisions taken at the meeting is permissible. However, the content of the associated 

discussion at the meeting should remain confidential. 

 

The schedules of meetings of the Academic Board and its sub-committees/boards are 

agreed at the beginning of the academic year and are available with the Academic Calendar 

on the intranet (S:/) some dates are subject to change and the Calendar is updated 

accordingly.  The dates of the Assessment Boards are set early in the Calendar year for the 

relevant academic year. 

 

2.2 ACADEMIC MANAGEMENT AND ADMIN ISTRATIVE STRUCTURE  

 

The management of DBS is based on an executive management model. The Academic 

Directorate has primary responsibility for the academic management and development of 

all academic schools. The academic management structure is designed to achieve the 

following: 

 

Á academic leadership, development and continuing enhancement 

Á staff management, motivation, development and retention 

Á high standards of teaching, learning and assessment 
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Á compliance with academic policies, standards and procedures 

Á efficient and effective operational management of programme delivery. 

 

Figure 2 illustrates the DBS organisational structure. 
 

 

 

 

Figure 2: Organisational Structure in DBS 

 

 

2.2.1 CHIEF EXECUTIVE OFFICER (CEO) 

The Chief Executive Officer (CEO) is responsible for the development and management of 

all accredited partnerships across the College.  

The CEO is a member of the Academic Board and the Academic Planning and 

Development Committee (ACPAD) and chairs the School Executive Board. 
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2.2.2 THE ACADEMIC DIRECTOR  

The Academic Director is the academic head of Dublin Business School and a member of 

the senior management team. The role of the Academic Director is to:  

 

Á provide academic leadership, direction and management 

Á coordinate and support the academic management and academic development of the 

School of Arts, the School of Business and the School of Law 

Á coordinate and support liaison arrangements between School management and the 

Registrarôs Office 

Á lead and coordinate liaison arrangements with collaborative partners 

Á lead and coordinate liaison arrangements with KHEI. 

 

The Academic Director has overall responsibility for: 

 

Á academic planning and development 

Á development and enhancement of the academic framework, infrastructure, standing, 

reputation and resource base of DBS 

Á academic quality and standards and the academic integrity of programmes 

Á management of academic relationships with KHEI and with collaborative partners 

Á programme planning, development and delivery 

Á staff planning, development and scholarly activity 

Á academic operations and resources. 

 

The Academic Director is a member of the Academic Board and the School Executive 

Board. 

  

 

2.2.3 OFFICE OF THE REGISTRAR  

The Registrar has responsibility for academic affairs within Dublin Business School, 

including responsibility for academic administration, academic regulations, academic 

quality and standards, academic records and liaison with accrediting bodies, which includes 

responsibility for coordinating academic relationships, validation events, programmatic 

reviews, institutional reviews and reporting arrangements.  

 

The Registrar has ultimate responsibility for:  

 

Á all aspects of academic administration, including admission and registration of 

students; course organisation and administration; coordination of student assessment; 

organisation of examinations and examination boards; recording, processing and 

communication of results; communication and liaison with collaborative partners and 

accrediting bodies 

Á academic regulations, in particular regulations governing student admission, 

progression and graduation and teaching, learning and assessment; updating 

regulations as required and monitoring compliance with the requirements of 

accrediting bodies and the terms of programme approval 
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Á academic records, including responsibility for maintenance of academic files and 

records and has ultimate responsibility for the reliability and integrity of all academic 

records 

Á advising Heads of School and collaborating with them in relation to new academic 

developments, quality enhancement initiatives and continuing development of 

programmes, and promotion of the highest academic standards. 

 

The Registrar is a member of the Academic Board and the School Executive Board. 

 

2.2.4 ACADEMIC SCHOOLS 

DBS has three academic schools, the School of Arts, the School of Business and the School 

of Law. All three schools are accountable to the Academic Director in relation to academic 

affairs. Each school has an executive management team consisting of a Head of School and 

Heads of Departments. 

 

2.2.4.1 Heads of School 
 

The Head of the School (HoS) is a key member of the academic management team and has 

overall responsibility for academic leadership, direction and management of the relevant 

School. This includes responsibility for strategic planning and development; programme 

planning, development, management and delivery; staff planning, management and 

development; academic quality and standards, and liaison with accrediting bodies and 

partner institutions. 

 

The Head of Schoolôs responsibilities include: 

 

Á planning and coordinating the development of new programmes (and their associated 

documentation) in accordance with the academic development strategy of the School 

Á planning and coordinating the ongoing monitoring and annual review of programmes 

and the preparation of annual School reports 

Á planning and coordinating periodic programmatic reviews and the preparation of 

programme reports and submissions 

Á liaising with HETAC, LJMU, University of Wales, professional bodies and other 

agencies as required 

Á setting, reviewing and delivering academic priorities and targets 

Á staff planning to support the implementation of programme plans and the academic 

development strategy of the School 

Á planning and coordinating the recruitment, development and management of staff 

Á promoting standards of excellence in teaching, learning and assessment 

Á promoting research, consultancy and professional development 

Á monitoring and coordinating academic quality and standards in teaching, learning and 

assessment across the School. 
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2.2.4.1 Heads of Departments  
 

The Heads of Departments (HoDs) are key members of the academic management team in 

Dublin Business School and have primary responsibility for academic leadership, direction, 

management and development of their Department and of the relevant subject areas within 

the Department. The role encompasses responsibility for: 

 

Á coordination of the planning, development, accreditation, management, delivery and 

assessment of modules, courses and programmes  

Á staff planning, deployment, management, review and development 

Á liaison with other departments and functions within DBS, with external examiners and 

with accrediting bodies 

Á coordination of communication with students on programme related matters, e.g. 

dealing with issues concerning progression, programme delivery, student workload, 

timetables and attendance, and monitoring and responding to student feedback 

Á monitoring programme delivery and assessment and addressing factors impacting on 

student performance and progression. 

 

Heads of Departments have Programme Leader, Subject Leader and lecturing 

responsibilities and are encouraged to engage in research and development activities to 

support their own academic development, the development of their own subject area, and 

the development of DBS. The Head of Department also has responsibility for ensuring 

academic quality and standards for students (particularly in the areas of teaching, learning 

and assessment), for liaison and co-operation with colleagues, and for compliance with the 

policies, standards and procedures of DBS. The Heads of Departments are members of the 

Academic Board and the School Executive Board. In addition, as a member of the Board of 

Studies, the Head of Department has an important role in contributing to the review, 

formulation and implementation of plans for the academic development of the school. 

 

While Heads of Departments have overall responsibility for academic management of 

programmes within their departments, operational responsibility for academic management 

and support of students at programme level may be delegated to a designated Programme 

Leader. Each Programme Leader is responsible for the overall management and 

development of the relevant programme and the management and support of students on 

that programme (or programme-level dependant on class size/level, e.g. first year 

undergraduate programme). The Programme Leader has an important role in mentoring 

students and providing them with guidance and support on both academic and non-

academic matters related to student life. Heads of Departments are normally the 

Programme Leaders for programmes primarily associated with their departments, for 

example, the Programme Leader for the BA (Hons) in Marketing is currently the Head of 

the Department of Marketing. In larger departments, the Head of School may delegate 

Programme Leader responsibilities to a senior member of academic staff.  

 

2.2.4.2 Programme Leader 

 

The key responsibility of the Programme Leader (PL) is the management and operation of the 

Programme. The Programme Leader is the person with primary responsibility for co-

ordination of the organisation and delivery of the Programme. This includes responsibility for: 
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Á Managing the programme team to ensure the subjects are taught and assessed in 

accordance with the validated programme schedule.  

Á Review of programme documentation to ensure teaching schemes, Module Guides 

reading lists, assignments and exam papers, are relevant, current and appropriate to the 

level. 

Á Ensuring all students on the programme are enrolled on the appropriate modules, and 

that all module related material is accessible to them. 

Á Communicating with students on all programme-related matters, liaising with the Class 

Representatives and participating in the Class Representative Meetings. 

Á Ensuring that continuous assessment is balanced across the academic year, by co-

ordinating the continuous assessment of the relevant module leaders. 

Á Report to the appropriate Board of Studies on all programme related matters such as 

student numbers, attendance and performance indicators such as retention and 

progression. 

Á Prepare and manage the programme action plan based on feedback from External 

Examiners, Module Review and Development Plans and student feedback. 

Á Lead the programme team in contributing to programmatic review events. 

 

2.2.4.3 Module Leader (Lecturer responsible for a Module) 

 

The primary function of lecturer is to lecture and assess students on designated subjects or 

modules at undergraduate and postgraduate level. Lecturers are also encouraged to engage 

in appropriate staff development to support their academic development and that of the 

Department to which they are assigned. Duties and responsibilities include: 

 

(a) Before Teaching Commences 

 Prepare the Module Guide using the current Module Guide Template (T2.1) and 

submit to Programme Leader prior to start of semester 

 Distribute a hardcopy of the Module Guide to class in the first teaching week, post a 

copy on Moodle 

 Ensure an up to date reading list is available with the Module Guide and has been 

sent to the appropriate librarian 

 Prepare teaching material, and ensure that learning materials are made available to 

students 

 Monitor attendance by checking the completeness of the class lists and ensuring that 

accurate attendance records are maintained on the Student Database System 

 Attend and participate in the appropriate programme team meetings 

 Attend and participate in the appropriate Board of Studies (section 4.6) 

 Attend and participate in the appropriate Class Representative Meetings (section 

4.8.2) 

 When requested by students, append comments to Personal Mitigating Circumstances 

(PMC) Forms (F2.1). 
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(b) Assessment 

 Liaise with the Programme Leader regarding submission dates for assessments, so as 

to avoid periods of assessment overload for students 

 Ensure that learning outcomes for the module are met in the delivery 

 Ensure that the assessment is aligned with the learning outcomes 

 Ensure the module proforma details are up-to-date on the Student Database System. 

Liaise with Programme Leader to verify 

 Ensure the effective delivery of the module and where appropriate, support, advise 

and coordinate with others on the module teaching team 

 Submit draft assignments and examination papers, including the first sitting and the 

reassessments, to the School Examinations Office by the published deadline (in 

accordance with section 7). 

 

(c) Post Assessment 

 Ensure, via a moderation process (section 7.4), that the module team mark all 

assignments and examination scripts to a consistent standard 

 Ensure all assessment marks are uploaded onto Student Database System in good 

time 

 Ensure all CA marks are posted on the appropriate student notice board and/or 

Moodle 

 Ensure all scripts and assignments are submitted to the Examinations Office in the 

required format, to meet School deadlines 

 Attend the Examination Board where the module is considered, present the marks 

and be present throughout the Examination Boardôs proceedings 

 If essential duties prevent attendance at the Examination Board - report absence to 

the Programme Leader in advance and arrange for a fully briefed representative, to 

represent you at the Board 

 Be present to counsel students on release of results  

 Respond to feedback from the External Examiner ï action any minor changes, and 

make the Programme Leader aware of any major requirements. 

 

(d) On Completion of Module Assessment 

 Complete the Module Review and Development Plan (MRDP), (section 4.7, T4.1) 

 Review module content to meet School, subject and professional body requirements. 
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3. DESIGN AND APPROVAL OF NEW PROGRAMMES AND MODULES  

 

3.1 OVERVIEW  

 

Dublin Business School recognises and supports the need to design and deliver 

programmes (in an efficient and flexible manner) that anticipate the changing needs of the 

economy, in line with national and international requirements, the national qualifications 

framework, and stakeholder requirements. The College strives to cultivate initiatives, 

which supports best practice in modern programme development, to keep DBS innovative, 

current and competitive.  

 

The taught Major Award programmes provided by DBS are predominantly accredited by:  

 

 the Higher Education and Training Awards Council (HETAC) [in accordance with 

section 25 of the Qualifications (Education and Training) Act, 1999], and/or  

 

 Liverpool John Moores University (LJMU) [in accordance with the UK Quality 

Assurance Agency (QAA) Code of Practice],  

 

 University of Wales [according to guidelines laid down in accepted Codes of Practice 

such as those issued by the UK Quality Assurance Agency (QAA), the Council of 

Validating Universities (CVU), Universities UK (UUK) and the University itself]. 

 

The application of academic quality principles at DBS requires that the College satisfies 

itself and its accrediting bodies that a learner may attain knowledge, skill and/or 

competence for the purpose of an award, which is consistent with the National Framework 

of Qualifications (NFQ) and the UK Framework for Higher Education Qualifications 

(FHEQ), as appropriate, and fulfils the requirements of the National Qualifications 

Authority of Ireland (NQAI) in relation to access, transfer and progression. The application 

of this procedure should ensure that programmes offered by DBS have academic and 

intellectual currency and standards, appropriate to the level of the award, and comparable 

to similar awards offered anywhere in the world. 

 

The Collegeôs portfolio of academic programmes is constantly developing and expanding 

to include new programme offerings. There is an extensive process involved in bringing a 

new programme from inception, through validation, to realisation and delivery. The stages 

of the process involve groups and committees both from DBS and externally, including 

Heads of Departments, Heads of School, Academic Director, the Board of Studies, Kaplan 

Higher Education (KHEI), the School Executive Board, the Academic Planning and 

Development Committee (ACPAD), the Academic Board and the appropriate accreditation 

agency (e.g. HETAC, LJMU, University of Wales). The timetable for completion of the 

development and approval process is normally one academic year, but in general it should 

be done in good time to enable scheduling of all necessary meetings to facilitate evaluation 

and approval (internally and externally), as appropriate, in advance of the proposed 

programme commencement date. 
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3.2 DOCUMENTS WHICH SUPPORT THE PROGRAMME DE VELOPMENT 

PROCESS 

 

All programmes offered, and designed by DBS, must support the policies and criteria 

defined by the National Qualifications Authority of Ireland (NQAI), as described in the 

following documents: 

 

Å NQAI Determinations for the Outline National Framework of Qualifications 

Å NQAI Policies and Criteria for the Establishment of the National Framework of 

Qualifications 

Å NQAI Policies, Actions and Procedures for Access, Transfer and Progression for 

Learners. 

 

Additionally, the policies and procedures of the relevant awarding body/bodies must be 

met. These policies are provided on the relevant web pages, with associated template 

documents to facilitate submission documentation preparation. Links to all documents 

referenced here are in Appendix 3.1. 

 

The Higher Education and Training Awards Council (HETAC)   
 

 HETACôs adopted award standards for relevant fields of learning ï Art and Design, 

Business, Computing, and Science  

 Accreditation/validation policies and procedures.  

 

Liverpool John Moores University (LJMU)  
 

 Validation of New Collaborative Programmes: Procedures Manual (September 

2008)  

 

University of Wales  

 

 Validation Handbook of Quality Assurance: Policies & Procedures.  (Version XV 

October 2008). 

 

Joint Awards ï HETAC  and LJMU  
 

The documentation of both accrediting agencies is referenced to ensure that the submission 

documentation is compatible with both agencies. This activity is supported through the use 

of the Joint Awards Operational Procedures, which details requirements for validation as 

described in the Memorandum of Agreement between HETAC/LJMU/DBS, T3.1. 

 

Joint Awards - HETAC  and the University of Wales 

 

The documentation of both accrediting agencies should be referenced to ensure that the 

submission documentation is compatible with both agencies.  
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Where a programme development regulation or procedure is in conflict with the 

requirements of an external validating or professional body, then the regulations and 

procedures of that body take precedence over the DBS regulations and procedures (which 

are then reviewed to consider the possibility of modifying the process to ensure future 

compatibility). 

 

3.3 PHASES OF MAJOR/MINO R AWARD PROGRAMME DEVE LOPMENT  

 

There are five clear phases to developing a major award programme development process, 

incorporating both internal and external activity 

 

3.3.1 PHASE 1: CONFIRMATION OF ORGANISATIONAL SUPPORT (PRE-PROPOSAL 

DEVELOPMENT ) 

This phase occurs in the relevant school(s), and is both relevant to new programmes and 

significant re-developments/modifications of existing programmes (where there are 

significant resource implications) ï it does not apply to routine programme review.  

 

Identification of opportunities for new programme development is a shared responsibility at 

DBS, and may happen through formal market research by the DBS Marketing Department 

or via the academic community through programme quality assurance and associated self-

evaluation processes including institutional and programmatic reviews and feedback 

mechanisms.  

 

The collation of the information gathered is coordinated in the appropriate school. The key 

criteria for driving academic programme development are: 

 

 there are legitimate strategic and logistical reasons for doing so 

 the proposed programme would fall within the known fields of competence of DBS 

 there is an identifiable market demand (internal/external) 

 there is a feasible requirement to provide a progression option for students on a current 

programme 

 there are perceived employment opportunities for graduates  

 graduates of the proposed programme would be well positioned to progress to further 

study in the field 

 the programme is considered feasible 

 the College is requested by an external agency to develop/offer a specific programme 

e.g. the LIDL Retail Management degree, or EBS designing a specific óInternational 

Business and Cultureô course for the French school ISTEC. 

 

The formal market research conducted involves a number of sources, including data 

generated by the Central Applications Office (CAO) system; review and analysis of 

courses offered by other colleges; and information garnered from industry, employers and 

third parties (e.g. economic and development agencies). The market research conducted is 

usually of both a primary and secondary nature. Secondary sources include application and 

enrolment data, educational reports, competitor analysis and recommendations from 
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institutional reviews. The preparation of this information is conducted in consultation 

between the marketing department and the relevant academic School/Department. 

 

On completion of the relevant market research, a proposal for programme development (the 

KHEI New Programme Proposal Approval Form (F3.1) is prepared by the Proposed 

Programme Leader, appointed by the Head of School/Department, to secure preliminary 

approval for overall programme development from a feasibility and academic point of 

view. This activity is not necessary in the case of development of a new module (unless 

there are significant resource implications). 

 

This completed Form is submitted to the Board of Studies for review. If there is not a 

Board of Studies scheduled to facilitate a timely review of this document, then the School 

Executive Management review the document prior to its submission to the School 

Executive Board. 

 

On approval by School Executive Board, the form is forwarded to KHEI by the School 

Management for feasibility and academic analysis, in accordance with the KHEI Quality 

Manual. 

 

The proposal, if approved, is formally scheduled for development by the School. A 

Programme Team is appointed by the Head of School/Department with responsibility for 

development of a formal submission document for progression through the internal and 

external approval phases and review by the appropriate validating/accrediting bodies. 

 

3.3.2 PHASE 2: PROGRAMME PROPOSAL DEVELOPMENT  

At this stage, the relevant validating/accrediting body is informed, by the Registrarôs 

Office, of the intention to propose a new programme, and advised of the timescale 

involved. The Programme Leader has primary responsibility for the academic development 

of the new programme and drives the programmes documentation through the internal 

review and approval processes, supported by the Head of Department and Head of School 

to ensure consistency across the Schools. 

 

This phase includes further discussion at programme team and Boards of Studies meetings, 

liaison and discussion with students, graduates, employers and professional bodies to 

ensure that all feedback mechanisms are explored. This phase is relevant to new 

programmes and re-developments/modifications of existing programmes and development 

of new modules. 

 

The Programme Development Team, which is appointed by the Head of 

School/Department, is comprised of representatives from the main academic disciplines 

involved. The objectives set for programme teams, under the direction of the Programme 

Leader, are to develop a formal programme proposal that satisfies validating/accrediting 

body requirements and includes the following: 

 

 rationale for the new programme 

 aims and learning outcomes of the new programme 

 programme structure and content (including specific module proformae) 
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 teaching and learning strategy 

 programme assessment strategy 

 required academic resources and support services 

 

Development of programme proposals is normally an iterative process with successive 

drafts being prepared by the Programme Leader and reviewed by the programme team. The 

process frequently fosters lively academic debate in which conflicting viewpoints must be 

reconciled and consensus arrived at. The development timescale allows for such debate and 

iteration as a healthy and productive part of the overall process. The Registrarôs Office is 

consulted during the process and in particular prior to finalisation of the submission to 

ensure compliance with approved standards and validating/accrediting body requirements. 

 

In developing the programme proposal, the programme team draws upon a number of 

internal and external information sources, including: 

 

Á previous institutional and programmatic reviews undertaken in DBS 

Á Module Review and Development Plans (MRDPs) 

Á programme annual reports/annual college and course review (ACCRs) 

documents/programme self-assessment and action document (PSAAD) 

Á market research already/previously conducted 

Á student progression considerations 

Á identified additional research to be undertaken 

Á information on similar programmes offered in other institutions 

Á industry/employer requirements and relevant consultation 

Á feedback from students on, and/or recent graduates from, similar/comparable 

programmes with DBS or from possible candidates on feeder programmes 

Á external examiners reports and consultation 

Á professional bodies requirements and correspondence, where relevant 

Á DBS careersô office reports 

Á DBS library, resources and facilities managers reports 

Á appropriate benchmark statements from HETAC and QAA 

Á National Framework of Qualifications. 

 

The School Executive Board is provided with updates in relation to the progress of the 

proposal development (through the School report to the School Executive Board). 

 

The output of the programme team deliberations is a fully developed Programme 

Proposal Document. The detailed structure and content of the proposal may vary 

depending on the requirements of the validating/accrediting body. The programme 

validation and review checklist (containing requirements for validation documentation) is 

provided in T3.1. The Programme Team should also identify potential Validation Panel 

members and send the nominations to the Registrarôs Office for communication the 

accrediting body. 

 

3.3.3 PHASE 3: INTERNAL REVIEW AND APPROVAL PHASE 

There are a number of levels of review and internal approval to which programme 

proposals are subjected in DBS, prior to their submission to the relevant accrediting body. 
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When the initial stages of programme development are completed by the school, the 

programme proposal document is reviewed to take cognisance of feedback received from 

the wider academic community and other stakeholders. 

 

The completed Programme Submission Document is submitted to the School Executive 

Board for formal internal review and approval. In some instances the feedback has been 

routed electronically to the programme team in advance of the School Executive Board 

meeting. Issues identified in this forum are considered by the programme team and 

addressed in advance of the document being submitted to ACPAD. 

 

At ACPAD members have the opportunity to review and consider the document after it has 

been approved by the School Executive. Any issues arising from these discussions are 

documented and the proposal is amended if/as required. 

 

Based on the annual schedule of meetings, the finalised proposal is noted to Academic 

Board for formal ratification of the willingness of DBS to support the programme. 

Once internally identified issues are resolved, the completed Programme Document and 

other material required are submitted to the Registrarôs Office for dispatch to the relevant 

accrediting body.  An internal validation event may be arranged at this stage; this should be 

managed by the school with the support of the Registrarôs Office and an observer from 

KHEI should be invited to attend. 

 

Material required for Programme Validation  

 

 Programme Document 

 Programme Specification / Course Schedule 

 Student Handbook 

 Module Proformae 

 Access, transfer and progression procedures 

 Policies and procedures for the assessment of learners.  

 

3.3.4 PHASE 4: EXTERNAL REVIEW OF PROGRAMME  

This phase is coordinated externally through liaison with the Registrarôs Office.  

The process applies for new programmes and significant re-developments/modifications of 

existing programmes (where there are significant resource implications) and programme 

review. External review includes the review of the programme by the relevant accreditation 

agency/agencies (HETAC, LJMU and/or University of Wales) and engagement with the 

associated professional bodies, if relevant. 

 

On receipt of the proposal, the accrediting body organises a validation visit (in consultation 

with the DBS Registrarôs Office). The accrediting body involved determines the nature of 

the meeting, decides the date and agenda for the meeting, and organises the validation 

panel (members of which have been nominated by DBS). 

 

The validation process typically involves an onsite visit where the panel review the 

submission, meet with senior management and the programme team (and sometimes 
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students), and conduct a review of the resources available to support the operation of the 

programme e.g. staffing, learning support resources, premises and facilities. The visit is 

conducted in accordance with the College, accrediting body/bodies and in some instances 

relevant professional bodiesô procedures for programme validation. 

 

The panel formulates initial conclusions and usually conveys them informally to DBS 

management on the conclusion/occasion of the visit. The panelôs final conclusions, with 

conditions and recommendations, if appropriate, are later formally communicated in a 

written report. The resulting report may contain: 

 

(1) conditions 

(2) recommendations, or 

(3) suggestions for the programme. 

 

Where conditions and/or recommendations are attached, a formal response is developed by 

the programme team, reviewed and approved by School Executive Board and ACPAD, and 

is then submitted to the relevant accrediting body by the Registrar. 

 

3.3.5 PHASE 5: POST-EXTERNAL REVIEW AND APPROVAL OF PROGRAMME  

This phase requires multifunctional support and is coordinated by the School. This activity 

is relevant to new programmes and may be relevant to re-developments/modifications of 

existing programmes. 

 

The main focus of this phase is the close-out of issues and the communication of all 

relevant information to both internal functional areas and external agencies, including 

accreditation agencies and liaison with professional bodies. 

 

This phase also includes communication with students following the completion of a 

programmatic review to support resulting transitional arrangements. 

 

Completion of the Programme development activity necessitates the update to the DBS 

information management systems ï reference section 3.7 below. 

 

3.4 PROGRAMME DEVELOPMEN T ACTIVITY WITHIN TH E 

PROFESSIONAL SCHOOL 

 

3.4.1 PROFESSIONAL ACCOUNTANCY PROGRAMMES  

DBS has been offering professional accountancy programmes for over 30 years within an 

established market, to meet the needs of the changing the economy, in line with national 

and international requirements. 

Content, format and examination periods for these programmes are prescribed by the 

relevant professional bodies. 

Operational and quality review systems, processes and procedures (e.g. student feedback) 

for these programmes are implemented by the Professional School in accordance with 

standard DBS practices. 
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3.4.2 INSTITUTE OF COMMERCIAL MANAGEMENT (ICM)  PROGRAMMES  

With a strategic aim of supporting access, transfer and progression for learners, DBS offers 

a comprehensive suite of year-long programmes accredited by the Institute of Commercial 

Management (ICM). The range of programmes has developed over the years to reflect the 

changing needs of the economy, in line with national and international requirements, and to 

support lifelong learning. 

 

DBS has been delegated authority from ICM to design and develop programmes; and to 

devise, set and moderate examinations. All resulting documentation is prepared within an 

ICM format. Students are registered with ICM for the purpose of sitting their examination 

and generation of their parchment. Examination boards are managed by DBS. The 

conferring of awards ceremony is organised by DBS (and attended by ICM). 

 

Changes to programmes or development of new programmes must be approved by the 

Education Committee, ICM. Communication with ICM is coordinated through the 

Professional School. 

 

DBS are currently developing more formal mechanisms for review and approval of these 

programmes as minor, supplemental and/or special purpose awards. The subsequent 

placement of these awards on the National Framework of Qualifications is a strategic aim 

of the Professional School. 

 

3.4.3 DUBLIN BUSINESS SCHOOL (DBS) PROFESSIONAL DIPLOMA PROGRAMMES  

With a strategic aim of supporting access, transfer and progression for learners, DBS offers 

a comprehensive suite of short professional diploma programmes (ranging in duration from 

8 weeks to 1-year) through the Professional School. The range of programmes has 

developed over the years to reflect the changing needs of the economy, in line with national 

and international requirements, and to support lifelong learning. 

 

DBS design and develop these programmes, and devise, set and moderate 

assessments/examinations. All documentation is prepared within the prescribed DBS 

format. Students are registered on the student database for the purpose of capturing their 

assessment/examination results and generation of their parchment. Examination meetings 

are held by the programme team to consider and review results. The conferring of awards 

ceremony is organised by DBS. 

 

DBS Professional Diploma Programmes procured by third-party organisations, e.g. the 

project management diploma, are also governed by these processes.  

 

Changes to programmes or development of new programmes are approved through the 

DBS processes as per those for Major Awards. These activities are coordinated through the 

Professional School. 

 

DBS are currently developing more formal mechanisms for review and approval of these 

programmes as minor, supplemental and/or special purpose awards. The subsequent 

placement of these awards on the National Framework of Qualifications is a strategic aim 

of the Professional School. 
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3.5 SPECIAL CONSIDERATIO N FOR COLLABORATIVE PROGRAMMES, 

TRANSNATIONAL PROGRA MMES AND JOINT AWARD S
1
 

 

Collaborative provision, transnational provision and joint awards are considered 

strategically important in the development of Dublin Business School. HETAC accredits or 

jointly accredits (with other authorities) collaborative programmes at DBS. [Collaborative 

provision is defined by HETAC as ótwo or more providers being involved by formal 

agreement in provision of a programme of higher education and trainingô and ómay be 

collaboration in the development of the programme, in the academic monitoring of the 

programme, in the teaching, in the assessment, etc. or a combination of any of theseô.] 

 

Collaborative programmes offered by Dublin Business School, are subject to the same 

quality assurance processes and standards as any other HETAC-accredited programme 

offered by DBS. The processes and standards applied to these collaborative programmes 

are comparable to the requirements defined in the HETAC óGuidelines and criteria for 

quality assurance procedures (2002)
2
 and in the supplementary requirements for 

collaborative programmes (2008)
3
. Dublin Business School has entered into an appropriate 

formal agreement with partner providers (HETAC/LJMU and HETAC/University of 

Wales) to govern the collaborative programmes being provided at DBS. 

 

Dublin Business School has procedures to support the administration and internal quality 

assurance of transnational programmes, for each relevant accredited programme, to ensure 

that corporate governance arrangements for the collaboration that safeguard against 

academic and/or financial impropriety, recklessness and negligence are in place and are 

followed. Academic policies and criteria relating to standards and assessment, and related 

matters, are equivalent to those applying in respect of typical relevant Irish programmes 

and are consistent with the requirements of the National Qualifications Authority of 

Ireland. 

 

HETAC, in their collaborative provision document
4
 states that, óin the context of 

transnational provision the external quality procedures used by recognised quality 

assurance agencies established or recognised within the European Higher Education Area 

or agencies with which HETAC has established a formal legally binding memorandum of 

                                                 
1
 Higher Education and Training Awards Council, Ireland [internet] (2008). Policy for collaborative 

programmes, transnational programmes and joint awards ï Accreditation, Quality Assurance, and 

Delegation of Authority. p.5 Available at 

http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programme

s%20and%20joint%20awards.pdf (Last accessed 24 April 2009) 
2
 Higher Education and Training Awards Council [internet] (2002) Guidelines and Criteria for Quality 

Assurance Procedures in Higher Education and Training. Available at 

http://www.hetac.ie/docs/hetac_guidelines_and_criteria_for_qa_procedures.pdf (last accessed 24 April 

2009) 
3
 Higher Education and Training Awards Council, Ireland [internet] (2008). Policy for collaborative 

programmes, transnational programmes and joint awards ï Accreditation, Quality Assurance, and 

Delegation of Authority. p.5 Available at 

http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programme

s%20and%20joint%20awards.pdf (Last accessed 24 April 2009) 
4
 Ibid. 

http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programmes%20and%20joint%20awards.pdf
http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programmes%20and%20joint%20awards.pdf
http://www.hetac.ie/docs/hetac_guidelines_and_criteria_for_qa_procedures.pdf
http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programmes%20and%20joint%20awards.pdf
http://www.hetac.ie/docs/Policy%20for%20collaborative%20programmes,%20transnational%20programmes%20and%20joint%20awards.pdf
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understanding may, by agreement, be accepted by HETAC as fulfilling its own 

requirements wholly or partially.ô Within this context, DBS has promoted the engagement 

of HETAC with its other accrediting agencies (LJMU and University of Wales) to support 

the concept of joint awards and thereby facilitate mutual agreement of DBS quality 

policies, systems and processes. 

 

3.6 PROCESS REVIEW 

 

When the approval process has been completed, the programme team formally reviews the 

effectiveness of the internal arrangements and processes employed. This review includes a 

critical self-appraisal of all activities involved and makes recommendations where 

necessary for improvement of the process. Such recommendations are considered by the 

School Executive Board for inclusion in subsequent programme development initiatives 

and institutional processes, and in the subsequent review of the Academic Quality Manual. 

 

3.7 DBS SYSTEMS UPDATE 

 

When the approval process has been completed, the DBS systems, records and 

documentation (e.g. list of programme approvals, codes, etc.) are amended to incorporate 

the new programme to facilitate their marketing, admissions, registration, etc. 

 

This certificate of approval/event completion form/notification of continued accreditation is 

received from the accreditation agency. The Registrar provides a copy of this document and 

the relevant programme schedule/specification to the appropriate Head of School/Department. 

The Master documents are retained for institutional archive, with a copy of the final post-panel 

Programme Submission document, within the Registrarôs Office. 

 

The Head of School/Department communicates details of the programme (modification) to: 

 

ī the student database systems administrator: to set up the programme and modules codes, 

structures and details within the system. The assigned programme code allows the 

programme to be uniquely identified internally for reporting and statistical purposes in any 

future communication within the organisation. 

ī the Admissions Department to ensure that arrangements for admitting students are defined 

ī Finance: re-defining operational costs. The School/Department management need to liaise 

with the Finance Office to incorporate any modifications to proposed programme costs in 

the Collegeôs budgets 

ī Facilities: to ensure inclusion of the programme on the timetable 

ī HR: staffing of programme 

ī Marketing: programme promotion ï new programmes/modifications need to be reflected 

on the DBS website and in any advertising or programme promotional material and in the 

relevant prospectus on next re-print. Marketing material must be accurate and transparent; 

it is the ultimate responsibility of the School to check the veracity of any marketing 

literature promoting its courses. (reference Dublin Business School: Guidelines for 

Advertising and Publicity Materials for more information). 
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Post-programme approval, ongoing programme monitoring is conducted in accordance with 

routine DBS quality assurance practices e.g. class representatives are included in circulations 

for meetings, the programme is allocated to a board of studies meeting within the School, etc. 

 

4. ONGOING MONITORING OF PROGRAMMES/ EVALUATION OF 

PROGRAMMES AT REGULAR INTERVALS  

 

4.1 INTRODUCTION  

 

Institutional quality assurance activities and review within Dublin Business School, are 

undertaken with regard to both section 28 of the Qualifications (Education and Training) 

Act, 1999 and the requirements of Quality Assurance Agency for Higher Education 

(QAA), which has responsibility for assessing the quality of higher education (HE) in 

England and Northern Ireland from 1 October 1997 under the terms of a contract with the 

Higher Education Funding Council for England (HEFCE). 

 

Dublin Business School has established quality assurance procedures, systems and 

processes for obtaining feedback from internal and external sources for the purpose of 

further improving and maintaining the quality of education and training which it provides, 

organises and/or procures. These structures enable DBS to monitor, review, develop and 

verify the quality of current and proposed courses of study and to appreciate the need to 

phase-out/withdraw certain courses. 

 

Programmes are routinely monitored throughout the academic year and also reviewed at 

the end of the academic year to ensure that 

 

Á the programme is generally progressing satisfactorily both operationally and 

academically 

Á each programme module is progressing satisfactorily both operationally and 

academically 

Á module teaching schemes are appropriate to facilitate the achievement of the learning 

outcomes of the module 

Á assessment methods are appropriate to determine the achievement of learning outcomes 

for the different modules and are distributed appropriately throughout the academic 

year 

Á academic procedures are being adequately followed 

Á suitability of existing programmes to meet the current and future needs of students is 

assessed 

Á future requirements for programmes, and hence future programme development, to 

allow the institute to continue to meet the needs of the student, to encourage student 

progression and to appeal to prospective students in the future are identified. 

 

A number of sources are used to generate data to demonstrate the ongoing achievement and 

maintenance of quality and standards of existing programmes and these include the 

following: 

 

Á admission of students, including RPL (formal, non-formal and informal learning) 

http://www.irishstatutebook.ie/1999/en/act/pub/0026/index.html
http://www.irishstatutebook.ie/1999/en/act/pub/0026/index.html
http://www.qaa.ac.uk/
http://www.qaa.ac.uk/
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Á teaching and learning 

Á assessment 

Á progression 

Á programme management and review 

Á academic resources 

Á academic support services. 

 

These data feed into a number of formal mechanisms and processes to support the 

evaluation and monitoring of academic quality within DBS, notably: 

 

Á Institutional Review 

Á Programmatic Review 

Á Boards of Studies 

Á Meetings with Class Representatives 

Á Student Surveys/Feedback 

Á External examiners reports 

Á Internal/external moderators reports. 

 

Responsibility for the implementation of ongoing review of programmes through these 

mechanisms rests primarily with the designated Programme Leader, appointed by the 

relevant Head of Department/School. Information obtained and gathered through the 

monitoring activities may ultimately result in modifications or improvements to delivery 

and assessment of programme modules during the academic period. In some instances, the 

information is used to enhance the programme academic quality and the student experience 

in subsequent years, within the boundaries of the formal programme structure.  

 

4.2 INSTITUTIONAL REVIEW  

 

Dublin Business Schoolôs institutional self-evaluation goals directly reflect the focus and 

spirit of an on-going strategic planning process. DBSôs intentional approach has been to 

engage the campus community, stakeholders and other constituencies in an open 

consultative process that assesses objectively our strengths and opportunities for 

improvement. The results provide a basis for decision making about how the Collegeôs 

energy and resources can best be focused for the years ahead. Thus, if the self-study 

process is to lead to College-wide improvements, it must be evaluative. The College utilises 

the appropriate specific review/accreditation agency policies and criteria in relation to the 

particular self-study process being undertaken. 

 

In this context it is acknowledged that the Institutional Review objectives of LJMU and 

HETAC are not identical, however, under the Memorandum of Agreement between LJMU, 

HETAC and DBS (2009), LJMU and HETAC agree to work towards developing a joint 

approach to Institutional Review following the completion of the already scheduled 

individual reviews in 2009 (LJMU) and 2010 (HETAC). 

 

 The LJMU 2009 Event is completed in accordance with the óApproval of Accredited 
Status for partner institutions, (For use during 2008/09 for Dublin Business School and 

Isle of Man International Business School) - Guidance Manualô 



Dublin Business School  Academic Quality Assurance Handbook 

 

 

 Page 27 Sept 2009 

 The HETAC 2010 Event is being undertaken within the context of HETACôs 
óInstitutional Review of Providers of Higher Education and Training - Terms of 

Reference: Dublin Business Schoolô document. 

 

LJMU and HETAC agree that each send an observer to the review event undertaken by the 

other party. 

 

A top-level College-wide reflection is required in the Quinquennial (programme) Review 

for University of Wales accredited programmes and therefore this event (and the associated 

preparatory processes are considered sufficient to meet our obligations in relation to 

institutional review for University of Wales. 
 

 

4.3. PROGRAMMATIC REVIEW  

 

Programmatic review is the self-study process whereby a School/Department conducts a 

critical evaluation of its own activities at programme level and produces a report. 

Programmatic review normally takes place every five years, but may be undertaken more 

frequently if circumstances require. 

 

The DBS approach to programmatic review includes a wide-ranging consultative process 

and a series of approval procedures involving all stakeholders as well as the appropriate 

external validating body. The periodic review of programmes is an important means of 

ensuring that 

 

a) programmes remain relevant to learner needs, including academic and labour market 

needs and, 

b) quality improvements are made to programmes in a timely and effective manner. 

 

Formal programmatic reviews usually take place a maximum of every five years and are 

the responsibility of the relevant Head of Department/Programme Leader. Each Programme 

Leader is responsible for progression of the review process and for bringing detailed review 

proposals forward for approval by the relevant school. The Programme Leader chairs 

meetings of the programme team, i.e. all of the lecturers/examiners involved in 

delivery/assessment of modules under the currently approved structure, to consider the 

outcomes of the consultative processes described below and, over a series of meetings, 

develop draft proposals for consideration by the various parties involved in the approval 

process. 

 

The guiding principles of the programme review process are: 

 

 that a critical evaluation/appraisal of all aspects of the programme has been undertaken 

 consideration has been given to appropriate sectoral/subject developments, including all 

elements of the academic infrastructure and professional body requirements 

 there is evidence that resourcing/supports are sustainable 

 any outcomes of external scrutiny have been addressed, if applicable 
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The principal benefits derived from programme review is that it 

 

 enables the programme team to take a holistic view of the quality and standards of the 

programme 

 provides a structured opportunity to reflect and develop new developments, 

advancements, new theories, changing trends, approaches and/or enhance current 

practices in the subject matter and thereby academic quality 

 offers an opportunity to recognise, verify and disseminate good practice 

 allows for independent and external confirmation of the quality and standards of the 

programme/group of programmes for consideration 

 ensures continuing relevance of programmes. 

 

The internal approval process follows a sequential series of draft review meetings: 

 

Á The programme review/development team [includes liaison with the Registrarôs Office 
in developing appropriate documentation]. 

Á The School Executive Board. 

Á The Academic Board. 

 

Following completion of the internal review and approval process, the responsibility for the 

coordination of the engagement with the external validating body becomes the 

responsibility of the Registrarôs Office. The activities include: 

 

 ensuring appropriate programme review documentation has been prepared 

 organising óexternalô evaluation by panels of assessors 

 liaising with the panel members 

 liaison with validating bodies 

 coordination of DBS-based activities. 

 

The timetable for programmatic review for both internal and external evaluation is 

determined by the Head of School/Department and Programme Leader, in conjunction with 

the Registrarôs Office. Where appropriate and resource efficient, a number of programmes 

may be reviewed together. 

 

4.3.1 INTERNAL CONSULTATIVE PROCESS 

The consultative process is implemented to facilitate the review of the existing programme, 

as it is delivered, and to evaluate its effectiveness in terms of meeting its objectives. The 

consultation process normally includes the following: 

 

- Programme team review of programme structure and detailed content 

- Review of similar programmes delivered in other institutions 

- Feedback from internal marketing department 

- Invited feedback from external examiners 

- Student feedback solicited through focus groups/surveys 

- Selected employer feedback 

- Feedback from professional bodies where appropriate 
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- Consideration of relevant benchmark statements or other guidelines from organisations 

such as QAA, NQAI and HETAC. 

 

Programme Team review is conducted through a series of team meetings involving both 

full -time and part-time academic staff. These meetings invite open and frank discussion of 

programme objectives, learning outcomes, structure and content. Particular consideration is 

given to relevant points raised during annual monitoring and in programme Annual 

Reports. Consensus agreement on change is generally reached following lively academic 

debate. It has been found that the practical industry experience of part-time faculty adds a 

valuable óreal-worldô dimension to these discussions. 

 

The views of External Examiners are obtained in three ways: 

 

1. from comments provided at the time of the review and approval of examination papers, 

marking schemes and sample scripts 

2. from their annual reports and their comments recorded in the minutes of the 

examination boards 

3. by specific invitation in the context of proposed programmatic reviews. 

 

Student feedback is collected through focus group meetings with current students on the 

relevant programme and/or is solicited through focus groups/surveys of potential 

students/target market [particularly for our postgraduate programmes, we have potential 

target markets within DBS (i.e. our undergraduate students) with whom we can conduct 

research]. These meetings have proved most informative and provided valuable feedback 

from the student perspective. The experience to date is that students welcome such 

opportunity and respond in a mature and reasoned fashion. The input of students in past 

programmatic reviews has been very significant. 

 

Employer and professional body input is normally obtained through direct contact with 

these organisations. The College enjoys excellent relations with a range of employer and 

professional organisations, large and small, many of which have a long-term relationship 

with DBS. This affinity arises notably through employer participation in the Collegeôs 

placement programmes. Additionally, these employer and professional organisations have 

been a recurring source of permanent positions for DBS graduates. 

 

4.3.2 INTERNAL PROGRAMME REVIEW DOCUMENTATION  

The outcomes of the consultative process are reflected in a Self-Evaluation Report 

developed by the relevant Programme Leader. Draft reports normally undergo a series of 

revisions and amendments as the consultative process unfolds. The outcomes of the 

consultative processes are themselves separately documented. Finalised proposals are put 

forward for internal approval as described previously in the format of a programme 

submission document (as per that for new programme development). 

 

The self-evaluation report should include the following: 

 

- introduction and background to the programme (including student data) 

- current programme strengths, weaknesses, opportunities and threats 
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- summary of consultative process 

- rationale, aims, objectives and learning outcomes of the programme 

- revised programme structure and curriculum 

- revised module proformae 

- proposed teaching and learning strategies 

- proposed assessment strategy and structure 

- resourcing requirements 

- career outcomes for students 

- transition arrangements, where appropriate. 

 

4.3.3 INTERNAL PROGRAMME REVIEW PROCESS 

The final Self-Evaluation Report (in the format of a programme submission document as 

per a new programme), following internal School-review, the final draft is forwarded to the 

Registrarôs Office for coordination of the approval process within DBS. The process 

followed is as per that described for a new programme i.e. the document is routed through 

School Executive Board, and ultimately through Academic Board. The reviews have 

particular focus on the general quality and completeness of the report as well as the degree 

of compliance with standard process and procedure. At any time in the internal 

review/approval process the proposals may be returned to the Programme Leader/Team to 

address issues identified in the review process. Following approval by the Executive the 

proposals are submitted for approval by the Academic Board. 

 

4.3.4 PROGRAMME REVIEW EVALUATION FOR LJMU  ACCREDITED PROGRAMMES 

(AND LJMU/HETAC  JOINT AWARDS) 

Following approval by Academic Board, it is the responsibility of the Registrarôs Office to 

manage the process of external approval by LJMU. This process involves: 

 

(i) Completion of a Self-Evaluation Report within the School (ensuring specific HETAC 

requirements in relation to the procedures for access, transfer and progression, 

specified by the National Qualifications Authority of Ireland, are considered). 

 

(ii)  Submission of the Self-Evaluation Review Report and Definitive Programme 

Documents (Revised Programme Specification and Draft Student Handbook) to the 

Registrarôs Office. 

 

(iii)  The formal programme review event is held in DBS, with LJMU representation.  

 

(iv) The review process is conducted by an independent panel of experts - the Review 

Panel. ACPAD is responsible for the internal approval of the Review Panel. The 

Review Panel comprises of: 

- Chair ï A LJMU representative 

- A LJMU Representative from another faculty not hosting the programme(s) for 

consideration 

- Two independent expert assessors who can make national and international 

comparisons (including one from a relevant enterprise) 

- A DBS panel member (must have attended appropriate panel member training) 

- (Normally) A HETAC representative 
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- One Event Officer (LJMU), supported by administrative staff from within DBS as 

necessary. 

Note that LJMU representatives and HETAC nominees shall be independent of DBS. 

 

(v) The output of formal programme review event is a formal Review Report. Possible 

outcomes of the review event are: 

- Approval without conditions 

- Approval with conditions 

- Referral for resubmission 

The maximum period of validation and re-approval in line with LJMU regulations is 

normally five years. 

 

(vi) A copy of the report of the Joint Programme Review panel shall be provided to the 

HETAC panel member or to the Head of Programme Monitoring at HETAC. 

 

(vii)  Where approval with conditions is the event outcome, responses to any conditions are 

prepared by the Head of Department/Programme Leader, and must be approved by 

- the School Executive Board 

- ACPAD (and Academic Board), and  

- the entire Review Panel; 

and be included in the DBS formal response to the Review Report supplied to the 

faculty in LJMU before an Event Completion Form is issued. 

 

(viii)  Signed Event Completion Forms from LJMU are supplied to the Registrarôs Office at 
DBS for closure of the Review Event. 

 

4.3.5 EXTERNAL PROGRAMME REVIEW EVALUATION FOR HETAC  ACCREDITED 

PROGRAMMES  

Following approval by Academic Board, it is the responsibility of the Registrarôs Office to 

manage the process of external approval by HETAC. This process involves: 

 

(i) Completion of a Self-Evaluation Review Report within the School. 

 

(ii)  The formal evaluation process is conducted by an independent panel of experts (the 

External Panel) and is held in DBS.  

 

(iii)  The External Panel consists of some/all of the following: 

- Independent academic members with sufficient knowledge and experience of 

programmes of a similar nature nationally and/or internationally 

- Member of a professional association, where appropriate 

- Alumni and/or students of the College 

- Employer representative(s) 

- The DBS Registrar or a nominee. 

- The Registrarôs Office at DBS provides secretarial support to the panel. 

Subject Leaders provide nominees for the External Panel to the Registrar. Any prior 

relationship of panel members with DBS must be formally documented to ensure 

validity and independence of the evaluation. A profile of each panel member is 
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included with the final External Evaluation Report. ACPAD is responsible for 

approving the External Panel. 

 

(iv) The External Panel receives the following documentation prior to their visit: 

- The procedures involved in programmatic review 

- The role and responsibilities of the external panel 

- An agenda for the visit 

- The Self-Evaluation Report 

 

(v) The role of the External Panel is to evaluate the extent to which the programme 

review objectives have been fulfilled in the internal process. The specific 

responsibilities of the External Panel are to: 

- review the Self-Evaluation Report 

- meet with the Programme Team and other senior academic staff to discuss the 

self-evaluation process and outcomes 

- critically assess the proposed changes in light of the objectives of the periodic 

review 

- produce an External Evaluation Report setting out the findings of the panel. 

- To send a final draft of the External Evaluation Report to Dublin Business School 

for consideration and action. 

 

(vi) The external group reviews the documentation provided and conducts its own 

evaluation of the programme(s), which takes place at DBS and includes meetings 

with relevant personnel. The visit has a formal agenda covering private meetings of 

the panel as well as meetings with senior academic staff and the programme team.  

 

(vii)  On completion of the external evaluation, the panel submits a draft External 

Evaluation Report to the Registrarôs Office for comment. Possible outcomes of the 

review event are: 

- Approval without conditions 

- Approval with conditions 

- Referral for resubmission 

The maximum period of validation and re-approval in line with HETAC regulations 

is usually five years. 

 

(viii)  The programme team is given an opportunity to review and comment on the External 

Panel report, to amend inaccuracies, and to identify and take action where necessary. 

All internal feedback and intended actions are formally documented by the 

Programme Team, and communicated to the external panel.  

 

(ix) The panel then produces a final External Evaluation Report. This report is forwarded 

to HETAC, with the Programme Team response to the report and the Proposed 

Course Schedules, and Award Template Tables. (T4.1 and T4.2) 

 

(x) HETAC may make further recommendations in light of the documentation received 

from DBS. The Registrarôs Office within DBS is responsible for ensuring all required 

actions are implemented in a timeframe agreed with HETAC. 
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(xi) Signed Certificates of Approval are supplied, by HETAC, to the Registrarôs Office at 
DBS for closure of the review process. 

 

 

4.3.6 EXTERNAL PROGRAMME REVIEW EVALUATION FOR UNIVERSITY OF WALES 

ACCREDITED PROGRAMMES (QUINQUENNIAL REVIEW ) 

Following approval by Academic Board, it is the responsibility of the Registrarôs Office to 

manage the process of external approval of the Quinquennial Review document through 

liaison with the University of Wales, in accordance with Appendix 43 of the University of 

Wales Validation Handbook of Quality Assurance: Policies & Procedures. This process 

involves: 

 

(i) Completion of a Self-Evaluation Review Report within the School utilising the 

University of Wales standard format (as per Appendix 43 of the University of Wales 

Validation Handbook of Quality Assurance: Policies & Procedures). 

 

(ii)  The Self-Evaluation Review Report is submitted to the Validation Unit of the 

University of Wales by the Registrarôs Office one month prior to the scheduled 

review. 

 

(iii)  The external evaluation process is conducted by an independent panel of experts (the 

Review Panel) and is held in DBS. 

 

(iv) The Review Panel consists of some/all of the following: 

- Member of the Validation Board (Chairperson). This person should be 

independent of the Moderatorôs Department. However, in exceptional 

circumstances an ex-member of the Board or experienced Moderator/former 

Moderator may be appointed as Chairperson. 

- Two Expert Assessors (from outside of the University of Wales). 

- The final composition/ membership of the review panel shall be approved by the 

Chairperson using a pro-forma (Appendix 44 of the University of Wales 

Validation Handbook of Quality Assurance: Policies & Procedures).  

Note: that whilst not appointed as a formal members of the Review Panel, the 

University of Wales External Examiners and University of Wales Moderator(s) play 

an important role in the Review and assist the Review Panel throughout the process. 

 

(v) The Review Panel receives their documentation, prior to their visit, from the 

Validation Unit of the University of Wales, (as per Appendix 47 of the University of 

Wales Validation Handbook of Quality Assurance: Policies & Procedures) including:  

- Validation Board Handbook of Policies and Procedures 

- Annual Moderator/External Examiner Report Forms for the previous 5 years 

- Annual College and Course Review Forms for the previous 5 years 

- A Self Appraisal Document prepared by the Course Team 

- A current course document 

- A current student handbook. 
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(vi) The role of the Review Panel is to enter into a fair but rigorous appraisal with the aim 

of identifying strengths and weaknesses and making recommendations upon which 

action shall be taken. Additionally, the panel should review the relationship of the 

College with the University of Wales as the validating body. In particular Review 

Panels are additionally required to critically review the role that the appointed 

Moderator(s) have played over the previous five year period and to make a 

recommendation as to whether or not their period of appointment should be extended 

for one further period of two years. 

 

(vii)  On completion of the external evaluation, the Review Panel provide a detailed report 

to the Validation Board or Quality Assurance and Executive Committee. 

 

(viii)  Possible outcomes of the review event are: 

- Approval without conditions 

- Approval with conditions 

- Referral for resubmission 

- (in extreme cases), a suspension of further intakes could be stipulated and the 

relationship between DBS/Portobello and the University could be discontinued. 

The maximum period of validation and re-approval in line with University of Wales 

regulations is usually five years. 

 

(ix) This report is communicated to DBS (via the Registrarôs Office) to ensure that the 

programme team is given an opportunity to review and comment on the report, to 

amend inaccuracies, and to identify and take action where necessary. All internal 

feedback and intended actions are formally documented by the Programme Team, 

and communicated to the Review Panel. 

 

(x) Following review of the closure of the identified issues the Review Panel members 

are required to confirm, by means of a pro forma [reference Appendix 48 of the 

University of Wales Validation Handbook of Quality Assurance: Policies & 

Procedures] to the Validation Unit of the University of Wales, whether or not they 

are satisfied that the conditions set at the Review have been met and that the 

scheme(s) should continue to be validated. 

 

(xi) If continued validation is recommended, written notification is provided by the 

University of Wales, to the Registrarôs Office at DBS for closure of the review 

process. The Validation Agreement is rolled over to support the continuance of the 

accreditation arrangement. 

 

4.3.7 External Programme Review Evaluation For Joint Awards. 

 

The following procedures are based on the óJoint Awards operational Proceduresô from the 

Memorandum of Agreement with Liverpool John Mooreôs University and Dublin Business 

School in the making of Joint Awards in respect of programmes of Higher Education 

provided by Dublin Business School.  Appendix 4.1. 
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4.3.7.1 Joint Awards HETAC and LJMU  

 

(i) The process for programmatic follows the procedures described in section 4.3.4 

with the addition of a HETAC panel member. 

 

(ii)  On successful completion of the event the event completion forms (ECF) are sent to 

HETAC with the proposed course schedules and Award Template Tables, for 

consideration by the HETAC Academic Council. 

 

(iii)  Signed Certificates of Approval are supplied, by HETAC, to the Registrarôs Office 

at DBS for closure of the review process. 

 

4.3.7.2  Joint Awards HETAC and The University of Wales 

 

(i) The process for programmatic follows the procedures described in section 4.3.4 

with the addition of a HETAC panel member. 

 

(ii)  DBS provide HETAC with the proposed course schedules and Award Template 

Tables, for consideration by the HETAC Academic Council. 

 

(iii)  Signed Certificates of Approval are supplied, by HETAC, to the Registrarôs Office 

at DBS for closure of the review process. 

 

 

 

4.4 PROGRAMME REVIEW ï PROFESSIONAL SCHOOL 

 

The approach to programmatic review within the Professional School is governed by the 

same principles as those applied for the programmes offered within the academic schools. 

The periodic review of programmes is undertaken to ensure that  

 

a) programmes remain relevant to learner needs, including academic and labour market 

needs and, 

b) quality improvements are made to programmes in a timely and effective manner. 

 

Formal programmatic reviews usually take place every a maximum of every five years and 

are the responsibility of the Head of School/Programme Leader. The process undertaken is 

specific to the individual programme type as follows: 

 

Institute of Commercial Management (ICM) Diplomas:  DBS has been delegated 

authority by ICM to design and develop the ICM programmes offered at DBS. All 

necessary programme modification documentation is prepared within the prescribed ICM 

format (http://www.icm.ac.uk/icm-qualifications/professional-courses/). Changes to 

programmes or development of new programmes must be approved by the Education 

Committee, ICM. Communication with ICM is coordinated through the Professional 

School. 

 

http://www.icm.ac.uk/icm-qualifications/professional-courses/
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Professional Accountancy programmes: The Professional Accountancy programmes are 

delivered to appropriate professional body guidelines, using the prescribed academic 

material. Routine audits are conducted within the Professional School/DBS by the relevant 

professional accountancy bodies to ensure ongoing compliance with their requirements. 

 

DBS Diplomas: In general DBS Diplomas are developed in response to a specific market 

demand. The maintenance of the programme on the list is linked very specifically to an 

available market. The content of the programme is reviewed on an annual basis by the 

relevant lecturer. Where a DBS Diploma is equivalent to a module offered within the 

relevant academic school, this material is reviewed as part of the linked major award by the 

appropriate Programme Leader. 

 

DBS are currently developing more formal mechanisms for review and approval of these 

programmes as minor, supplemental and/or special purpose awards. The subsequent 

placement of these awards on the National Framework of Qualifications is a strategic aim 

of the Professional School. 

 

Programmes ówhich are provided as a leisure or recreational activity and which are not 

intended to lead to an awardô are excluded from the College requirements for programmatic 

review [in accordance with Section 15(2)(a) of the Qualifications (Education and Training) 

Act, 1999]. 

 

4.5 ANNUAL INSTITUTIONAL  REPORTING 

 

The annual reporting process within DBS is a valuable exercise that fosters self-reflection 

and self-evaluation, across a range of important academic areas and is seen as fundamental 

to DBSôs mission for continuous and visible quality improvement. 

 

An Annual Report for each academic school is prepared by the Head of School, for 

submission to the relevant accreditation agencies. This activity is overseen by the 

Registrarôs Office. 

 

The report provides a review of academic activity within School utilising information 

gathered across the academic year, and provides a reflection on programme development; 

admissions; teaching, learning and assessment; staffing and staff development; academic 

support services and learning resources; facilities and general academic developments. The 

following documentation inter alia is considered by the School in drafting the report: 

 

 Action Planning 

 Previous yearôs report (and issues forward) 

 Programmatic review/development reports since the last report 

 Admissions Report/admission committee minutes 

 Assessment/examination board minutes and written responses to these 

 Internal/external moderators reports and written responses to these 

 Reports from external examiners and written responses to the reports 

 Class representative meetings 
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 Issues identified in student feedback process and written responses to these 

 Module Review/Development Plans (MRDPs) 

 Minutes of the Board of Studies (and Joint Board of Studies for University of Wales 

accredited programmes) 

 Minutes of the School Executive Board  and Academic Board 

 Staffing lists and staff recruited since previous report. 

 

Relevant statistical summaries are attached to the Annual Report. A draft of the report is 

forwarded in the first instance to School Executive Board, then to ACPAD for review and 

finally to the Academic Board for approval. 

 

The DBS Annual (School) Report is forwarded to the relevant accreditation agency, if 

necessary. For LJMU accredited programmes the report is sent to the relevant faculty for 

consideration at the Faculty Quality Board and then consideration by the Partnership 

Quality and Standards Panel (PQSP) at LJMU. For University of Wales accredited 

programmes the Annual College and Course Review (ACCR) is sent to the University of 

Wales Validation Unit for consideration of the report. A formal response is usually 

provided by the accreditation agency, which may indicate areas requiring further attention 

and may suggest appropriate initiatives. The response is duly considered within the relevant 

School at DBS, with a particular focus on identified issues. Matters of a College nature are 

discussed at the School Executive Board, where responses are finalised and decisions taken 

about any appropriate action to be taken. Matters of a programme-specific nature are 

referred to the relevant Programme Leader (for consultation with the programme team, if 

appropriate). A formal College response to the issue is prepared within the School, and 

agreed by the School Executive Board. The response is then referred to the Academic 

Board for approval before being returned to the accrediting body. 

 

Within the Professional School the annual monitoring/reporting is presented through the 

format of an audit of activities. 

 

 Terms of reference of review 

 Action Planning 

 Previous yearôs report and statistics (and issues forward) 

 Admission statistics 

 Student survey feedback and analysis and written responses to these 

 Staffing lists and staff recruited since previous report. 

 

This report is presented to the CEO for presentation to the Senior Management Group of 

DBS. This report is presented to School Executive Board for consideration and finally is 

noted to the Academic Board. 
 

 

4.6 BOARD OF STUDIES 

 

The Board of Studies (as previously stated in section 2) is the main forum for annual 

routine programme monitoring and review within the academic schools. The academic 

function of the School, such as; teaching, design of new programmes, curriculum 
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development and assessment is supported by the Board of Studies. All programmes and 

modules leading to an award within each school are assigned to a Board of Studies. Where 

a programme is taught by more than one department, representatives from all relevant 

departments are required to be present at the Board of Studies. 

 

Each Board of Studies is responsible for the conduct and development of the programmes 

within its remit. The Board of Studies has responsibility for: 

 

Á the development and review of programmes in terms of content and delivery 

Á the development of aims, objectives and learning outcomes in line with Programme 

Specifications 

Á the development and review of assessment methods 

Á the development and review of learning and teaching 

Á the review of student progress, ensuring mechanisms are in place for informed student 

progression. 

 

To facilitate consistent and comprehensive annual monitoring and reporting, the Boards of 

Studies use standard agenda items across the academic year. These include: 

 

Á Admissions 

Á Responsiveness to students 

Á Responsiveness to External Examiners  

Á Programme reporting, including Module Review and Development Plans (MRDPs) 

Á Learner support 

Á Learning and Teaching 

Á Student retention and progression. 

 

The Board of Studies also receive the minutes of: 

 

Á The Class Representatives Meeting 

Á The Learning and Teaching Committee 

Á The Library Committee. 

 

Boards of Studiesô meetings are scheduled consistent with the requirements of the 

academic processes within the academic year as follows: 

 

Á Post summer awards boards (Summer Board) 

Á Semester 1 (Autumn Board) 

Á Semester 2 (Spring Board). 

 

The relevant Head of School/Department chairs each Board, and is responsible for 

circulating the agenda, recording the minutes and collating the subsequent actions into a 

School Action Plan. 

 

Membership of Board of Studies 

 

Á Head of School/Department (Chair) 

Á All Programme Leaders for programmes reporting to the Board of Studies 
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Á Teaching faculty on the programmes 

Á A Class Representative 

Á relevant School/Programme Administrators 

Á School representative on the Library Committee 

Á School representative on the Learning and Teaching Committee 

Á Student Services Officer* 

Á Library Representative* 

Á IT Representative* 

Á Marketing* 

*  by invitation of the chair, as required by the agenda. 

 

The minutes of the Board of Studies, together with the documentation presented: 

Á facilitates academic monitoring  

Á forms the basis of school reporting 

Á informs school action planning. 

 

 Each meeting of the Boards of Studies are minuted and the minutes are retained within the 

School office. The complete minutes and action plan are presented at the School Executive. 

The chairperson provides an overview of the issues during their report to the School 

Executive Board for consideration. These are subsequently reported, via relevant 

minutes/reports, to the Academic Board. 

 

Programmes accredited by the University of Wales are also required to run Joint Boards of 

Studies to which the University Moderator is invited. These are additional boards and are 

traditionally held at the time of the assessment boards. 

The Terms of Reference for these Joint Boards of Studies as stipulated by the University of 

Wales may be found in Appendix 37 of the University of Wales Validation Handbook of 

Quality Assurance: Policies & Procedures. 

 

Owing to the structure of the programmes operating through the Professional School, 

Boards of Studies are not held for these programmes. A formal Programme Team meeting 

is conducted with the academic staff for the professional accountancy programmes a 

minimum of once per year. Issues on the agenda include: 

 

 Facilities 

 Student performance 

 Survey feedback/evaluation 

 Syllabus 

 Timetabling. 

 

The Head of the Professional School chairs this meeting, and is responsible for circulating 

the agenda, recording the minutes and collating the subsequent actions into a School Action 

Plan. Minutes are distributed to all members of the board and a copy is retained in the 

school office. 
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4.7 MODULE REVIEW  AND DEVELOPMENT P LAN  

 

After completion of each module in each academic year (at the end of semester 1 or 2, or 

the academic year, as appropriate), a Module Review/Development Plan (MRDP, F.4) is 

produced by the Module Leader for that module. This document summarises the modules 

progress during the academic semester/year and documents any major issues that may have 

emerged, with recommendations, where/as appropriate. 

 

The completed MRDP is forwarded to the Head of School. The Programme Leader also 

prepares a summary of the MRDPs for presentation to the Board of Studies meeting. 

 

Recommendations concerning academic, operational or resource issues, that impact on the 

quality/standard of the module, are presented for consideration to the Board of Studies and 

to the School Executive Board.  

 

The European Business School (EBS) generates an end of semester report which meets the 

requirements of the MRDP process. 

 

Summaries of the most salient aspects of these MRDPs are included in the schoolôs annual 

report/ Annual College and Course Review (ACCR), as appropriate. 

 

4.8 STUDENT FEEDBACK  

 

The opinions of stakeholders, and in particular the students, are important to DBS 

consistent with section 28 of the Qualifications (Education and Training) Act, 1999 ï 

óevaluation by learners of that programme, and evaluation of services related to that 

programmeô. 

 

The acquisition of feedback from current, graduating and recently graduated students is 

conducted by a number of different functions within the College. Feedback gained through 

the compilation of the opinions of students is a most important source when considering 

 

1. institutional self-study 

2. programmatic review 

3. the effectiveness of current programmes in preparing graduates for today's working 

environment 

4. the direction/extent of new programme design/development 

5. the quality, enhancement and development of support services provided by the Institute 

to its student body. 

 

The most widely known and efficient method of gaining student feedback is through 

Survey, but other methods of data (opinion) collection are also employed. 

 

http://www.irishstatutebook.ie/1999/en/act/pub/0026/index.html
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4.8.1 MEETINGS WITH STUDENTS 

The Head of School/Department, Programme Leader and/or Lecturer, as appropriate, are 

available for one-to-one discussions with students, when possible. This is an ongoing 

evaluation method and support mechanism held in either a formal or informal capacity. The 

meetings cover issues relevant to the particular student e.g. attendance, 

examination/assessment progress and results, personal and/or academic problems, 

programme work, programme workload, etc. The agenda for such meetings is very 

informal and is flexible to the needs/requirements of the student. 

 

The meeting are requested either by: 

 

(i) the Head of School/Department, Programme Leader and/or Lecturer, to discuss the 

individuals performance with respect to the programme, or 

(ii)  the individual student who may feel that none of the other channels of 

communication available are suited to their individual needs at that particular time. 

 

The discussions at the meeting are briefly noted by the staff member in a way that 

maintains the personal confidentiality of the student. Minutes/brief overview on the 

discussion of programme quality specific issues are included on the agenda of the next 

Board of Studies meeting, allowing for the sensitivities involved and maintaining 

confidentiality where necessary and as appropriate 

 

4.8.2 THE CLASS REPRESENTATIVE SYSTEM  

A Class Representative is a student enrolled in a course chosen to assist communication 

between staff and students in relation to programme matters and academic support and to 

provide a point of contact for students. At the beginning of each academic year, class 

representatives for each level of each programme are elected by the class members under 

the supervision of the relevant Programme Leader. 

 

Consultation with current Class Representatives is a more formal method of capturing 

student feedback is a vital source of information on academic matters and academic support 

system. 

 

Class Reps sit on various committees at School and College level. They act as the voice of 

the students, ensuring that the College takes into account the needs of students in any 

decision that is made. Class Reps liaise with staff to solve problems and optimise positives.  

 

To facilitate feedback to the School on issues of importance to the student, a formal 

meeting process has been established. Each School or group of programmes should have 

two Class Representative Meetings (CRM), one each, at undergraduate and postgraduate 

level. 

 

The role of the Class Representative Meetings is to facilitate communication between 

students and staff within the School; to facilitate student participation in periodic reviews 

of the School provision of academic programmes, with a view to improving quality; to 

provide a forum in which students may raise any concerns they may have about teaching or 

related matters within the School; to provide feedback on issues addressed; to identify and 
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disseminate examples of good practice; to provide documentary evidence of the 

participation of students in the quality assurance and development of programmes delivered 

by the School. 

 

Class Representative Meetings take place at least twice per academic year. A call for 

agenda items is issued by the School in advance of the meetings and students are required 

to feed issues back through their Programme Leaders. The agenda for the meeting is posted 

on the course notice boards and intranet prior to the meeting, and emailed to all attendees. 

 

A short report on current school activities is delivered at the CRM, including new 

programmes and programmatic reviews, and how students can and have engaged with these 

events, this facilitates student input to school policy decisions. After the meeting the 

minutes are published in the same manner, with copies sent to all members of the CRM. 

 

Issues raised at the CRM are recorded on the student feedback action template and fed into 

the school action plan. The minutes are to be considered at the appropriate Board of 

Studies. 

 

The agenda of the Class Representative Meetings include these standard agenda items: 

 

1. Membership 

2. Head of School Report 

3. Student Services update  

4. Issues invited from each course by year 

- Academic issues 

- Support Issues (library, IT etc.) 

- Other issues 

5. Positive initiatives / good practice 

6. Any Other Business 

 

4.8.3 STUDENT SURVEYS/FEEDBACK  

Formal student surveys are conducted in each academic year using the Student Feedback 

Questionnaire Form F4.2. For each academic programme, the surveys seek to determine 

studentsô perception of the following issues:  

 

 General progress of the programme 

 Progress in individual programme modules 

 Effectiveness of teaching and learning (including notes, reading materials, etc.) 

 Student understanding of material delivered and assessed 

 Adequacy of learner support resources  

 Student attendance and participation. 

 

The aim of these surveys is to assess student satisfaction with individual modules and with 

the overall programme. Specific issues emerging from student surveys are given serious 

attention within the Department/School, and the larger issues are communicated to the 

School Executive Board. The identified issues are also fed into the School Action Plan, on 
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its preparation/review within the School. Every effort is made to address and rectify 

matters giving cause for student concern or grievance. 

 

The timing and frequency of student surveys differs depending on the nature of the 

programme. In semesterised programmes the surveys are held once per semester, at 

approximately week six. Programmes delivered over a full academic year are distributed in 

week eight approximately and feedback is available by week twelve. In the Professional 

School surveys are implemented in week six, with feedback by week nine. 

 

The process for implementation of the student questionnaires is as follows: 

(i) The content of the Student Feedback Questionnaire Form is reviewed and agreed by 

the School Executive Board. 

(ii)  The schedule for implementation is prepared by the Registrarôs Office and sent to 

the Heads of School/Department to notify academic staff. The Professional School 

prepare their own schedule. 

(iii)  Programme administrators distribute the questionnaire to the students in class.  

(iv) The completed questionnaires are initially reviewed by Heads of 

School/Department/ Programme Leaders to ensure any urgent issues are dealt with 

quickly. 

(v) Programme administrators analyse the questionnaires and provide both qualitative 

and quantitative summary reports to the Heads of School/Department/Programme 

Leaders, as appropriate in all schools. 

(vi) Each Head of School/Department or Programme Leader discusses the individual 

specific reports with the appropriate academic staff member within the academic 

schools. The course administrator forwards the reports to the academic staff 

member within the Professional School. 

(vii)  Where necessary to resolve the issue, the Heads of School/Department/Programme 

Leaders meet with the students involved to attempt to resolve any problem 

identified through the interview process. 

(viii)  Subsequent feedback is provided to students and staff member(s) concerned, as 

necessary, to demonstrate and confirm the close-out of actions. The Student 

Feedback Template T4.3 is used. 

(ix) A large-scale overview of actions addressing identified issues is provided to the 

School Executive Board. 

(x) Where module specific issues are identified, lecturers are requested by the Head of 

School/Department or Programme Leaders to provide a formal written response, 

indicating the intended short term and long terms actions required to address the 

issues.  

(xi) Formal reports are produced by each Head of School/Department or Programme 

Leader to document issues raised and actions taken to remedy the issues in the short 

and long term. These formal reports form part of the Head of School report to the 

School Executive Board. 
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5. STUDENT ADMISSION 

 

5.1 INTRODUCTION  

 

DBS welcomes all applicants and operates a fair and transparent admissions process in 

accordance with the Equal Status Act 2000. Applicants are selected on the basis of merit, 

ability and potential. The admissions procedures ensure the fair and equitable treatment of 

all applicants without exception. 

 

DBS supports the application of access, transfer and progression policies as defined by the 

National Qualifications Authority of Ireland (NQAI)
5
. 

 

The Admissions Procedures cover all elements of admission including all activities to 

attract, recruit, select, admit and register students to DBS programmes. The fair and 

consistent implementation of these policies and procedures is the ultimate responsibility of 

the Registrar, supported by the Admissions Committee. 

 

Applicants are admitted to DBS programmes from a variety of sources: 

 

 The Central Applications Office (CAO) 

 Direct applicants, in the case of: 

- LJMU accredited programmes 

- HETAC accredited programmes 

- University of Wales accredited programmes 

- Postgraduate programmes 

- Professional School Diplomas / Professional Body Certificates 

 Applicants with advanced standing (Transfer students - both internal and external) 

 Applicants with Acquired Prior Learning (APL) 

 Applicants with Acquired Prior Experiential Learning (APEL) 

 Mature applicants 

 International applicants 

 

5.2 ADMISSIONS POLICY  

 

DBS is committed to: 

 

 the fair and equal treatment of all applicants 

 fair, transparent, timely, appropriate and explicit admissions procedures, which are 

implemented consistently 

 supporting  access, transfer and progression opportunities for learners to facilitate 

educational opportunity 

 timely notification of the outcome of an application 

                                                 
5
  National Qualifications Authority of Ireland. [Internet]. (2003). Policies, actions and procedures for 

Access, Transfer and Progression for Learners, (green book): http://www.nqai.ie/docs/publications/10.pdf 

http://www.nqai.ie/docs/publications/10.pdf
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 supporting applicants with disabilities or special needs as set out in the Disability 

Policy  

 responsible marketing of its courses, with accurate and transparent marketing material. 

 

Admission to DBS is governed by the Qualifications (Education and Training) Act, 1999 to 

promote and facilitate access, transfer and progression. 

 

5.3 QUALITY ASSURANCE  

 

The quality of the admissions policy and procedures is assured by the Admissions 

Committee which reports to the School Executive Board.  Collaborative partners may 

either sit on the committee, as in the case of the University of Wales, or receive annual 

reports from the committee, as in the case of LJMU regarding RPL/AP(E)L activity. The 

report on RPL/AP(E)L is normally contained in the annual report to LJMU and is approved 

by the Academic Board prior to forwarding to LJMU. 

 

5.4 ADMISSIONS COMMITTEE  

 

The Admissions Committee has responsibility for reviewing admission standards, 

processes and procedures; for considering any/all amendments or modifications and for 

academic oversight of the administration of the admissions system.  

 

5.4.1 TERMS OF REFERENCE 

The Admissions Committee is a sub-committee of the School Executive Board with the 

following responsibilities in relation to the admission of students to DBS: 

 

 Advising the School Executive Board and the Academic Board on matters related to the 

admission of students to undergraduate, postgraduate, professional and other courses. 

 Monitoring and developing as appropriate the Collegeôs admissions policy in relation to 

selection procedure. 

 Monitoring the Collegeôs advanced stage admissions and transfer policy and developing 

methods for otherwise facilitating students from other institutions transferring onto 

undergraduate and postgraduate programmes at DBS, having regard to their academic 

standards and the maintenance of quality. 

 Evaluating new or alternative qualifications as a basis for determining admission to 

DBS, while having regard to the Collegeôs admissions policy and the standards and 

procedures in other institutions, while supporting the access, transfer and progression 

procedures as defined by the National Qualifications Authority of Ireland.  

 Monitoring the Collegeôs admissions system and preparing such reports as may be 

considered appropriate or as requested by Academic Board in relation to its operations 

having regard to procedures in the other institutions, changes in the CAO system, 

requirements of accreditation/validation agencies, and/or other relevant developments. 

 Carrying out such other functions as may be considered appropriate, subject to the 

approval of Academic Board. 
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5.4.2 MEMBERSHIP  

 The Registrar (Chair) 

 Director of Marketing and Admissions  

 Head of International Marketing and Admissions 

 A senior academic from the School of Arts 

 A senior academic from the School of Business 

 A senior academic from the School of Law 

 University of Wales Moderator(s) 

 

5.5 ADMISSIONS PROCEDURES FOR UNDERGRADUATE PROGRAMMES 

 

The admissions procedures in Dublin Business School fall under the remit of the Academic 

Registrar.  

 

The Registrar is Chair of the Admissions Committee, and provides academic oversight and 

review of the admissions procedures and processes. 

 

5.5.1 THE CENTRAL APPLICATIONS OFFICE (CAO) 

All applicants seeking admission to a first year of a HETAC undergraduate programme 

must apply directly to the CAO as outlined in the CAO handbook for the year of admission 

(reference www.cao.ie for details/information). The CAO processes applicants to the first 

year of an undergraduate programme only. The CAO Admissions Officer is responsible for 

managing the admissions process for these programmes and follows procedures according 

to the CAO handbook. Pointsô requirements for the different programmes are based on 

supply and demand. The cut-off points threshold is equal to, or above, those points 

accruing to the minimum entry requirements for the programme. 

 

5.5.2 DIRECT APPLICANTS  

All applicants other than those seeking admission to a first year of a HETAC undergraduate 

programme must apply directly to DBS.  They must firstly satisfy the minimum entry 

requirements for the relevant programme, and must use the appropriate DBS Application 

Form ï available in paper and online format (F5.1 and at 

www.dbs.ie/ApplyOnline/ApplicationForm/tabid/266/Default.apspx).  

Applications to a Professional School programme should use the Professional School 

Application Forms (F5.2 and link as above). All applicants are required to supply original 

copies of any supporting documentation such as academic transcripts, identification and 

evidence of attainment in the English language (reference section 9.5.8), a Curriculum 

Vitae and/or an appropriate reference. Direct applicants may be subject to interview. 

 

Admission to all courses is subject to availability, and space. 

 

5.5.2.1 Standard Entry  

 

Standard applicants are those who clearly satisfy admission requirements by virtue of 

having achieved the required level of performance in a óstandardô second-level 

http://www.cao.ie/
http://www.dbs.ie/ApplyOnline/Application
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qualification such as the Leaving Certificate or FETAC qualifications in Ireland, A-level 

equivalent in the UK, or other European equivalent qualification which has been approved 

as meeting the minimum entry requirements for the relevant programme and is listed in the 

Institutes of Technology Central Evaluation Forum (IOTCEF) document, such as the 

French Baccalaureate.  The standard category also includes certain qualifications from 

institutions in non-EU countries which have been approved as meeting the minimum entry 

requirements for the relevant programme.  A full list of qualifications that have been 

approved as meeting standard entry requirements is included in the Standard Entry 

Requirements Handbook.   

 

All standard applicants are processed by the Admissions Department. 

 

5.5.2.2 Non-Standard Entry 

 

To assess eligibility of applicants from Europe, DBS makes use of Central Evaluation 

Process Document compiled by the Institutes of Technology Central Evaluation Forum 

(IOTCEF) and widely used by institutions within the CAO system. The purpose of the 

IOTCEF is to provide a central scoring system for applicants presenting school leaving 

qualifications other than Irish Leaving Certificate and FETAC Level 5/6 examinations. 

Qualifications from Europe can also be evaluated through the National Qualifications 

Authority of Ireland. The NQAI or UK NARIC system is initially used to assess the 

eligibility of applicants with qualifications from non-EU institutions.  NQAI is the Irish 

centre for the recognition of international qualifications, known as Qualifications 

Recognition ï Ireland, and its decisions on awards take precedence over those from other 

jurisdictions. 

 

Non-standard applicants are considered on a case-by-case basis. The process is 

implemented within the relevant school, by the relevant Head of School/Department or 

nominee, and is overseen by the Registrar.  The admission of a non-standard applicant is 

determined through a considered review of their admission data by the Head of School or 

appointed nominee, or where additional academic scrutiny is deemed necessary by the 

Head of Department or Programme Leader who is competent to make the required 

judgements, subject to: 

 

 the DBS policy on admissions 

 a reasonable expectation that the applicant is able to fulfil the objectives of the 

programme and achieve the standard required for the award 

 meeting the requirements for the award to which the particular programme leads (based 

on minimum entry requirements) 

 fulfilling the specified entry requirements for the programme of study. 

 

5.5.3. APPLICANTS WITH RECOGNISED PRIOR LEARNING (RPL/APL)  

Recognition of Prior Learning (RPL) is a process that allows students to gain admission to 

a programme of study or to gain exemptions/credit from some parts of a programme, based 

on demonstrated learning achieved prior to admission. Recognition is a process by which 

prior learning is given a value.  
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Dublin Business School recognise that knowledge, skills and competencies can be 

acquired from a range of learning experiences, including formal, non-formal and informal 

learning. This is in line with the aims of the National Framework of Qualifications to 

recognise all learning achievements by supporting the development of alternative pathways 

to qualifications (or awards) and by facilitating the recognition of prior learning. 

 

Irrespective of a candidateôs entry qualifications, DBS must be satisfied that they are of the 

required academic standard to complete the scheme of study proposed. Where an applicant 

presents a qualification not previously approved then a competent member of the academic 

staff (Head of School/Department or nominee) assesses the status of the advanced standing, in 

accordance with DBS policy. 

 

Applicants may be given credit for prior learning against specific elements of a programme 

(complete modules only) if their prior learning is judged to be equivalent to the learning 

outcomes of the proposed programme of study. In such cases, the student is not required to 

take the elements of the programme for which credit has been given (exemption). 

Exemptions cannot be granted after admission to a programme. 

 

5.5.3.1 Applicants with Prior Experiential Learning (APEL)  

 

Prior Experiential Learning is defined by HETAC as óknowledge and skills acquired 

through life, work experience and study, not formally attested through formal certificationô.  

Credit for Prior Experiential Learning is intended for mature students who may not have 

had structured formal education but who have learned from their involvement in 

employment, community activities, home duties, sport etc. This learning when evaluated 

both qualitatively and quantitatively might entitle them to credits or exemptions from a 

course of study. Such individuals might be in employment (including self-employed), 

unemployed or currently retired from employment. As a general principle, credit is given 

for learning, not for experience per se. 

 

Applications for exemption based on APEL are normally considered only for part-time 

students: 

 

 with a minimum of five yearôs work experience 

 in relation to specific level 1 modules. 

 

There is no provision for exemptions based on APEL for full-time programmes. 

 

Applicants seeking APEL exemptions from modules are required to demonstrate prior 

achievement of the majority of the learning outcomes of each module. To this end, they are 

provided with an outline of the module content and learning outcomes and are required to 

indicate on paper how their prior experiential learning can be deemed to provide 

equivalence.  

 

The Application pack and supporting documentation is referred to the Head of School or 

nominated personnel for decision. The Admissions Officer may make a recommendation to 

the Head of School or nominated personnel. The Head of School reviews the application 
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and, where additional academic scrutiny is deemed necessary, consults with the relevant 

Head of Department or Programme Leader.  

 

The Head of School makes a provisional decision, stating the basis for it, on the Admission 

Form and signs the form accordingly. All decisions to grant exemptions based on APEL 

require the approval of the Admissions Committee. 

 

The Dublin Business School Recognition of Prior Learning Policy and Practice is set out in 

appendix 5.1. 

 

5.5.3.2 Full -Time Programmes 

 

In the case of full-time programmes, exemptions based on RPL/APL may be awarded to 

entrants for complete levels of study only, i.e. students may be admitted directly to the 

second or third level of a degree programme. Exemptions from level three modules are not 

awarded under any circumstances.  

 

Students applying for direct entry to year two or three of a degree programme are required 

to provide original documentary evidence of prior academic achievement. Such 

applications are classified as either standard or non-standard. 

ǒ Standard Applicants  

  [Including access using the European Credit Transfer System (ECTS)] 

 

This category covers applications from those holding academic qualifications which are 

common in the Irish higher education sector, for example, holders of Higher Certificate 

(Level 6) qualifications awarded by HETAC. The standard category also includes less 

common Irish qualifications, and qualifications from EU and non-EU institutions, for 

which there are precedents in DBS admissionsô history.  

 

Before a qualification is classified as standard, the learning outcomes for that qualification 

are examined and compared with the learning outcomes for the relevant DBS 

programme(s). This process is implemented within the relevant school, by the relevant 

Head of School/Department or nominee, and is overseen by the Registrar. If sufficient 

comparability and equivalence is established, and after monitoring the progress of learners 

admitted with those exemptions for one year, the qualification is added to the standard list. 

All such additions must be approved by the Admissions Committee. 

 

All qualifications in the óstandardô category are listed in the DBS Exemptions Handbook 

(appendix 5.2) or the DBS International Exemptions Handbook (appendix 5.3) with the 

appropriate level of exemption indicated.  In the case of both EU and non-EU students 

where the qualification is not listed as standard, the application is treated as non-standard. 

(see below) 

 

The award of exemptions based on standard qualifications is the responsibility of the DBS 

Admissions Officer (EU students) or the International Admissions Officer (non-EU 
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students). The appropriate Admissions Officer signs the relevant Exemption Application 

Form (F5.3), stating clearly the basis on which the exemption is awarded. 

 

ǒ Non-Standard Applicants 

 

Non-standard applicants are considered on a case-by-case basis. The process is 

implemented within the relevant school, by the relevant Head of School/Department or 

nominee, and is overseen by the Registrar.  Where the application for exemption is based 

on a qualification that is not listed in the DBS Exemption Handbook or the DBS 

International Exemptions handbook, the application is deemed non-standard and is referred 

to the Head of School for decision. The Admissions Officer may make a preliminary 

recommendation. 

 

The Head of School reviews the application and, where additional academic scrutiny is 

deemed necessary, consults with the relevant Head of Department or Programme Leader. 

The applicant may at this stage be required to provide additional academic evidence, such 

as course syllabi and/or examination papers. 

 

The Head of School records the decision, and the basis for it, on the Exemption Application 

Form and signs the form accordingly. A copy of the decision is forwarded to the Registrar.  

The decision is then communicated to the applicant by the Admissions Officer.  

 

5.5.3.3 Part-Time Programmes 

 

In the case of part-time programmes, exemptions based on APL may be awarded to 

entrants in relation to complete years of study or in relation to individual modules in levels 

1 or 2 of programmes. Exemptions from level 3 modules are not awarded in any 

circumstances.  

 

Applications for exemption from complete years of study are dealt with on the same basis 

as described above for full-time students.  

 

Students seeking exemption from individual modules are required to provide original 

documentary evidence of the prior academic achievement on which their application is 

based. The application and associated documentation is referred to the Head of School or 

nominated personnel for decision. The Admissions Officer may make a preliminary 

recommendation to the Head of School or nominated personnel.  

 

ǒ Procedure for granting exemptions: 

 

1. Admissions department compiles a complete file for review by Heads of School or 

nominated personnel. The file includes the completed Section 1 & 2 of the Exemption 

Application Form (F5.3) and the necessary transcripts (examined for equivalence). 

 

2. The date the exemption request is received is noted on the Exemption Application Form 

by Admissions and an exemption due date is stated (2 weeks after the date of receipt). 
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This is the date by which Heads of School must return the completed Exemption 

Application Form to Admissions. 

 

3. The complete file is sent to the relevant Head of School or nominated personnel for 

review. 

 

4. The Head of School reviews the the request for exemptions and, where additional 

academic scrutiny is deemed necessary, consults with the relevant Head of Department 

or Programme Leader.  A rationale must be provided on the Exemption Application 

Form for all decisions made. The Exemption Application Form is then signed and dated 

by the relevant Head of School.  A copy of the decision is forwarded to the Registrar. 

 

5. The file is then returned to Admissions where the student is informed of the outcome of 

their application. 

 

Where additional academic scrutiny is deemed necessary, the relevant Subject Leader is 

consulted. The applicant may at this stage be required to provide additional academic 

evidence, such as course syllabi and/or examination papers. 

The Head of School or nominated personnel will record the decision and the basis for it, on 

the Exemption Application Form and will sign the form accordingly. The decision is then 

communicated to the applicant by the Admissions Officer. A copy of the decision is 

forwarded to the Registrar. 

 

5.5.4 MATURE APPLICANTS  

Applicants over the age of 23 years on the on 1st January of the proposed year of entry for 

HETAC undergraduate programmes (with the exception of the BA (Hones) Counselling & 

Psychotherapy where applicants must be over 25 years of age), over 21 years for LJMU 

undergraduate programmes, and over 21 years for the University of Wales undergraduate 

programmes are deemed to be mature applicants and are not subject to the standard entry 

requirements. Mature applicants are required to supply an appropriate proof of age such as 

driverôs licence or passport. Suitability for admission is assessed on the basis of age, 

motivation and commitment to the proposed programme of study, and work experience. 

Mature applicants are also required to supply original copies of supporting documentation, 

which form part of their applications, such as relevant academic transcripts, up-to-date  

Curriculum Vitae, if necessary. Mature applicants may be subject to interview. 

 

The Application pack and supporting documentation is referred to the Head of School or 

nominated personnel for decision. The Admissions Officer may make a recommendation to 

the Head of School or nominated personnel. The Head of School reviews the application 

and, where additional academic scrutiny is deemed necessary, consults with the relevant 

Head of School or Programme Leader.  

 

The Head of School makes a provisional decision, stating the basis for it, on the Admission 

Form and signs the form accordingly.  A copy of the decision is forwarded to the Registrar.  

All decisions regarding admission of mature students require the approval of the 

Admissions Committee. 
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5.5.5 INTERNATIONAL APPLICANTS  

The marketing of programmes to non-EU countries and the admission of students from 

such countries is the responsibility of the International Admissions Office. The equivalence 

of qualifications is based on The National Qualifications Authority of Ireland (NQAI), the 

Irish centre for the recognition of international qualifications. NQAI are statutory 

requirements. The UK based National Recognition Information Centre for the UK (UK 

NARIC) recommendations may be used as guidelines, particularly if the qualification is not 

listed by the NQAI. If there is an inconsistency between these agencies then the NQAI 

determination supersedes NARIC. 

 

In addition to satisfying academic requirements, applicants who are non-EU nationals are 

required to produce proof of residency in the Republic of Ireland, such as a GNIB (Garda 

National Immigration Bureau) card and letters that are issued from the Department of 

Justice outlining their reasons to remain in the state. Non-EU nationals who hold work 

permits are eligible for admission to part-time programmes. 

 

In certain countries other admissions guidelines have been used, based on the industry 

standards of other reputable higher education institutions, and on Dublin Business Schoolôs 

own experience and history in dealing with educational qualifications from a particular 

country. If a student from a country not listed in the International Admissions Document 

(appendix 5.4) applies, the case is considered non-standard and is referred to the Registrar 

for approval, and goes through the non-standard application procedures. 

 

Procedures relating to all activities in this area are described in the International 

Admissions Document. 

 

5.5.6 ENGLISH LANGUAGE REQUIREMENTS  

Regardless of the mode of entry all English language requirements agreed at programme 

validation must be verified and adhered to. Where applicants do not have a formal English 

language qualification, they must provide evidence of equivalent competence through other 

examinations, or achievement of a minimum standard in recognised tests of English. 

 

International applicants satisfy the Dublin Business School English language requirements 

by meeting one of the following criteria: 

 

 Holds relevant IELTS score* taken within the last two years 

 Holds relevant TOEFL score* taken within the last two years 

 Holds relevant Cambridge certificate* taken within the last two years 

 Passes Dublin Business School English assessment at the relevant band* 

 The applicant has been educated through English on an internationally recognised, 

accredited programme of at least one year in duration in an English speaking 

country. 

 

*The órelevantô score, certificate or band is defined in the entry requirements for that 

course.  
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Note that the Irish Government Visa Guidelines must also be taken into consideration for 

visa requiring students. 

 

5.5.7 Monitoring and Reporting 

 

The Registrar prepares an Admissions Report at the end of each admissions cycle.  The 

report presents an overview of the admissions process and provides a statistical summary 

and analysis of admissions.  The report provides separate analysis of non-standard 

admissions, admissions with advanced standing and admission of mature students.  A 

detailed listing of students in each of these categories is attached in separate appendices.  

The report is presented initially for review by the Admissions Committee and is then 

forwarded to the Executive Board and to the Academic Board. 

 

5.5.8 MARKETING MATERIAL  

Dublin Business School is committed to promoting a clear and consistent message. These 

procedures advise on the production of publicity and promotional materials, which enables 

the College to manage the messages communicated to both the external community and to 

our students. Refer to the Guidelines for Publicity and Promotional Materials/Dublin 

Business School: Guidelines for Advertising and Publicity Materials (appendix 5.5). 

  

5.5.8.1 Marketing Material Policy  

 

The implementation of the DBS policy on Marketing Material ensures that 

 

Á the consistency of marketing and publicity materials using the Collegeôs name is 
maintained 

Á the message communicated is consistent 

Á the Collegeôs corporate image is maintained 

Á marketing and publicity materials do not compromise, but rather enhance the image of 

the College 

Á messages are complementary and not contradictory. 

 

5.5.8.2 Procedure for the approval of Marketing Materials  

 

All marketing materials are sent (in hard or electronic copy) to the Director of Marketing, 

for review and approval on behalf of Dublin Business School.  

(The Marketing Manager may be delegated to approve material in the absence of the 

Director of Marketing).  

 

It is the responsibility of the Heads of School or designate to ensure that all academic 

information contained in Marketing Material is accurate at the time of going to print. 

 

The Head of School approves the Marketing Material by completing a Prospectus Sign-Off 

form (F5.4). 
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5.5.8.3 Arrangements with Accrediting Bodies 

 

To comply with the QAA code of practice for collaborative partnerships, any marketing or 

publicity material that uses the name or logo of Liverpool John Moores University and/or 

University of Wales must be approved in advance by the relevant University, in accordance 

with their publicity guidelines. 

 

Personnel within the Marketing Department at DBS liaise with relevant staff within 

Liverpool John Moores University and/or University of Wales, as appropriate, to secure 

this approval. 

 

5.5.9 APPLICANTS WITH DISABILITIES  

Students with disabilities can enter DBS via the standard procedures used by all students. 

Students with disabilities applying for admission to DBS via the CAO are encouraged to 

disclose their disability by writing ñMedical Condition/Disabilityò on their CAO 

application form. Students who indicate a disability in this way receive a supplementary 

form, which is returned to DBS to alert the College to the particular needs of the student, so 

that appropriate preparations can be made to provide the necessary supports and 

arrangements. In conjunction with this, the Admissions Officer writes individually to each 

applicant inviting them to visit the College and view the facilities first hand.  

 

In the case of direct applications, candidates with disabilities are afforded the opportunity 

to disclose on the direct application form. They are subsequently sent a disability disclosure 

form again to alert the particular needs of the student. Such disclosure is, however, entirely 

discretionary. As with CAO applications, these students are then invited to the College to 

view the facilities. 

 

For candidates who choose not to reveal a disability on the application form, issues may 

arise subsequent to their enrolment in the College. During the induction process, students 

are made aware of the role of the Disability Officer, for whom contact details are published 

in the relevant Student Handbook and on the website, who will advise and liaise with other 

relevant personnel should there be any issues or difficulties. 

 

5.5.10 SUPPORTING DOCUMENTATION  

All applicants must produce the original copies of supporting documentation, such as 

identification, transcripts, at the admissions stage. Copies retained on file must be signed 

by a member of the Admissions Office or delegated authority to verify that they had sight 

of the original or notarised documents. 

 

5.5.11 APPLICANTôS RESPONSIBILITIES  

 Applicants have responsibility to provide all relevant supporting documentation 

they wish to be considered at the admission stage. 

 Applicants should declare any special needs that they wish to be considered by 

DBS.  

 Applicants need to declare any personal information that may affect their 

performance or the performance of others at DBS. 
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Such information is subject to the rulings of the Data Protection Act 1988 and 

(Amendment) Act 2003. 

 

5.5.12 FRAUDULENT APPLICATIONS  

DBS reserves the right to refuse admission (or cancel registration) to any applicant (or 

student) whose application details are found to be false. 

 

5.5.13 APPEALS AND COMPLAINTS  

Appeals and complaints regarding the admissions procedures should be addressed to the 

Head of Domestic or International Admissions in the first instance. 
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6. LEARNING AND TEACHING STRATEGY  

 

6.1 INTRODUCTION  

 

The DBS Learning and Teaching Strategy builds on practical advancements within the 

context of College, Irish and international developments in higher education over recent 

years. A stated objective is to differentiate DBS from other tertiary level institutions by 

profiling our focus on student-centred learning supported through excellence in teaching. 

Our mission is óto provide an excellent student-centred learning experience, with teaching 

of the highest quality that produces graduates who are equipped to lead successful lives and 

to contribute effectively to societyô. 

 

The DBS Learning and Teaching Strategy builds on previous strategy documents to ensure 

that the strategy 

 

 is aligned with other DBS policies and strategies 

 is emphasised by an ability to measure achievement of the strategy 

 is impacting positively on the positive student learning experience 

 allows for diversity in methodology across schools 

 enables innovations to be replicated in future learning and teaching developments. 

 

6.2 LEARNING  

 

Learning in DBS involves a recognised multi-faceted approach entailing sustained efforts 

to build a repertoire of effective learning strategies in a way that assists learners in 

functioning as self-directed individuals. This is recognised as a supported life-long activity 

integrated into programmes, modules, curricula and assessments across all levels of 

qualification frameworks. The strong focus is on enabling and empowering students to 

achieve the learning outcomes of their programmes and modules while recognising 

diversity in learning styles. Essentially, learning at DBS promotes active student 

engagement with material in a meaningful and genuine way that supports the linking of 

new knowledge to previous understanding gained in formal or non-formal learning 

experiences. 

 

6.3 LEARNING AND TEACHING METHODS  

 

In DBS teaching is seen as a multidimensional activity that seeks to promote quality 

learning through a student-centred interaction between the teacher, learner and the 

curriculum. It is the creation and management of learning experiences using all methods 

appropriate to the material being taught and learner needs. The teaching methods employed 

support learners and learning through helping the learner to understand how to use learning 

resources, especially the experience of others, to facilitate their educational experience. It is 

strongly focused on enabling students to achieve the learning outcomes of their 

programmes and modules. Methods adopted provide students with varied learning 

opportunities and experiences. These include:  
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- conventional lectures 

- problem-based learning 

- inquiry-based learning 

- tutoring 

- mentoring 

- project supervision  

- research supervision  

- student observation 

- active experimentation. 

 

The development of these activities witihn DBS are supported by the Collegeôs promotion 

of and investment in staff development initiatives. 

 

6.4 LEARNING  AND TEACHING STRATEG Y 

 

In essence, the DBS learning and teaching strategy is based on a set of key principles and 

sets out specific goals and objectives for learning, teaching and assessment. DBS 

considered the LJMU teaching and learning strategy
6
 and adapted this to meet DBS 

requirements. Among the main goals of the DBS strategy are the following: 

 

 achievement and progression 

 assessment as learning 

 employability 

 flexible approaches to learning 

 holistic curriculum design 

 inclusive and accessible curriculum 

 learner support 

 professional development, scholarship and research 

 research informed curriculum. 

 

The DBS strategy has also taken into account external reference points on knowledge, skill 

and competence standards expressed as the subject benchmark statements by academic 

quality assurance bodies, and described within the NQAI National Framework of 

Qualifications
7
. 

 

6.5 APPROACHES AND METHO DS 

 

Teaching and learning methods are intended to facilitate students taking ownership of, and 

responsibility for, their own learning in partnership with the academic faculty. Strategies 

are based on a combination of structured tuition and student-centred learning. Methods 

                                                 
6
  LJMU teaching and learning strategy guidance document, September 2006 

7
 National Qualifications Authority of Ireland. [Internet]. (2003) Determinations for the Outline National 

Framework of Qualifications (purple book) http://www.nqai.ie/docs/publications/12.pdf 

 

http://www.nqai.ie/docs/publications/12.pdf
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adopted attempt to provide students with varied learning opportunities and experiences, and 

include: 

 

 analysis of case studies 

 assignments 

 conventional lectures 

 e-learning 

 field trips (including in company visits) 

 group research and project work 

 guest lectures 

 laboratory/practical sessions 

 observation 

 personal development portfolio 

 projects 

 seminars 

 tutorials 

 work-based learning 

 workshops. 

 

The DBS teaching strategy is a student-centred learning approach under which lecturers 

introduce students to subject areas and act as guides and facilitators to students in their 

study of the subject. Students are actively encouraged and assisted to manage their own 

studies outside of lectures. This is facilitated by the teaching styles and methods adopted 

and by placing greater emphasis on practically focused assessment.  

 

In degree programmes, as students progress through the various years, the subject matter of 

their studies becomes increasingly complex and challenging. The focus of learning moves 

from acquisition of knowledge and understanding to critical analysis and application of 

conceptual knowledge to practical situations. In the final year, in particular, students learn 

to critically evaluate and apply knowledge and skills they have developed through earlier 

years of the programme. Ultimately, students are brought to a position where they can 

demonstrate, through a variety of assessment processes, that they have achieved the 

learning outcomes of their programmes. 

 

The adoption of the E-learning platform, Moodle, has provided lecturers and students with 

a virtual learning environment to complement and enrich the more traditional learning 

environment. This has made it possible for lecturers to create new learning opportunities 

for students. Adapting this technology as an integral part of teaching methodology has 

enabled lecturers to provide course material through a órich media presentation 

environmentô to accommodate learning activity outside the classroom thus fostering 

effective self-learning techniques.  

 

The DBS teaching and learning strategy is underpinned by a number of quality assurance 

and improvement initiatives and mechanisms: 

 

 Peer observation 

 Annual School review activities 
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 Programmatic review activities 

 External examiner reports 

 Annual student surveys 

 Class representatives. 

 

6.6 TEACHING AND LEARNIN G OBSERVATION  

 

In DBS, the primary purpose of peer observation is individual development in the broad 

context of continuing professional development. It is an important way of giving individual 

lecturers the opportunity to develop by receiving feedback and constructive advice from 

colleagues, allows sharing of good practice, and is seen as a valuable quality improvement 

mechanism. 

 

The peer observation process has the following seven stages:  

 

1. Planning for peer observation  

2. Holding pre-observation meetings 

3. Observing learning and teaching - criteria and methods 

4. Holding post-observation feedback meetings 

5. Developing individual action plans 

6. Developing departmental action plans 

7. Linking to ongoing staff development. 

 

6.7 PERSONAL AND SKILLS DEVELOPMENT  

 

In DBS skills development has always been viewed as a very important aspect of student 

learning. DBS Advantage is a concept which offers students the opportunity to develop a 

range of skills that maximise employability and provide a competitive edge in career 

development.  

 

The DBS Advantage programme has defined graduate skills as comprising of eight 

transferable skills as follows: 

 

A. Analysing and Solving Problems 

B. Team Working and Interpersonal Skills 

C. Oral Communication 

D. Written Communication 

E. Personal Planning and Organising 

F. Initiative and Creativity 

G. Numerical Reasoning 

H. Information and Communication Technology. 

 

Many of these skills are currently developed within the current teaching, learning and 

assessment methodologies employed by the College, for example: 
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 The cognitive skills of students are developed through lectures, practicals, tutorial 

exercises and directed reading. 

 Application and presentation skills are cultivated through case studies and practical 

problem solving assignments, with presentation requirements. 

 Practical IT skills are progressively developed in selected modules at all levels. Skills 

development is achieved through practical computer laboratory classes. Such classes 

feature structured tuition accompanied by practical exercises and assessments to 

develop skills and competence. Skills development is further facilitated by the 

Collegeôs E-Learning environment (Moodle). This resource enables students to take 

ownership and control of their own learning through using a variety of on-line 

resources, both static and dynamic. 

 Analysis and evaluation skills are developed through levels two and three of the 

programme by means of lecture and tutorial exercises and case studies. 

 Oral and written communications skills are specifically developed in various modules 

through discussions and debates, report writing assignments as well as individual and 

group presentations that feature as part of the assessment regime.  

 Further initiatives in the areas of business protocol, interpersonal skills, critical 

thinking, leadership, teamwork skills and job search etiquette are also developed to 

ensure graduates are equipped with a full skill-set upon programme completion. 

 

To complement the skills development that already occurs within taught degree 

programmes, the DBS Advantage programme has been designed to provide further 

opportunities for skills development with tangible evidence in the form of written 

certification of skill achievement. The specific objectives of the DBS Advantage 

programme are: 

 

1. To provide an opportunity for students to develop, apply and assess their personal skills 

using appropriate methods. 

2. To enable students to develop a personal ePortfolio of evidence which demonstrates 

development and achievement. 

3. To establish a foundation for continuing personal development and application of 

learning within a future workplace. 

 

All DBS undergraduate degree students in the Business School are introduced to the DBS 

Advantage programme by means of the level one module Communications and Personal 

Development. This module provides the initial academic underpinning for transferable 

skills development.  

 

At levels two and three of degree programmes, DBS Advantage is offered to students in 

parallel with their academic studies. Students who opt in attend personal development 

workshops that provide them with opportunities to reflect on their own learning and 

development and to engage in further enhancement of transferable skills.  

 

The DBS Advantage programme includes an optional Work-Based Learning assignment 

undertaken between years 2 and 3 to ensure students have the opportunity to apply prior 

learning to workplace contexts and to assess the relevance and effectiveness of that 
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learning in real-world work situations. This is the subject of formal assessment for DBS 

Advantage certification. 

 

The DBS Advantage programme of workshops continues into level three, when ongoing 

personal development is documented in individual student portfolios, which becomes the 

subject of formal assessment in term 2 of year 3. 

 

Transferable skills development thus features strongly within the taught academic degree 

programmes and is the central feature of the complementary DBS Advantage Personal 

Development programme. While achievement of DBS Advantage certification is not a pre-

requisite to degree programme completion and graduation, it is presented to students as a 

not-to-be-missed opportunity to add significant value to their degree awards and to greatly 

enhance their employment and career development prospects. 

 

6.8 LEARNING SUPPORT 

 

6.8.1 LEARNING SUPPORT MECHANISMS  

It is DBS policy to provide tangible learning support to students throughout their studies. 

Details of the various learning support services are provided in Chapter Nine of this 

document. This section describes the specific support mechanisms employed for student 

learning support.  

 

At the commencement of the academic year, the following module information is issued to 

students in relation to each module being studied: 

 

Á Module guide 

Á the continuous assessment schedule 

Á each coursework assignment that forms part of the continuous assessment 

Á reference to the DBS Plagiarism policy 

Á past examination papers  

Á current reading list. 

 

Students are actively encouraged to utilise the learning resources indicated to enhance the 

depth and breadth of their knowledge and to enrich their assessment contributions.  

 

At the beginning of the academic year, library and computer services staff members 

participate in the induction of new students, providing information on the library service 

and use of IT resources. This induction is complemented throughout the year by a series of 

library tours given to groups at the request of lecturing staff, or to individuals upon request.  

 

On a week-by-week basis, copies of lecture notes are made available to students. Moodle, 

the VLE facility provides an important learning resource for student learning support. 

Through Moodle students are also provided with ópast examination papers to be used as a 

guide for examination preparation and practice, and to develop student awareness of 

Lecturer/Examiner expectations. 
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In addition to the above support mechanisms, Dublin Business School provides a College-

wide Academic Support and Learning Assistance service that operates across the 

Schools and programmes delivered to both part-time and full-time students, international 

and domestic. These services include the following: 

 

 Academic Support Programme (including English language support) 

 Library workshops 

 One-to-One writing tutorials by referral 

 Student Counsellor. 

 

6.8.2 ACADEMIC SUPPORT PROGRAMME  

The Academic Support Programme is an optional programme that provides instruction in 

academic research and written communication skills. This is differentiated from formal 

academic programme modules such as Business Research Methods, which cover 

theoretical schemata largely irrespective of actual application. The primary purpose of 

Academic Support is to provide implementable methodological assistance to students in 

relation to programme-specific continuous assessment and examination tasks. Thus 

Academic Support is a óhow toô of academic practice and the designated arena at Dublin 

Business School in which students acquire and develop important third-level skills.  

 

The academic support programme aims to 

 

 familiarise students with standard academic research methods and conventions 

 develop studentsô ability to critically evaluate secondary data 

 familiarise students with the structure templates of required academic documents on 

undergraduate and post-graduate programmes 

 encourage students to develop a critical perspective 

 minimize instances of plagiarism on undergraduate and postgraduate programmes 

 assist students in answering examination questions effectively. 

 

6.8.3 L IBRARY WORKSHOPS 

Workshops are held in all Dublin Business School libraries on a weekly basis throughout 

the academic year. These workshops cover essay writing, avoiding plagiarism, referencing 

(APA and Harvard) and the use of electronic resources. Students may also request specific 

group sessions at any time. 

 

6.8.4 ONE-TO-ONE WRITING TUTORIALS  

Students are referred by individual lecturers to an assigned Academic Writing Tutor. The 

objective of this service is to diagnose individual student writing difficulties as they relate 

to assignments and dissertations and provide feedback and guidance to students in meeting 

academic performance gaps.  

 

6.8.5 STUDENT COUNSELLOR  

A Student Counsellor, external to DBS, is available free of charge to all students studying 

at DBS. The aim of this service is to provide confidential clinical intervention and advice to 
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students with learning difficulties such as dyslexia and dysphasia/aphasia as well as other 

emotional difficulties such as stress, depression and addiction. This service is accessed by 

students through the Student Services office. Students are advised of the availability of this 

service and the method of access at induction, and this information is also provided in the 

Student Handbook. 

 

6.8.6 LEARNING AND TEACHING COMMITTEE  

Learning support activities at DBS are co-ordinated by the Collegeôs Learning and 

Teaching Committee, which meets monthly to review the general progress of the various 

support mechanisms and to initiate improvements where appropriate. The Learning and 

Teaching Committee provides a valuable forum for monitoring and reviewing the 

effectiveness of the learning support system - a system that is intended to make an 

important contribution to student success and well-being in Dublin Business School. 

 

The membership of this Committee comprises representatives from the Schools, the 

Library, Computer Services, Facilities and Student Services. There is a student 

representative from each of the Schools on this Committee also. Minutes are prepared and 

provided to boards of studies and the School Executive Board for review and action, as 

appropriate. 

 

The objectives of the Learning and Teaching Committee are:  

 

 to continue good practice using Moodle, Turnitin and other software and virtual 

learning platforms as it relates to learning and teaching 

 to organise four learning and teaching symposiums/workshops in the calendar year   

 to make explicit to students the importance of assessed Academic Skills 

 to standardise, where possible learner support delivery across schools 

 to implement and monitor learning support activities in DBS. 

 

6.9 POLICY ON LECTURER A BSENCE 

 

In the event of unplanned lecturer absence through illness, bereavement or other cause, it is 

the policy of Dublin Business School to provide an alternative relevant educational 

experience to the students affected. Classes are postponed or cancelled only as a last 

resort, i.e. only if no other preferred response is deemed possible.  

 

6.9.1 PRIORITISED RESPONSES 

The following are the responses, in order of preference, to be implemented in cases of 

unplanned lecturer absence: 

 

a) Substitute Lecturer 

A suitably qualified alternative lecturer takes the scheduled class. The substitute lecturer 

should have access to the approved teaching scheme for the module, so that he/she is aware 

of the topic(s) scheduled for coverage in the relevant class. 

 

b) Substitute Class 
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An alternative lecture and lecturer is substituted for the scheduled class, e.g. swap an 

economics lecture for an accounting lecture (this is practicable only where the student 

cohorts for both subjects are identical.) 

 

c) Pre-specified Work  

The class is given written work assignments previously provided by the absent lecturer. 

Each lecturer should provide, prior to course commencement, sufficient work assignments 

to cover approximately three hours of student activity. The work should be structured in 

one-hour blocks and should be updated appropriately as the relevant courses progress. Each 

lecturer assigned to deliver a module is responsible for providing the School Administrator 

with this material prior to course commencement and for updating the material as the 

module progresses. The material should have been approved by the Head of Department. 

The material should be stored in a folder on the J:\ Drive to be provided for this purpose. 

Any of this material used during an absence of the lecturer should be replenished by that 

lecturer on his/her return to duty. The work done by the students should be corrected by the 

module lecturer on his/her return to duty and results, with appropriate feedback, 

communicated to the students.  

 

d) Class Postponement 

The class is postponed until a later date. Postponed classes should be delivered not later 

than one month from the originally scheduled date. 

 

e) Class cancellation 

The class is cancelled completely. This option should be used only where students would 

not be disadvantaged by the cancellation, for example, where the cancelled class(es) would 

account for less than 4% of the scheduled contact hours for the module. Any proposal to 

cancel a class must be approved by the Head of Department. 

 

6.9.2 PROCEDURES AND RESPONSIBILITIES  

The required procedures and associated responsibilities are as follows: 

 

a) Providing timely notification of lecturer absence 

It is the lecturerôs own responsibility to notify absence at the earliest possible time and, in 

any event, not later than 8.30 am on the first day of absence. Wherever possible, 

notification should be given before the first day of absence. When notifying absence, the 

lecturer should indicate: 

 

(i) the reason for absence 

(ii)  the likely duration of the absence  

(iii)  the classes affected 

 

Should a lecturer be unable to provide notification personally, it is his/her responsibility to 

have the absence notified by another person. 

 

b) Receiving notification of lecturer absence 

Absences should be reported in the first instance to the Head of Department or a person 

designated by the Head of Department. Should the Head of Department, or his/her 
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designate, be unavailable, the matter should be reported to the relevant School 

Administrator. On no account should absence be reported by leaving voicemail message(s) 

alone. The Head of Department or his/her designate, notifies the absence to the appropriate 

School Administrator.  

 

c) Deciding on and arranging an appropriate response 

It is the responsibility of the relevant Head of Department, or a person designated by the 

Head of Department, to decide on and arrange an appropriate response to a lecturer 

absence. In so doing, the Head of Department has regard to the list of prioritised responses 

listed in section 2 above. The Head of Department should retain copies of the teaching 

schemes for all modules within his/her department so that the substitute lecturer can be 

apprised of the intended topics to be covered. In the event of being unable to source a 

substitute lecturer, the Head of Department considers each other possible response in order 

of preference stated. Lower order responses are considered only when higher order 

responses are unavoidably ruled out. 

 

d) Notifying responses  

The Head of Department notifies the School Administrator of the specific response to each 

lecturer absence. This details the specific action taken in respect of each scheduled class for 

which the lecturer was absent. 

 

e) Notifying the students affected 

Where a scheduled class is taken by an alternative lecturer, it may be appropriate or 

necessary for the Head of Department to speak to the class. In some cases, it may also be 

necessary for the School Administrator to notify the class in advance of lecturer changes. 

Where the class is given pre-specified work to occupy the lecture time, a lecturer shall be 

deputised by the Head of Department to distribute the work and supervise the class. Where 

a class is postponed or cancelled, it is the responsibility of the School Administrator to 

advise the students of this, preferably before the scheduled start time for the class. Students 

should be given as much notice as possible of class postponements or cancellations. 

 

f) Keeping records of absences and responses 

It is the responsibility of the School Administrator to keep a full record of lecturer absences 

and the specific action taken in respect of each class affected. The School Administrator 

produces summary reports of absences and responses as required by School management. 

 

g) Re-scheduling of postponed classes 

In the event of a class being postponed, it is the responsibility of the lecturer concerned to 

identify a suitable date/time for the re-scheduled class. This should be discussed with the 

appropriate Head of Department and, upon agreement, communicated to students with a 

minimum of 1 weekôs notice. 

 

h) Extended lecturer absences  

Should it become apparent that an unplanned lecturer absence is likely to continue for a 

period longer than a day or two, it is the responsibility of the Head of Department, as an 

absolute priority, to source a substitute lecturer to take all classes scheduled for the absent 

lecturer until that lecturer returns to duty. 
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7. ASSESSMENT OF LEARNERS 

 

7.1  INTRODUCTION  

 

The DBS Assessment Policies, Procedures and Regulations are designed to cover the 

administration and regulation of the assessment and examination of students on all 

programmes delivered by the College in accordance with the requirements of section 23(b) 

of the Qualifications (Education and Training) Act, 1999. 

 

The DBS Assessment Regulations meet the requirements of each of the awarding bodies of 

programmes delivered by the academic schools (HETAC/ LJMU/ University of Wales). 

Additional assessment processes/procedures are employed for programmes offered by the 

Professional School. Those regulations are available to students via the DBS student 

website. Printed copies are also available in the DBS libraries. 

 

Assessment can be defined as any process that appraises an individual's knowledge, 

understanding, abilities or skills.  Assessment can be diagnostic, formative or summative, 

formative assessment is supported by timely feedback to help improve performance. 

 

The assessment regulations govern written and oral examinations, coursework assignments, 

project-work, theses, dissertations, viva voce, and such other forms of assessment of 

student performance as may have been approved or prescribed in any programme or course 

of study. Assessment procedures are based on clearly expressed intended learning 

outcomes. 

 

The broad objective of the learner assessment process in DBS is to establish the extent to 

which each student has achieved the intended learning outcomes of the modules they have 

undertaken and of their overall programme. In assessing achievement of programme 

learning outcomes, examiners focus on the range of assessable qualities developed by the 

National Qualifications Authority of Ireland (NQAI): 

 

 Knowledge 

 Know-how 

 Skill 

 Competence 

 

7.2 ASSESSMENT POLICY 

 

DBS is committed to ensuring that 

 

 Learners have the opportunity to demonstrate their learning achievement 

 Assessment opportunities support standards based on learning outcomes 

 Assessment opportunities promotes and supports effective learning and teaching 

 Assessment procedures are credible, i.e. fair, consistent, valid and reliable. 

 Assessment methods are monitored and reviewed as necessary to adapt to evolving 

requirements 
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 Assessment requirements are explicit and accessible to learners at the commencement 

of the programme. 

 

7.3 ASSESSMENT OBJECTIVES  

 

DBS has endorsed and implemented the following underpinning principles for the 

assessment process: 

 

(i) Assessment is an integral part of the course design process, and is constructively 

aligned with the programme/module intended learning outcomes. 

 

(ii)  There are clear and consistent assessment criteria prepared by the examiner and these 

are provided to the learner at the time of assignment. 

 

(iii)  Assessment is transparent. 

 

(iv) Assessment is valid, reliable and free from bias. 

 

(v) The assessment framework facilitates student learning, and informs and supports 

student progression, particularly in the early stages of programmes. 

 

(vi) Students are provided with feedback on assessment that is timely and promotes 

learning and facilitates improvement. 

 

(vii)  The management of assessment is efficient, especially regarding the amount and 

timing of assessment, staff and student workloads; and to allow time for student 

reflection. 

 

(viii)  Standards at examinations offered by the College are maintained, and appropriate 

standards with regard to the award, are applied. 

 

(ix) The staff development policy and strategy supports the Collegeôs policy to ensure 

that all staff involved in the assessment of students are competent to undertake their 

responsibilities. 

 

(x) There is achievement and maintenance of comparable standards across programmes, 

institutions and national boundaries. 

 

Best practice and developments in assessment are also included as topics for staff 

development workshops to support a quality assessment process. 

 

The range of knowledge, skills and competences assessed can vary across modules and 

programmes, in accordance with the levels of the National Framework of Qualifications, 

and vary also with the type of the assessment method deployed. 
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7.3.1 ROLE OF INTERNAL EXAMINERS  

Members of DBS staff allocated responsibility for assessing students shall be deemed to be 

Internal Examiners. The role of Internal Examiner is to: 

 

 prepare assessments in line with the approved module proforma 

 

 submit examination papers and marking schemes to the Examinations Officer where 

they are forwarded to the External Examiner(s) 

 

 take account of suggestions, deletions, additions or amendments proposed by the 

External Examiner(s) 

 

 mark the assessments, and arrange for internal moderation 

 

 submit marks to the Examinations Office via the data management system, (Prestige, 

Querquis or CampusVue as appropriate).  

 

 return scripts and any associated forms to the Exams Office 

 

 receive feedback from the External Examiner(s) and to agree the grades/marks 

proposed to be awarded to each candidate (prior to the meeting of the Board of 

Examiners) 

 

 attend meetings of the Examination Board, to verify marks and contribute to the 

deliberation of grades and awards. 

 

7.3.2 ROLE OF THE INTERNAL MODERATOR  

 

An Internal Moderator is appointed, for each module, by the relevant Head of Department 

or School. The primary role of an Internal Moderator is to report on the assessment process 

and to comment on whether the academic standards are appropriate to the award(s) for 

which they have responsibility. Therefore the internal moderation process can be defined 

as: 

 

'a process undertaken within DBS in which assessment practices and decisions are 

regularly sampled and evaluated, and findings are acted upon to ensure consistency and 

fairness'. 

 

Therefore Internal Moderation involves two processes: verification and standardisation. 

 

The role of the Internal Moderator is to ensure that 

 

a) Assessment is appropriate, consistent, fair, transparent and does not unintentionally 

discriminate against any candidate. 

b) Lecturers receive ongoing advice and support, for example, on designing assessment 

activities 

c) Current Programme Specification/Programme Schedule is being utilised/applied 
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d) Students are clear about assessment requirements and are given opportunities to achieve 

against the assessment criteria 

e) Students are facilitated to present their work in a manner that supports the moderation 

process 

f) Evidence of student achievement is mapped to the assessment criteria 

g) Resulting award of credit is valid, reliable and consistent 

h) All relevant and appropriate assessment material is available for inspection by the 

External Examiners. 

 

7.3.3 ROLE OF THE EXTERNAL EXAMINER  

 

External Examiners are appointed to a particular programme, subject or module. Their role 

is to provide independent quality assurance for the assessment process. Their function is to 

ensure that standards appropriate to the award level are maintained and that standards at 

DBS are consistent with national standards and comparable to other institutions. See 

section 7.9 for the procedures and guidelines for the appointment and specific duties of 

External Examiners. 

 

7.4 CONTINUOUS ASSESSMENT 

 

The majority of academic programmes offered by DBS feature some element of continuous 

assessment (CA). Continuous assessment is used to provide insight into the studentsô 

knowledge, skills and competences in areas that are not normally assessed in written 

examinations, for example:  

 

 Primary and secondary research 

 Literature review  

 Essay and report preparation skills  

 Practical project work 

 Time management  

 Group/team work and interpersonal skills 

 Oral presentation skills  

 

Continuous assessment can provide formative as well as summative assessment to support 

learning as it is an opportunity to provide feedback to students on their understanding of the 

module material and their effectiveness of demonstrating that understanding.  

 

The weighting of elements of continuous assessment varies in accordance with the 

allocation determined by the programme development team at the time of module design, 

rationalised at the time of programme development.  Examiners are required to ensure that 

they are fully aware of the weightings attached to the continuous assessment elements in 

each module or subject they deliver. The definitive source is the current approved 

programme specification and/or module proforma. The module proforma also provides the 

necessary information on the nature/type of continuous assessment to be used. Examiners 

must adhere to the proforma requirements in terms both of CA weightings and types of CA 

to be used.  
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There are many possible formats for continuous assessment and, provided they remain 

consistent with the requirements of the approved module proforma, Examiners are 

encouraged to think flexibly when deciding what format to use. Some possible formats are 

as follows:  

 

 an essay in response to an exam-type question  

 an essay in response to a question or statement not normally seen in examinations  

 a critical review of a text (e.g. a newspaper article or book) or a case study 

 a summary of a text (e.g. a book chapter)  

 an in-class examination, similar in scope to an end-of-stage examination  

 an in-class Short-Answer Question (SAQ) examination  

 an in-class Multiple-Choice Question (MCQ) examination  

 an oral presentation based on a prescribed topic 

 literature review 

 a group-oriented task, requiring the production of a document or oral presentation by a 

small group of students  

 the completion of a short work-package relevant to the academic discipline (e.g. the 

writing of a computer program, the designing of a website, etc.)  

 

When selecting and developing the type of continuous assessment to use, Examiners are 

required to match the intended learning outcomes of the assignment to the programme level 

and stage, i.e. the task set for students should enable them to demonstrate the achievement 

of learning outcomes at the appropriate academic level - e.g. the outcomes demonstrated by 

a postgraduate degree student would be considerably higher than that expected of a first 

year certificate student.  

 

All items of continuous assessment drafted by each Examiner are reviewed by the Internal 

Moderator to ensure they are appropriate to the programme level and that they relate to 

identifiable learning outcomes of the relevant module. The Internal Moderator must also be 

satisfied that the student workload involved is commensurate with the assessment 

weighting, and is not excessive at any particular time within the academic year (through 

reference to the assessment schedule for the programme). 

 

7.4.1 IMPLEMENTATION OF THE CONTINUOUS ASSESSMENT PROCESS  

1. For each element of continuous assessment, each student must be given a clear and 

unambiguous written specification. This specification must clearly state: 

 

 The module name, code and contact details of assessor 

 The nature of the coursework in detail 

 The specific deliverable(s) required from students, including format required (e.g. 

type written) and word-count, if specified 

 Penalty accruing for not adhering to the required format or for not meeting, or 

exceeding the word-count (+/- 10%)   

 The percentage of marks allocated for that assignment and for each component 

deliverable, where there is more than one 
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 The dates on which the assignment brief is given to students 

 The required submission date for each deliverable element 

 The date feedback and assignment results will be available 

 The DBS Policy on Plagiarism (or a relevant link to facilitate students familiarising 

themselves with the contents of the policy). 

 

To ensure consistency, each piece of coursework given to students must be fronted by 

the standard DBS Assignment Cover Sheet (F7.1). 

 

2. Students are required to submit their continuous assessment material to the appropriate 

DBS reception desk, with the exception of students participating on EBS programmes 

where assignments are submitted via class collection. 

 

3. Students must complete and attach a signed DBS Assignment Submission Form (F7.2) 

to their submitted CA. 

 

4. The receiving member of reception staff stamps the completed and labelled DBS 

Assignment Submission Form to confirm (date of) receipt of assessment material. The 

yellow sheet of this Form returned to the student; the pink form is retained with the 

assessment material and provided to the Examiner and the white front sheet is sent from 

reception to the Registrarôs Office where it is retained for access in the instance of any 

disagreement on submission status (between the student and examiner). 

 

5. In extreme circumstances, if no DBS Assignment Submission Form is attached or if the 

document is not signed by the student ï reception may refuse to take the form unless 

special dispensation is received from the Examinations Officer/Registrar. In this 

instance the Examinations Officer/Registrar signs the Assignment Submission Form 

and places a note on the students file indicating the occurrence. 

 

6. Assignments are required to be collected and marked by the relevant examiner within a 

period of not more than four-weeks from the submission deadline (Some larger may 

require a longer time, by agreement with Head of School). Marks awarded by the 

Examiner are subject to approval by the Internal Moderator, who reviews a sample of 

student scripts for the purpose of assessing the marking standards applied by the 

Examiner. Any issues noted are referred back to the Examiner for action. 

 

7. Where alleged academic impropriety may have occurred, the Examiner is required to 

mark the assignment as normal, the Examiner should then send the marked assignment, 

with a copy of the Academic Impropriety Form F8.2 to the Registrarôs Office along 

with any supporting documentation, such as the original source of material. This should 

be done as soon as the Academic Impropriety is suspected, to allow for an Academic 

Impropriety Hearing in advance of the examinations and/or Examination Boards. (Refer 

to Section 8.5) 

 

8. Following the marking and moderation processes, provisional results are communicated 

to students by posting them on the appropriate notice board, in a manner which satisfies 
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the requirements of the Data Protection Acts of 1988
8
 and 2003

9
 ï usually provided by 

student number only. These results, clearly marked as provisional, as they are still 

subject to ratification by the relevant examination board, are communicated to students 

in a timely fashion to facilitate students having a clear understanding of their progress 

in the module. 

 

9. A student may apply for an extension of the time allocated for the completion of an 

assignment where there are personal mitigating circumstances that impact on the 

studentôs ability to complete the assignment by the date originally specified. An 

application for an assessment deadline extension must be made in writing to the 

Programme Leader using the Request for Assessment Extension Form, (F7.3). The 

application must be made before the original submission date for the assignment and 

must be accompanied by written evidence of the circumstances giving rise to the 

application. The granting of an extension is solely at the discretion of the Programme 

Leader. Where an extension is granted, a new submission date is specified, and must be 

adhered to. The assignment must then be submitted not later than the extended date, 

accompanied by the original assignment extension form which was signed by the 

Programme Leader (the student should retain a copy of this Request for Assessment 

Extension Form). 

 

10. Assignments submitted after the latest deadline (date and time) specified, including any 

extension, are deemed to be ólateô and are penalised, as follows: 

 

- Where the assignment is submitted not more than five working days after the latest 

specified date, the mark awarded to the assignment is reduced by 25% (EBS 

applies this policy as a 5% per day penalty) 

- Where the assignment is submitted more than five working days after the latest 

specified date, it is awarded a mark of zero 

- Where the assessment is undertaken in a group, the piece of work should be 

submitted in its complete entirety, and any penalty for late submission incurred 

applies to all group members.  

 

11. Where two or more students present a joint assignment, then each student in the group 

is required to retain a copy of the entire assignment. Unless otherwise specified, the 

assignment is awarded a single mark or grade, applicable equally to every member of 

the group.  

 

12. The examiner is responsible for the safe-handling, storage and security of assignment 

scripts. Examiners are required to take appropriate precautions to ensure that scripts 

should not be unnecessarily exposed to risk of access, loss, theft or destruction; for 

example, scripts should never be left unattended in a public area or in a vehicle. 

 

13. To provide formative feedback to students, the marked assignments should be made 

available to students, during a lecture or tutorial session, to allow them to review the 

marks awarded together with the comments of the examiner. This session is useful for 

                                                 
8 Data Protection Act, 1988 (No. 25/1988) 

9 Data Protection (Amendment) Act 2003 (Number 6 of 2003) 
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students to better understand the academic requirements in question, to improve their 

subsequent performance, and to make them aware of any shortcomings so they 

understand why they received the grade they received.  It is good practise to include a 

section on how the grade could have been approved.  The Examiner must ensure that all 

scripts are retrieved from the students at the end of the feedback session as they need to 

be retained for review by the external examiner (and the external moderator as 

appropriate). 

 

In EBS, it is policy to allow students to keep their midterm examination scripts, 

complete with comments and grade information following a feedback session in class 

before/after the relevant results are released. It is considered that the use of this script 

and the enclosed marked answers, to prepare for the final examinations for these 

students is invaluable. 

 

7.5 EXAMINATION STANDARD Sô REVIEW/MODERATION 

 

All draft examination papers must be in the standard DBS house style and must be 

consistent with previous examination papers in the same subject/module in terms of: 

 

- the general standard of the paper 

- the number of sections/questions included 

- the number of questions to be attempted 

- the marks allocated to each question. 

 

Any proposal to deviate from precedent in any of the above aspects must be approved by 

the Head of Department. 

 

For each examination paper drafted by an Examiner, a suitable marking scheme must be 

prepared and attached to the draft paper. The marking scheme must be sufficiently detailed 

to allow the Internal Moderator and External Examiner to see clearly 

 

a) The nature of the answer required to each question, or each part of a question 

b) The number or percentage of marks allocated to each part of the required answer. 

 

 

Approval of all DBS examination papers and marking schemes in the academic 

schools is as follows: 

 

(i) The examination paper is drafted by the Examiner(s). Where there is more than one 

lecturer contributing to a paper a module leader is appointed by the Head of 

Department to coordinate the collation of the paper. 

 

(ii)  The paper is then reviewed by the designated Internal Moderator.  The Internal 

Moderator should establish that the paper is set at the appropriate level, is suitable 

in terms of content and presentation and typographical or grammatical errors are 

identified and eliminated. Any changes, considered desirable by the Internal 

Moderator, are discussed with the Examiner.  When the paper and marking scheme 
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are approved, the Internal Moderator completes and signs the Internal Moderation 

Form (F7.4). 

 

(iii)  The Examiner then forwards, the approved draft of the examination paper, the 

marking scheme and the Internal Moderation Form, to the appropriate Examinations 

Officer, where their receipt is formally recorded. 

 

(iv) The Examinations Office forwards the examination material to the designated 

External Examiner(s) for review and approval. 

 

(v) Any issues raised or changes proposed by the External Examiner are returned to the 

Examinations Office and from there are communicated back to the Examiner. The 

views of the External Examiners are seriously considered and the paper and/or 

marking scheme is amended if/as necessary. 

 

(vi) The final draft of the paper and marking scheme is stored in the Examination 

Office. 

 

Approval of ICM /DBS examination papers and marking schemes within the 

Professional School is as follows 

 

(i) Papers are drafted by the Examiner(s). 

 

(ii)  The paper is then reviewed by the designated Internal Moderator. The Internal 

Moderator should establish that the paper is set at the appropriate level, is suitable 

in terms of content and presentation and typographical or grammatical errors are 

identified and eliminated. Any changes, considered desirable by the Internal 

Moderator, are discussed with the Examiner.  When the paper and marking scheme 

are approved, the Internal Moderator completes and signs the Internal Moderation 

Form (F7.4). 

 

(iii)  Once formally approval by the Internal Moderator, the paper and marking scheme 

are forwarded by the Examiner, to the Professional School Examinations Office, 

where their receipt is formally recorded. 

 

(iv) The final draft of the paper and marking scheme is stored in the Professional School 

Examinations Office. 

 

7.6 CONDUCT OF THE WRITT EN EXAMINATIONSô PROCESS 

 

It is the responsibility of the Examiner to ensure that the paper, given to students at their 

examination, is appropriate and correct. The paper must be checked and signed-off before it 

is sent for bulk copying - usually a minimum of fourteen days before the date of the 

examination. 

 

The Examiner, or a substitute communicated to and approved by the Head of Department, 

is required to be present at the examination centre for the first 15 minutes to verify that the 
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correct paper has been used, and to provide any necessary clarification to students on 

examination requirements or specific questions. The Examiner is required to remain 

contactable for the duration of the examination. 

 

The Chief Invigilator is responsible for the supervision of students during examinations. 

Where a student is suspected to be acting improperly during an examination, the facts are 

recorded by the Invigilator and the student is permitted to finish the examination. Any 

unauthorised materials discovered by Invigilators are confiscated and retained as evidence 

of alleged academic impropriety.  The Chief Invigilator is required to complete a Chief 

Invigilators Report (F7.5) on the conduct of the examination. The reports are held by the 

examinations office, for inspection by an Examination Board, or for an appeals process etc. 

 

Where alleged academic impropriety has occurred, the Examiner in such cases is required 

to mark the script as normal. The Examiner may subsequently be asked to re-examine the 

script for evidence of engagement in impropriety. 

 

The Examiner is required to collect the scripts and other relevant material, from the 

Examinations Office, including: 

 

- The examination scripts 

- a copy of the examination paper  

- a copy of the approved marking scheme 

- a copy of the exam attendance register 

- a set of printed component marks sheets, divided between full and part-time students 

- additional results sheet for any student(s) who may have been inadvertently omitted 

from the printed component marks sheets 

- a óReturned Examinations Check-listô (F7.6) to ensure the Examiner has completed all 

required tasks  

- forms for the Examinerôs Report and Internal Moderatorôs Report. 

 

The Examiner is then responsible for the safe handling and storage of the scripts. It is 

emphasised to all Examiners that scripts should not be unnecessarily exposed to risk of 

access, loss theft, or destruction ï for example scripts should never be left unattended in a 

public area, or vehicle. Marked scripts, together with the associated documents, must be 

returned to the Examination office on or before the published deadline. 

 

7.7 SCRIPT MARKING  

 

When marking papers the Examiner awards marks in accordance with the approved 

marking scheme which was provided at the paper preparation stage. The Examiner is 

required to clearly record the marks awarded for each part of a question on the script (e.g. 

5/8) in the column provided on the right-hand side of the script for this purpose. 

 

The total mark for each question should be clearly recorded by the examiner as follows: 

 

 on the script on the right-hand side column, at the end of the question 

 on the front page of the script and 
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 on the marksô sheet. 

 

The total examination mark and the overall percentage mark (if different) should be clearly 

recorded on the front page of the script and on the marks sheet. 

 

Marks awarded for a module or subject should not contain fractions or decimal places. 

Marks should be rounded up or down as necessary. The overall percentage mark should not 

be within 1% of a threshold, i.e. not 39%, 69% (or 34% if relevant). 

 

The standards applied in the grading of assessment work must take into account the normal 

variation. Variation in standard is expected in relation to: 

- The type of programme of study e.g. postgraduate, degree, higher certificate 

- The level within the programme being assessed e.g. Level 1, 2 or 3. 

 

The Examiner should investigate any ógapsô in the completed marks sheets by checking 

that all students who have signed the examination attendance register have a script 

available for correction. If a candidate signed the examination attendance sheet, but there 

appears to be no script available this must be investigated. If the script is found by the 

Examiner, the marks for that candidate are written onto a separate marks sheet provided for 

this purpose. If the script is not found, the Examiner should report the matter at once to the 

Examination Office to initiate a full investigation and possible corrective action, if 

appropriate. 

 

Once all scripts for a module have been marked, the Examiner is required to complete an 

Examinerôs Report (F7.7). This involves completing a statistical breakdown, based on 

analysis of the marks sheets, by student group and overall. Additionally the Examiner is 

required to comment on each question and on overall performance and make any 

recommendations for action that are considered necessary. 

 

The Examiner must pass all the examination material for review to the designated Internal 

Moderator by the appointed deadline. The Internal Moderator reviews: 

 

 the Examinerôs Report 

 overall student performance as indicated in the statistical breakdown of marks 

 the examination scripts to confirm appropriateness of first marking. 

 

Following reflection on the assessment material, the Internal Moderator completes a formal 

Internal Moderatorôs Report (F7.8) in which he/she may recommend: 

 

 full adoption of the Examinerôs marks and report 

 adjustment of marks for individual scripts 

 a global adjustment of marks. 

 

Any such adjustments should be discussed and agreed with the Examiner. Differences of 

opinion should be resolved by the Head of Department. 
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The Internal Moderator returns the examination material to the Examinations Office for 

retention in archive in accordance with the Collegeôs Record Management Policy. 

 

Where it is agreed between the Examinations Office and the External Examiner that a 

selection of scripts only is to be made available, the principles for such selection must be 

agreed in advance. The guiding principle for selection is that the External Examiner must 

have sufficient evidence to determine that internal marking and classifications are of an 

appropriate standard and that they are consistent. 

 

Where External Examiners see only a selection of scripts, this should include samples from 

the top, middle and bottom of the range and have enough evidence to determine that 

internal marking, moderation and classifications are of an appropriate standard and are 

consistent. External Examiners should normally also have available to them all the scripts 

of borderline candidates and should see all scripts assessed internally as first-class or as 

failing and those of candidates for whom personal mitigating circumstances exist 

 

In the instance where there is continuous assessment material for consideration by the 

External Examiners, these are also provided to the Examinations Office with the Scripts for 

inclusion in the External Examinerôs pack. 

 

The Examination Office personnel forward the internally moderated sample of scripts to 

the External Examiner, together with the following documents: 

 

 The Examinerôs Report 

 The Internal Moderatorôs Report 

 Student Results Sheets for both examination and continuous assessment* 

 Student Overall Results Sheets (CA and Examination combined) 

 Student Attendance Sheet for the relevant examination 

 Examination Paper and Marking Scheme 

 External Examiner Module Report Form for completion (F7.9) 

(*The External Examiner is also provided with access to coursework scripts.) 

 

When the External Examiner has returned the completed External Examiner Module 

Report Form, the Examination Office provides a copy to the Head of Department who 

discusses the report with the Examiner. Any recommendations made by the External 

Examiner are normally accepted and implemented. Where there is an issue with any such 

recommendation, the Examiner and the Head of Department discuss the matter with the 

External Examiner and a resolution is reached through consensus. 

 

The Examiner is responsible for the correctness of marks entered to the computerised 

student records system. The marks are input as soon as the first marking has been 

completed. Once marks have been entered on the system, the Examiner submits a print-out 

from Prestige/CampusVue, along with the handwritten marks, to the Examinations Office. 

The Internal Moderator reviews the marks, as input, against the marks sheets to ensure that 

they are entered correctly on to the system. If there is any disagreement with entered marks, 

the Examiner and Internal Moderator discuss to resolve and clarify the mark.  
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Marks may be adjusted, if necessary, subject to the agreement of all parties concerned. 

 

7.8 EXAMINATION BOARDS  

 

Examination Boards are responsible for the monitoring and moderation of the assessment 

process, for determining student progression and for recommending the conferment of the 

relevant awards of the validating bodies. These guidelines consolidate current regulations 

and examples of good practice relating to the conduct of Examination Boards. They set out 

practices by which Boards can safeguard the probity, consistency and hence the authority 

of their decisions.  

 

1. An Examination Board is associated with each stage of a taught higher 

certificate/degree/higher diploma/masters programme. 

 

2. Academic staff members who are Internal Examiners and teach and examine on a 

relevant module, the marks of which are before a Board, are ex officio members of 

the corresponding Board. 

 

3. External Examiners, as approved by the Academic Board, are members of 

Examination Boards. 

 

4. An Examination Board makes recommendations to the Academic Board for the 

ratification of the results for each level of a higher certificate, degree (ordinary and 

honours), higher/postgraduate diploma and masters degree programmes, including 

the final award. 

 

7.8.1 COMPOSITION OF EXAMINATION BOARDS 

An Examination Board shall be established by the Examinations Office for each 

programme for which DBS has responsibility for the examination of students. The 

composition of the Examination Board shall be in accordance with the requirements of the 

validating body and DBS procedures. Current regulations of validating bodies shall be used 

in conjunction with these procedures where appropriate.  

 

The number and composition of individual Examination Boards varies depending on the 

nature of the academic programme.  The generic ex officio composition for an Examination 

Board for taught academic programmes is 

 

 Registrar/nominee 

 Head of School/nominee 

 Head of Department/nominee 

 External examiners relevant to the Department/programmes, as approved by 

Academic Board 

 Internal examiners contributing marks to the Board 

 Placement Co-ordinators 

 Secretary to the Board. 
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The number and remit of Examination Boards is overseen by Academic Board. 

 

The Chair and Secretary of each Board is appointed by the Registrar. 

 

The quorum for a Board normally consists of the Chair, the Head of School/Department (if 

different), the Secretary, at least one External Examiner and a sufficient number of Internal 

Examiners to competently deliberate on the assessment, (i.e. 50% of Internal Examiners as 

agreed by the Chair), all of whom must sign the presented Result Sheets, which is 

generated by the Examinations Office. 

 

No student may be a member of a Board or attend any other Examiners' meeting, other than 

as a candidate for assessment (in the case of a viva), except where a member of academic 

staff or approved External Examiner is registered as a student on another course within the 

College. In that instance he/she is not be disqualified from membership.  

 

The Chair is charged with the responsibility of ensuring that at least one member of 

academic staff representing every module on the programme is present at an Examination 

Board, such that the interests of all students are properly addressed. At meetings to 

determine student progression on the course only, (e.g. following referred examinations) at 

least one External Examiner is normally present. At meetings to determine or recommend 

academic awards, all External Examiners appointed to have that responsibility are normally 

present.) 

 

Examiners are required to attend 

 

 any internal review meeting convened for the purpose of internal review of 

examination activity to check paperwork 

 the relevant Examination Board at which the results of candidates are formally 

decided. 

 

Examiners may be required to defend their marking and are expected to be prepared 

accordingly. 

 

Each Examination Board shall meet at times throughout the year when needed to fulfil its 

duties under the scheme of assessment defined in the definitive course documents e.g. 

Spring, Summer, Autumn. One of the meetings should be held in conjunction with the 

annual visit of the External Examiner(s). 

 

7.8.2. KNOWLEDGE OF COURSE REGULATIONS  

In order to contribute to the Examination Board's decisions, all members of the Board must 

have a thorough understanding of the assessment regulations.  

 

1. The Examination Office will  circulate copies of the current course assessment 

regulations to all members of the Board. Members of the Board should be made 

aware of any changes to the regulations, in advance of the Board, a current set of 

regulations should be maintained on the shared (S:/) drive.  
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2. Academic staff members of the Board should be encouraged to raise any questions 

concerning course assessment regulations at course board meetings. 

3. Where necessary, the Chair of the Examination Board should give a short verbal 

overview of the key regulations at the start of each Board meeting.  

 

7.8.3 PREPARATION FOR THE BOARD  

Examination Boards can conduct their business effectively if all the necessary information 

is clearly presented. The following procedures should therefore be observed:  

 

1. Marks should be presented to the Board using the HETAC Broad Sheets, 

Examination Board Transcripts from Prestige for LJMU programmes, or Excel 

Spreadsheets for those students who have been registered on Quercus. 

 

2. In exceptional circumstances, it may be deemed necessary to make global changes 

to marks. Although not part of the guidelines or regulations, this may only be done 

in consultation with the Registrar and with the specific approval of External 

Examiners (when they are involved at that level of the course) and of the 

Examination Board. In such circumstances it is necessary to present both the raw 

and ónormalisedô marks to the Examination Board. 

 

3. Claims of failure due to personal mitigating circumstances (PMCs) should normally 

only be considered if the procedures for dealing with PMCs have been applied. 

 

4. An Internal Review Meeting should be held in advance of the Examination Board. 

This meeting is held to test the veracity of data to be presented to the Examination 

Board, to identify possible problems or gaps in the available information, and to 

identify required supplementary informaiton e.g. PMC supporting documentation, 

to facilitate the efficient running of the planned Examination Board. 

 

This meeting is scheduled and coordinated by the School, and chaired by the Head 

of School/Department/nominee. The pre-meeting involves all internal examiners. Its 

aim is to: 

 

 ensure that the marks to be presented to the Examination Board are complete 

and correct 

 formulate recommendations to the Examination Board, identifying particular 

areas where the advice of externals is needed  

 identify any further information needed by the Examination Board e.g. 

evidence of PMCs, or reports of Academic Impropriety, including invigilators 

reports. 

 collate reports of supervised work experience (where appropriate). 

 

The Internal Review Meeting cannot compel an assessor to review their assessment 

findings or replace the recommendation of an individual assessor with that of its 

own. 
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Minutes are recorded at the meeing but are not presented to the Examination Board. 

The results of the meeting ensures complete and accurate information for 

presentation to the Examination Board. 

 

7.8.4 CONDUCT OF EXAMINATION BOARDS 

1. The responsibility of an Examination Board is to review the marks presented to the 

Board and make recommendations as to the overall result for each candidate. 

2. The proceedings and deliberations of the Examination Boards are strictly 

confidential. 

3. The External Examiners are appointed in accordance with section 7.9. 

4. The Examinations Officer, following consultation with the Registrar and liaison 

with the School Executive Board, advises the Board members and appropriate 

accreditation agencies of the preferred dates for Examination Board meetings. 

5. The Examination Office staff make all of the arrangements for the accommodation 

of the Board with Facilities. 

6. The Examination Board should agree the marks for each module for each student, 

including the breakdown of examination and continuous assessment, and have due 

regard to award classifications in considering the overall result for a student. 

In discharging this responsibility the Examination Board may exercise discretion in 

marginal cases by minor modification of marks.  

7. Individual student marks should not normally be changed without consulting the 

Examiner(s) who awarded the original mark. It follows that the Board does not 

normally change a mark without the relevant Internal Examiner being present. 

However, if a relevant Internal Examiner's other obligations prevent him/her from 

attending the Board, he/she may be consulted in advance about the potential for 

moderating the mark. Pre-meetings are a useful vehicle for such consultation.  

8. Changes to marks by an Examination Board otherwise should only be permitted if: 

(a) a clerical or administrative error in transmission of marks has occurred 

(b) a late change to a mark is recommended by an External Examiner.   

In both instances the change should be submitted with explanation in writing to the 

Examination Board. The resulting adjustment of marks should be made before the 

results are otherwise considered by the Board.  

9. To confirm the result/award being made by the Examination Board, the Chair reads 

out the decision that the Board has adopted immediately after and in respect of each 

individual case. The Secretary may also be required to read back to the Board the 

recorded decision. 

10. A hard copy of the agreed mark sheets is signed by the Chair of the Examination 

Board, the Head of School/Department, the Internal Examiner(s) and, when present, 

by the External Examiner(s). 

11. Where, in special circumstances, an Examination Board recommends a change in 

marks outside its normal discretion the original marks should stand pending a 

decision of Academic Board. The same should apply where any Examiner present 

dissents from a recommendation. 
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12. Where the Examination Board is unable to reach a consensus regarding an 

individuals, mark, progression or award, the Chair of the Board, with the agreement 

of the External Examiners, may wish to decide the result by majority vote.  If any 

member of the Board wishes to dissent from the decision of the Board, it should be 

recorded in the minutes.    

13. The minutes of the Examination Board Meeting should be concise. Discussion 

relating to the individual students should be recorded only in óborderlineô cases, 

PMCs should be recorded for future reference, and then in a summary form. There 

should be no recording of any discussion relating to individuals clearly passing, 

failing or being referred. The results list should be regarded as the primary record of 

the meeting. Any general comments made by the External Examiner(s) about the 

examinations should be recorded, but the External Examiner's written report should 

be regarded as the definitive document. 

14. In order to ensure that the recorded decisions of the Board are unambiguous, the 

minutes should follow the terminology conventions set out by the relevant awarding 

body. 

15. An attendance sheet is provided by the Examinations Office to record 

attendances/apologies at an Examination Board Meeting. 

 

7.8.5 ACTION FOLLOWING THE EXAMINATION BOARD  

1. In addition to maintaining formal records, consisting of minutes of Examination 

Boards and the results lists, the Examinations Office arranges for the final agreed 

marks to be entered onto the student database. These final marks or grades are 

available to the individual student, as a transcript and on request under the Data 

Protection Acts. The marks in individual papers or sections are not be released to a 

third party except, on the written request of a student (e.g. applying for exemption 

from further professional examinations or seeking to enter another educational 

establishment). 

 

2. The Examinations Office produces a results list (pass, fail, refer, etc). This result list 

is signed by the Chair of the Examination Board and at least one External 

Examiner. This results list is posted on a specified date, which is decided and 

notified by the Registrarôs Office, but is still subject to the ratification by the 

Academic Board. 

 

3. The Examinations Officer files the original results list, signed by the Chair, as the 

official record in the Examinations Office archive in accordance with the Collegeôs 

Record Management Policy.  

 

4. The result lists are published by the Examinations Officer. The posting of the 

results list is seen as notification to the student of his/her result.  

 

5. Transcripts of individual studentsô results are sent by post on the same or following 

day as the results list is posted in DBS. 
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6. The full name of the student being given an award by the Examination Board shall 

appear on the award parchment. If a student subsequently changes his/her name, it 

is not possible for the parchment to be reissued in the new name.  

 

7. As soon as possible after the meeting of the Examination Board, the Examinations 

Office produces minutes of the meeting that, following review and agreement by 

the Chair of the Examination Board, are circulated to all members of the 

Examination Board and the Registrar and the master is filed as the official record in 

the Examinations Office. These minutes are presented to the next meeting of the 

Examination Board for review and approval. 

 

8. After each examination session, a summary report is prepared and reviewed initially 

by the Examination Office. The summary report is distributed to Heads of 

School/Department and Programme Leaders for review by the Boards of Studies, 

and submitted to School Executive Board. The report includes a statistical analysis 

of student performance, including progression statistics for each programme. The 

report also includes a reflective commentary on any general teaching, learning or 

assessment issues that have surfaced at the Examination Boards (or through the 

External Examiner comments). 

 

9. On completion of the examination session, all examination material is returned to 

the Examinations Office for retention in archive in accordance with the Collegeôs 

Record Management Policy. 

 

7.8.6 EXAMINATION  BOARD PROCESS FOR ICM/DBS  DIPLOMA PROGRAMMES IN THE 

PROFESSIONAL SCHOOL  

1. The Examiner is required to collect the scripts and other relevant material, from the 

Professional School Examination Office including 

 

 The examination scripts 

 a copy of the examination paper  

 a copy of the approved marking scheme 

 a copy of the exam attendance register 

 a óReturned Examinations Check-listô(F7.6) to ensure the Examiner has completed 

all required tasks  

 forms for the Examinerôs Report and Internal Moderatorôs Report, 

 

2. The Examiner must pass all the examination material for review to the designated 

Internal Moderator by the appointed deadline. The Internal Moderator reviews: 

 

 The Examinerôs Report 

 Overall student performance as indicated in the statistical breakdown of marks 

 A sample of scripts to confirm appropriateness of first marking 

  

4. Following reflection on the assessment material, the Internal Moderator completes a 

formal Internal Moderatorôs Report (F7.8) in which he/she may recommend: 
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 Full adoption of the Examinerôs marks and report 

 Adjustment of marks for individual scripts 

 A global adjustment of marks 

 

Any such adjustments should be discussed and agreed with the Examiner. 

Differences of opinion should be resolved by the Head of Department.  The Internal 

Moderator returns the examination material to the Professional School 

Examinations Office. 

 

7.9 EXTERNAL EXAMINERS  

 

7.9.1 APPOINTMENT OF EXTERNAL EXAMINERS  

External Examiner reports are considered an indispensable element of peer judgement in 

monitoring the quality and standard of each course in DBS. The appointment and approval 

of external examiners varies with accreditation agency. 

 

External examiners for HETAC programmes are appointed by DBS under Section 23 of the 

Qualifications (Education and Training) Act, 1999. Proposals for HETAC External 

Examiners are nominated by the Head of Department and such nominations are endorsed 

by the relevant Head of School based on the criteria as indicated in section 7.9.2 below. 

The candidate is then formally invited to become an External Examiner for 

modules/subjects within their field of expertise. Details are provided of the relevant 

programmes, including dates for terms, semesters and academic years, and the customary 

timing of external examiner activities in the DBS context, as well as the terms and 

conditions of appointment. Upon receipt of acceptance from the candidate, a formal 

contract of appointment is issued and completed by the candidate, who also submits their 

Curriculum Vitae to DBS. The proposed External Examinerôs Curriculum Vitae is 

reviewed/approved by School Executive Board and ACPAD before it is forwarded to 

HETAC by the Registrar. The candidate is then provided with a copy of HETAC marks 

and standards document and each of the relevant module proformae. 

 

For programmes accredited by Liverpool John Mooreôs University (LJMU) or jointly by 

LJMU and HETAC the process is similar to that described above for HETAC, with the 

notable difference that the appointment of each External Examiner is subject to approval by 

the University. Candidate External Examiners are nominated by the relevant Head of 

Department and the nomination is endorsed by the head of the relevant school. The 

candidate is then formally invited to become an External Examiner for modules/subjects 

within their field of expertise. Details are provided of the relevant programmes, including 

dates for terms, semesters and academic years, and the customary timing of external 

examiner activities in the DBS context. 

 

The College will consult HETAC before submitting External Examiner nominations to the 

University for approval and appointment. A copy of the candidateôs CV and a nomination 

form is forwarded to LJMU for consideration. Once the appointment is ratified by LJMU, 

the university will confirm the appointment with HETAC, the candidate is notified 

accordingly and is provided with a copy of the examination regulations and a copy of each 
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of the relevant module proformae. Issue and completion of the formal contract of 

appointment is handled by LJMU. 

 

External Examiner appointments for programmes validated by the University of Wales are 

subject to approval by that University. A copy of the candidateôs CV and a nomination 

form is forwarded to the University of Wales for approval. Once the appointment is ratified 

by the University, the candidate is notified accordingly and is provided with a copy of the 

appropriate regulations and a copy of each of the relevant module proformae. Issue and 

completion of the formal contract of appointment is handled by The University of Wales. 

 

Conditions imposed by professional bodies, such as The Honorable Society of Kingôs Inns, 

must also be met where required. 

 

7.9.2 CRITERIA FOR THE APPOINTMENT OF AN EXTERNAL EXAMINER  

The following criteria are adopted by the Academic Board for consideration during the 

appointment of proposed external examiners. 

 

Each external examiner's academic/professional qualifications should be appropriate in 

level and subject for examining the programme(s). Both the level and the subject of the 

examiner's qualifications should generally be in a cognate discipline to what is to be 

examined in the programme. 

 

Each External Examiner's standing, expertise and experience should be such as to enable 

fulfilment of his/her responsibility in the maintenance of the academic standards of the 

programme(s) in the context of higher education both nationally and internationally.  

 

External Examiners should be drawn from academic life and, where appropriate, from 

business, industry and professional practice. Standing, expertise and breadth of experience 

may be indicated by: 

 

 the present (or last, if retired) post and place of work; 

 the range and scope of experience across higher education/professions; 

 the current and recent active involvement in research/scholarly/professional 

activities in a relevant field of study. 

 

There must be an appropriate balance and expertise in the team of External Examiners. The 

proposed External Examiner should complement the external examining team in terms of 

expertise and examining experience. Where possible a balance between academic and 

professional practitioners should be employed. 

 

Where possible, each External Examiner should have had significant recent examining 

experience as an Internal Examiner or comparable related experience to indicate 

competence in assessing students in the subject area. If the proposed examiner has no 

previous external examiner experience at the appropriate level, their nomination can be 

supported by either: 

 

 other external examining experience 
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 extensive internal examining experience 

 other relevant and recent experience likely to support the external examiner role.  

 

However, consideration is given in those exceptional situations where the pool of potential 

external examiners is especially limited. This is most likely where provision of the subject 

is particularly limited within the sector. Every effort is made to mentor proposed External 

Examiners without prior experience.  Where possible they would join an experienced team 

of External Examiners or, where there is only one Examiner, they should initially work 

alongside an experienced currently-appointed External, on a related programme. 

External Examiners should be drawn from a wide variety of institutional/professional 

contexts and traditions in order that the programme benefits from wide-ranging external 

scrutiny.  

 

There should not be current reciprocal external examining between departments (i.e. 

nominees should not normally be members of a department in an institution where a 

member of the nominating department is serving as an external examiner). External 

examiner nominations/appointments should be such as to ensure maximum objectivity in 

relation to the College. 

 

For any one programme, External Examiners should not be appointed consecutively from 

the same institution - the College should seek to draw nominations from a variety of 

institutions, and should avoid multiple nominations from the same institution within a 

single discipline. 

 

External Examiners should not be over-extended by their external examining duties. As a 

norm, an External Examiner should not hold more than two concurrent external examining 

appointments for taught programmes. This policy can only be waived in exceptional 

circumstances, with the approval of Academic Board, and with cognisance of the awarding 

bodyôs policies in this regard. 

 

Former members of College staff should not be invited to become External Examiners 

before a lapse of at least three years. 

 

Those registered for an award of the College or the awarding body are ineligible for 

appointment as External Examiners in any part of the College. 

 

It is the responsibility of the External Examiner to declare an interest if placed in a position 

of making a judgement about any student with whom there has been direct contact e.g.: 

 

 as a sponsor, relative or friend 

 as a close professional colleague 

 having been involved with the supervision of the student on placement or 

professional training. 

 

The College takes due cognisance of the desirability of gender balance when nominating 

teams of External Examiners. 
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The Registrar and/or appropriate Head of School are responsible for resolving conflicts of 

interest in the appointment of an External Examiner. 

 

7.9.3 COMMUNICATION WITH EXTERNAL EXAMINERS  

Communication with External Examiners takes place in a number of contexts throughout 

each academic year. The principal points of contact with the External Examiners through 

the year are: 

 

1. External moderation of examination papers and marking schemes, at the examination 

paper preparation stage (the material is supplied to the External Examiner by the 

Examinations Office) 

 

2. Review of coursework and examination scripts, marks and examiners reports (the 

material is supplied to the External Examiner by the Examinations Office) 

 

3. Attendance and participation in Examination Boards (the invitation to attend is 

conveyed to the External Examiner from the Examinations Office) 

 

4. Input to programme design, development and review (on request by the Programme 

Leader/Head of Department) 

 

5. End-of year report (through the generation and submission of the report by the External 

Examiner) 

 

6. Membership of the Joint Board of Studies for programmes validated by the University 

of Wales, jointly or otherwise, (Invitation extended by the Examinations Office). 

 

 

Briefing sessions for External Examiners are held annually. These sessions cover the 

relevant procedures and documentation and seek to ensure that there is common 

understanding of requirements and responsibilities between DBS and the External 

Examiners. 

 

In addition to their role as external moderators of module assessments, External Examiners 

are seen a most valuable resource in the context of academic development of the College. It 

is DBS policy and practice to invite External Examiners to provide input to the design and 

development of new programmes as well as the periodic review of existing programmes.  

 

7.9.4 EXTERNAL EXAMINERôS REPORT 

The end of year report by each External Examiner is an important document in the broad 

context of academic quality management. Each External Examiner is asked to comment on 

a number of academic matters including: 

 

 Academic standards 

 Assessment processes and documentation 

 Effectiveness of approaches to teaching and learning 

 Operation of assessment boards 
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 Distinctive strengths and innovative features 

 Institutional issues. 

 

A copy of the standard External Examinerôs Report Form (F7.9) is available on the S:\ 

drive. 

 

The External Examiner reports are reviewed by the relevant Head of Department in 

conjunction with the relevant Examiners. Any issues raised by the External Examiner are 

carefully considered and, where appropriate, actioned. Any cross-departmental issues are 

progressed through the Head of School and a summary of issues raised and good practice 

commended is presented at the appropriate Board of Studies and where appropriate, the 

School Executive Board. 

 

A formal response to each External Examinerôs report is prepared by the Head of 

Department and approved by the Head of School, within two weeks of receipt of the final 

report. The response is sent to the Examination Office for forwarding to the External 

Examiner.  

 

It is the responsibility of the Registrar to ensure that all External Examiner reports are 

received and duly responded to. Issues highlighted and appropriate actions are detailed in 

the relevant Board of Studies and Annual Reports/Annual College and Course Review 

(ACCRs) documents. This information also feeds into the programme development and 

review process. 

 

7.10 PROGRESSION AND CLASSIFICATION OF  AWARD S 

Transition Arrangements: 

 

The specific rules for progression and award class calculations apply to new students 

starting their programmes in 2009, pending approval.  Continuing students will continue 

under the regulations appropriate to their programmes.  These are on the S:Drive / 

Registrarôs Office 

 

7.10.1 UNDERGRADUATE PROGRAMMES  

 

Progression 

A pass in a module is a positive statement of achievement, and a demonstration that the 

minimum intended learning outcomes have been met.   

 

To progress from level 1 to level 2, or level 2 to level 3, the candidate is required to a pass 

all mandatory modules, and the prescribed number of elective modules as outlined in the 

Validated Programme Schedule.  The minimum mark required to a pass a module is 40%, 

[35% in the cases of students undertaking their programme in ACCS (Accumulation of 

Credits and Certifications of Subjects) Mode.]   The mark for a module is the total, or 

average of, marks awarded for the individual assessment components, no individual 

component needs to be passed, unless it is a requirement of a Professional Body and is 

prescribed in the Validated Programme Schedule. 
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A student who fails to achieve a pass mark in one module may be awarded a pass by 

compensation, provided that: 

 

(i) they fall within the 35-39% band and  

(ii)  they have attained marks in excess of 40% in at least one other subject equivalent to 

double the deficiency in the subject which is being compensated. 

 

When pass by compensation has been awarded, the numeric result obtained will remain on 

the transcript for award calculations, but the transcript will indicate a ópass by 

compensationô.  

 

Pass by compensation can be applied to a maximum of one module per level and then only 

if  all other modules at that level have been passed at the first attempt.  Where a student has 

taken five modules at a level as part of a normal scheduled programme then 2 modules are 

eligible to be considered for compensation (up to 20% of programme).  Where all of the 

modules in a level are not taken at one sitting, the candidate should be counselled to resit 

the failed module.  A student is exempt from further examination in each module in which 

a pass has been awarded. 

 

Deferral of examinations can only be considered if state or medical documentation is 

forwarded directly to the Registrarôs Office, before the commencement of the examination 

in question, and accepted by the PMC Committee.  For the policy on Personal Mitigating 

Circumstanceôs (PMC) policy see Chapter 8. 

 

Classification of Awards 

The award class of the degree is calculated on the credit-weighted mean value of the grades 

that contribute to the award. DBS applies a percentage grading system. 

 

Honours Degree 

The class of degree award will be based on a weighted average percentage mark, which 

will be calculated as follows: 

 

Award Level modules   - 70% weighting 

Level 2 (or 3) modules*   - 30% weighting 

 

*The weighted mean of level 2 (/3) modules should be taken from the best modules worth 

75 -80% (3 of 4 modules or 4 of 5 modules) comprising the level.  

 

Where a student is being classified on the basis of the modules taken in the Award Year 

only, as in the cases of direct entrants to the final year, then the award classification is 

based on 100% of the final year credits. 

 

For award purposes, a candidate must satisfy all of the examination and other requirements 

set for the course.  The candidate must complete their award within the registration period 

for that award.  
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To be eligible for an Honours award all modules must be passed at the first attempt in the 

final stage. 

 

 

 

Higher Diploma 

 

To be eligible for consideration for the award of Higher Diploma at Honours classification, 

a candidate must pass all modules at 40% and satisfy the other requirements set for the 

course.  An Award with Honours may only be considered if the candidate has passed the 

final examination at: 

 

 the first attempt,  

 without exemption,  

 and in one sitting. 

 

In the case of ACCS candidates, each subject must be passed at the first attempt.   

 

 

Table of Degree Classification Thresholds 

 

Honours Bachelors Degrees (Level 8) and 

Higher Diplomas (Level 8) 

 

First Class Honours >70% 

Second Class Honours Grade 1 60-69% 

Second Class Honours Grade 2 50-59% 

Pass 40-49% 

 

 

Higher Certificates (Level 6) and  

Ordinary Bachelor Degrees (Level 7) 

 

Distinction  > 70% 

Merit Grade 1 60-69% 

Merit Grade 2 50-59% 

Pass 40-49% 

 

 

The threshold should be interpreted by the Examination Board in general, rather than in 

absolute, terms. The Board may make an award at a grade above the threshold specified in 

the table in cases where the Board feels that the studentôs circumstances merit such action. 

 

Candidates may be considered by the Board for an award higher than that indicated by their 

mark, where: 

 

 The final award grade is very close, normally within 1%, of the higher classification 

boundary, 
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 Where the overall performance at Level 3 is significantly better than that at Level 2, 

(exit velocity), 

 Where such evidence as is deemed by the Examination Board to be appropriate 

 

Should it be established that a studentôs failure to submit work, or poor performance in the 

assessment process was due to illness or personal mitigating circumstances (which were 

brought to the attention of the Registrarôs Office, and accepted by the PMC Committee) the 

Examination Board may exercise discretion in a manner appropriate to the individual case. 

 

Recovering Failed Modules 

Where a student fails a module they will normally be allowed three opportunities to recover 

the failed module.  The nature of the reassessment, either examination or continuous 

assessment, or both, should be agreed at the Examination Board.  Where the assessment 

was an unseen assessment (e.g. a written examination) the repeat task should not be the 

same as the original.  Any failed examination must be attempted at the next available 

sitting date. 

 
 

 

7.10.2 DBS POSTGRADUATE PROGRAMMES  

 

Award Classification - Postgraduate Diplomas and Masters Degree (Taught) 

 

The taught Masters Programmes normally consist of a taught component and a dissertation. 

 

The pass mark for each module is 40%.  Candidates must pass all taught modules before 

they can proceed to dissertation. 

 

To be considered for an Honours award the candidate must, in the case of full-time 

candidates, pass the examinations at the first attempt, and in one sitting, or (b) in the case 

of part-time candidates, by virtue of passing in each required examination subject at the 

first attempt.  In such cases the examination subject marks/grades to be included in the 

average result shall be those obtained at the candidateôs first attempt at the respective 

examination subjects. 

 

Table of Degree Classification Thresholds 

 

Postgraduate Diploma (Level 9)  

Distinction >70% 

Merit 60-69% 

Pass 40-59% 

 

Taught Masters Degrees (Level 9)  

First Class Honours >70% 

Second Class Honours 60-69% 

Pass 40-59% 
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Award Classification - Alternate Postgraduate LJMU/HETAC Joint Awards 

 

Where an award candidate fails to attain 180 credits, and has exhausted all relevant sittings 

the Examination Board at its absolute discretion may award a Postgraduate Certificate to 

participants who achieve 60 credits, and a Postgraduate Diploma to participants who 

achieve 120 credits from the taught stage. 

 

7.10.3 UNIVERSITY OF WALES POSTGRADUATE PROGRAMMES  

To be awarded a Masters from the University of Wales, students must pass both Part I (120 

credits from taught modules) and Part II (60 credits from a dissertation) of the scheme and 

thereby accumulate 180 credits over 12 months. 

 

The pass mark for each module is 40%.  Candidates must pass all taught modules before 

they can proceed to dissertation. The dissertation embodies the methods and results of a 

research project.  Its length should not exceed 20,000 words. 

 

To be awarded a Masterôs Degree with Distinction, candidates must achieve an overall 

mark of not less than 70%, having achieved not less than 65% in Part I and not less than 

70% in Part II. 

 

Notwithstanding the above, a candidate who has failed either Part of the scheme through 

unfair practice is not, if permitted to attempt and is successful in retrieving such failure, 

eligible for the award of a Distinction. 

 

 

Award Classifications - Alternate Postgraduate University of Wales Awards  
Under the scheme of study, candidates who complete Part I and accumulate 120 credits, but 

do not complete Part II, can exit with a Postgraduate Diploma. 

 

A Postgraduate Certificate is available to students who pass 60 credits or more in Part I. 

 

All assessment regulations conform to those of the University of Wales and additional 

information can be found in the University of Wales Academic Handbook. 

 

 

 

 

7.11 VERIFICATIO N, REVIEW  AND APPEALS PROCEDURES 

 

7.11.1 VERIFICATION  

 

Verification of an assessment result is the administrative operation of checking the 

recording and the addition of marks for the assessment.  The verification ensures that the 

assessment published by the College is free of arithmetical or other errors of fact. 

A request for verification must be received by the Registrarôs Office not later than five 

working days after the date of the publication of results on College notice boards or 
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website.   Requests for verification will be considered only if submitted in writing by the 

person concerned to the Registrarôs Office, together with the fee, as notified,per 

subject/module. If the assessment result is amended (by greater than 2%, or less if it 

impacts on a borderline decision) as a result of the recheck, the fee will be reimbursed in 

full .  Students should note that verification may result in confirmation, upgrading or 

downgrading of the initial result. 
 

 

7.11.2 REVIEW  

 

A review is a detailed re-consideration by the Internal Examiner, where feasible, of all or 

part of the assessment material, together with re-consideration by the Examination Board 

of a full set of results. 

 

A request for a review must be received by the Registrarôs Office not later than five 

working days after the date of the notification of the relevant assessment result.  Requests 

for reviews will be considered only if submitted in writing by the student to the 

Registrarôs Office.   

 

Before a review procedure can be initiated, a detailed submission must be received by 

recorded post together with supporting documentation (if appropriate) and a fee of ú130 per 

module. The submission must identify the element or elements of the assessment for which 

the review is being sought.  It must also specify the grounds on which the review is 

requested, and it must contain all information that the candidate wishes to have taken into 

account in the review.  

 

Candidates should note that the only permissible grounds for review or appeal are as 

follows: 

 

 if there is evidence of substantive irregularity in the Collegeôs procedures and/or in the 

manner in which those procedures were executed 

 if there is evidence of substantive irregularity in the Assignment brief or Examination 

Paper  

 if there are circumstances that the Examination Board was not aware of when its 

decision was taken. 

 

It is emphasised that disagreement with the judgement of the examiner(s) does not 

constitute grounds for review. 

 

It is the responsibility of students to make known, in writing, to the Registrarôs Office, as 

soon as possible after the assessment or at the latest within five working days of the 

assessment having taken place, any medical, personal or other circumstances which, to a 

significant extent, may have affected adversely their performance at 

examination/assessment and, when required, to provide evidence thereof. 

 

Students should note that a review may result in confirmation, upgrading or downgrading 

of the initial result/decision. 
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7.11.2.1  Procedures for Carrying out a Review 

 

The Registrar will consider all documented evidence and will decide if the student has 

adequate grounds for review.  The Registrar will reach one of the following conclusions: 

 

1. that there are adequate grounds for review 

2.  that there are  not adequate grounds for review 

3. that further investigation is required before adjudicating on the request for a review. 

 

Should conclusion 1 above be reached, the Registrar will request the internal or External 

Examiner to re-examine the studentôs script, taking into account the circumstances 

surrounding the review. This may result in the mark awarded to the assessment being 

revised. If the mark is revised, the Examinations Board will be requested to re-consider the 

studentôs results.  Such a request shall be accompanied by all relevant documentation in 

order that the Board may make an informed decision.  The decision of the Board shall be 

final. 

 

Should conclusion 2 above be reached, the student will be notified accordingly and the 

matter will be considered closed. 

 

Should conclusion 3 above be reached, the Registrar shall arrange further investigation.  

The form of such further investigation shall be appropriate to the individual case and may 

include oral hearings.  Should the oral hearing involve the appellant then he/she will have 

the right to be accompanied by one person nominated by the appellant.   

 

If a request for review is upheld the student will be given a full refund of the review fee. 

 

 

7.11.3 APPEAL 

 

If a student is dissatisfied with the outcome of the verification or review processes and 

believes that the procedures have been conducted improperly then she/he has a right to 

draw this to the attention of DBS, Liverpool John Mooreôs University (LJMU) or the 

University of Wales as appropriate, within 15 working days of the announcement of the 

decision. The student must be advised that this is not a re opening of the appeal and that 

she/he must provide reasonable evidence of procedural impropriety. Following a decision 

from DBS or the University (LJMU or Wales), the student must be formally notified that 

she/he has exhausted all procedures of the University and that the matter is now closed. 

Appeal forms may be obtained from the Registrarôs Office, the LJMU website: 

www.ljmu.ac.uk/Student Services, or the University of Wales, Validation Handbook of 

Quality Assurance. 

 

Students must ensure that the completed appeal form (which should include full details of 

the appeal) is submitted by the published deadline. If any relevant supporting 

documentation is not available at this time, this should be indicated on the form and 

supplied within a maximum of 10 working days. Students should be aware that after this 

time their appeal will be considered without reference to outstanding supplementary 

evidence.  
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8. LEARNER RIGHTS AND RESPONSIBILITIES  

 

8.1 ATTENDANCE  

 

Regular and punctual attendance is essential to successful academic achievement. Each 

student is responsible for all work from the first day of class and must make satisfactory 

arrangements with lecturers regarding any anticipated absences. Students who do not 

maintain a satisfactory level of attendance are hindering their overall academic 

performance.  

 

In order to encourage high attendance levels, the College invests substantial time and 

resources in tracking and following up on poor attendance. Attendance records are kept for 

all classes. 

 

When absence from assessment or examinations is caused by illness or other special 

circumstances, the Registrarôs Office should be informed in writing and documentary 

evidence (e.g. a medical certificate) should be provided. Time limits for presentation of 

medical certificates apply. 

 

8.1.1 INTERNATIONAL STUDENT ATTENDANCE REQUIREMENTS  

There are strict regulations regarding the class attendance of non-EU students. These 

regulations have been set by the Department of Justice, and are enforced by the Garda 

National Immigration Bureau (GNIB). In keeping with official regulations, Dublin 

Business School enforces a strict attendance policy. 

 

All international students are expected to attend minimum of 80% of lectures, and student 

attendance rate is recorded and monitored weekly. If any student has a poor attendance rate, 

DBS is required to inform the Department of Justice and the GNIB. Appropriate action will 

be taken by these organisations which could result in the cancellation of the studentôs study 

visa. 

 

 Attendance figures are available for every international student on a monthly basis. 

These figures are posted on notice boards in the Aungier Street and Balfe Street 

buildings for a three-day period each month. (If there are changes to this policy 

students are notified in advance.) 

 If an international student requires an attendance letter for visa renewal, they are 

advised to contact International Student Services. This letter will only be issued where 

a student has maintained an attendance of over 80%. 

 If an international student is ill for more than two days, they are required to submit a 

medical certificate from a qualified registered medical practitioner. This will be taken 

into account when calculating your attendance rate. 

 If an international student is absent from classes for any other reason, they must 

contact their Lecturer. 

 Queries in relation to attendance rate should be addressed to the relevant School office. 
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To obtain a visa renewal, the student is required to provide a number of documents from 

Dublin Business School to the GNIB, including a letter to verify attendance over the period 

of the previous study visa. If the studentôs attendance is poor, the GNIB may not renew the 

study visa. The GNIB and the Department of Justice advise a minimum 80% class 

attendance for the duration of a course, however DBS considers it preferable to have an 

attendance level of 85+% 

 

Under the study visa regulations a student is permitted to work for up to 20 hours per week. 

Working more than 20 hours per week can affect a studentôs ability to maintain a good 

attendance rate and their academic performance may suffer, and is in contravention of the 

study visa regulations. Students are permitted to work up to 40 hours per week during 

academic vacation periods only. 

 

8.2 PERSONAL MITIGATING CIRCUMSTANCES 

 

When, owing to personal mitigating circumstances, a student is unable to complete an 

assignment or an examination, or where a student considers that their performance in an 

assignment or examination may have been adversely affected by such circumstances, a 

completed Personal Mitigating Circumstances Form (F8.1) should be submitted to the 

Examinations Office. 

 

Personal circumstances applications must be submitted to the Examinations Office within 

seven days of the due date for assignment submission or the examination date.  

 

Personal circumstances are envisaged as serious adverse factors, which may have affected 

the studentôs performance in coursework or examinations, such as illness or bereavement. 

Supporting evidence (e.g. medical certificate or bereavement notice) must be attached to 

the form submitted. If reasons for mitigation are confidential they should be discussed with 

the Programme Leader.  

 

A student may request deferral of assignments or examinations or both. Deferral of selected 

exams in a sitting will not be allowed.  

 

The Examination Board may take such action as it sees fit to take into account the evidence 

provided by the student. While there may be an acceptance that personal circumstances 

have resulted in poor performance in coursework or examinations, the Examination Board 

will normally require the student to complete the learning outcomes for a module. Except 

in very exceptional circumstances information of this nature shall not be considered if 

presented after the meeting of the Examination Board.   

 

8.3 STUDENT GRIEVANCES AND COMPLAINTS  

 

Dublin Business School is committed to providing a learning environment that is 

conducive to successful study and the achievement of each studentôs target award. To 

facilitate this, a range of academic and support services are provided, and these are 

described earlier in this document. It is, however, recognised that, from time to time, 
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students may wish to raise concerns regarding the services provided and a procedure for 

dealing with student complaints and grievances has therefore been put in place. 

 

The procedure adopted has been informed by section 5 of the QAA Code of Practice for the 

Assurance of Academic Quality and Standards in Higher Education. Besides enabling 

students to voice their concerns, the complaints procedure is seen as an important source of 

information to help DBS improve the quality of the services it provides.  

 

The College seeks to resolve as quickly and fairly as possible any complaint a student may 

have as an individual, about services provided by the College or treatment by any staff 

member or student. The purpose of the complaints procedure is to provide an opportunity 

for such students to resolve the problems or concerns they have. It should be noted, 

however, that the procedure now described does not cover academic/examination appeals 

for which a separate procedure is set out in the assessment regulations. 

 

While no student is disadvantaged by having made a complaint, it is expected that students 

raising complaints have observed their own obligations and responsibilities, through 

meeting their academic commitments and behaving in accordance with College regulations 

and displaying reasonable consideration for others. The College expects that students not 

engage in frivolous or vexatious complaints. 

 

Students making the complaint must be made aware that, in the interests of fairness, those 

who are either themselves the subject of the complaint, or responsible for the provision or 

service complained about, are invited to comment on the complaint at the earliest 

opportunity. 

 

Students making the complaint are allowed reasonable time to seek advice for any meeting 

which forms part of the process, whether at the informal or formal stages in the procedures. 

At all stages in the formal procedures, every effort should be made to come to a resolution 

acceptable to all parties, including through the use of informal discussion and agreement, 

should that be the complainantôs wish. 

 

Complaints about the assessment process should be dealt with through the appeal process 

in the Assessment Regulations. If a student has a query about a mark given for coursework, 

their lecturer should be approached first. Students are also informed that the student service 

office are also available to advise in relation to queries and complaints of an academic and 

non-academic nature. 

 

8.3.1 STAGE 1: INFORMAL PROCESS 

The intention is that most problems should be and are dealt with locally, in a spirit of 

conciliation. Thus, the formal complaints procedure should not be seen as a first resort in 

the search for a solution.  

 

As a first step, students should seek to resolve their concerns with the person directly 

responsible for the subject of their complaint. If for any reason students feel unable to 

approach the person responsible, the complaint should, where possible, be channelled by 

the student through their Class Representative(s), local manager (e.g. Head of 
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School/Department), supervisor
 
or Programme Leader, via the Student Services Officer or 

with the Registrar, if so preferred. 

 

If a student requests that his/her identity be kept confidential, this is respected up to the 

point when disclosure is necessary to progress or resolve the issue, in which case, the 

student is informed in advance of the disclosure. 

 

The contacted individual considers the complaint and, where deemed appropriate, 

endeavours to address the matter on an informal basis to the satisfaction of the student. In 

certain instances or circumstances, liaison with local managers, Programme Leaders, 

LJMU relationship managers or University of Wales External Moderators may be 

necessary to achieve a satisfactory outcome. 

 

8.3.2 STAGE 2: FORMAL COMPLAINT  

Where a student considers the complaint to be too sensitive, or is dissatisfied with the 

results of discussions with their local manager, a complaints form should be completed and 

handed into the Registrarôs Office. A copy of the standard complaints form (F.8.2) is 

provided by the Registrarôs Office. 

 

All formal complaints should normally be made within seven days of the alleged incident, 

matter or concern. Anonymous complaints are not accepted. Students may discuss 

complaint issues confidentially with the Student Services Officer prior to making a formal 

complaint. 

 

Where appropriate the student may request a meeting with the relevant Head of 

School/Department or Head of Service (or their nominee). This request should be made to 

the Registrar on the complaint form. The meeting is normally held within seven days of the 

written request and is intended to clarify issues surrounding the complaint. If so requested, 

the Student Services Officer (or his/her nominee) acts as adviser. Notes of the meeting are 

made and a copy made available for the student. 

If the student is not satisfied with the outcome of this stage, he/she is entitled to request a 

formal hearing. 

 

8.3.3 STAGE 3: FORMAL HEARING  

To request a formal complaint hearing, the student should write to the Registrar, outlining 

the reasons why the complaint is being taken to this stage. This should normally be done 

within seven days of receipt of the response from the previous stage. 

 

A Hearing Panel is normally convened within fourteen days of the request being made. The 

Hearing Panel consists of:  

 

1. The DBS Registrar (Chair) 

2. Two senior members of staff, not previously involved in the process 

3. The Student Services Officer 

 

The Hearing Panel has access to all prior correspondence relating to the complaint, and the 

results of any informal action or attempted mediation. Any party involved in the complaint 
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has the right to appear before the panel to state their case. Each such party may also be 

accompanied and represented by a person of his/her choice at this stage of the procedure. 

 

The Hearing Panel considers all oral and written evidence presented and come to a 

conclusion with recommendations to School Management/relevant function head as to 

what action, if any, should be taken. Notes of the hearing are taken and made available to 

the complainant. Notes, not verbatim minutes, are recorded. 

 

8.3.4 STAGE 4: APPEAL TO CEO 

If the student feels that proper procedures have not been followed, or that there has been a 

failure in the process, they have the right to appeal to the Chief Executive Officer within 

fourteen days of the communication of the decision of the Hearing Panel.  

 

The grounds for the appeal should be clearly stated and evidenced in writing and sent, in 

the first instance, to the Registrar. Valid grounds for this appeal can relate only to the 

processes and procedures followed at the previous stages. Disagreement with the 

judgement of the Hearing Panel does not constitute valid grounds for an appeal to the CEO. 

Thus, the appeal does not normally involve reconsideration of the original complaint and 

new evidence is not normally be accepted at this stage. 

 

The papers are forwarded by the Registrar to the CEO who decides if an appeal hearing is 

appropriate. If the CEO (or nominee) deems it appropriate, an appeal hearing is convened 

with the CEO (or nominee) in the Chair. Any party involved in the appeal has the right to 

appear before the panel to state their case. Each such party may also be accompanied and 

represented by a person of his/her choice at this stage of the procedure. 

 

Where an appeal hearing is deemed appropriate, it should normally be held within seven 

days of the request being made. Notes, not verbatim minutes, of the hearing are taken and 

made available to the student. 

 

The CEO (or nominee) acts as the final arbiter in the matter and the resulting decision is 

final. 

 

8.3.5 STAGE 5: APPEAL TO LJMU  

The following additional stage is available only to students registered on LJMU (or 

joint award HETAC/LJMU) programmes. Where a student has exhausted the above 

óinternalô complaints procedure and feels that the procedure has not been followed 

correctly, or the decision is unreasonable, the student may appeal under Stage 3 of the 

Liverpool John Moores University (LJMU) Student Complaints Procedure. The grounds 

for appeal should be clearly stated and evidenced in writing and sent to the Student 

Relations Officer at LJMU, where it is progressed through the relevant LJMU procedure 

This appeal process does not involve consideration of any new evidence including witness 

statements. The student is advised of the outcome in due course.  
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8.3.6 STUDENT COMPLAINTS PROCEDURE: VALIDATION BOARD - UNIVERSITY OF 

WALES 

An additional complaints procedure has also been designed for use by students registered 

on programmes validated by the University of Wales. This procedure may be used for 

instances when it is not possible to invoke an existing University of Wales procedure. 

Wherever possible, the University wishes to see any complaint resolved as close as 

possible to its point of origin (within DBS) and with a minimum of formality. Therefore, 

the following procedure applies where the issue has been investigated and found to be not 

possible. Therefore, this procedure applies to: 

 Complaints arising from a studentôs educational experience, other than disputes relating 

to assessment and examinations (see below) 

 Complaints in respect of academic and/or administrative support or other services 

provided by a validated institution or the University of Wales 

 Complaints regarding alleged harassment by staff of the validated institution or of the 

University of Wales 

 Complaints arising from alleged discrimination by staff of the validated institution or of 

the University of Wales in relation to gender, race, disability, sexual orientation or 

otherwise 

 This list is not exhaustive ï complaints falling outside those listed above are considered 

and investigated at the discretion the Chair of the Validation Board 

 The investigation of formal complaints relating to matters which have occurred more 

than twelve months previously are investigated at the discretion the University. 

 

This procedure does not apply to: 

 Candidates wishing to appeal against an academic decision ï separate procedures exist 

for such appeals. Candidates should also note that appeals against the academic 

judgment of examiners are not accepted 

 Disciplinary matters ï these are dealt with in accordance with separate procedures in 

place within the validated institution, though complaints are accepted against the 

disciplinary procedure process and/or outcome 

 Fitness to Practice issues - these are dealt with in accordance with separate procedures in 

place within the validated institution. 

 

Details of how to submit a complaint to the University of Wales, and the associated 

processes and documentation, are available in the relevant student handbook (on the 

student intranet) (link). 

 

8.4 CODE OF DISCIPLINE  

 

Discipline in general reflects practices pertaining to the world of work in terms of 

punctuality, attitude, achievements, completion of tasks, etc. The staff of DBS spare no 

effort in pursuit of excellence. A reciprocal work input is demanded from all students in 

their own interests. Each is required to comply with the Collegeôs Code of Discipline. 
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8.4.1 CODE OF DISCIPLINE  

This section contains the general Code of Discipline and many of the Collegeôs regulations. 

It is not, however, intended to be exhaustive. For example, regulations concerning 

examinations, the library and use of the Computer Rooms are contained elsewhere in this 

handbook and on notices in the relevant locations. It is of particular importance to students 

that they read and understand the Assessment Regulations pertaining to their programme. 

The aim of these regulations is to ensure that an appropriate academic environment is 

maintained in the College. The Code requires reasonable behaviour and consideration for 

others and is intended to assist students in spending a fulfilling and rewarding time at the 

College. 

 

Discipline Committee 

The Discipline Committee oversees and rules on serious breaches of College regulations. 

The Committee comprises the Registrar (or his/her nominee), Examinations Officer, four 

representatives of College staff and two representatives nominated by Student Services. 

Four members shall constitute a quorum. The Committee shall appoint its own chairperson 

from among its number. 

 

Rights of Students 

 

1. All of the students of the College shall refrain from conduct liable to infringe the rights 

of others. 

 

2. The provisions of this Code are without prejudice to the legal rights of students. In the 

context of this Code, no person may be charged twice with the same offence in relation 

to the same incident. 

 

3. No sanction shall be imposed on a student by, or in name of, the College except in 

accordance with this Code, or in accordance with the Guidelines for the conduct of 

Examinations. 

 

4. At hearings of the Discipline Committee from which disciplinary actions could result, 

an accused person has the right to speak in his or her own defence and to call witnesses, 

including character witnesses. Persons reporting incidents may also call witnesses. 

 

5. Witnesses may be questioned by members of the Committee, and accused persons as 

well as persons reporting incidents may submit questions to be put by the chair. An 

accused person may also have representation of his or her choice at any hearing. The 

extent of this representation shall be subject to limitation as to numbers by the 

committee. 

 

Enforcement and Related Duties 

 

1. All students of the College are expected to ensure that those on campus whom they may 

suspect of having infringed the Code of Discipline are identified and dealt with 

according to the regulations of the College. 
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2. All students shall have both a right and a duty to demand identification where they feel, 

with good cause, that a breach of the Code has taken place. 

 

Offences 

 

Criminal Offences (including theft) shall be referred to the civil authorities. 

 

Major Offences - the following are defined as major offences: 

 

 Plagiarism (as defined in the Assessment Regulations ï this issue is dealt with under 

the Academic Impropriety process). 

 Furnishing false information to the College with intent to deceive. 

 Forgery, alteration or misuse of College documents, records or identity cards. 

 Physical or verbal harassment, bullying or abuse of any student or member of staff of 

the College. Particular attention is paid to racist or sexist abuse. 

 Malicious destruction, damage or misuse of College property, including Library 

materials and computer equipment, or of private property on the campus (over ú60 

replacement cost). 

 Unwarranted interference with Collegeôs safety equipment, fire-fighting equipment and 

alarm systems or failure to observe fire drill procedures. 

 Abuse of alcohol or other substance abuse on the campus. 

 Forcible occupation of College buildings. 

 Activities by students outside the College while engaged in work experience, placement 

or assignment organized by the College or while representing the College, its Clubs or 

Societies, which would breach there regulations of committees in the College. 

 Incitement or encouragement of any other person or persons to do any of the above. 

 

Penalties ï Where a student is found guilty of the offence or offences charges, the 

Discipline Committee is empowered to impose any of the following penalties, either 

separately or in combination: 

 

 Expulsion from the College 

 Suspension from the College for a stated period, or until such time as any requirements 

laid down by the Committee, such as payment of a fine or the restitution of damage or 

loss, are fulfilled. 

 Exclusion from specific College facilities. 

 Disbarment from examinations for a specific period. 

 A fine not exceeding 50% of the annual fee of the course being followed. 

 In the case of the offence of plagiarism (see Assessment Regulations) or of copying, 

cheating or other offence in connection with an examination (including 

assessment/project work), exclusion from the examination in question in part or in total 

and/or exclusion from the academic course being followed by the student, or any part of 

it. 

 An order for reparation of any damage or loss caused to the College or any of its staff 

or student members or members of the public. 

 Deprivation of award of degree, diploma, certificate, prize or other academic award. 

 




